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Toolkit Support

If you encounter a problem with Toolkit 2004, contact either the Help Desk or Toolkit Support for assistance (see the table below for contact information).  Help desk support is available weekdays from 6 AM to 6 PM Mountain Standard Time.  

Toolkit 2004 Technical Support Information

	Help Desk
	

	Phone
	888-311-1444

	Web Site
	https://merlin.sc.egov.usda.gov/magicsshd/

	Toolkit Support
	

	Email
	toolkitsupport@itc.nrcs.usda.gov


Document the Problem
You can assist the support team in resolving the problem expediently by gathering some basic information about the issue you encounter.

First, document the steps or actions you performed just prior to the error.  Second, when possible:  

· Capture the error or warning message by simultaneously pressing the Ctrl and Print Screen buttons on the keyboard (to copy the message), then paste the screen shot into a blank MS Word document and save the document (if a support person is not readily available).   Once saved, you can either show the document to your onsite support specialist, or email the document to Toolkit Support, along with any other relevant information.

· If possible, leave the message visible until the support person can see it (if a support specialist is readily available at your site, or if a net meeting is scheduled).
Third, inform the technical support specialist which version of Toolkit 2004 you are using.  (See the Toolkit 2004 FAQ page at http://www.itc.nrcs.usda.gov/toolkitng/faq_main.htm for instructions on determining which version of Toolkit is installed on your workstation).

Toolkit 2004 Web Site

For more information on Toolkit 2004, see the Toolkit 2004 Web site at: http://www.itc.nrcs.usda.gov/toolkitng/toolkit2004.  

Overview
This document, aimed at Toolkit 2004 users, contains important information on preparing Conservation Reports.  The instructions in this document support the features and functionality available in Toolkit 2004 v5.0.
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Overview

 XE "contract revision " \* MERGEFORMAT 

 XE "conservation report " \* MERGEFORMAT 

 XE "conservation plan " \* MERGEFORMAT The 5-Step Process

With Toolkit 2004, you can develop, customize, and revise conservation reports including plans, contract support documents (AD-1155) and contract revisions (AD-1156).  Creating plans and contracts with 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

Add or Edit Land Unit Information

Access mapped or unmapped land unit information from the Land Unit tab. 

· Land units are referred to as unmapped land units if they have no corresponding digitized boundary. Unmapped land units may be viewed, selected, added and deleted from the Land Units tab. 

· Land units added in ArcGIS are called mapped land units because they have digitized boundaries. Mapped land units may be viewed and selected from the Land Units tab but changes to digitized land units must be made in ArcGIS (for specifics, see Land Units tab.) 

Schedule Practices

The Practice Schedule is accessed from Practice Schedule tab. 

· 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 Wizards (for specifics, see Practice Schedule tab). 

Develop Plans and Contracts with Wizards

The Plan Wizard and Contract Wizard are accessed from the Practice Schedule tab. The Plan and Contract Wizards help you develop conservation plan and contract documents. 

· Use the Plan Wizard to add header information and signature blocks to plan documents. 

· Use the Contract Wizard to develop contract support documents and document revisions. 

Customize Plans

The Toolkit provides several options for customizing the appearance of conservation plans including the ability to add system narratives and applied practice information.

Print the Documents

Excel® is used to print and format conservation plans and contracts.

 XE "Plan " \* MERGEFORMAT 

 XE "Contract " \* MERGEFORMAT Locate Plans and Contracts

Conservation plans and contracts are located in each customer's folder. To locate a plan or contract, complete the following steps.

1. In order to select the Customer File tab, you must first have a customer record checked out and open (for help see checking out or opening a folder).

2. Click on the Customer File tab (example).

3. Select the Plan_Reports folder. If the customer has a conservation plan, an icon is displayed in the right portion of the dialog box. 

4. Double-click the file to view it in Excel.

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.

Plan Wizard

 XE "Access Information " \* MERGEFORMAT Produce 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 the following items:

· Practices grouped by land use

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

· Columns for applied practice amounts

· Signature blocks for each participant

The plan's appearance may also be customized, for example:

· 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

 XE "Plan Wizard " \* MERGEFORMAT Develop a Plan

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. To create a plan, complete the following steps.

1. In order to develop a conservation plan document, you must first have a customer record checked out and open (for help see checking out or opening a folder).

2. Click on the Practice Schedule tab (example).

3. Select and unselect the land units in the Land Unit area to adjust the practices and land units in the Schedule grid. 
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· The Plan Wizard button is active when the data in the Schedule grid is saved, otherwise it is grayed out. 

· Every record displayed in the Schedule grid is displayed in the plan. 

· To add planned practices to the schedule, see the Practice Schedule tab.

4. To produce a plan document, click the Plan Wizard button to start the Plan Wizard.

 XE "Toolkit:Template " \* MERGEFORMAT 

 XE "Land Use " \* MERGEFORMAT Select Template and Land Use

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

· The Plan Wizard opens with the Select Template and Land Use dialog box. 

2. Under Select Template there is a check box for Spanish templates. If you wish to use a Spanish version, place a check in the box.
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3. Select Template.

· The default Planning Template for Folder includes a one inch margin at the top of each page to accommodate a two hole punch for filing in a standard case file.  

· Optionally, you may select the Planning template, which does not include the extra margin at the top of each page.

4. Select the Land Use. You have the following option for printing on the plan documents:

· NRCS Land Use codes

· Local Land Use codes

5. Click Next.

 XE "Plan:Plan Template " \* MERGEFORMAT 

 XE "Plan:Customize " \* MERGEFORMAT Customize the Plan

On the Set Preferences dialog box, you have the following default options:

· Display the Practice Narrative

· Display Participant Signature Box(es)

· Display Applied Practices 

1. To customize a plan, remove a check mark to any Check Option you wish to remove from the plan document. 

· By default, all options are turned on (i.e., checked). 
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2. Select the method by which practices are sorted on the plan document. 

0. Sorting by Land Use, the default, groups information on the plan by land use, practice, tract, and land unit number. 

0. Sorting by Practice, groups information by practice, tract, and land unit number.  This method displays the practice code on the plan.

3. Select How to print Recurring Practices.

0. By default recurring practices are displayed on the plan for each year they occur.  

0. If you wish to consolidate the practices and only display them for the first year (followed by an R to indicate it’s a recurring practice), select Consolidate recurring practices to first year.  Mark with 'R.'
4. If more than one Field Office and/or Conservation District have been set up (see Preferences), you may change the office or district by using the drop-down list in the Signature Box area.

0. By default the Signature Box area displays the Field Office, the Designated Conservationist Name and Title, as well as the Conservation District.  

5. Enter a Standard Statements that you wish to use on the plan (optional).  

0. You may save standard statements to use on multiple plans by creating them with a text editor (MS Word, Note Pad, etc) and saving them as text files (with a .txt extension) in the default directory C:\Program Files\USDA\Toolkit5\Templates\PlanWizard.  

6. To insert an existing statement, click on the Browse button to the right of the Standard Statements area and click Open.  

0. The statement is displayed in the Standard Statements box.  

0. As needed, edit the statement.

7. Enter a Plan Objectives to the document (optional). 

· If plan objectives are entered, a box titled Objective(s) appears at the top of the plan displaying the text.

8. To produce the plan document, click Finish.

0. The plan is displayed in Excel.  

9. As needed, adjust page breaks. Select View in the Excel menu and select Page Break Preview. 

0. The page breaks appear as dashed blue lines. 

0. Use the mouse to click and drag page breaks to the desired location. 

0. Page breaks that have been moved appear as solid blue lines.

10. At this point you have the option of printing the plan or saving the plan.

 XE "Plan " \* MERGEFORMAT Save the Plan

Click the Save Plan As button at the top of the Plan worksheet to save the file in the customer's folder. 

Note:  The Excel Save feature may not save the file in the correct folder.

 XE "Print " \* MERGEFORMAT Print the Plan

1. From Excel select the File menu.

2. Select Print Preview to view the plan format. 

3. Click the Close button to return to the Plan worksheet.

4. Adjust page breaks as needed.  Select the Excel View menu and select Page Break Preview. 

· Page breaks set by the program as dashed blue lines. 

· Use the mouse to click and drag page breaks to the desired location.  

· Page breaks that are moved appear as solid blue lines.

5. To print the plan from Excel, select the File menu.  Then select Print or click the Printer icon.

6. Close Excel.

Plan Revision

 XE "Revise " \* MERGEFORMAT 

 XE "Conservation " \* MERGEFORMAT Revise a Conservation Plan

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

· Revise a plan using the Practice Schedule
· Revise a plan using Excel
 XE "Revise " \* MERGEFORMAT Revise a Plan using the Practice Schedule 

1. Make the changes to the land unit and practice data using the practice schedule

2. Develop another plan with the Plan Wizard. 

3. The new plan may be saved with a file name such as ConservationPlanRev1.xls. 

· This option ensures that the customer's practice schedule reflects the plan document. 

4. Follow instructions from previous books to:

0. Schedule practices and develop a plan with the Plan Wizard

0. Produce and print a Conservation Plan for this option 

 XE "Revise " \* MERGEFORMAT 

 XE "Excel " \* MERGEFORMAT Revise the Plan in Excel

1. In order to select the Customer Files tab, you must first have a customer record checked out and open (for help see checking out or opening a folder).

2. Click the Customer Files tab (example). 

3. Select the Plan_Reports folder. 

4. Double-click on a plan to open it in Excel®.

5. Make changes as necessary by editing the Excel document. 

6. To save the revised plan in the customer’s folder, click the Save Plan As button at the top of the Plan worksheet.

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

8. Close Excel.

Contract Wizard

 XE "Develop:Contract " \* MERGEFORMAT 

 XE "Develop " \* MERGEFORMAT 

 XE "Contract Wizard " \* MERGEFORMAT Review the Contract Wizard

The Contract Wizard guides you through creating a contract support document AD-1155 or a contract revision document AD-1156. To develop a contract, complete the following steps: 

1. Select a contract template.

2. Select a cost list.

3. Develop or revise contract items.

4. Select participants for signature blocks. 

5. When the Contract Wizard closes, it starts Microsoft Excel automatically. 

· Contract documents are formatted, customized and printed from Excel.

 XE "Contract Wizard " \* MERGEFORMAT Start the Contract Wizard

1. In order to produce a conservation plan document, you must first have a customer record checked out and open (for help see checking out or opening a folder).

2. Click on the Practice Schedule tab (example).

3. Once the practices are scheduled and saved (see Develop a Plan), click on the Contract Wizard button.

· The Contract Wizard button is active when the data in the Schedule grid is saved.

· At least one practice in the grid must have a program designated; otherwise, the Contract Wizard button is grayed. 

4. To start the Wizard for a specific program (e.g. EQIP), click the Program header to sort the rows by program. 

0. To highlight all practices for a specific program, hold down the Shift key and click the first and last practice in the schedule that you want to include in the contract.  
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5. Click Save.

6. Click the Contract Wizard button.

Note:  The Contract Wizard may take a few moments to open depending on the number of practices in the Schedule grid.

 XE "Toolkit:Template " \* MERGEFORMAT Select a Template and Cost List

When the Contract Wizard is started, the first dialog box is the Select Contract Information. 

1. Select a template from the Template Selection options.

· The default template is the AD-1155.  

· If you choose Select Other Template, a Browse button is displayed so that you can browse to a customized template that you have created using Toolkit 4.1.
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2. Enter a Contract Identifier or select one from the drop down list. 

0. A contract identifier uniquely identifies the customer's contracts in your database. 

0. An ID is used since a contract number may not be available when the contract is developed. 

0. Each new contract for a customer must have an identifier. 

0. The identifier is also used for revisions to retrieve the contract data from the customer's database (see Revise a Contract). 

3. For Select a Cost List, select a program and select Click to select a cost list. 

0. The Select Cost List dialog box is displayed. 

4. Select a cost list by double clicking on the file. 

0. Optionally, you can select the file and click the Open button

0. If needed, use Look In drop-down list to browse to the appropriate cost list. 
Note:  For the default program, CSP General, a cost list is not required.
5. Repeat the above steps for selecting a cost list for each program.

6. Once the cost list(s) has been selected, click the Next button to Develop the Contract Item.

 XE "Program Cost " \* MERGEFORMAT 

 XE "Develop " \* MERGEFORMAT 

 XE "Contract Item " \* MERGEFORMAT 

 XE "Contract " \* MERGEFORMAT Develop Contract Item

When setting up Contract Items in the Contract Wizard, you must also define the following:

· The Contract Item Number (CIN)

· The Practices List
· The Components 
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Contract Item Number (CIN)

The current CIN appears in the list in the upper left corner of the dialog. As practices are planned, new CIN numbers are automatically generated.

Note:  By design, you cannot modify unit cost in CIN grid. It must be modified in Components grid.

Practice List

Under the CIN is the Practice List, which when expanded displays the following:

· Cost-shared practices from the Practice Schedule

· Practice Code

· Narrative ID

· Planned Year

· Program
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The land units for the scheduled practice are displayed below each practice.

· Click the Expand icon [image: image10.png]


to view the list of practices and the associated land units. 

· Click the Collapse icon [image: image11.png]


to close the list of practices and land units.

· In addition, you can expand or collapse the windows around each area as indicated by the arrows in the above graphic. 

Component and Cost List Grid

The Components grid displays the components from the cost list for a selected practice. 

· To view the components, the land unit must be highlighted and the practice must be a cost-shared practice.

· 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; however, the changes apply only to the current contract.
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Note:  If the Unit Type matches the practice units, the Planned Amount of the practice appears in the Amount cell; otherwise, Amount defaults to zero.

· As you select components [image: image13.png]


 (placing a check mark in the box), the contract items are displayed in the Contract Items grid. 

· To view the entire Contract Items grid, use the scroll bar or expand, collapse a dialog area. 

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

Update the Program Cost

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

· When selecting the component, you can change Unit Cost and Share Rate in the Component grid; however, you cannot change the Unit Cost and Share Rate in the Contract Items grid.

· If you change the Unit Cost and Share Rate in the Components grid, the Prog Cost will not automatically update until you click on the Amount and press Enter.

 XE "Contract " \* MERGEFORMAT 

 XE "Add " \* MERGEFORMAT Add Cost-Share Items to Contract

Toolkit 2004 Contract Wizard provides greater flexibility to develop contract items than previous versions.  However, one limitation is that 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. 

To add cost-share items, you have the following options. 

· Add the First Cost-Share Contract Item
· Add the Second Cost-Shared Contract Item
· Add a Non Cost-Shared Item to a Contract Item
Add the First Cost-Share Contract Item

Select a Land Unit
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1. Select the Practice in the Practice list that you want to be the first contract item.

2. Click the Expand icon [image: image15.png]


 to display the land units for each practice in the Practice list (example).

Note: The CIN in the upper left part of the dialog automatically displays 1.

3. Click on a Land Unit below the practice. 

0. When you select a land unit, the practice component(s) appear in the Components grid.

Select a Practice Component
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1. Click the check box next to a component to select it. 

· 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. 

2. To change Amount, double-click in the cell, and then press the Enter key. 

0. Accept Unit Cost from the cost list or double-click in the cell to change it.  Enter the new unit cost and press the Enter key. 

0. The unit cost is changed for all occurrences of this component in this contract; however, it is not changed in the cost list.

3. Accept Share Rate from the cost list, or double-click in the cell to change it.  Enter a new cost share rate and press the Enter key. 

0. Cost share rate is changed for all occurrences of this component in this contract. 

0. Cost share rate is not changed in the cost list. 

0. Do not type percentage values as decimals.  The wizard automatically converts the values to percentages.  Values like 50.5 are interpreted as 50.5%.

4. When you select a component, the contract item automatically displays in the Contract Items grid. 

0. The first item is labeled 1a.  The item number and letter may be changed later. 

5. 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.  Enter a new number between 1 and 99 and press the Enter key. 

· The items are reordered. 

6. When you select a component, a check mark appears in the Practices List on the left side of the land unit you selected. 

0. The contract item number appears on the right side of the land unit.

0. 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.

7. To include another land unit in the current CIN, select it from the Practices List. 

8. Select one or more components from the Components grid for the second land. 

0. 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. 

0. The total appears in the Amount cell in the Contract Item grid for CIN 1a.

9. If you select a new component, another item 1b is appears in the Contract Item grid automatically. 

10. Accept the order of the components or double-click in the sub item cell to change it.  Enter letters between a and zz and then press the Enter key. 

· The items are reordered.

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

Add the Second Cost-Shared Contract Item

When you select another practice in the Practices list, the contract item number automatically advances the next number.  If desired, you can override this feature by selecting a different CIN (either new or previously used) from the CIN list (upper left corner), which is covered in the following steps.

1. Click the Expand icon to display the land units for each practice in the Practice List.

2. To develop the second contract item, click the CIN drop-down list and select 2 from the list. 

3. Select one of the following options.

· You can select another land unit from the currently selected practice.

· 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. 

0. Click the check box to select one or more components from the Components grid.

5. Select one or more components from the Components grid for the second contract item. 

0. The first component you select appears in the Contract Item grid as 2a. 

0. A new line is added for each additional component you select. 

0. They are numbered 2b, 2c, etc.

· When you select a component, a check mark 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.

6. To include another land unit in the CIN, select it from the Practices list. 

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

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

0. If the contract has non cost-shared practices, see Add Non Cost-Shared Items to a Contract.

0. If the contract does not have non cost-shared practices, click the Next button to continue developing the contract support document. 

0. Click Cancel to close the Contract Wizard and complete the contract at a later time, or Save to save the data and complete the contract later.

 XE "Contract Item " \* MERGEFORMAT Add Non Cost-Shared Contract Items to a Contract

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   button to select the next number. 

3. Click on a non cost-shared practice in the list to select it.

· Some cost lists do not include non cost-shared practices. 

· When a practice is not found in the cost list, a warning message is displayed, "Unable to find this practice in the cost list...." Click Ok.

4. Click once on the dollar sign [image: image17.png]


next to a practice to mark it as "non cost-shared". 

0. The land unit(s) where the practice is scheduled is selected automatically.

0. The dollar sign [image: image18.png]


 changes to a non cost-shared icon. 

5. The Contract Item grid shows the contract item and the Amount cell shows the sum of the planned amounts for the land unit(s). If needed, double-click the cell and enter the new value. Press the Enter key.

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

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

0. Click Next to continue.

0. Click Cancel to close the Contract Wizard and complete the contract at a later time.

 XE "Delete " \* MERGEFORMAT 

 XE "Contract Item " \* MERGEFORMAT Delete Contract Item or Component

In the process of developing a contact, you may need to delete a contract item. 

1. In the Contract Items grid, select the item you want to delete.

2. Press the Delete key.

3. Renumber the contract items (see Reorder Contract Item or Components).

 XE "Recurring Schedule " \* MERGEFORMAT Reorder Contract Items or Components

When developing a contact, you may want to reorder the contract items or the components. 

Reorder Contract Items

To reorder contract items, complete the following steps.

1. Double-click the Item cell in the Contract Item grid. 

2. Enter a new number.

3. Press the Enter key. 

· The Contract Wizard does not allow items to have duplicate numbers. 

4. To achieve the ordering you want, you may need to change a CIN to a temporary number, and then change the numbers to the correct sequence.

Reorder Components

To reorder components for a contract item, complete the following steps.

1. Double-click the Sub Item cell in the Contract Item grid. 

2. Enter a new letter. 

3. Press the Enter Key. 

· The Contract Wizard does not allow components to have duplicate letters. 

4. To achieve the ordering you want, you may need to enter a temporary letter, and then change the letters to the correct sequence.

 XE "Participants " \* MERGEFORMAT Select Participants

By default the decision maker is automatically selected and displayed in a table at the bottom of the Select Participants dialog box. To add an additional participant to a contract, complete the following steps. 

1. Enter the participant's name and contact information. 

2. Click the Add button to add a participant to the window below. 

· The name and address of each participant you select appear on the first page of the contract.

· The corresponding signature block appears on the last page of the contract.
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3. To remove a participant, highlight the row containing the name you want to remove from the participant list, and then press the Delete key.

4. When you are finished selecting participants to include on the contract, click .Next to verify your preferences or click Finish to exit the Contract Wizard.

 XE "Preferences " \* MERGEFORMAT Set Contract Preferences

Note:  Because the AD-1155 is a departmental form, a limited number of customizations are allowed.

To customize a contract, complete the following steps in the Contract Wizard Set Preference dialog box.

1. If you do not want to display the practice narratives on the contract document, uncheck the Display Practice Narrative box.

· By default the practice narratives are displayed on the contract.

2. If more than one Field Office and Conservation District are available in Toolkit Preferences, you may change your selection using the drop down lists. 

0. The Field Office and Conservation District information are populated automatically in the Signature Box area.  

3. If needed, edit the Conservationist Name, Title and Other Sponsoring Agency text fields. 

4. In the Contract Information area, the total contract acres is automatically populated; however, if needed, edit the total contract acres.

5. Enter the Contract Number, State, and County, if desired.

6. When you are finished making changes, click Finish.

 XE "Support Documents " \* MERGEFORMAT Save the Contract Support Document

After you clicking Finish in the Contract Wizard, the Save Contract As dialog box opens. The default directory is set to the customer’s Contract_Reports subfolder, and the contract file name is defaulted to <contract identifier>.xls. To save the contract, complete the following steps.

1. Accept the default name or type another name.

2. Click Open to save the file and start Excel.

· The plan document is displayed and ready for printing.

 XE "Contract " \* MERGEFORMAT Import a Toolkit 4.1 Contract

You can import a Toolkit 4.1 contract into Toolkit 2004.  To import a contract from Toolkit 4.1:

1. Select a customer folder to check out. [image: image20.png]@uere




2. Select and open the customer folder. [image: image21.png]@uere




3. Click the Practice Schedule tab.

4. Select the plan from the drop-down list.

5. Select a land unit. [image: image22.png]@uere




6. Click the Contract Wizard button.

7. Select Import 4.1 Contract (example).

8. Select the consplan.mdb to import.

9. Click Open. 

· The Contract Wizard is update.

· The Contract Identifier is displayed.

10. Close the Contract Wizard by selecting the exit icon [image: image23.png]


. 

 XE "Contract " \* MERGEFORMAT Print a Contract

The Contract Wizard assembles the contract information into an Excel spreadsheet and saves it in the customer’s Contract_Reports folder. In addition, it starts Excel. To print a contract, complete the following steps. 

1. Select a print option.

· If the contract is cost-shared by a CCC program, click the check box for This transaction is for CCC” at the top of the spreadsheet.

· If the contract is cost-shared by a NRCS program, click the check box for This transaction is for NRCS at the top of the spreadsheet.

2. To adjust the page breaks for the form, select View from the Excel menu, and then select Page Break Preview. 

0. Adjust the page breaks as needed.

3. To print the contract, select File from the Excel menu, and then select Print, or click printer icon.

4. Click the Save Document As button at the top of the contract worksheet to save the file in the customer's Contract_Reports folder.

5. When finished, close Excel.

Contract Revision

 XE "Revise " \* MERGEFORMAT 

 XE "Contract " \* MERGEFORMAT Revise a Contract

There are two options for revising contract support documents:

· Revise a Contract Document in Excel
· Revise a Contract with the Contract Wizard
 XE "Revise " \* MERGEFORMAT Revise a Contract: Excel

Revising a contract document in Excel is recommended for minor changes only.
1. In order to select the Customer Files tab, you must first have a customer record checked out and open (for help see checking out or opening a folder).

2. Click the Customer Files tab (example).

3. Double click on the Contract_Reports subfolder. 

· The contract document files are displayed on the right. 

4. Double-click a contract file to start Excel®.

5. As needed, edit the document by clicking on an item you wish to edit, and then entering in the new information. 

0. Some cells (e.g. Contract Acres) are protected cells and cannot be edited unless you go through the Contract Wizard (see Revise a Contract with the Contract Wizard).

6. When you are finished making changes to the contract, you may Save or Print the document.

7. To save the contract, select File from the Excel menu, and then select Save As to save the file in the customer's Contract_Reports folder.  

8. Rename the revised contract (e.g. CRP 2005 Rev.xls).  

9. Click Save.

0. Edits made to the contract document are stored in the Excel spreadsheet (not in the customer's database). 

10. To print the contract, select File from the Excel menu and Print, or click the Print icon.

 XE "Revise " \* MERGEFORMAT 

 XE "Contract " \* MERGEFORMAT Revise the Contract: Contract Wizard

You can use the Contract Wizard to revise a contract, AD-1156e. Contract revisions are saved in the customer's database and overwrite the original contract data. As needed, you can make the following changes.

· Edit a contract item (i.e., change amount, unit cost, share rate)

· Delete a contract item

· Add a contract item

· Add land units to a contract item

· Remove land units from a contract item

Note:  If you open the Contract Wizard on 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 reconfigure new Contract Item(s) to reflect the changes made:
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Select Practices and Start the Contract Wizard

1. In order to select the Practice Schedule tab, you must first have a customer record checked out and open (for help see checking out or opening a folder).

2. Click the Practice Schedule tab (example).

3. 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 Save.

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

Revise a Contract

1. From the Select Contract Information dialog box, select the template you wish to use (e.g. AD-1156).

2. Select the Contract Identifier from the drop-down list for the contract you want to revise.

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

4. Select the cost list file(s) that was used for the original contract.

5. Click Open.

6. Click Next to display the Contract Items dialog box.

7. To display all land units, click the Expand icon + in the Land Units area.

8. To make changes to the contract, see Edit Contract Item.

 XE "Edit " \* MERGEFORMAT 

 XE "Contract Item " \* MERGEFORMAT Edit Contract Item

Edit the Program Cost

The Program Cost updates automatically when you change the Amount in the Component or Contract Items grids.

· In the Components grid, you can only change the Unit Cost and Share Rate.

· If you change the Unit Cost and Share Rate, the Prog Cost is not automatically updated until you click on the Amount and press Enter.

Edit the Contract Items

You can edit contract items by changing the values entered for Amount, Unit Cost or Share Rate in the Component grid.

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.

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

3. Double-click in the Amount cell in the Components grid to select it. 

4. Change the value, and then press the Enter key. 

0. This updates the Amount cell in the Contract Items grid automatically.

5. Double-click in the Unit Cost cell in the Components grid to select it. 

6. Change the value, and then press the Enter key. 

0. This updates the Unit Cost cell in the Contract Items grid.

7. Double-click in the Share Rate cell in the Components grid to select it. 

8. Change the value, and then press the Enter key. 

0. This updates the Share Rate cell in the Contract Items grid.

9. Click Save to save the revisions in the customer's database. 

0. This action overwrites the original contract data in the database.

10. Repeat the above steps to edit other contract items.

 XE "Delete " \* MERGEFORMAT 

 XE "Contract Item " \* MERGEFORMAT Delete Contract Item

1. Select the contract item. 

2. Press the Delete key on the keyboard.

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

4. Repeat the above steps to delete other contract items.

 XE "Contract Item " \* MERGEFORMAT 

 XE "Add " \* MERGEFORMAT Add Contract Item

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

· If the practice for the new contract item is in the list, skip to step 5.

· 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.

2. Review the practices in the Schedule grid. 

0. If the practice is displayed, select it along with the practices from the original contract. 

0. 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. 

0. If the practice has not been scheduled, click the Add Row button to add a blank row to the Schedule grid.

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

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

5. Click the Contract Wizard button to start the wizard.

0. If the item is cost-shared, follow the steps in the Contract Wizard for Add Cost-Shared Items to a Contract. 

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

6. Repeat the above steps for each new contract item.

 XE "Land Units " \* MERGEFORMAT Add Land Units to a Contract Item

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

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

2. Click on a land unit to select it. 

3. Select a component in the Components grid. 

0. Accept Amount or enter a value. 

0. Accept Unit Cost or change the value. 

0. Accept Share Rate or change the value. 

0. When the first component is selected for a land unit, the land unit is checked in the Practices list. 

4. If you select a component is selected for a practice for the first time, a Subitem is added to the Contract Item grid. 

0. If the same component is selected again for the practice, the Subitem Amount is updated. 

0. The Subitem also shows changes made to Unit Cost and Share Rate. 

0. Select additional components as needed for the land unit.

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

6. Repeat steps 1-3 to add land units to other contract items.
7. Click Save to save the revisions in the customer's database.

 XE "Remove " \* MERGEFORMAT Remove Land Units from Contract Items

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

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

2. Click the Expand icon next to a land unit to unselect it. 

0. The cells in the Contract Item grid are updated automatically.

3. Repeat step 2 to remove other land units from the contract item.
4. Repeat steps 1 and 2 to remove land units from other items.
5. Click Save to save the revisions in the customer's database. 

 XE "Revise " \* MERGEFORMAT Print a Contract Revision Document

The process for printing a revised contract is the same as those for printing original contracts. For instructions see Print a Contract.

Cost Lists

 XE "Cost List " \* MERGEFORMAT Review Cost Lists

Cost list data are maintained in Excel® spreadsheets. 

· A single spreadsheet file is created for each cost list. 

· Cost lists are stored on the C: drive in \Field_Office_Tech_Guide\Section_I. 

· Use Excel to create new cost lists or to revise current cost lists. 

The Contract Wizard uses cost lists to build contract items and calculate cost share amounts for the contract support documents. This book provides instructions to:

· Locate cost lists
· Edit cost list and maintaining the required format

· Develop new cost lists with a template

Because the Contract Wizard reads data directly from a cost list, the wizard expects to find this information in specific columns and in specific formats. A pre-formatted template cost list spreadsheet is provided to assist in maintaining this required format.

Note:  If you share Toolkit data with other workstations in your office, after a cost list is edited or a new one added, copy the cost list to the server under F:\fotg\Section_I for other workstations in the office to access.

 XE "Cost List " \* MERGEFORMAT Locate a Cost List

1. Start Windows Explorer and browse to the following location: C:\Field_Office_Tech_Guide\Section_I.

[image: image25.png]Fle Edt View Favortes Took Help

Q= -0 7

Adress [ CiFied _offce_Tech_Guidelection | EIHE]
o B

et fﬂ%ﬁ?@;‘iéﬁiﬁi{i

fice_Tech_Guide





2. Double-click on a cost list file to open it in Excel.

0. You may also start Excel.

0. Then click on the File Open menu to browse to the cost list file.

 XE "Edit:Cost List " \* MERGEFORMAT 

 XE "Edit " \* MERGEFORMAT 

 XE "Cost List " \* MERGEFORMAT 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. To avoid problems with the Contract Wizard, use the following table as a guide. 

NOTE:  Do not add, move, remove or rename any of the columns. A cost list spreadsheet must have these specific eight columns. 

	Column
	List

	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 consists of six characters or less.

	Column B
	Cost_Share_Program lists program acronyms (e.g., 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.

	Column D
	Component lists practice components. Text entered in this column appears on the contract exactly as it is typed here. Use the Excel Spelling tool to correct errors.

	Column E
	Unit_Type is the unit of measure for the component (e.g., AC., NO., or FT). Unit_Type consists of 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 (see recognized matches).

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

	Column G
	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) and 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%.


 XE "Cost List " \* MERGEFORMAT 

 XE "Add " \* MERGEFORMAT Add a Practice Component to a Cost List

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. To insert a blank row, select Insert from the Excel menu. Then select the cells. 

3. Enter information for the component using the guidance provided in this book.

· Do not add a practice component by placing the cursor in the first empty row of the spreadsheet and then entering the information. 

· The Contract Wizard will not recognize the additional component unless you reset the area called Cost_List.

4. To sort the practices in the cost list, select the Practice_Code column.

5. Click the Sort button. 
6. Select the Component column. 
7. Then click the Sort button to view the practices associated with each component.

 XE "Cost List " \* MERGEFORMAT 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 C:\Field_Office_Tech_Guide\Section_I. 

· Rename the cost list to indicate the revision and to preserve the original cost list. 

To print a cost list use the same methods you would to print any spreadsheet from Excel.

 XE "New Cost List " \* MERGEFORMAT Develop a New Cost List

To develop a new cost list, complete the following steps.

1. Browse to the following folder C:\Program Files\Usda\Toolkit5\Templates, or

· 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 CostList.xlt to open it in Excel. 

0. The template file may also be opened from the File Open in the Excel menu.

3. To add a practice component information (see cost list). 
4. When finished entering information, redefine the area for the cost list worksheet by selecting all the cost list columns and rows.
5. Click Insert on the Excel menu, and then click on Name and Define.
6. On the Define Name dialog box, enter Cost_List in the text 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 your changes.

7. Click OK. 
8. Select File from the Excel menu, and then select Save As. 
9. Browse to C:\Field_Office_Tech_Guide\Section_I and replace the filename with an appropriate name.
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.

 XE "Cost List " \* MERGEFORMAT Copy Cost Lists to Server

If you share Toolkit 2004 data with others in your office, copy new and revised cost lists to the FOTG folder on the field office server so that others may update the cost lists on their workstations and laptops.  Following this procedure will help ensure that everyone has the latest cost information. 

