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

The following instructions may assist in creating reports by:

Farm Bill Program o Contract Amount
Fiscal Year 0 Limited Resource
Field Office(s) Farmer/Rancher

Location 0 Beginning Farmer/Rancher
Contract Status
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1. Atthe My NRCS webpage (https://my.nrcs.usda.qgov/), click on “Manage
conservation contracts (ProTracts)”.
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2. Click on Login.
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3. Manage Contracts/Programs

A ain,: Microsoft nternet, Exy 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 New Application now includes 2008 in the fiscal year dropdown list
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4. Select Programs.
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3. Manage Contracts/Programs

5. Make selections on pulldown menus or choice lists :

a. Programs f. Contract Status
b. Fiscal Year g. Contract Amount
c. State h. Limited Resource
d. Field Offices Farmer/Rancher
e. Locations i. Beginning
Farmer/Rancher
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CURRENT SELECTIONS:

Programs: EQIP 2002

Fiscal Year: ALL

Counties: Blank

Field Offices: Lihue Service Center
Locations: Blank

Contracts Status: Active

Contract Amount: Blank

Livestock Related: Blank

. Limited Resource Farmer/Rancher: Blank
10.Beginning Farmer/Rancher: Blank
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3. Manage Contracts/Programs

6. Search resulted in 36 contracts.
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3. Manage Contracts/Programs

8. Atthe “ProTracts Export to Excel” window, select:

a. All contracts returned

b. Hierarchical (Items grouped beneath contracts)

c. EXPORT.

22 ProTracts Export to Excel

[ want to export:
® Al contracts returned
O Contracts appearing on this page only
O Selected (highlighted) contract only
With the data in this format:
& Hierarchical (Ttams grouped beneath contracts)

l Export ] [ Cancel ]

O One line per contract and item (To glow sorting by items)
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9. Click on SAVE.

Eile Download

Do you want to open or save this file?
@ j Mame: ExportData.xls
[Hl Type: Microsoft Excel Worksheet, 79.5 KB

From: protracts.sc.egov.usda

X)

Dpen Save

J |

Cancel

YWhile filez from the Intermet can be uzeful, some files can potentialy

harm your computer. If you do not trust the gource, do not apen ar
zave thiz file. What's the risk?

v
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3. Manage Contracts/Programs

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.
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14.Select CLOSE.

| Download complete
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Download Complete

Saved:
ExportData. xls from protracts,sc.egoyv,usda. gov

Z06KBin 1 sec
C:ExportData.xls
20,6 KBJSec

Downloaded:
Dowwnload bo:
Transfer rate:

[(NiClose this dialog box when download completes

15.The spreadsheet is now saved onto your C drive.
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