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Basic Structure of CPDS

The data within the CPDS are organized at two levels, a project level and a practice level.  A project is a geographical area (usually an area owned by a specific person) where practices are carried out. A practice is a specific conservation action that occurs, and a project can have one or many practices. Each level, project and practice, has several tabs near the top of each form where information is further organized.  This guide will first describe where to enter CREP data at the Project Level by showing screen shots of each necessary tab and a list of each data field to populate on those tabs.  Subsequently, a description of each required tab for the Practice Level will be shown in a similar manner.  Note that not all tabs and data fields within the CPDS are required for CREP data.  Required CREP data will be noted with underlined text in this document.  You are welcome to use additional tabs and data fields for your CREP contract management purposes, but if you manually enter CREP data into the CPDS, please let the CREP Coordinator know so that your data will be protected during future CREP data imports from the old CREP database.  If you use the CPDS as your CREP database tool, your data will be backed up nightly. 
System Access
The system can be accessed at: http://www.wscc-wdpp.com/live/default.htm.  You will need a username and password, which can be obtained from the administrator (Carol).  Please use Internet Explorer (version 7 or older) as your browser and make sure you allow pop-ups from this site as the log-in page is a pop-up.   IE version 8 seems to work too, but you might need to use it in compatibility view.  This guide is limited to the entry of CREP data within the CPDS.  If you would like to learn about the other functions within the CPDS such as mapping, photo storage, and reporting, please consult the general CPDS user guide.

Navigation

After logging in, please click on the blue “Habitat Projects” package button near the upper left and the “Projects” module along the upper left side (Figure 1).  Then click on the “Navigation Tree” to the left (shown in red in Figure 1), and select your Conservation District.  For a CD selected in pane 1, the second pane shows a list of all the projects for that CD.  For a project selected in pane 2, the third pane shows all the practices that exist for that project. It gives a link to open the project data management form for that record and links to the practice form for each practice records.  You are now able to either create a new project or you can select an existing project or practice for editing.  

There are two alternate ways to navigate and those are explained in the General User’s Guide.  Note that even though you can see the names of other districts, you will not be able to see or access their data without special permission settings that need to be cleared with the owning district.  The same holds true for your data.  Other districts will not be able to see your information.

Figure 1.  Basic Navigation. Select the correct Activity Package, the correct Module, then the correct Conservation District via the Navigation Tree.
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Project Level Data for CREP Contracts

Project Details Tab

Open the Project Details Tab (Figure 2).

To add a new project, select the ‘Add mode’ icon from the Tool Bar (green plus sign, second to the right icon near top) (Yellow Text Box in Figure 2).  This toolbar will be important for data entry.  The tools in this bar are as follows from left to right: view only, edit, add a project or practice, delete a project or practice, and save.  This document will be referring to these tools extensively. Before you add a project, make sure that you have a project open from the same CD in which you want to add the project. It will be added to the CD displayed in the navigation frame at the time of selecting the ‘Add Project’ button.

This opens up the Add mode of the Project Form in a pop-up window. Three pieces of information are mandatory to setting up a unique project record recognizable within the system.  Data fields listed in underlined text are mandatory for CREP. These are:

1. Project Name- For CREP projects enter a name that has the word “CREP” in it.  You can have your own system, such as landowner name and year, but please include the word “CREP” somewhere in the name to make reporting and searching easier.
2. Project Number- Enter the FSA Contract Number for that contract or a number of your choice.  You won’t be able to edit this field later.  This is the only field that is non-editable.
3. Project Status- Enter Status as a choice of: Cancelled, Complete, Ongoing, Inactive, or Planned.

After you have entered the mandatory three data fields listed above, click on the “save” icon (looks like a yellow computer disk) in the upper right corner of the new project pop-up window.  If you are interested in the crosswalk for Project Status between the old CREP database and the CPDS, it is:

Table 1.  Project Status Crosswalk

	CREP Database
	CPDS

	BMP Implementation
	Ongoing

	Imp./Maint.
	Ongoing

	Post Planting Maintenance
	Ongoing

	Site Prep.
	Ongoing

	Inactive
	Inactive

	Cancelled
	Cancelled

	Not Started
	Planned

	Planning
	Planned

	Maintenance Complete
	Complete


The following data fields on the Project Details Tab can be filled out for CREP projects.  These are not mandatory for the operation of the CPDS, but some (those in underlined text) are required for CREP.  Please enter data for the following on the Project Details Tab (not Project Summary Tab) making sure that you are in edit mode (click on the second to left icon near top that pictures a pencil):

4. Select Public Project (General Access), a green colored button.  This is usually auto-selected. This will NOT allow your contract to be viewed publicly or by any other district.  The CPDS is not set up for public view.  By selecting General Access, it allows the data within that contract to be included in reports that are generated by your district and by Commission staff.  No other people will be able to see your data. 

5. Start Date: Date CRP-1 signed.  Not a mandatory data field as you’ll be asked for this data on the Contracts Tab.  Click on the calendar near the data field for an easier entry.  Can be left blank for projects in a planning stage.  

6. Type: Check “Restoration”

7. Primary WRIA: The primary WRIA in which the project is located.

8. District Name: Name of the District where the project is located.

9.  Under Project Manager section of this tab, for Contact Person: Name of Technician developing CREP project.

10. Under Project Benefits section of this tab, check “Salmonids” under Aquatic Benefits.  Another menu displays in which you may select by salmon species if you wish (encouraged, but not required).

11. Check “Flora” under Terrestrial Benefits.

12. Check “Water Quality” and “Habitat” under Conservation Benefits. Can select others if you wish.
This completes the Project Details Tab for CREP.  After you have entered the data above, click on the “save” icon (right-most icon near top, looks like a yellow computer disk).

Figure 2.  CREP data on Project Details Tab.
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Location Tab

The Location Tab houses the lat/long of the farm and/or practices (Figure 3).  You are only required to enter the lat/long once at the project level.  After you enter the lat/longs at the project level, those same lat/longs will be auto filled for you when you create new practices so you don’t have to enter lat/longs at the practice level.  However, you can edit the practice level lat/longs if you wish to have them different than those at the project level.

Open the Location Tab, click the “Show Map” button if you don’t know the lat/long.  If you know the lat/long, you can just input the information and then save it.  The “Show Map” button will bring up a Google Map with a pin on it.  Zoom out to get your bearings and then zoom into the area of the project after you re-center the map using the pan (hand) tool.  Once you are at the location, click on it and then click “Accept” and the lat/long data will be automatically inputted for you.  Save the data.  You can select Satellite (aerial) or Hybrid (aerial plus road) views to assist you in finding the farm.

Figure 3.  Location Tab.  Enter the lat/long manually or use the Show Map button to pinpoint the location.
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Contracts Tab

Select Contracts Tab (Figure 4) and fill in all of the fields you can under the CREP heading (making sure that you are in edit mode, click on the second to left icon near top that has a pencil), and as a contract develops, you may need to revisit this tab to fill in data as it is obtained.  These include:

13. CREP FSA Contract Number

14. CREP FSA Tract Number

15. CRP-1 Date: Date the CRP-1 was signed.

16. CRP-2 Date: Date the CRP-2 was signed.

17. Rental Contract Start Date, and Rental Contract End Date.

18. Annual Rental Payment.

19. Maintenance Start Date.  Note: the Maintenance End Date field is automatically populated by adding 5 years to the Maintenance Start Date.

20. PIP Loan Amount
You may not be able to complete all of these fields if in the planning stage.  That is okay.  Just do them later as the information becomes available.
Figure 4.  CREP data in the Contracts Tab at the Project Level.
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In the Livestock Section near the bottom of the Contracts Tab (Figure 5):

21. Select Land Use as a choice of one of the drop-down menu selections.  CREP projects should be either Commercial Agriculture or Non-Commercial Agriculture with few exceptions.

22. Fill in Animal Type and Number information if desired and appropriate.
23. Complete the Land selection and acres.  Acres should be total farm acres, not buffer acres.

After you have entered the data above, click on the “save” icon (right-most icon near top, looks like a yellow computer disk).
Figure 5.  CREP data in the Livestock Section of the Contracts Tab/Project Level.
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Landowner Tab

Click on the Landowner Tab (Figure 6).  To enter data, click on the green plus sign to the right.  This opens a pop-up.  Click on the person icon associated with a green plus sign in the upper left and complete the following fields in a new pop-up:

24. First Name: First name of landowner

25. Last Name: Last name of landowner

26. Street Address, City, State, Code, Phone Numbers, Email Addresses, if known.

Close this window and notice that the previous window is now updated with the new contact information saved in this contacts database.  Select that specific landowner by clicking next to their name.  This will enter them as the landowner in the Landowner Tab.  You may now select their role (landowner or landowner agent) from the drop-down window.  After you have entered the data above, click on the “save” icon (upper left of pop-up window).  Will need to be in “Edit” mode to enter new data (second to left icon picturing a pencil).
Figure 6.  CREP data in the Landowner Tab at the Project Level.
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Practice Level Data for CREP Contracts

Creating Practice Records for a CREP Contract

Adding a new Practice is achieved by completing the “Add” mode of the practice form. In order to ensure that you are adding a practice for the correct project, follow these steps:

For a Project that as yet has no Practices: Select the Project using one of the navigation methods. With the name of the Project displayed in the navigation frame, select ‘Practice Form’ from the menu frame to the left. When the Practice form opens, select the “Add” mode from the tool bar (middle icon with green plus sign).

For a Project that already has Practices: Open one of the existing Practices for the Project. (The name of the Project will be displayed in the navigation frame.) Select the “Add” mode from the tool bar.

Each method opens up the “Add” mode of the Practice Form in a pop-up window. One piece of information is mandatory to setting up a unique practice record for a project. This is Practice Name.  

Practice Name can be one of six options for CREP: Buffer – Riparian, Fencing – Riparian, Watering Facility – Riparian, Hedgerows – Riparian, Filter Strips – Riparian, or Wetland – Riparian.

After creating a new practice, click the “Save” icon near the upper right of the pop-up window.  The following will discuss the subsequent data entry needs for each of these practices.  After you have entered the data, click on the “Save” icon (right-most icon near top, looks like a yellow computer disc).

Practice Details Tab (Figure 7):  Buffer – Riparian
27. The Practice Name will be “Buffer – Riparian”

28. NRCS Code Applicable – Yes radio button will be selected

29. NRCS Code = 391 and click anywhere outside of a data field to refresh.

30. Practice Type = Filled in automatically by the CPDS based on selected NRCS Code 

31. Habitat Category = Riparian

32. Local NRCS Code = Not required, but you can fill this in as desired. 

33. Landowner Type = Not required, but you can fill out if desired.

34. Land Use =  Not required as it is on Livestock Section under Contracts.

35. Start Date = Start date of practice implementation

36. Completion Date = End date of practice implementation.  May not know this until later.  Fill out when known.
Practice Details:  Fencing – Riparian
37. The Practice Name will be “Fencing – Riparian”

38. NRCS Code Applicable – Yes radio button will be selected

39. NRCS Code = 382a and click anywhere outside of a data field to refresh.

40. Practice Type = Filled in automatically by the CPDS based on selected NRCS Code.

All other data fields will be the same as Buffer-Riparian.

Practice Details:  Watering Facility – Riparian
41. The Practice Name will be “Watering Facility – Riparian”

42. NRCS Code Applicable – Yes radio button will be selected

43. NRCS Code = 614 and click anywhere outside of a data field to refresh.

44. Practice Type = Filled in automatically by the CPDS based on selected NRCS Code.

All other data fields will be the same as Buffer-Riparian.

Hedgerows – Riparian
45. The Practice Name will be “Hedgerow – Riparian”

46. NRCS Code Applicable – Yes radio button will be selected

47. NRCS Code = 422 and click anywhere outside of a data field to refresh.

48. Practice Type = Will be filled-in automatically when NRCS code is selected.

All other data fields will be the same as Buffer-Riparian.

Grass Filter Strips – Riparian
49. The Practice Name will be “Filter Strips – Riparian”

50. NRCS Code Applicable – Yes radio button will be selected

51. NRCS Code = 393 and click anywhere outside of a data field to refresh.

52. Practice Type = Will be filled-in automatically when NRCS code is selected

53. Habitat Category = Water Quality

All other data fields will be the same as Buffer-Riparian.

Wetland – Riparian
54. The Practice Name will be “Wetland – Riparian”

55. NRCS Code Applicable – Yes radio button will be selected

56. NRCS Code = 659 and click anywhere outside of a data field to refresh.

57. Practice Type = Will be filled-in automatically when NRCS code is selected

58. Habitat Category = Riparian

All other data fields will be the same as Buffer-Riparian.

  Figure 7.  CREP Data on the Practice Details Tab.
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Practice Funding

Before entering funding data on CREP contracts, first enter the Funding Tab at the Project Level (select Project Form to the left, then click Funding Tab near top) and select “Manage Funding at Practice Level” then click the “Save” icon (right-most icon near top).  Please don’t enter CREP funding data at the Project Level.  The funding data that you input for each practice (at the Practice Level) will be automatically rolled up to the funding tab at the Project Level.   

After selecting Practice Level Funding Management, go to the Practice Level (click Practice Form to left) and select the Funding Tab (Figure 8).  This will be the tab to use for CREP funding data.  If you have more than one CREP practice for a given CREP project, make sure you are on the correct practice to enter the funding data.  For example, if you are entering funding data on fencing, make sure you are not on the practice labeled “Buffer-Riparian”.  

To enter funding data, select the “Edit” mode (second icon from left, picturing a pencil) and click on the green plus sign to the right in the row below the tabs.

Enter the following data for each CREP Practice:

59. Program = Your choice of one: CREP, CREP Maintenance, Cultural Resources, or CREP PIP.  

60. Funding Source = State (you may enter more lines for federal payments if you wish to track those, but not required).
61. Agency = WSCC 

62. Actual Amount = Voucher Amount 

63. Invoice Date 

64. Voucher Date 

65. Payment Date = Date District Paid 

66. Notes box= Not a mandatory field, but if you wish to enter additional information regarding CREP funding, such as date payment sent to landowner, you can put it here.

After you are finished entering data on each line, click the “Update” icon (computer disk) to the right.  That will allow you access to another green plus sign to add another funding line.  When you are finished entering data for this page, click the “save” icon (right-most) near the top.

  Figure 8.  Entry of CREP Data on the Funding Tab at the Practice Level.
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Practice Implementation

Click on the Implementation Tab at the Practice Level (Figure 9).  Click on the “Edit” icon (second from left with pencil).  Click on “Chose Measurements”, select the appropriate measurements (see below) and click “ok”.  Fill out as follows.  Each of the Practice types by default has its own set of implementation measures as follows:

67. Buffer – Riparian, Hedgerow – Riparian, and Wetland – Riparian (Figure 9) – Fill out: Area of Buffer Treated, Stream Length Treated, Width of Buffer, Number of Trees and Shrubs Planted. 
68. Fencing – Riparian (Figure 10)– Fill out Length of Fence Installed and Area of Land Improved. 
69. Water Facilities - Riparian (Figure 11)– Fill out Number of Practices Installed.
These data are required for on-going CREP projects and please make sure to input the information in the “Implementation Measurements Actual” section near the bottom.  When you are finished entering data for this page, click the “save” icon (right-most) near the top.  You may track other information if desired for your own use.
  Figure 9.  CREP Implementation Data at the Practice Level 
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  Figure 10.  CREP Fence Implementation Data at the Practice Level 
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  Figure 11.  CREP Watering Facility Implementation Data at the Practice Level.
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2 Appendix 1

3 Quick Reference of Required Data Fields

Project Level Tabs

Details Tab:

· Project Name

· Project Number

· Status

· Primary WRIA

· Location-District Name

· Select Public Project (General Access), a green colored button. 

· Type

· Contact Person 

· Project Benefits: Under Aquatic, check Salmonids; Under Terrestrial, check Flora; Under Conservation Benefits, check Water Quality and Habitat. 

Location Tab:

· Lat/Long
Contracts Tab:

· CREP FSA Contract Number

· CREP FSA Tract Number

· CRP-1 Date: Date the CRP-1 was signed.

· CRP-2 Date: Date the CRP-2 was signed.

· Rental Contract Start Date, and Rental Contract End Date.

· Annual Rental Payment.

· Maintenance Start Date.  Note: the Maintenance End Date field is automatically populated by adding 5 years to the Maintenance Start Date.

· PIP Loan Amount if applicable

· Select appropriate landuse in Livestock Section of this tab.
· Enter total farm acres in acres section.

Landowner Tab:

· First name

· Last name

Practice Level Tabs

Details Tab:

· Practice Name

· NRCS Code Applicable 

· NRCS Code # 

· Practice Type 

· Habitat Category

· Start Date 

· Completion Date 

Funding Tab:

· Program 

· Funding Source 

· Agency 

· Actual Amount = Voucher Amount 

· Invoice Date 

· Voucher Date 

· Payment Date

Implementation Tab:

· Choose Measurements following instructions starting on page 18 of this guide.
Package buttons





Modules





Toolbar: View, Edit, Add, Delete, Save





Required Fields: Lat/Long





The red pin will move to wherever you click.
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