
ProTracts – Hints & Tips 
1. “Manage Contracts/Maintenance” 

 
Listed below are instructions on how to create ProTracts reports that list: 

o Active contracts that are past expiration date, 
o Active contracts that expire in the current calendar year, 
o Active contracts that expire in selected calendar year(s), and 
o How to export them into Excel spreadsheets 

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

conservation contracts (ProTracts)”. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

b. Click on Login. 
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c. Click on Contracts \ Manage Contracts. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

d. Click on “Maintenance”. 
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There are three options under Expired Contracts: 
1. Active contracts that are past expiration date 
2. Active contracts that expire in the current calendar year 
3. Active contracts that expire in selected calendar year(s) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Active contracts that are past expiration date 
a. Select “Active contracts that are past the expiration date”. 
b. Make your selections by Program, Fiscal Year, County, Field Office 

and/or Location.   (Note:  Choices limited by your ProTracts permissions) 
c. Click on “GO”. 
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d. The search recovered one contract. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

Note: 
Participant Names and Contract 
numbers have been “blocked” to 
secure Personally Identifiable 
Information (PII). 
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2. Active contracts that expired in the current calendar year 
a. Select “Active contracts that expire in the current calendar year”. 
b. Make your selections by Program, Fiscal Year, County, Field Office 

and/or Location.   (Note:  Choices limited by your permissions) 
c. Click on “GO”. 
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d. Search recovered 11 contracts. 
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3. Active contracts that expire in selected calendar year(s) 
a. Select “Active contracts that expire in selected calendar year(s)”. 
b. Make your selections by Program, Fiscal Year, County, Field Office 

and/or Location.   (Note:  Choices limited by your permissions) 
c. Click on “GO”. 
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d. The search recovered 67 contracts. 
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4. Exporting Data in Excel Spreadsheets 
 
a. Click on “Expand Items” 
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b. Click on “Export” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

c. Select: 
o All contracts returned 
o  Hierarchical  (Items grouped beneath contracts) 
o Click on “Export” 
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d. Select “Open” 
 
 
 
 
 
 
 
 
 

e. File / Save As 
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f. File / Save As 
o Save to a selected folder 
o Change File Name  (Be sure to remove quotes) 
o Change Save as type:  to MS Office Excel Workbook 
o Click Save. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

g. The data is now saved as an Excel Spreadsheet in your C drive titled 
“Contracts Expiring 2007” 

 

 


