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1. On the Practice Schedule tab, click on the Year column.  This will sort the practices in Year order. 
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2. Select the rows where EQIP is the Program.  Click the grey bar next to the practice row to select 
it.  Hold down the shift key to select adjacent rows and the control key for rows that are not 
adjacent. 

 
3. When all of the EQIP rows have been chosen, push the Contract Wizard button to begin the 

Contract Wizard. 

4. The Contract Wizard will only ask for a Cost List for EQIP.  Click on “Click to select a cost list”. 
Be sure to browse to O:\FOTG\Section I and pick the EQIP cost list for your county. 

 
Don’t forget to enter a contract identifier. 
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5. Note the order of the listed practices.  They are sorted by year, so you can begin at the top of 
the list to select practices and components. 
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6. When you encounter a component where the amount is defaulted to 0, type in the correct amount 
and hit the enter key.  That will take the component amount and place it in the Contract Items 
list. 
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