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Opening Screen 
 
 

 
 
Soil & Water Conservation should be the default in the first drop down box. Message will be the 
default in the second drop down box.  
 
From the second drop down box, you can move to the cost share contract screen to begin 
developing a contract. Many of the other options are restricted to administrators only. 
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Contract Entry - New Contract 
 
Contract entry begins by selecting Cost Share Contract from the second drop down box.  The 
default screens begin with a new contract.   
 

 
 
Select your county from the drop down box or begin typing your county name.  
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Confirm that fiscal year and enter a contract number in the third box. The first box is your 
county number. Confirm that you are entering a contract for the correct county. The second 
box is the four digit fiscal year. The third box requires a three digit number.  For example, if this 
is your first contract using ACSP funds, you would enter 001.  If this is your first contract using 
CCAP funds, you would enter 501.  You determine the contract number.  
 
Under contract type, select from normal, repair or supplement. Normal is the default and most 
of your contracts fall into the normal contracting procedures.  
 
Although not completely functioning, selecting a repair or supplement contract type will 
eventually require that you reference the original contract number. In the meantime, your cost 
share specialist will reference the original contract before approval to confirm that the correct 
BMPs and/or selected components match the referenced contract. 
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Select your project. Projects include those that are considered part of a grant or earmark. The 
list includes EPA 319 grants, drought response program, impaired/impacted watershed 
projects, CWMTF, NRCS grants, etc. This list will be updated as new grants are introduced. 
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Confirm or change the expiration date. The default will show as June 30 of the third program 
year. You can change this date to the date you and your board have established. You can also 
change the date based on the installation deadline date required by a grant or special project.  
 
Once you have reviewed the information you’ve entered, hit save & next. The system will 
automatically move you into the contract information screen. 
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Contract Entry - Contract Information 
 

 
 
Select the program for which you would like to enter a contract. The questions for each 
program will then populate the screen.  Beginning PY2013, you will be unable to use ACSP funds 
and AgWRAP funds on the same contract.   
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Information you collect on the application is recorded in the contract information screen. 
Provide answers to each of the questions.  
 
Latitude and longitude can be entered as degrees, minutes, seconds or as decimal degrees.  
 
Please enter the 14-digit hydrologic unit.  
 
Select your river basin and enter the receiving water. If the receiving water is identified in your 
strategy plan as a priority watershed, select “yes.” 
 
Check the box under 0200 operation if the BMP is located on a permitted animal operation. 
Include the facility number. 
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Select the operation/property type. The operation/property type will change based on the 
program you select.  
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Finally, identify if the cooperator is eligible to receive 90 percent cost share (only applicable to 
ACSP & AgWRAP contracts).  This includes beginning and/or limited resource farms or farms 
located within an enhanced voluntary agriculture district.  
 

 
 
Missing information will result in an error message at the top of the screen.  Boxes with missing 
information will be highlighted in red. You are required to complete all of the information on 
this screen before submitting the contract for approval.  
 



revised 06/11/2012 
Basic Guide to the cost share program - online contracting system (iBEAM) 

 

 
 
Once all information is entered, hit save & next. The screen will automatically move the 
cooperator information screens. 
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Contract Entry - Cooperator Information 
 
Default screen will allow you to search for a cooperator by last name, first name, business 
name, etc. For security reasons, only the last four digits of the social security number (SSN) will 
be displayed. 
 

 
 
 
If a cooperator has not had a contract since June 2012, you have to create a cooperator. Select 
Create Cooperator(s). 
 



revised 06/11/2012 
Basic Guide to the cost share program - online contracting system (iBEAM) 

 

 
 
Take extra care when entering the SSN. Once the number is entered, only the last four digits 
will be displayed.  
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Similar to the contract information screen, missing information will be highlighted in red. 
 

 
 
Select the cooperator type. Applicant will be selected as the default but often the applicant is 
also the landowner. Please check the box under landowner if the applicant is also the 
landowner.  Save & Attach to Contract. 
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You should receive a confirmation message telling you that the cooperator was successfully 
attached to the contract. You will also be given the option to add or create another cooperator.  
Choose yes or no.  Yes will allow you to create another cooperator. No will move you onto the 
next screen.  
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Contract Entry – BMP, Components and Identifying the Funding 
Source 
 

 
 
Enter the tract number. Enter the field number.  
 
Realizing that many of the incentive BMPs involve several tracts and fields, please enter the 
tract and field containing the most acreage and include a list of all tracts and fields under 
Reference Material.  The complete list of all tracts and fields should be kept in the contract file. 
A copy of the all maps as well as a list of all tracts and fields should also be provided to the 
landowner for his/her records.  
 
Select the BMP Category.   
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Select the BMP. A list of BMPs by category is included in the appendices. BMPs listed by 
category can also be fund in the table of contents of Section V of the ACSP manual. The list 
below shows BMPs under the category Erosion/Nutrient Reduction. 
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For contract 02-2011-001, we indicated that the planned BMP is for pasture renovation under 
the drought response program.  
 

  
 
Once you select your BMP, the system will automatically move you to the components 
selection screen.  
 



revised 06/11/2012 
Basic Guide to the cost share program - online contracting system (iBEAM) 

 
 
Select your components. The number of components listed will depend on the BMP being 
installed. In this example, the contract is planned for pasture renovation. Select pasture 
renovation (seed, lime, fertilizer). 
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Enter the quantity planned. The unit type will automatically be populated. The unit cost will 
automatically be populated.  
 
Enter the cost share percent (CS%). 
 
The total $ amount planned will be automatically calculated based on the cost share percent.  
 

 
 
Once you’ve entered the quantity planned and the cost share percent, add to BMP.  
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The screen will begin to list the components you’ve selected for the BMP you are entering. You 
can edit or delete components by selecting the component.  Change the quantity planned 
and/or the cost share percent.  For this contract, we are done entering our components. Save & 
Next.   
 
IMPORTANT:  You will automatically return to the BMP screen where you will identify your 
funding source. The amount ($) will be automatically populated. The drop down box will list the 
funding sources you have available. If you do not select the funding source your BMP will not 
save. 
 
NOTE: Select the correct funding source for the type of contract (ACSP/CCAP/AgWRAP) and 
project. 
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Once you’ve selected your funding source, save.  
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You should receive a confirmation box that the BMP was successfully saved. If you are adding 
another BMP, check yes.  Yes will allow you to repeat the steps we just went through.  
 
If you are done entering BMPs, check no. In this example, we are done entering BMPs. You will 
move directly to the confirmation screens to verify funding source and amounts.  
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ACSP Contract Entry - Entering Multiple Components 
 
The number of components listed will depend on the BMP being installed. In this example, we 
are entering components for a water control structure.  
 

 
 
Select your component. Enter the quantity planed. Enter the cost share percent (CS%) The unit 
type and the unit cost will be automatically populated. As you add each component to the BMP, 
the system will begin listing the components at the bottom of the screen. 
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Once you’ve entered all of the components, save & next to identify the funding source for this 
BMP. 
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ACSP Contract Entry - Confirm Funding Source and Amounts 
 
The funding source summary screen identifies the funding source, how much is available, funds 
needed for the contract, and the total calculated by the system. 
 

 
 
Confirm the funding source and the approved amount ($). No changes, hit next. You will move 
onto the Expected Results screen and continue contract entry. 
 
Some BMPs either have caps (maximum amount allowed per Commission policy) or a board 
approved limit. In these cases, you will need to capture these limits in this screen.  
 
 
For example, if the approved board limit for pasture renovation contracts is $5,000. Check the 
box under approved (board) limit. Checking this box will allow you to manipulate the approved 
amount ($). 
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Save.  When you select save after adjusting the approved (board) limit, the following 
confirmation screen will appear.  Hit the ok button and you’ll automatically be moved into the 
Expected Results screen. 
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ACSP Contract Entry - Expected Results 
 
Enter the expected water quality benefits for the BMPs being installed. This includes the total 
acres affected, the soil, nitrogen and phosphorus saved as well as the waste nitrogen and 
phosphorus managed.  A list of the required results can be found in the appendices.  
 

 
 
Please also record the type of animal and the number of animals that will be affected. 
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Select your animal type. Enter the quantity. Select add to record the number of animals. Repeat 
until you’ve captured all of the animals.  
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Save & Next will move you to the Reference Material screen. 
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ACSP Contract Entry - Reference Material 
 

 
 
PY2011 contracts are going to following the same business procedures as previous years. What 
does this mean?? SWCDs are required to send hardcopies of all PY2011 contracts for division 
approval. The hardcopies should include BMP and road maps. When we begin using the online 
contracting system, you can attach maps, field notes and photos to assist with division 
approval. Size will be a limiting factor and the division can save and delete attachments. The 
SWCD should always keep copies (electronic or paper) of all documents related to a cost share 
contract.  
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Identify the type of reference material or document you area attaching. Provide a title, date, 
your name and any comments you would like your cost share specialist to read. 
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Add Entry.   
 

 
 
A message will confirm that your reference material was saved successfully and ask if you 
would like to add another. You’ll also see that the existing records will begin listing at the 
bottom of the screen.  
 
Selecting no will move you to the Contract Details screen. Selecting yes will allow you to add 
another document. 
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ACSP - Contract Details 
 
The top half of the screen shows us the contract status, contract number and contract 
information.  The status will change from active, to submitted, to approved as you move 
through the entire application process.  
 

 
 
The bottom half of the screen shows us cooperator information, funding source and amount, 
expected results and reference documents. 
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This is your opportunity to review the information you’ve entered. Edit buttons are located in 
the bottom left corner of each of the sections. Selecting the edit button will allow you to make 
changes to that section. 
 
The very bottom of the screen displays two buttons. Submit for approval or delete contract.  
 



revised 06/11/2012 
Basic Guide to the cost share program - online contracting system (iBEAM) 

 
 
Before submitting the contract for division approval, you must enter the date your board of 
supervisors approved the contract.  Failure to enter the date the contract was approved by the 
board will result in an error message. 
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You can enter the date the contract was approved by the board of supervisors by manually 
entering the date or opening the calendar and selecting the date. 
 

 
 
Once you’ve selected the board approved date, submit your contract.  You should receive a 
confirmation message. 
 

 
 
You’ll also notice that the contract status changed. 
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Please contact your cost share specialist when you have submitted a contract for review. We 
hope to have an electronic notification in place by the end of the program year which will 
automatically notify your cost share specialist when a contract is ready for review. 
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Contract Status 
 
Your cost share specialist will review the contract. You will be notified by email when the 
contract is approved. You can also verify the status of the contract by searching for the contract 
under the contract tab. Select find. Select how you would like to search for the contract. 
Options include last name, first name, contract number, etc.  
 

 
 
You can also search by contract status. 
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For this example, we are going to search by contract number and all contracts. To search for all 
current year contracts in Alexander County, you can type 02-2011-.   
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Click on the contract you want to review. The contract should be highlighted and hit select 
contract. The contract will open in the contract details screen. Note the contract status at the 
top of the page. 
 

 
 
If the contract is approved, you should have received a notification from your cost share 
specialist and work can begin. Once the work is complete, you are ready to submit a request for 
payment (RFP). 
 
If the contract shows pended, you will be given the opportunity to edit that portion of the 
contract that is pended.  
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Contract Status – PENDED Contracts 
 
If the contract shows pended, you will be given the opportunity to edit that portion of the 
contract that is pended.  
 

 
 
 
The contract status is pended and the contract information was rejected. The comments 
indicate that I need to complete the answer to how the BMP will improve water quality. Select 
edit information. This will take me to the contract information screen.  
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Once I edit my response, I’ll update the contract. This will take me back to the contract details 
screen where I will verify the information was changed. Scroll to the bottom of the screen to 
resubmit the contract. 
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Once resubmitted, you’ll receive a confirmation screen that the contract was successfully 
submitted.  
 

 
 
The contract status on the contract details screen should also change to contract successfully 
submitted. 
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Request for Payments 
 
You can submit a request for payment when a BMP has been installed, verified by field 
personnel as installed to standards and specifications, and approved by the board. To begin the 
payment process, select the RFP tab. 
 

 
 
The default will allow you to find the contract by contract number, last name, first name, etc. 
Enter the search criteria and select search. Only approved contracts will be listed.   
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Select the contract you wish to submit for payment (highlight) and hit create new RFP.  
Information specific to the contract will be displayed. 
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Under BMP details, click on the radio button for the BMP you are submitting for payment. Click 
on the button to show the components.  
 

 
 
The number of components listed will be based on the number of components originally 
entered in the contract. In this example, we only had one component listed for pasture 
renovation. Enter the units implemented for this payment in the first box. The total cost share 
will be automatically calculated in the second box.  
 

 
 
Save & Next.  In this example, the following error box is displayed. Reason….The approved limit 
(or cap) for this contract was $5,000. 
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ITS is currently working on this error message. In the meantime, you will need to back calculate 
the number of acres that will equal $5000.  In this case, 22.22 acres will equal $5000.  Enter 
22.22 acres. Save & next will return to the contract details of the RFP.  
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Partial RFPs 
  
If the cooperator has only implemented 15 of the 25 acres, you can request a partial payment. 
Enter 15 into the first box under units implement for this payment. The amount will be 
automatically calculated.  
 

 
 
Save & Next will return you to the contract details of the RFP. The funding source information 
should match the calculated amount but you will need to manually enter the amount under the 
cooperator(s) information. This is a manual data entry point to provide confirmation that the 
amount being paid is the amount calculated. We also wanted to give the SWCD the flexibility to 
determine the cost share payment when more than one cooperator is receiving payment. 
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The contract amount is shown along with the payment request and the remaining balance. 
Provide any comments that may assist the cost share specialist in approving the payment. You 
may also want to provide comments as to why the remaining funds are being canceled.  
 
Once you have confirmed the information on the screen, hit Save. You should receive a 
confirmation screen that states your payment was saved successfully. 
 

 
 
 
 
 
 



revised 06/11/2012 
Basic Guide to the cost share program - online contracting system (iBEAM) 

Reviewing RFPs 
 
To review payments, select the RFP tab and search by contract number, last name, first name, 
etc. Select the contract you want to review and hit RFP list.  
 

 
 
You’ll see the payments that have been created and saved to date.  
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View the details of the RFP and confirm that all information is entered correctly. Submit for the 
RFP for approval. 
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Once submitted, you’ll receive a confirmation that it was successfully processed.   
 

 
 
Again, hardcopies of RFPs must be submitted to DSWC for approval.  Once approved, you’ll 
note that the RFP is approved when you view the list of RFPs for this contract. 
 

 
 
Any additional RFPs can be created from this screen. Just follow the steps for creating a new 
RFP. 
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Print Forms – Request for Payment 
 
You are ready to print your payment request.  From the second drop down box, select cost 
share reports. 
 

 
 
Select the form you wish to print. For RFP, select NC-ACSP-3 for ACSP contracts and NC-CCAP-3 
for CCAP contracts.  Run report. 
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Enter the contract number and run report. 
 
The contract form will display on your screen and you can print directly from this screen. ITS is 
completing the RFP forms, but here’s an example of the display.  RFPs must be printed and 
signed by all parties and sent to DSWC for approval. 
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You can also export the report as a PDF file.  Once you export the report, display the report and 
save to your computer. 
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