Customer Service Toolkit

User's Guide

Version 3.1

USDA Natural Resources Conservation Service
= Information Technology Center
Fort Collins, Colorado

Version 3.1

Last modified on 03/26/03

ArcView and ESRI are registered trademarks of
Environmental Systems Research Institute, Inc.

Microsoft and Outlook are either registered trademarks or
trademarks of Microsoft Corporation in the United States
and/or other countries.

Cyberfarm images courtesy of
Mary Connors,
College of Agriculture, University of Illinois

The U.S. Department of Agriculture (USDA) prohibits discrimination in all
its programs and activities on the basis of race, color, national origin,
gender, religion, age, disability, political beliefs, sexual orientation, and
marital or family status. (Not all prohibited bases apply to all programs.)
Persons with disabilities who require alternative means for communication
of program information (Braille, large print, audiotape, etc.) should contact
USDA's TARGET Center at 202-720-2600 (voice and TDD).

To file a complaint of discrimination, write USDA, Director, Office of Civil
Rights, Room 326W, Whitten Building, 14th and Independence Avenue,
SW, Washington, DC 20250-9410 or call (202) 720-5964 (voice or TDD).



Contents

Contents
User Guide Format Conventions iii
Overview of Conservation Reports . .. ... ... . . 1-1
Toolkit 3.1 ChaNges 1-1
A Five-STep Process e 1-1
Locate Plans and Contracts____ 2-1
Add or Edit Land Units 3-1
Add or Edit Land Units in Outlook 3-3
Update Tract Numbers in Outlook . . . . . .. 3-5
Add Land Units in ArcView_ 3-b
Edit Land Units in ArcView 3-6
Delete Land Units in ArcView 3-6
Schedule Practices. 4-1
Start the Practice Schedule from Outlook 4-1
Start the Practice Schedule from ArcView 4-2
Overview of the Practice Schedule DialogBox_ ... ... 4-3
The Land Units Arga____._ 4-5
The Practices Area__ 4-6
The Schedule Area . 4-10
Complete Information for Practices Added with the

Schedule Practices Button 4-13
Complete Information for Practices Added with the

Add Row Button 4-16
Enter Applied Practice Information . . . 4-18
Start the Plan Wizard_ 4-19
Start the Contract Wizard 4-19
Develop a Plan with the Plan Wizard . 5-1
Select Template and Land Use 5-1
Select Participants 5-2
Insert Maps and Photos 5-5
Save thePlan 5-7
Produce and Print a ConservationPlan 6-1
Produce and Print a Plan in the Standard Format 6-1
Produce and Print a CustomizedPlan___ 6-3
Add a System Narrative to thePlan___ . 6-6
Add Additional Text to Practice Narratives 6-9
Customize the Plan Template Files 6-10

Contents
Revise a ConservationPlan 7-1
Revise the Plan inExcel 7-1
Develop a Contract with the Contract Wizard .. . 8-1
Select a Template and Cost List . 8-1
Develop Contract THems 8-3
Add Cost-Shared Items to a Contract 8-4
Add Non Cost-Shared Items to a Contract 8-7
Select Participants 8-8
Save the Contract 8-10
Produce and Print a Contr@gct 9-1
Enter a Recurring Schedule 9-3
Customize the Contract Template Files_____ . 9-5
Revise a Contr@et 10-1
Revise a Contract Support Document . . 10-1
Revise a Contract with the Contract Wizard 10-3
Maintain Cost Lists 11-1
Locate a Cost List 11-1
editaCost List 11-2
Add a Practice Component toa Cost List . .. . .. .. ... .. . 11-3
Develop a New Cost List 11-4
Copy Cost Lists to Other Workstations . . ... 11-6
Screen Messages and Support 12-1
Commercial Software Messages. . . 12-1
Customer Service Toolkit Messages__ . . 12-2
Help Desk SUPPOrt 12-3
The Toolkit Web Site 12-3

Appendix: Setting Permissions to Modify Plan Templates __A-1



User Guide Format Conventions

User Guide Format Conventions

User Guide Chapters and Sections

This guide is divided into chapters. Chapters are divided into
sections, and some sections are divided into subsections, for
example,

Schedule Practices

The Schedule Area
Schedule 6rid Rows

References to chapters, sections, or subsections appear in Italics.
Page headings refer to the chapters. The Contents page lists
chapters and sections, but not subsections.

Instructions

Instructions appear under the heading Step-by-Step Instructions.
Instructions are numbered consecutively. Follow the instructions in
order unless instructed otherwise.

Dialog Boxes

Dialog box titles appear in Italics, for example,
The Practice Schedule dialog box opens automatically at its
maximum size.

Menu Items
Menu items appear in bold. The word se/ect indicates the required
action, for example,

To print the plan, select the Excel File menu, then select Print.
Buttons and Tools

Button and tool names appear in bold. The word c/ick indicates the
required action. Example:

Click the Add Land Unit button in the lower right corner to add
a land unit.

Click the Text Box tool = on the Drawing toolbar.

User Guide Format Conventions

Tabs

A graphic that resembles a folder tab appears on some dialog boxes.
Tab names appear in bold. The word c/ick indicates the required
action, for example,

From the contact form, click the Land Units tab.

Special Emphasis

Some words appear in bold for special emphasis, for example,
The Practice Schedule is accessed from Land Units tab on the
customer's Outlook® contact, or from the Toolkit toolbar in
ESRI® ArcView®.

File and Folder Names

References to the files created by the Customer Service Toolkit
appear in bold. These references often include a phrase between two
brackets, for example,

<contract identifiers>.xls

The brackets indicate a changeable part of a file name. The example
above means that the contract number will be the first part of the
file name, and .xls will always be the file extension.
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Overview of Conservation Reports

Toolkit 3.1 Changes

A summary of the changes follows. Refer also to the Too/kit 3.1
Release Notes on the Toolkit web site for a detailed list of
enhancements and bug fixes:

http://www.itc.nrcs.usda.gov/toolkit/TK31RelsNotes.htm

e The Practice Scheduler saves the Additional Practice Narrative
in the customer's database so that you can insert it into both
the Plan and the Contract Excel Templates.

e The Plan Wizard templates now work with the additional
narratives obtained from the Practice Scheduler.

e The Select Participant form now lets you choose between a
customer’'s home, business, or other address when you generate
the Conservation Plan.

e The Contract Wizard gives you more flexibility in assigning Item
numbers to fields.

e Two new Long Term Conservation Contract templates are
provided: AD-1155 and AD-1156.

e An Expand button lets you view tract numbers and land units in
the practice list. A Collapse button restores the regular view.

¢ You can now modify amounts in the Component grid for non cost-
shared practices.

A Five-Step Process

Use the Toolkit to develop, customize, and revise conservation
reports including plans, contract support documents (AD-1155e), and
contract revisions (AD-1156e). Creating plans and contracts with the
Toolkit involves five steps: 1) add or edit land unit information,

2) schedule practices, 3) develop plans and contracts with wizards,
4) customize plans and contracts, 5) print the documents.

Step 1, Add or Edit Land Unit Information
Access mapped or unmapped land unit information from the Land
Units tab on the customer's Outlook contact. Unmapped land units

may be viewed, selected, added and deleted from the Land Units tab.
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Information about land units includes tract and field numbers, land
use, and acres. Land units entered in Outlook are referred to as
unmapped land units because they have no corresponding digitized
boundary. All land units that were transferred from FOCS are
unmapped. Sites with digitized land units may use the Land Units
tool in ArcView to enter information such as tract numbers, field
numbers, and land use. Land units added in ArcView are called
mapped land units because they have digitized boundaries. Mapped
land units may be viewed and selected from the Land Units tab in
Outlook, but changes to mapped land units must be made in ArcView.

Step 2, Schedule Practices

The Practice Schedule tool is accessed from Land Units tab on the
customer's Outlook contact, or from the Toolkit toolbar in ArcView.
Practices may be scheduled for both unmapped and mapped land
units. After practices are scheduled, conservation plans and
contracts may be developed with the Plan or Contract Wizard.

Step 3, Develop Plans and Contracts with Wizards

The Plan Wizard is accessed from the Practice Schedule. This
wizard helps you develop a conservation plan document. Use the
wizard to add header information, signature blocks, photos, and maps
to conservation plans. The Contract Wizard is accessed from the
Practice Schedule also. This wizard helps you develop contract
support documents and revision documents. Use the wizard to
develop contract items and signature blocks to contract documents.

Step 4, Customize Plans
The Toolkit provides several options for customizing the appearance
of conservation plans including the ability to insert maps and photos,
system narratives, and applied information.

Step 5, Print the Documents

The printing and formatting features of Excel are used to print
conservation plans and contracts.
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Locate Plans and Contracts

Conservation plans and contracts are located in each customer's
folder. The instructions below show how to find these documents.

To view plans or contracts that were created originally in FOCS, you
must first transfer FOCS data, then create a folder for the
customer with the FOCS Data Transfer tool (refer to the FOCS

Data Transfer User's Guide).
Step-by-Step Instructions to Locate a Plan

1.5tart Outlook. Select the Toolkit
Customers folder to display the list of
contacts.

Locate the customer and double-click to open the contact form.

From the Toolkit Customer dialog box,
click the Customer Folder tab.

= Taolkit Folders
e @' Deleted ltems
@ Toalkit Custarners

----- iﬁ Toolkit Journal

EE Charlez Dickens - Toolkit

File Edit Yiew Insert Formd

[ save and Close | =

Zeneral I Customer Folder ]

4. Select the Plan_Reports

folder. If the customer “ File Edit iew Insert Format Tools Actions Help
has a conservation plan, |Eseveandciose [ & 0 [ ¥ @ Eoy- 3

an icon is displayed in the General | customer Folder | Land Units | Detais |

right portion of the

diGlOg bOX. Double-click C:MCustomer_Files\Dickens_Chickens----dickens\Plan_Reports

the file to view it in E-{3 Dickens_Chickens

[0 Determinations
D Engineering
- Plan_Maps
Plarn_Feports

--dickens @

D Archiew Projects
Excel. i{] Contract_Rieparts

{:I Resource_Maps

MewPlan.xlz

5. Click the Contract_Reports folder. If the customer has one or
more contracts, an icon for each will be displayed in the right

portion of the dialog box.
6. Double-click on a file to view it in Excel.
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Add or Edit Land Units

The process of adding or editing land unit information varies
somewhat depending on whether FOCS data was transferred or
ArcView is installed. This chapter describes the process for each
situation. Find the description that applies to your site, then
complete the instructions at the end of the chapter.

Sites WITHOUT FOCS Data and WITHOUT ArcView

These sites need to add Tl it o ome s Lo ncwn e =l
land units for a customer Waenddosc B G 0 |Y OB | X |4 ¥ -

R Genersl | customerFolder | Land Urits | petats | soumal | alrelds |
from the Land Units tab Land i ‘ UTW ‘
before a practice schedule b Fod T

* Create Wew Database *

may be developed. When
the Land Units tab is first

] Expand Collapse
Opened, no 'Gnd units Select Al Unselect All xS
appear.

Sites WITH FOCS Data and WITHOUT ArcView

These sites may view a customer's land units that were transferred
from FOCS by clicking on the Land Units tab in Outlook. Transferred
land units appear under the heading, Unmapped, because they have
not been digitized. To edit these land units or add new ones, follow
the steps in Section Add Land Units from Outlook. To view the
practice schedule for transferred land units, click the Practice
Schedule button on the Land Units tab.

ain - Toolkit Customer

Fle Edit Miew Insert Format Took Actiops Help
Hsave andclose || & TOE G X | e-w- 0

Genersl | customer Folder | LandUnits | petais | dounal | aleelds |

Unmapped
‘Tracl La"‘j‘Aws ‘NHES Land Use ‘Lm:a\ LandUse|FavceHD
Databsse Unit

atab
| Consplan.mdb 100 1 500Ciop
00 2 7dtee

@ ] Tract 100 ] 1| B5.0Pashre =
Cm 1o Trac Numbe

Expand Collapse
Select All Unselect All

Practics Schedule Add Land Unit Copy Land Urit
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Sites WITHOUT FOCS Data and WITH ArcView

These sites need to enter land units for a customer before a
practice schedule may be developed. Land units may be entered by
digitizing them in ArcView or by adding them on the Land Units tab
in Outlook. Refer to the Toolkit Extensions to ArcView User's Guide
for instructions on how to digitize land units and attribute them with
the Land Units tool. Land units digitized in ArcView are listed on the
Land Units tab in Outlook under the heading Mapped. Mapped land
units may be viewed or selected from the Land Units tab, but they
must be updated and deleted from ArcView.

[ Charles Dickens M= B
Fil= Edit Yiew Insert Format Tools Actions Help |
[& save and Close ‘é [ ‘ ¥ @@v|x‘4 - '@|
General | CustomerFoldsr | LandUnits | Detsis | loumsl | AlFields |
~LandUnits —————————|

AR ‘Tract

Databa: | ‘ |
£ onnsplan.mdb

Mapped
Acres ‘NHCS Land Use |Luca\ Land Use| Pare:
1| 250Headquantsrs | Poulty House |

Land
Unit

[ Ma Tract Number

| v
Unmapped
Tract NRCS Land Use

|4

Land
Unit

Local Land Use]

Acres Paic:

Expand | Colapse |
Selectsl | Unselectall |

[4] | 2

Fractice Schedule Add Land Linit
|

Land units added from the Land Units tab in Outlook remain
unmapped until they are linked to corresponding digitized land units
in ArcView. To add unmapped land units with the Land Units tab in
Outlook, refer to Section Add Land Units from Outlook.

Copy Land Unit

Sites WITH FOCS Data and WITH ArcView

These sites may use the Outlook Land Units tab fo view land units
for a customer that were transferred from FOCS. Land units
transferred from FOCS are listed under the heading Unmapped,
meaning that they have not been linked to a digitized land unit in
ArcView. After they are linked, these land units appear under the
heading Mapped. Mapped land units may be viewed or selected from
the Land Units tab in Outlook, but changes must be made with the
Land Units tool in ArcView. Refer to the user guide, Toolkit
Extensions to ArcView, Chapter Land Unit Tool, for instructions on
how to add or edit mapped land units in ArcView.
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Sites with ArcView may also add land units from the Land Units tab
in Outlook. However, these land units remain under the heading
Unmapped, until they are linked to corresponding digitized land units
in ArcView. Refer to the instructions below to add unmapped land
units with the Land Units tab in Outlook.

This view shows several unmapped land units, meaning that they have
not been linked to digitized land units. The view also shows a mapped
land unit, meaning that has been digitized.

EE Charles Dickens - Toolkit Customer [_ O] x|
Fle Edit Wiew Insert Format Tools Actions Help |
Hsveondcise [ & 0 | v @D - % | «-+-3

Goreral | Customer Folder | LandUnits | Detais | doumal | alFieids |
~LandUrits —— |
~ | Plan

| |Tracl | Land ‘ACIES |NHES Land Use |Loca\ Land Usa| Parcel ID

3 — Databa:
e 2 Bbe v|Consplanmdb | 1\ 5 (Headquatters | Pouly House |

= Tract 100
o O L Uit 1
o O] Land Lvit 2
. O] Land Uit 3
- [ Mo Tract Humber

Unmapped
hi’i“d Acries |MACS Land Use |Local Land Use| Parcel ID

00 1| 550Cep
00 4 B25Cep

_ Ewend | Colspes | 3 1 78.0 Pasture =

SelectAll | Unselectal |

Practice Schedule Add Land Unit Copy Land Unit

Tract

Add or Edit Land Units in Outlook
Step-by-Step Instructions

2. Start Outlook, and select the Toolkit Customers folder. Double-
click on a customer contact to open it.
3. Click the Land Units tab on

“I‘h t ' O "H k File Edit Wiews Insert Format Tools  Actiof
e customer s Uutloo [& save and Close | =Ml | L @ £

contact form. (]: j)
General I Customer Folder Land Units

The Land Units tab may not be available if Company name and
Company/Business ID have not been entered for the customer.
Enter Company on the General tab, then click the Customer
Folder tab to enter Company/Business ID. The Land Units tab is
created when you enter this data.

4.

10.

11.

Add or Edit Land Units

In the upper left corner of

.rhe TGb under‘ .rhe Land Uni'l's General ] Cuskomer Folder I Land LInits
~LardUnits —————|

heading, click the down arrow i

¥ |Plan

- Shesrris —Database
4 to selec‘f the type of land : o Dotatonsne Found
units you will add: Plan, ,7| Create Mew Database = ||

Alternative, or Benchmark.

The most common selection is Plan. You are not required to enter
benchmark or alternative land units.

For Database, select Create New Database.

Accept the database name
Consplan (an abbreviation for
conservation plan), or type a
name such as RangePlan. ok | concal |

Hame |E0nsp|an

Click the Add Land Unit button in the lower right corner to add
a land unit. A blank row appears under the heading, Unmapped.

Click once in the cell below Tract, then type a tract number.
Tract is not required. Click once in the Land Unit cell. Type a
land unit number. Click once in the Acres cell. Type the acres of
the land unit. Both Land Unit and Acres are required.

Unmapped
Tract ll:l?'uri}d Acres |MRCS Land Use |Local Land Use| Parcel 1D
11H 1 137.0Crop Orchard FSa& photo # L-17, pr
11g 2 JB0Pasture Hay
30 1 8B.¥|Crop Qrchard FSA photo # L-17, pr
A0 2 d50Hay Hay
NRCS Land Use is Unmapped
opﬂonal‘ Click once in Tract biri}d Acres [NRACS Land Use | Lacal Land Use
H 116 1 137.0 Crop w | Orchard
:T he cell, then C.I'Ck the RR I T = — S
=] button to view the FO 1| Beg|Forest
. . . e 5 45 Grazed Forest m
choice list. Double-click Grazed Range d
. Hay =l
to select an item.

Local Land Use is optional. Click once in the cell, then click the
¥] button to view the choice list. Double-click to select an item.

Parcel ID is optional. Some sites use this field to enter other
types of information such as township, section, and range.
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12. Click the Add Land Unit button to add another land unit. To
reduce typing, click the Copy Land Unit button. The information
from the last row entered, except for land unit number, is copied
to a new row. Type a land unit number, and change acres as
needed.

13. Repeat steps 6-11 for each land unit.
14. To delete a land unit, click the gray button on the left side of a

row to select it. An arrow appears, and the row is
highlighted. Press Delete on the keyboard. If you delete a land
unit, you will also delete the practices scheduled on the land unit.

Unmapped
Tract l[l?'u?td Acrez |MRCS Land Uze | Local Land Use| Parc

Update Tract Numbers in Outlook

When a land unit with a tract number is added on the Outlook Land
Units tab, the Tract Number list on the All Fields tab is not updated
automatically. If you want to search for Toolkit Customers by tract

number, click the All Fields

tab. Click TheE button in General ] Customer Folder I Land Units I Details ]
the Select From box Select from: [User-defined fields in folder =]
Scroll past User defined Name —

i i is i Enterprise from FOCS
fields in this item to User | i

defined fields in folder.
Type new tract numbers enclosed in brackets, as seen above. For
more information about using tract number to locate a Toolkit
customer, refer to the user guide, Managing Customer Data.

Add Land Units in ArcView
Step-by-Step-Instructions

1. Start Outlook, and select the Toolkit Customers folder. Double-
click on a customer contact to open it.
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2' CIICk The Cusfomer Folder- General I Customer Folder I Land Units ] Details I Journ
tab, and select
ArcView_Projects.

. . . EID Dickens_Chickens-—--dickens B
Double-click a project file g ArciVizw_Projects
. Contract_Reports -
1‘0 Open AI"CVIeW. {:] Determinations . Tmrtfgé?mpl

3. Activate the Planned Land Units theme. Select the ArcView
Theme menu, then select Start Editing. Digitize land unit(s) as
needed. Select the ArcView Theme menu, then select Stop
Editing, and save the changes.

4. Open the Toolkit toolbar, and click the Land Units tool.

5. Enter information on the Land Units dialog box. Click Save to
save the changes. Refer to user guide, Toolkit Extensions to
ArcView, Chapter Land Unit Tool, for instructions.

Edit Land Units in ArcView
Step-by-Step-Instructions

1. Click the Customer Folder tab, and select ArcView_Projects.
Double-click a project file to open ArcView.

2. Activate the Planned Land Units theme, and click the ArcView
Select Features tool . Select the land unit to edit.

3. Click the Toolkit toolbar (23, then click the Land Units tool 21

Edit the information on the Land Units dialog box as heeded.
Click Save to save the changes. Refer to user guide, Toolkit
Extensions to ArcView, Chapter Land Unit Tool, for instructions.

Delete Land Units in ArcView
Step-by-Step-Instructions

1. Click the Customer Folder tab, and select ArcView_Projects.
Double-click a project file to open ArcView.

2. Activate the Planned Land Units theme. Select the ArcView
Theme menu, then select Start Editing.

3. Click the ArcView Select Features tool . Select the land unit
to be deleted. Press the Delete key on the keyboard.

4. Select the ArcView Theme menu, then select Stop Editing. Save
the changes.
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Schedule Practices

Conservation practices are scheduled with the Practice Schedule
tool. This tool may be started from Outlook or from ArcView.

Start the Practice Schedule From Outlook
Step-by-Step Instructions

1.

From the Land Units tab in Outlook, click the Practice Schedule

button Fractice Sehedule . The button is active if at least
one land unit has been entered. Add a land unit to activate the
button.

Land units may be selected before — cener | CotanerFldr || Land Ui
the Practice Schedule is started, | Plan

or they may be selected from the = [~
Practice Schedule. To pre-select
land units, view the list on the left & O Tract 200
side of the Land Units tab.

— Database

i

E=pand | Collapse |
Selectall | Unselectal |

To display all the land units in a tract, click the plus box # next
to a tract, or click the Expand button to display every land unit.
To hide the display of the land units in a tract, click the minus
button B, or click the Collapse button to hide every land unit.
Click the check box ™ next to a land unit &[] Tract 200

to select it. Click the check box ™ next
to a tract to select all the land units in i [ C= Dt

the tract, or click the Select All button to select every land unit.

As land units are

selected, an arrow Unrapped
appears nhext to the Tract Il:li?td Acres |MRACS Land Use |
corresponding land unit > | 200 1| 455Pasture

on the right side of the 200 4 S5HCrop

dialog box.

To undo selections, click on a check box i again, or click the
Unselect All button to undo every selection.
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8. Click the Practice Schedule button Fractice Seheduiz to
start the Practice Schedule and add or update scheduled
practices. If land units were selected on the Land Units tab, the
Practice Schedule dialog box automatically displays the current
scheduling information for the land units.

Start the Practice Schedule From ArcView
Sites with ArcView may start the Practice Schedule directly from
ArcView when a land units theme is active.

Step-by-Step Instructions

1. Make a land units theme active. o p—

2. Land units may be selected before the Practice Schedule is
started. To select one or more land units, click the ArcView
Select Feature tool , then click on a land unit from the
theme. To select additional land units, hold down Shift key and
click on other land units. The selected land units and current
scheduling information will be visible on the Practice Schedule
dialog box.

3. Click the Practice Schedule button E oh the Toolkit toolbar to
start the Practice Schedule.
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Overview of the Practice Schedule Dialog Box

The Practice Schedule dialog box opens automatically at its maximum
size. Monitor settings of either 1024 x 768 or 800 x 600 provide
the optimal display. The monitor setting 640 x 480 is not
recommended due to the extensive scrolling that is required to view
all parts of the dialog box.

. Practice Schedule - Consplan.mdb [_ O] <]
Fle Edt Window Help
[ Land Units [ Practice:
= [ Tract 100 Practices selected from this list are assianed to all the selected land units
Land Urit 1 - Crop Code Fiactice Name Local Practice Name
Land Urit 2 - Crop ACCESS ROAD -
Land Unit 3 - 535 AGRI-CHEMICAL HANDLING FACILITY I~
&[] No Tract Number 78 AGRIWASTE STACKING AND HANDLING PAD
11 ALLEY CROPFING
Land Urit 1 - Headquart
netnit - Headquaters 75 ANIMAL TRAILS AND WALKWEYS
57 EBARNYARD RUNOFF CONTROL
10 BEDD
74 |EFU H MANAGEMENT
585A BUFFER STRIPCAOPPING
22 CHANMEL VEGETATION
24 |CHISELING AND SUBSOILING
% |CLEARING AND SNAGGING =
— T e e e b ; LlJ
Select All Unselect All Show Scheduled Practices | Schedule Practices |
Tract | Land Uit | Practice [ Nanative | Planned Amount ] Urit: | tonth | vear [ Applied smount|_applied Date_[CostShare Program]__Report=d 8
- 328 3 5.0 ac. 7 2 EQIF
100 298 N 55.0ac 7 2 EQIP
100 330 N 5.0 ac. 7 2 EQIP
Mo Tract 28 ijf] 250/ ac 4 2 EQIP
No Tract I |4 250 ac 4 2 EQIP
Add Row CopytoCellBelow | Save |  Cancel | Plan‘wizard. | Contract Wizard.. |
|Screen may be resized, (3360,13185) 7

The Practice Schedule Dialog Box

The upper left corner of the dialog box displays the title Practice
Schedule and the customer’s database. Consplan.mdb is the open
database in this example. i, Practice Schedule - Conzplan.mdb

Four menus are located in the upper left corner of the dialog box
below the title. Select the File menu to Save the practice schedule,
access the Plan Wizard and Contract A5 Edit Window Help
Wizard, or Exit. Select the Edit menu to
access Copy, Paste, and Copy to Cell Below

LContract ‘wizard
functions. Select the Window menu to display Plan izard

local practice names in the Practices area. Exit

Select the Help menu to view information About Practice Schedule.
Turn up the speaker volume to hear the tractor.
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Minimize, open, or close the Practice Schedule by clicking the
buttons in the upper right corner of the dialog box =] ES |

View status information in the lower left corner of the dialog box.
Check this area for progress updates while records are retrieved,

| Screen may be resized. (1002011415

added, or saved.

The interior of the dialog box is divided into three areas, Land
Units, Practices, and Schedule. Each area is described on the
following sections.

. Practice Schedule - Consplan.mdb =] B3
File Edit ‘Window Help
r~Land Units i~ Practice:
5[] Tract 100 Practices selected from this list are assigned to all the selected land units.
Land Urit 1 - Crop Code Practice Name Local Practice Name
Land Urit 2 - Crop ACCESS ROAD N
Land Urit 2 - 1596 AGRI-CHEMICAL HANDLING FACILITY N —
&[] No Tract Number 178 AGRIWASTE STACKING AND HANDLING FAD LPrac'hces
61 i1 ALLEY CROPPING
Lerd Uni 1 Heardquzniers 75 ANIMAL TRAILS AND WALKWEYS
57 BARNYARD RUNOFF CONTROL
10 'EE DING
314 lﬁFUEH MANAGEMENT
i BERA BUFFER STRIPCROPFING
Land Units 322 CHANMEL VEGETATION
324 CHISELING AND SUBSDILING
326 CLEARING AND SHAGGING =
i 3] Collapse gl T e | LIJ
Select Al Unselect Al Show Scheduled Practices | Schedule Practices |
Tract Land Unit | Practice | Manative | Planned Amount| Units | Month | Vear | Applied Amount| Applied Date | Cost-Share Program Reported B
> 328 K] 55.0 ac. 7 20m EQIP
100 3298 N B6.0) ac. 7 l EQIP
100 330 N 55.0] ac. 7 2| EQIP
No Tract 28 1 26,0 ac. 4 l EQIP
Mo Tract 329C 41 25,0 ac. 4 2l EQIP
Schedule
Add Row Copy ta Cell Below Save Cancel Plan\wizard... Contract Wwizard. .

|Screen may be esized. (3360,13185]

i

Practice Schedule dialog box
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The Land Units Area

The Land Units area displays all the land units in the open database.
Land units with tract numbers are listed below the heading "Tract
<number>." Land units without tract numbers are listed below the
heading "No Tract Number." NRCS land use (if it was entered), is
displayed next to the land unit number.

Land units may be selected or unselected from this area, but they
may not be added, deleted, or edited. Add, delete, or edit land units
only from the Outlook Land Units tab or from ArcView.

Select Land Units

Step-by-Step Instructions

1. To view the land units under the 'L;_’E:::m
headings "Tract <number>" or "No e[ No Trsct Nurber
Tract Number", click the plus box
next to these items, or click the
Expand button fo view every land unit.

Expand | Collapse |

i3] Unselect Al |

2. Click the check box ™ next to a tract to select all
the land units in the tract. Click the check box ™ next to No

Tract Number EMEMIEERNNNERS 10 select all the land units
without tract numbers.

3. To hide the display of land units, click the minus box El, or click
the Collapse button.

4. Click the check box ™ next to a land unit
to select it. NRCS Land use is displayed
if it was entered on the Outlook Land
Units tab, or with the Land Units tool in
ArcView.

Land Unitz

“[# Land Unit 1 - Crop
8- Mo Tract Mumber

To select every land unit, click the Select All button.

To undo a selection, click on a check box W again, or click the
Unselect All button. As land units are selected, information for
previously scheduled practices is displayed in the Practices area
and in the Schedule area. As land units are unselected, this
information is removed from the display.
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7. Scroll bars appear if the list Land Units
of land units is too long or too B Cand Uit 1 - Crop
wide for the box. 5-[W] Mo Tract Humber =
[
8. Change the width of the area b ‘Land Umls—‘
Y - [#] Tract 100 |_

moving the cursor over the right
border. Hold down the left mouse key

&[] Mo Tract Mumber | |

to resize it.
9. Change the length of the box by ~ Land Units
moving the cursor over the lower &[4 Tract 100

- [#] Mo Tract Humber
border. Hold down the left mouse o

key to resize it.
Expand | Collapse |

i Unselect Al |
Y
4

~Schedule
10. Move the cursor to the Practices area to continue.

The Practices Area

The Practices area lists the practices from the Standards and
Specifications database that have been marked for display. When
you select land units, previously scheduled practices are highlighted
in the list.

— Practices |
Fractices selected from thiz list are azsigned to all the selected land units.

Code Practice Hame |
A0 Eedding -
a1 Alley Cropping =
33 Whazte Storage Facilig
34 Brush Management
37 Composting Faciliby
320 Irrigation Canal or Lateral
322 Channel ' egetation
224 [lean Tilane >
Show Scheduled Practices I Schedule Practices I

4-6



Schedule Practices

Select Practices

Step-by-Step Instructions

1.

Click the column heading Code to sort the list by practice code.

2. Click the column heading Practice Name to sort the list by

practice name.

To resize the columns, move the cursor between the Code and
Practice columns until the cursor changes to k. Hold down the
left mouse key and move the cursor right or left.

Practices

Practices selected from this list are assigned ta all the selected |
Code "”T"‘ran::tin::e I arne |
328 Conzervation Crap Raotation

To display Local Practice Name, select the Window menu, and
then select Display Local Practice Name.

. Practice Schedule - Consplan.mdb

|—Land Un Dizplay Local Practice Mame |

The Local Practice Name column appears on the right.

Practices
Practices selected from thiz izt are aszigned to all the zelected land unitz.

Code Practice Mame Local Practice Mame
386 Dike Leves

To view the practices that were scheduled previously on the
select land units, click the Show Scheduled Practices button.
The practices appear at the top of the window.

— Practices

Practices zelected from thiz list are azzigned to all the selected land units.
Code Fractice Mame
[
—
0 Bedding
i Alley Cropping
33 "W agte Storage Facility
34 Brush M anagement
el Comnneting Facilibi i
iohiii SEHediEd Fragticesi]  Scheduls Practices |
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Choose a method to locate a practice in the list:

o Click ina cell in the Code column, then type the first number
of a practice code. For example, type 6 to move to practice
code 600. Type 6 again o move to 601.

o Click in a cell in the Practice Name column, then type the
first letter of a practice name. For example, type F to move
to Fence. Type F again to move to Field Border.

« Move the scroll bar up or down the list until the practice
appears in the list.

To select a practice, click the gray button on the left side of the

practice code. A practice is not selected unless the entire row is

highlighted.

b ! Early successional Habikat Levelopriemt,

386 Figld Barder

LT I'=n 1

To select practices that are next to each other, click the gray
button next to the first practice, and then hold down the Shift

Eezidies bMananement Bidaes Till

To select practices that are not next to each other, hold down
the Ctrl key, and click the gray button next to a practice code.
Click on additional practices as needed.

328 Congervation Crop Botation

3298 Residue Management, kulch Til
Residue Managerment, Ridge Till

Cantrolled Dirainane

To undo a selection, hold down the Ctrl key and click the gray
button next to a selected practice.
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11. Click the Schedule Practices button to schedule the selected
practices on each selected land unit.

— Practices
Fractices selected from thiz list are azzigned to all the zelected land units.

Code Practice MName |
327 COMSERWATION COVER :l
329 COMSERWATION TILLAGE -
3294 RESIDUE MAMAGEMENT, MO-TILL AN
3280 RESIDUE MAMAGEMENT, RIDGE TILL
3304 CROSS SLOPE FARMING
331 COMTOUR ORCHARD AMD OTHER FR =
bl } COMTOUID DUICCCD T i

Show Scheduled Practic Schedule Practices

~—— 4?1

This action adds a new row in the Schedule area for each
selected practice and land unit. For example, if five land units
were selected in the Land Units area, and three practices were
selected in the Practices area, 15 new records are added to the
Schedule area. This is a quick way to add practice information
without a lot of data entry.

The Schedule Practices button will not add a new record if a
practice is already scheduled on a land unit. However, you may
add the same practice manually in the Schedule area as long as
either the practice narrative or the planned month and year are
not the same.

12. Move the cursor to the Schedule area to complete the practice
schedule.

The next Section The Schedule Area provides instructions on how to
use the Schedule grid. The section that follows it, Complete Data
Entry for Practices Added with the Schedule Practices Button,
provides instructions on how to complete the practice schedule.

The Schedule Area

The Schedule area displays practices that are scheduled or applied
on the selected land units. Practice schedule information may be
added, deleted, and updated in this area. Information entered here
is used in the conservation plan and contract support documents. It
is also used in the Conservation Data Viewer to produce reports and
maps of planned or applied practices.
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Schedule 6rid Rows
Step-by-Step Instructions

1. The Schedule area consists of rows and columns called a grid. A
row in the grid corresponds to a practice schedule record in the
customer's database. Alternate rows have a light blue
background for easier viewing. Each row has twelve data fields
called cells.

Column Row
S ehedul
/ /

Tract Land Unit | Practice | Marrative | Planned Amount]_Urits [ Month [ vear lizd Amount | Applied D ate | Cast-Share Program Feported B

100 1 323 00N 55,0 ac. 7 2002 0.0
100 i [330 [00N | 55.00ac. |7 |2002_ | 0.0/ [ [ J

Cell

2. To select arow, click the gray button on the left side of the row,
or press the Down Arrow key on the keyboard.

_ & chedul

Tract Land Unit | Practice | Manative | Flanned Amount| Units | Month | ‘ear | Applied Amount| Applied Date | Cost-5hare Program Fepoited B

3. To select rows that are next to each other, hold down the Shift

key, and click the gray button next to the first row, then click
the gray button next to the last row.

& cheduk

’7 Tract Land Unit | Practice | Narative | Flanned dmount| Units | Month | Year | applied Amount | Applied Date | Cost-Share Program Reported B

100 1 230 oM 56.0ac. 7 2002 [ili]

4. To select rows that are not next to each other, hold down the
Ctrl key, and click the gray button next to the first row, then
click the gray button of additional rows as needed.

5. To unselect arow, click the gray button next to a different row,
or click in any cell in the grid.



6. When a row is selected, it may be cleared. | Schedule

Schedule Practices

Lai

Move the mouse to the gray button on the T :

left side of a row, then click the right }
mouse button to display a menu. Clear Rowls) [

Select Clear Row(s). Do not use the Copy cG;ft;ch:Dw

Row(s) option because it causes errors. O Pester |
Cancel

Select Cancel to close the menu.

To delete a row, select it, then press the Delete key on the
keyboard. To delete several rows, use the Shift or Ctrl keys to
select the rows, then press the Delete key. Click Save to save
the changes.

Schedule 6rid Columns
Step-by-Step Instructions

1.

The Schedule grid has twelve columns. Data entry is required for
Tract (select a tract number or "no tract number"), Land Unit,
Practice, Narrative, Planned Amount, (Planned) Month, and
(Planned) Year.

Data entry is optional for Applied Amount, Applied Date, Cost-
Share Program, and Reported By.

The value for Unitsis entered automatically when a practice is
selected. Units may not be changed from the Schedule grid.

To sort the data in a column, click a column header. Vear
When the Land Units header is clicked, land units are L
sorted by tract number first, then by land unit ggg%

number. Land units with tract numbers are sorted
ahead of those without a tract number.

(Planned) Month is sorted by (Planned) Year first.
(Planned) Year is sorted in ascending order.

Practice Narrative is sorted by practice code first,
then by narrative ID.
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Schedule 6rid Cells
Step-by-Step Instructions

1.

The data entry fields in the Schedule grid are called cells. Data
may be entered, edited, or deleted when a cell is selected.

To select a cell, click once inside it. A
selected cell has a yellow, dashed
outline and a dark blue background.

M arrative | Planned Armaunt

When selected, some cells display a button with an
arrow . Click the arrow once to display a choice
list. The choice list for (Planned) Month displays
automatically. The choice list for Reported By is %
created after the first name is entered.

Land U nit

-

¥

When a Narrative cell is selected, this button fo] appears. Click
the button once to open the Practice Narratives dialog box. The
section that follows provides instructions for this dialog box.

To type data in a cell, click once in the cell to select it. As you
type, the cell background changes from dark blue to white, and
the Save button is grayed. Press Enter to register the value and
activate the Save button. Click Save to save the value in the
database.

To delete data in a cell, click once in the cell to select it, then
press Delete or Backspace on the keyboard.

To copy data from a cell to the cell directly below it, select the
cell, then click the Copy to Cell Below button. Click the button
again to paste the value in the next cell below.

To copy data from
several cells, select the

Planned Amaunt| Units | Maonth | Year | Applied Amount)

00|
first cell, then hold down (i
B5.0sc. |7 |2003
the left mouse key and B50/ac. |7 2003 |
BEOsc. |7 |2003__ClearBlock
dr‘ag the mouse across B5.0 :E_ [ T Bt
additional cells. Click the o Com b Cell podh |
. - : Paste
right mouse button and 78.0]ac. _ Cancel

select Copy Block.

To paste data from several cells, select the first cell, then hold
down the left mouse key and drag the mouse across additional
cells. Click the right mouse button and select Paste.
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Schedule 6rid Buttons

Step-by-Step Instructions
1. The Add Row button adds a new row to the Schedule grid. The
button is always active.

2. The Copy to Cell Below button copies the data in the selected
cell to the cell directly below it. The button is always active.

3. The Save button saves the data from the Schedule grid to the
customer's database. The button is active unless a cell is being
edited. Click the save button when you complete a row.

4. The Cancel button closes the dialog box. I't is always active.

5. The Plan Wizard button starts the Plan Wizard. It is active
when the data in the Schedule grid is saved.

6. The Contract Wizard button starts the Contract Wizard. It is
active when the data in the Schedule grid is saved, and at least
one practice has a cost-share program.

Complete Information for Practices Added with the
Schedule Practices Button
Step-by-Step Instructions

1. When records are added to the Schedule grid with the Schedule
Practices button, several data entry fields are completed
automatically: Tract, Land Unit, Practice, and Units. When
practice units are acres, Planned Amount is set automatically to
the acres of the land unit. Otherwise, a value must be entered
when practice units are feet or number (NO.).

2. Click once in an empty Narrative cell to select it. Click the fo]
button once to open the Practice Narratives dialog box. The
narratives for the practice from the Standards and
Specifications database (StandSpec.mdb) appear in the dialog
box. Standard narratives may not be added, deleted, or edited
from this dialog box. However, you may edit the narrative for
this customer's plan in the Modified Narrative text box (see
Step 4).

If the list of narratives is longer than the display area, a scroll

bar appears on the right. Move the scroll bar to view the full list.
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. Practice Mamatives E
— Practice

Code: [ | Mame [BRUSHMANAGEMENT

In Text

2 On an annual basis all unwanted trees, brush and weeds should be
controlled in cool season grass through chemical or mechanical
means. A3 with all chemicals, use as directed and be careful with
drift hazard.

LIV Remowe, reduce or manipulate brush species to achiewe the desired
plant community. (EQIP livestock-related practice)

Modified N

Remove, reduce or manipulate brush species to achieve the desired plant community.

Ok I Cancel I

Marrative Text Size iz 82. The plan and contract spreadsheet limitation is 255 characters.

The Practice Narratives Dialog Box

3. To select a narrative, click the gray box on the left side of the
narrative ID.

4. The selected narrative appears in the Modified Narrative text
box in the lower part of the dialog. You may add or change the
text, and save it in the customer’s database. Changes are not
saved in the StandSpec.mdb file.

Modified Marmrative

Treat undesirable woody species by tree injection method with approved herbicides according to MRCS specifications. Da
hat treat plants or areas that are critical for wildlife habitat. Refer ta the attached job sheet.
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NOTE: If you type more than 255 characters, a message appears in
bold at the bottom of the dialog. The example below shows that the
narrative is 330 characters. The narrative will be truncated to 255

Modified Hamative

Treat undesirabls resprouting woody species by individual plant treatment using approved herbicides. Apply using
Streamline B azal Method. Follow MRCS standards and specifications. Do not reat plants or areas that are critical for wildlife
habitat. Remove unwanted Cedar by individual plant treatment with chain saw and nippers.

ok | Cancel |

Mamative Text Size i1z 330. The plan and contract spreadsheet limitation is 255 characters.

characters on both the plan and the contract support documents
because Microsoft® Excel limits the number of text characters to
255 per cell.

5. Click OK to return to the schedule. The ID for the selected
narrative appears in the cell.

6. If the practice units are acres, the land unit acres appear in the
Planned Amount cell. Accept the value, or double-click in the cell
to change it. Planned Amount for acres must be one-tenth acre
(.1) or greater. If the practice units are numbers (NO.), or feet,
double-click in the cell to enter a value. Planned Amount for
numbers must be a whole number—decimals are ignored. Planned
Amount for feet must be one-tenth foot (0.1) or greater. Press
Enter to continue.

7. Click once in an empty (Planned) Month cell. Type a number
between 1 and 12, or click the ix] button to select Month from
the list. Press Enter to continue.

8. Click once in an empty (Planned) Year cell. Valid years include
1975 through 2050. If you type a number between O and 50 and
press Enter, year becomes 2000 to 2050 automatically. If you
type a number between 75 and 99, year becomes 1975 to 1999
automatically. For example,

' ear

and EE| becomes

f'ear

becomes

9. If the practice will be cost-shared, click once in an empty Cost
Share Program cell. Click the =] button to select a cost-share
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program from the list. Click the =] button again to select
additional cost-share programs, up to five cost-share programs
for a practice. If the practice will be a non cost-shared item in a
contract, select a cost-share program.

10. Click once in the Reported By cell. Enter the name or initials of
the person who planned the practice. As names are entered, they
are added to a choice list. If available, click the x] button to
select a name from the list. The choice list is for the current
customer's database only. There is ho common list. You may want
to establish an office standard so that everyone enters names
the same way.

11. Click Save when you complete a row. Clicking Save before you
complete the required cells in a row, causes reminder messages
to be displayed.

12. Repeat steps 2-11 for each practice.
13. To continue, click the Plan Wizard button or the Contract

Wizard button. To close the dialog box and return to the Outlook
Land Units tab or to ArcView, click Cancel or [,

Complete Information for Practices Added with the Add
Row Button
Step-by-Step Instructions

1. When the Add Row button is used to add records to the
Schedule grid, each cell in the row is empty. Data must be
entered for Tract, Land Unit, Practice, Narrative, Planned
Amount, (Planned) Month, and (Planned) Year. Data entry is
optional for Applied Amount, Applied Date, Cost-Share Program,
Reported By.

2. Click once in the empty Tract cell. Click the Il button to view
the tracts that were selected from the Land Unit area. If land
units without tract numbers were selected, the entry "No Tract"
appears in the list. Select a value.
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Click once in the empty Land Unit cell. Type a land unit number
or click the ixl button to select one from the list. The list shows
the selected land units from the Land Unit area.

Click once in the empty Practice cell. Type a practice code, or
click the =l button to select one from the list. Units are entered
automatically when a practice is selected. If the practice units
are acres, Planned Amount is set to the acres of the land unit.

Click once in the empty Narrative cell. Click the T button once
to open the Practice Narratives dialog box. Select a narrative.
Type additional text if needed and then click OK to return to the
grid. Refer to the previous Section Complete Information for
Practices Added with the Schedule Practices Button, Step 2 and
3 for more information about the Practice Narratives dialog box.

Click once in the Planned Amount cell. If practice units are
acres, accept the value, or change it, then press Enter. Planned
Amount for acres must be one-tenth acre (.1) or greater. If
practice units are feet or numbers (NO.), type a value, then
press Enter. Planned Amount for numbers must be a whole
number—decimals are ignored. Planned Amount for feet must be
one-tenth foot (0.1) or greater. Press Enter to continue.

Click once in an empty (Planned) Month cell. Type a number
between 1 and 12, or click the Zx] button to select Month from
the list. Press Enter to continue.

Click once in the (Planned) Year cell. Valid years include 1975
through 2050. If you type a number between O and 50 and press
Enter, year becomes 2000 to 2050 automatically. If you type a
number between 75 and 99 and press Enter, year becomes 1975
to 1999 automatically. For example,

fear e
4 2> and EE| > .
If the practice will be cost-shared, click once in an empty Cost
Share Program cell. Click the =] button to select a cost-share
program from the list. Click the =1 button again to select
additional cost-share program, up to five cost-share programs
for a practice. If the practice will be a non cost-shared item in a
contract, select a cost-share program.
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Click Save when you complete a row. Clicking Save before you
complete the required cells in a row causes several reminder
messages to be displayed.

Repeat steps 2-10 for each row you add.
To continue, click the Plan Wizard or Contract Wizard buttons.

To return to the Outlook Land Units tab or to ArcView, click
Cancel or [X]

Enter Applied Practice Information

Applied practice information may be entered in the Schedule grid.
Entry of applied information is optional. However, if you want to
produce reports and maps of applied practices with the Conservation
Data Viewer, the customers' practice schedule should be updated
with applied information when changes occur.

Step-by-Step Instructions

1.

Double-click in an Applied Amount cell. If the practice units are
acres, type a value one-tenth acre (0.1) or greater. If the
practice units are numbers (NO.), type a value of 1 or greater. If
the practice units are feet, type one-tenth foot (0.1) or greater.
Press Enter to continue.

Click once in an Applied Date cell. Enter a date. If you enter a
minimum number of characters, and press Enter, the date
defaults to the correct format. For example:

Applied Date
1-1-4 >
Click once in a Reported By cell. Enter or change the name or
initials to indicate the person who reported or certified the
practice. As hames are entered, they are added to a choice list.
If available, click the =] button to select a hame from the list.
The choice list is for the current customer's database only,
there is no common list. You may want to establish an office
standard so that everyone enters names the same way.

Applied Date
1144
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Start the Plan Wizard

1.

The Plan Wizard button is active when the data in the Schedule
grid is saved, otherwise it is grayed. Click Save to activate it.
Click the Plan Wizard button start the Plan Wizard. Every
record displayed in the Schedule grid will appear in the plan.
Select and unselect the land units in the Land Unit area to adjust
the practices and land units you want in the plan.

Start the Contract Wizard

1.

The Contract Wizard button is active when the data in the
Schedule grid is saved, and at least one practice in the grid is
cost-shared. Otherwise, the button is grayed. Click Save to save
the data in the Schedule grid, or add Cost-Share Program to at
least one practice to activate it.

To start the Contract Wizard for all the practices in the
Schedule grid, click the Contract Wizard button.

To start the Wizard for a specific program, e.g. EQIP, click the
Cost-Share Program header to sort the rows. Hold down the
Shift key to select the EQIP practices and click the Save
button, then click the Contract Wizard button.

Tract Land Unit | Fractice | Narrative | Planned Amount| Units | Month | ‘Year | Applied Amount| &pplied Date | Cost-Share Program Feported B

328 on 265.0 ac. 4 2003 ‘WHIP

oTract 1 00
MoTract |1 [329C |4 | 26,0/ ac. 14 [2003 | 0.0/ ['wHIP [ |

Add Fiow Copy to Cell Below | B S

Cancel | PlanWizard | Contract Wizard _ |

4. The Contract Wizard may take a few moments to open,

depending on the number of practices in the Schedule grid.
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Develop a Plan with the Plan Wizard

Develop a Plan with the Plan Wizard

The Plan Wizard guides you through the process of creating a plan
document for the land units that were selected from the Practice
Schedule dialog box. The steps include: 1) select a plan template,
2) select participants for signature blocks, and 3) select maps or
photos. As the Plan Wizard closes, it starts Microsoft Excel
automatically. The plan is customized, and printed from Excel.

Select Template and Land Use

Step-by-Step Instructions

1. Click the Plan Wizard button on the Practice Schedule dialog box
to start the Plan Wizard.

2. The Plan Wizard opens with the Select Template and Land Use
dialog box. Click L2 to maximize the dialog box to a full screen
display. Click Cancel or L1 to close it. Click Preferences to add
or edit Service Center information for the heading of the plan
document.

. Conservation Plan Wizard [ _ (O]

Sefect Tempfate and Land Use

5
s
Do oS8

Select a Template File:  [C:\Pragram Files\Microsoft Dffice\T emplatas\Conservation Templates\ConservationPlan.slf | j

Select the land use category to use far the plan:

¢ |lze NRCS Land Use

" Use Local Land Use

Preferences Cancel ‘ Next - | |

3. For Select a Template File, accept the template file or click the
ix] button to select one from the list. The list includes only the
conservation plan templates that the Wizard finds in the
Conservation Templates folder.
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C:%Program Fil Templa tian T empl onPlar. =l
C:%Program FilessMicrozoft QfficedTemplatesiCongervation Templates\CongervationPlan3. «lk
C:%Program FileshMicrozoft Qffice’T emplateshCongervation Templates' ConzervationPlanF older.xlt

4. Select either the Use NRCS Land Use or Use Local Land Use
option.
5. Click Next to continue.

Select Participants

Step-by-Step Instructions

1. On the Select Particjpants dialog box, select the participants
who will sign the plan. Click the Add button to add a name to the
window below. The name and address of each participant you
select appears on the first page of the plan, and a corresponding
signature block appears on the last page.

& Contract Wizard E=EE|

Select Farticipanis

l Charles Dickens j

Crstomer Name: {Charles Dickens Addrasaas
1~ Home

Address iEDD West River Road
City ke
State|daho F5E55555
Zip Cade | :

1% Busingss -Mailing Address
1) Other

Add-

MHame l Address l City ' State | Zip Code

T ] ok | e | me |

When the dialog box opens, the name and address of the first
Outlook contact associated with the business appears. Under
Addresses, the Wizard automatically shows the type of address
displayed and if the address is also the mailing address. Click the
button beside Home, Business, or Other to select another
address for the participant. If you want this information to
appear in the plan, click the Add button. Otherwise, click the ixl
button fo view other contacts for the business.
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2. Select a name, then click the | Char

Develop a Plan with the Plan Wizard

Dick,

Add button.

| Charles Dickens k
M ew Participant}

Select {New Participant} if a signature block is needed for a
participant who does not have an Outlook contact. Enter the new
participant’s name, then click the Add button. This process does
not create an Outlook contact for the new participant.

. Conservation Plan Wizard [_ 1ol =]
- Safect Farfrioipants
I{New Participant} j
Customer Name: |Haln\d Dickens
Address, |1 500 Westzide Drive
City [uitcer
State I\daho
Zip Code: [ 5555557
MName | Address | City | State I Zip Code
Charles Dickens 556 west River Road “wdilder Idzho BEE65-655
Charlene Dickens 556 West River Road “wdilder Idsha
Harald Dickens 1500 Westside Drive “wiilder Idsho 5555-557
4| (B3|
Femave |
Preferences | Cancel | <-Back | Mest > | Fitish |

4. To remove a participant, select the name from the list, then click

the Remove button.
M=

. Conservation Plan Wizard

- Safect Farfrioipants

I{New Participant} ﬂ

Eustomer Name: [H aold Dickens

Address |1 GO0 \westside Drive
City: [\wilder
State |\daho
Zip Bode:[5555.557

Add

MName | Address | City | State I Zip Code
Charles Dickens 556 west River Road “wdilder Idzho BEE65-655
Charlene Dickens 556 wiest River Road “dilder Idaho

1500 Y 1ve RRAR-RE/
4| (B3|

Remove |
Cancel | <-Back Mest > | Fitish |

Preferences |
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6.

Develop a Plan with the Plan Wizard

Click Next to add maps and photos to the plan document. Skip to

the next section.

If you do want to insert maps or photos, see Insert Maps and
Photos below. Otherwise click Finish to save the plan information,
and then skip to Section Save the Plan.
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Insert Maps and Photos 2. Click the Insert Image button to add the image to the Selected
The final Plan Wizard dialog box, Insert Maps and Photos, lets you Images list.
select maps, digital photos, or other graphics to insert in the plan. 3. (Optional) Type a caption in the window below the image. The
The first image you select is inserted on the first page of the plan caption appears on the plan above the image.
below the customer name and address block. If you select additional E— i
images, they are inserted below the first image. - Insert Maps and Fhotos

. Conservation Plan Wizard k [-[O]x] Bgowse l;] a;..i.meagpeh':,::g ;I pRachicacs

- Insert Maps and Fhotos P p[H cosbm i

filkerstrip.bmp
manuretransfer. bmp
nutrigntrgrit, brp
paraz. gif

Browse to an image file Image Pieview

=) MyComputer

=3 Unavailable Dirive [4:]
= (=) fiparianforestbuffer. brmp

&5 Unavailable Drive [D:] ¥ sewanelagoon.bmo ;I

&5 Unavailable Drive (E:) Insert Image | Refresh |
2 F)

&2 Home [H:] Selected Images
2 Prajects (T3] File: [ Path 1§
[sert (mage Fiefresh | filterstrip.bmp C:4Customer_Files\ABCFarm...
Selected Images Enter a caption for the image to display on the plan [optional)
File: | Path | This iskan example of a fiker stip)|

Enter a caption for the image to display on the Remave \magel

F'rEferencesl Cancel | <~ Back | Kzt | Finish |

Femove lmage

4. To remove an image, select the file in the Selected Images areaq,
then click the Remove Image button.

Praferen:esl Cancel | <-Back | flert ==

Step-by-Step Instructions

. Conservation Plan Wizard |_ (O] x|
1. For Browse to an image file, browse through your folders to - Insert Maps and Fhotos
locate the map, photo, or graphic file in bmp, jpg or gif format. Browse to an image file Image Previow

: ED Phatos
i coe.bmp

L o

Select a file to view the image in the Image Preview window.

filterstip. brp
. Conservation Plan Wizard M= E man.uretransfer brp
- insert Maps and Fhotos 2::2?;?;gmt'bmp
Browse to an image file Image Pieview tipanianforestbuffer. bmp
H © B3 Photos sewagelagoon. brmp LI
B cosbrp Insert Image Refresh

manuretransfer brap
rutrientmgmt. bmp

para2. gif
riparianfaorestbuffer. b

sewagelagoon. bmp

Insert Image Refresh |

Selected Images

Selected Images

Enter a caption for the image to display on the

il | Path Remave Image
Enter a caption for the image to dixpla on the Q
F’referencesl Cancel | <-- Back | Hewt > Finish
Vi 5. Repeat steps 1-3 to insert additional images.
— Concel | coBeck | e Fith 6. Click Finish to save the plan information.
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Save the Plan
Step-by-Step Instructions

1. On the Save Conservation Plan As dialog box, accept the default

file name NewPlan, or...

Save Conservation Plan As._.

Save jn: I 4 Plan_Reports - gl

hﬁ MewPlan.xls

File narme:

ewPlan,xls Save I
Save az upe; I_:-:|S j Cancel |

enter a more appropriate nhame for the plan document, such as

Tract100.xls, instead.

Save Conzervation Plan As__ EE3
Save I ~4 Plan_Reports j gl
ha MNewPlan.xls
File name: ITracH 00«14 Save

Save as fupe: I.:-:lS j Cancel |

2. Click Save to save the file and start Excel.
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Produce and Print a Conservation Plan

The Plan Wizard assembles the plan information into an Excel
spreadsheet, saves it in the customer's Plan_Reports folder, and
starts Excel. From Excel you may print the plan in the standard
format or customize it. The standard format includes items:

o Practices grouped by land use

« A practice narrative for each practice (the narrative is
the one you selected and customized in the Practice
Schedule)

o Columns for applied practice amounts

« Signature blocks for each participant

The section below shows how to produce and print a plan document in
the standard format. If you prefer to customize the plan, skip to the
next Section Customize and Print a Conservation Plan.

Produce and Print a Plan in the Standard Format
Step-by-Step Instructions

1.

Excel starts automatically from the Plan Wizard. The Excel
toolbar appears, and after a few moments, a message about
macros is displayed. This is normal behavior, and is due to the
Toolkit customizations. Click Enable Macros to continue.

The workbook you are opening contains macros.
Some macros may conkain viruses that could be harmful ko ywour computer,

If vou are sure this workbook is from a trusted source, click.
'Enable Macros', IF you are not sure and want to prevent

any macros from running, click ‘Disable Macros', Tel Me More |
¥ glways ask befors opening workbooks with macros
S isabic i‘\;i;:a'c;ns i Enahble Macros I Do Mok Open

A spreadsheet opens with the file name
you provided in the Plan Wizard. Three Customize Format
buttons appear at the top of the Plan

wor'kshee:pClick the Pro§uce Plan button
to load the plan information. This may take Save Plan Az

a few moments if the plan has many land

uses, land units, and practices.
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3. Select the Excel File menu, then select Print Preview to view the

plan format. Click the Close button to return to the Plan
worksheet.

Adjust page breaks as needed. Select the Excel View menu, then
select Page Break Preview. This view displays page breaks set by
the program as dashed blue lines. Use the mouse to click and
drag page breaks to the desired location.

CROSS SLOPE FARMING
Plant crapz gencrally perpendicular o the fizld zlope. Deviation from the contour will nat
cxceed a distance of 400 Fect in one direction. Maintain boundaries to continue thiz practice
anrmally after the year of installakion,

Planned Applicd
Ficld Amgunt Manth Year Amgunt Date
2] €25 53¢ | 5 | 2002
Total| 625 ac. | [ [
Headguarters
[ Track: |
| _CONEFBRYATION CROP ROTATION 4 I |
The <ropping sequence specified belaw iz established when the crop(s) are planted as

planned. The cropls) specified s least eradible may be grown more Frequently without
modifying the conservation plan.

Page breaks that were moved appear as solid blue lines.

CRO:E ELOPE FARMING
Plank crops generally perpendicular to the field slope. Deviation From the contour will not
wxeeed 3 diztancs of 400 Feetin one direction. RMaintzin boundaricz to continus thiz practice
annually after the pear of installstion,

Plannzd Applizd
Ficld Amount Manth Tear Amount Date
2] €2fse | 5 | 2002
Total] | | [
Htaaqwrters
1 Tract: |

CONZERYATION CROFP ROTATION
The cropping sequence specificd below is established when the crop(s] are planted as
planned. The crop(s) specified as least erodible may be grown more frequently without
maodifying the canservation plan.

5. To print the plan, select the Excel File menu, then select Print,

or click .

Click the Save Plan As button at the top
of the Conservation Plan to save the file

Cuztomize Format

. , Froduce Flan
in the customer's folder. (The Excel Save —
feature may not save the file in the

correct folder.)

7. Close Excel.
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Produce and Print a Customized Plan
The appearance of a plan may be customized in several ways:

Turn the display of practice narratives on or off.
Display a block for the customer's objectives.
Turn the display of signature blocks on or off.

Turn the display of applied practice amounts and dates on or off.

Display information by land use or by practice code.

Display system narratives when land use is displayed.

Display additional text when practice narratives are displayed.
Insert maps or photos in other locations in the plan.

Step-by-Step Instructions

1.

Click the Customize Format button at the
top of the Plan worksheet to display the
Customize worksheet with formatting
options.

Cusztomize Format

Produce Plan

Save Plan Az

Customize
Standards & Specs. Dbase path ======= C:\Field_Office_Tech_Guide\Section_M\StandSpec. mdb
¥ Display Practice Manative [default OM)
[ Display Objectives Box (default OFF]
¥ Display Signature Bow [default OM)
¥ Display Applied Practices [default OM]
™ Additional Marrative [default OFF)

€= Sort by Land Use [defaull] ¢ Soit by Practice

Conservationist Mame = ==z
(Required to procuce cef

Conservationist Title ===

Conservation District =====================x
(Reguired to produce certification signature block)

Hide and gota Plan

ADDITIONAL NARRATIVE STATEMENT

Additional Marrative text in this box will nat be displayed unless the ‘Additional Narrative' option is checked

The first row displays the path and file name of the Standards
and Specifications database. Do not change this information.

Click the check box ™ to turn the display on or off for these
items: practice narratives, a box for the customer's objective,
participant signature blocks, applied practice amounts, and
additional narrative (standard statements).

6-3

10.

11.

Produce and Print a Conservation Plan

If the check box ™ for Additional Narrative is checked, any
standard statements that are typed in the Additional Narrative
Statement box will appear on the plan signature page.

ADDITIONAL NARRATIVE STATEMENT

Additional Marrative text in this box will not be displayed unless the ‘Additional Marrative' option is checked.

Select either the Sort by Land Use or the Sort by Practice
option. Sort by Land Use groups information on the plan by land
use, practice, tract, and land unit number. Sort by Practice
groups information by practice, tract, and land unit number, and
displays the practice code on the plan.

Click the cell to the right of Conservationist Name. Type the
name of the person who will sign the plan. Click the cell to the
right of Conservationist Title. Type the person's title.

Click the cell to the right of Conservationist District to add a
signature block on the last page of the plan. Type the
conservation district name.

Click inside an empty cell on the worksheet, then click the
Hide and go to Plan button o refurn to the Plan worksheet.

If the option Sort by Land Use was selected, a system narrative
may be included in the plan. Skip to the next Section Add a
System Narrative to the Plan. A Helpful Hint on the Toolkit Web
site also describes this process.

If the option Display Practice Narratives was selected,
additional text may be added to the standard narrative. Skip to
Section Add Additional Text to Practice Narratives. A Helpful
Hint on the Toolkit Web site also describes this process.

Click the Produce Plan button at the top
of the Plan worksheet to load the
customized plan information.

Customize Format

Froduce Plan

Save Plan bz
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12.

13.

14.

15.

Produce and Print a Conservation Plan

If the Display Objectives Box option was selected on the
Customize worksheet, a box titled Objective(s) appears at the
top of the plan. Click the box border to select it, then click once
inside to display a cursor. Press Enter to start a new line, then
type the objective. Do this last before printing the plan to avoid

overwriting it if the Produce Plan button is clicked.

=
=
“

8]

Objectivels) Objectivels)

Reduce soil erosion, and improve wildlife habitat |

(w3

&
Adjust page breaks as needed. Select the Excel View menu, then
select Page Break Preview. This view displays page breaks set by
the program as dashed blue lines. Use the mouse to click and
drag page breaks to the desired location.

CROSS SLOPE FARMING
Plant crops generally perpendicular to the field slope. Deviation from the contour will not
crceed @ distance of 400 fest in one dircction, Maintain boundarics ko continus this practice
annwally after the year of installation.

Fhanned Applied
Fizld Amaunt Fanth Vear Amount Date
Al 625 4 | 5 | 200 I
Totak] B35 ac | I I
Headquarters
[ Tract: |
| _CONSFEVATION CROPROTATION _ _ _ _ _ _ _ _ _ _ _ __ _ _ _ __ .4 I —

The cropping sequence spedified below is sstablizhed when the crop(s] are planked 2z
planned. The cropls) spedified a2 least srodible may be grown mors fraquently withaut
madifying the canservation plin.

Page breaks that were moved appear as solid blue lines.

CROSS SLOPE FARMING
Plant crops generally perpendicular to the field slope. Deviation from the contour will not
cnceed 3 distance of 400 Fest in one direction, Mainksin beundarics ke continus this practics
annslly sfter the year of inztallation,

Flanned Applied
Fisld Amount Tlonth Year Amount Diate
2] EZE ac. | 5 [ zon2 |
Totak] B35 ac | I I
Hcaa uarters
[ Tract: |

CONSERYATION CROP ROTATION
The cropping ssquencs spedified below is setablizhed when the crop(s] are planked 2z
planned. The cropls) specified as least erodible may be grovin more frequently without
madifying the canservation plan.

To print the plan, select the Excel File menu, then select Print,

or click .

Click the Save Plan As button at the top of
the Plan worksheet to save the file in the

customer's folder. (The Excel Save feature
may not save the file in the correct folder.)

Customize Format

Produce Plan

Save Plan Az
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Add a System Narrative to the Plan
If the option Sort by Land Use was selected on the Customize
worksheet, a system narrative may be included in the plan. Do not

type system narratives directly on the Plan worksheet because they

are overwritten each time the Produce Plan button is selected.
Follow the steps below to ensure that this does not occur. (System

narratives may be added to the plan femplate file instead. Refer to
Section Customize the Plan Template Files for instructions on how to

access the file, then follow the steps below.)
Step-by-Step Instructions

1. Click the PlanData worksheet tab at the bottom of the Excel
window. H [ » [#[% Maps / Customers % PlanData 4 Flan ?

2. Locate the Drawing toolbar in the Excel window.
“D[awv [¥ 4 | Autoshapes + ™. ™w DO4| &vivévf = = i e|

If you cannot find it, move
the cursor over any Excel

@Eﬂe Edit Wigw Treser Fremsk Tocke Daka 4

X Microzoft Excel - 45-8B05-9-0002_Revl xls

« Standard

toolbar, and click the right

. D I“_'? n |§ |TFOrmatting §| “
mouse button. Click the check [ ana chart uq
box next to Drawing to display Text Box 120 antxalTopkhos

T AC v Dawns

ElEY

the toolbar. Drag it to the

location of your choice.

3. Click the Text Box tool &= _— —
on the Drawing toolbar. Hold 1 CONSERVATION PLAN DATA IN TABULAR F
down The Ief_‘_ mouse key Gnd iTract Num;;;Q 1F\E\d Murnber ;r;ct\ce Code ID\lDa&ralwe D ;‘\anned

| 4 | 3832)2 312 0an 4
drag a box over a blank area  |#| ! = o z
anywhere on the PlanData 2 2 = OO —
a S - o .
worksheet. Release the left  |e =203 312 oo z
mouse key when the box is |3 ﬁI ;
. 14
the size you want. A cursor  |is
blinks in left corner. [17]
To increase the size of a text box, | rm
move the cursor over a corner of the ;
box until the double-arrow cursor

appears. Hold down the left mouse key
and drag the corner to the desired size.
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Type the system narrative in the box.

The primary land use for this system is cropland. The practices included in this resource
managernent system address the following resource concerns: Sheet & Rill Erosion, Epherneral
Gully Erosion, Classic Gully Erosion, Soil Tilth, Ferilizer, Pesticides, Soil Deposition (offsite),
Runoff, Restricted Capacity (soil deposition), HZ0 Quality (Pesticides & Mutrients), HZ0 Qluality
suspended solids), Cropland Productivity, Plant Condition (wildlife), Health & Vigor on Flants,

Plant Establishment, Plant Nutrients, Plant Pesticides, Animal Food, Animal Cover, Anirmal
WWater.
The practices included in this resource management system address the following resource

When you finish typing the system narrative, move the cursor

1.
over the border of the box until the cursor changes to tf% Click
the left mouse key to select the text box.

Before clicking the border.  After clicking the border.

+

gy
. 2

i

When you type in a text box, the border pattern is a diagonal
line. When you select a text box, the border changes to dots.

Typing Mode Selected Mode

0
.
.
.
.
*
.

When the text box is selected, note the text box number in the
Excel Name Box areaq, e.g. 117. Place the cursor in the area and
click once to highlight the phrase Text Box 117.

. Microsoft Excel - 45-8B05-9-0002_Rev1 xls

ﬁ Flle Edit Yiew Inmsert Format Tools Data Window Help J

PedEZRY &aRs oo e

— Aria
Arial =0 - B I ==
Text Box 117 =] =
| Mame Box [=] | T A
1] \ CONSERVATION PLAN DATA
2 |Tract Mumber [Peld Murmber Practice_Code Marra|
5] 36321 312 OOk
4| 3m32|2 - oo |
5] 3832|3 oo |
B | 3832|5 oo |
7] 38321 oo |
B 3892)2 Ty oon |
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Press the Delete or Backspace key

to remove the value, Text Box 117. &
Retype it without the spaces, TextBox117 M
TextBox117. Press Enter to add Mame Box
the value to the Name Box.
Scroll the PlanData worksheet
to the left to display Column J, | 1 ' ks
System_Narrative_ID. Enter System_Narrative ID_ Client_Land_Use
the text box number, e.g. 117, " E;DSF;WE
adjacent to the land use values Grazed Range
in Column K, Client_Land_Use.
Repeat steps 3-7 for the d | L
other conservation sys‘rems in Systemn_Marrative |0 Client_Land_Use
the plan. 117 Crop

118 Pasture

119 Grazed Range

Click the Plan worksheet tab at the bottom of the Excel window.

10. Click the Produce Plan button at the top Customize Farmat ‘

of the Plan worksheet to view the system

narratives.
Save Plan Az ‘

11. System narratives appear below land use.

Crop

The primary land use for this system iz cropland. The practices included in this resource management system address the
following resource concerns: Sheet & Rill Erosion, Ephemeral Gully Erosion, Classic Gully Erosion, Soil Tith, Fertilizer, Pesticides,
Soil Deposition (offsite), Runoff, Restricted Capacity (=oil deposition), H20 Quality (Pesticides & Mutrients), H20 Quality (suspended
zolids), Cropland Productivity, Plant Condition (wildife), Health & Vigor on Plants, Plant Eztablizhiment, Plart Mutrierts, Plart
Pesticides, Animal Food, Animal Cover, Animal Wiater .

The practices included in this resource management system address the following resource concerns: Sheet & Rill Erosion,
Ephemeral Gully Erosion, Sail Tilth, Inadeguste Cutlets, Pesticides, Mutrients, Cropland Productivity, Crop Growth, Pest Management,
Animal Food, Wildlife Food, Wildlife Shetter, Animal Resource Balance, and Animal Health.

Tract: 3832

WASTE MANAGEMENT SYSTEM
Install all planned components for managing liquid andfor solid waste.

6-8




Produce and Print a Conservation Plan

Add Additional Text to Practice Narratives

Plans produced with Toolkit display the practice narrative that you
selected and customized in the Practice Schedule. This section
shows how to make further customizations to the narrative if
needed. If you type additional practice narrative on the Plan
worksheet it is overwritten each time the Produce Plan button is
selected. Follow these steps to ensure that it doesn't happen.

Step-by-Step Instructions
1. Click the PlanData worksheet tab at the bottom of the Excel
window: [ » [#[% Maps / Customers % PlanData 4 Flan ?

2. Scroll the PlanData worksheet to the right to display Column L,
Narrative_Text. The narrative that was selected from the
Practice Schedule appears in this column.

3. You may type additional text but the total number of characters
you type should not exceed 255. Any characters over 255 will be
truncated on the plan.

4. When you finish typing the additional narrative, click the Plan
worksheet tab at the bottom of the Excel window.

144 [p % Maps £ Customers / PlanData Plan /

5. Click the Produce Plan button at the top of iz Fee
the Plan worksheet to view the practice
narrative.

Save Plan Az

NOTE: Text that you add on the PlanData worksheet is not saved in
the customer’s database.

Customize the Plan Template Files

If you find that you customize the conservation plan in the same way
for every customer, you may want to customize the conservation plan
template file instead. Typical customizations include:

« Entry of the conservationist's name and title.

« Display of applied practice information turned off.

» Selection of Sort by Land Use or Sort by Practice options.
The Hints and Tips page on the Toolkit Web site describes how to
add a worksheet o the template for standard system narratives.
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Toolkit 3.1 updates two updated conservation plan templates:
ConservationPlan.x/t and ConservationPlanFolder.x/t. (The “folder"
template has space in the top margin to punch holes.)

Toolkit 3.1 also provides two new conservation plan templates:
ContractAD_1155 x/t and ContractAD_1156.

Step-by-Step Instructions
1. Set the folder permissions for the template folders using the
procedure in Appendix: Setting Permissions to Modify Plan
Templates on page A-1.
2. Browse to this folder on the Toolkit Central computer:
C:\Program Files\Microsoft Office\Templates\
USDA Workgroup Templates

3. Right-click on ConservationPlan3.xlt.
4. Select Copy from the pop-up menu.
5. Right-click on a blank area of the file display and select Paste

from the pop-up menu. This pastes a backup copy of
ConservationPlan3.xlt into the USDA Workgroup Templates
folder.

6. Double-click on ConservationPlan3.xlt to open the file in Excel.
An Excel message warns that the document contains macros.

7. Click the Enable Macros button to continue.

8. Use Excel to set the desired options for the template.

9. To save your changes, EEEE O
select the Excel File B S W | |
menu, and then select it seimairll |
Save As. Eimhian 1S

10. Enter the file name  [Fziiin,  mEmEnman
under which you want w2
to save the template, s et =

11. Make sure that the Save as type: option is Template (*.xlt).

12. Click the Save button. (Do not save the template by clicking the
Save Plan As button. This saves the file in the .xls spreadsheet
format instead of .xIt template file format.)

13. Repeat steps 6-12 of this procedure for each template you want
to customize.

14. Copy the customized templates from Toolkit Central any other
workstations in the office that need them.
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Revise a Conservation Plan

Toolkit provides two options for revising conservation plans. Choose
the option that works best for your situation.

Option 1: Make changes to the plan in Excel, then save the file fo a
new name such as ConservationPlanRev1.xls. Detailed instructions
for this option are provided in the section below. Use this option
when only minor changes are needed.

Option 2: Make changes to the land unit and practice data, then
develop another plan with the Plan Wizard. The new plan may be
saved with a file name such as ConservationPlanRev1 .xls. This option
takes longer, but ensures that the customer's practice schedule
reflects the plan document. Follow instructions from previous
chapters Schedule Practices, Develop a Plan with the Plan Wizard,
and Produce and Print a Conservation Plan for this option.

Revise the Plan in Excel

Step-by-Step Instructions

1. Start Outlook and click on the Toolkit Customers folder to
display the list of contacts. Double-click on the customer's
contact to open it.

2. Click the Customer Folder tab on the Outlook contact form.
Select the Plan_Reports folder. Double-click on a plan to open it
in Excel.

3. Click a worksheet tab at the bottom of the Excel window to open
a worksheet with plan information.

Click the PlanData tab to change plan data:

21 | [
|4 |4 ¥ [#% Maps 4 Customers % PlanData /£ Flan ,|_I"
Click the Customers tab to change participant information:

a2 |
|4 |4 » [#% Maps 3 Customers  FlanData £ Flan /

The Maps worksheet inserts or removes maps or photos:
a2
44 p | p~Maps { Customers 4 PlanData £ Plan /
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4. On the PlanData worksheet, edit data from the practice
schedule. Edits are saved in the spreadsheet, not in the
customer's database.

5. On the Customers worksheet, edit customer name and address
information. Edits are not saved in Outlook.

Line 2 - Shows column headings and should not be changed.

Line 3 - Shows the primary customer name and address. Edit this
information as needed.

Line 4 - Shows names and addresses for additional participants.
Edit the information or add a participant.

The list is terminated by the first blank line.
CUSTOMER DATA IN TABULAR FORM

Custorner_Marne Customer_Address City State Zip
Charlene Dickens 555 West River Road Wilder ldaho 55555-555

6. Instead of editing the Maps worksheet, add maps or photos by
selecting the Excel Insert menu, then select Picture.

7. Click the Plan worksheet tab at the bottom of the Excel window.
Click the Produce Plan button at the top of the Plan worksheet.
9. To print the plan, select the Excel File menu, then select Print,

or click .

10. To save the revised plan in the customer’s Customize Format
folder, click the Save Plan As button at the Produce Plan

top of the Plan worksheet. -

11. On the Save As dialog box, replace the current file name with
one that indicates the revision, then click Save.

12. Close Excel.

®
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Develop a Contract with the Contract Wizard

Develop a Contract with the Contract
Wizard

The Contract Wizard guides you through the process of creating

either a contract support document AD-1155e, or a contract revision

document, AD-1156e. The steps include: 1) selecting a contract
template and cost list, 2) develop or revise contract items, and 3)

select participants for signature blocks. When the Contract Wizard
closes, it starts Microsoft Excel automatically. Contract documents

are formatted, customized, and printed from Excel.

Select a Template and Cost List

1. Click the Contract Wizard button on the Practice Schedule
dialog box to start the Contract Wizard.

2. The Contract Wizard opens with the Select Contract
Information dialog box. The dialog box displays at maximum

screen size. Click to resize it. Click Cancel or to close it.

&, Contract Wizard =l E3

- Sefect Contract infarmation

Select a Template File:

Enter a Contract [dentifier, or select one from the list Enter a Contract Mumber [optional]

Enter a contract identifier ﬂ |

Select a Cost List

Develop a Contract with the Contract Wizard

NOTE: Do not select Contract3.xlt or a derivative of that
template because the LTP templates will not operate correctly
with the Toolkit Contract Wizard.

Type Contract Identifier or click the 2] button to select one
from the list. A contract identifier uniquely identifies the
customer's contracts in their database. An ID is used since a
contract number may not be available when the contract is
developed. Enter alpha-numeric characters, e.g. EQIP2001 or
WHIP1. Spaces and characters like \,/,", ", ; are not allowed.
Each new contract for a customer must have an identifier. When
revisions are heeded, select the identifier from the list to
retrieve the contract data from the customer's database (refer
to Chapter Revise a Contract).

If a contract number has been assigned, click once in the field
below Enter a Contract Number, and type it.

For Select a Cost List, click once on a program to open the
Select Cost List for <Program> dialog box.

Select a Cost List

Cost List

Program

| Cost List

EQIP

4]

Click to select a cost list

| ¥

e

3. For Select a

Template File, accept the default template file,

ContractAD_1155.xlt, or click the iv] button to select another.

Select a Template File:

C:WProgram Filez'bd

vzaft Office’T emplates\MConservation Templates\ContractaD 1155«
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Select a cost list file, then click Open.

Since the Contract Wizard does not save the name of the cost
list file you select, you may want fo record the cost list file name

in an assistance note or other type of note for later reference if
contract revisions are needed.

Select Cost List for EQIP HE
Laok jn: I 4 Section_| j ﬁl
CRP_CostList2. xls
CRP23_Costlist ¥z
E10_CostList xls
File name: | Open I
Files of type: IExceI File [.=1z) j Cancel |

8. Repeat step 6 and 7 if other programs are in the list.
9. Click the Next button to display the Contract I'tems dialog box
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Develop Contract Items

Contract items are defined on the contract item dialog box. This
dialog has four areas, the CIN selection list on the upper left, the
Practices List, the Components Grid, and the Contract Items 6rid.

k! Contract Wizard O x]|
=L | e, /s
% Piachce 3142 2001 -EQIP Diiclsp Components.  + Alhabeticaly T By Cont Lin
= “’jf._mun ot 7 [emeart | Unit Cost | ShonFate | Urit T Coal T
5§ Packe 31422002 ENP [SIVEBICOPAT Bush Honagonen.130 {8200 ooy &&
Tract 1 I VEGICOPAT Heiush Managmrer. ... 30 Ham o
JLendUnit 2.0M 2 CIVEGIORA! Hoiuch Mensgerent, . 30 000 T0.00% s
= § Puschen 3143 200 - EQIF
. .
LUl 1,083 Componen'rs Grid
Contract ffems
= | e | Sub | Pia | Ne | Pl | G | Component Suround | Urel Codl | Shers Fate | Prog Coa |
PI“CICTICES 1 A N 2 2001 EQIP  VEGICOPANOnih Manssmens, Ch.. 10 $2000 70008 s
1 b X4 7 20N EQIP VEGICOPAT]BnshMarsgemens Me 10 A T 1
List 1 © @2 A0 EUF  VEGICUPATHush Mansgemert. Me.. 10 00 U0 3
1S 2 s W42 02 EQP VEGICOPATHnthMsnsgsmerr, Ch, 20 $000  000% 0
3 a ¥4 3 3003 EQP VEGICOPATISnshMansgtmentCh. 30 2000 7000% B0

Contract Items Grid

Expand Colspse | Save

Cancel Back | Nedo |

The current contract item number
(CIN) appears in the list in the upper
left corner of the dialog.

w. Contract Wizard
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The Practice List

The Practice list shows cost-shared practices from the Practice
Schedule. Practice Code, Narrative ID, Planned Year, and Program
are displayed:

1% Practice 314 - 00M - 2004 - EQIP|

The land units for which the practice is scheduled are displayed
below each practice. Two buttons appear below the Practice list.
Click the Expand button to expand the list of practices and the land
units where the practices are scheduled. Click the Collapse button o
close the list.

% Practice 314 - 00M - 2004 - EQIP
- Tract 1829

i Land Unit 1

o Land Unit 2

- Land Unit 3

- Land Unit 4

i Land Unit 5

The Components and Cost Item 6Grids

The Components grid displays the components from the cost list for
a selected practice. Components are listed in alphabetical order.
Select the By Cost List option to list components as they appear in
the cost list. Move the cursor between the column headers to adjust
the width of the columns. The Amount, Unit Cost, and Share Rate
values may be changed, but the changes apply only to this contract.

Companents

Dizplay Comporents; O Alphabetically ¢ By Cost List

Comparert | Amont | Linit Cozt | Share Fate | Linit Tupe | Cost Type
[ 382-Fence, Permanert finterior orly) 2,300 $0.50 75.00% Lin.Ft Abd

As you select components, contract items appear automatically in the
Contract Items grid.

Contact ferms

Item | Sub... ‘ Pra... | Mar... | Pla... | Cos... | Compaonent | Amount | Unit Cost | Share Rate | Prog Cost |
1 a a4 2 20001 EQIP VEG[COPAT)}Erush Management, Ch.. 10 £20.00 70.00% $140

1 b a4 2 2000 EQIP WEG[COPAT}Brush Management, Me... 10 $45.00 70.00% $15

1 [ a4 2 2000 EQIP WEG[COPA1JBrush Management, Me... 10 $30.00 70.00% $630

2 a 4 2 2002 EQIP WEG[COPATBrush Management, Ch.. 20 $20.00 70.00% $280

3 a 34 2 2003 EQIP  WEG[COPATBrush Management, Ch.. 30 $20.00 70.00% 420

The Contract Items grid also displays Prog Cost (Program Cost),
which is the product of the Amount times the Unit Cost times the
Share Rate.
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About Updating the Program Cost

The Prog Cost updates automatically when you change the
Amount in the Component grid or Contract Items grid.

You can change the Unit Cost and Share Rate in the Component
grid only.

If you change the Unit Cost and Share Rate, the Prog Cost will
not automatically update until you double-click on the Amount and
press Enter.

Develop a Contract with the Contract Wizard

5. When the component units match the units of the selected
practice, the planned amount of the practice appears in the
Amount cell. Otherwise, the value in the cell is 0.0. To change
Amount, double-click in the cell, then type the new value and
press Enter.

This table shows allowable "matches" for practice units and
component units.

Add Cost-Shared Items to a Contract

This version of the Contract Wizard provides greater flexibility to
develop contract items than previous versions. However, you cannot
develop separate contract items for multiple occurrences of the
same practice that are scheduled in the same month and year on the
same land unit.

Add the First Cost-Shared Contract Item
Step-by-Step Instructions

1. Click the Expand button to display the land units for each
practice in the Practice list.

2. Note that the CIN in the upper left part w. Contract Wizard
of the dialog automatically displays 1. oN: [ 5]

3. Click on the practice in the Practice list that you want to be the
first contract item.

4. Click on a land unit below the practice. When you select a land

unit, the practice component(s) appear in the Components grid.

&, Contract Wizard

ON i =l Components
=% Practics 314 - 00N - 2004 - EQIP Display Components: = Alphabeticaly ¢ By Cost List
B Tragt 1829
Component [Amount [ UnitCost [ Share Fiate | Unit Type | Cost Type
Land Unit 2 O VEG(COP&}Brush Management, Chemical 1261 $0.00 70.00% ac A

Land Linit 3
Land Unit 4
Land Linit §

8-5

Practice Units
Acres Feet Number
AC. FT. NO.

» AC FT NO
'% ACRE Feet NUMBER
- ACRES Foot EA.
S LIN.FT. EACH
S LINFFT EA
£ LN.FT.
© LNFT

L.F.

LF

Accept Unit Cost from the cost list, or double-click in the cell to
change it. Type the unit cost, and press Enter. Unit cost is
changed for all occurrences of this component in this contract.
It is not changed in the cost list.

- Components
Display Components: % Alphabetically € By Cost List

Component | Armaunt | Unit Cast | Share Rate | Unit Type | Cost Type =
O E14-Concrete Trough - 100 gallons... | 1 $286.00 h.00% Each A

O 614-Concrete Trough - 400 gallons... | 1 $361.00 Th.00% Each Al

O E14-Concrete Trough - 750 gallons... | 1 $49€.00 Th.00% Each Al
G14-Corncrete Trough - 1150 gallon.., | 2 7E.00% Each A _
[ E14-Float & Cut-OfF Yalve for Troug... | 1 $12.00 Th.00% Each Al

[ &14-Galvinized or Plactic Triough - ... | 1 $127.00 TH.00% Each Al

[ &14-Galvinized or Plactic Triough - ... | 1 $150.00 TH.00% Each A -
4 B
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7.

8.

Develop a Contract with the Contract Wizard

Accept Share Rate from the cost list, or double-click in the cell
to change it. Type a cost share rate, and press Enter. Cost share
rate is changed for all occurrences of this component in this
contract. Cost share rate is not changed in the cost list. Do not
type percentage values as decimals, e.g. .50. The Contract
Wizard interprets decimal percentage values as 0.5%. Type 50
instead. Values like 50.5 are interpreted as 50.5%.

- Components
Display Components: € Alphabetically ¢ By Cost List

Component | Amaunt | Unit Cast | Share Rate | Unit Type | Cost Type
[ 614-Concrete Traugh - 100 gallons... | 1 $266.00 75.00% Each AM
[ 614-Concrete Trough - 400 gallons... 1 $361.00 75.00% Each Ak
[ 614-Cancrete Trough - 750 gallons.. | 1 $496.00 7H.00% Each £k
E14-Concrete Trough - 1150 gallar.. | 2 $a11.00 Each AM

1
1
1

[ 614-Flaat & Cut-Dff alve for Troug... $12.00 75.00% Each AM
[ 614-Galvinized of Plastic Trough - ... $127.00 75.00% Each Ak
[ &14-Galvinized or Plastic: Trough -

$150.00 75.00% Each AM -
1 | E

Click the check box next to a component to select it.

Components
Display Components: @ Alphabeticaly ¢ By Cost List

Component Aot Unit Cost Share Rate Unit Type Cost Tupe
WEGICOPA]-Brush Managerment, Chemical

9.

10.

11.

When you select a component, the contract item automatically
displays in the Contract Items grid. The first item is labeled 1a
but the item number and letter may be changed later. Any
changes you made to Amount, Unit Cost or Share Rate also
appear in the Contract Item grid.
When you select a component, a checkmark appears in the
Practices list on the left side of the land unit you selected.
The contract item number PSRRI
. . raciice - - -
appears on the right side of S Tract 1829

CIN 1.

If you select another component in the Components grid, a new
line appears in the Contract Item grid. The second component is
numbered 1b; the third is numbered 1c and so on.
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12.

13.

14.

15.

Develop a Contract with the Contract Wizard

To include another land unit = $ Practice 314 - 00N - 2004 - EQIP
in CIN 1, select it from the - [ Tract 1829

Practices list. e LandUnit1:CIN 1
Land Unit 2

Select one or more components from the Components grid for
the second land. If you select the same component that you
selected for the first land unit, the planned amount for the
second land unit is added to the planned amount for the first
land unit. The total appears in the Amount cell in the Contract
Item grid for CIN la.

If you select a new component, another item, 1b, is appears in
the Contract Item grid automatically. You can change contract
item numbers and sub item letters by double-clicking the Item
and Subitem cells in the Contract Item grid. Accept the Item
number in the Contract Items grid, or double-click in the cell to
change it. Type a number between 1 and 99, and press Enter. The
items are reordered

Coniac! fems
lism | 5ub [ Pra. [ Ma, [Fla, | Cor [ terazma [UnkCost [ shusAan

|a G 200  ECIF  Gl4-Corcasin Tangh - 1160 gakmnz [ 2 811,00 75 %

Accept the order of the components or double-click in the Sub
Item cell to change it. Type letters between a and zz, then press
Enter. The items are reordered.

lers | Sub ke [P [He [Fa. [ Cos | Comgonen [ Brecars [uret Cost Shaie
1 B4 1 AR EGIF | G1d-Dononste Tiough - 1150 gabom 1), 2 100 EExTT)

Click the Save button to save the first contract item in the
customer's database.
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Add the Second Cost-Shared Contract Item

When you click on another practice in the Practices list, the contract
item number automatically advances the next number. However, you
can override this feature by selecting a CIN from the CIN list in the
upper left corner of the dialog. The steps below show you how.

Step-by-Step Instructions

1. Click the Expand button to display the land units for each
practice in the Practice list.

2. Click the ixl button for the CIN
list in the upper left part of the
dialog. The list displays the =
current contract item number and ;BT

=% Pig

the next contract item number. To develop the second contract
item, select 2 from the list.

3. You can select another land unit from the currently selected
practice, or you can select another practice from the Practice
list.

4. When a land unit is selected, the component(s) for the selected
practice appear in the Components grid. Click the check box to
select one or more components from the Components grid.

Components
Display Components: @ Alphabeticaly ¢ By Cost List

Amout Unit Cost Unit Type Cost Tupe

Compo
WEG(COPA

y|-Bruzh banagement, Chemical

5. Select one or more components from the Components grid for
the second contract item. The first component you select
appears in the Contract Item grid as 2a. A new line is added for
each additional component you select. They are numbered 2b, 2c,
and so on.

6. When you select a component, a checkmark appears in the
Practices list on the left side of the land unit you selected.

The contract item number
appears on the right side of
the land unit. In this case
CIN 2.

=% Practice 382 - DON - 2004 - EQIP
- [ Tract 1529
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7. To include another land unit in CIN 2, select it from the
Practices list.

8. Click the Save button to save the contract item in the
customer's database.

9. Repeat steps 1-8 for additional cost-shared contract items.

10. If the contract has non cost-shared practices, follow the steps
in the next Section Add Non Cost-Shared I'tems to a Contract.

11. If the contract does not have non cost-shared practices, click
the Next button to continue developing the contract support
document. Click Cancel or the button to close the Contract
Wizard and complete the contract at a later time.

Add Non Cost-Shared Contract Items to a Contract
Step-by-Step Instructions

1. Click the Expand button to display the land units for each
practice in the Practice list.

2. Accept the contract item number displayed in the CIN list or
click the I button to select the next number.

3. Click on a non cost-shared practice

) . : ractice 52od - ANG - 2004 - EQIP
in the list to select it. R b~ el bl B

NOTE: Some cost lists do not include non cost-shared practices.
When a practice is not found in the cost list, this message is

displayed:
‘Warning Meszage - Congervation Contract Wizard [ x]

Unable to find thiz practice in the cost list. If the practice iz not cost-zshared, click the dollar sign [$] nest ta the
practice code. If the practice is cost-shared, you may have selected the wrong cost list for the cost share prograrm.

4. Click once on the dollar sign next to a practice to mark it as "non
cost-shared".

LR Practice 5284 - NG - 2004 - EQIP

ractice 5284 - RMNG - 2004 - EQIP

> B
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Develop a Contract with the Contract Wizard

The land unit(s) where the EBE Fractice 5284 - RNG - 2004 - EQIP
practice is scheduled is =) Tract 1823

selected automatically. [ Land Unit 1: CIN 1

i[#] Land Unit 2; CIM 1

[ Land Urit 3; CIM 1

[ Land Urit 4; CIM 1

~[#] Land Urit 5; CIM 1

The Contract Item grid shows the contract item and the Amount
cell shows the sum of the planned amounts for the land unit(s).
This value may be changed if needed. Double-click in the cell and
type the new value, then press Enter.

Develop a Contract with the Contract Wizard

Reorder Contract Items or Components

In the process of developing a contact, you may want to reorder the
contract items or reorder the components for an item. The steps
below show you how.

Step-by-Step Instructions

|term | Sublt... | Practice | Mar... | Pla... | Cos... | Companent | Arnount | LInit Cost | Share Rate
1 5284 FWG 2004 EQIF MWon-Cost Shared 1597 $0.00 0.00%

{ Contract fems

Click the Save button to save the contract items in the
customer's database.

6. Repeat steps 1-5 for each non cost-shared item.

Click Next to continue. Click Cancel or the button to close
the Contract Wizard and complete the contract at a later time.

Delete a Contract Item or Component

In the process of developing a contact, you may need to delete a
contract item. The steps below show you how.

Step-by-Step Instructions

1. Inthe Contract Items grid, select the item you want to delete,
then press Delete on the keyboard.

2. Renumber the contract items.

8-11

1. To reorder contact items, double-click the Item cell in the
Contract Item grid. Type a new number and press Enter. The
Contract Wizard does not allow items to have duplicate numbers.
To achieve the ordering you want, you may need to change a CIN
to a tfemporary number, then change the numbers to the correct
sequence.

2. To reorder components for a contract item, double-click the Sub
Item cell in the Contract Item grid. Type a new letter and press
Enter. The Contract Wizard does not allow components to have
duplicate letters. To achieve the ordering you want, you may need
to enter a temporary letter, then change the letters to the
correct sequence.
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Select Participants [ty Participant =
Sfep-by-Sfep IﬂS’fT‘UCf/OﬂS' Cuztarmer Name;lHaroId Dickens
1. On the Select Participants dialog box, select the participants Address [350 5 outh Highway 2
who will sign the contract. Click the Add button to add a name to ity [viler
the window below. The name and address of each participant you Stateifldaho
select appears on the first page of the contract, and a £ Lode: 55555 555
corresponding signature block appears on the last page.
=2 Cositbyaticrl Plan et 3. To remove a participant, select the name from the list, then click
- Sefect Farticipanits the Remove button.
[Gore i 3 Lo L g
Customer Name'-lﬁharles Dickens Addresses:
#ddiessi {500 west River Road " Home
City: fvnilder & Busines: - Mailing Address . .
5State|idahn 5ERE5-555 £~ Other L 12
Zip I:o_d&'.! @ %
b 4. Click Finish to save the contract information. Skip to Section
Nare: [ Aiddrezs | Eiy [ state [ ZipCode Save the Contract
| ] Save the Contract Support Document
Step-by-Step Instructions
Prfererces | cancel | [£55 | I 1. On the Save Contract As dialog box, the contract file name is
defaulted to <contract identifier>.xls. Accept the default name
When the dialog box opens, the name and address of the first or type another name.
Outlook contact associated with the business appears. Click the T ————— EHE
button beside Home, Bu.sir.iess, or cher to select the type of Savein: | 23 Contiact Reports - =
address. If you want this information to appear on the contract, T
click the Add button. Otherwise, click =] to view other contacts '
associated with the business. Select a hame, then click the Add
button.
2. Select {New Participant} if a signature block is needed for a
participant who does not have an Outlook contact. Enter the new
participant's name, then click the Add button. This process does File name: IR [N Save |
not create an Outlook contact for the new participant. Save as bype: | s I Concel |

2. Click Save to save the file and start Excel.
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Produce and Print a Contract

The Contract Wizard assembles the contract information into an
Excel spreadsheet, saves it in the customer’s Contract_Reports
folder, and starts Excel. Customize and print the contract AD-1155e
form from Excel. Because the AD-1155e is a departmental form, only
three customizations are allowed:

1. Display practice narratives that were selected and
customized in the Practice Schedule.

2. Add signature blocks for sponsoring agencies.
3. Enter arecurring schedule.

Step-by-Step Instructions

1. Excel starts automatically from the Contract Wizard. The Excel
toolbar appears, and after a few moments, a message about
macros is displayed. This is normal behavior and is due to the
Toolkit customizations. Click the Enable Macros button.

2. A spreadsheet opens that looks like this:
e - = ]

%) Fie Edt Yiew [nsert Fgmet Iooks Data Window Help 18] x|
Daﬂ\gawungwn.n R® = 5l B o \@\
arial e ru|=E==E|s %, @)= =0 A_‘
| =/ 1. To be completed by NRCS; check appropriate box:
A ] B | © |D|E\F\G\H|\\J|K\L\M|N\0|P}3‘
1. To b completest by NRCS; check apprapriste bax ™ This transaction s for CCC I This transaction s for NRCS. [T
CONSERVATION PLAN OR .
U, 5. DEPARTMENT OF AGRICULTURE Prodice oament =
SCHEDULE OF OPERATIONS -
Save Document A
3. NAME 4. COUNTY 5. State 6. CONTRACT OR AGREEMENT NO. oI =

‘m‘m\l ‘m‘u\‘u ‘Q‘N‘)

=

i<}

[}

=

@

@

=

@

@

=
=1

[ 12 03 10 |5 [0 |02 [ [ [
LEEEREREENR

32

| > i Customers { Header / ContractData ) Contract / ]
Ready [ T o[

|
[
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3. Three buTans appear at ﬂ.\e top of the >

contract. Click the Customize Format
button to display a worksheet with the

Froduce Document

for‘maﬁmg options. Save Document &g
Customize
Standards & Specs. Dbase path == C¥Field_Office_Tech_Guide\Section_vStandSpec mdb
v Display Practice Narative [default o) Version 4.0.0

Total Acres

(Cortract Mumber =

County Name =

State Name =
Conservationist Nami
(Recuired to produce c:

Conservationizt Tile == District Conzservationist - Technical Adenuacy Certification

Conservation District =================——==»
(Reduired! to produce certification signature block)

Other Sponsoring Agency =============>
(Required to produce certification signature block)

Hide and go to Contract workshest |

IThe shove statemerts are made in accordance with the Frivacy Act of 1974 (5 U.5.C 522&). F1

MOTES:

tailure to ffinfoblota en espanol
A Al ftems numbered in column § on form AD-1155 must be carried out a5 part of N

SLIRE STATEMENT

‘OMB DISCLOSURE STATEMENT
En Espanal

PRIVACY ACT STATEMENT

4. The first row displays the pathname for the Standards and
Specifications database. Do not change this information.

5. The second row shows a check box to display the practice
narrative for each contract item. To turn off the option, click
the check box.

6. The third row displays a value for the Total Acres under
contract. This value is the sum of the land unit acres for each
land unit in the contract.

7. Contract Number is displayed if it was entered in the Contract
Wizard. Click in the empty cell on the right to type the contract
number.

Contract Mumber = 4501 SDDSDDT|

8. Type the name of the county where the contract is located in the
empty cell on the right of County Name.

9. Type the state where the contract is located in the empty cell on
the right of State Name.
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10. For Conservationist Name type the name of the designated
conservationist who will sign the form. Type the name in the
empty cell on the right to add a signature block on the last page
of the form.

Conseryationist Mame =
[Required to produce cerification signature block) |Mary R Smith|

11. For Conservationist Title, accept the default title or change it.

Conservationist Title = District Conservationist - Technical Adeguacy Cerification

12. If the Conservation District will sign the form, type the
conservation district name to add a signature block on the last
page of the form.

13. For Other Sponsoring Agency, type the name of the agency, e.g.
Farm Service Agency, if another agency will sign the form. This
adds a signature block for the agency on the last page of the
form.

14. Click in an empty cell in the worksheet, then click the Hide and
go to Contract worksheet button to return to the Contract
worksheet.

15. If a recurring schedule is needed for one or more contract
items, fo Section Enter a Recurring Schedule for instructions.

16. Click the Produce Document button at the top of the Contract
worksheet to load the contract information into the form. If the
contract has many items, it may take a few moments to load.

17. If the contract is cost-shared by a CCC program, click the check
box for "This transaction is for CCC" in line 1 of the spreadsheet.

a1 8 ] c I = TP I
| 1 |1.To be completed by NRCS; check appropriste box: ~ {Thiz transaction is 1UrCCC ™ This transaction is for NRCS.

18. If the contract is cost-shared by a NRCS program, click the
check box for "This transaction is for NRCS" in line 1 of the

spreadsheet.
I = c [ o S O O
I 1 1. To be completed by NRCS; check appropriate box: [T This transaction is for CCC |7Th\s 5,

19. To adjust the page breaks for the form, select the Excel View,
then select Page Break Preview. Adjust the page breaks as
needed.
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20. To print the contract, select the Excel File menu, then select

Print, or click .

21. Click the Save Document As button at Custarnize Forrmat
the top of the Contract worksheet to
save the file in the customer's
Contract_Reports folder.

22. Close Excel.

Produce D ocument

< Save Document Az >

Enter a Recurring Schedule
Step-by-Step Instructions

1. Click the ContractData worksheet tab at the bottom of the
Excel window.

lia [ e [ 1[5 Maps £ Customers # Header ' ContractData / Contract f|

2. Locate the practice with the recurring schedule. Scroll to column
Q, Planned_Year, and click once in the Planned Year cell.

3. Move the mouse over the bottom right corner of the cell until

Iy

the cursor changes to =+ . Hold down the left mouse button
while you drag the cursor to the right. As you move the cursor
across the cells, the years increment by one for each cell.

4. Repeat step 2 and 3 as needed for other practices with recurring
schedules. If other practices have the same recurring schedule,
copy the schedule cell(s) and paste them in another row.
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Customize the Contract Template Files

If you find that you customize the contract support document in the
same way for every contract, you may want fo customize the
contract femplate instead. Common customizations include:

o Entry of County and State.
o Entry of the name and title of the conservationist who will
signh the contract
« Entry of the conservation district name
« Entry of the sponsoring agency name
» Display of practice narratives
« Changes to the standard statements
Two new contract templates are installed with Customer Service
Toolkit 3.1:
o ContractAD_1155 x|t
o ContractAD_1156 xIt
You may want to customize an AD-1155 template for CCC programs
and one for NRCS programs.

Step-by-Step Instructions

1. Seft the folder permissions for the template folders using the
procedure in Appendix: Setting Permissions to Modify Plan
Templates on page A-1.

2. Browse to this folder on the Toolkit Central computer:
C:\Program Files\Microsoft Office\Templates\

USDA Workgroup Templates

3. Right-click on ContractAD_1155.xlt.
4. Select Copy from the pop-up menu.
5. Right-click on a blank area of the file display and select Paste

from the pop-up menu. This pastes a backup copy of
ContractAD_1155.xIt into the USDA Workgroup Templates
folder.

6. Double-click on ContractAD_1155.xIt to open the file in Excel.
An Excel message warns that the document contains macros.

7. Click the Enable Macros button o continue.

Use Excel to set the desired options for the template.

o
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10.

11.
12.

13.

14.

Produce and Print a Contract

To save your changes, =3 —
y ’ Savein: || Conservation Templates £F| & e A
) ol e = =
select the Excel File = Tom e Trogred [ =] [ v |
ConservationPlan.dt 1271 KB Microsoft Exce. . 3/29/00 ...
5 | ConservationPlan it 1180 KB Microsoft Exce... 7/3101 8:51 AM Cancel
menu, Gnd *hen SeleCT %] Co PlanFolder.dt 1180 KB Microsoft Exce. . 7/23{01 3:20 PM oatio
] o 1158 KB Microsalft Exce. . 3/28/005:29PM || L0
save As | Contracts3.xlk 1062 KB Microsoft Exce... 7/20/01 3:34 FM
8 | CantractsFoider. st 1059 KB Microsaft Exce. .. 7/20/01 3:31 P
H 5 | ContractsLTP12.XLT 1071 KB Microsoft Exce... 7/20{01 3:31 PM
En*er *he f ! le name 5 | ContractsLTP12Folder xlt 1070 KB Microsoft Exce. . 7/20/01 3:31 PM 7|

under which you want  ieune
to save the template, ~ Zerbe fowaecton ]

Make sure that the Save as type: option is Template (*.xIt).
Click the Save button. (Do not save the template by clicking the
Save Plan As button at the top of the Plan worksheet. This saves
the file in the .xls spreadsheet format instead of .xIt femplate
file format.)

Repeat steps 6-12 of this procedure for each template you want
to customize.

Copy the customized templates from Toolkit Central any other
workstations in the office that need them.
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Revise a Contract
There are two options for revising contract support documents:

Option 1: Edit the contract worksheet in Excel, then save the file to
a name such as <contract number>Revl.xls. This option is
recommended when only minor changes are needed. Edits made to
the contract document are stored in the Excel spreadsheet, not in
the customer's database. Refer to Section Revise a Contract
Support Document below for instructions.

Option 2: Revise contracts with the Contract Wizard. A contract
revision form AD-1156e is produced with this option. Revisions are
saved in the customer's database. Refer to Section Revise a
Contract with the Contract Wizard for instructions.

Revise a Contract Support Document

Step-by-Step Instructions

1. Start Outlook and click on the Toolkit Customers folder to
display the list of contacts. Double-click on the customer's
contact to open it.

2. Click the Customer Folder tab on the customer's Outlook
contact form, then select the Contract_Reports folder. Double-
click the contract file to start Excel.

3. Click the Enable Macros button to open the spreadsheet.

Click a worksheet tab at the bottom of the Excel window to open a
worksheet with contract information.

Click the Customer tab to change participant information.

36
|4 |4 [p [p[ Maps s Customers ¢ Header 4 ContractData £ Contrack /

Click the ContractData tab to change contract item data.

a7 | I
[ |4 |F |H[\ Maps ;{r Cuskomers { Header },Euntract[)ata £ Contrack ?

Click the Header tab to change the contract formatting options.

29 |
[4 4 [# Maps / Customers s Header / ContractData # Contract /
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Click the Customers worksheet tab to add or edit participant name
and address information. Edits are saved in the spreadsheet, not in
Outlook.

Line 2 - Shows column headings and should not be changed.

Line 3 - Shows the customer's name and business name with
additional data. Edit information as needed.

Line 4 - Shows data for a participant. Edit the information or
add participants. The list is terminated by the first blank line.

[} | B | C [ ] [ E [
|1 | CUSTOMER DATA IN TABULAR FORM
2 |Customer Name Customer_Address City State Tip
3 _|Smith, John .33 County Road 9 Certerville FL 55555-5555
4 | Smith, Sally 33 County Road 9 Certerville FL 55555-5555
=

Click the Header worksheet tab to select options for customizing
the appearance of the contract document. Refer to the previous
Chapter Produce and Print a Contract for detailed instructions.

Click the ContractData worksheet tab to add or edit contract item
and subitem numbers, land units and practice data. Add or edit a
recurring schedule starting in column Q.

Click the Contract tab at the bottom of the Excel window.
Click the Produce Document button at the top of the worksheet.
To print the contract, select the Excel File menu, then select Print,

or click .

Click the Save Document As button at the
top of the Contract worksheet to save the Produce Dacument
file in the customer's Contract_Reports

f Id < Save Document sz
olaer.

On the Save As dialog box, change the name of the file to reflect

the revision and to preserve the original contract file.

Save As
= [« [ |
Name [ Size [ Type [ Modiied [ [ s |

EQIP2001,xls 1129KE Microsaft Exce.., 8101 11:03 Al
Cancel

Customize Format

Save in: |_| Contract_Reports

File name: [EqtrenniReva s

Ll Ll

Save as type: [Microsoft Excel Warkbook (* xis)
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Revise a Contract with the Contract Wizard

This section provides instructions on how fo use the Contract Wizard
to develop a contract revision document, AD-1156e. Contract
revisions are saved in the customer's database and overwrite the
original contract data. This section provides instructions for these
revisions:

« Edit a contract item—change amount, unit cost, share rate
« Delete a contract item

« Adda contract item

e Add land units to a contract item

« Remove land units from a contract item

NOTE: If you open the Contract Wizard with an existing contract
after you changed information (land unit, practice, narrative, year, or
Cost-Share Program) in the Practice Scheduler, you may receive the
following message, suggesting that you delete those items and re-
configure new Contract Item(s) to reflect the changes made:

Contract Wizard - Warning

) A modification has been made in the Practice Scheduler that affects Contract Ikem(s) 1. To generate a new Excel
u contract spreadsheet please delete the Contract Item(s) and re-configure a new Conkract Ikemis) by selecting the
appropriate practice, land unit and components.

Items that need to be deleted and reconfigured are displayed

without a "+" sign in the Practice list on left side of the Contract
Wizard screen:

B

Componeris
Display Components:  * Alp

% Practice 314 - 2- 2001 - EQIP

4% Practice 314 - 2- 2003 - EQIP it
+- % Practice 328 - 2 - 2001 - EQIP
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Select Practices and Start the Contract Wizard
Step-by-Step Instructions

1. Start Outlook. Click on the Toolkit Customers folder to display
the list of contacts. Double-click on the customer's contact.

Click the Land Units tab on the Outlook contact form.

Click the Practice Schedule button to start the Practice
Schedule.

4. Select the original contract land units in the Land Units area.

5. Select the practices from the original contract from the
Schedule grid.

6. Click the Contract Wizard button to start the Contract Wizard.

Revise the Contract
Step-by-Step Instructions
1. On the Select Contract Information dialog box, click the vl

button to display the template choice list. Select
ContractsAD_1156.xlt from the list.

Se/ect Coniract informatbion

Select a Template File:

C:\Pragram Filez\Microzoft Difice’T emplates\Conzervation Templates\ContractaD 1156«

2. Click the izl button to display the Contract Identifier choice
list. Select the identifier for the contract you want to revise.

3. If Contract Number was not entered previously, type one below
Enter a Contract Number.

4. For Select a Cost List, click once on a program in the list to
open the Select Cost List for <Program> dialog box.

Select a Cost List

Cost List
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5. Select the cost Select Cost List for EDIP B
IIST flle ThGT was Loak in: I ~4 Section_| j gl
Fo | CRP_CostList2 s
used for the CHF‘ZS_CostList.xls
OI"Ingll COHTI"OCT, il E10 Costlist s
then click Open.

File hame: IE'ID_EnstList sz DOpen

Files of type: [ Excel File [%s] [~ Cancel |
6. Repeat steps 4 and 5 if there are other programs in the list.

7. Click Next to display the Contract I'tems dialog box.

8. Follow the instructions in the sections below for the type of
revision that is needed.

Edit a Contract Item
Edit contract items by changing the values entered for Amount,
Share Rate, or Unit Cost in the Component grid.

Note: To update the Program Cost:

e The Prog Cost updates automatically when you change the
Amount in the Component grid or Contract Items grid.

e You can change the Unit Cost and Share Rate in the Component
grid only.

e If you change the Unit Cost and Share Rate, the Prog Cost will
not automatically update until you double-click on the Amount and
press Enter.

Step-by-Step Instructions

1. Select a Contract Item in the Contract Item grid. When an item
is selected, the practice and land units become visible in the
Practices area.

- % Prackcs 0. 1 - 2907 -CGF
= Tuee 101
S Land Ut
Landlisa 2
Landlisa 1
- Packcs E14-- 1 - 290000

Contraer fems

b 5k [Fa [He [P ] Cor | Coponert = Ui Cir Shaa Fldn
1w B4 1 &G EGF | E18Conos Imgn-1s0gemll. 2 B W
3 IR 11 XED EOF | Koo Shaud B n®m [
4w Im 3 XAl [OF | TOCoreadon Do Fouimn = ar el
5 a IW O X FOF | SRAAhTE = i ooy
. 0 = 100 [
ol d

3 Ok N3 FOIF HareCont 6 ke

Revise a Contract

2. Click once on a scheduled land unit to display the contract item
component(s) in the Components grid.
Sl &

Car Heainket

e IO -
= 5 Fracuce 208 - B0 - 2800 -E0R° Daply Coporgair = Mphabsiicdls ¢ Ba Dot Ll
¥ § Pl 2080 - (EH - M0 -FOF

s Comyurinl | P [ivdGind | fke b Toge | i T |
;:0_- [aF [SE R e T e ) A TR [P =)

s Pk

- T Fracics 2
B Fgchoe 300
B Tuaci 1l

Lorsd Ll
Lared Lo T
= B Fimibos 614 -0 0000 - POF

A e

pam | 5b [P [Hw. [ Pa. | Coa ] Corgaran | St JuckCon e P
1 A 1 WML AURF  Edicemushe Trimgp - 170 palimifl | ] T [(] %3

] o 11 [74] i [ Ly

1 NE: [ P e [ BREN

k] R T i Tk

L3 T IO W ATEE HomCesd Sl b Him L

T ] @/ 1 00 ORF NOTecs. P ek cal] 1280 A =ik

3. Double-click in the Amount cell in the Components grid to select
it. Change the value, then press Enter. This updates the Amount
cell in the Contract Items grid automatically.

4. Double-click in the Unit Cost cell in the Components grid to
select it. Change the value, then press Enter. This updates the
Unit Cost cell in the Contract Items grid automatically.

5. Double-click in the Share Rate cell in the Components grid to
select it. Change the value, then press Enter. This updates the
Share Rate cell in the Contract Items grid automatically.

6. Click Save to save the revisions in the customer's database. This
action overwrites the original contract data in the database.

7. Repeat steps 1-6 to edit other contract items.

Delete a Contract Item
Step-by-Step Instructions

1. Select the contract item. Press the Delete key on the keyboard.
Contract fems

_ | emoune | UritCost | Shere ke
Bl d-Conorate Tioagh - 1150 gabons ... 2 £419.00 0000
FMen-Cot Shaied E25 FHim 0
2 Consenvalon Crop Rotation 5 65T TR0
F2MEMuich Tl 55 £37.31 oo
B ] 1IN

2. Click the Save button to remove the item from the customer's
database.

3. Repeat steps 1 and 2 to delete other contract items.
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Add a Contract Item

Step-by-Step Instructions

1. Review the practices in the Practice list on the Contract Items
dialog box.

2. If the practice for the new contract item is in the list, skip to
step 7.

3. If the practice for the new contract item is not in list, it must
be selected or added from the Practice Schedule. Click Cancel to
close the Contract Wizard and return to the Practice Schedule.

4. Review the practices in the Schedule grid. If the practice is
displayed, select it along with the practices from the original
contract. If the practice is not displayed, select the land unit
where the practice is scheduled from the Land Units area to add
it to the grid. If the practice has not been scheduled, click the
Add Row button to add a blank row to the Schedule grid.

5. Complete the required information and select a program in the
Cost Share cell.

6. Select the new practice along with the practices from the
original contract in the Schedule grid.

7. Click the Contract Wizard button to start the Contract Wizard.

8. If the item is cost-shared, follow the steps in Chapter Develop a
Contract with the Contract Wizard, Section Add Cost-Shared
Items to a Contract.

If the item is non cost-shared, follow the steps in Section Add
Non Cost-Shared Items to a Contract.

9. Repeat steps 1-7 for each new contract item.
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Add Land Units to a Contract Item

Step-by-Step Instructions

1. Select a contract item in the Contract Items grid. The practice

and land units for the item become visible in the Practices area.

=% Practice 382 - 1-2002- EQIP
- = Tract 100

: “Land Unit 1

and Unit 2

B W Land Urit 3

- % Practice 614 - 1- 2002 - EQIP

4

- Contract ferns
Item | Sub...l Fra... | Mar... | Fla... | Cos... | Component
3 3308 M 2002 | EQIP | Mon-CostS
4 a 283 2001  EQIF | 328-Conser
5 a 29 00N 2002  EQIP | 3298-Mulch
5 330 O00W 2003 EQIP  Mon-Cost S
7. la  [382 |1 l2002 [FQIP | 382Fence H
2. Click on a land unit to select it. = $ Practice 382-1- 2002 - EQIP
= Tract 100

Land Urit 1
Land Unit 2
b of Land Unit 3

3. Select a component in the Components grid. Accept Amount or
type a value. Accept Unit Cost or change the value. Accept Share
Rate or change the value. When the first component is selected

for a land unit, the land unit is 5§ Practs 36212002 PP

checked in the Practices list. . B Tract 100
f - f Land Unit 1

The first time a component is selected for a practice, a Subitem
is added to the Contract Item grid. If the same component is
selected again for the practice, the Subitem Amount is updated.
The Subitem also shows changes made to Unit Cost and Share
Rate. Select additional components as needed for the land unit.

4. Repeat steps 2 and 3 to add other land units to the contract

item.
5. Repeat steps 1-3 to add land units to other contract items.

6. Click Save to save the revisions in the customer's database.
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Remove Land Units from a Contract Item

Step-by-Step Instructions

1. Select a contract item in the Contract Items grid. The practice
and land units for the item become visible in the Practices area.

=- % Practice 332 - 1 - 2002 - EQIP
= Tract 100
L f Land Unit 1
o Land Unit 2
L Land Unit 3
=% Practice 614 -1 - 2002 - EQIP

4]

- Contract ferns

Item |5uh |F‘ra I

Mar. |P\a IEns IEnmennEnt

a 614

s 3B
s 3o

1 2002  EOIP  B14-Concrete Trough - 1150 gallor
1 2002 EQIP Mon-Cost Shared

3 20001 EQIP | 328-Conservation Crop Rotation
O0M 2002 EQIP 329B-Mulch Till
00N 2003 EQIP  Mon-Cost Shared

EQIP | 382-Fence Permanent [interiar anl

2. Click the check mark ¥ next to a
land unit to unselect it. The cells in
the Contract Item grid are updated
automatically.

3. Repeat step 2 to remove other land units from the contract item.

=% Practice 382 -1 - 2002 - EQIP
. B Tract 100

B and Lnit 3

Repeat steps 1 and 2 to remove land units from other items.

5. Click Save to save the revisions in the customer's database.
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Produce and Print the Contract Revision Document

Follow the steps 1 through 12 in Chapter Produce and Print a
Contract to produce a contract revision form AD-1156e, then follow
the steps below to print it. (If you click the Produce Document
button after entering these items entered, they are blanked out.)

Step-by-Step Instructions

1. Click the Customize Format button.
2. Click once in the box Basis for Modification or Revision:

g,El.-’-“.SIS FOR MODIFICATION OR REVISIONl
=

3. Type Revision Number on the Contract worksheet in Block 7.
7. REVISION OR MODIFICATION NO.

1
Type the reason for the modification or revision.
Click once outside the Basis for Modification or Revision box.
Click the Hide and go to Contract Worksheet button.
Click the Produce Document button.
8. Type Previous Cost Share with currency format in Block 11:

No ok

PREWIDIS
ESTIMATED
COST-SHARE
O PAYRMENT

11
1,465

9. Type the Ref. No. in the box below Block 34:

REF.
MO,

34
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Maintain Cost Lists

The Toolkit Contract Wizard uses cost lists to build contract items
and calculate cost share amounts for the contract support
documents. This chapter provides instructions on how to locate cost
lists, maintain them in the required format, and develop new cost
lists with a template.

Because the Contract Wizard reads data directly from a cost list, it
expects to find this information in specific columns and in specific
formats. The Toolkit provides a pre-formatted template cost list
spreadsheet to assist you.

If data was transferred from FOCS, cost list information was loaded
into spreadsheets. One spreadsheet was created for each fund
source. Refer to the first section below for instructions on how to
locate these spreadsheets.

If data was not transferred to FOCS, skip the first two sections
Locate a Cost List, and Edit a Cost Listand continue with the third
Section Develop a New Cost List.

If you share Toolkit data with other workstations in your office, edit
and develop new cost lists on the Toolkit Central computer. After a
cost list is edited or a new one added, copy the cost list fo the other
workstations in the office.

Locate a Cost List
Step-by-Step Instructions

1. On Toolkit Central, start Windows Explorer and browse to:
C:\Field_Office_Tech_6uide\Section_I
2. Double-click on a cost list file to open it in Excel.

EI{:l Field_Office_Tech_Guide ;I Hame | Tupe [ Modified
ﬁ Section_| B|ICF_Costlist  Microsoft Excel Worksheet 10415499 12:45 P
(1 Section_IV Bwh2 Costlist  Microsoft Excel Workshest  10/15/39 12:45 PM

You may also start Excel then click on the File Open menu to
browse to the cost list file.

If data was transferred from FOCS, a cost list spreadsheet was
created for each fund code. The spreadsheet file was named

<fund source>_CostList.xls
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Edit a Cost List

Edits to cost list spreadsheets are made in the same way that edits
are made to any spreadsheet. However, because a template is used
to create Toolkit cost lists, additional guidance is needed. Follow this
guidance in this chapter to avoid problems with the Contract Wizard.

NOTE: Cost lists that were transferred from FOCS with Toolkit 2.0

must be reformatted before they may be edited. Cost lists

transferred from FOCS with Toolkit 3.0 or greater do not need to

be reformatted. Follow these steps to reformat a cost list:

1. Highlight columns A through H. Click on column A, then hold down
the left mouse key and drag the mouse to column H.

2. Select the Excel menu Format, then select Cells.
3. On the Format Cells window, click the Number tab.
4. For Category, select Text.

5. Click OK.

A cost list spreadsheet has eight columns. DO NOT add, move,
remove, or rename any of the columns.
A ] B | ¢ [ o [ EJF ] 6 [ H |

Practice_Code Cost_Share_Program Practice_Mame Componert Unit_Type Unit_Cost | Cost_Type Share_Rate

1

Column A - Practice_Code lists the codes for the practices included
in the program. The Contract Wizard displays a component only when
a practice code in this column matches a practice code in the
Practice_Lookup table in StandSpec.mdb. The Practice_Code may be
six characters or less.

Column B - Cost_Share_Program lists program acronyms, for
example EQIP or WRP. The values in this column are for reference
only. They do not appear on the contract support document. The
program name that appears in the document comes from the Cost
Share Program entered in the Practice Schedule.

Column C - Practice_Name lists practice names. The practice names
in column are for reference only. They do not appear on the contract
support document. The practice name that appears on the contract
support document comes from the Practice_Lookup table in the
Standards and Specifications database.
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Column D - Component lists practice components. Text entered in
this column appears on the contract exactly as it is typed here. Use

RE!
the Excel Spelling tool v to correct errors.

Column E - Unit_Type is the unit of measure for the component, for
example, AC., NO., or FT. Unit_Type may seven characters or less.
The text entered in this column appears on the contract exactly as it
is typed here. If component units match practice units, amount
values are defaulted for component amount. Refer to the table in
Section 8 for recognized matches.

Column F - Unit_Cost is the cost per unit of measure. The format is
dollars and cents, for example, .50, 50.50, etc. Do not type commas
for values equal to or greater than 1000.

Column 6 - Cost_Type is a two-letter abbreviation that indicates
how the cost-share is calculated. The types include AC - Average

cost, AA - Actual cost not to exceed average cost, FR - Flat rate,
NC - Non cost-shared, AM - Actual cost not to exceed a specified
maximum.

Column H - Share_Rate is the cost share rate. If you enter 50, the
Contract Wizard interprets the cost share rate as 50%. If you enter
.5, the Contract Wizard interprets the rate as 0.5%. If you enter
20.5, the Contract Wizard interprets the rate as 20.5%.

Add a Practice Component to a Cost List
Step-by-Step Instructions

1. To add a component to a cost list, place the cursor on the row
number of any row except Row 1, then click to select the row.

2. Toinsert a blank row, select the Excel Insert menu, then select
Cells. Enter information for the component, following the
guidance in these sections.

Do NOT add a practice component by placing the cursor in the
first empty row of the spreadsheet, then entering the
information. The Contract Wizard will not recognize the
additional component unless you reset the area called Cost_List.

3. To sort the practices in the cost list, select the Practice_Code

&
column, then click the Sort button ZL. Select the Component
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A
column, then click the Sort button 24 to view the practices
associated with each component.

Save and Print a Cost List

The Contract Wizard expects to find the cost list in a specific

location. Save the revised cost list in this folder:
C:\Field_Office_Tech_Guide\Section_I

You may want to give the cost list a new name to indicate the

revision, and preserve the original cost list. Print a cost list with the

same methods you would use to print any spreadsheet from Excel.

Develop a New Cost List

Step-by-Step Instructions

1. Browse to the folder

C:\Program Files\Usda\Toolkit Express NT\Templates
To make the template easier to locate, you may want to copy it to
C:\Field_Office_Tech_Guide\Section_I

2. Double-click on the template file CostlList.xIt to open it in Excel.
The template file may also be opened from the Excel File Open
menu.

3. Add practice component information following the guidance
provided in the previous sections.

4. When you finish entering information, redefine the area for the
cost list worksheet. To redefine the area, select all the cost list
columns and rows.

X Microsoft Excel - WR2_CostList

ﬁﬁile Edit ¥iew Insert Format Tools Data ‘Window Help

DSHESRY BRI - [A®[= £ 4 5[0 @ 8w - O

i s - BIU|EESE=EH 8%, @8 ESE _-d-A-
Cost_List j =| Practice_Code
A B C D E F G H

Practice_Codel

0] m=d| | e | | P =
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5. Click on the Excel Insert menu, then click on Name and Define.

X Microsoft Excel -
ﬁﬁile Edit Yiew | Insert Format Tools Data Window Help

EH &I

Arial

Cosk_Lisk

A

Practice_Code

|5‘|m|m|w|cn|m|r.a [0 [ X

CostList

Cells... KD v [ -

Ru — — g
=0 =EE= | B
Colurns

wiorksheset e

ﬂ Chart. ..

Eage Breal

Fe Eunction. .. P
.
ﬁ Comment Paste...

Create, .,
Picture 3

@ v Apply ...

o Label...
Object. ..

% Hyperlink... Ckrl+E

6. On the Define Name dialog box, type Cost_List in the data field
immediately below Names in workbook. Do not click on the name
that appears in the area below, because it will revert to the
former definition of the name and you will lose the changes you

want to make.

™ Microsolt Excel - CostList

ﬁFl\e Edit Yiew Insert Format Tools Data Window Help
mvaMzﬁﬂgm§®MM
Arial =[5 'HIH|§§E|$%,*.58;°.8|+;__E=._ B
a1 | =| Practice_Code
A B C D E F G H
1 Practice_Coce
2
3
EN
| 5 | Define Name [ 2] =]
B . .
= Mames in warkbook:
R |Cost_vist
I Cost_List ;I Close
10
|11 | Add
12
E Delzte
14
151
16
17 [
| 18 | Refers to:
% |=sheet11gas1:4HEs |
7. Click OK.

8. Select the Excel menu File, then select Save As. Browse to
C:\Field_Office_Tech_Guide\Section_I
9. Replace the filename with an appropriate name.
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10. Select Save as type of Microsoft Excel Workbook(*.xls).
11. Click OK.

12. Close Excel.

The cost list is ready for use with the Contract Wizard.

Copy Cost Lists to the Server

If you share Toolkit data with others in your office, new and revised
cost lists should be copied to the FOTG folder on the service center
server so that others may update the cost lists on their
workstations and laptops. This ensures that everyone has the latest
cost information.
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Screen Messages and Support

The Customer Service Toolkit operates with several commercial
software products. Each product has screen messages that are displayed
as you work. These messages are labeled with their product name.

Commercial Software Messages

i
\n) Information

An information message provides
information about the results of a
command.

ﬁ Warning

A warning message informs you about a situation that may require a
decision or correction, but does not stop the application.

Microsoft Access

Microsoft Outlook

@ Can't open this item.

The Microzoft Jet database engine could not find the object 'Fld_infodbf®. Make sure the
ahbject exists and that you spell itz name and the path name correctly.

Help

Q Critical

A critical message informs you
about a situation that requires an
intervention or correction before
you can continue.

Windows NT [<]

0 The network name cannot be found.
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Customer Service Toolkit Messages

You will also see Customer Service Toolkit messages. Most Toolkit
messages are labeled with the dialog box name or other identification to
show where you are in the Toolkit application. The following symbols are
used:

T
\A) Information

An information message provides information about the results of a
command.

Informational Message - FOCS Data Transfer

The Customer Contacts data was transfered successfully ko Outlook. Click on the Customer Folders tab to continue the
transfer process.

(?)
¢ Decision
A decision message asks you to make a decision about the next step.

Toolkit Land Units

@ Data not saved for previous feature. Click OK to save data, or Cancel to continue.

0124 | Cancell
AN .
Warning

A warning message indicates that you
must do Some‘fhing befor-e you canh & Field Mumber must be greater than zera.
continue with a process.

Q Critical

A critical message indicates a problem that requires attention. It may
direct you to notify your support person or call the Help Desk.

'Warning Message - Land Units

12-2



Screen Messages and Support

Help Desk Support
Help Desk support is available weekdays from 6 AM to 6 PM Mountain
Standard Time. The Help Desk telephone number is

888-311-1444

If you see a critical Toolkit message, record what you did just prior to
the message, and any information about the problem that the message
provides. If you have a support person easily available, leave the message
visible until the support person can see it. To capture a message,
simultaneously press the Ctrl and Print Scrn buttons on the keyboard,
then start Microsoft Word and click Paste.

The Customer Service Toolkit Web Site
For more information about the Customer Service Toolkit, access the
Toolkit Web site at

http://www.itc.nrcs.usda.gov/toolkit/
Topics on the Web site include:
o  What's New, a list of recent updates to the Toolkit Web site.
« Information about current Toolkit software releases.
« Information about upcoming Toolkit software releases.
o User's Guides, the latest version of each Toolkit guide.
»  Hints and Tips, documents with more information about Toolkit.
o Issues and Solutions, descriptions of problems and workarounds.
«  Support Calls, brief discussions about current support issues.
o IT Updates, information about IT issues related to Toolkit.

«  More Tools, software tools and electronic forms, developed by
States.

o Teaching Toolkit, guides and presentations for training.

« Sponsor's Corner, information from the sponsors of Toolkit
products.

« Contacts, names and telephone numbers of the people responsible
for enhancements, support, and training.
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Appendix: Setting Permissions to Modify Plan Templates

Before you can customize a conservation plan or contract template, you
must set the correct permissions on the folders that contain the
templates. This procedure tells you how to let users in specific work
groups modify plan templates.

Step-by-Step Instructions

1. Login as administrator.

2. Open Explorer (right-click on Start and select Explore from the pop-
up menu).

3. Browse to: C:\Program Files\Microsoft Office\
4. Right-click on the folder USDA Workgroup Templates.

5. Select Properties from the pop-up menu. This displays the Properties
dialog.
Click on the Security tab.

7. 1Inthe list of Group or user names, select the Users group that
contains the users who need to modify templates.

8. Click on the Allow check box for Full Controlin the Permissions for
users list.

9. Click on the Advanced button. This opens the Advanced Security
Settings dialog.

10. Click on the check-box next to: Inherit from parent the permissions
entries that apply to child objects. Include these with entries
explicitly defined here.

11. Click on the OK button. This closes the Advanced Security Settings
dialog.

12. If necessary, repeat Steps 7 to 11 of this procedure for additional
Users groups until you have included all users who need to modify
templates.

13. Click on the OK button on the Properties dialog. The members of
Users group will now be able to modify the templates.
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The end
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