UNITED STATES DEPARTMENT OF AGRICULTURE )
Farm Service Agency Notice CRP-635
Washington DC 20250

For: State and County Offices

CRP Extension Software

Approved by: Deputy Administrator, Farm Programs

=

1 Overview

A Background

On May 1 Secretary Vilsack announced that certain CRP participants with CRP contracts
that are scheduled to expire on September 30, 2009, may modify all or part of that contract to
extend the expiration date for a period of 3 or 5 years at the same per acre payment rate. No
general signup is scheduled for FY 2009.

Contracts on about 3.9 million acres are scheduled to expire. Considering expected future
enrollment, contracts may be extended on up to 1.5 million acres without exceeding the CRP
enrollment authority of 32.0 million acres, which becomes effective October 1, 2009.
Because not all contracts can be extended, the Environmental Benefit Index (EBI) score that
was used at the time the land was enrolled or the erodibility index (EI) on land with an EI of
15 or greater will be used to identify contracts eligible for extension.

Software to support the CRP Extension project is both web-based and in S/36 and will be
available to FSA employees based on their eAuthentication credentials.

Important: The CRP Extension software to support this extension process is not accessed
through COLS but through the FSA Intranet Applications page at
http://intranet.fsa.usda.gov/fsa/ from the link “CRP Extensions”. County
Offices shall not use the REX software in the COLS system for any CRP
Extension activity.

Important:  Contracts being extended with reduced acreage shall first be modified in S/36
before being modified in the web-based extension software. For reducing
acres County Offices shall follow procedure in Notice CRP-634,
subparagraph 4 C.

Disposal Date

October 1, 2009

Distribution

State Offices; State Offices relay to County Offices
and NRCS State Offices

5-15-09
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Notice CRP-635

1 Overview (Continued)

B Purpose

5-15-09

This notice provides instructions for:

generating and printing CRP letters to producers being offered an extension
making applicable contract edits to the contracts offered extensions
printing CRP-1F Addendum

recording contracts in S/36 which will receive an extension.

Process

Following is the CRP Extension software processing workflow.

Step Action System

1 Generate and print letters using the options under | Web: CRP Extension
the "Generate Letter" menu item.

2 Perform contract revision in S/36 according to System 36
Notice CRP-634, subparagraph 4 C.

3 Print CRP-1F using "Print Forms" and have Web: CRP Extension
producer(s) sign.

4 Split contract if less acreage is being extended Web: CRP Extension

using the "Split" option from "All Contracts".

5 Edit contract if same acreage is being extended as | Web: CRP Extension
original contract but other contract information
has changed using "Contract Detail" or "Edit"
option from "All Contracts".

6 Record producer signature(s) using the "Contract | Web: CRP Extension
Detail" or "Edit" option from "All Contracts".

7 Enter the date the producer(s) delivers the Web: CRP Extension
contract using the "Contract Detail" or "Edit"
option from "All Contracts".

8 Extend contract in S/36. System 36
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Notice CRP-635

1 Overview (Continued)

C Process (Continued)

5-15-09

The "CRP Extension Offers Report™ located on the CEPD State Office Information website
contains contracts that may have already been re-enrolled or extended through REX and,
therefore, are not eligible for this current extension. County Offices should compare the
"CRP Extension Offers Report™ with the contracts to verify and confirm eligibility for this
extension before sending out the letters generated by the extension software. County Offices
shall ensure that no letter is mailed to any producer on the report who is not eligible for the
extension.

Errors and Omissions

Contracts defined as errors or omissions are those where producers were not included in the
ranking because of to the following:

e wrong expiration date
e "re-enrollment"” flag set incorrectly because of producer’s cancellation
e contract missing in S/36 because of county to county transfer.

County Offices shall submit to the State Office Conservation Specialist 1 EXCEL
spreadsheet file listing these identified contracts. State Office Specialists shall combine the
identified contracts into 1 file and submit to Jean Agapoff for ranking by e-mail to
jean.agapoff@ca.usda.gov no later then COB May 29, 20009.

The contracts will be ranked and official producer notification letters will be generated by
either Kansas City or the County Office depending on the ranking result of the contract.
State Office Specialists will be notified once ranking is complete.

Example table

State & | Contract Contract Wrong Re-Enrollment | Contract
County | Number Acres expiration | Flag set Missing in
FIPS (including year on Incorrectly S/36 due to
suffix) contract County
Transfer
01043 123A 56.2 X
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Notice CRP-635
2 Software Applications for CRP Extension
A Software Functionality
CRP Extension offer software is web-based and will provide the options to:

e generate and print CRP Extension offer letters
e produce CRP Extension summary reports.

B PC Setup in Preparation for CRP Extension Applications

To allow the user to view more of the CRP Extension screen, the user may change the PC
resolution by completing the following action:

double-click “My Computer”

click on “Control Panel”

double-click on “Display”

click “Settings” tab

move “Screen Resolution” bar to 1024 by 768 pixels
click “OK”.

Note: Changing the screen resolution will cause the computer screen display to be smaller
and allow the user to see more of the screen. Changing the screen resolution is
optional and at the discretion of the user.

C CRP Extension Software Access
Access the CRP Extension software applications on the FSA Intranet Home Page at

http://intranet.fsa.usda.gov/fsa/FSAlntranet applications.html. Under “FSA
Applications”, click “CRP Extensions 2009".
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Notice CRP-635

2 Software Applications for CRP Extension (Continued)

C CRP Extension Software Access (Continued)

5-15-09

Once the user has accessed the CRP Extension software, the user’s eAuthentication user 1D
and password will be required. The eAuthentication user 1D and password will provide the
user access to the applicable State and county based on the permissions granted by the user’s
eAuthentication user ID. The Welcome to the Conservation Reserve Program System Screen
will be displayed. Under “CRP Extensions”, access the extension options as listed. The

following is an example of the Welcome to the Conservation Reserve Program System

Screen.

2} Welcome To The CRP Signup Offer Pracess - Micresoft Internet Explorer,

File Edit WView Favorites Tools  Help

@ ek -

O KR ) search 57 Favortes ) (1 0- :7 IR«

Address |-’P.j https: /foutlet cert.sc.egow usda.gov/CRPExtension/OfferWelcome. do

USDA United States Depariment of Agricuiture
@@l Conservation Reserve Program (CRP)

. RENE . NS el v i .

Home About FSA Help Contact Us Log Off
Conservation Welcome to the Conservation Reserve Program System
Applications Please select Application from the left navigation.

CRP Extension

h |

\
w @ E E XS 6

English
Espaiiol
Migrozaft
Internet FAC , ,
We recommend Intermet Explorer g"""" for this site.
227linkforapp | zz2link | USDA Internet | USDA Intranet | FSA Internet | FSA Intranet
FolLa | bility Staternent | Privacy Policy | Mon-Dizcriminstion Staternent | Information Quality | FirstGouw | White House

&

15 start

S @ Trusted sites
["@% s:iparricepDy... | ) Ex . [€] Irbox - Microso. . F T 2InternetBx... ~ | [C1E B . @M m w942 aM
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Notice CRP-635
2 Software Applications for CRP Extensions (Continued)
D CRP Extension Letter Notification Process
The CRP Extension software provides several options for printing the CRP Extension
notification letters. Only letters for general signup contracts that expire in 2009 and are

offered an extension will be available to generate and print.

To generate and print the CRP Extension notification letters for contracts that expire in 20009,
the user shall select 1 of the following options under “Generate Letter”:

“By Search Criteria”
“By Producer Name”
“By Contract Number”.

2 Welcome To The CRP Signup Offer Process - Microsoft Internet Explorer

File Edit Vew Favorites Tools Help |',' ﬁ
A ~ n - 5 T

@Eack - \_) lﬂ @ __ﬂ pi ) search . Famorites e} - &8 _J ﬂ %]

Address |@‘| https:j/outlet.cert.sc. egov.usda.gow/CRPExtensionfOfferWelcome . do? applicationMade=rex&anPageEntry=true V| Go Links > % - @

R &

USDA United Stales Department of Agriculture @

_3 Conservation Reserve Program (CRP) @

___RENE . N eSS 7L . ¢

Home About FSA Help Contact Us Log Off

CONEeLTatiEn Welcome to the Conservation Reserve Program System
Geherate Letter - Extension

By Search Criteria Please choose from the selections on the left.

By Producer Name

By Contract Number

Summary Report

Extension

Contract Detail

All Contracts

Print Forms
Contract UnSubmit English
Main Menu Espafiol
Nlcllﬂ!nil
We recommend Internet Explorer 4|=“""' for this site.
?7?linkforapp | ?#?link | USDaA Internet | USDA Intranet | FSA Internet | FSA Intranet

FOlA | Accessibility Staternent | Privacy Policy | Hon-Discrimination Staternent | Information Quality | FirstGow | White House

Qj é @) Trusted sites
(P — [ [ [ [
74 start Inbios - MicrosoF, F f% SDAFPICEPDIC... | O Exno_software_.. ¥ welcome To The ... 8] . v, (R 4 | 1:41PM

After selecting one of the three Generate Letter options, the “State” field will default to the
applicable State based on the user’s eAuthentication permissions.

The “County” field will default to the county for which the user’s eAuthentication provides
access. If a county administers more than 1 county, the drop-down box will display all
applicable counties for which the user has access to. The user shall ensure that the desired
county is selected for the applicable CRP Extension notification letters. Each county in the
drop-down box must be selected separately to generate and print the notification letters for
each county.
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Notice CRP-635

Software Applications for CRP Extension (Continued)

D CRP Extension Letter Notification Process (Continued)

The “Contract Expire Year” field will be defaulted to 2009.
The “Letter Type” field will default to “Extension” from the drop-down box.

The “Years of Extension” field will default to “All”. A user may select the drop-down box
and also choose to print those letters being offered a 3-year or 5-year extension.

Once all fields have been selected, the user shall click “Generate”. The system will generate
the extension notification letters and display PDF letters for up to 3 participants on the
contract for the offered extensions for the selected county.

Note: Be patient as the process to generate CRP Extension letters may take several minutes.
This will be especially applicable in counties that have a large number of CRP
Extension offers to generate.

Once the PDF letters have been displayed, the user shall click on the printer icon on the tool
bar at the top left portion of the PDF display window. The user shall then select the desired
printer through normal operations for printing and click "OK" to print the extension letters.
The letters will print on the selected printers and a print report for each selected print request
will also be printed.

Note: It is important to note that for each generate and print request, 2 letters for each
producer will be displayed and printed. County Offices shall check to ensure that the
letters have printed as requested using the print report that prints at the end of each
print request. After verifying the accuracy of the letters printed with the print report,
CED shall sign 1 copy of the letter to be mailed and the County Office shall use the
second copy of the letter as a file copy. The print report is intended as a tool to assist
the user in monitoring and ensuring that all letters have been printed for each print
request.

Important:  County Offices shall use the standard window envelopes and ensure that the

names and addresses are displayed in the envelope window after the letters are
folded and inserted in the envelopes.
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Notice CRP-635

2 Software Applications for CRP Extension (Continued)

D CRP Extension Letter Notification Process (Continued)

5-15-09

Note: It is important to note that the letters may be generated and printed multiple times.
The system will generate the letter request each time the options are accessed.

The following is an example of the Generate Letter Screen for extensions.

A Extension Search Contract - Microsoft Internet Explorer = | : =] @
File Edit Wiew Favorites Tools  Help '.,' n
3 A ) .. < = ¢
@t © X @G Lo ferowne @ 2% @ LIE
& [©]
Address |@ https:/foutlet cert.sc.egov.usda, gov/CRPExtension/RexGenerateLatter.do V‘ Go  Links * % - %
3
USDA United States Depariment of Agriculture A IE
poo—— .
sl Conservation Reserve Program (CRP) @
O e W .
ol S % 2
Home About FSA Help Contact Us Log Off
Conservation Generate Extension Letter - By Search Criteria
Genherate Letter
By Search Criteria
By Producer Name
By Contract Number
Summary Report State
Extension County Shelby ¥
Contract Detail Contract Expire Year| 2008 v
all Contracts -
. Letter Type
Print Forms
Contract UnSubmit Years of Extension
Main Menu Al
3
i
227linkforapp | 272link | USDA Internet | USDA Intranet | FSA Internet | FSA Intranet
Fora | bility Staternent | Privacy Policy | Non-Discriminst tion Statement | Informastion Quaslity | FirstGov | White Houss
& S & Trusted sites

:‘,'- stard Inbex - Mict... B P CRP Ex... § EX09_softw - Extension 5... 3 httpsifjout]... ) i [0 T

2;00PM
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Notice CRP-635

2 Software Applications for CRP Extension (Continued)

D CRP Extension Letter Notification Process (Continued)

When the user selects the “By Producer Name” option to generate and print the notification
letters, the system will display all CRP Extension offers that apply to that specific producer
and provide a “Print” option to the right of the producer’s name for each letter applicable to
the producer.

When the user selects the “By Contract Number” option to generate and print the
notification letters, the system will display the CRP Extension offer letters applicable to that
contract number. Letters for all producers associated with the selected contract (up to 3
producers per contract) will be generated and the PDF letters will be displayed with the
option to print. Enter the contract number for each applicable county on the Search Contract
Screen. The following is an example of the Search Contract Screen for county by contract
number.

3 Bdension Search Contract - Microsoft Internet Explorer

USDA Uniled States Depariment of Agricullure
Sl Conservation Reserve Program (CRP)

ol B e 7 L. .

Home About FSA Help Contact Us Log Off

File Edit ‘iew Favorites Tools  Help 4’ g
A ~ I i

eﬁack - &) lﬂ lg _lj /.JSearch ‘ii( Favorites {‘3 - H% _J ﬂ 5]

Address |ﬁj https:/foutlet, cert.sc.egov.usda, goviCRPExtension/RexGeneratel etter . da?pageMade=letterByContractNumber V‘ GO Links ** % - l%—l

] =

2]

2

Conservation Generate Extension Letter - By Contract
Generate Letter

By Search Criteria N u mber

By Producer Name

By Contract Number

Summary Report

Extension State

Contract Detail County |Shelby v

All Contracts

A — Contract Number 308 | suffix B
Contract UnSubmit

222linkforspp | 222link | USDA Internet | USDA Intranet | FSA Internet | FSA Intranet
FOLA | Accessibility Statement | Privacy Policy | Hon-Discrimination Staternent | Informstion Quaslity | FirstSow | White House

2:[ é & Trusted sites

R
74 start | 18 1mbos sof... | BB FwiCRPExtersl.. | % SADSFRCEPDVC.. | (O ExO e ... E— B .Y DOMEEm )| 2i05pm

E CRP Extension Contract Detail

5-15-09

The system will provide the user with the Contract Detail Screen that will be displayed with
the “CRP Extension Offer” data for each contract with a CRP Extension offer. To access
the Contract Detail Screen, under “CRP Extension”, the user shall click “Contract Detail”.

On the Search Contract Screen, enter the contract number and click “Search” to access the
Contract Detail Screen.
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Notice CRP-635

Software Applications for CRP Extension (Continued)

E CRP Extension Contract Detail (Continued)

The information displayed on the Contract Detail Screen will provide both the County Office
and the producer(s) the detailed information for the contract and the CRP Extension offer.

The following is an example of the Contract Detail Screen.

2N Extension Search Contract - Microsoft Internet Explorer TTIEIF'?I i
File Edit View Favorites Tools  Help — _ :
e Back ~ </ \ﬂ lgl _.l\J /..-\J Search ‘::j‘\'( Favorites 6‘3 7/’_ I ﬁ @
Address |QJ https:ffoutlet.cert, sc.eqov, usda, gowiCRPExtension/RexSearchContract. do v‘ Go Links > % W %
~ =
T
@
Administrative State  lowa Administrative County Shelby )
Farm Number Tract Number [ ]
Physical State | lowa ~v||Physical County
Contract Number Contract Acres
WBP Acres X‘E:SNOH Cropland 0.0
ContractRate. Huc Code [
SignUp Number Program Year
Contract Years Contract Months
Contract Expiration Contract Rental
Year Payment Per Acre
CP23 National CPA Points
Extension EBI Extension Offer
Producer1 ProducerID 1
Producer 2 ProducerID 2
Original N1 Original N2
Original N3 Qriginal N4 A
Original N5 Original N6
Date Letter Printed (MMDDAY) 2
@1 Done é @) Trusted sites

r".’- start F Inbo - Microsof...

| B P CRPExtensi., | B SiDAFPICEPDIC... | O Exo

A Extension Searc...

= {irecfae]

217 PM

Notes: The Contract Detail Screen will be displayed with up to 5 producers on the contract
even though the “Letter Notification” process will only generate and print up to
3 producers on the contract.
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Notice CRP-635

2 Software Applications for CRP Extension (Continued)

E CRP Extension Contract Detail (Continued)

5-15-09

The following is an example of the County Office data loading portion of the Contract Detail
Screen.

23 Bxtension Search Contract - Microsoft Internet Exploren [l
File Edit \View Favorites Tools  Help ",' E
@ Back ~ </ |£| |§| .l\J / ) Search ‘::1\'/ Favorites @‘3 = u? _J ﬁ @
Address ‘ﬁ_‘] https:/foutlet. cert. sc.egov. usda, gov/CRPExtension/RexSearchContract.do v| Go Links ** Qﬂ - %

| s —— | A =
WEBP Acres WBP Non Cropland [
Acres €]
WBP Non Cropland 9
Contract Rate hEE
SignUp Number Program Year
Contract Years Contract Months
Contract Expiration Contract Rental
Year Payment Per Acre
CP23 Mational CPA Points
Extension EBI Extension Offer
Producer 1 Producer 1D 1
Producer 2 ProducerID 2
Original N1 Original N2
Original N3 QOriginal N4
Original NS QOriginal N&
Date Letter Printed D (MMDDIYY YY)
CRP-1F Signed Date [ mmorenen
Comment \
[ Sawve ] [ Cancel ] [ Feset ]
zzzlinkfora | zzzlink | USDA Internet | USDA Intranet | FSA Internet | F5A Intranet
Fir A | Accessibility Staternent | Privacy Policy | Mon-Discrimnination Staternent | Information Quality | First@aow | White House b
@] Done é @ Trusted sites

(P ——
‘2 start | [ irbox - Microsof F i e & Extension Searc... o, i R Am 4| 2:19 PH

Note: The Tract number must be entered for the contract.

The fields listed on the bottom of the Contract Detail Screen will require the County Office
user to load the data as applicable throughout the CRP Extension process with the exception
of the “Date Letter Printed” field. The system provides the County Office user the
capability to enter information in the following fields.

e “Date Letters Printed” field. The system will automatically record the date that the
letters are printed each time the County Office user generates the letters. This field does
not require user intervention and will be pre-filled with the system date when the letters
are generated. The system will override the date each time the letters are generated.
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Notice CRP-635
2 Software Applications for CRP Extension (Continued)
E CRP Extension Contract Detail (Continued)

e “CRP-1F Signed Date” field. The County Office user shall record the date CRP-1F was
signed by the producer.

Note: The CRP-1F date must be populated to proceed and complete the contract
extension process.

e “Comment” field. The County Office has the option of entering a comment associated
with the contract.

Note: With the exception of the “Date Letters Printed” field which will be pre-filled when
the letters are generated, the County Office user must click “Save” to save the data
loaded after entries are made.

County Office shall process remaining screens updating information, as necessary.

3 CRP Extension Software Processing

A Split Contract Screen Function

CRP Extension software provides County Offices the ability to modify the CRP Extension
contracts if the producer does not want to extend the entire contract acreage. The split
function provides the County Office with the ability to split a CRP Extension contract if the
contract was revised in the System 36 because of the extension of less acreage then the
acreage of the contract offered the extension.

The split function:

e will be required for System 36 contract revisions that resulted in more than 1 active CRP
contract

e can be performed multiple times for a contract to reflect the revised active contracts as
they currently exist on the System 36.

The split option is available on the Contracts Summary Screen of the CRP Extension
application. On the Welcome to the Conservation Reserve Program System-Extension
Screen, CLICK “All Contracts” on the left-hand navigation bar. The Search Contract
Screen will be displayed.

5-15-09 Page 12



Notice CRP-635
3 CRP Extension Software Processing (Continued)
A Split Contract Screen Function (Continued)

The following is an example of the Search Contract Screen.

2 Bxension Search Contract - Microsoft Internet Exploren

Fle Edit View Favorkes Tools  Help

eBack - J @ @ ;h pSearch \;n\?Favor\tes @ D/rj:{' »:\; _J ﬂ

Address |@ https: [/outlet cert. sc. egav.usda.govfCRPExtension/RexSearchContract do?pageMode=allContract stonPageEntry=true

USDA United States Department of Agriculture
_E Conservation Reserve Program (CRP)

e
About FSA

e —

Contact Us

Home Help

Conservation All Contracts

Generate Letter

By Search Criteria

By Producer Name

By Contract Number

Summary Report

Extensioh

Contract Detail

All Contracts

Print Forms

Contract UnSubmit
Main Menu

State
Courty
Contract Expire Year

e we &-
b

[ 4

Log Off

222linkforapp | 222link | USDA Internet | USDA Intranet | FSA Internet | FSA Intranet

EOLA | Accessibility Staterent | Privacy Policy | Mon-Discrimination Statement | Information Quality | FirstGow | White House

Y Ex09_soft... Inbox - Mic.. | B Fw: CRPE...

‘s start

B S:\DAFRIC, .,

é & Trusted sites

wEEECEES®

Bl My i azsem

The user shall select the applicable drop-down information and click “Search”. The

Contracts Summary Screen will be displayed.

Note: Only the contract expiration year 2009 will be available in the drop down.

5-15-09
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Notice CRP-635
3 CRP Extension Software Processing (Continued)
A Split Contract Screen Function (Continued)

The following is an example of the Contracts Summary Screen.

A Extension Contracts Summary - Microsoft Internet Explorer |Z||E| X

File Edit View Favortes Tools Help -",' f
s Ao uy ! 5. R ¢

eBack M | |ﬂ @ _ij /- ! Search . Faverites e} T _J ﬁ @

Address |£:| https: {foutlet .cert, sc.egov, usda,gow/CRPExtensionfRexSearchontract do v| Go Links ¥ % - g

&2

USDA, united statos Depariment of Agricutture A & =

Fl Conservation Reserve Program (CRP) @

- - [ §
.- ee— 2 e B3N ?

Home About FSA Help Contact Us Log Off

All Contracts Search Results

State/County Contract Farm Tract Contract Submit Date  Extension Offer Dale_Letter
Acres Printed
19165 56.6 os12/2009 2 (840 05/13/2009 Edit Spiit
. Extension
19165 05 o5i2/2009 2 1840 05/13/2009 Edit Spiit
: Extension
3 Year " .
19165 336 ENICS . 05/13/2009 Edit Spiit
3Year - -
19165 201 ERA, 05/13/2009 Edit Spiit i
3 Year .
19165 11.0 ENICS . 05/13/2009 Edit Spiit
3Year -
19165 17 ERA, 05/13/2009 Edit Spiit
3 Year .
19165 44 ENICS . 05/13/2009 Edit Spiit
3Year -
19165 74 ERA, 05/13/2009 Edit Spiit
2 Year .
19165 10.8 ENC . 05/13/2009 Edit Spiit
aYear -
19165 aTn L 05/13/2009 Edit Spiit L

@ Done S & Trusted sites

14 start | &% sipareic,.. | T Exo9_saft | @ mbax-mic... |

All CRP Extension offers in the county that are expiring will be displayed and listed 1
contract per row. An “Edit” and a “Split” link will be displayed on the right side of each
contract row. CLICK “Split” and the Split Contract Screen will be displayed.
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Notice CRP-635
3 CRP Extension Software Processing (Continued)
A Split Contract Screen Function (Continued)

The following is an example of the Split Contract Screen.

A Extension Contracts Split - Microsoft Internet Explorer |
File Edit View Favorikes Tools  Help :,' g
@Batk M > | lﬂ @ 7;\1 /-\JSearth ‘51‘\'/ Favarites ‘] == 4] ﬁ 5]
Address ] hitpsfoutist.cert. sc.eqov.usda.gov/CRPExtension/RexCortractssummary. doflinkiction=Inkviensaction=spiteroni=12 v | [ @0 Liks & - %

G
~
) ]
Split Contract @
L)
Contract Number Contract Acres 37.0
Administrative State lowa Administrative County Shelby
Physical State Iowa Physical County Shelby
CP12 0.5
CP4D 36.5
Split Contract 1 Split Contract 2
Contract Number Contract Number
Farm Mumber Farm Mumber
Tract Number Tract Number
Contract Acres 0.5 Contract Acres 0.0
cP12 cP12 —
cPaD o | cP
222linkforapp | 222link | USCA Internet | USDA Intranet | FSA Internet | FSA Intranet
FolIA | Accessibility Staternent | Privacy Policy | Hon-Discrimnination Staternent | Information Quality | FirstGov | White House hd
€] Done S @ Trusted sices

7y start | %% saparPicePDiCABY.. | DA ExO w4, | [B Inbox - Micrasoft Out.., | . 3 Internet Explorer = ] EE M a4l A

The Split Contract Screen will allow the user to divide an existing CRP Extension offer into
2 “child” offers. The user must enter values for the contract number, contract acres, and
practice acres for each “child” offer. The contract acres of the resulting offers must add up to
the total acres on the original and the practices must add up to the practices on the original.
Once the correct data has been entered, CLICK “Split” and the Contracts Summary Screen
will be redisplayed.

Notes: An error message will be displayed if the contract and practice acres do not total
correctly.

In this scenario, the producer is extending 36.5 acres of CP4D and allowing 0.5 acres
of CP12 to expire. All fields must be populated even if a zero value is applicable.
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Notice CRP-635
3 CRP Extension Software Processing (Continued)
B CRP Extension “All Contract” Option

The “CRP Extension —All Contracts” provides the County Office user the ability to view all
contracts in the county that have CRP Extension offers and edit, if applicable, the data loaded
on the bottom of the Contract Detail Screen.

To access the All Contracts Screen, under “CRP EXTENSION”, CLICK: “All Contracts”.
The system will present the State and county as applicable. The County Office user shall
click “Search” to display all the contracts in the county with CRP Extension offers.

County Office users may also edit from the Contracts Summary Screen after data has been
loaded by clicking “Edit”. Clicking “Edit” will then present the Contract Detail Screen for
the contract selected and allow the County Office user to load data or edit existing data for
the contract. Once the data is loaded or edited on the Contract Detail Screen, the County
Office user must click “Save” which will take the County Office user back to the All
Contacts Screen to select another contract.

The following is an example of the Contracts Summary Screen that will be displayed with a
summary of all contracts with CRP Extension offers for a county.

<3 Extension Contracts Summary - Microsoft Internet Explorer
File Edit Wiew Favorites Tools  Help :,' E
0 Back * () \ﬂ @ _;_\J /..7\1 Search ‘:1\7’ Favorites 4 =] = ﬁ =]
Address @ https:ffoutlet.cert.sc.egov.usda. gow/CRPExtension/RexSearchContract . do hd . [cTs) Links > M ee chrisor ¥, \%—I
Home About FSA Help Contact Us Log Of A~ Lg—l
]
I h Resul -
All Contracts Search Results 3
State/County Contract Farm Tract Ll Submit Date  Extension Offer Date_ Ly
Acres Printed
19165 571 osr12/008 2 YEA 06/13/2009 Edit Split
Extensian Edit Splt
S Year B -
19165 336 Extensian 05/13/2008 Edit Split
9 Year B -
19165 20.1 Extensian 05/13/2008 Edit Split
5 Year . .
19165 11.0 EEEEn 05/13/2008 Edit Split
5 Year : .
19165 1.7 Extension 03/13/2008 Edit Split
5 Year : -
19165 44 Extension 03/13/2008 Edit Split
S Year B .
19165 T8 Extension 05/13/2008 Edit Split
S Year B -
19165 108 EiEmEEn 05/13/2009 Edit Split
S vear B -
19165 370 Extensian 05/13/2008 Edit Split
o2 Year B -
19165 154 EEEEn 05/13/2008 Edit Split
5Year . .
19165 28.9 Extensian 05/13/2008 Edit Split
5 Year : -
19165 3.2 Extension 03/13/2008 Edit Split
19165 45.2 5 Year 05/13/2008 Edit _Split v
@'] Done é Trusted sites

| @ mbox - Microsef... | BB Fw: CRPExtersi.. | B StDAFPYCEPDVC... | 0§ Exoo

County Office shall process remaining screens updating information, as necessary.
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Notice CRP-635

4 CRP Extension Reports

A Reports Available in the CRP Extension Web-based Software

5-15-09

The Summary Report is intended as a tool for the County Office user to monitor the letter
notification and contract data loading processes.

County Office users will have access to the Summary Report for all counties that are
administered by the county.

State Office users will:

e have access to the Summary Report for all counties in the State
e have access to the Contract Detail Screen with view access only
e not have the ability to data load contact data on the Contract Detail Screen.

National Office users will have access to the:

e Summary Report for all States and counties
e Contract Detail Screen with view only access.

The following is an example of the Summary Report after the County Office generated and
printed all extension letters.

| https:ffoutlet.cert.sc.egoy. usda. gow/CRP Extension/GSOPReportServlet? 124224 2785526 - Microsoft Internet Explorer.

i =
(- |
.l = . — & . @
O~ @ [0 @ @ P ernen= @3- HE LKA L
280 a [0 Y ® eele i Ao @~ | £
-] -
County Office Report %
Eé State Name :lowa
(2] County Name : Shelby

Total Extension Count :17

Total Letters :18

Total Letters Sent 118

Percent of Letters Sent : 100

| [ mbox - Micr... | B Fw:CRPEx.. | B% SHDAFPICE...

Note: The Summary Report may be accessed multiple times for all applicable users
throughout the CRP Extension process.
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Notice CRP-635
5 Recording Contracts in S/36
A Main CRP Contract Selection Screen

The following is an example of the main CRP selection menu. Users shall select option "17",
"Extensions 2009 — Extend or Reverse".

Note: The reverse functionality allows County Office users to remove an extension that was
entered in error.

= 1 Session A - [24 x BO]

File Edit Transfer Appearance Communication Assist  Window Help

Bl BB & % W e % %W S| B @

PrtSemn Copy | Paste Send | Recv Display | Color Map Record | Stop Play Quit Clipbrd | Suppart| Index
EPCAOO

CONSERVATION - CRP CONTRACT FILE MENU

Main Activity Selection

County Signup Data File . Acreage Reduction by Farm
Inquiry 8. Special Corrections
Update Contract File (1 - 9) 9. Reset Flags in Master Files
Update Contract File (10 & Up) 10. Available Cropland and Easement Data
Reports/Letters 11. Backup Trans ion Files
Payment Activities 12. Purge CRP Co cts
Modify or Re e Modification
Peanuts or Tobacco History Preservation
REX Extend or Reverse Extension
Cri al Use Activities
Extensions 2009 - Extend or Reverse

Enter the option number and press ENTER. Action 17

Cmd3=Previous Menu Cmd7=End CRP Processing
18/076

o, f\ g:01 am

5-15-09 Page 18



Notice CRP-635
5 Recording Contracts in S/36 (Continued)
B Extensions 2009 Screen

The following is an example of the Extensions 2009 Menu screen. Users shall select the
option for 3- or 5-year extension or the reversal of a 3- or 5-year extension done in error.

=1 Sesstan A - [24 % 80]
Fle Edt Transfer gpesrence Communicabion Assst Window  Helo

Bl Db

e | T e e s D6

C Contract Selection Screen

The following is an example of the CRP Contract Selection Screen. The user will enter the
number of the CRP contract that is being extended.

= ¥ Sesion A - [24 x BO]

Fle Edt Tramfor Appeararce Commorication Assst Window Help
T e |
Recy ot Record

Ditpley | Colo

09/056

8, B BITM
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Notice CRP-635

5 Recording Contracts in S/36 (Continued)

D Accessing Extensions 2009 Reports

From the main CRP contract selection screen users shall select option 5, Reports/Letters.

=1 Session A - [24 x BO] E

File Edt Transfer Appearance Communication Assist ‘indow Help
= v | : [P | e[ _m | g

EH B By % !E = g | 199 | G | Mo =] ‘ﬁ

PtScin| Copy | Paste | Send | Recy | Display | Color Msp | Record| Stop Play | Out | Clipbrd | Support| Index
EPCAOD

CONSERVATION - CRP CONTRACT FILE MENU

Main Activity Selection

County Signup Data File . Acreage Reduction by Farm
Inquiry 3. Special Corrections
t File (1 - 9) ). Reset Flags in Master Files
t File (10 & Up) 10. Available Cropland and Easement Data
Reports/Letters 11. Backup Tran tion Files
Payment Activities 12, Purge CRP Contracts
Modify or Reverse Modification
Peanuts or To History Preservation
REX Extend or Reverse Extension
Cri 1 Use Activities
Extensions 2009 - Extend or Reverse

Enter the option number and press ENTER. Action

Cmd3=Previous Menu Cmd7=End CRP Processing

19/076

From the reports Selection Menu Screen, users shall select option "8", "Extensions 2009
Reports".

=1 Session A - [24 x 80]

File Edit Transfer Appearance Communication Assist Window Help

M =N = - [[3 [ ] L3} n E
& | T e B | | B @
PrtSon| Copy | Paste | Send | Recv | Display| Color | Map | PRecod| Stop | Play | Quit | Clipbrd | Suppott| Indes

EPCEOO
REPORT SELECTION MENU

t of Active CRP Contracts
idual Contract

A1l Contracts the File
List of All ntracts for a Farm
List of Active CRP Contracts without Producer Data
List of All Contracts for a Producer
List of All CRP Contracts
Extensions 2009 Reports
List of Revised/Converted CRP Contracts with Acres Remaining
Terminated/Revised CRP Contracts Summary
Other Producer Reports
CRP Pr )
List of Contr “ancelled for Wetlands Reserve Program
Other Reports
Letters and Letter Reports
REX Reports

UL WK

00 =~

©

Enter the option number and press ENTER Action

Cmd3=Previous Menu Cmd7=End CRP Processing

MA a 22/078

Connecked ko remate server/host DEV3.KCC,FSALUSDA, GOV Using port 23
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Notice CRP-635

5 Recording Contracts in S/36 (Continued)
D Accessing Extensions 2009 Reports

From the Extensions 2009 Reports Menu screen, users shall select option 1 for a list of
contracts extended 3 years and option 2 for a list contracts extended 5 years.

File Edt Transfer Appearance Communication Assist Window Help

B D6 f% B - el 8 e
PtScm| Copy | Paste | Send | Recv | Display | Color | Map | Recod| Stop | Play | Qut | Ciphid | Support| Indes
7

1. List of Active Contracts with 3-Year Extension 2009

2, List of Active Contracts with 5-Year Extension 2009

Enter the option number and press ENTER Action

Cmd3=Previous Menu Cmd7=End CRP Processing

18/065

.-.J_;sig@g G rPEE

6 Action

A County Office Action

County Office shall:
e set workload priorities and plan office activities to devote all available resources to CRP
e follow the policy and processes in this notice

e Dbegin notification to producers immediately upon completing the required actions as
provided in this notice.
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Notice CRP-635
6 Action (Continued)
B State Office Action

State Offices shall:

e set workload priorities and plan office activities to devote all available resources to CRP
e ensure that all applicable County Offices:

e receive a copy of this notice
o properly follow the processes in this notice

e Dbegin notification to producers immediately upon completing required actions as
provided in this notice.
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