KANSAS BUFFER INITIATIVE

1) Log into the CSIMS Program
2) Select Buffer from the Main Menu
3) Select Contract Setup and Payment — you will then see a screen like that below.
<3 Contract Setup / Payment For Fiscal Year 2004 - Microsoft Internet Explorer =10O] x|
=
Test County - Contract Setup I Payment For Fiscal Year 2004
Logout Main Menu Help Fiscal Year: - | 2004 ;l Status '—| ;l Frint
Amendment Saved
Cancellation Approved
Contract Amended
Saved

[ pane

=
[T 13 [ trterner ,

-~
EQStart”J ] & (< |J [ nbox - Micr... | i |Buffer P\dl‘nin...”@[nntract S.. (Training | 7 csims BuFFe...l EERE  amzam

4)

5)

Select the correct (current) state fiscal year in the first drop down window

Select New in the second drop down window
If you have not entered any contracts yet the only choice you see will be New.

After you have entered contracts you will have additional choices in the second drop

down window.
You will see a screen like the one below
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3 Contract Setup / Payment For Fiscal Year 2004 - Microsoft Internet Explorer

Test County - Contract Setup / Payment For Fiscal Year 2004

Logout Main Menu Help F|5ca|‘r‘ear'—|2004 'I Status -—|Saved 'I Contract Number = 2004-1135

“iewiEnter Contract Comments “iew Contract Status Trail | Print

Landowner Info |

[ &8 Trrerner -

[# mane
gastart”J ] & |J & trbos - Micr... |@c°ntract S.. ‘lTraining | B cstms Buffe. . |

6) Select Landowner Info. and you will see a screen like the one below.

% bane
;astart”J ] & (5 |J (] nbosc - Micr. .. |@c°ntract S... ‘lTraining | Ecsms Bufe. . |

7) Select Add/Edit Landowner. and you will see the screen below.
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Test County - Contract Setup f Payment For Fiscal Year 2004
Logout Main Menu Help Fiscal vear : - | 2004 =] status : - [ Saved =l contract Number = 2004-1135
“iew/Enter Contract Comments Wiew Contract Status Trail I Frint I
Landovwner Info
Add/Edit Landowner |
-
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72} Contract Setup / Payment For Fiscal Year 2004 - Microsoft Internet Explorer

Test County - Contract Setup / Payment For Fiscal Year 2004

Logout Main Menu Help Fiscal Year: - | 2004 =] status : - [ Saved =l contract Number = 2004-1135
“iew/Enter Contract Comments Wiew Contract Status Trail I Print

Landowner Info

| Landowner Information Complete I

SN FEIMN 514263546 Add Landowner |

=

[#% nnne:

T 13y s toberner

]

listart || | o] @& (5 || Embox - Micr... |[&]contract 5.  “aTraining | Bycsms utre. . | L EEEH o4l aM

8) Enter the landowner SSN/FEIN number and click the Add Landowner box.
landowner is already in the system you will see the screen below. If not see 9a & 10a

below.

/Z} Contract Setup / Payment For Fiscal Year 2004 - Microsoft Internet Explorer

=10lx]

Test County - Contract Setup / Payment For Fiscal Year 2004

Logout Main Menu Help Fiscal vear : - | 2004 7| status :- | Saved =l contract Number = 2004-1135
Yiew/Enter Contract Comments | Yiew Contract Status Trail | Print |

Landowner Info

Landownrer Infarmation Complete |

Landowner Information Primary Landowner % Share

SSHFEIN : 514263546-00 Landowner Type : Emplayee
Vendor Name : JACK RABBIT Vendor Name2 : )
Primany 100.00 %
Address : 1022 BUMMNY HOLLOW Phone : () - Sort Sequence : RABBIT JAC
City : TOPEKA Preffered City: TOFERA State : KE ZipCode ; 66601

Page 1

SSMIFEIN ;I Add Landowner |

Landowner SSH/FEIN Primary Landowner U3 Share

514263545-00 O 100 X

Update Landowner Infa |

|

[ nane [ [ Trkermer

EEE aesam

§Qstart| | H @ 5 |J o] Inbos - Micr... ||@cgntract 5.. yTraining | Ejcsms Bufe...

9) You will need to select the landowner as the Primary Landowner and enter the %share
as 100%. Additional landowners may be added to the contract after you have an
approved CRP-1 and know the landowners and the %share they will be receiving. Be
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sure to enter these additional landowners and %Share prior to entering the CRP-1 info.
and submitting for contract approval.

10) Click on the Update Landowner Info box, in the lower left, to update the landowner
information you have entered. If you have not entered the %Share, to total 100%, you
will get a warning message. If there is only one landowner and you do not select them
as the primary landowner they will default as the primary landowner. You will see the
screen below.

; Contract Setup / Payment For Fiscal Year 2004 - Microsoft Internet Explorer — |E||i|

Test County - Contract Setup / Payment For Fiscal Year 2004

Looout hain Menu Help Fiscal Year - | 2004 7| status ; - | Saved =l contract Humber = 2004-1135
Yiew/Enter Contract Comments | Yiew Contract Status Trail | Print |

Landowner Info

Landowner Information Complete |

Landowner Information Primary Landowner % Share

SSHFEIN : 514263546-00 Landowner Type : Employee
Vendor Name : JACK RABBIT Vendor Name2 : .
Primary 100.00 %
Address ; 1022 BUNRNY HOLLOW Phone : { - Sort Sequence ; RABBIT JAC
City : TOPEKA Preffered City: TOFEKA State : KE ZipCode : 66601

Page 1

SSMIFEIN ;I Add Landawner |

Landowner SSNFEIN Primary Landowner % Share

514263546-00 o 100 X

Update Landowner Info |

[~
[ nane [5 [ Trternet £

iﬂgtart”J & 4 |J O] inbose - Micr... ||@|:ontract 5..  ‘HTraining | Bjcsms pute... O aeram

11)  Click on the Landowner Information Complete box in the upper left of the data entry
screen to exit this step.

9a & If the landowner is not already in the CSIMS system, you will need to enter the
10a) landowner information as directed in the CSIMS Users Guide Landowner Information
Table section.

12) Once you have entered the landowner information and selected the Landowner
Information Complete box you will see a screen like the one below.
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Contract Setup / Payment For Fiscal Year 2004 - Microsoft Internet Explorer - |D|ﬂ

Test County - Contract Setup I Payment For Fiscal Year 2004
Logout Main Menu Help Fiscal vear: - | 2004 7| Status : - | Saved | contract Number = 2004-1135
WiewfEnter Contract Cormrments | Wiew Contract Status Trail | Print |
Landowner Info Ranking Warksheet |
Add/Edit Landowner |
Landowner Information Primary Landowner % Share
SSMHFEIN : 514263546-00 Landowner Type : Employee
Vendor Name : JACK RABBIT Vendor Name2 : }
Primary 100.00 %
Address : 1022 BUNNY HOLLOWY Phone : () - Sort Sequence : RABBIT JAC
City : TOPEKA Preffered City: TOPEKA State: KS ZipCode : 66601
Page 1
[ prne [ [ [& & mternat £

iﬂStart”J :__{j a8 L“E] |J Inbox - Microsoft Outlook ”@Eontract Setup / Pay... @CSIMS Buffer User Guide....l 5@ 2155 AM

13) Select the Ranking Worksheet box and you will see the screen below.

=3 Contract Setup / Payment For Fiscal Year 2004 - Microsoft Internet Explorer - |EI|1|
Test County - Contract Setup I Payment For Fiscal Year 2004 I
Logout tain eny Help Fiscal Year: - I 2004 'l Status ;- I Faved 'l Contract Number = 2004-1135
Yiew/Enter Contract Comments | “iew Contract Status Trail | Print |
Landowner Info | Ranking Worksheet
Add/Edit HUC And Practice |

Practice Type of Stream 0 Max. 10 Other Conservation Treat it 0 Max. 10

Tract No. Perennial 5 = Tractis treated to RMS level | 10 | [} |

Section Intermitient | 10 r

Township

Range Type of Vegy ion 0 Max. 15 Site Benefits 0 Max. 25

Quarter Introduced Grass 1 I~ | | Cropland Runoff 10 ]

HUC14 Mative GrassiPerennial Stream 10 ] Confined Animal Runoff 10 [}

I Native Grass/intermittent Stream | 15 [~ | | Riparian Pasture - -

Federal Rate = Restoration

- Trees 14
Buffer Size Streambank Stabilizatian 5 r
Buffer Width
er Othert 5 r

Start Date

End Date Other2 g [}

Maintenance Reimib. OffSite Benefits 0 Max. 20

Ranking Score (Max ] Drains inta Drinking Yater 10 -

100) Supply b

Contract Length ¥ | ithin 100" of Public Waterwell | 10 [

Annual Cost

Total Cost hd|

[ Pare [ By [ Trterner o

iastart”J H @ |J (o] Inbax - Microsoft...”@contract Setup... BCSIMS Buffer Us... | E RO asgam

14)  Select the Add/Edit HUC and Practice box and you will be taken to the information entry
screen, as seen below.
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; Contract Setup / Payment For Fiscal Year 2004 - Microsoft Internet Explorer — |E||i|
Test County - Contract Setup ! Payment For Fiscal Year 2004
Looout hain Menu Help Fiscal Year: - | 2004 7| Status : - | Saved *| contract Number = 2004-1135
Wiew/Enter Contract Comments Wiew Contract Status Trail | Print |
Landowner Infa | Ranking Worksheet
Infarmation Complete |
Practice I j Type of Stream 0 Max. 10 Other Conservation Treatment 0
Perennial | & r Max. 10
Tract No. | 0 Tractis treated to | r
Intermittent | 10 RMS level
Section = o
. Type of Vegetation 0 Max. 15 Site Benefits 0 Max. 25
Township I j' Introduced Grass 1 Cropland Runoff | 10 O
Range I ‘l I ative Confined Animal 10 r
Quarter l_;, Grass/Perennial 10 ™ ||Runoff
Stream At
CT Riparian Pasture | r
E Mative Restoration
Gt HUC | Grassiintermittent 15 Streambank
Stream Stahilization 5 r
Federal Rate
| Trees 15 othert 5 O
Buffer Size
htross | Othera 5 r
Buffer Width I OffSite Benefits 0 Max. 20 o
(Feet) Drains into Drinking | r
Start Date I Water Supply
(mmiddinwy) Wyithin 100" of Puklic 10 r
End Date | Wiater Well ﬂ
[ pone [T & [ mrernet A
iljstart | |J ] & 4l |J (o} Inba - Microsaft Cutlook “@Eontract Setup / Pay... | [B]CSIMS Buffer User Guide. ., | |5 G55 10001 AM

15) CO

a.

b.
C.

NT. — Enter the indicated information as follows:

Practice — select the drop down arrow and select CP21 filter strip or CP22 Riparian
Buffer

Tract Number — this is the FSA tract number

Section, Township, Range, Quarter — select the drop down arrows and enter the
legal description — if there are two legal descriptions enter the one with the majority
of the acres. Be sure both legal descriptions are in the state High Priority TMDL
areas as only the entered legal description will be utilized to pull up the HUC code.
Click on the Get HUC selection box and then on the drop down arrow in the window
above this box. Select the appropriate HUC if there is more than one present.
Federal Rate — this is the federal soil rental rate with the 20% federal bonus already
added in but without the maintenance payment added in.

Buffer Size — enter the estimated buffer size in acres to the nearest tenth.

Buffer Width — enter the estimated buffer width to be enrolled.

Start Date — this date should always be the first of a month. This date can be
changed when the CRP-1 information is entered after the federal CRP contract has
been approved.

End Date — this date should always be 09/30 of a year. Remember federal rules
state a CCRP contract must be a minimum of 10 years and a maximum of 15 years
in length. Any contract length less than 10 years or more than 15 years will be
rejected when we receive the ranking worksheet.

Maintenance Reimb. — this is the maintenance reimbursement paid yearly through
the federal CRP contract. If no figure is entered in this box it will automatically
default to $5.00.
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k. You then need to click into the appropriate boxes to assign points to the worksheet.
When completing this task please be sure only one box is checked under the Type
of Stream and Type of Vegetation sections. More than one box may be checked
under the Site Benefits and Offsite Benefits sections depending upon the
appropriate practice and conditions.

When you are finished entering the ranking worksheet information you need to click on
the Information Complete box in the upper left of the information section. Exiting

without clicking this box will result in a loss of the data previously entered into this
screen.
screen.

If you have not entered all the information it will not allow you to leave the

16)  After you have clicked on the Information Complete box in the upper left corner, you will
see a screen like that below.

’3 Contract Setup / Payment For Fiscal Year 2004 - Microsoft Internet Explorer — |E||i|
Test County - Contract Setup / Payment For Fiscal Year 2004 I~
Looout hain Menu Help Fiscal Year - | 2004 7| status ; - | Saved =l contract Humber = 2004-1135

Yiew/Enter Contract Comments Yiew Contract Status Trail | Print |
Landowner Info | Ranking Worksheet Submit For Ranking Sheet Approval
Add/Edit HUC And Practice |
Practice FILTER STRIP Type of Stream & Max. 10 Other Conservation Treatment 10
Tract No. 1224 Perennial | & = Max. 10
: Tract is treated to
Section i Intermittent | 10 r AMS [evel 10 |7
Township 1
Range " Type of Vegetation 10 Max. 15 Site Benefits 15 Max. 25
Quarter NE Introduced Grass 1 I~ || Sropland Runoff 10 vl
HUC14 10270207035010 Sr;latwe GrassiPerennial 10 B RCnnrlrned Animal 1 r
River Basin KANSAS LOWER ream dno
REFLBLICAN MNative Grass/Iintermittent 15 r Riparian Pasture 10 -
Federal Rate $0.00 Strearn Restaration
Buffer Size 0 Trees 15 [T || Streambank 5 v
Stahilization
Buffer Width 0
Start Date 07i01/2004 Bl 2 L
End Date 0973002004 Cther2 5 =
LFTITETFTITEE I OffSite Benefits 0 Max. 20
Reimb. Drains inta Drinkin
Ranking Score 45 Water Supply £ 10 |
{Max 100} = . -
Contract Length  Dy3m vt;\; ':nguu of Public 10 r r
[ pone [T & [ mrernet A

iﬂgtart”J & 4 |J [ nbox - Microsoft Outiook || & contract setup / Pay...

) CSIMS Buffer User Guide. .. EEEOM 10:10aM

17)  Click on the Submit for Ranking Sheet Approval box.

18) Once you have submitted the ranking sheet for approval you cannot enter any
additional information until the State Conservation Commission has approved the
ranking sheet.

19) Once the ranking sheet has been approved by SCC you may access it by going into

Buffer/Contract Setup and Payment from your main menu. Select the current Fiscal
Year, select Ranking Sheet Approved, and the Contract Number in the appropriate drop
down windows, as seen at the top of the screen below.
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; Contract Setup / Payment For Fiscal Year 2004 - Microsoft Internet Explorer — |E||i|

Test County - Contract Setup ! Payment For Fiscal Year 2004

Logout Main Menu Help Fiscal vear : - | 2004 | Status : - | Ranking Sheet Approved x| contract: -

[
[ nane [T 13 @ trkerner £
iljstart | |J ] & 4l |J (o} Inba - Microsaft Cutlook | @ csIMS Buffer User Guide. ., ."@Eontract Setup / Pay... |5 & 103 A

20) After selecting a contract with an approved Ranking Worksheet you will see the screen
below. No additional final contract information can be entered until you have an
approved (signed by the CED or appropriate party) CRP-1 federal contract from Farm
Service Agency.

a. Once you have an approved CRP-1, federal CRP contract, signed by FSA you can
complete the state contract by selecting the CRP-1 Info. box as seen, in red, in the
middle of the screen below.
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/Z} Contract Setup / Payment For Fiscal Year 2004 - Microsoft Internet Explorer 100 x|

|- |

Test County - Contract Setup / Payment For Fiscal Year 2004

Logout Main Meny Help Fiscal Year - | 2004 7] Status :- | Ranking Sheet Approved ] contract - [2004-1135 =] Contract Number =
2004-1135 Wiew/Enter Cantract Comments | Yiew Cantract Status Trail | Print |

Landawner Info Ranking Waorksheet | CRP-1 Info | Submit For Ranking Sheet Rejection

=
=

Reason

-
[ nane [T 13y [ rberner A
ffjstart | |J m = L;";] |J Inbox - Microsoft Outlook I CSIMS Buffer User Guide. .. .II@cuntract Setup / Pay... 5 @ 10:39 AM

21)  Upon selection of the CRP-1 Info box you will see the screen below.

3 Contract Setup / Payment For Fiscal Year 2004 - Microsoft Internet Explorer = IEIILI

=

Test County - Contract Setup /| Payment For Fiscal Year 2004

Logout Main Menu Help Fiscal Year :- | 2004 7| Status : - | Ranking Sheet Approved | Contract: - | 2004-1135 7| Contract Number =
2004-1135 View/Enter Contract Comments | Wiew Contract Status Trail | Print |

Landowner Infa Ranking Yarksheet | CRP-1 Info Submit For Ranking Sheet Rejection
E
[ /|

Reason

Add/Edit CRP-1 Information |
Contract Number
Rental Rate Per Acre
Buffer Size (Acres)
Contract Period From Date (mm/ddAsnny)
Contract Period To Date {mmiddinan)
Maintenance Reimb. §5.00
Contract Length Oy3m
Annual Cost §0.00
Total Cost
First Year Cost
Last Year Cost

-]
[ pene [T [y [ trterner Y
iﬁstartl J :I'_ﬂ & L.'%l |J Inbux - Microsoft Sutlook | @CSIMS Buffer User Guide.. ., | I@Eontract Setup / Pay... 5 @ 10:42 &M

22) Select the Add/Edit CRP-1 Information box and you will see the screen indicated below.
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/Z} Contract Setup / Payment For Fiscal Year 2004 - Microsoft Internet Explorer 100 x|

[~
Test County - Contract Setup / Payment For Fiscal Year 2004
Logout Main Meny Help Fiscal Year - | 2004 7] Status :- | Ranking Sheet Approved ] contract - [2004-1135 =] Contract Number =
2004-1135 Wiew'Enter Contract Comrments Wiew Cantract Status Trail | Print |
Landowner Infi Ranking YWarksheet | CRP-1 Info Submit Far Ranking Sheet Rejection
-
Reason ;I
CRP-1 Information Complete |
Contract Number I
(Box 3
Rental Rate Per Acre I
(Box 114 - Annual Per Acre Maintenance Payment
e.glfvalue in Box 11A=%$100.00
and Annual Per Acre Maintenance Payment= $5.00
Then enter 100 - §5=§585.00in this Box. )
Buffer Size I
(Tatal Acres fram Box 120 for CP-21.
Flease note that State Acres may be higher than CRP-1 Acres)
Contract Period From Date {mmidd sy I
(Box 9 FROM Date)
Contract Period To Date {mm/ddinan) I
{Box 9 TO Date)
-
[ nane [T 3 & mrrermer 4
iastartl J :_:fj g L."é] |J Inbox-MicrosoFt Cutlook I CSIMS Buffer User Guide...."@contract Setup / Pay... 5@ 10043 AM
23) Enter the indicated information as follows:
a. Contract Number — this is the federal CRP contract number off box 3 of the CRP-1.
b. Rental Rate per Acre — this is the federal rental rate with the 20% bonus added on,
but without the maintenance rate added in. Box 11A on the CRP-1 minus the
maintenance payment.
c. Buffer Size — this is the acres from the CRP-1 box 12D. These acres may be higher
than those in box 12D if the state contract includes an infeasible to farm portion of a
field.
d. Contract Period From Date — this is the contract start date from box 9 on the CRP-1.
This will always be the first of a month.
e. Contract Period To Date — this is the contract ending date from box 9 on the CRP-1.
This will always be September 30 of the ending year.
Note: Federal rules state CRP contracts must be a minimum of 10 years in length
and a maximum of 15 years. Any contract less than 10 years or more than 15 years
in length will be rejected.
24) Once you have completed the above information, click on the CRP-1 Information

Complete box in the upper left of the entry screen and you will see the screen below.
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/Z} Contract Setup / Payment For Fiscal Year 2004 - Microsoft Internet Explorer 100 x|

Test County - Contract Setup / Payment For Fiscal Year 2004
Logout Main Meny Help Fiscal Year - | 2004 7] Status :- | Ranking Sheet Approved ] contract - [2004-1135 =] Contract Number =
2004-1135 Wiew/Enter Cantract Comments Yiew Cantract Status Trail | Print |
Landawner Info Ranking Waorksheet | CRP-1 Info | Submit For Contract Approval |
Submit For Ranking Sheet Rejection |
Reason =
Add/Edit CRP-1 Infarmation |

Contract Number 1

Rental Rate Per Acre $0.00

Buffer Size (Acres) 1}

Contract Period From Date {mmiddiyyyd 03/01/2004

Contract Period To Date {mm/ddinan) 0973052004

Maintenance Reimb. $5.00

Contract Length y1rm

Annual Cost $0.00

Total Cost $0.00

First Year Cost $0.00

Last Year Cost $0.00

[ nane [T 3 & mrrermer 4

iastartl J :_:fj = L."é] |J Inbox - Microsoft Outlook I CSIMS Buffer User Guide...."@contract Setup / Pay... 5@ 10:45 AM

25)  Click on the Submit For Contract Approval box on the right hand side.

26) Once the contract has been approved by SCC you may access it by again going into
Buffer/Contract Setup and Payment from your main menu. Select the current Fiscal
Year, select Contract Approved, and the Contract Number in the appropriate drop down
windows. You will see the screen below.
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/Z} Contract Setup / Payment For Fiscal Year 2004 - Microsoft Internet Explorer 100 x|

Test County - Contract Setup / Payment For Fiscal Year 2004
Logout hain Menu Help FiscalYear:—leU*‘j Status ;.|ContractAppr0ved =l Contract:—|2004-1135 'ICumracl Humber =
2004-1135 Wiew/Enter Cantract Comments Yiew Cantract Status Trail | YiewsPrint Contract
Print |
Landawner Info Ranking Waorksheet | CRP-1 Info | Setup Amendment |
Submit Far Cancellation
Reason | Amendicancel Date |
[ nane [T 13 [ trearner z

iistart”J m = L;";] |J Inbox - Microsoft Outlook I CSIMS Buffer User Guide...."@contract Setup / Pay... 5@ 10:53 AM

27) Select the View/Print Contract box on the right and you will see a screen like the one
below.
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/7] https:/ /scc-web.sco.state.ks.us/scc-web/County_User/BufReport.aspr?BufCntrctid= =181 x|
File Edit Miew Faworites Tools  Help ﬁ
d=Eack - = - @) at | @ search  [GelFavorites G0Media 4 | S =
Address I’.Gj https: ) sco-web.sco,skate. ks, usfsco-webCounky _User/BufR epart. aspx?BufCntrctId=1017 j @Go | Links **

STATE CONSERVATION COMMISSION STATE CODE I~
KANSAS WATER QUALITY BUFFER INITIATIVE 2004-1135

APPLICATION/CONTRACT FOR FINANCIAL ASSISTANCE
TEST COUNTY CONSERVATION DISTRICT

Landowner Information o

SEMFEIN: 14263546 FHOME - BEHORE :  100%
HIME : JACK RABBRIT

ADDRESS : 1022 BUMNNY HOLLOWY

CITY: TOPEKA STATE kS ZIF : BEEDT

T¥PE OF LAND TREATMENT AHD IDEHTIFICATION

PRACTICE: FILTER 5TRIP LEGAL DESCRIPTION : MNE-1-1-1

FSA CODE: CP-21 RIVER BASIN : KANSAS LOWER REPUBLICAN
HRCS CODE : 93 HYDROLOGIC UNIT CODE : 102702070358010

TRACT NUMBER : 1224 BUFFERWIDTH : 0

COMPUTATIOH AHD COST SHARE ASSISTAHCE

FEDERAL  STATE MAINT.  TOTAL STATE UNITS im{lil_ Mo. OF %’T"K

RATE PERCENT REIMB. INCENTIVE INCENTIVE REQUIRED PAYMENT YEARS PAYMENT

$0.00 30.00 % §0.00 §0.00 §0.00 a §0.00 Oylm $0.00

This contract is made this day by and between the Kansas State Conservation Commission and the landowner{sifioperator(s)

listed on next pane, and shall automatically renew fram year to year until the Project decribed under Type of Land Treatment and ﬂ
|&] pone |_|_|E|_|Q Internet

ffjstart |

| H @ 5 |J S nbox - Micr...| BF)CsIMS Buff... | &) cantract Se...|[ € https://sc... EERO ] 1116 aM

28) Once you have the contract on the screen select the File/Print option from your

Windows menu across the top.

a. In order for the contract to print correctly you should utilize the File/Page Setup
option to adjust all four margins to 0.25 inch. This will allow for the contract to print
out on 3 pages. In order to allow for the seal and not cause any cutoff the contract

will not print on just two pages.

29) If any of the3 screens Landowner Info, Ranking Worksheet, or CRP-1 Info show in red
lettering on the screen from step 22 you will not have the View/Print Contract option on

your screen.

a. You will need to go back into the option showing in red, make sure all information is
filed out correctly and exit the screen correctly by clicking on the appropriate

Information Complete box.

30) After printing the contract you will need to obtain producer signatures from all those
receiving a payment share, as a minimum. You should maintain a file with the following

information in it.

a. Signed state contract

b. CRP-1 (Federal CRP contract)
c. Map
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CONTRACT CHANGES AND AMENDMENTS

1) Once a contract has been approved by the Commission, if there are any
changes/corrections, other than landowner or payment share, you should contact
Yolanda or Jon with these changes. They will make them from the Commission office.

2)  Amendments should only be submitted for landowner changes or any change in payment
share to contract participants.
a. To submit an amendment for one of these reasons go into the contract to be
amended so you see the screen below.

; Contract Setup / Payment For Fiscal Year 2004 - Microsoft Internet Explorer — |E||i|
Test County - Contract Setup ! Payment For Fiscal Year 2004
Logout Main Menu Help Fiscal Year - I 2004 7| Status ;- I ContractApproved | Contract:- I 2004-1135 'I Contract Number =
2004-1135 Wiew/Enter Cantract Comments Yiew Cantract Status Trail | YiewfPrint Contract
Print |
Landowner Info Ranking Waorksheet | CRP-1 Info | Setup Amendment |
Submit For Cancellation
Reason =| AmendiCancel Date |
[ nane [T 13 @ trkerner £

iﬂStart”J :_ﬂ e Lﬁ;l |J Inbox - Microsaft Cutlook | @CSIMS Buffer Lsar Guide...."@tontract Setup / Pay... |5@ 12:29 PM

3) Enter the reason for the amendment and the Amend/Cancel Date in the two identified
white boxes of the screen above.

a. For landowner changes or changes in payment percentages they will become
effective the first of a month. If a date other than the first is entered the change will
be effective the first of the next month.

b. Cancellations will be considered effective the end of a month. If any other date is
entered the cancellation will be effective the end of the month for the date entered.

c. In the screen below this information has been entered.

i. Reason — “Land sold. Remove payment share from one old landowner and
add one new landowner to receive 100% of payment.”

By stating how many landowners were on the contract and how many new ones

there will be it will provide a method to double check that all old participants have
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been zeroed out and all new ones added. Old landowners cannot be removed from
the contract as they will have already received payment under that contract — they
will just be changed to show they are receiving zero percent.

ii. Amend/Cancel Date — “09/01/2004”
Again this date should be the first of a month.

/Z} Contract Setup / Payment For Fiscal Year 2004 - Microsoft Internet Explorer 100 x|

Test County - Contract Setup / Payment For Fiscal Year 2004

Logout Main Menu Help Fiscal‘r‘ear:—|2004ﬂ Status ;.|ContractApproved ﬂ Contract:—|2004-1135 Yl(:nmrat:t Number =

2004-1135 Wiew/Enter Contract Comments | “iew Contract Status Trail | iew/Print Contract

Print |
Landowner Info I Ranking Waorksheet | CRP-1 Info | Setup Amendment |
Submit For Cancellation
Land sold. Rewmowve paymehnt ;l

Reason |share frow one old landowner LI AmendiCancel Date IDEUD'IJ"EDD!J

[ [T 3 & mrrermer 4

iastartl J m = L."é] |J Inbox - Microsoft Outlook I CSIMS Buffer User Guide...."@contract Setup / Pay... 5@ 12135 PM

4)  Click on Setup Amendment
d. This will save the contract for amendment of information and will take you into the

Contract Setup/Payment screen as seen below.
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/Z} Contract Setup / Payment For Fiscal Year 2004 - Microsoft Internet Explorer

=10lx]

=l
Test County - Contract Setup / Payment For Fiscal Year 2004
Logout Main Menu MFiscalYear:—hUMﬂ Status | ﬂ Contract:—l_L, Print |
| -]
[ [T 3 & mrrermer 4

J m g L;";] |J Inbox - Microsoft Outlook I CSIMS Buffer User Guide. .. .II@cuntract Setup / Pay...

ffjstart |

LR 1249pM

5) Select the correct Fiscal Year and in the second drop down window select Amendment
Saved as seen in the screen below. You will also see a Contract Amended choice — be
sure to select the choice Amendment Saved. Select the Contract which will now be

identified with an A1 after the number.

<} Contract Setup / Payment For Fiscal Year 2004 - Microsoft Internet Explorer o =] ]
[
Test County - Contract Setup / Payment For Fiscal Year 2004
Logout Main Menu Help Fiscal vear - | 2004 =] status ;- |Amendment Saved =] cantract:- | = | F’riml
- -
e
Amendment Saved f
Cancellation Approved
Contract Amended
Saved
[ B [ Trterner =

|0 nana
;Qstart”J o & 5 |J [l tnbox - Micrasaft Gutlck | BE]csmMS Buffer User guide.... | [ Contract setup / Pay... E B  1z:52PM

6) You will see the screen below.
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/] Contract Setup / Payment For Fiscal Year 2004 - Microsoft Internet Explorer 18] x|
Test County - Contract Setup / Payment For Fiscal Year 2004
Logout Main Menu Help Fiscal Year : —|2004 Ll Status : - |Amendment Saved Ll Comract:—|2004-1135m Ll Contract Number =
2004-1135A1 View/Enter Cantract Camments | View Contract Status Trail | Print |
Landawner Info Ranking YWaorksheet | CRP-1 Info | Submit For Amendment Approval
[& Prne [ 5 & rternat 7

iﬂstartl“ ™ & = |J [l1nbox - Microsoft outlook | B|cSIMS Buffer User Guide...."@contract Setup / Pay... LT 1zmErem

7)  Select Landowner Info. and click the Add/Edit Landowner box in that screen.

e. Add new landowners and change the payment percentages as appropriate for the
change. Also select the primary landowner as appropriate for the new landowner(s).
Again, old landowners will stay with the contract but will have zero for a percentage
of payment.

f. IMPORTANT, after adding new landowners and correcting payment information and

primary landowner click the Update Landowner Info box in the lower left corner of
the screen. Failure to click this box will result in the changes not being entered.
This has been completed in the screen below. As you can see Jack Rabbit with
SSN 514263546-00 was the original owner of this contract. The new owner Timmy
Turtle, with SSN 234567890, is now receiving 100% of the contract payment and is
identified as the primary landowner.
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/Z} Contract Setup / Payment For Fiscal Year 2004 - Microsoft Internet Explorer 100 x|
2004-113581 “iew/Enter Contract Camments | Wiew Contract Status Trail | Print | [
Landowner Info Ranking ¥Warksheet | CRP-1 Info | Submit Far Amendment Approval |

Landownrer Infarmation Complete |
Landowner Information Primary Landowner % Share
SSHFEIN : 2344678490-00 Landowner Type : Emplayee
Vendor Name : TIMMY TURTLE Vendor Name?2 : .
Primary 100.00 %
Address : 555 BOX LAME Phone : () - Sort Sequence : TURTLE, TIM
City : TOPEKA Preffered City: TOFEKA State; KE ZipCode : 66605
SSNFEIN: 514263546-00 Landowner Type : Employee
Vendor Name : JACIK RABBIT Vendor Name2 : 0.00 %
Address ; 1022 BUNRY HOLLOW Phone : { - Sort Sequence ; RABBIT JAC :
City : TOPEKA Preffered City: TOFPEKRA State : KE ZipCode : 66601
Page 1
SN T FEIN :I Add Landowner |
Landowner SSHFEIN Primary Landowner % Share
234567890-00 o 100 X
514263546-00 O o X
Update Landowner Info |
[ nane [T 3 & mrrermer 4

ffjstart |

8) Click the Landowner Information Complete box in the upper left corner of the input
screen. WARNING, failure to do this may result in the information not being saved.

9) You will see the screen below. Click on the Submit for Amendment Approval box in the

upper right.

J :_:fj g L."é] |J Inbox - Microsoft Outlook I CSIMS Buffer User Guide. .. .II@cuntract Setup / Pay... 5 @ 1:06 PM

a. You now need to wait for the Commission to approve this amendment.

10) Once the amendment has been approved you should access it through the main menu
by selecting the Amendment Approved choice as shown below. There will also be a
choice of Contract Amended, do not select this choice as it will not have the updated
contract information — it is there only to show that the original contract has been

amended.

a. The contract will be identified with an A1 after the contract number -

2004-11356A1
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/Z} Contract Setup / Payment For Fiscal Year 2004 - Microsoft Internet Explorer

[~
Test County - Contract Setup / Payment For Fiscal Year 2004

Logout Main Menu Help Fiscal Year : -| 2004 7| status :- |Amendment Approved »| contract : -

-
[ nane

[T 13y [ rberner A
iastartl J m = L."é] |J Inbox - Microsoft Outlook I CSIMS Buffer User Guide...."@contract Setup / Pay... 5@ 2:16 PM

11) You need to select the contract and print a new contract for the new landowner to sign by
selecting the View/Print Contract box in the upper left of the screen.

a. Again, the old landowner will still be identified on the contract but will be shown with
zero percentage. They do not need to sign the new contract, only those participants
receiving a share of payment. An example of how it will look is shown below.

- https://scc-web.sco.state.ks.us/scc-web/County_User/BufReport.aspx?BufCntrctld=1017

===
Fle Edit View Favortes Took Help |
d=Fack - = - 7t | Bhsearch GFavorites SMeda c# | Bh- S =1 1= [
Address [&] hitps /fscc-web. sce.stats ks us/sce-webfCounty_User/BufReport . aspx?Buf Cntretld=1017 =] @ao | Links ”l
STATE CONSERVATION COMMISSION STATE CODE
KANSAS WATER QUALITY BUFFER INITIATIVE R
APPLICATION/CONTRACT FOR FINANCIAL ASSISTANCE 2003 113521
TEST COUNTY CONSERVATION DISTRICT
Landowner Information
SSNIFEIN A14263546 FHONE 0- hEHARE 0%
NAME JACK RABBIT
ADDRESS : 1022 BUMNNY HOLLOW
ciry TOFEKA STATE © KS EHLE 66601
SSHNIFEIN : 234567890 PHONE Q- S HARE 100%
NAME TIMMY TURTLE
ADDRESS : 555 BOX LAMNE
CITY TOPEKA STATE : KS ZIP : BBEOS
TYPE OF LAND TREATMENT AHD IDEHTIFICATION
PRACTICE : FILTER STRIP LEGAL DESCRIPTION : ME-1-1-1
FSA CODE : CP-21 RIVER BASIN : KANSAS LOWER REPUBLICAN
NRCS CODE : 393 HYDROLOGIC UNIT CODE : 10270207035010
TRACT NUMBER : 1224 BUFFER WIDTH : 0
COMPUTATIOH AHD COST SHARE ASSISTANCE
FEDERAL  STATE MAINT.  TOTAL STATE UNITS ﬁ:‘:LiL No. OF ?(T)?Li
RATE PERCENT  REIMB.  INCENTIVE INCENTIVE REQUIRED AMMUAL  vEars  TOTAL k|
&) Done

[ [ &[4 meernet
#start||| 1 @ 5 || Embox - vicrasort .. | @ csims Buffer Use... | &contract setup ;... |[Enttpsirrsce we... [ EEE

2:22 PM

12) Amended contracts will print out with amendment date and reason printing below the
signature lines as shown below.
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File

/7] https:/ /scc-web.sco.state.ks.us/scc-web/County_User/BufReport.aspr?BufCntrctid=

=2l
Edit  Wiew Faworites Tools  Help ﬁ

d=Eack - = - @) at | @ search  [GelFavorites G0Media 4 | S =

Address I’.Gj https: ) sco-web.sco,skate. ks, usfsco-webCounky _User/BufR epart. aspx?BufCntrctId=1017 j @Go | Links **

T T T A T T T =T LN FCr T W O T T AT T

[ |

1.

TiMhiy TURTLE

Amendment Date = 09/01;2004; Land sold. Remowve payment share from one old landowner and add one new landowner to receive
100% of payiment.
State of Kansas
Depatment of Administration
DA-195a  (Rew. 1-01)

| understand that payments under this contract are contingent upon my compliance with the terms ofthe Conservation Reserve
Pragram (CRP). | understand this contract takes effect upon approval of the CRP-1 hy the FSA County Committe and subjectto
terms of the attached DA-146a. | further understand that | mayhe required to repay all or a portion of funds received if found in
non-compliance with the aforementioned terms.

JACK RABBIT

DATE

DATE

CONTRACTUAL PROVISIONS ATTACHMENT

Important:  This form contains mandatory contract provisions and must be attached to orincorporated in all copies of any contractual agreement.

If it iz attached to the vendonfcontractors standard contract farm, then that form must be altered to contain the following provision:

"The Prowvisions found in Contractual Provisions Attachment (Form DA-145a, Rew. 1-01), which is attached hereto, are hereby
incorporated in this contract and made a part theraof®

The parties agree that the following provizions are hereby incorporsted into the contract to which it is sttached and made a part
thereof, said contract being the 115t Day of September, 2004

Terms Hersin Cortrolling Prowisions: |t is expressly agreed that the terms of each and every provision in this attachment shall prevail and
contral ower the terms of any other conflicting provizion in any other document relating to and a part of the contract in which thizs attachment iz ﬂ

€

ffjstart |

13)

1)

3)

l_ l_ E | mkernet
J :_:fj & L:g;l |J (L) Inbo - Micr,, | @CSIMS BufF... I @Contract Se...”@https:ﬁsc_.. Microsoft Outlook 5 @ b zizePM

Maintain a copy of the amended state contract along with the new CRP-1 showing the
new landowner(s) in the case file.

NOTES

Approved Ranking Sheets not yet developed into contracts by the end of the state fiscal
year (June 30) for which they were entered will be rejected by the Commission on the
first of the new fiscal year (July 1).
a. If these will be developed into contracts they will need to be reentered by the county
after they have been rejected on July 1 of the new fiscal year.
b. For any producer enrolling before July 1 but deferring their contract start date till
after July 1 you should not enter the Ranking Sheet Information until after July 1 to
prevent the need for double entry of the information.

Every time you enter a “New” contract it will be saved along with a contract number so
check your “saved” contracts before entering new ones to see if you have one in there
already.

a. If you have a “saved” contract number that will not be used and it has not been
submitted for Ranking Sheet Approval you will still have the ability to change the
landowner information on it and utilize it. This will keep you from having a number of
“saved” contract numbers that will not be developed into contracts.

Please call Yolanda at 785 296-1050 or Jon at 785 296-0484 with questions or problems.
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