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The following instructions may assist in creating reports showing active contracts with 
no ($0) payments by fiscal year(s) and field office(s). 
 

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. 
 
 
 
 
 
 
 
 
 

5. Make selections on pulldown menus or choice lists : 
a. Programs (All Programs or one specific program) 
b. Fiscal Year (All or one specific fiscal year) 
c. State (HI or PB) 
d. Field Offices (may select specific field offices) 
e. Locations (various selections available) 
f. Contract Status (Active) 

 

 

3. Click on Contracts / Manage Contracts 
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6. Click “GO.”  ProTracts will generate the requested report.  See example below. 
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7. Export the report to EXCEL by clicking Export.  

 
 

8. At the “ProTracts Export  to Excel” window: 
a. Leave All contracts returned clicked as is. 
b. Leave Hierarchical (Items grouped beneath contracts) clicked as is. 
c. Click EXPORT. 

 
 
 
 
 
 
 
 

9. Click 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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16. To sort out all the contracts with no ($0) payments, open the spreadsheet 
from your C drive. 
 

17. Highlight the header row. 
 

18. Click Data, Filter.  Down arrows should appear in each column heading. 

 
 

19. Click the down arrow in the Payment column heading, the click Smallest to 
Largest.  All the contracts with no ($0) payments will be sorted up to the top, as 
shown below. 
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