
 
Instructions to Get to a Parity Report Out of ProTracts 
 

1. Login to ProTracts 
2. Go to Reports 
3. Select Report 1.8 – Conservation Program Application Detailed RSNOD Summary 
4. Select the year, the county, and the program. Then click on GO 

This report will provide a listing of all applications grouped by the various 
combinations of RSNOD data and shows the number of those applications that 
have been approved (as contracts).  There is not one line for each applicant, it is 
grouped by like combinations of Race, Gender, Ethnicity, and Disability, and the 
number of applications (and number of applications approved into contracts) 
within each grouping is shown. 
The RSNOD information in the report is being harvested from the SCIMS 
information for the record for the applicant(s) associated with each application.  
Most SCIMS records do not have ethnicity or disability information, therefore that 
information needs to be updated to more accurately pull the data into this 
RSNOD Summary Report. 

 
 

 

 
 
 
 
 
 
 
 
 



Instructions to Get a List of Applicants Tied to ProTracts Contracts and Applications 
 
Obtaining a list of contracts: 

1. Login to ProTracts 
2. Go to Contracts 
3. Go to Find A Contract 
4. Select a program, a year, and the county. Then click on GO 

This will provide a listing of all approved contracts.  The Customer Name is the 
SCIMS record to which the ProTracts application has been attached. 
The RSNOD information contained within the SCIMS record needs to be updated for 
each individual customer to ensure accurate entries for the Race, Sex, Ethnicity, and 
Disability. 
NOTE:  SCIMS records will not be updated by NRCS personnel for entities, 
businesses, corporations, tribes, trusts, living trusts, revocable trusts, 
schools, churches, etc.  
This list can be printing by selecting the Print button and following prompts. 

 

 
 

Obtaining a list of applications that were not approved as contracts: 

1. Login to ProTracts 
2. Go to Applications 
3. Go to Manage Applications 
4. Select a program, a location, and a year. Then click on GO 

This report will provide a listing of all pending applications.  The Applicant Name is the 
SCIMS record to which the ProTracts application has been attached. 
The RSNOD information contained within the SCIMS record needs to be updated for 
each individual customer.  No updates will be made to trusts, corporations, trusts, etc.  
 

 
 
This list can be printing by selecting the Print option and following the prompts. 
 
 



Reference for SCIMS 
 

Instructions for Updating RSNOD Information in SCIMS Customer Records 
 
Only field office users who have had SCIMS training and access to SCIMS will be 
able to update SCIMS records.  Users should refer to the SCIMS training 
notebook, blue section entitled SCIMS Data Entry Process for more specific 
instructions on accessing the SCIMS database.  NRCS employees are NOT to 
update, change, or in any way alter SCIMS record data not specifically 
addressed in this guidance. 
 
1. Access the national SCIMS database, from the USDA eGovernment section of 

the my.nrcs.usda.gov link.  
 

 
 

2. Search for and open the SCIMS record for the customer. DO NOT add a new 
record if the person already exists in SCIMS.  (Refer to SCIMS guidance for 
step by step process to access an existing SCIMS record.) 

 

 



 
3. Complete and/or update the following information within the SCIMS record.  Do 

not change other information without consultation with the FSA office. 
A. Update, as needed, Gender, Voting District, and Ethnicity. 

Update Limited Resource Producer, if the customer has self-certified as 
being an LRP.  
DO NOT add, change or edit citizenship country, veteran, resident alien, 
birth date, marital status, language preference, or employee type. 

 

 
 

B. Update race type and disability information, as needed. 
Disability information should be entered for all NRCS customers.  

 



 
C. Do not update or change any address or phone information without 

consultation with the FSA office. 

 
 
 

4. DO NOT add, change or edit information under e-mail address, customer notes, 
or Program Participation.  

 

 
 



 
5. NEVER add, change, or edit Legacy Link information.  This information is for 

FSA use only.  NRCS will never modify, add, or delete this information. 
 

 
 
 

6. Be sure to submit the updates so the changes to the record will be updated.  
 

 
 
 
 
When the submit and update have been successful the top of the SCIMS record 
will indicate the record has been updated. 
 

 
 
 


