This instruction document was developed as an aid in becoming familiar with the new “Change” option button in ProTracts. The
first scenario is for a modification over $1000. The second is for a modification under $1000.

1. Open Certification and Payment screen — do this after receiving a signed 1245 and bills from the participant
2. Fill in actual certified amount — click OK on message that pops up.
3. Complete certification and click “Save”
4. Following is what you should see:
4 Certification - Microsoft Internet Explorer g@g|
Practice Certification 1 Change in
I:emi Practice: Heavy lUse Area Protection Units: ac. Planned: 0.5 Applied: 0.7 «ﬂ;ii—r::—(ierﬁﬁer// applled amount
Completion: (%) Completed Practice Completion: 0 E::E)rmed: 9/8/2006 Pa&?ﬁlnst: Eligible
Certify Practice: (%) yes O o
S Completed according ko NRCS Standards and Specs Certified by Joseph E willams Certified Date: |3/3/2006 | !?lote HEV\’/,
port: Approved by: Approved Date: Change bUtton

Practice Application

Conservation Plan Status Tract Land Unit Code Practice Units Planned Applied Applied [
No prackk ‘ound
I B Payment Calculation Change
Cost Share Cap: Total Earned: ¢ .00
: Planned  Applied . . Participant's _ Cost Share S Cost Share
CIN Component Units Amount AT Participant's Cost Unik Cost Unit Cost Rate Dbligation Earned
1a  Gravel ac 0.5 | ¢ | & 4 25,000.0000 60% AM §  7,500.00 &
v
4 4

5. Click on “Change” button
6. Fill in “Applied Amount” and “Participants Cost” as shown on next screen.



2l Certification - Microsoft Internet Explorer,

Practice Certification

Item: - - - - Item -
Practice: Heavy se Area Protection Units: ac, Planned: 0.5 Applied: helies Certified
frrTE . S Date Payment |_.
Completion: Practice Completion: 0 Performed: 9512006 Status: Eligible

Certify Practice:

Completed according o NRCS Standards and Specs =
Certified by; Joseph E Williams Certified Date; | 9/5/2008
Performance Report:

Approved by: Approved Date: I:l

Practice Application

Conservation Plan Status Tract Land Unit Code Practice Units Planned Applied Applied [
No practices found

I B Payment Calculation Save | Submit Change | Cancel
Cost Share Cap: § Total Earned: § 10500 .00
CIN Component Units ‘P‘E"::;‘: Rll_:_lr‘:)l:frﬂ Participant's Cost Palj‘ﬁii:igngls Unit Cost Cos;astl;laare Obligation cls;ritzre
la Gravel ac 0.5 | 070 ¢ | 23000000 4 EEOOEOGOND 4 25,000.0000 60% AM § 7,500,000 9§ 10500.00
v
< >
7. When you click save on the above screen you will get the following message:
Microsoft Internet Explorer B3 Click “OK” on this window and then save and close the certification and

payment screen. You will then see that the contract is in Modify mode.
You need to immediately submit for approval and let you Area Office

know so that approval can be done as soon as possible since you have
okt canel | certified the practice.

\_:.':‘/ This change constitutes a modification, approval will be required.




8. Click “OK” on the following warning screen.

Microsoft Internet Explorer El

The walue you entered for Applied Amount is greater than the planned amount of the practice, Be sure to enter
! Applied Amount in the same units as the practice, The pavment is calculated on the component units, but the practice
is reported in the practice units,

9. Once the Area Office has approved the contract modification you can continue with the payment instructions and approval as
per our normal process. (participant signature would be required on the above modification)

The above example is when your modification is greater than $1000 per item.

The following pages document new process when the modification is less than $1000 on the item you are certifying



1. The following example is for modification of less than $1000 cost share on an item. (participant signature not required)

-2 Certification - Microsoft Internet Explorer

Practice Certification

Performance Repork: the planting.

Practice Application
Conservation Plan Status Tract

CIN Component Units

4 Certification - Microsoft Internet Explorer,
Practice Certification

Ttem:
Practice: Pasture and Hay Planting

Completion:

Certify Practice:

Performance Repork: the planting.

Practice Application

Conservation Plan Status Tract

CIN Component Units

4a  Legume in Addition ko Existing Stands A

Item: N
+ | Practice: Pasture and Hay Planking
Completion: (=) completed
Certify Practice: (%) yes Cing

Planned
Amount

4a  Legume in Addition to Existing Stands AC 32 $ $

Planned
Amount

3z 3500 ¢ 257500 %

Meets Standards and Specifications. Added 3 acres in this f

Land Unit

Applied
Amount

Meets Standards and Specifications. Added 3 acres in this field to

Land Unit

e | Submit Change | Cancel

Applied
Amount

Practice Completion: 0

igd to
” T Mharns Certified Date: 9/3/2006

Approved Date:

Practice Completion: 0

Certified by: Joseph E Williams

35.0

/812006

Units

Cost Share
Rate

50% AC §

35.0

/62006

Cost Share
Rate

50% AC §

Units

o Item
N Status:
Payment
Status:

Planned

Total Earned: 4 (.00

Obligation

Ttem
Status:

Payment [/

Status;,

értified Date: 9/8/2006
Approved Date;

Planned

Total Earned: § 131250

Obligation

1,200,00

1,200.00

Change is 3 additional acres of
Pasture seeding.

Complete form with new applied
acres; Completed; Certify; and
Performance Report; then click
“Save”

The “Change” button should be
available. Click on “Change”
Fill in “Applied amount” and
“Participants Cost” blocks



| MessageForm - Microsoft Internet Explorer

©

Tnable to update a conservation plan. The contract item is not linked to a plan or

The changes increased the contract cost. $112.5 was added to the contract.

practices

Upload shapefile | Produce Map | Payment Instructions | Appros

Practice Certification
Item:

Practice: Pasture and Hay Planting Units: ac,

Completion: (%) Completed Practice Completion: 0

Certify Practice: ()ves CiNa

Meets Skandards and Specifications. Added 3 acres in this field to

Performance Report: the planting.

Practice Application
Conseryation Plan Status Tract Land Unit Code Prac|
No practices found

<

Certified by: Jossph E Wiliams
Approved by:

ent | Undo Calculation | Refresh | Print Form | s

Planned: 2.0 Applied:  |35.0 st;ttir: Cortified
Date Payment
Porformed: 28/7006 | FENMERE eigicls

Certified Date: |9/3/2006

Approved Date:

tice Units Planned Applied Applied L

Cost Share Cap: §

Total Earned: § 1312.50

__ Planned  Applied I Participant's _ Cost Share N Cost Share
CIN Component Units Amount Amount Participant's Cost Unit Cost Unit Cost Rate Obligation Earned
4a  Legume in Addition ko Existing Stands AC 3z § $ 735714 4 75,0000 S0% AC §  1,200.00 4 1312.50

>

v

This window will pop up informing you that
the changes increased the contract cost by
whatever the amount of the increase was — this
will always be less than $1000. Click “OK”
You may now complete payment instructions
as you normally do.



