Customer Service Toolkit


Helpful Hint—How to Create a Contract with No Cost-Shared Practices or Components
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Purpose

This Helpful Hint shows how to develop a contract document with no cost shared components, and a dollar value of $0.00.

Background

For some cost share programs such as CRP, customers may agree to extend their contract but do not receive additional cost share payments. A contract support document (LTP-11-e) may be developed for this situation.

Instructions

1. From the Land Units tab in Outlook, click the check box next to the land units that will be included in the contract.  Click the Practice Schedule button to start the Practice Schedule tool.
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2. Enter or edit practices as needed and enter a cost share program, (e.g., CRP) for each practice. Click Apply to save, then click the Report Wizard button.

3. On the Report Type dialog box, click the check box next to Contract. 

4. Under Contract Data, enter Contract Number if available. Click on the cost share program (e.g., CRP) to select a cost list. Double-click on a cost list file. On the Report Type dialog box, click the Finish button to continue.
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5. On the Customer Data dialog box, select the customer for the contract, then click the Next button to continue.

6. On the Additional Participants dialog box, enter information for additional participants if needed.  Click the Next button to continue.

7. On the Maps dialog box, select maps or graphics if needed. Click the Next button to continue.

8. On the Component Selection dialog box, click the ([image: image3.bmp]) next to each land unit until the scheduled practice(s) is displayed. 
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9. Click the ( [image: image5.bmp] ) next to each practice to mark it as Non-Cost Shared ( [image: image6.bmp] ).  Click the Finish button to save the contract.

10. On the Save Contract As dialog box, accept the file name provided, or enter another file name. Click the Save button to start Excel.

11. In Excel, to extend contract years, click the ContractData worksheet tab at the bottom of the spreadsheet.
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12. Scroll to column Q, and click inside the first cell below Planned_Year. Move the cursor over the black square in the lower right corner of the cell to change the cursor to a plus sign ( + ). Hold down the left mouse button while you drag the cursor to the right. As you move the cursor across the cells, Planned_Year increments by one for each cell.
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13. Click the Contract worksheet tab to return to the contract template.
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14. Click the Produce Document button to load the contract information into the contract template. The document appears with no values entered for Program and Total Cost Share by Calendar Year.
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15. Enter program (e.g., CRP) for in the cell below the Program column.

16. To enter $0 for Total Cost-Share by Calendar Year for each year of the contract, enter $0 in the first cell. Move the cursor over the black box in the lower right corner of the cell. Hold down the left mouse key and drag the cursor to the last cell on the right.
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17. Adjust the appearance of the document as needed (e.g., page breaks, font size, orientation), and print.

18. Click the Save Document button to save the contract in the customer’s Contract Reports folder.
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