
Watonwan Watershed MS4Front Data entry Procedures: 

Module: WBIF Funded Projects 

*For projects and practices funded with WBIF funds* 

1. Select the WBIF Funded Projects module on the menu on the left-hand side if not 
already selected.  

2. Click on “Create New Record” on the right-hand side of the screen. 
a. Click “Ok” on the pop-up menu of “Confirm Record Creation” 

 

 

3. The next screen should be the map and a form on the right-hand side. Navigate on 
the map to your project location, select “Draw New Point” on the “Mapping Tools” 
widget. Click on the map of the project’s location to place a dot.  

Step 1 

Step 2 

Step 2a 



 

 

*By placing the dot first, the form on the right-hand side will automatically update with 
information regarding planning region, township, section, county, priority watershed rank, 
HUC, etc.  

Step 3 

Step 3 



 

4. Enter in the following information under the “Project Information” section: 
a. MS4Front ID = Watonwan Contract Number (Ex. WBIF-WW-24-17-01) 
b. Project Name = Leave blank or enter in the Watonwan Contract Number (Ex. 

WBIF-WW-24-17-01) 
c. Project Description = Leave blank or enter in details about project (Ex. 2 

grassed waterways, 3 WASCBs, 1 SSTS replacement, 2 wells sealing, etc) 
d. Practice Category = Structural, Non-structural, or Capital Improvement 

i. Structural = anything that is Ag Practices (Grassed Waterway, WASCB, 
Grade Stab, etc), Shoreline Stabilization Practices with rip rap, 
Wetland restorations, Urban practices with engineering 

ii. Non-structural = SSTS incentives, Well sealings, Cover Crops, No-
till/Strip-till, Urban forestry, easements/habitat contracts 

iii. Capital Improvement = GBERBA will let you know if something is a 
capital improvement project 

e. Primary Practice = Primary NRCS practice code for the contract (Ex. 412 
Grassed Waterway, 410 Grade Stab, 638 WASCB) 

f. Supporting Practices = Additional practices that support the primary 
practice, such as a supporting Grassed Waterway in addition to a Grade 
Stabilization Structure.  

Auto populated 
information 



g. Lead Implementation Partner = District or entity submitting the cost-share 
contract. This will be the main contact for GBERBA staff if they have 
questions.  

h. Partner Organizations = Other partners involved in the project, but aren’t the 
main lead partner, such as USFWS or MPCA, etc. 

i. Technical Assistance Provider = The entity that is doing the 
design/engineering on the project 

 

5. Landowner Information Section: You may choose to enter information here if you 
want.  

6. Click on “Save and Return to Form View”  

Step 4: 
Information 

added by user 



 

*This will bring you to a new page without the map present.  

 

7. Click on the “Status and Correspondence” Tab at the top 
a. Click on “Create New” under the “Status” Header 
b. Select the appropriate “Project Status” from the drop down menu 

i. If you are emailing a contract for encumbrance select “Application 
Submitted” 

ii. If you are entering a potential contract, but not ready for contract 
select “Pre-Application” 

iii. If you are submitting a project that doesn’t score high enough select 
“Project did not meet minimum score” 

c. Click “Save Record” 
8. Click “Save” at the bottom of the main screen 

Step 6 



 

 

Step 7 

Step 7a 

Step 7b 

Step 7c 



 

*Currently, GBERBA staff are not using MS4Front to submit cost-share applications 
and supporting documents. GBERBA staff will complete the next sections in the 
module. 

Please e-mail GBERBA staff the following for new contracts: 

1. Cost-share contract 
2. Ranking sheet 
3. Pertinent design forms (engineering forms, cover crop design forms, etc) 
4. Map of project location (Please use labels! Such as, township name, section 

number, if there are multiple fields for a cover crops/tillage we need maps for each 
implementation year and where they are for eLink reporting) 

5. Estimates (TSA/engineering estimate OR estimate from well sealer) 
6. NRCS documentation if there is federal funding OR federal partners have designed 

the project 
a. 1155 and CPA-052 forms required 

7. Tennessan and W9 as applicable (please mail W9s to Cottonwood SWCD, 210 10th 
St, Windom, MN 56101) 

Step 8 



8. Other pertinent eligibility documents such as the SSTS Eligibility Ranking form 

Please e-mail GBERBA staff the following for amendments: 

1. Amendment form with landowner and TAA signatures 

Please e-mail GBERBA staff the following for voucher payment: 

1. Voucher form (signed by landowner and TAA) 
2. BEAST pollution reductions (not applicable to SSTS or well sealing) 
3. As-builts or certification forms (cover crops should have the certification form) 
4. Pictures as needed for verification 
5. Tennessan and W9 as applicable (please mail W9s to Cottonwood SWCD, 210 10th 

St, Windom, MN 56101) 

Module: Other Funded Projects 

*For projects and practices implemented in the watershed that aren’t funded with 
WBIF funds BUT would contribute to the 1W1P goals* 

Type of other funded projects to enter: 

• Local cost-share projects/practices installed in the Watonwan watershed 
• SSTS replacements 
• Well sealings using local cost-share 
• CRP or other habitat enhancement projects 

o Please be cautious with entering CRP data and do not enter in a point, just 
select the planning region and county 

• RIM and other permanent easements (DNR, USFWS, TNC, etc) 
o RIM & CREP are public information so a dot on the map is acceptable, we 

record a public document that anyone can access, it is not private 
information 
 

1. Select the Other Funded Projects module on the menu on the left-hand side if not 
already selected.  

2. Click on “Create New Record” on the right-hand side of the screen. 



 

3. The next screen should be the map and a form on the right-hand side. Navigate on 
the map to your project location, select “Draw New Point” on the “Mapping Tools” 
widget. Click on the map of the project’s location to place a dot.  

 

Step 1 

Step 2 

Step 3 



 

*By placing the dot first, the form on the right-hand side will automatically update with 
information regarding planning region, township, section, county, HUC, etc.  

 

 

 

Step 3 

Auto populated 
information 

NOTE: If you are entering in RCPP or 
CRP or other federally funded projects 
do NOT place a dot on the map. This 
may violate FOIA privacy. Instead, 
please manually enter in the planning 
region and the county name only. 



4. Enter in the following information under the “Project Information” section: 
a. Project Name = Local Contract Number or other identifier information (Ex. 

25-01 or habitat project) 
b. Project Description = Enter in details about project (Ex. 2 grassed waterways, 

3 WASCBs, 1 SSTS replacement, 2 wells sealing, etc) 
c. Lead Implementation Partner = Enter in the lead partner, typically the grant 

holder 
d. Partner Organizations = Enter in any partner organizations that are part of this 

contract 
e. Technical Assistance Provider = List who is responsible for providing 

technical assistance for the project/practice 
f. Project Notes = Optional field for more information  

5. Landowner Information Section: You may choose to enter information here if you 
want.  

6. Click on “Save and Return to Form View”  

 

*This will bring you to a new page without the map present.  

7. Click on the “Practice Reporting” tab at the top 
a. Enter in the appropriate information under the “Plan Reporting” section 

i. Actual Install Date = The date the practice was implemented or 
installed 

ii. eLink Activity Category = Select the appropriate activity category for 
the practice (See Appendix A for a cheat sheet). Examples: Grassed 
waterway = Agricultural Practices, Well Sealing = Groundwater, 
Subsurface Sewage Treatment System = SSTS 

Step 6 



replacement/abandonment, Non-structural Land Management 
Practice = cover crops, tillage, conservation cover, etc 

iii. eLink Practice = The primary NRCS/BWSR practice code for the 
project type (Example: 412 Grassed Waterway, 340 Cover Crops, etc) 

1. Permanent Easement = RIM or other perpetual habitat 
easement 

2. Temporary Habitat Contract = Generally CRP, could be local 
cost-share contract or a limited term RIM easement 

iv. Number of Unique Practices = Same as the “Count of Practices” in 
eLink 

1. Example: 4 WASCBs in the contract = 4 
2. Example: cover crops and no-till on same contract = 2 

v. Metric Value = Typically eLink reporting metric for that practice type, 
but may be different to coincide with the Watonwan Plan Goals (See 
Appendix A for cheat sheet under the “Metric Unit to Enter” column)  

1. Example cover crops = acres 
2. Example WASCB = count 
3. Example Streambank = count in Elink this is typically Lineal 

feet, but the Watonwan 1W1P goal is counts of riparian 
projects 

vi. Metric Value Units = Typically eLink reporting metric for that practice 
type, but may be different to coincide with the Watonwan Plan Goals 
(See Appendix A for cheat sheet under the “Metric Unit to Enter” 
column) 

vii. Practice Lifespan = NRCS lifespan under the FOTG or as approved by 
BWSR 

viii. Outcome Narrative = Optional field, but could add details of other 
practice types that aren’t listed under the dropdown menu or acres 
restored of a wetland under a RIM easement, etc 

ix. Total Costs = Optional, this would be equivalent to the final voucher 
amount (CS + landowner match) 



 

 

8. Optional: Complete the “Financial” section on where funds came from 
9. Complete the “Practice Indicators” section for any project/practice that is 

associated with pollution reductions, if you ran BEAST or another pollution 
reduction calculator, then you should be entering data here (Do not enter for well 
sealings or SSTS replacement) 

a. eLink Indicator Type = The eLink indicator type for the project/practice. Most 
are “Water Pollution” for structural and non-structural practices. 

b. eLink Calc Tool = PTMApp Catchment is the primary drop down, choose 
other if you used a different calculator because it’s not an option in BEAST 

c. Waterbody = Planning Region the project/practice is located in 
d. Sediment Reduction (Tons/yr) = BEAST Sediment reduction at the “Edge of 

field” column 
e. Phosphorus reduction (lbs/yr) = BEAST Phosphorus reduction at the “Edge of 

field” column 
f. Nitrogen reduction (lbs/yr) = BEAST Nitrogen reduction at the “Edge of field” 

column 
g. Water storage/volume reduced = BEAST water storage or other appropriate 

number based on engineering or study, etc 
10. Click the “Save” button 

Step 7 

Data entry 
section 



 

 

 

Module: Education and Outreach 

*For education and outreach completed in the watershed that aren’t funded with WBIF 
funds BUT would contribute to the 1W1P goals* 

*IF WBIF funds are used for education and outreach, GBERBA staff will enter those 
items* 

1. Select the Education and Outreach module on the menu on the left-hand side if not 
already selected.  

2. Click on “Create New Record” on the right-hand side of the screen. 

 

3. Fill out the “General” Information section 
a. Activity Date = Date of the activity or approximate date 
b. Activity Name = Descriptive name of the activity (Example: Radio ads about 

WBIF funds, Soil health field day, AIS at Fair, etc) 
c. Planning Region = The default is “Watershed wide”, but you can select a 

specific planning region instead or multiple planning regions. (Example: 
Cottonwood County puts a WBIF ad in the county paper, we select the 

Step 9. Data 
entry section Step 10 

Step 1 

Step 2 



planning regions in our county of Perch Creek, North Fork, South Fork, and 
St. James) 

d. Activity Location= Optional field, but you could enter an address or 
township/section of a field tour, etc 

e. Plan Action Code = Refers to the education and outreach goals on page 6-51 
to 6-56 of the Watonwan 1W1P plan. Click on the “?” for a cheatsheet or see 
Appendix B.  

f. Lead Implementation Partner = Identify who did the outreach/education 
activity 

g. Partner Organizations = Identify any other partners involved in the activity 

 

4. Complete the “Measurable Metrics” section 
a. Total Activity Cost = Enter in a cost for the education/outreach activity if 

necessary 
b. Estimated number of people this activity reached = Please enter in the 

number of people reached, an estimate is fine 
c. Describe the outcome or success of this activity = Please enter in other 

information as needed, such as the number of radio spots, number of social 
media posts, or other information that may not be captured in other areas 

 

 

5. Complete the “Activity Cost Item Details” as needed by clicking on the “Create 
New” button 

Step 3 
Click for cheat 

sheet of EO goals 
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6. Click the “Save” button at the bottom 

 

 

Step 5 
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