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From the FOCS Main Menu Business area


	Select Conservation Assistance


	Select Conservation Contracts





To display the Contract Items/Contract Components screen:


On the Contract Description screen - ADD/EDIT ITEMS-Shift+F8.





As you move through the list of contract items, if the item type is CS - Cost Shared, components for the highlighted item are listed in the bottom section of the screen. To move between sections - F7.








ENTER ITEMS


Required data fields for Items: Item Tp, Pland Pract, Cntrct Pract, Schd Year, Fund ID.





For Item Tp - default is Not-Cost Shared (NC). Can be changed to Cost Shared (CS).





If Pland Pract data field blank - CHOICES-F2. Rules for selection are:


Select or unselect with spacebar - SAVE-F5.


You may select multiple practices from the choice list of all scheduled practices that are in a Planned system and are not scheduled in a contract.


One selection from the choice list may represent multiple practice schedule records for different scheduled months and land units. 


Item numbers are assigned as you select practices and the order CANNOT be changed.�To place numbers in a specific order, select and save items one at a time.


After you select the Practice, you cannot edit the Practice Code.





After you select Items, to review the land units, scheduled month and year, and Planned Amount for an associated Practice, highlight the practice - PRACTICE SCHD-Shift+F4. 


On the Select/Unselect Practice Schedule window, use spacebar to select one or more of the records to include in the current contract item. UNSELECT RECORDS YOU DO NOT WANT TO INCLUDE - SAVE-F5. You may need to repeat this selection process if you want to break a grouped practice into two or more records.





Cntrct Pract is used for contract document. Pland Pract code is entered by application. 


You can edit - CHOICES-F2. The choice list includes all conservation practice codes plus those entered in Codes and Values External Practice Code domain.





You can edit Schd Year. If you do, it is also changed in other FOCS applications.





For Fund ID:


If Item Tp is CS - Fund ID is read only and set to that for the Cost Share Application. If there are multiple Cost Share Applications attached to the contract, then “MULT” is displayed and the cost share is assigned to different Fund IDs in the Contract Components section of the screen.


If Item Tp is NC - Fund ID is automatically set to that for the Cost Share Application attached to  Contract Description, if there is only one.


If Item Tp is NC and more than one Cost Share Application is attached  to Contract Description, you can change Fund ID - CHOICES-F2 - select one or more Fund IDs:


  	Select or unselect with spacebar


	SAVE-F5.


If you select more than one Fund ID, “MULT” is displayed on the screen.





ENTER COMPONENTS





In the Components section of the screen, required data fields are: Component Name, Amount, Meth, %, Cost Share.





NOTE: You must move the cursor to a blank line before you select a component.





NOTE: The same practice can be planned more than once for the same land unit, scheduled month, scheduled year, and system. This allows a contract to have multiple items with the same practice, land unit, scheduled month, scheduled year, and system. These multiple items may be cost shared by one cost share application or by two or more cost share applications. When one component has multiple funding sources, it is considered “co-cost shared.”





Components must already be entered in the Cost List Utility for the Practice and Fund Source you selected. For one or more component names - CHOICES-F2:


	Select or unselect with spacebar


	SAVE-F5.


For Amount - enter number of units of selected component included in contract for this item.


To edit unit cost, type over current entry. 


To edit Meth - CHOICES-F2. All co-cost shared components must have the same method.





Cost Share is calculated by the application (Amount x Unit Cost x %).


If only one Cost Share Application attached to component, you can edit Rate (%) in tenths (e.g., 12.5%) and Cost Share dollars. If Meth is FR, rate must be 100%.





If more than one cost share Application attached to component - COMPONENT COST SHARE-Shift+F3. Component Pop-Up Window appears. Enter Rate (%) and Cost Share dollars for each Applic Number/Fund ID  - SAVE-F5. If default amount for Cost Share is changed through the Component Pop-Up Window, an asterisk (*) is displayed after the Meth data field.





CANCEL-ESC ESC or SAVE-F5 and exit the screen.





REPEAT COST SHARE DATA


To repeat the cost share for one or more years following the initial year:


On the Contract Items/Contract Components screen - RECURRING COST SHARE-Shift+F5.





On the pop-up window, enter one or more years following the initial scheduled year.


SAVE-F5.





Cost Share information is identical for all selected years.





