UNITED STATES DEPARTMENT OF AGRICULTURE )
Farm Service Agency Notice FI-3247
Washington, DC 20250

For: State and County Offices

New NPS Packaged Payments Functionality
Approved by: Acting Associate Administrator for Operations and Management

WAooz

1 Overview
A Background

NPS has new functionality to accept packaged payments submitted by program application
software to complete the disbursement process. The first software to use the packaged
payments functionality will be the Commodity Loan Processing System (CLPS).

B Purpose

This notice provides instructions on the new packaged payments functionality through NPS
to complete the disbursement process through the following:

Manual Handling Worklist
Certification Worklist
Signing Worklist

Payment Search.

C Contacts

The following table provides contacts, if there are questions about this notice.

Issue Contact
Software-Related Problems |National Help Desk at 800-255-2434 or 816-926-1552.

Note: Select option 3 for hardware and application software.

Disposal Date Distribution

November 1, 2015 State Offices; State Offices relay to County Offices
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Overview (Continued)

C Contacts (Continued)

Issue Contact

Policies in This Notice Either of the following:
o Jackie Pickens by either of the following:

e e-mail to jackie.pickens@wdc.usda.gov
e telephone at 615-277-2613

e Darla Noah by either of the following:

e e-mail to darla.noah@kcc.usda.gov
e telephone at 816-926-2516.

NPS Package Payment Overview and NPS Login

A NPS Package Payment Overview

6-29-15

The packaged payments functionality supports a single program application and/or contract
comprised of more than 1 payment request for different payees. Within NPS, packaged
payments are individual payments originating from the same loan number and will be
identified by a unique number assigned to the package by NPS.

For any payment request to be accepted by NPS, an associated county must exist for every
payee and/or customer. All the individual payments must be available in NPS before any of
the packaged payments may be processed for manual handling or certification. The
packaged payments will become available for signing after all individual payments have been
successfully certified.

The new “Package ID” and “Exclude Packaged Payments” search options are available for
the following from the left navigation menu under “Payments”:

Payment Search

Manual Handling Search
Certification Worklist

Signing Worklist

Reset Held Payments Worklist.
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2 NPS Package Payment Overview and NPS Login (Continued)
B NPS Login
State or County Office employees must have the following:

e avalid eAuthentication user ID and password or LincPass credentials to login
e established roles by FSA security to access the NPS web site.

County Office employees shall log into NPS according to 1-FI, paragraph 136.
3 Manual Handling Worklist
A County Selection - Manual Handling Worklist Screen
To review the Manual Handling Worklist for a County Office, from the left navigation menu
under “Payments”, CLICK “Manual Handling Worklist”. The following County
Selection - Manual Handling Worklist Screen will be displayed.
From the “County” drop-down list, select the appropriate State and county and CLICK

“Search”. Multiple counties may be displayed in the drop-down list based on the certifying
official’s security access.

USDA United States Depariment of Agriculture National Payment SerVice

Welcome John Doe
i All required fields are denoted by an asterisk (*).
" County:  Select County -
*
L
L
*
F
L
F
L
3
F
L
L
NPS-WEBO07 Back To Top *
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3 Manual Handling Worklist (Continued)
B Manual Handling Worklist Search Screen

From the left navigation menu under “Payments”, the “Manual Handling Search” option
allows County Offices to filter the Manual Handling Worklist Search Screen.

Additional search criteria are described in 1-FI, paragraph 138. The packaged payments
functionality has added the following 2 additional search criteria options:

e “Package ID” that allows users to search for a specific package ID that is a unique
number assigned to the package by NPS

e “Exclude Packaged Payments” checkbox that allows users to exclude all packaged
payments from the search results.

Manual Handling WorkList Search @ Help

Welcome John Doe
i

All required fields are denoted by an asterisk (7).
County: Select County -

Payments |
Issue Date: From (mm/ddfyyyy): 0372002015 To (mmiddiyyyy): 03/20/2015
Payment Status: Salact Status -

Additional Critenia: @ MNane

~ o o o o

[ Exclude Packaged Payments
1) Package ID:

71 Tax ID:
SSN (S) -

() DUNS Number:

I7) Program Alpha Code:

T R N T T

i) Program Area:
Select Program Area -

i) Reference:
Select Code -

(7} Reference Number:

) Reference Number Range: Ta
All required fields are denoted by an asterisk (7).
Payment I1D:
NPS-WEB003 Back To Top *
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3 Manual Handling Worklist (Continued)

C Manual Handling Worklist Screen and Package Manual Handling Worklist Screen

6-29-15

The Manual Handling Worklist Screen will retrieve payments based on their State/county or
search criteria specified on the Manual Handling Worklist Search Screen. The Manual
Handling Worklist Screen will be displayed with both individual and packaged payments,
unless the “Exclude Packaged Payments” option was clicked on the Manual Handling
Worklist Search Screen.

Packaged payments will display a “Package” link. To process manual handling for packaged
payments, CLICK the “Package” link. Individual payments will list the type of manual
handling required.

[ NPS Menu____________ Wl Manual Handling WorkList (2) Printer Friendly (@) Help
Welcome John Doe l =
® - Your Request: State / County = TX (48) - LUBBOCK (303), Issue Date = From 05/16/2015 to 06/16/2015,
Payment Status = Alternate Payee. Click here to change search parameters.
2 items found, displaying all items.1 [Refresh]
: 1. Producer Tax ID: S Package ie—
: Payment ID: [XXXX]  Amount ($): 625 State/ County: TX (48) - LUBBOCK (303)
b Program: 14SUNNRMAL Issue Date: 05/20/2015 PPI Start Date: 06/19/2015
b Primary Reference: LN - 2
b Package ID: 56
2. Producer Tax ID: S
Payment ID: [XXXX]  Amount ($): 7 State / County: TX (48) - LUBBOCK (303)
3 Program: 15RICELN Issue Date: 06/09/2015 PPI Start Date: 07/09/2015
4 Primary Reference: LN -0
4 Alternate Payee ifee— <> Reset Payment Processing
: 2 items found, displaying all items.1 [Refresh]
» [Back]
NPS-WEB009 Back To Top A
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Manual Handling Worklist (Continued)

C Manual Handling Worklist Screen and Package Manual Handling Worklist Screen

6-29-15

(Continued)

When users CLICK the “Package” link, the Package Manual Handling Worklist Screen will
be displayed. Each payment in the package that requires manual handling will be displayed.
The packaged payments functionality has added 3 fields:

e “Package ID” number displayed at the bottom of each payment for a specific package ID
that is a unique number assigned to the package by NPS

e “Package Count” that displays the total number of payments in the package

e “Package Total ($)”that displays the total dollar amount of payments in the package.

For the following Package Manual Handling Worklist Screen example, CLICK the
“Alternate Payee” link to process the packaged payment according to 1-FI, paragraph 138.

Note: The Package Manual Handling Worklist Screen will be displayed with the “Hold
Package for Cancel by Program” button. If any of the individual packaged
payments require cancellation, the entire package must be placed in “Hold” status.

The processed payment will be removed from the Package Manual Handling Worklist
Screen, but the “Package Count” and “Package Total ($)” will remain the same.

[NPSMenu N Package [\ ETVE] Handling WorkList {2 Printer Friendly g Help
Welcome TohnDos l ——
’ 2 Your Request: State / County = TX (48) - LUBBOCK (303), Issue Date = From 05/16/2015 to
06/16/2015, Payment Status = Alternate Payee. Click here to change search parameters.
i e e g
3
3 Payment ID: XXXX  Amount ($): 51625 State / County: TX (48) - LUBBOCK (303)
> Program: 14SUNNRMAL lIssue Date: 05/20/2015 PPI Start Date: 06/19/2015
b Primary Reference: LN -2
b Package ID: 56
b Alternate Payee ¢ Reset Payment Processing
Go T Package Count: 2
—
Package Total ($): 518.84
b
b | Back | | Hold Package for Cancel by Program
v
3
p
3
NPS-WEB157 Back To Top *
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Manual Handling Worklist (Continued)

C Manual Handling Worklist Screen and Package Manual Handling Worklist Screen

(Continued)

IF... THEN...

other special processing is required for the package |NPS will display the next special
on the Package Manual Handling Worklist Screen |processing item for the package ID.

no other special processing is required for the the Manual Handling Worklist Screen
package will be displayed.

After the manual handling processing has been saved on the applicable payment processing
screen, an informational message will be displayed on the Manual Handling Worklist Screen.

In this example, the screen displayed the confirmation message:

“Informational: Alternate Payee (Payment ID: [XXXX] information has been saved
successfully.”

After all special processing is completed for a payment the payment will no longer be
displayed on the Manual Handling Worklist Screen. The package is now ready for
certification.

Note: Manual handling must be completed for all payments within a package before any of
the payments can be certified.

\ERE] Handling WorkList {2 Printer Friendly g Help
Welcome John Doe | =
3
Informational: Alternate Payee (Payment ID: [XXXX] ) information has been saved
successfully.
4 Your Request: State / County = TX (48) - LUBBOCK (303), Issue Date = From 05/16/2015 to 06/16/2015,
3 Payment Status = Alternate Payee. Click here to change search parameters.
3
; One item found.1 [Refresh]
\ 1. Producer Tax ID: S
> Payment ID: [XXXX]  Amount ($): 7 State / County: TX (48) - LUBBOCK (303)
Program: 15RICELN Issue Date: 06/09/2015 PPI Start Date: 07/09/2015
EmaopTetmace: N0 _
R Alternate Payee < Reset Payment Processing
b One item found.1 [Refresh]
b —
Back
: |
b
3
NPS-WEBO009 Back To Top *
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4 Certification Worklist

A County Selection - Certification Worklist Screen

6-29-15

To certify payments, from the left navigation menu under “Payments”, CLICK
“Certification Worklist”. The County Selection - Certification Worklist Screen will be
displayed. From the “County” drop-down list, select the appropriate State and county.
Multiple counties may be displayed in the drop-down list based on the certifying official’s
security access.

The certifying official may limit search results by selecting additional search criteria
described in 1-FI, paragraph 139. The packaged payments functionality has added the
following 2 additional search criteria options:

e “Package ID” that allows users to search for a specific package ID that is a unique
number in NPS assigned to all payments in the package

e “Exclude Packaged Payments” checkbox that allows users to exclude all packaged
payments from the search results.

After selection, click 1 of the following:

e “Search”, to retrieve payment results
e “Reset”, to clear search criteria
e “EXxit”, to return to NPS Home Page.

County Selection - Certification Worklist @ Help
Welcome JohnDoe

All required fields are denoted by an asterisk (*).
County: Select County -

F

Additional Criteria: @ Mone

Payments |

N [[] Exclude Packaged Payments

b (") Package ID-

i

i .

: () Tax ID:

; SSN (S) -
") DUNS Number:

(") Program Alpha Code:

(") Program Area:

T T R .

Select Program Area hd
NPS-WEB01T7 Back To Top #
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4 Certification Worklist (Continued)

B Payment Certification Worklist Screen

6-29-15

From the County Selection - Certification Worklist Screen, after users CLICK “Search”, the
Payment Certification Worklist Screen will be displayed with retrieved payments available
for certification. Payments are displayed in order by accounting service request date.

Individual payments that are not part of a package will display “Detail” next to the payment.

To certify a payment that is part of a package, CLICK the “Package” link next to the
applicable payment.

Note: When certifying payments that are part of a package, all manual handling processing
must be completed for all payments in the package before moving to the Certification
Worklist.

Payment Certification WorkLis! ';‘ Prirter F nandy 9 Melp

Your Request Stade / County = TX (40) - MEDINA (329) Chck hero 10 change search paramoters

m 33 oms found, desplayng 190 10 [FrstProv] 1, 2, 3. 4 [Neos L agt) [Refresh]

29 ABC Tax D! € Dulad

’
y Payment 1D: Amount ($): 1 State / County; TX (48) - MEDINA (32%)
) Program: 14CTAP lssue Date: 03062015
’ Primary Reference: f\ - 6
] 30 Producer TaxiO: € Doty
’
Payment 1D; Amount (§). * State / County: TX (48) - MEDINA (325)
Program: 14CTAP lssue Date: 03002015
_ 31, TEXAS CORN PRODUCERS DOARD Tax D  Pchkocs @we—
’ Payment ©: Amount (5) 1 State f County: TX (&0) - NEDINA (125)
) Program. 14CGRINIMAL lesue Date: 07002015
» Primary Reference. IN -2
’ Package 1D 11
> 32, FSAA NRCS & RD ADMINISTRATIVE OFFICE & USDA ARS Tax 10 € Pochnge
’ Payment 10! Amount (8) 1 S1ate / County: TX (48) - MEDINA (32%)
Program: TACOMRNNIVAL lesue Date: 00102015
) - Primary Reference: | N - 20007
Fackage 10 10
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Notice FI-3247
4 Certification Worklist (Continued)
C Package Payments Certification Worklist Screen
From the Payment Certification Worklist Screen, after users CLICK the “Package” link, the
Package Payments Certification Worklist Screen will be displayed with each payment in the
selected package.

The following new fields will be displayed:

e “Package ID” number displayed at the bottom of each payment for a specific package ID
that is a unique number assigned to the package by NPS

e “Package Count” that displays the total number of payments in the package
e “Package Total ($)’that displays the total dollar amount of payments in the package.

Note: Other Certification Worklist field information is described in 1-FI, paragraph 139.

Package Payments Certification WorkList 2 Pritor Frioncty (@) teb
\ Your Request. State / County = TX (48) - MEDINA (325), Package 1D = 70 Cick hore o change search

D BRNONS
| Payments | g
8 1. Producer Tax 10: S Dt
i Payment ID Amount ($): & State / County: TX (48) - MEDINA (325)
v Program; 14CORNNARMAL Issue Date: 05272015
N Primary Reference: LN 2
’ Package ID: 70
» 2. State Assessment Yax ID: E Digd

Payment 1D: Amount ($): 2 State / County: TX (48) - MEDINA (225)
To Program: 14CORNNAMAL Issue Date: 05032015
» Primary Reference: LN - 2
» Package ID: 70
’ 3. Senvice Fee E Datad
y Payment 10 Amount ($): 2 State / County: TX (48) - MEDINA (325)
. Program: 14CORNNRMAL lssue Date: 057272015
k Primary Reference: LN - 2
N Package 1D; 70
Package Count: 3
Package Total (§): @
Back Hold Package o Cancel by Program
NPSWEBISS Hack To Top A
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4 Certification Worklist (Continued)

C Package Payments Certification Worklist Screen (Continued)

From the Package Payments Certification Worklist Screen, click 1 of the following:
e “Detail”, to view detailed information related to the payment and take appropriate action
e “Back?”, to return to the Payment Certification Worklist

e “Hold Package for Cancel by Program”, to place entire package in “Hold” status until
further research can be completed.

D Payments Certification Approval Screen

6-29-15

From the Package Payments Certification Worklist Screen, when users CLICK the “Detail”
link, the Payment Certification Approval Screen will be displayed with detail about the
selected individual packaged payment and the package ID.

Note: Other payment information is described in 1-FI, paragraph 139.

[NPSMenu Y
Wokcotns Lebw Dye |

Payment Certification Approval

2 Prntor § noendy

@ 1o

Informational: Indhvidual payment req i3 ¢ tbe ¢ obad. ¥ the payment requests
belonging to this package require canceliation, please return 1o the package work list to
held them for cancellation,

Producer Yax 1D; 3

Payment 10: State / County: TX (48) - MEDONA (3295)

Program: 1SCORNNREMAL Issue Date: 05272015 PPI Start Date: 041372015
Primary Reference: (N 2

Package ID: /0 =

Amount (§)
Orignal Payment 450 37

A vi vcvovvi ‘l

Disbursement Payee information

Procudes
111 Aoy Street
Cay, Stwe 117211111
Action
Dader
*  AppIow
Hozet Paymont Frocosseag

Hozot Adcross

Subet Submt and Conting Ext

NPS-WEBO019 Back To Too #
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4 Certification Worklist (Continued)

D Payments Certification Approval Screen (Continued)

6-29-15

The following informational message will be displayed on the Payment Certification
Approval Screen to remind the certifying official that packaged payments must be placed in
“Hold” status for cancellation together on the Package Payments Certification Worklist
Screen and cannot be held individually on the Payment Certification Approval Screen:

“Informational: Individual payment requests cannot be cancelled. If the payment
requests belonging to this package require cancellation, please return to the package
work list to hold them for cancellation.”

Click 1 of the following options:

“Defer” (default), leaves payment on the Certification Worklist for later processing

e “Approve”, accepts the payment as being proper, due, and payable as displayed

e “Reset Payment Processing”, the individual packaged payment will not be accepted

Note: If the certifying officer has determined an error in the payment request or wants to
apply offsets differently, this will remove all prior special processing from

payment request.

e “Reset Address”, to reset address using customer information provided by Financial
Services.

Note: This will reset address information for the customer, bankruptcy trustee, assignee,
and County Office address. If the customer has a foreign address, that address
will also be reset, moving the payment back to the Manual Handling Worklist.

After clicking the applicable action, click 1 of the following:
e “Submit”, to certify the individual payment and return certifying official to the Package

Payments Certification Worklist Screen until all payments associated with the package

have been certified

e “Submit and Continue”, to certify the individual packaged payment and display the
detail for the next payment on the Certification Worklist

e “EXxit”, returns user to the Package Payments Certification Worklist Screen without
certifying.
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4 Certification Worklist (Continued)
D Payments Certification Approval Screen (Continued)
After the payment has been approved and submitted, the following confirmation message

will be displayed on the Payment Certification Approval Screen stating the payment ID has

been certified successfully. The next payment ID in the package will then be displayed for
approval.

“Informational: Payment (Payment ID: XXXX) has been certified successfully”.

Payment Certification Approval &) Pricter Friendty (@) Meb

Informational: Paymwat (Payment ID: xXXx ) has Bean cartied successhully,

[Payments | @ Individual payment requests cannot be cancelied. if the payment requests belonging to
" _ this package require canceliation, piease retum to the package work list to hold them
’ for cancellation,

¥

X Siate Assessment Yax 1D: [

: Paymant ID: XXXX  State/County: TX (48) - MEDINA (325)

Program: 14CORNNRMAL lssue Date: 04032015 PPl Start Date: 05032015
Primary Reference: LN - 20000

' Package 1D: /0

s 12 12

. Ameunt ($)
o Original Payment 271
’
»

Disbursement Payee Information

Suto Assessment 279
111 Aoy Strest

Ary Cty, Any State 111551111

Action :
& Deder

Approve

Raset Paymant Processing

Roset Adeoss

| Sudma | Subm and Comnue Ext
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4 Certification Worklist (Continued)
D Payments Certification Approval Screen (Continued)
The certifying official will receive a confirmation message for each approved and submitted
payment request in the package ID.
Iﬁm Payment Certification Approval @D Pricer Frenay @) Hewp
>
e Informational: Payment {Payment 1D: X0 ) has Doen certified successfully. 1
[Paymeots | Individual payment requests cannot be cancelied. If the payment requests belonging to
'y this package require cancellation, please return 10 the package work list to hold them
(o ' / for cancelation. l
»
_’ . Service Foo Tax 1D £
: Payment ID;  XXXX State / County: TX (48) - MEDINA (325)
Program: JSCORNNIMAL  Isswe Date: 05272015 PP Start Date. 05272015
Primary Reference: (N 2
Package ID: 70
» | Bon
3
R Amouat ($)
14 Original Payment 2%
k-
- Disbursement Payee Information
< 25@
Servce Foo
111 Agvy Shoot
Any Gy, Ay State 13111.1113
Action :
Doter
. Approve
Reset Paymert Processing
Reset Address
| Subost | Submt and Cootouo Ext
NPSWEBO) Bock To Top A
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4 Certification Worklist (Continued)

D Payments Certification Approval Screen (Continued)

Notice FI-3247

When the user has approved and submitted all payments in the package ID, the County
Selection - Certification Worklist Screen will be displayed. The package is now ready for

signing.
INPSMenw Wl County Selection - Certification Worklist Help
wm-‘ 2ot Doe | ty 9
a il
J ) @ nformational: Payment (Payment ID } has been certified successiully.
I;zm Al regarned fkds ace donolod Uy am asteresk (')
» 1 i y Courty  Soloct County b
' i ASIRONN Crtand o poew
: , Exchlude Packaged Paymants
’ 7oy Patkage 1D
Tax 10
58 SSN(S) -
). : : DUNS Number
~
Program Apha Code
Program Asea
Soloct Program Area -
|.Seerch | | Resat; | Ext
NOS-WEBD1TY Back To Top *

6-29-15
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5 Signing Worklist

A County Selection - Signing Worklist Screen

6-29-15

To sign payments, from the left navigation menu under “Payments”, CLICK “Signing
Worklist”. The County Selection - Signing Worklist Screen will be displayed. From the
“County” drop-down list, select desired State and county. Multiple counties may be
displayed in the drop-down list as determined by the signing official’s security access.

The signing official may view all pending payments awaiting signing or limit search results
to either of the following:

e “Package ID” that allows users to search for a specific package ID that is a unique
number assigned in NPS to all payments in the package

e “Exclude Packaged Payments” checkbox that allows users to exclude all packaged
payments from the search results.

After selection, click 1 of the following:

e “Search”, to retrieve payment results
“Reset”, to clear search criteria
“Exit”, to return to NPS Home Page.

Note: Other Signing Worklist search limit options are described in 1-FI, paragraph 140.

County Selection - Signing Worklist @ Heo

|NPSMenu %
Walcome John Cisa l

L3
Al required Nedds are dencted by an asterisk (")

County. T (48) - MEDIMA {325} -

| Payments | .

» Addaional Critena MNane

[ Exclude Packagod Payrments

s & Package 10

B ?.q

3

B Tax 1D

55N (3) -

_ DUNS Murnibser

3

[

" Program Alpha Coda

B

| 2

- Program Afea

Solect Program Ansa -

Saarch Rosal || Exit

HPS-WEBIZD Back To Top &
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Notice FI-3247

5 Signing Worklist (Continued)

B Payment Signing Worklist Screen

6-29-15

If no additional search criteria were selected from the County Selection - Signing Worklist
Screen, the search results will be displayed on the Payment Signing Worklist Screen with all
applicable individual and packaged payments for the Signing Worklist.

The signing official shall CLICK the “Package” link next to the applicable packaged

payment to display the Package Payments Signing Worklist Screen.

Note: Individual payments will display a “Detail” link next to the payment.

Program: AUTOANA Issue Date: 08/16/2013
Primary Reference: CE - 012345678901

Program: 14WHTNRMALL Issue Date: 07/312014

Payment Signing WorkList £\ Prnter Fiendly @) Help
Welcame John Doe
' D! ' Your Request State / County = KS (20) - Shendan (179). Cick hetg to change search parameters
: 1. BOB Tax ID: S Detai
AP : Payment |D: Amount ($): 3 State / County: KS (20) - Shendan (179)
" ; Program: AUTOANA Issue Date: 08/16/2013
3 Primary Reference: CE - 012345678501
o Certified By: RBO3 - 0870672014
+ B Recenables (N) Other Agency Offset (Y) Altemate Payee (N)
» Apprive
Duoute
F il Sen 2. BOB Tax 1D: S Detail
NF Payment 1D: Amount (§): 100  State / County: KS (20) - Shendan (179)
- Program: AUTOANA Issue Date: 08/16/2013
0L Primary Reference: CE - 012345678501
¥ Certified By: RB03 - 08/06/2014
* & Recewables: (N) Other Agency Offset (N) Altemate Payee: (N)
‘\ Approve
Diseute
O Deter
3, BOB Tax 1D: S Detail
Payment 1D: Amount ($): 100 State / County: KS (20) - Shendan (179)

Cenified By: RS03 - 08/0672014
Recewables (N) Other Agency Offset (N) Altemate Payee (N)
Approve
Qugute
8 Deter
4. BOB Tax ID: S Package i
Payment 1D; Amount ($): 1 State / County: KS (20) - Shendan (179)

Primary Reference: CE - 012345678901 Secondary Reference: TC - 012345678888
Certified By: RS03 - 0773172014 Package 1D: 3553692
£ Recenables (N) Other Agency Offset. (N) Altemate Payee: (N)
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Notice FI-3247
5 Signing Worklist (Continued)
C Package Payments Signing Worklist Screen

If the “Package ID” was entered in the “Additional Criteria” section, only the payments for
the specific package ID will be displayed on the Package Payments Signing Worklist Screen.

From the Package Payments Signing Worklist Screen, the signing official shall view
payment information. After verification, click the appropriate action and CLICK “Submit
Package”.

W Package Payments Signing WorkList A Prites Friencty (@) Wob
g Jatar Daw ' -

»
Informational: Approving the package will put all the payments sssociated with this
package In ‘Sgned’ status,

[ Payments |
’ Your ftequest Stalo / County = TX (48) - MEDINA (325) Packnge 1D » 70 Clok naro %0 change soarch
N ! Lo *OMA S
: y - 1. Producer Tax 1D: S D00 —
» Payment 1D; Amount (§): 7 State ! County: TX (48) - NEDINA (329)
» ] Program: 14CORNNIDAAL Isave Date: 05272015
\ Primary Reference: IN - 2
Cortified By: CKO1 00002015 Payment Status: Sining Approvs!
> : Package 10: /0
“INE £ Roconobles (N) Other Agoacy Offset  (N) Atorsate Payoo. (N)
. 2. State Assesament Yax 1D: E Dot
r Payment 1D Amount ($): 0 State / County: TX (48) - MEDINA (325)
’ Program; T4ACORNNIDAAL lsswe Date; 06032015
\d Primary Reference; LN - 2
< Certified By: CKOT8070 - 0002015 Payment Status: Sioning Approvel
Package 1D: /0
Bl Roconobios (N) Other Agency Offset (M) Atormate Payoo (N)
3.  Service Foe Yax 10: E Dotod
Payment 1D: Amount ($): 0 State / County: TX (48) - MEDIRA (325)

PFrogram; 14COMNNNIDAAL Isave Date; 05272015

Primary Reference: LN . 2

Certified By: CROIBOT0D - OO0 2015 Payment Status: Signing Approval
Package 1D: 70

£ Rocosables (N) Other Agency Offset (N) Atormato Payoo: (N)

Package Count: 3 R
Package Total ($): »

Aror e
Dagnte

® Dol

 Saubmi Pockage Back
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Notice FI1-3247

5 Signing Worklist (Continued)

C Package Payments Signing Worklist Screen (Continued)

6-29-15

Although packaged payments are individual payments with a unique payment ID for each,
packaged payments are all signed together, at the package level.

An informational message will be displayed to remind users that clicking “Approve” and
“Submit Package” will sign every payment in the package. The Package Payments Signing
Worklist Screen will display the following information message:

“Informational: Approving the package will put all the payments associated with
this package in ‘Signed’ status.”

Click 1 of the following actions:

e “Approve”, signs all payments in the package as being proper, due, and payable as
displayed

e “Dispute”, none of the payments in the package will be accepted
Note: This action removes certification from the packaged payments. Certifying official
will have to return to the Payment Certification Worklist to resolve issues and

reprocess the applicable packaged payments.

o “Defer” (default), leaves payment on the Package Payments Signing Worklist for later
processing.

After signing official has clicked applicable action, click either of the following:

e “Submit Package”, to accept the selected action and receive the confirmation results
“Back”, to take no action and return to the County Selection - Signing Worklist Screen.

Note: Packaged payments remain certified, but not signed, until “Approve” or “Disputed”
action is clicked and users CLICK ““Submit Package”.

In addition to the fields described in1-Fl, paragraph 140 for the Signing Worklist, the
following fields have been added to the Package Payments Signing Worklist Screen:

e “Package ID” number displayed at the bottom of each payment for a specific package ID
that is a unique number assigned to the package by NPS

o “Package Count” that is the total number of payments in the package, displayed
following the payments list

e “Package Total ($)” that is the total dollar amount of payments in the package, displayed
following the payments list.
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Notice FI1-3247

5 Signing Worklist (Continued)

D Package Payment Details Screen

6-29-15

From the Package Payments Signing Worklist Screen, the signing official has the option to
view payment detail for each payment before approving and submitting package by clicking
the “Detail” link. The Package Payment Details Screen will be displayed.

The Package Payment Details Screen is read-only. To return to the Package Payments
Signing Worklist Screen, CLICK “Exit”.

T ey
st Dae

/v'ovvoi '."..i

Package Payment Details ) Prinke Frioecty (@ ek
Producer Tax ID: S
Payment ID: Amount (§): & State / County: 1X (48) - MEDSNA (329)

Program: 14CORNNRUAL tssue Date: 05272015 PPI Start Date: 05132015
Primary Reference: LN - ¢

Payment Status: Sqgning Approval  Certified By: CK018 06082015
PM 0: 70

Amount ($)
Original Payment .

Disbursensent Payes Information
Froduces
111 Anv Sttt
City, State 111941111

Lt

NPS-WEBIN Back To Teo #
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Notice FI-3247
5 Signing Worklist (Continued)
E Package Payments Signing Confirmation Screen
After the packaged payments have been approved and submitted by the signing official, the

Package Payments Signing Confirmation Screen will be displayed with “Signed”. CLICK
“Sign More Payments”.

IF... THEN the...

more payments are available for |Package Payments Signing Worklist Screen will be
signing displayed.

there are no more payments to | County Selection - Signing Worklist Screen will be
be signed displayed.

(nPswenu Wl Package Payments Signing Confirmation ) Protor Friondy (@) Heb
Welkcoms Fabe Dhoe ==

»
-
L . rrocucer Tax I0: s
: ' Payment ID: Amownt ($): 5 State / County: TX (48) - MEDINA (325)
. Program: 14CORNNRMAL Issue Date: (5272015
: Primary Reference: IN- 2
> Irstial Reviewer: CKO! Final Reviewer: BT018
: Package ID: 70
2. State Assessment Tox ID: E

Go To Payment 1D: Amount ($): 2 State / County: TX (48) - MEDINA (325)
» Program: 14CORNNRMVAL Issue Date: 05032015
’ Primary Reference: (N 2
» Initial Reviewer: CKD! Final Reviewer: 87018
¥ Package ID; 70
4 3. Service Fee Tax 1D: E
X Payment ID 43054237 Amount ($): 2 State / County: TX (48) - MEDINA (325)
\ Program: 14CORNNRUAL Issue Date: 05272015

Primary Reference: LN - 2

Initial Reviewer: CKO! Final Reviewer: 81018

Package ID: 70

Payment Count: 3
Payment Total (§): &

Sign More Payments
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Notice FI1-3247

Payments Search

A Payments Search Screen

6-29-15

To search for payments, from the left navigation menu under “Payments”, CLICK
“Payments Search”. The Payment Search Screen will be displayed.

Additional search criteria options are described in 1-FI, paragraph 137. The packaged
payments functionality has added the following 2 additional search criteria options:

number assigned to the package by NPS

Caunty

—_—
—

."fff-"fi '.ll'i fl"‘ll.i L d

Voo 1LY

Payrmant ID

NPFEAWEEBDNZ3

All reguired Bakds mre denoted by an asternsk ()
State  Select Suate

[

Saaich Counties

laaus Dme: From (mmiddisyyyl 1022014
Payment Stalus.  Sglect Siatus

Agddinenal Critena. @ pone

Exchedn Packaged Fayms
Pachags IO

Tax 10
S5H (S)

DUMNS Mumbar

Pregrar Alpha Coda

Progesm Afen

Select Program Asaa

Raferancs
Select Code
Relprence MHumbay

Ralerence Mumbar Range

Search | | Reset | [ Exm

Al reguired Balds mre denoted by an asiensk (')
StMa.  Salect State

lasue Dsta: Fiaemn (mimfddisasd 1002372044

SSM (S)

[ Search | | Reset | [ B
Al reguired Bakds sre denoted by an asiensk (')

| Gemrch || Reset | | Bt

“Package 1D that allows users to search for a specific package ID that is a unique

“Exclude Packaged Payments” checkbox that allows users to exclude all packaged
payments from the search results.

FPaymants Seaarch Hulp
Err— - YU

To sewarch lor paymisnts that have baeen Signed or Cancelled, please search FWADM for most
accurates dotailed information.

To (mmdddfyayry). 100232014

-

s

-

Ta (meniddiymaa) 100232014

Back To Tog =
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Notice FI-3247

Payments Search (Continued)

B Payments Search Results Screen

If the “Excluded Packaged Payments” option was not selected, search results will include
both individual and packaged payments, if applicable. Packaged payments are displayed
with a “Package” link and the package ID. Individual payments will display a “Detail” link.

To view all payments in a package, CLICK the “Package” link next to the applicable
payment.

mn_ Payments Search Results i Prrter Frendly @9 Help
[ ome John Doug

Ly ‘ Your Request: State / County = KS (20) - Shendan (179). Issue Date = From 087282013 to
Repta 087282014 Click hete 1o change sexch parameters

TN 137 s und. dispiayng 41110 420 [FxsyPred 37 28 39,40 41 42 43 44 Piextlas)

¥ [Bafrash]

' | Handing ¥ : 411. LOIS Tax ID; S Package

» Handlng Search Payment 10: Amount ($): > State / County: KS (20) - Shendan (179)
| Concat 0 Woddst Program: 1SWHTHRMALL Issue Date: 08/27/2014

 Sqring Work Primary Reference: CE - 012345678901 Secondary Reference: TC . 0123456783338
»

 Helds Py Package ID: 31 ’
’ 412. JOAN Tax 1D: S Package

Payment 1D: Amount (§): 1 State / County: KS (20) - Shendan (179)

e Program: 1AWHTNRMALL Issue Date: 08/27/2014
: Primary Reference: CE - 012345678901 Secondary Reference: TC - 012345578338
f.; ! Package ID: &2
F 413 MARK Tox 1D: S Paciae
B Payment 10: Amount ($): 1 State / County: KS [20) - Shendan (179)
& Program: T4WHTNRMALL Issue Date: 0872772014

Primary Relerence: CE - 012345675901 Secondary Reference: TC - 012345578333

Package ID; &2

414. DONALD Tox I0: S Package
Paymemt 10: Amount ($) 2 State / County: KS (20) - Shendan (179)

Program: (4AWHTHRMALL Issue Date: 0827/2014
Primary Reference: CE - 012345678901 Secondary Reference: TC - 012345578333

Package 1D: 82
415.LOIS Tox 10; S Package
Payment 10: Amount ($): 2 State / County: KS (20) - Shandan (179)

Progroen: MWHTNRMALL Issue Date: 082772014
Primary Reference: CE - 012345678901 Secondary Relerence: TC - 012345578333

Package 1D: 82
416,808 Tax ID: S Datad
Payment 10: Amount ($): 1 State / County: KS (20) - Shwadan (179)

Progrom: 05NAP Issue Date: 082772014
Primary Reference: CE - 012345676901
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Notice FI-3247
6 Payments Search (Continued)
C Package Payments Search Results Screen
The Package Payments Search Results Screen will be displayed.

Signed packaged payments, that include manual handing such as Prompt Payment Interest
(PPI), will be displayed with the amounts included.

The following example of the Package Payments Search Results Screen displays a packaged
payment containing PPI. The amount displayed in the payment includes PPI. The package
total at the bottom of the screen also reflects PPI. Click either of the following:

e “Detail” link to view details of each payment in the package
e “Back” to return to the Payments Search Screen.

NPS Menu Package Payments Search Results D Preter Frendly (@ Help

Wekcome John Dough

Tre: 1 . Your Request: State / County = KS (20) - Shendan (179). IssueSetamt e
0872872014 Chck hire 1o changs search paramaters insact ! !

Payment ID: Amount ($): S8 3E State / County: KS (20) - Shendan (179)
Program: 14AWHTNRMALL Issue Date: 08282014
Primaty Reference: CE - 012345676901 Secondary Reference: TC - 012345578588
Package 10: 35
2. MARK Tax 10 S Qetad
Paymaont I0; Amount (8} 3970 State ! County: XS (20) - Shandan (179)
Program: MVWHTHNRMALL Issue Date: 087282044
: Primary Reference: CE . 01234567890 Secondary Reference: TC - 012345678883
“NRF Package 1D: &5
eFN 3. DONALD Tax 1D: S Dapd
7
¥
’

IR . o o SDu g
:

» '

’

L3

»

»

Payment 1D: Amount ($): 205 00 State / County: KS (20) - Shendan (179)
Program: SSWHTNRMALL Issue Dote: 08282054

Primary Rolerence: CE - 012345678901 Secondary Reletence:; TC - 012345676888
Package 1D: 85

4. LOIS Tox 1D: Retad

Payment ID: Amount ($): 342 00 State / County: KS (20) - Shendan (179)
Program: 14WHTHNRMALL Issue Date: 0872872044

Primary Reference: CE - 012345678901 Secondary Reference: TC - 012345675883
Packoage 10; 25

Package Count: 4
Package Total (§): BT 04

(Back N

NPS-WEB024 Back To Top *
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Notice FI-3247
7 Hold Package for Cancel by Program

A Package Payments Certification Worklist or Package Manual Handling Worklist
Screen

Packaged payments can be placed in “Hold” status on the Package Payments Certification
Worklist Screen or the Package Manual Handling Worklist Screen (subparagraph 3 C).

To place a package in “Hold” status, CLICK “Hold Package for Cancel by Program” on
the applicable worklist.

Note: Individual payments from a packaged payment cannot be placed in “Hold” status for
cancellation. If a packaged payment is selected for hold, all payments in the package
will be placed in “Hold” status.

Package Payments Certification WorkList B Prvter Friendy @ Heb

Yout Roguest Stase / County = KS (20) - Shendan (179) Clck Bhero %0 change search paramelors

Payments 1. Producer Lu E Dotad
: Payment ID: Amecunt ($): 019 State J County: KS (20) - Shacdan (179)
» Program: 14SORGHNRMAL Issue Date: DG0372015
I Primary Rederence: LN -2
’ Package 10: 33
» 2. Producer Tax ID; S Dot
Payment ID: Amecunt ($); 31 75 State ! County: KS (20) - Shandan (179)
Go To Program: 14S0ORGHNRMAL Issue Date: 050877015
» Primary Rederence: LN . 2
N Package 10: 13
A 3, Producer Tax ID; E Detat
. Payment ID: Ameaunt {$): 016 State J County: KS (20) - Shacxan (179)
y; Program: 14SORGHNRMAL Issue Date: 050872015
,’ Primary Rederence: LN - 21
N Package 10: X1

Package Count: 3
Package Total (§): 32 10

| Back Hold Package for Cancel by Program

NPS-WEB158 fack Yo Top *
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Notice FI-3247
7 Hold Package for Cancel by Program (Continued)
B County Selection - Certification Worklist Screen
The following is an example of the County Selection - Certification Worklist Screen that will
be displayed when a packaged payment has been placed in “Hold” status. The following

informational message will be displayed:

“Informational: Packaged (ID: [XX)] payments are put on hold for cancel by
program.”

Packaged payments placed in “Hold” status for program cancel will be available on the Reset
Held Payments Worklist.

Note: All payments from the selected package ID will be placed in “Hold” status.

NPS Menu County Selection - Certification Worklist @ Help

Welcome Joxzn Dos

) :

@ Informational: Packaged (ID: 81) payments are put on hold for cancel by
program,

» All required fields are denoted by an astensk (')

» County: Select County -

2 Addtional Cntena: & None

»

9 Exclude Packaged Payments

» Package ID
Tax ID

» SSN (S) v

’

R Program Alpha Code

¥

* Program Area

7 Select Program Area v
. [Search | [ Reset] [Ext
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Notice FI-3247
8 Reset Held Payments Worklist
A Reset Held Payment Search Screen

Packaged payments that have been placed in “Hold” status for cancel by program can be
reset and modified.

To remove “Hold” status from packaged payments, from the left navigation menu under
“Payments”, CLICK “Reset Held Payments Worklist”. The Reset Held Payments Search
Screen will be displayed. Users can search for specific payment requests by entering
additional search criteria.

Additional search criteria options are described in 1-FI, paragraph 141. The following
additional search criteria options have been added for packaged payments:

e “Exclude Packaged Payments” checkbox, to display no packaged payments

e “Package ID”, to search for a specific package ID that is a unique number assigned to
the package by NPS.

After selections are made, CLICK “Search”.

m Reset Held Payment Search @ 1w

’
lm Al roquired Nolds are denolod by an astonsx (')

’ ' County.  KS (20) - Sheridan (179) -

»

A Issue Date: From (men/ddlyyyy) Ov7/2014 To (mm/dd/yyyy): 06082015

» Addnonsl Critenn. Nona

» Exclude Packaged Paymeants

» Package 1D
| Go To

5 Tax 10

» SSN (S) -

» DUNS Numbor

L

»

» Program Alpha Code

Program Aroa
Solect Program Ares -

Raoleronce

Seloct Codo -

Reforence Number

Reterence Number Range To

Search | Reset  Ext

Al roquired Nelkds are denoled by an astensk (°)
Payment 1D

| Search | | Reset  Ext

NPS-WEBO26 Hack To Top 4
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Notice FI-3247
8 Reset Held Payments Worklist (Continued)
B Reset Held Payment Search Results Screen
Held payment requests matching the search criteria will be displayed on the Reset Held
Payment Search Results Screen. Search results may include packaged and individual
payments. Individual payments will display a “Reset Payment” link next to the payment and
packaged payments will display a “Package” link.

To reset a packaged payment, CLICK the “Package” link next to the applicable packaged
payment.

Note: To reset an individual payment, CLICK the “Reset Payment” link next to the
applicable individual payment.

Reset Held Payment Search Results

12N Pnnter Frendly

NPS Menu 9 He'p
Wokomm lets Dee

Teora " Your Request: State / County = KS (20) - Shendan (179}, Isswe Date = From 08/°27/2014 %0
' Y 0872772014 Chck Dirg to change search parameters

6 itama found, displayng all tems 1 [Rafiesh]
; ' 7 1. JOAN Tox 1D: S Package
’ ] Payment 10: Amount (S 1.042 00 State / County: K3 (20) - Shendan {179)
Program: MHWHTNEMAL  Fsswe Date: 08272014
Primnary Referonce: CE - 012345678501 Secoadary Referonce: TC - 012345678858
Package 1D: 89

2. MARK Tax 10 S Packape
Payment 1D: Amount {$):  2£.00 State / Coumty: KS (20) - Shandan (179)
; Program: $OWHTHNRMAL  Issuwe Date: 08/27/2014
Primory Reference: CE - 012345676901 Secondary Reference: TC - 012345675888
» Package 1D: 81
OUF 3. DONALD Tax S Bakage
¥
»

VAR A Y.

Payment 10: Amount {$): 600 State / Coumty: KS (20) - Shandan (179)
; Program: BWHTNARMAL  Issue Date: 08272014
N Primary Reference: CE - 012345676901 Secondory Reference: TC - 012345675888
Package 1D: 84

4. LOIS Tox 10: S Package
Payment ID: Amount (S} 200 State / County: KS (20) - Shandan (179)
Program: MWHTNRMAL  Issue Date: 087272014
Primary Reference: CE - 01245678901 Secondary Reference: TC - 012344678858
Package 10: 81

5. BOB Tax ID: S Reset Payment
Payment D: Amount {$): < 00 State / Coumty: KS (20) - Shendan (179)
Program: 05HAP lssue Date: 027277200
Primary Reloronce: CE - 012345678901

6. BOB: Tox 1D S Basel Paymant
Payment 10: Amount ($): 600 00 State / Coumty: KS (20) - Shendan (179)
Program: 05NAP lssue Date: 08272004
Primary Reference: CE - 012345578901
& tems found, displaying all tems 1 [Refiesh]

=
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Notice FI1-3247

8 Reset Held Payments Worklist (Continued)
C Reset Held Package Payments Search Results Screen
The following is an example of the Reset Held Package Payments Search Results Screen.
To process the reset, CLICK “Reset Package Special Processing”. All payments within the
packaged payment will be moved to the appropriate worklist for further processing. This
screen also displays the “Package Count” and “Package Total” associated with the package.
(NPSMenu_____________ Wl Reset Held Package Payments Search (2 Printer Friendly @) Help
Welcome John Doe F
9 ....__...._l Results
Your Request: State / County = KS (20) - Sheridan (179), Issue Date = From 05/09/2015 to 06/09/2015,
Package ID = 33. Click here to change search parameters.
4 1. Producer Tax ID: S Detail
E Payment ID: Amount ($): 1.75 State / County: KS (20) - Sheridan (179)
¥ Program: 14SORGNRMAL Issue Date: 05/08/2015
: Primary Reference: LN - 2
v Package ID: 33
2.  Producer Tax ID: E Detail
Payment ID: Amount ($): 0.16 State / County: KS (20) - Sheridan (179)
b Program: 14SORGNRMAL Issue Date: 05/08/2015
» Primary Reference: LN -2
b Package ID: 33
: 3. Producer ITDax E Detail
b Payment ID: Amount ($): 0.19 State / County: KS (20) - Sheridan (179)
Program: 14SORGNRMAL Issue Date: 06/03/2015
Primary Reference: LN -2
Package ID: 33
Package Count: 3
Package Total ($): 2.10
[ Back] [ Reset Package Special Processing
NPS-WEB161 Back To Top #
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Notice FI-3247
8 Reset Held Payments Worklist (Continued)
D Reset Held Payment Search Screen Confirmation

After the package has been reset, the Reset Held Payment Search Screen will be displayed
with the confirmation message:

“Informational: Reset package (ID: [XX]) special processing has been done
successfully.”

InPsmenu Yl Reset Held Payment Search @ Heo

Waeicome John Dee l

’

| @ Informational: Reset package (ID: 33) special processing has been done successfully. ‘

| X) 5 Search by County

L ; Al required fields are denoted by an asterrsk ()

: : County. Sglect County -

» : . Issue Date. From (mm/ddlyyyy): 06/0/2015 To (mm/dd/yyyy): 06/09/2015

B Additional Criteria. o None

Exclude Packaged Payments

Package ID

’ :

NRR

¥ ' Tax ID

» SSN (S) >

»

E-For DUNS Number
S
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Notice FI1-3247

9 Troubleshooting

A Warning Messages Overview

6-29-15

Some program applications, loans, and/or contracts generate multiple payments to multiple
parties. When the loan or contract is successfully completed, all parties must receive
payment. If the loan or contract is cancelled, all payments related to that loan or contract
must also be cancelled. To track these payments and ensure they are handled correctly, NPS
created packaged payments. Packaged payments are bundles of individual payments that are
all dependent on the same loan or contract. NPS’s packaged payment functionality is based
on 1 key concept, packaged payments are linked together.

Because packaged payments are linked together, they must go through the following steps
together.

Step Action
1 |Pass to NPS.
2  |Move through manual handling, if applicable.
3 |Move through certification.
4 |Signing.
5 |Cancellation.

NPS does not allow packaged payments to be separated in the payment process. NPS will
issue warnings to assist users in processing the packaged payments correctly.

Subparagraph B provides examples of some warning messages users may encounter when
processing packaged payments in NPS.

Most warnings arise when 1 individual payment in a package is trying to move ahead of the
other packaged payments through NPS processing.
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Notice FI1-3247

9 Troubleshooting (Continued)

B Example Warning Messages

6-29-15

The following table provides warning messages that might be displayed, explanations, and

resolutions.

Message Displayed

Explanation

Resolve

“Warning: This package

(ID: [XXXX] is not available for
manual handling due to the
following reasons.

One or more payments (Payments
ID(s): [XXXX]) belonging to this
package are not ready for
processing. The issues with these
payments must be resolved before
further processing of this package
can resume.”

One or more of the
payments within the
package did not
successfully
transfer to NPS.

Users may hold the package for
cancel by program or correct the
payment and try again.

The most common cause of this
warning is a missing associated
county that means the customer
information provided by the
program application does not
match Financial Services.

Note: Manual handling options
will not be displayed.

“Warning: This package

(ID [XXXX] is not available for
certification due to the following
reasons.

One or more payments (Payments
ID(s): [XXXX], [XXXX] belonging
to this package are not ready for
processing. The issues with these
payments must be resolved before
further processing of this package
can resume.”

One or more of the
payments within the
package did not
successfully
transfer to NPS.

Users may hold the package for
cancel by program or correct the
payment and try again.

The most common cause of this
warning is a missing associated
county that means the customer
information provided by the
program application does not
match Financial Services.
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9 Troubleshooting (Continued)

Notice FI1-3247

B Example Warning Messages (Continued)

6-29-15

Message Displayed Explanation Resolve
“Warning: This package An individual Do the following:
(ID: XX) is not available for package payment
certification due to the cannot be e use “Manual Handling Search”
following reasons. certified if option to find the payment ID or

One or more payments
(Payment ID(s): [XXXX],
[XXXX]) belonging to this
package are still in manual
handling worklist.”

another payment
in the package is
on the Manual
Handling
Worklist.

ID’s listed

e process required manual handling
for packaged payment

e return to the Certification
Worklist to complete certification.

“Warning: One or more
payments (Payment ID(s):
[XXXX], [XXXX]) belonging to
this package (ID: [XX]) have
already been certified by
another user. Someone other
than the Certifying Official(s)
will be needed for signing.”

Two different
users tried to
certify 2 different
payments within
the same package.

Ensure that the package can be
certified and signed according to the
Separation of Duties requirements
outlined in 1-FI, paragraph 15. Users
may CLICK “Approve” to certify the
package, if doing so will not violate
Separation of Duties requirements.

“Warning: This package

(ID: [XX]) is not available for
signing due to the following
reasons.

One or more payments
(Payments ID(s): [XXXX],
[XXXX]) belonging to this
package are not yet certified.”

An individual
payment or
payments in the
package have not
been certified.

The signing official will not be able
to sign the packaged payment until
each individual payment in the
package is certified.

The option to “Approve” payments
will not be displayed.

Users can wait until all the payments
are certified or CLICK “Dispute”
and “Submit Package” to return the
other individual payments to the
Certification Worklist.

“Warning: This package

(ID: [XX]) is not available for
signing due to the following
reasons.

One or more payments
(Payments ID(s): [XXXX],
[XXXX]) belonging to this
package have been certified by
you SO you cannot sign.”

One or more of
the payments in
the package was
certified by the
signing official.

Users will not have the option to
“Approve” payment on the Package
Payments Signing Worklist.

A different signing official must sign
the payment or user may CLICK

“Dispute” and “Submit Package” to
return the individual payments in the
package to the Certification Worklist.
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