ProTracts — Hints & Tips
4. Creating Reports - “Manage Contracts/Practices”

The following instructions may assist in creating reports by:

o Practices planned by Program, o0 Practices Applied or

o Field Office, Fiscal Year, o0 Practices Planned and Applied.
o Practices Planned,

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

A ain - Microsoft Intert 3. Click on “Contracts / Manage Contracts”. -
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Release Notes Build 2.15 April 24, 2007

AlL Programs:

« The Manage Contracts Programs and Practices searches now include an option to search by fund code (sub-account). You must selecta
program and fiscal year before the fund code list will be populated.

« The Manage Contracts Pending Actions search has been changed to include all certifiedfeligible items whether or not payment instructions
have been completed.

« Add MNew Application now includes 2008 in the fiscal year dropdown list
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4. Click on “Practices”.
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4. Manage Contracts/Practices

5. Make selections on pull down menus or choice lists:

a. Programs e. Location

b. Fiscal Year f. Practices

c. State g. Planned/Applied
d. Field Offices h. Year
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O Planned and Applied ggg? bt < Remave All
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IMPORTANT NOTE:

g. Planned/Applied
1) To select all planned practices, select:
0 PLANNED PRACTICES

2) To select all applied practices, select:
0 APPLIED PRACTICES

3) To select all practices planned and
applied, leave blank.

o Do not select any choice.
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6. After selections are made, click on GO.
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4. Manage Contracts/Practices

Tools Applications Contracts CostLists Forms Funds

minutes if not active. # Active Sessions: 182
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Help Log Off Sessionendsin30

ctions | Search
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KAMUELA SERVICE CEMTER.
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Brush Management AP s 1998 = 2003
O applied Practices 1999 2004 -
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@ Done
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I Show Inactive Codes ] [ Select All ] [ Unzelect All I [ Ok, ] I Cancel I
1. Program: EQIP 2002
Code Practice Units 2 . FiSCal Year: A”
1310? iﬁ::;;::::‘;e Mutrient Management Plan :z b 3 . State H I
3 acts Slrage Factty m_ & 4. Field Offices: Kamuela Service Center
314 Bruzh Management ac .
16 Pty Facty - 5. Practices: 314 Brush Management
3T Composting Facility no
322 Channel Bank “Yegetation ac .
324 Deep Tilage: ac 6 PIanned/Apleed NOT SELECTED
e = Note: Leave unselected if report to
328 Conservation Crop Retstion a include PLANNED AND APPLIED
329 Residue and Tillage Management, No-Till*Strip TilDirect Seed ac .
330 Contour Farming ac p raCtI Ces "
331 Contour Orchard and Other Fruft Ares ac
340 Corer Croj ac
342 Critical Ar:a Planting ac 7 . Year: 2002 - 2007
344 Residue Management, Seasonal ac RS
@:l Done é @ Trusted sites
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4. Manage Contracts/Practices

7. To export the file as an Excel Spreadsheet:

a. Expand Items NO“?:.
' Participant Names and Contract
b. Export numbers have been “blocked” to

secure Personally Identifiable
Information (P1I).

2 Manage Contracts - Microsoft Internet Explorer
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Program County Statu: Payments|Contract Acres
EQP2002] HI | HawAI| KAMUELA SERVICE CENTEF . . . by i et g | active | $78,765.00 $0.00 93.0
EQIF 2002]  HI [ HAwAI| KAMUELS SERVICE CENTEF. - ) active | $29,748.00 $0.00 100.0
Eglr zo02]  HI [ Hawan] kemUELA SERVICE CENTEF -0 active | $42,750.00 $0.00 90,0 Z
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8. Atthe “ProTracts Export to Excel” window, select:
a. “All contracts returned”
b. “One line per contract and item (To allow sorting by items)”
c. EXPORT.

<X ProTracts Export to Excel

I want to expart:
el (5 4l cOnitracts returned
() Confracts appearing on this page only

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

P & One line per conftract and item (To allow sorting by items)
[ Cancel ]
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4. Manage Contracts/Practices

9. Click on OPEN.

(X

File Download

Do you want to open or save this hle?

@ Mame: ExportData, xls
HL

Type: Microsoft Excel Worksheet, 6.47 KB

Fram: protracts.sc.egov.usda.qov
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While files from the Internet can be useful, some files can patentially
harrn your computer. |F pou do not tust the zource, do not open or
zave this file. What's the rigk?

10. Click on File / Save As.
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Page Setup. ..
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send To »

Properties

1 H:\Protracks\Reports\Plan Prack 5 3 07.xls

2 Current Projects\EQIP2002 MO SELECTIONS. xls

3 Current Projects\EQIPZ00Z _Applied Practices. xls

4 Current Projects\EQIPZ00Z _Planned Practices. xls

5 Current Projects\EQIF 2002 Planned and Applied. xls
6 EQIP2002_Planned Practices . xls

7 EQIPZ00Z_Planned Practices. xls.htm

Exit
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Readw
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11.
12.
13.
14.

4. Manage Contracts/Practices

Select drive to temporarily save file in

Rename “File Name”.

Select “Save as type” as an Excel Workbook.

Save.

=X

'L!]|'a}'< L'_]@*TDDI_Sv

- Elaiea
\_'13 I are scripks
My Recent I Computer Access Handbook
Documents ==~ rert Projects
IC=3TK Manual Draft_ORIGIMAL
@ I Toolkit Cleanup
Desktop @JRCDPFDjEEtBEI‘IEﬁtDEta“SFI:IrCFHI'IdEDEV.x|5

s}
My Documents

w9

My Cormputer

()

Ii! File: marne: |rename.xl5 b | I 3ave )
My Metwork:
Flaces Jave &5 LYPe! | Microsoft Office Excel Workbook (*,xls) v | W

@

15. Your file is now saved in the location you specified.
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