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Creating a Contract using the Contract Wizard

Abstract

This guide will demonstrate how to create a contract document and a contract file that can be
uploaded into Protracts.

Steps: Start Contract Wizard - Select Contract Information - Add Components - Select
Participants - Set Preferences - Save File - Check Accuracy & Print

Details

Start Contract Wizard

1. With the Customer File open, go to the Practice Schedule Tab.

Tools Reports  Help

S0OHD P

| General || Assistance Motes || Land Units Practice Schedule Custamer File || Reparting

[ Land Units | | CongervationSystem |

2. Make sure only the Land Units you want included in the contract, are checked.

‘ General ” Agsistance Notes ” Land Units | Practice Schedule
Land Units
Plan | Planned Land Unitz

Tract 2668
LandUnit 2 - Crop|
[ LandUnit 3 - Crop
Tract 2569

[] Tract 2571

3. Select only the practice(s) that will be included in the contract. This will exclude any

practices that should not be in the contract (i.e. practices scheduled under a different
program).

Sehebl:

Tract Number | Land Lint

[(adanow | [ CopproCeliew | [ Save |

4. Click the Contract Wizard Button.

| Year | &pplied Amou | Applied Date | Program | Source [~]
2005 35E 0B/01/2005 EQIP-GSWC  Tookit 5.0
2006R EQIP Toolkit 5.0
2007R EQIP Toolkit 5.0
2008R EQIP Toolkit 5.0
20039 EQIP Toolkit 5.0
2005 EQIP Toolkit 5.0 ¥
_____ o S
Plan \Wizard
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Select Contract Information

5. Select a Template (see graphic 5). The AD-1155 is a standard contract, AD-1156 is a
legal revision of an existing contract.

6. Type in a Contract Identifier (see graphic 6). The format for the identifier is usually
program name followed by the fiscal year (i.e. EQIP_FYO06).

7. Under Rounding Options(see graphic 7), select Round up to nearest dollar (Protracts).

8. Select a cost list by clicking on the words Click to select a cost list (see graphic 8). Cost
lists are usually found in the following directory:

F:\FOTG\Section_|

Note: If you have a line with a non-cost shared program, you do not need to choose a
cost list for this line.

- Select Confract Information 5
1 Template Selection —
@ AD-1155 " Spanish AD-1155
© AD-1156 " Spanish AD-1156
" Select Dther Template 7
Enter a Contract |dentifier, or SElECI one from the list [~ Rounding Options
2 tarac { iden & Round up to the nearest dollar [ProTracts)
Femaove Confract Import 4.1 Contracts I © $.01-3.49 lower dollar; $.504.99 higher dollar
Select a Cost List 8
Fiotian Cost List File /
EQIP-GEWC Click to select a cost ligt
EQIP Click to select a cost list
Cancel | < Hack I Nest - | Finish I

9. Once everything is filled out, click the Next button. This will open the main contracting
window.

10. Click the Expand button to see all of the Land Units (see graphic below).

=S|

- Component

Description - along the left side of
this window is an outline structure
referred to as the Practice List.

[ setected| Component | Amount | Unit Cost | Share Riate % | Unit Type | Cost Tupe |

$ B 005
= Tract 2563
Land Urit 2

% Practice 530 - 1 - 2008R - EQIP
= Tract 2568

Land Unit 2
% Practice 530 - 1 - 2007R - EQIP
= Tract 2568

-é F"SETHEEL;fE-:‘n-“ZZDUBH-EDIF I can\::?ﬁ:;i:wamce [Mar D |Year | CostShare Prag | Component | Amount | Unit Cos | Share EaCh heading Under the PraCtice
ract e

Land Unit 2
% Practios 530 - 1 - 2003 - EQIP
= Tract 2568

Land Unit 2
§ Practice 535 -1 - 2005 - EQIP
= Tract 2568

Land Uni
% Practice 535 -1 —ZDDER -EQIP
= Tract 2568

Land Unit 2

List, (symbolized by the $) consists
of four items: Practice, Narrative ID,
Year, and Program. This heading is
called the Practice Heading.

% Fractice 535 - 1 - 2007F - EQIP
= Tract 2568
Land Unit 2

Under the Practice Headings are
the tracts and land units that have
these four items planned on them.

% Practice 535 - 1 - 2008R - EQIP
= Tract 2568
Land Unit 2

f ) Collapze Save
7

Cancel <-Back | Mewt-> Firish |
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Add Components

11. Click on a Land Unit so that it is highlighted (see graphic below).
12. Select one or more components from the “Components” area.
13. Repeat for all cost-shared items.

14. When all CINs (Contract Item Numbers) have been created, click the Save button (see
graphic below).

Note: Every time you select to a new Practice Heading and give a land unit a component,
a CIN appears after it in the outline.

Comprrant Zm_mx Ui Type | ot Type
¥ Prst Marvgmeat - sk Cocgn- B Rm L i
Pt Maragasars - Spusculy Ciogs M1 Hm W ]
" et Maagenart - Specinly Cope ORCHARD. 611 gD
A nvasrves n e TFRAL AN -]
A v merves e Voo THIBAL CI T
At lrvarees| ot Voo TRIBAL €1 w00

EEEEE
BEEREEESE

Exard Colagne | S

< Save Button

Cocel | coBuk | dewo | Frah |

Problems you may encounter:

e Two different land units in a Scheduled Practice Heading that have different
components - if you assign a component to a land unit under a Scheduled Practice
Heading and then try to assign a different component to another land unit in the
same Scheduled Practice Heading, Contract Wizard tries to assign both components
to both land units. The rule is, all land units in the same Scheduled Practice
Heading, with the same CIN, need to have the exact same components.

Fix - assign a different CIN to the second land unit - highlight the land unit. Go up to
the drop down menu next to the CIN (see graphic above - 1), and select the last
number in the list. Select the correct component(s). You will have land units, within
the same Scheduled Practice Heading, that have two different CIN's.

e Missing Unit Cost (a Unit Cost of $0.00 under the Contract Items area)

Fix - In the Components area, click in the Unit Cost cell and enter in correct unit cost
(see graphic above - 2), type in the correct amount, and hit your Enter key.
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Select Participants

15. Once all of the CINs have been developed, click the Next button. The Select Participants
window will open.

ig_

- Select Fariicipart . . .
uw:mms ‘ Participant pick list
Customer Mame: | ]
Address: | |
City: ‘ |
State: | |
Zip Code: | ]
add
| Name | Address | city | State | Zip Code .
;JLAHHYAADAM BSO1STST  PLOVER Wl 54067 Default - Decision Maker

16. The Decision Maker’s name is put in by default (see above graphic).

e Add any additional participants that should have a signature block on the contract
document by:

= Using the pick list (see graphic above) and clicking the Add Button.
= OR by manually typing in the name of the participant.

Note: You can remove names by selecting the row and pressing the Delete key.

Set Preferences

17. Click the Next button and the Set Preferences window will open.

- JE1X)

-~ Sef Preferences
~ Check Options

[¥ Display Practice Namative

~ Signature Box
Fiekd Office | STEVENS POINT SERVICE CENTER

| <

Consenvationist Name Keith 'widdel

Conservalionist Tile Distict Conservationist

Conservation D‘StlldlEAU CLAIRE COUNTY LAND CONSERVATION DIVISION

[<]

Dther Sponsaring Agent |

- Canlract Information
Total Acres (331

Contract Number ‘

51210 NaS i copen

Bounty Mame | poprace

Cancel cBack | Heio | Firish

18. Set your Preferences
e Verify the all information is correct.
e Add information (i.e. contract number)
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19. Click the Finish button.

Save File
20. The Save Excel File As window will open.
e The Contract Identifier defaults into the File name.

e Change\Edit the file name as applicable (see graphic below).
e Click the Open button.

Loak in: ‘E} Contract_Repoits J ﬁ 5 -

= B
@ ERREGIP_FY04 Xl
My Recent
Documents

My Dacuments Change\Edit file name

@ File name: EI:-J_\F' Fi' 16 xls i- Open i

My Network Files of type | Evcel File [“ls) [ comce |

21. The Contract Document opens up.

s simocm) sllg.n-.g.a_-m.&. F

T e 1w I O 00 Y
e ™ e wamesein o it |
CONSERVATION PLAN
HEDULE OF OPERATIONS
& coumy G GTATE |4 CONTWACT GR AGREEMEAT NO |7, TOTAL ACRES UNDER CONTRAGT
ontace b,
n
T ETTED
e | cons | G581 ue OB S On e aan
oo | mazs | A rer
pcee . e i [w[w[w][n[w[s[B]B]|m
O O O I E N EEDESED
" | o [FIEIs|viwis|w|w =% ]|x
LT =
miae o s
e )
wmisc| vl smam v
1 — al
s

Check Accuracy & Print

22. Look over the contract to check accuracy (i.e. check to make sure the correct years have
the correct amounts).

23. Print out a copy of the contract.
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