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Purpose

You may have noticed that the Contract Support Document groups practices and fields when the document is produced.  For some programs you may be required to show them as itemized items.  This Toolkit Tip should help you fix the problem of grouped practices and fields.  The first example is for a Contract Support Document that has 3 fields and one practice (Pasture and Hayland Planting).  Figure 1 shows what the Contract Support Document looks like.

To show the practice by field, click on the ContractData Tab at the bottom of the screen.  Your contract data worksheet will be opened and will display the fields and practices.  In this case all Pasture and Hayland Planting is listed as Item_Number 1 in column A, Figure 2.  What you need to do is change the Item_Number from all 1s to 1, 2, and 3, Figure 3.  Finally click on the Contract Tab at the bottom of your screen and then click on the Produce Document Tab to update the Contract Support Document.  Figure 4 shows the practices by field.  Be sure and save your work with the Save Document As button.

The above instructions work well when all you have is 1 practice for multiple fields.  The process gets a little trickier when you have more than 1 practice for each of the fields, or you have multiple components for a practice.  Take a look at Figure 5 below.  In this example we have 2 fields and 3 practices.  Windbreak and Shelterbelt Establishment (380) has 3 components.  The following instructions will help you itemize the practices and components.

Instructions

Step 1.  Click on the ContractData tab at the bottom of the screen which will show your Item_Number, Item_Letter, Field_Number, Practice_Code etc, Figure 6.  Note that each practice has its own Item_Number.  As a result, practice 380 is item 1 for both fields and all components.  Also note the components partially shown in column K and how they are related to the Field_Number in column D.

Step 2.  You must assign a new contract Item_Number for the practices and components that are attached to each field.  In this example, Item_Number 1 will be for field 1 and the 3 components associated with practice 380.  Item_Number 2 will be for field 2 and the 3 components associated with practice 380.  Item_Number 3 will be for field 1 practice 472.  Item_Number 4 will be for field 2 practice 472.  And so on.  Figure 7 shows how the table should look after you have changed the Item_Numbers.

Step 3. Click on the Contract Tab at the bottom of your screen and then click on the Produce Document button to update the Contract Support Document.  Figures 8 and 9 show the practices by field and itemized components for practice 380.  Be sure and save your work with the Save Document As button.

Use of these instructions will itemize your Contract Support Document practices and components by field.  Please note that if you have selected the show narratives option for the Contract Support Document that the narratives will repeat themselves for each field.  You may view this as a +, -, or makes no difference, but it is how the Contract Support Document will be printed. 

Denis Feichtinger
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Figure 1

Figure 2
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Figure 3
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Figure 4
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Figure 5

Figure 6
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Figure 7
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Figure 8

Figure 9
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