
ProTracts – Hints & Tips 
3. “Manage Contracts/Programs” 

The following instructions may assist in creating reports by: 
o Farm Bill Program 
o Fiscal Year 
o Field Office(s) 
o Location 
o Contract Status 

o Contract Amount 
o Limited Resource 

Farmer/Rancher 
o Beginning Farmer/Rancher

 
1. At the My NRCS webpage (https://my.nrcs.usda.gov/), click on “Manage 

conservation contracts (ProTracts)”. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Click on Login. 
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4. Select Programs. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Click on Contracts / Manage Contracts 
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5. Make selections on pulldown menus or choice lists : 
a. Programs 
b. Fiscal Year 
c. State 
d. Field Offices 
e. Locations 

f. Contract Status 
g. Contract Amount 
h. Limited Resource 

Farmer/Rancher 
i. Beginning 

Farmer/Rancher
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CURRENT SELECTIONS: 
1. Programs:  EQIP 2002 
2. Fiscal Year:  ALL 
3. Counties:  Blank 
4. Field Offices:  Lihue Service Center 
5. Locations:  Blank 
6. Contracts Status:  Active 
7. Contract Amount:  Blank 
8. Livestock Related:  Blank 
9. Limited Resource Farmer/Rancher:  Blank 
10. Beginning Farmer/Rancher: Blank 
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6. Search resulted in 36 contracts.
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
7. To export the data to an Excel 

Spreadsheet, select: 
o Expand Items 
o Export 

Note: 
Participant Names and 
Contract numbers have 
been “blocked” to secure 
Personally Identifiable 
Information (PII). 
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8. At the “ProTracts Export  to Excel” window, select: 
a. All contracts returned 
b. Hierarchical (Items grouped beneath contracts) 
c. EXPORT. 

 
 
 
 
 
 
 
 
 
 
 
 

9. Click on SAVE. 
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10. Select a drive to temporarily save the file in. 
11. Rename “File Name”. 
12. Select “Save As type” as an Excel Workbook. 
13. Save. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

14. Select CLOSE. 
 
 
 
 
 
 
 
 
 
 
15. The spreadsheet is now saved onto your C drive. 
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