UNITED STATES DEPARTMENT OF AGRICULTURE _
Farm Service Agency Notice FI-2877
Washington, DC 20250

For: State and County Offices

Processing Payments Using the National Payment Service (NPS)

Approved by: Associate Administrator for Operations and Management

. A Y_

1 Overview

A Background

NPS is a centralized, web-based payment processing application that interfaces with a
web-based program application to complete the payment process for the program. As
existing program applications are migrated to the web environment, or new programs are
developed initially as web applications, the applicable program division will determine
whether the payments will be issued using NPS or System 36/AS 400 program application
software. With County Release No. 655, all program payment requests initiated from the
System 36/AS 400 will be passed to the web so that payments are made using NPS. State
and County Office employees are authorized access to NPS and their roles are established in
the security database.

The next web software deployment for NPS:

e requires all System 36/AS 400 program payment requests to be processed, certified, and
signed within the NPS web application

e adds new functionality for an alternate payee.

B Purpose
This notice provides instructions for County Office employees to use NPS.
Disposal Date Distribution
September 1, 2009 State Offices; State Offices relay to County
Offices
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Notice FI-2877
1 Overview (Continued)

C Contact

If there are questions about this notice, State Offices shall contact the appropriate office as
follows.

Issue Contact

Software-related problems | Contact the National Help Desk at 800-255-2434 or
816-926-1552.

Note: Select option 3 for hardware and application software.

Policies in this notice Contact 1 of the following:
e Debbie Simmons by:

« e-mail at debbie.simmons@wdc.usda.gov
« telephone at 703-305-1309

« Jackie Pickens by:

« e-mail at jackie.pickens@wdc.usda.gov
« telephone at 703-305-1310

e Nancy Sanders by:

e e-mail at nancy.sanders@kcc.usda.gov
o telephone at 816-926-6971.
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Notice FI1-2877

Using NPS in County Offices

A Login to Web Site

12-8-08

County Office employees must have a valid eAuthentication user 1D and password to login
and established role by FSA Security to access the NPS web site. To login to the web site

from the FSA Intranet Home Page, under “Links”, CLICK “FSA Applications”. Under

“Financial Services”, CLICK “Financial Applications”. The FSA Intranet Financial
Applications Home Page will be displayed.

CLICK “National Payment Services”. The following screen will be displayed.

USDA  united States Department ot Agriculture
= SDA eAuthentication

| s, W e o R

Home : About eAuthentication | Help ;| Contact Us ;| Service Centers

ok o o o ok ok ok o ok ok ook ok K ok e ) B T S ok o ok sk e skok skoke ok skeok ok

This is a United States Department of agriculture computer system, which may be accessed and used only for
official Government business {or as otherwise permitted by regulation) by authorized personnel. Unauthorized
access or use of this computer system may subject wiolatars to criminal, civil, and/or administrative action. all
infarmation on this computer system may be intercepted, recorded, read, copied, and disclosed by and tao
authorized personnel for official purposes, including criminal investigations. Access or use of this computer system
by any person, whether authaorized or unauthorized, constitutes consent to these terms.

e s ot o e o o ok o s ok ok ok R\ [ T P57 o oo ok b ke sk ok ok sk skt

Cancel Continue

eduthentication Home | US04 gaow | Site Map

I Accessibility Statarnent | Privacy Policy | Mon-Discrimination Statemant | www. FirstGSou. gay

CLICK “Continue” and the eAuthentication Login Screen will be displayed.
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Notice FI1-2877

2 Using NPS in County Offices (Continued)

A Login to Web Site (Continued)

12-8-08

This is an example of the eAuthentication Login Screen to enter the user ID and password.

USDA United States Department of Agricullure
= YSDA eAuthentication

Home ;| About eAuthentication: Help | ContactUs : Service Centers

| Quick Links eAuthentication Login

I What is an account?

I Create an account

User ID: | |
I Update your account
5 Forgot your User ID?
Administrator Links
Password: | |
I Local Registration
Authority Login Forgot your Password?
Zhange My Passward
Login
What’s New

MEW Improvements to USDA Employee Registration

& The new registration process provides a faster method of obtaining an
efuthentication Employee account. Click here for more information!

self-service Enhancements

= Improvements to Forgotten Password Reset and Fargotten User ID are now

available, Click here for more information!

Important! Employees and Contractors:

& Please update your business erail and phone in your profile. Click here for

additional details,

eAuthentication Home | USDA gov | Site Map

Accessibility Staternent | Privacy Policy | Mon-Discrimination Staterment | www.FirstGau, gou

Enter a valid eAuthentication user ID and password and CLICK “Login”.
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Notice FI-2877
2 Using NPS in County Offices (Continued)
A Login to Web Site (Continued)

If a valid user ID and password are entered, the following NPS Welcome Screen will be
displayed.

T . S
==_—————= National Payment Servic@ Wi W
& Online y f ¥ o e ntlly |

efForms ContactUs Search Local Offices USDan_frle\t-

PAYMENTS

Search P : @
Welcome to Payments. Use the left navigation bar te begin.
WorkL ist Y 4 d
2| Manual Handling
2] rch

=] Reset Held Payments
FINANCIAL SERVICES
DISBURSEMENT REPLACEMENT
FSA Home Page

Logoff

EForms EmailUs Search Local Office USDA Home Page

The worklists displayed in the banner on the left side of the screen are determined by the
user’s ID security access level. One or more of the following will be displayed:

e Service Center Representative’s Manual Handling Worklist
e Certifying Official’s worklist
e Signing Official’s worklist.

If the user ID has more than 1 role, then the banner on the left side of the screen will allow
the user to change roles.
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Notice FI1-2877

Using NPS in County Offices (Continued)

B Standard Links in NPS

The following links are standard through the web application to assist users with common

functions.
Button Function
E-Forms Link to Government electronic forms.
Contact Us Sends e-mail to the Help Desk.
Search Search for items on the USDA/FSA Intranet.
Local Offices Search to locate the local office.
USDA Home Link to USDA’s Home Page.
Payments Returns to the NPS Welcome Screen.
Search Allows the user to search for payments from all workilists.
WorkList Worklist choices may include the following dependent on the level

of security the user has:

Manual Handling (Search of Manual Handling)
Certification

Signing

Reset Held Payments.

Financial Services

Link to the FSA Financial Services Home Page.

Dishursement
Replacement

Allows the user to create a non-NPS automated clearing house or
check replacement. Detailed instructions for this functionality will
be released in a future notice.

FSA Home Page

Link to the FSA Home Page.

Logoff

Allows the user to log off of Financial Services.

C Online Help

12-8-08

Online help is available throughout the application. On the right top portion of the screen,
click the question mark inside the circle on any screen to access online help.

Page 6




Notice FI1-2877

3 Manual Handling Worklist for Service Center Representative

A Manual Handling Worklist for Service Center Representative Contents

12-8-08

The Manual Handling Worklist for Service Center Representatives contains all payments that
have been processed by a web-based program or System 36 application that interfaces to
NPS and requires intervention before the payment can be issued. The Manual Handling
Worklist provides the capability to process the following, in the order of priority.

e Prompt payment interest due. Click the applicable radio button that designates the
reason code for the prompt payment interest due. The NPS-calculated prompt payment
interest amount may not be changed.

e Foreign person tax withholdings. If the foreign person flag is set in the producer
profile, or sent as part of the payment information by the interfacing program application,
then NPS will display the payment for the Service Center Representative to determine
whether the payment recipient has filed IRS W-8ECI providing exemption from foreign
person tax withholding. If the payment recipient has not filed IRS W-8ECI stating the
payment recipient is exempt from the tax withholding, then the Service Center
Representative will apply the withholding. NPS will default to a 30 percent withholding
because all countries are currently taxed at 30 percent, but NPS allows this to be
overridden to a different percentage in the event that tax laws change.

e FSA/CCC claims. If 1 or more FSA/CCC claims are present on the claims database,
then the claim will be displayed for the user to determine whether the claim should be
offset from the current payment. The Service Center Representative must determine
whether the offset shall be taken or whether the offset amount will be overridden. If the
offset amount is overridden, then the Service Center Representative must enter a reason
code from a drop-down list for overriding the offset.

e Receivables. If areceivable is present in the receivables database, then the receivable
will be displayed. A payment should not automatically be reduced for an outstanding
receivable because the receivable is not a delinquent debt until all due process, including
appeal rights, have been given to the debtor and/or until the receivable is eligible to
transfer to claim status according to 64-FI. The payment recipient may voluntarily elect
to have a receivable amount offset from a future payment. A receivable shall not be
offset unless the payment recipient has voluntarily requested that a payment be reduced
by the amount of the receivable.

e Other agency claims. If the “Other Agency Claim” flag is set in the producer profile,
then the Service Center Representative must manually enter information for the claim
and apply the offset.

e Alternate Payee. If the program application determines a program payment will require

an alternate payee, then the Service Center Representative will manually enter the
alternate payee name and address.
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Notice FI1-2877

3 Manual Handling Worklist for Service Center Representative (Continued)

A Manual Handling Worklist for Service Center Representative Contents (Continued)

¢ Reset payment processing. If the Service Center Representative has processed a claim,
receivable, foreign person tax withholding, prompt payment interest reason code, other
agency claim, or alternate payee information and determines that the process was
incorrect, then the Service Center Representative may reset the payment to the beginning
and remove all prior actions taken in NPS before the payment is released for certifying.

B Example of Service Center Representative Manual Handling Worklist

12-8-08

To review the Manual Handling Worklist for a County Office, CLICK “Manual Handling”
found under “WorkList”. From the drop-down box, select which county to view and CLICK
“Submit”. The counties listed in the drop-down box will depend on the user’s security role.
The following is an example of the County Selection — Manual Handling Worklist Screen.

T I O VI Ay

=———= National Payment Servicg

: Online

4,

eForms ContactUs Search Local Offices USDA Home,

PAYMENTS

Search - - e -
e County Selection - Manual Handling Worklist ( :)
WorkList v .

(2] Manual Handling

_ Blsearch Please select a county:
2| Certification
12! Reset Held Payments

FINANCIAL SERVICES

DISBURSEMENT REPLACEMENT

FSA Home Page

Logoff
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Notice FI1-2877

3 Manual Handling Worklist for Service Center Representative (Continued)

B Example of Service Center Representative Manual Handling Worklist (Continued)

12-8-08

The following is an example of the Service Center Representative worklist in NPS on the
Manual Handling WorkL.ist Screen.

S S e O o e TS TS T ST IS Y S O TSt

v

T TIPSO T
Si . : I o 2
=T National Payment Servicg M

- Online

eForms ContactUs Search Local Offices USDA Home | n

PAYMENTS

Search . .
== Manual Handling WorkList ( :)
WorkList g

| Manual Handling

3| Search
+| Certification 1. dJehn Dough Tax ID; 123456789 5
= Reset Held Payments Program: TTPPOSTOBBPRO Reference / Type: #01 2345675801 ( CE Amount: §1,000.00
FINANCIAL SERVICES Date Issued: 10-23-2006 State  County: K5 { 200 - Crawford { 037) Payment ID: #5851040
£ Reset Payment Processing
DISBURSEMENT REPL ACEMENT Foreign Perzon TaxWifithholding

FSA Home Page
2. John Dough Tax ID: 123456789 5

Logoft Program: TTPPOSTOBEFRC Reference / Type; #0123456784901 f CE Amount; §1,000.00
Date Issued: 10-25-2006 State / County: K5 { 20) - Crawford (037) Payment ID: #58961 11
» Reset Payment Frocessing

Eeceivable

3. Jane Dough Tax ID: 987654321 S
Program: TTPPOSTOBEFPRO Reference / Type: #012345678901 f CE Amount: §1,000.00
Date Issued: 10-25-2006 State  County: KS { 200 - Crawford ¢ 037) Payment ID: #985861 26
> Reset Payment Processing

Foreign Person Tax Wfithholding

Note: In this example, the user ID has authority to serve as a certifying official; therefore,
under “WorkList”, “Certification” is displayed. If the user was logging in to NPS to
certify payments, the user would CLICK “Certification” to change to the appropriate
worklist.
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Manual Handling Worklist for Service Center Representative (Continued)

Notice FI1-2877

C Entering Search Criteria to Filter Manual Handling Worklists

The Manual Handling Worklist will display all payments to be processed by the Service
Center Representative, unless the search criteria option is used. The search criteria option
allows the Service Center Representative to filter the Manual Handling Worklist, which may
make the worklist more manageable during heavy payment cycles.

The search criteria option is available on the left banner of the screen. Under “Manual

Handling”, CLICK “Search”. The following is an example of the Manual Handling

WorkList Search Screen.

T I G WG A G )

—_—  ——
s Online

PAYMENTS
Search
WorkList
=] Manual Handling
2| Search
=] Certification
=] Signin,
=] Reset Held Payments

FINANCIAL SERWVICES

DISBURSEMENT REPLACEMENT

FSA Home Page

Logoif

National Payment Servicf _ _,.;-’;;-n

eForms ContactUs Search Local Offices USDA Hl:l_l"ne.‘l, :

Manual Handling WorkList Search

County: SelectCounty Vi

Issue Date Range:

Begin: i1 1 |;i15 MQDDEI | (MMIDDM

End: !11 |;!15 MEDDB | (MMIDIDA YY)

Payment Status: | Select Status ~|

ect Status

& None Foreign Person Tax Withholding
1 | Claim
O Tax ID: | Receivable
Other Agency Offset
O Program: Prompt Pay

Alternate Payes

O Reference:

Code: | Selact Code v

Number:

Payment ID: | |
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Notice FI-2877
3 Manual Handling Worklist for Service Center Representative (Continued)
C Entering Search Criteria to Filter Manual Handling Worklists (Continued)

The user may select any option, or combination of options, to reduce the size of the Manual
Handling Worklist. The options are as follows.

e Multiple Field Search. The following fields are available.

e Inthe “County” field, the drop-down list will display all counties for which the user
has access.

e Inthe “Issue Date Range” field, select the beginning and ending dates.
e Inthe “Payment Status” field, use the drop-down list to select 1 of the following:

e “Foreign Person Tax Withholding” to display payments requiring foreign person
tax withholding

e “Claim” to display payments requiring claims offset
e “Receivable” to display payments requiring receivable offset

e “Other Agency Claim” to display payments requiring other agency claim
processing

e “Prompt Pay” to display payments requiring prompt payment interest reason
codes

e “Alternate Payee” to display payments requiring an alternate payee.

Notes: Additional search criteria available within the “County” and “Issue Date
Range” fields include the following:

e “None”, which is the default selection
e “Tax ID” and “Type” to display payments to a particular entity

e “Program” to enter the program code that was entered by the initiating
application

o “Reference Code” and “Reference Number” to display payments to a
particular reference range of reference number; that is, farm number range
or contract number range. Use the drop-down list to display the types of
reference codes.

Enter the applicable fields and CLICK “Search” to complete the search.
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Notice FI-2877
Manual Handling Worklist for Service Center Representative (Continued)

C Entering Search Criteria to Filter Manual Handling Worklists (Continued)

¢ Single Field Search. Users may search for a specific payment. Complete the “Payment
ID” field and CLICK “Search”.

Note: The payment ID number is assigned by NPS and passed back to the initiating
program application as part of the payment request confirmation record.

D Applying Prompt Payment Interest

NPS will determine whether a payment meets the criteria to apply prompt payment interest.
If prompt payment interest is required, the payment will display on the Service Center
Representative’s payment worklist to select the appropriate reason code for the late payment.
The following is an example of the Prompt Payment Reason Code Screen.

Farm Service Agency

" . FlE | &
=—-———  National Payment Serwcf ! oA
: Online o« : 8 44
eforms ContactUs Search Local Offices USDA Hd_m_e'\. . 3 |
PAYMENTS
Search . -
==Ly Payment Processing - Prompt Payment Reason Code
WorkList v 9 : v @
Manual Handling
[2] search John Dough
Bl Certifieation Tax ID: 5 Program: TTPPOSTOBBPRO Reference / Type: #012345678301-CE
Signing
Reset Held Payments Date Issued: 10-27-2008  State / County: KS (207 -Crawford (037) Payment ID: #5902119
Last Updated by: MPS:jobScheduler on 10-31-2008
FINANCIAL SERVICES
Original Payment Amount: §1000.00
DISBURSEMENT REPL ACEMENT Prompt Pay Interest Date: 12-31-2007
Interest Rate: 4 8000%
FSA Home Page
Total Payment Amount: $1038.01

Logoff Remaining Payment Amount: ~ §1038.01
High nurmber of payments being pracessed(Hy)
Program documentation delayDD)

Local office misplacementmishandling{MD)

o o O O

Computer system failure{CF)

Save | | Cancel
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Notice FI1-2877

Manual Handling Worklist for Service Center Representative (Continued)

D Applying Prompt Payment Interest (Continued)

NPS will automatically calculate the amount of the prompt payment interest if the payment is
not made by the due date. Prompt payment interest may not be overridden. The Service
Center Representative:

e must click the radio button that best describes the reason that the payment was not made
on time

e may click either of the following:
e “Save” to complete the process

e “Cancel” to end processing without saving the changes. The payment is returned to
the Service Center Representative’s worklist.

Note: See 61-FI for more information on prompt payment interest.
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Notice FI-2877
3 Manual Handling Worklist for Service Center Representative (Continued)
E Applying Foreign Person Tax Withholding

IRS requires that a foreign person tax be withheld from any payment made to a foreign
person. The tax withholding is currently 30 percent for all foreign persons. If the payment
recipient is coded as a “foreign person” in the payment profile, the payment will display on
the Service Center Representative’s worklist. The following is an example of the Foreign
Person Tax Withholding Screen.

Unline - ¥ G TR 7 —"
eForms ContactUs Search Local Offices USDA Hd_l_'l'_l_ex_ v . m =
PAYMENTS
D= Payment Processing - Foreign Person Tax Withhelding ®
WorkList
Manual Handling
Search Larry Jones
Bl Tax ID: 5 Program: TTPPOSTOBBPRO Reference /Type: #012345678901-CE
gning
[2] Reget Held Payments Date Issued: 05-21-2008 State / County: K3 (200 -Crawford (037) Payment ID: #5591040
Last Updated by: NR001128 on 05-22-2003
FINANCIAL SERVICES o
Original Payment Amount; 1000000
DISBURSEMENT REPLACEMENT Prompt Pay Interest Date: 12-27-2007
Interest Rate: 4.5000%
FSA Home Page
Total Payment Amount: $1038.M
Logoff Remaining Payment Amount:  $1038.01

** Note: Pre-populated amount is 30% of the total payment amount. **

Remaining Payment Amount:  $1038.01

Percentage to Withhold: %

Total Foreign Person Withholding:  $311.40
Remaining Payment Amount if Applied: §726.61

[Save] [ Re-Calculate ] ’ Cancel l

If the foreign person has:

o filed the proper form to claim exemption from the foreign person tax withholding, then
the Service Center Representative shall reduce the percentage to zero

¢ not filed the proper form to claim exemption from the foreign person tax withholding,
apply the 30 percent reduction for tax withholding and CLICK *“Save”.
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Notice FI-2877
3 Manual Handling Worklist for Service Center Representative (Continued)
E Applying Foreign Person Tax Withholding (Continued)

If the foreign person tax withholding is saved and:

¢ no other special processing is required, the payment will move to the Certifying Official’s

payment worklist

o other special processing is required, NPS will display the next special processing item for
the payment recipient.

Note: See 62-FI for additional information on foreign person tax withholding.

F Offsetting a Claim in NPS

To process a claim, in the Manual Handling Worklist the Service Center Representative must
CLICK “Claim”. The following 2 screen shots are an example of a claim processing screen.

Farm Service Agency = : I o =
= National Payment Servicg iy . |_e
( SLELHE eForms ContactUs Search Local Offices USDA Hnme"., 4 i I S b 8
PAYMENTS
Search f _Clai
e Payment Processing - Claims @

- Manual Handling

12-8-08

2| Search
2| Certification
2| Signing
2| Reset Held Payments

FINANCIAL SERVICES

DISBURSEMENT REPL ACEMENT

FSA Home Page

Logoff

Jane Dough

Tax IDx E Program: 07DCPDPYWHT Reference / Type: #0001044-FM

Date Issued: 09-25-2008 State /County: GA(13)-Seminole {253) Payment ID: #7114567
Last Updated by: MPSjobScheduler on 09-25-2008

Criginal Payment Amount: F357.00

Remaining Payment Amount: §357.00

Offset Manual Claim
Created Type Program Claim #
1. 06-18-2008 PB

05-07CDP #101325300481

Candidate Payments Already Applied to this Claim

Payment ID Payment Status Amount Applied
1. #7104264 Signed § 4485
Total Payments Applied: 4455
Remaining Debt Amount: F0.54
Debt Amount: §0.54
Amount Available to Apply: 5 45.09
Override Reason: | Mane ~ |
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Notice FI1-2877

Manual Handling Worklist for Service Center Representative (Continued)

F Offsetting a Claim in NPS (Continued)

FS5A Home Page
Logoff Offset Manual Claim
Created Twpe Program Claim #
1. 06-18-2008 PB 05-07CDP #10132593200481
Candidate Payments Already Applied to this Claim
Payment ID Payment Status Amount Applied
1. #71042645 Signed § 4455
Total Payments Applied: 4455
Remaining Debt Amount: F0.54
Debt Amount: $0.54
Amount Available to Apply: 3 45.09
Override Reason: | Mone v |
Claim Reduction Total: $45.09
Remaining Payment Amount if Applied: F311.91
[ Save ] [ Re-Calculate ] [ Cancel ]

If a claim is present in the centralized database, then the claim will be displayed on the
screen. If the producer profile indicates that the producer has a claim, but no claim is present
in the centralized database, the user will enter the claim information using the “Offset
Manual Claim” link before processing the claim. See subparagraph G.

The “Debt Amount” field displays the total remaining in the claims database for the
displayed claim. In this example, the payment recipient has previously had $44.55 applied to
other claims and receivables, as displayed in the “Total Payments Applied” field. The
previous payment was signed, as shown in “Payment Status” under “Candidate Payments
Already Applied to this Claim”, and the offset has updated the claims database at the time
this payment is being presented to the Service Center Representative. However, it is
important the Service Center Representative look at the “Remaining Debt Amount” field to
determine the amount to be offset.
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Notice FI1-2877

3 Manual Handling Worklist for Service Center Representative (Continued)

F

12-8-08

Offsetting a Claim in NPS (Continued)

The Service Center Representative must click 1 of the override reasons if the full amount of
the claim is not being offset. Use the override reason code:

“None”, if the full debt amount is being offset
“Bankruptcy”, if the payment recipient has filed for bankruptcy and no offset is taken

“Appeal”, if the payment recipient has filed an appeal and the appeal process is not
complete

“Small Balance”, if the claim will be written off for a small balance
“Claim Paid in Full”, if the full claim amount has been paid

“Producer Request”, if there is more than 1 claim and the claims are being paid out of
order

“Funds Depleted”, if the total payment amount is less than the claim balance

“Disaster/Debt Offset Deferred”, if taking the offset is being deferred because of a
disaster.

The Service Center Representative may CLICK:

“Re-Calculate” to display the “Remaining Payment Amount if Applied”, if the “Amount

Available to Apply” has been changed

“Save” to complete the process

“Cancel” to end processing without saving the changes. The payment will be returned to
the Service Center Representative’s worklist.

If the offset is saved and:

no other special processing is required, the payment will move to the Certifying Official’s
payment worklist

other special processing is required, NPS will display the next special processing item for
the payment recipient.
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Notice FI1-2877

3 Manual Handling Worklist for Service Center Representative (Continued)
F Offsetting a Claim in NPS (Continued)
The following screen displays the payment request after users CLICK “Re-Calculate”.
Farm Service Agency s - 4 o
= National Payment Servicg @ ot |
ZIteite eforms ContactUs Search Local Offices USDA Hume"._ i = ET—— .
PAYMENTS
M_ Payment Processing - Claims
WorkList
| Manual Handling
3] Se_nr:h_ Jane Dough
Gl e Tax I E Program: 07DCFDFWHT Reference { Type: #0001044 -Fh
- Signing
5] Reget Held Payments Date Issued: 09-25-2008 State /County: GA(13)-Seminole {253) Payment ID: #7114567
Last Updated by: NPSjobScheduler on 09-25-2008
FINANCIAL SERVICES
Criginal Payment Amount: $357.00
DISBEURSEMENT REPL ACEMENT Remaining Payment Amount: $357.00
FSA Home Page
Logoff Offset Manual Claim
Created Type Program Claim #
1. 06-18-2008 PB 0a8-07CDP #F10132530043
Candidate Payments Already Applied to this Claim
Payment ID Paymenmt Status Amount Applied
1. #T104265 Signed § 4455
Total Payments Applied: $44.55
Remaining Debt Amount: F0.54
Debt Amount: §0.54
Amount Available to Apply: k3
Override Reason: |Nune V|
G Entering Claim Data in NPS if Claim Is Not in Centralized Database
If the producer profile indicates that the producer has a claim, but no claim is present in the
centralized database, the user shall CLICK “Offset Manual Claim” to enter the claim
information.
Note: A claim may not be present in the centralized database if the claim was established in
the last 5 workdays.
12-8-08
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Notice FI-2877
3 Manual Handling Worklist for Service Center Representative (Continued)
G Entering Claim Data in NPS if Claim Is Not in Centralized Database (Continued)

The following is an example of the Offset Manual Claim Screen.

Farm Service Ayency
—

National Payment Servicy‘ ot

(')"I”” eForms ContactUs Search Local Offices USDA Hume"._ 4

PAYMENTS

Search
WorkList
~*| Manual Handling
2| Search
2| Certification
=+ Signing
| Reset Held Payments

Payment Processing - Offset Manual Claim @

John Dough

Tax ID: S Program: TTFFOSTOBBPRO Reference / Type: #012345678901-CE

Date Issued: 10-23-2006 State /County: KS (200 -Sheridan (178) Payment ID: #53920349

Last Updated by: RB0O32293 0n 03-27-2007
FINANCIAI SERVICES

Original Payment Amount: $100.00
DISBURSEMENT REPL ACEMENT Prompt Pay Interest Date: 12-27-2005

Interest Rate: 4.5000%
F5A Home Page

Total Payment Amount: $103.80
Logoff Remaining Payment Amount: $102.76

**The offset of a payment by manual claim identification can only be performed against Farm Program claims.™

Claim Number:

Agency Code: | Producer (10) "

State Code: | ALABAMA(D1)-AL v

County Code: I:I
Sequence = I:I

Manual Claim Amount:

]

| ALABAMADTI-AL v

1]

Responsible State Code:

Responsible County Code:
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Notice FI-2877
3 Manual Handling Worklist for Service Center Representative (Continued)
G Entering Claim Data in NPS if Claim Is Not in Centralized Database (Continued)

The data to populate the requested information on the Offset Manual Claim Screen is found
on FSA-671, as follows.

COUNTY
CODE
e U.S. DEPARTMENT Er_;a—muc-:ﬁu_n;_______-_Tz-. TR 1;.._|‘._:I._ CONTROL NO.
(10-21-1987) Farm Service Agency I i SCTOADTEE st 16 Duﬁ“<:| SEQUENCE#
CLAIMS DATA TRANSMITTAL RECORD !lsriki“m .m.l_z_i
A OO WO L oA RO O . NER—
SECTION I - CLAIM IDENTIFICATION CopE
o rvee oF coaw 5. BASIS OF CLATH 16, PROGRAM (L1st) A ot
45 | 11 421 |Anzcnp __________ { { __________ $2,280.00
7. PRIOR TRANSKITTAL MO, |8. PRIOR TRANSWITIALOATE 8. ik e NN il
0008 | 09/11/2007 e = ________ l; _________________________
5. DATE OF INDEGTEDNESS |10, LONVFARWOTHER No. 1o, l PN T TNl
_ louuuzouﬁ I 2871 c E i _____ 1 _________________________
11, INTEREST rmmz INTEREST wps:u IN;"STA;'I.'-DATEIN_ORIGINRLCL;EE_PR;;EI;;L__“ ' l SUARGAL _ $2.280.00
5.125 [ | 09/26/2007 15, CLAIM PRINCIPAL OUTSTANDING "CLAIM Q $2,280.00
""""""""" SECTION II - CLAIMS ACTION AND STATUS CRANG AMOUNT
16, A, TRANSFERRED: STATE- 43 oAl | S 7. TewIwre TR
B. AmoL IA Unch‘Iectab‘}e | .
o aminr: STATEGODE . COPYCOR | swn Mewimie T

Select the appropriate Agency code from the drop-down list. The Agency code is the
third set of numbers found in FSA-671, item 2.

e Select the appropriate State code from the drop-down list. The State code is the first set
of numbers found in FSA-671, item 2.

e Enter the appropriate county code. The county code is the second set of numbers found
in FSA-671, item 2.

e Enter the appropriate sequence number. The sequence number is the fourth set of
numbers found in FSA-671, item 2.

e Enter the manual claim amount. The manual claim amount can be found in FSA-671,
item 15.

e Enter the responsible State code. The responsible State code can be found in FSA-671,
item 16 A.

e Enter the responsible county code. The responsible county code can be found in
FSA-671, item 16 A.
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Notice FI-2877
3 Manual Handling Worklist for Service Center Representative (Continued)
G Entering Claim Data in NPS if Claim Is Not in Centralized Database (Continued)
Users can click either of the following:

“Add” to add the claim to the worklist for offset
e “Cancel” to disregard the entered information.

H Offsetting a Receivable

If the payment recipient has a receivable in the receivables database, the payment will
display on the Service Center Representative’s worklist. CLICK “Receivable” to display the
payment. The following is an example of the Receivables Screen.

Farm Service Agency
Htid
Online

National Payment Servitf'f o
eForms ContactUs Search Local Offices USDqum_e‘._‘ i . 3 . by
PAYMENTS
Search

WorkList
nual Handling

Payment Processing - Receivables @

Jane Dough

= Tax ID: S Program: O07DCPDPPMUT  Reference ! Type: 0000044 -Fh
Signing
Reset Held Payments Date Issued: 09-25-2008 State /Cownty: GA(13)-Seminole (253) Payment ID: #7113744

Last Updated by: MPES:jobhScheduler on 09-25-2008
original Payment Amount: $409.00
DISBURSEMENT REPLACEMENT R ining P it $409.00

FINANCIAL SERVICES

FS5A Home Page

Due Date Program Receivable #
1. 03-03-2005 04LDPCORNC #1325301853

Logoff

Candidate Payments Already Applied to this Receivable

Payment ID Payment Status Amount Applied
1. #7T1037493 Signed §351.00
2, #7T103794 Signed § 51065
3. #7T103816 Signed $ 5500

Total Payments Applied: $316.65
Remaining Debt Amount:  §0.00
Receivable has been satisfied by Signed Payments and is awaiting update in Debt Data Mart

Debt Amount: §0.00

Amount Available to Apply: $0.00

Remaining P. it Amount if Applied: $408.00

Save [ Re-Calculate ] [Cancel]

In this example, the payment recipient has satisfied a receivable totaling $916.65. Three
offsets have been applied, as displayed under “Candidate Payments Already Applied to this
Receivable”, but have not updated the receivables database yet.

Note: Claim repayment has a higher priority than receivable repayment. Therefore, claims
will be offset before receivables.
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Notice FI-2877
3 Manual Handling Worklist for Service Center Representative (Continued)
H Offsetting a Receivable (Continued)
A receivable shall be offset if the:
e payment recipient has voluntarily elected to have the receivable offset from a payment

e receivable is the result of a program overpayment that requires the overpayment be offset
from the next payment in the same program.

The Service Center Representative shall:
e reduce the “Amount Available to Apply” to zero, if the receivable is not to be offset

e reduce the “Amount Available to Apply”, if the payment recipient voluntarily elected to a
lesser amount

o offset the full “Amount Available to Apply”, if the program requires that the receivable
be offset from the next payment in the same program.

The Service Center Representative may CLICK:
e “Re-Calculate” to update the “Total Payments Applied”
e “Save” to complete the process

e “Cancel” to end processing without saving the changes. The payment will be returned to
the Service Center Representative’s worklist.

If the receivable is saved and:

e no other special processing is required, the payment will move to the Certifying Official’s
payment worklist

e other special processing is required, NPS will display the next special processing item for
the payment recipient.
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Notice FI-2877
3 Manual Handling Worklist for Service Center Representative (Continued)
I Other Agency Offset

A payment will be offset for an other agency debt, if the “Other Agency” flag is set for the
producer profile. The following is an example of the Other Agency Offset Screen.

Farm Service Agency (= 1 o £
= National Payment Serwc_? ot | =
= 7 L 7 - e -+ 4
LA efForms Contact Us Search Local Offices USDA Home | i e e
PAYMENTS
Search . = .
S=EET Payment Processing - Other Agency Offset
WorkList v 9 9 v @
| Manual Handling
= Search Jane Dough
P Lo iz Tax ID: E Program: O7MILCI Reference  Type: #000089-CT
| Signing
3] Reset Held Payments Date Issued; 04-17-2007 State /County: SD (463 -SPIMK {1158) Payment ID: #6660083
Last Updated by: DCO10418 on 04-30-2007
FINANCIAL SERVICES
Original Payment Amount; $406.98
DISBURSEMENT REPL ACEMENT Prompt Pay Iiterest Date: 03-07-2007
Interest Rate: 5.2500%
FSA Home Page
Total Payment Amount: 540942
Logoff Remaining Payment Amount: $409.42
Add Other Agency Offset To Payment
Amount To Offset: § |
Other Agency Payee Name: | |
Address 1: | |
Address 2: | |
ci: | |
State: |Se|ect One V|

D Do not Apply Payment to Debt
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Notice FI-2877
3 Manual Handling Worklist for Service Center Representative (Continued)
I Other Agency Offset (Continued)

To add an other agency offset, the following Other Agency Offset Screen data must be
manually entered:

e “Amount To Offset” to enter the amount to be applied to the other agency offset

e “Other Agency Payee Name” to enter the other agency payee name as it should be
displayed for payment

e “Address 1” to enter the appropriate other agency address information
e “Address 2” to enter the appropriate other agency address information
e “City” to enter the appropriate city

e “State” to select the appropriate State from the drop-down list

e “Zip” to enter the appropriate ZIP Code.

Click either of the following:

e “Add” to have the other agency offset information entered applied against the payment
request

e “Clear” to remove the other agency offset information entered.

CLICK “Do not Apply Payment to Debt” if there is no offset to be taken.
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Notice FI-2877
3 Manual Handling Worklist for Service Center Representative (Continued)

I Other Agency Offset (Continued)

This is an example of the Other Agency Offset Screen that will be displayed with the offset
being applied against the payment request.

Farm Service Agency (= : fd e
= ———  National Payment Servic@ @ vt |
: Online y f J % 1 |

eForms ContactUs Search Local Offices USDA Home'

PAYMENTS
Search . s .
== Payment Processing - Other Agency Offset
WorkList y I deney ®
| Manual Handling
2 Search Jane Dough
> Certification Tax ID: E Program: OTMILCI Reference / Type: #000089-CT
| Signing
> Reset Held Payments Date Issued: 04-17-2007  State [ County: S0 (46)-SPINK (115 Payment ID; #6660083
Last Updated by: DCO10418 an 04-30-2007
FINANCIAL SERVICES
Original Payment Amount; $406.98
DISBURSEMENT REPL ACEMENT Prompt Pay Interest Date: 03-07-2007
Interest Rate: 5.2500%
FSA Home Page
Total Payment Amount; §409.42
Logoff Remaining Payment Amount:  $409.42

1. Agency Name: USDA-MRCS Offset: §245.00
Suite 211

301 Farm Road

Stillwater, OK 74075

Adid Other Agency Offset To Payment

Amount To Offset: g

Click 1 of the following:

“Edit” to edit any of the other agency offset information that was entered
“Remove” to remove the other agency offset information

“Save” to apply the other agency offset against the payment

“Exit” to not apply the other agency offset against the payment.
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J Alternate Payee

Notice FI1-2877

Manual Handling Worklist for Service Center Representative (Continued)

Based on individual program necessity, a payment can be flagged by the program application
as eligible for alternate payee processing. An alternate payee is someone who is entitled to

receive the payment, but is not necessarily the person who earned the program benefit. The
following is an example of the Alternate Payee Screen.

Farm Service Agency
—

Onlirne

PAYMENTS

Search

WorkList

=+ Manual Handling
= Semrch

-+ Certification

e

+ Aaseat Held Payments

FINAHCIAL SERVICES

DISEURSEMENT REFLACEMENRT

National Payment Servicedl v

eferms ContactlUs Search Local Gifices USDHIIomcI._ i

Payment Processing - Alternate Payee @
John Dough

Taxilk 123456759 5 Program: TTIPPOSTOEBEPRO  Refarence . Type: #012348678801-CE

Dare lssuek 05-08-005 Srafe (Cowny: KS (200 -Sherdan (0750 Paganent I #67635002
Last Updated by testlserMpsPOC on 05-09-2008

Original Payimat Amount: £100.00
Remaining Payment fumownk: §100.00

Spectfy an Afternate Payee for the Payimant

[ Fareign Address

Alvarnate Payaes Name: |

Addrass 1: |

Adldress 2: |

oy |

State: |Seleci One
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Notice FI-2877
3 Manual Handling Worklist for Service Center Representative (Continued)
J Alternate Payee (Continued)

To add an alternate payee where the address is not foreign, the following Alternate Payee
Screen data must be manually entered:

“Alternate Payee Name” to enter the alternate payee name

“Address 1” to enter the appropriate alternate payee address information
“Address 2” to enter the appropriate alternate payee address information
“City” to enter the appropriate city

“State” to select the appropriate State from the drop-down list

“Zip” to enter the appropriate ZIP Code.

Click 1 of the following:

e “Save” to complete the process
e “Clear” to remove the alternate payee information entered
e “Exit” to return to the Manual Handling Worklist.

To add an alternate payee where the address is foreign, CLICK “Foreign Address” and
manually enter the following data:

“Alternate Payee Name” to enter the alternate payee name

“Address 1” to enter the appropriate alternate payee address information
“Address 2” to enter the appropriate alternate payee address information
“Foreign Address Line” to enter the appropriate foreign address information.

Note: If the forced check indicator (see subparagraph N) has also been set by the program
application, the address information cannot be modified. Users may enter the
alternate payee name, but the check will be mailed to the County Office. The County
Office will be required to distribute the check once the County Office has determined
all necessary actions have been completed.
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Notice FI1-2877

3 Manual Handling Worklist for Service Center Representative (Continued)

K Resetting Payment Processing

12-8-08

If the Service Center Representative determines that special processing was not completed
correctly, and the payment has not been transferred to the Certifying Official’s payment
worklist, the Service Center Representative may CLICK “Reset Payment Processing” to
remove all special processing. All special processing will be removed and the payment will
remain on the Service Center Representative’s worklist.

“Reset Payment Processing” can also be used if an accounting flag has been changed since
the time that the payment was initially processed by the program application. NPS will read
the accounting flags in the customer profile when “Reset Payment Processing” is clicked.

Incorrect Indicators in Payment Profile

Occasionally, a payment will be processed before a claim or receivable indicator has been
removed from the payment recipient’s payment profile, because the database was updated
after the payment request was processed by the web-based application. If the indicator is
outdated, NPS will display either of the following messages when the Service Center
Representative processes the payment:

e “There are no claims in the database that meet the criteria provided.”
e “There are no receivables in the database that meet the criteria provided.”

The Service Center Representative shall CLICK “Save” to complete the process.
Priority of Special Processing

If a payment requires more than 1 special processing event, NPS will present the special
processing in the following order of priority:

prompt payment interest
foreign person tax withholding
FSA/CCC claims

receivables

other agency claims

alternate payee.
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Notice FI-2877
3 Manual Handling Worklist for Service Center Representative (Continued)
N Forced Check Indicator

Based on individual program necessity, an option has been included in NPS to have a check
made out to the program participant, but mailed to the County Office address. This option,
referred to as a forced check indicator, is limited to specific programs and specific
circumstances. An example would be where a program participant is scheduled to sign for a
loan. The Service Center can prepare the paperwork, request the loan payment, and force the
check to be delivered to the Service Center to hand it to the program participant at the time of
loan signing.

4 Worklist for Certifying Official
A Worklist for Certifying Officials Contents
The worklist for Certifying Officials contains all payments that:

e have been processed by the Service Center Representative
e do not require additional special processing by the Service Center Representative for:

prompt payment interest
foreign person tax withholdings
claims

receivables

other agency claims

alternate payee information.

Note: The Certifying Official must have CCC-392 on file.
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Notice FI1-2877

4 Worklist for Certifying Official (Continued)
B Example of a Certifying Official’s Worklist
The following screen will display when the Certifying Official clicks “Certification” from the
banner on the left side of the screen. This allows the user to select the required county.
Multiple counties will display in the drop-down box, which is determined by the Certifying
Official’s security access. The Certifying Official may select to see all pending payments, or
limit the worklist to a particular tax 1D or program code.
=T TFT LR Al e o T T =T -
Farm Service Agency r - Ly Q
T National Payment Semc'p b
. ; S
AL eforms ContactUs Search Local Offices USDA Home.'l
PAYMENTS
Search : : : Ll
Search County Selection - Certification Worklist
WorkList ounty election - Lertification Workli ®
2| Manual Handling
I Search Please select a county:
2 Certification
=~ Signing Crawford(037) - K3 v
* Reset Held Payments
FINANCIAL SERVICES ©Mone
D (O Tax ID:| | Type:| SEN(3) v
DISBURSEMENT REPLACEMENT  [EFQY:-"ORTEN) CO{|9;|:|
FSA Home Page
e
Logoff
The following is an example of a Certifying Official’s worklist on the Payment Certification
WorkList Screen.
Farm Service Agency t d of '
= ————  National Payment Semcp o
: Online , . e TS
cforms ContactUs Search Local Offices  USDA Home | -
PAYMENTS
Sedrch Payment Certification WaorkList C
Warkil st
* Manual Handling
_lsenreh 1. John Dough Tax Ik 5 Detail
HW Program:  0SELDPECORM Reterence | Types#50251 - LD Arnount; $25.00
! Repect Held Payments Date Isswpead; 03-27-2008 State | Comty: K5 (20) - Crawtond (037} Payment I0:#T 08358
L Jane Dough ToxIl: E  Dedail
Al Ran Piogram: DSELDPECORM  Reference  Type:#50352- LD Amount:$19,350.00
DISBURSERENT REPLACEMENT Diate Dssapdl: 03-27-200550008 | oy K5 (20) - Crangford (037 Payment 1D #T02863
3. Jane Dough Taxik & Detail
FSA Home Fage Program: DSELDPECORM  Reference  Type:r#50353- LD Amownz§1,627 44
: Date Issued: 03-01-200& State | Comtyz 1S [20) - Crawford (037 Pavment 10 #709206
Leaoll s JackDough  TaxiD: 5 Detai
Program: 0SELDPECORM Raferance | Type: #50355 - LD Amowi: 360660
Date Issued; 03-01-2005:5 ate | Commy: K5 (20) - Crawtond (037} Payment ID:#710028
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Notice FI-2877
4 Worklist for Certifying Official (Continued)
C Processing Payments as a Certifying Official
The Certifying Official is signing a payment electronically. The Certifying Official must
CLICK “Detail” for each payment to be electronically signed. Any special processing by the

Service Center Representative will be displayed. The following is an example of the
Payment Certification Approval Screen that a Certifying Official will electronically sign.

PAYMENTS

Search Fayment Certilication Approval @
Workl st

¥ Manual Hamoking

John Dough
T 1 5 Prograne Q5SELDFECORM  Referance  Type: 50351 - LD

Drate ssueilk 03-27-2005  State SComdys K5 (300 - Crawdond (D37 Payinead ;. F=T0S558

ARANCEAL STRWVCES Transaction Summarny:
S ELESFRENT B ACFRMENT Cuiginal Paynent Ansourt: 2500
{Mher Agency Offsot:
1. kurd Test
G0 Beacon
K, MO 54133 [-1410.00

Disharscmicnt Payes Infonnabion:
John Dough H15.00

Acilon;
Pleass Seledct Ones
&) Dt
) Appioe
{___"l Rarat Payment Prosssing

oy W T il by Frogram
o (ihis setecion faces Th progeam application o cancal B paymast

| Submil | [ Submit and Conlinue »»=> ]

A Certifying Official may not change any of the Service Center Representative’s special
processing. The Certifying Official must click the applicable radio button to:

“Defer” the payment for later processing, which is the default

“Approve” the payment as being proper, due, and payable as it is

“Reset Payment Processing” for special processing by a Service Center Representative
“Hold for Cancel by Program” by the initiating web-based program application.

Note: See the applicable program instructions to cancel a payment through the initiating
program application.

The Certifying Official must click either of the following:
e “Submit” to accept the action and return to the worklist

e “Submit and Continue” to accept the action and move to the next payment on the
Certifying Official’s worklist.
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Worklist for Signing Official

Notice FI1-2877

A Worklist for Signing Officials Contents

The worklist for Signing Officials contains all payments that have been electronically signed
by a Certifying Official. The Signing Official’s electronic signature is the last step in
releasing the payments for disbursement.

The following screen will display when the Signing Official clicks “Signing” from the
banner on the left side of the screen. This allows the user to select the required county.
Multiple counties will display in the drop-down box, which is determined by the Signing
Official’s security access. The Signing Official may select to see all pending payments, or

limit the worklist to a particular tax 1D or program code.

Farm Service Agency

= Nat:onal Payment Semcy [‘* i

Online

eforms ContactUs Search Local Offices USDHHumen

PAYMENTS
Search
WorkList
2! Manual Handling
2iSearch
3] Certification

County Selection - Signing Worklist

Please select a county:

S | Crawiord337) - k5 ¥]

2| Reset Held Payments

 None
FINANCIAL SERVICES

DISBURSEMENT REPL ACEMENT D Program Cotle: |

FSA Home Page

Logoff

O Tax Iz

| Ty]le:! B3N (3) v
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Notice FI-2877
Worklist for Signing Official (Continued)
B Example of a Signing Official’s Worklist

The following is an example of a Signing Official’s worklist on the County Signing Screen.

Farm Sarvice Agency

Online

National Payment Servic’é: J;‘;"y}} -. s

eforms  ConmtactUs Search Locel Offices  USDA Home | . ek e

by

Payment Centification - County Signi
wnlkl-"st !" ] 1 1 ] !I' I_III III] @

i | i
*| Gearch 1. John Dough Taxik: kS
et Programe QSELDPECORMN  Releremce (Type # 50494 - LD Amount: $5,719.57
Date Issued 10-05-2005 State  Comty: K5 (303 - Crawdord (037) Payiment 10 2776490
Ceatified By, DLOSITTI - 10-06-2005
B FEMCCs Ofzef | M b Recewables | M) Olher Agency Offset (M) Alternate Payee M)
Chappion
) pisputa
(5 et
% Jane Dough T I0c g
Programe QSELDPECORMN  Referemnce (Type # 50494 - LD Amount: §4,855 06
Date |ssued: 1 0-05-2005 Stafe / Conmty: K5 (30) - Crawdord (037) Payment I0: 2776500
Ceatified By DLOSITTI - 10-06-2005
B FSACCC Offzet{ N Receivaales | M) Olher Agency Offset (M) Altarmate Payee (M)
(Chappioe
) pisputa
(% et

[ Complete Sign Frocess |

C Processing Payments as a Signing Official

12-8-08

The worklist for a Signing Official displays the payments that have been electronically
signed by a Certifying Official. The County Signing Screen will display the following:

payment recipient’s name and 1D number

payment program code

payment reference number, such as contract number, loan number, or farm number
amount of the payment earned

date of issue

State and county issuing the payment

payment transaction number

user 1D of the Certifying Official and date certified

status of offsets for FSA/CCC claims, receivables, and other agency claims.
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Notice FI1-2877

Worklist for Signing Official (Continued)

C Processing Payments as a Signing Official (Continued)

The Signing Official must click on the applicable radio button to:

e “Approve” the payment for disbursement
e “Dispute” the payment
o “Defer” the payment for later processing, which is the default.

Note: The default was changed from “Approve” to “Defer” to mitigate internal control
concerns.

When the applicable radio button has been clicked, the Signing Official must CLICK
“Complete Sign Process” to electronically sign the approved payments for disbursement.
Payments that were deferred will remain on the Signing Official’s payment worklist.
Payments that were disputed by the Signing Official will be displayed on the Certifying
Official’s worklist.

NPS will display a list of all payments that were approved or disputed. The Signing Official
must scroll to the bottom of the page to print the list on a local printer. File the printout in
the file labeled “FM-19-1", and maintain the printout for 2 years.

Separation of Duties

NPS validates that the separation of duties is applied. If an employee has certified a
payment, that payment will not display on the signing worklist for that user ID. If there are
not enough employees in the County Office to abide by the separation of duty requirement,
the County Office shall contact the State Office for an authorized State Office signing official
to complete the signing process. The State Office signing official shall request any
supporting documentation necessary to determine the appropriateness of the payment.
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Notice FI-2877
6 Reset Held Payments

A Overview

NPS provides users the capability to modify a payment request where “Hold for Cancel by
Program” was selected by mistake.

Note: To modify a held payment, on the left banner of the screen under “WorkList”, CLICK
“Reset Held Payments”.

The following is an example of the Reset Held Payment Search Screen.

W IR R WP WG AL ATy = - — " i
= National Payment Serwcr Vot |
y nine e X : b - ¥
eForms ContactUs Search Local Offices USDA Home | = 5 .
PAYMENTS
Search Reset Held Payment Search
WorkList
=1 Manual Handling _ _ . )
=l Search Note: Entering a Date Range will ensure the correct payment will be displayed.
2| Certification
=T Sinesin County: |Se|ectCounty Vl
>! Reset Held Payments Date Range:
FINANCIAL SERVICES Begin: |08 |¢[17 | ¢[2o08 | Mmooy
DISBURSEMENT REPL ACEMENT End: |11 |;‘15 |;!2DEIEI ‘ (MDD
FSA Homne Page ) None:
Logorr © Tax: | | Type:|IRS_Assignad () |

T I

) Reference:

Code: | Select Cade b

Number: |

Payment ID: |
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Notice FI-2877
6 Reset Held Payments (Continued)
B Search Criteria Available

Users may complete searches for specific payment requests by completing a multiple field
search or by entering the specific payment ID. The options are as follows.

e Multiple Field Search. The following fields are available.

e Inthe “County” field (required), the drop-down list will display all counties for
which the user has access.

e Inthe “Date Range” field (required), select the beginning and ending dates.

Notes: Additional search criteria available within the “County” and “Date Range” fields
include the following:

e “None”, which is the default selection
e “Tax ID” and “Type” to display payments to a particular entity

e “Program” to enter the program code that was entered by the initiating
application

o “Reference Code” and “Reference Number” to display payments to a
particular reference range of reference number; that is, farm number range or
contract number range. Use the drop-down list to display the types of
reference codes.

Enter the applicable fields and CLICK “Search” to complete the search.

e Single Field Search. Users may search for a specific payment. Complete the “Payment
ID” field and CLICK *“Search”.

Note: The payment ID number is assigned by the initiating program application.

12-8-08 Page 36



6

Notice FI1-2877

Reset Held Payments (Continued)

C Resetting “Hold for Cancel by Program” Payment Requests

12-8-08

Payment requests matching the search criteria will be displayed in the following screen.

Farm Service Agency . 4 o A
= National Payment Sefwcy ‘
Hine =
eforms ComfactUs Search Local Offices  USDA I-Inel'|
PAYMENTS
Search Reset Held Payment Seaich Resilts
WarkList
) Marus! Handli
w 1. John Dough Tae Il s Resat Payme
7 Cerfification Progean: Reference (Type: 250001 - LD Aiount; $10.45
| Signin| Dates 11-23-2004 State | County: NE {3} - Phelps (137} Payment Iz 25520
* Reset Held Piyments % Jack Dough Tan Ik § Fasal Paymerl
Program: Reference  Type: 350003 - LD Pmount; $2013.76
EINANCIAL SERWCES Date: 12-01.2004 State  County; KS (201 Sumner {191 Payment - 2636
DISBURSEMENT REFLACEMENT 1 Jane Dough Ta I E Fasat Pamenl
Progranm: Rederence « Type: s50066 - LD fmount: $251.86
FSA Hame Page Dt 12-03-2004 State | Conunty. IL (17} - Jeasey {083} Paymet I 27504
4. Johm Dough Tax Dz 5 Rasat Pajmerd
Logoff Progean: Reference Ty 250009 - LD Ruount; §795.72
Date: 12-03-2004 State | Connty: KS (200 - Sumner {191) Pyt 0z #7503

Verify that the appropriate payment request to be reset is displayed on the Reset Held
Payment Search Results Screen and CLICK “Reset Payment” to complete the reset for the
selected payment. The selected payment will be displayed on the following Payment
Processing - Reset Screen.

Farm Service Agency
——

National Payment Servichd vt
Online y Eﬁl Y S

eFormz ComlaciUs Search Local OMices  USDA Home ) i

PAYMENTS

2EBIEh P 1P i Heset
ekl ayment Processing - Hese @

* Manual Handling

+ S=arch Jﬂ-]].'l:l. D‘D
*| Cartifcation Ta ix: S Proaram: 04ELDPECORM Refarance < Typa: #50001 - LD

=1 Renet Held Payments Date stk 10-25-2005  State | Cotmty: ME (37)-Phelgs (137)  Payiment ID; #5520

FINARCIAL SERVICES Transaction Sumrany:
Crriginal Pagyment Aok $10.45
DISHURSEMENT REPLACEMENT
EEAHame Page Distursemnsent Payee idormation:
John Dousgh $10.45
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Notice FI-2877
6 Reset Held Payments (Continued)
C Resetting “Hold for Cancel by Program” Payment Requests (Continued)

Any administrative actions that were taken against the payment before being marked “Held
for Cancel by Program” will be displayed.

CLICK “Submit” to process the reset. The payment request will be placed on the appropriate
worklist for further processing. Any prior administrative actions will be reset and must be
completed again. If no additional administrative action is required, the payment request will
be placed on the Certification Worklist.

CLICK “Cancel” to leave the payment in “Held for Cancel by Program” status.

7 Entering Search Criteria to Filter Payments

A Overview

The worklist will display all payments to be processed by the Service Center Representative,
unless the search criteria option is used. The search criteria option allows the Service Center
Representative to filter the worklist, which may make the worklist more manageable during
heavy payment cycles.
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Entering Search Criteria to Filter Payments (Continued)

B Search Criteria Available

The search criteria option is available on the left banner of the screen. Under “Payments”,
CLICK “Search”. This is an example of the Payments Search Screen.

Farm Service Agency
—_—

Online

PAYMENTS
Search
WorkL ist
=] Manual Handling
=8 Sear:h

* Reset Held Payme:

FINANCIAL SERVICES

DISBURSEMENT RFPL ACEMENT

ESA Home Page

Logoff

National Payment Serwcy _,, e

eForms ContactUs Search Local Offices USDA Hume

Payments Search

{
15 P -

* Note: Search will return the first 50 records onIy Emenng an Issue Date Range

will ensure the correct pay

nts will be di

County:

Issue Date Range:

Begin:

Endl:

Payment Status:
& None

O Program:
O Tax 1Dz |

O Reference:

Code:

Number:

Payment ID:

i SelectCounty Vl

[11 [s[15 Ji2008 | qumrooereen
[11 |i15 | +|2008 | moorrern
! Select Status Vl

Select Status

Foreign Person Tax W

Claim

Receivable

Other Agency Offset
Cerification Approval
Signing Approval
Cancel Unsigned
Cancel Signed
Signed

Held For Pragram
FPrompt Pay
FPending In Gueue

Alternate Payee

Withhalding

I
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7 Entering Search Criteria to Filter Service Center Representative Worklist (Continued)

B Search Criteria Available (Continued)

12-8-08

The user may select any option, or combination of options, to reduce the size of the worklist.
The options are as follows.

e Multiple Field Search. The following fields are available.

In the “County” field, the drop-down list will display all counties for which the user
has access.

In the “Issue Date Range” field, select the beginning and ending dates.

In the “Payment Status” field, use the drop-down list to select 1 of the following:

“Foreign Person Tax Withholding” to display payments requiring foreign person
tax withholding

e “Claim” to display payments requiring claims offset
e “Receivable” to display payments requiring receivable offset

e “Other Agency Offset” to display payments requiring other agency claim
processing

e “Certification Approval” to display payments that are ready for certification

e “Signing Approval” to display payments that have been certified and are waiting
signing

e “Cancel Unsigned” to display payments that were canceled before signing
e “Cancel Signed” to display payments that have been signed and then canceled
e “Signed” to display payments that have been signed

e “Held For Program” to display payments on hold awaiting action from program
application

e “Prompt Pay” to display payments requiring prompt payment interest reason
codes
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7 Entering Search Criteria to Filter Service Center Representative Worklist (Continued)
B Search Criteria Available (Continued)
e “Pending In Queue” (not a working option)
Note: This option will be removed at a later date.
e “Alternate Payee” to display payments requiring alternate payee information.

Notes: Additional search criteria available within the “County” and “Issue Date
Range” fields include the following:

e “None”, which is the default selection

e “Program” to enter the program code that was entered by the initiating
application

e “Tax ID” and “Type” to display payments to a particular entity

e “Reference Code” and “Reference Number” to display payments to a
particular reference range of reference number; that is, farm number range
or contract number range. Use the drop-down list to display the types of
reference codes.

Enter the applicable fields and CLICK “Search” to complete the search.

e Single Field Search. Users may search for a specific payment. Complete the “Payment
ID” field and CLICK “Search”.

Note: The payment ID number is assigned by the initiating program application.
8 NPS Check and Disbursement Transaction Statement Printing Centralization
A Treasury Department Check Printing
All checks generated by NPS will be printed by Treasury’s Kansas City facility on
Treasury’s check stock. Payment recipients receiving payment by check should expect a

slight delay in receipt of the check because the information must be transferred to Treasury.
There is no delay when payment is made by electronic funds transfer.
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8 NPS Check and Disbursement Transaction Statement Printing Centralization (Continued)

B Financial Services Center (FSC) Disbursement Transaction Statement Printing

FSC will print the disbursement transaction statements and mail the statements to the
payment recipient. State and County Offices will no longer mail or file the statements. The
statements have been slightly redesigned to provide additional information for the program
participant. The program participant will receive 1 statement listing all payments issued on
the same day from the same State and County Office. All statements having invalid or
incorrect addresses will be returned to the Service Center where the payment originated for
corrective action.

No NPS Transmissions

NPS is online; therefore, no County Office transmission is necessary for NPS-initiated
payments.

9 Payment Processing Functions Supported by NPS Without User Intervention

A Payment Processing Functions Not Requiring User Intervention

12-8-08

NPS includes the same payment processing functions that are included in the accounting
application on System 36/AS 400. Information for the following payment processing
functions is entered in FSA Financial Services and applied to NPS payments without user
intervention:

e assignments
e joint payments
e direct deposit elections.

Funds must be available in the eFunds control application if the program is subject to funds
control.

Program Codes for Assignments and Joint Payments

Program applications that have previously been paid through System 36/AS 400 will use a
different program code for payment through NPS. If a program is paid through System 36/
AS 400 and through NPS, both program codes must be entered in FSA Financial Services
and the assignment must be manually maintained. Assignments for programs that use NPS
for payment processing are not replicated to System 36/AS 400. Therefore, the amounts
applied to NPS assignments are only updated in FSA Financial Services.
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10 Additional Guidance
A Processing Producer-Generated eLDP’s Through NPS
Online producer-generated payment requests for eLDP’s will be certified and signed by
Certifying Officers in FSC. If the Certifying Officer in FSC disputes a payment, the payment

will be:

e sent electronically to the County Office for review and processing
e displayed on the payment worklist.

A Service Center Representative and a Certifying Official in each County Office must login
to NPS each day to determine whether FSC has disputed an eLDP for a producer
administered by the County Office. If eLDP is present, the County Office shall process the
payment the same day it is received.

eLDP’s will automatically be sent to the County Office for certification and signing, if the
producer has a claim or receivable indicator set in the payment profile.

Note: eLDP’s will be disputed by FSC if the payment request contains incomplete reporting
data.

B Updating Receivables on System 36/AS 400

67-FI provides instructions on further processing and updating receivables because of NPS
automatic withholding and offset.

Note: Accounting must still be queued for claim and receivable activity.
C Program Specific Training on NPS

Additional training will be provided along with the applicable program application training
as programs migrate to the web environment.
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