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CSP Contract Payment Steps for SWCD 
 
The payment process has many steps, some of which NRCS will complete.  This document pulls the steps that are 
specific to the administrative items the SWCD employees will perform from the overall process and condenses them here.  
To see a pictorial overview of how these steps flow together, refer to the Flowchart for Active Contracts: Payments 
supplied with these training materials. 
 
Between some of the SWCD payment tasks outlined below, NRCS will be completing tasks and/or there will be a time 
lapse as you wait for something to happen.  Time lapses and NRCS task breaks are indicated by a box with a description 
of what is happening or needs to happen before you move on to the next payment task. 
 
For SWCDs, it makes a difference whether the CSP payment is for a CMT supported contract (FY2016 and older CSP 
plus FY2017 CSP Renewals) or for a CAET supported contract (FY17 and newer CSP contracts). The payment process of 
a CMT supported CSP contract has an extra task for SWCDs—entering the certification date in ProTracts.  The description 
of the CMT supported CSP payment process can be found in IL Bulletin 300-18-7 on SharePoint, but it is also inserted 
here. 

  
• For CMT supported CSP contract payments, SWCDs will complete Steps A and B of Making Conservation 

Stewardship Program (CSP) Payments for CMT Supported Contracts attached below, while the Payment 
Reviewer and Payment Approver will complete Steps C and D of that same document. SWCDs will skip the 
instructions to Print Payment Documents for Participant Signatures, as printing the payment documents 
is described in Step A of Making Conservation Stewardship Program (CSP) Payments for CMT Supported 
Contracts attached below. 

 
• For CAET supported CSP contracts (FY 2017 and newer CSP), NRCS will certify the contract items for payment.  

SWCDs will begin their portion of CAET supported CSP contract payments with Print Payment Documents for 
Participant Signatures.   

 
For ALL CSP contract payments, SWCDs should complete the payment tasks of Enter Signature Dates for 
Payment and Print Approved NRCS-CPA-1245.   
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To complete any of the payment tasks, you will need to open the contract… 
 
OPEN THE CONTRACT  
1.  Login to ProTracts (e-Authentication site)  
2.  Point to the CONTRACTS tab on the yellow bar 
3.  On the drop- down list, highlight MANAGE CONTRACTS. 
4.  Click on MANAGE CONTRACTS 

 
 
 
 
 
 
5a.  On the MANAGE CONTRACTS screen, if you are  

looking for a particular contract number or one  
participant, stay on the NAME & CONTRACT  
NUMBER screen and enter either the name or the 
contract number, then click on the green GO button. 
 
OR 
 

5b.  If you want to produce a list of contracts, click on  
one of the other contract filtering options, such as 
PROGRAMS screen, and enter the PROGRAM, the  
FISCAL YEAR, (plus any other filtering criteria) and  
then click on the green GO button. 
 
 
 
 
 
 

6.  Your contract or the list of filtered contracts will be produced.   
Find the contract you want, click on it to high-light it.   
Double-clicking on it will open it.  
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https://www.eauth.usda.gov/Login/login.aspx?zone=z2&TYPE=33554433&REALMOID=06-1815884d-daec-4a8f-886b-50cd8574bfe4&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=-SM-ej8uT3IkwjeEv7swi%2bf8w0JfjGpCtUjKDdVxjvP9CM0lV%2fT6omC9rY2TbvMXKGZl8Qg5D6%2bxyqr92Bc%2bhhuGDEY5myrMzW5YEmxPyk2ZqMGDhnwxueZWY02f9TDeKEyF&TARGET=-SM-HTTPS%3a%2f%2fprotracts%2esc%2eegov%2eusda%2egov%2fPROTRACTS%2fLogin%2easpx%3fReturnUrl%3d-%2fprotracts-%2f
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CERTIFY CMT SUPPORTED CSP CONTRACT ITEMS FOR PAYMENT 
 
This payment task is only performed by SWCDs for CMT supported CSP contracts.  
SWCDs complete Steps A and B. If your payment is for a CAET supported CSP contract, 
skip to Print Payment Documents for Participant Signatures task below.   
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PRINT PAYMENT DOCUMENTS FOR PARTICIPANT SIGNATURES 
 
This payment task is the first payment task performed for CAET supported CSP 
contracts.  (You may notice it is the same as Steps A6, A7, A8, and A9 from Making Conservation Stewardship 
Program (CSP) Payments for CMT Supported Contracts above.) 
 
 
If your payment is for a CMT supported CSP contract, make sure you have gone to 
Certify CMT Supported CSP Contract items for Payment task above and complete 
Steps A and B of Making Conservation Stewardship Program (CSP) Payments for CMT 
Supported Contracts.  Then skip this task and go to Enter Signature Dates for Payment 
task below. 
 

 

 

 

 

1.  Open the contract by following Steps 1-6  
under Open the Contract above.  

2.  On the Contract screen, click on ANNUAL  
PAYMENTS. 
 
 
 
 
 
 

3.  In the Payments window, click on PRINT 
FORM. 
 
 
 
 
 
 
 

4.  In the Select Participant window, click on the 
radial button to the left of the name of the  
participant who needs to sign the  
NRCS-CPA-1245. 

5.  Click PRINT 
6.  A message will pop up stating the document  

is being auto-uploaded to DMS.  Select NO to  
not auto-upload. 

7. The NRCS-CPA-1245 will open as a web pdf  
in a new window. In that new window, click on  
FILE and PRINT to print as your normally would. 

 
 
 

Before you print the payment documents for participant signature for CAET supported CSP contracts, 
NRCS will verify which of the contract items are complete and then certify those completed contract items 
in ProTracts.  NRCS will also run the Payment Instructions for the payment. 
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Exhibit 9: CSP Contract Payment Steps for SWCDs 

 
 

 
 
 
 
 
 
 
 
ENTER SIGNATURE DATES FOR PAYMENT 
 
 

1.  Open the contract by following Steps 1-6  
under Open the Contract above.  

2.  On the Contract screen, click on ANNUAL  
PAYMENTS. 
 
 
 
 
 
 

3.  In the Payments window, using the mm/dd/yyyy  
format, enter the date the participant signed  
the NRCS-CPA-1245 in the PARTICIPANT  
SIGNED NRCS-CPA-1245 DATE box. 
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Once the NRCS-CPA-1245 is printed and reviewed, you are ready to obtain the participant signature. 

After the participant has signed the NRCS-CPA-1245, you are ready to enter the signature dates in 
ProTracts. 

Once the signature date(s) have been entered for each of the CINs on the signed NRCS-CPA-1245, you 
will need to upload the appropriate documents to DMS—as outlined in the DMS Upload Table. 

After the appropriate documents have been uploaded to DMS, you will send an email to the appropriate 
Area staff member for review.  Use the following format for the subject line of the email:   
      Payment {county name} {application #} {applicant name} 

The appropriate Area staff member will review the uploaded payment documents.  If everything is 
acceptable, the Area Reviewer will complete and electronically sign the review portion of a payment 
checklist.  The DC will then be informed that the payment has been reviewed.  The DC will approve the 
payment by electronically signing the NRCS-CPA-1245 and the approval portion of the payment checklist.  
The DC should then communicate to you that the approved contract documents are ready to print, upload 
to DMS, and file. 
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PRINT APPROVED NRCS-CPA-1245 
 

1.  Open the contract by following Steps 1-6  
under Open the Contract above.  

2.  On the Contract screen, click on ANNUAL  
PAYMENTS. 
 
 
 
 
 
 

3.  In the Payments window, click on PRINT 
FORM. 
 
 
 
 
 
 
 

4.  In the Select Participant window, click on the 
radial button to the left of the name of the  
participant who needs to sign the  
NRCS-CPA-1245. 

5.  Click PRINT 
6.  A message will pop up stating the document  

is being auto-uploaded to DMS.  This time,  
select YES to auto-upload the document to DMS. 

7. The NRCS-CPA-1245 will open as a web pdf  
in a new window. In that new window, click on  
FILE and PRINT to print as your normally would. 
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This final print process will auto-upload the electronically approved NRCS-CPA-1245 to DMS, but you will 
need to manually upload the payment checklist to DMS.  (You can do that one of two ways…just upload 
the electronic version of the checklist that contains both the electronic signatures or you can print the 
signed payment checklist, scan it, and upload like other manually signed documents.)  Provide a copy of 
the NRCS-CPA-1245 to the participant. File the printed NRCS-CPA-1245 and the payment checklist in the 
program folder.  
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