ProTracts — Hints & Tips
1. “Manage Contracts/Maintenance”

Listed below are instructions on how to create ProTracts reports that list:

0 Active contracts that are past expiration date,

0 Active contracts that expire in the current calendar year,

0 Active contracts that expire in selected calendar year(s), and
0 How to export them into Excel spreadsheets

a. Atthe My NRCS webpage (https://my.nrcs.usda.gov/), click on “Manage
conservation contracts (ProTracts)”.
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b. Click on Login.
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1. Manage Contracts/Maintenance

c. Click on Contracts \ Manage Contracts.

Farms  Funds  Repaorts

Contact Us  Help  Log Off

Session ands in 30 minutes I not actve.

i T O Shishido

Release Motes Build 2.15  April 24, 2007

AL Programs:
= The Manage Conlracts Pregrams and Prachices searches now include an oplion 1o search by fund code {sub-account). You must selecla
program and fiscal yaar bafore the fund code list will be populated

o The Manage Contracts Pending Actions search has been changed to include all cemtifiedfeligible items whather or nat payment instructions
heve been completed.
» Add Mew Application now includes 2008 in the fiscal year dropdown list

] Core
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d. Click on “Maintenance”.

Manage Contracts - Microsoft Internet Explorer
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Done
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Pacific Islands Area Page 2 of 12 11/28/2007



1. Manage Contracts/Maintenance

There are three options under Expired Contracts:

1. Active contracts that are past expiration date

2. Active contracts that expire in the current calendar year
3. Active contracts that expire in selected calendar year(s)

A Manage Contracts - Microsoft Internet Explorer
Eile Edit “iew Favorites Tools Help "

oE\ack - & \ﬂ @ h /:\J Search “f:(Favorites {:‘} [_\v :\,‘ - _J ﬁ

sddress | &) htips: Morotracts.sc.egov.usda.gov/ProTractsManageContracts. aspy? Action=FindContractResults, aspx hd GD Links >
Contact Us Help Log Off ession ends in30 =

Tools Applications Contracts CostLists Forms Funds Reports

minutes if not active. # Active Sessions: 155

Manage Contracts - Contract Maintenance

tract Mumber | Programs | Practices | Pending Actions | Maintenance | Clear Selections

I E Find Contracts

eckio
Program: | All Programs | Fiscal \"ear:|AII V| 5tate:|HI V| Field Offices

Field Offices:

Closed Offices
Active contracts that are past the (O Active contracts associated with
expiration date a closed office

(O Active cantracts that expire in the
current calendar year

(O Active cantracts that expire in selected
calendar year(s)

Expired Contracts

=

S @ Trusted sites

@ Done

1. Active contracts that are past expiration date
a. Select “Active contracts that are past the expiration date”.

b. Make your selections by Program, Fiscal Year, County, Field Office
and/or Location. (Note: Choices limited by your ProTracts permissions)

c. Click on “GO”".
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1. Manage Contracts/Maintenance

d. The search recovered one contract.

A Manage Contracts - Microsoft Internet Explorer = (0]
i

File Edt \iew Favorites Tools  Help

@Back ) \j \j n j ) Search “Ef 7 Favarites €} -'_"v :; _J ﬁ ':’j

NIDAC :;:;u:lﬂesnmmr -
UNRC Conservation Service
Tools Applications Contracts CostLists Forms Funds Reports ContactUs Help Log Off
Session ends in 30 minutes if not active. # Active Sessions: 184

Manage Contracts - Contract Maintenance

Name & Contract Mumber | Programs | Practices | Pending Actions | Mainkenance | Clear

Progran: Fiscal Year: State: Euunties Field Offices anatiuns .E:.
Dffices:

& Find Contracts

Search

Expired Contracts Closed Dffices
@ fickive contracts that are O Active contracts
past the expiration date associated with a closed 5
office

O fickive contracts that expire
in the current calendar vear

O Ackive contracts that expire
in selecked calendar vear(s)

Contracts Returned: 1 -1 of 1

B Conkracts Wiew Contract | Expand Items | ¢ H||:|:l eItems | Manage Letters | Totals | Export
Program | State |County| Field Dffice i [Status|Expiration Date
EQIP 1996 HI MaUl | HOOLEHUA SERVICE CENTER| I ; A
2 & Trusted sites

@ Daong

Note:
Participant Names and Contract

numbers have been “blocked” to
secure Personally Identifiable
Information (PII).
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1. Manage Contracts/Maintenance

2. Active contracts that expired in the current calendar year
a. Select “Active contracts that expire in the current calendar year”.

b. Make your selections by Program, Fiscal Year, County, Field Office
and/or Location. (Note: Choices limited by your permissions)

c. Click on “GO".

2N Manage Contracts - Microsoft Internet Explorer

Fle Edit ‘Wiew Favaorites Tools  Help -,'

eBack o \_) |ﬂ @ _;\] /_\J Search “-51:( Favorites 6‘3 [_':v :;_ _J ﬁ ﬁ

ProTracts .

Facrom Convocts Syt

Contact Us Help Log Off

[— :;.;;LE'I"EZ;;LE E;
\Q’ N RC Conservation Service
Tools  Applications Contracts Cost Lists  Forms
Session ends in 28 minutes if not active.  # Active Sessions: 173

Manage Contracts - Contract Maintenance

Funds Reports

B Find Contracts

Sazrrh

Program: Fiscal Year: State: Field Offices
all Programs |+

Field

Mame & Contract Mumber | Programs | Practices | Pending Actions | Maintenance | Clear Selections |

Expired Contracts Closed Offices
O active contracts that are O Active contracts
past the expiration date associated with a closed
i . office
4 (&) active contracts that expire
in the current calendar vear
O Active contracts that expire
in selected calendar year(s)
&) Done 2 @ Trusted sites
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1. Manage Contracts/Maintenance

d. Search recovered 11 contracts.

Manage Contracts - Microsoft Internet Explorer.

File Edit Wiew Favorites Tools  Help 4

eBack . \ﬂ @ _;\J /..-\JSearch ‘»;?‘\'{Favorites {‘} <] .,_7_ _] ﬁ ‘:‘j

ndContractResults, aspx

States Dap

Na
\0} N RC Conservation Service
Tools Applications Contracts CostLists Forms Funds Reports ContactUs Help Log Off
minutes if not active. # Active Sessions: 181

Manage Contracts - Contract Maintenance

I B Find Co 5 i s | Maintenan ions

Program: [AlFrogans ¥  FiscalYear: Al %]  states[1 ¥] Field Offce G0 |

Field Offices:

Expired Contracts Closed Offices
O Active contracts that are past the (O Active contracts associated with a
expiration date closed office

(® Active cantracts that expire in the current
calendar year

(O Active cantracts that expire in selected
calendar year(s)

Contracts Returned: 1 - 11 of 11

B Contracts Wiew Contract | Expand Items | Collapse Items | Manage Letters | Totals | Export
Program | State | County Field Dffice Participant Contract Number|Status|Expiration Date

Active | 9/30/2007
Active | 9/30/2007
Active | 9/30/2007
Active | 9/30/2007
Active | 9/30/2007
Active | 9/30/2007
Active | 9/30/2007
Active | 9/30/2007

EQIP 2002 HI HAWATT HILO SERVICE CEMTER

EQIP 2002 HI HAWATT KAMUELA SERVICE CEMTER
EQIP 2002 HI HAWATT KEALAKEKUA SERVICE CEMTE
EQIP 2002 HI HOMOLULU] AIEA SERVICE CEMTER

EQIP 2002 HI HOMOLULU] AIEA SERVICE CEMTER

EQIP 2002 HI HOMOLULU] AIEA SERVICE CEMTER

EQIP 2002 HI HOMOLULU] AIEA SERVICE CEMTER

EQIP 2002 HI FALAT LIHUE SERVICE CEMTER

HHHHBEHNEEHEEHE

EQIP 1995 HI MALT HOOLEHUA SERWICE CEMTER Active | 9f30/2007
EQIP 1995 HI MALT HOOLEHUA SERWICE CEMTER. Active | 9f30/2007
EQIP 2002 HI MALT WAILLUKL SERWICE CENTER Active | 9f30/2007

@ Done é @ Trusked sites
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1. Manage Contracts/Maintenance

3. Active contracts that expire in selected calendar year(s)
a. Select “Active contracts that expire in selected calendar year(s)”.

b. Make your selections by Program, Fiscal Year, County, Field Office
and/or Location. (Note: Choices limited by your permissions)

c. Click on “GQO".

2} Manage Contracts - Microsoft Internet Explorer |__||E|[g|
File Edit Wiew Fawvorites Tools Help -4’
h A =y “ 5 A
- ) = i v, [ iﬂ 3
e Back </ \ﬂ @ - lj 7 Search . Favarites 6} [j:_{ = 3
Address @ https:{{protracts, sc.egov.usda,gov [ProTracts/ManageContracts, aspx?Action=FindContractResults, aspx b Go

Tools Applications Contracts CostLists Forms Funds Reports ContactUs Help Log Off Sessionendsin3o
minutes if not active.  # Active Sessions: 169

Manage Conftracts - Contract Maintenance

I 1 Find Contracts Mame & Conkract Mumber | Programs | Practices | Pending Actions | Maintenance | Clear Selections | Searth

Program: | &ll Programs Fiscal \"ear:lAll V| 5tate:|H| v| Field Offices m

Field Offices:

: Year Selected Year(s)
Expired Contracts Closed Offices
1997 o~ Add = 2008
(O active contracts that are past the 1995 = (O active contracts associated with a
expiration date 199a closed office B
2000
() Active conkracts that expire in the current S0l ¥ < Remove All
calendar year
(®) Active cortracts that expire in selected
calendar yearis)
A
&] Done S @ Trusted sites
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1. Manage Contracts/Maintenance

d. The search recovered 67 contracts.

) Manage Contracts - Microsoft Internet Explorer

File Edit Yiew Favorites Toaols Help

eBack ML Iﬂ @ _;j /_J Search ‘*5::( Favorites e’} [_':v ; _J ﬁ ﬁ
t:

i egoy usda, gov/ProTracksManageContracts, aspcr Ackion

ONRCS Enenaien

FindContractResulks, aspx

ﬁEroTrocTs

Tools Applications Contracts CostLists Forms Funds Reports ContactUs Help Log Off Session ends in30 minutes if not active.
# Active Sessions: 167

Manage Contracts - Contract Maintenance

Mumber | Prog

Program: | 8ll Programs | Fiscal Year: Gtate: Field Offices

Field Offices:

|60 |

Year Selected Year(s)
Expired Contracts Closed Offices
1997 A Add = 2005
(O Active contracts that are past the expiration date 1998 = (O Active contracks associated with a clased
(O active contracts that expire in the current calendar 2000
wear 2001 ¥ < Remove All

(@ active contracts that expire in selected calendar
wear(s)

Contracts Returned: 1 - 50 of 67

Contract | Expand Items | Collapse Items | Manage Letters | Totals | Export

Jram 2LdlE m m T = d o = EXpiration Date b
# | EQIP 2002 HI HAWAIL HILO SERVICE CENTER Active | 9/30/2008
& | EQIP 2002 HI HAWAIL HILO SERVICE CENTER Active | 9/30f2008
= | EQIP 2002 HI HAWAIL HILO SERVICE CENTER Active | 9/30/2008
) WHIP HI HAWAIL HILO SERVICE CENTER Active | 9/30/2008
# | EQIP 2002 HI HAWAIL HILO SERVICE CENTER Active | 9f30/2008
# | EQIP 2002 HI HAWAIL HILO SERVICE CENTER Active | 9f30f2008
# 1 EQIP 2002 HI HAWAIL HILO SERVICE CENTER Active | 97302008
# | EQIP 2002 HI HAWAIL HILO SERVICE CENTER Active | 9/30/2008
# | EQIP 2002 HI HAWAIL HILO SERVICE CENTER Active | 9/30/2008
# | EQIP 2002 HI HAWAIL HILO SERVICE CENTER Active | 9/30f2008
& | EQIP 2002] HI HAWAIL HILO SERVICE CENTER Active | 9/30/2008
# | EQIP 1996 HI HAWAIL HILO SERVICE CENTER Active | 9/30/2008
= | EQIP 2002 HI HAWAIL HILO SERVICE CENTER Active | 9/30/2008
& | EQIP 2002 HI HAWAIL HILO SERVICE CENTER Active | 9/30/2008
# | EQIP 2002 HI HAWAIL HILO SERVICE CENTER Active | 9f30/2008
| EQIP 2002 HI HAWAIL HILO SERVICE CENTER Active | 9f30f2008
# WHIP HI HAWAIL HILO SERVICE CENTER Active | 9/30/2008
# | EQIP 1996 HI HAWAIL HILO SERVICE CENTER Active | 9/30/2008
* | EQIP 2002 HI HAWAIL HILO SERVICE CENTER Active | 9/30/2008
# | EQIP 2002 HI HAWAIL HILO SERVICE CENTER Active | 930f2008
& | EQIP 2002] HI HAWAII KAMUELA SERVICE CENTER Active | 9/30/2008
i+ | EQIP 2002 HI HAWAIL KEALAKEKUA SERVICE CENTH Active | 9/30/2008
# | EQIP 2002 HI HAWAIL KEALAKEKUA SERVICE CENTH Active | 9/30/2008
| EQIP 2002 HI HAWAIL KEALAKEKUA SERVICE CENTH Active | 9/30f2008
= | EQIP 2002 HI HAWAIL KEALAKEKUA SERVICE CENTH Active | 9f30/2008
i+ | EQIP 2002 HL HAWAIL | KEALAKEKUA SERVICE CENTH Active | 9/30/2008
n‘_gl FOIP 2NN2| HI HAWATT KFAl AKFKLIA SFRVICF CFNTH Artive | 9FANF2NNAR bt 3
&] Done 8 @ Trusted sites
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1. Manage Contracts/Maintenance

4. Exporting Data in Excel Spreadsheets

a. Click on “Expand Items”

‘A Manage Contracts - Microsoft Internet Explorer
File Edit “iew Favorites Tools Help

Q- ©Q WA G P Jorovos @ -5 @ - [JEK B
Address €| https:{fprotracts, sc.egov.usda.gov/ProTracts/ManageContracts, aspx?Action=FindContractResults. aspx adll

Pro

] Progam
Tools Applications Contracts CostLists Forms Funds Reports ContactUs Help Log Off Sessionendsin30
minutes it not active. # Active Sessions: 181

Manage Contracts - Contract Maintenance

B Find Contracts Mame & Contract Number | Programs | Practices | Pending Actions f Maintenance | Clear S ons | Search
Program: All Programs  ~ Fiscal Year: :All V: State: [HI v| Field Dffices m
[# Field Offices:
Expired Contracts Closed Offices
O Active contracts that are past the O Active contracts associated with a
expiration date closed office
(&) Active contracts that expire in the current
calendar year
O Active contracts that expire in selected
calendar year(s)
Contracts Returned: 1 - 11 of 11

= | EQIP 2002 HI HAWAIL HILO SERVICE CENTER Active | 9/30/2007
=+ | EQIP 2002 HI HAWAIL KAMUELA SERVICE CENTER Active | 9/30/2007
EQIP 2002 HI HAWATL KEALAKEKUA SERVICE CENTH Active | 9/30/2007
EQIP 2002 HI HOMOLULUY AIEA SERVICE CENTER Active | 9/30/2007
EQIP 2002 HI HOMOLULUY AIEA SERVICE CENTER Active | 9/30/2007
= | EQIP 2002 HI HOMOLULU| AIEA SERVICE CENTER Active | 9/30/2007
| EQIP 2002 HI HOMNOLULUY AIEA SERVICE CENTER Active | 9/30/2007
©[EQP2002] HI _|KAUAL | LIHUE SERVICE CENTER Active | 9/30/2007
[# | EQIP 1996 HI MAUL HOOLEHUA SERVICE CENTER) Active gmfguu?
[+ 1996 HI MAUL HOOLEHUA SERVICE CENTER] Active 9;'30,‘200?
i+ | EQIP 2002 HI MAUL WAILUKU SERVICE CENTER Active | 9/30/2007
I{ej Done S @ Trusted sites
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1. Manage Contracts/Maintenance

b. Click on “Export”

2l Manage Contracts - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

oBack A > d ﬂ ;‘J /.-‘: Search “_#' =" ﬁ ‘:“

Address ’Jsjhttps:Nprotracts.sc.egov.usda.gow’PrDTracts,l’ManageContracts.aspx?Actmn=FindCDntractRasuIts.aspx e a Go
~
Contracts Returned: 1 - 11 of 11
Btatus|Expiration Date A
ctive | 9/30/2007
Item|Code Practice Units|Amount|Planned| Status [Obligation|Payment Status| Payment
1 | 214 | Brush management (AcC) ac. 1.0) 2005 Planned $225.00] Eligible $0.00)
2 | 314 | Brush management (AcC) ac. 4,0] 2004 Certified]  $900.00| Approved $900.00
3 | 512 | Pasture & hay planting (Ac)] ac. 1.0) 2005 Planned | $1,260.00| Eligble $0.00)
4 | 512 | Pasture & hay planting (AcC)] ac. 4,0] 2004 Certified] $5,029.03] Approved $5,039.03
5 | 5282) Prescribed grazing (Ac) ac. 4.6] 2005 Planned $460.00] Eligible $0.00)
6 | 5282) Prescribed grazing (Ac) ac. 5.2| 2004 Planned $520.00] Eligible $0.00
7 |90 | Mutrient management (&c) | ac. 5.0] 2005 Planned $500.00] Eligible $0.00)
8 | 5282) Prescribed grazing (Ac) ac. 4.6] 2006 Planned $460.00] Eligible $0.00)
9 | 5282) Prescribed grazing (Ac) ac. 5.2| 2005 Planned $520.00] Eligible $0.00)
S[ecipz002]  HI [Hawanm  [kaMUELS SERVICE CENTER | Active | 9/30/2007
1
1tem|Code Practice Units|amount|Planned| Status | Obligation [Payment Status| Payment
1 | 317 | COMPOSTING FACILITY| no. 1.0f 2005 Certified| $298,499.25| Approved $2095,499.25
2 | 317 | COMPOSTING FACILITY| no. 1.04 2006 Certified| $150,000.00] Eligible $0.00
3 262 | DIVERSION ft. G000 200 Dlommad 41 400 0ol Clinill 000
S[EQIP2002]  HI  [HAWAIL | KEALAKEKUA SERVICE CENTER] active | 9/30/2007
Item| Code Practice OISR TITOTHTC[FTaNTTTET S T TS T OO Vi TeSTatus [Payi 1t
1 ]330 windbrk shelterbrk establishment (Ft) . 300.0| 2005 Planned|  $150.00]| Eligible $0.00
2 |20 windbrk shelterbrk establishment (Ft) ft. 300.0| 2005 Planned|  $150.00] Eligible $0.00)
3 |30 windbrk shelterbrk establishment (Ft) ft. 300.0| 2005 Planned|  $150.00] Eligible $0.00)
4 |80 windbrk shelterbrk establishment (Ft) ft. 300.0| 2005 Planned|  $150.00] Eligible $0.00)
5 | 42000 Irr wir conv pipeline hi press undrgrnd plast (FL| ft. 1,783.0| 2005 Planned| $2,024.00] Eligible $0.00 .
@ Done é @ Trusted sites

o All contracts returned
o0 Hierarchical (Items grouped beneath contracts)
o Click on “Export”

ProTracts Export to Excel

[ want o export:
@ Al contracts returned
O Confracts appearing on this page only

With the data in this format:
@ Hierarchical (Items grouped beneath contracts)

O Oreline per d item (To allow sorting by iterns)

[ Export ] l Cancel ]
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1. Manage Contracts/Maintenance

d. Select “Open”

File Download X

Do you want to open or save this file?

Mame: ExportData.xls
FHL

Type: Microsoft Excel Worksheet, 34.1 KB

][, Save ]| Cancel |

harm wour computer. If you do nat trust the sowrce, do not open ar

@ Wwhile files from the Intemet can be useful, some files can potentially
save this file. ‘What's the risk?

e. File/ Save As

i Fle Edt Mew Insert Format  Tools  Table  Window  Help Type a question forhelp = X

(il
]
- .
11
4
i
i

MR R A.*_!

i 3] (3]9 -0 - 100% |5 !4_4 Marmal - TimesMewRoman + 12 + | B I g||_|
i Final Showing Markup = Show~ | %% 9% v » s~ | | 7~ R A

E7 wicrosoft Excel - ExportDatal1].xls

Format  Tools Data  Window Help Type aquestion for help = o & X
Celi g o 4 p oo : - By Av! P Q]9 - o E ] 100% E PivotTable j
CHH+0 Ehanges,,. End Review, . ! il | Edit Teut... | Ll = .A | Ad gk = ;‘_‘;! ﬁ - | — = ﬁ!
criis | E | F [ & | H =
Save As.., | ) . Contract e F]
Id Office Participant Status Expiration Dat
Save as Wweblage... Number
NG paco E CEMTER sctive  8/30/2007
%3 File Search,.. ERVICE CENTER Ictive  8/30/2007
[+] | Permissian , [4 SERVICE CENTER| ctive  8/30/2007
- E CENTER sctive  8/30/2007
Web Page Preview
E CENTER bctive  8/30/2007
Page Setup... .
E CENTER ctive  8/30/2007
e Print &
[ | * |E CENTER lactive | 8/30/2007
L Prink Presiews ICE CENTER lactive | 9/30/2007
o Brint... P EERVICE CENTER lactive | 8/30/2007
Send To » BERVICE CENTER ctive  8/30/2007
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1. Manage Contracts/Maintenance

f. File/Save As

0 Save to a selected folder
Change File Name (Be sure to remove quotes)
Change Save as type: to MS Office Excel Workbook
Click Save.

O O O

Save in: |w Local Disk (€19 v/ - Q@ Xy & Tooks-

= e Chome

| |5 7az0eb1dbdbebShefaresefa7s43cens  (Cintel
My Recent | | 7)564a5edslat0zechdccicbbesd157azc [CT)Pfdata
DOCUMENES || == e 7adea367chec7Beal 7ab031 9bae () Program Filss

[ Arcals [CTiquarantine
@ |5 c40c857F88%ededec 197751041 [Cytemp

Deskkop [T)cassle [CytempToolkit_Symbology
() Consplandata (L) TK Manual Draft
= | Customer_Support_Data [Cyusda
[C)Documents and Settings (LW INDOWS

My Documents | |[C)ESRI
|iField_office_Tech_Guide

h_il)‘g [C)gendata Size: 1,85 MB

My Computer | |- Hayai standspec mdb Folders: Section_I, Section_II, Section_Iv

-

1 File name: | Contracts Expiring 2007 .xls vl [[  sawe )
My Metwork) y

Places Save as bype: |Mi-:r-:s-:Ft Office Excel Workbook (*,xls) w | Can

g. The data is now saved as an Excel Spreadsheet in your C drive titled
“Contracts Expiring 2007”

Pacific Islands Area Page 12 of 12 11/28/2007



