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Amendment Transmittal 

 
A Reasons for Amendment 

 
Subparagraph 1523 A has been amended to add Application for Coverage options. 
 
Subparagraph 1523 B has been amended to update the Main Menu example. 
 
Subparagraph 1523 C has been amended to update the fields, descriptions and actions to be taken 
on the Main Menu. 
 
Subparagraph 1632 C has been amended to add instructions for using the "Affected Acres" field 
when COC determines a line item is not eligible. 
 
Subparagraph 1633 C has been amended to provide additional information on handling approvals 
and disapprovals of 2013 and future years Notices of Loss. 
 
Part 14, Section 2 has been added to provide procedure for the Application for Coverage 
software. 
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Par. 1523 
1523 Main Menu 
 

A Overview 
 
After user has selected a State, county, and year, the Main Menu will be displayed.  The 
Main Menu allows users to do any of the following: 
 
 search for a unit by: 
 

 Producer 
 Unit Number 

 
 add, edit, or cancel the following: 
 

*--Application for Coverage--* 
 Approved Yield by Producer 
 Approved Yield by Unit Number 
 Application for Payment 
 Notice of Loss 
 

 view/print the following: 
 

*--Application for Coverage Reports--* 
 Notice of Loss Reports 
 Approved Yield Reports 
 Application for Payment Reports 
 Unit Maintenance Reports 
 Approved Yield blank form 
 Application for Payment blank form 
 Notice of Loss blank form 
*--Application for Coverage blank form--* 

 
 sign Approved Yield. 
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Par. 1523 
1523 Main Menu (Continued) 
 

B Example of Main Menu  
 
Following is an example of the Main Menu. 

 *-- 

 
--* 
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Par. 1523 
1523 Main Menu (Continued) 
 

C Action 
 
Following is an explanation of the options available on the Main Menu. 
 

Option Result 
*--Application for Coverage 

Add, Edit, or Cancel 
Application for Coverage 

The Search Application for Coverage Screen will be 
displayed. 

Reports The Reports Screen will be displayed.--* 
Unit Maintenance

Search by Producer The SCIMS Customer Search Screen will be displayed. 
Search by Unit Number The Search Unit Screen will be displayed 

Notice of Loss 
Add, Edit, or Cancel Notice of 
Loss 

The Search Notice of Loss Screen will be displayed. 

Reports The Reports Screen will be displayed. 
Approved Yields 

Add, Edit or Cancel Approved 
Yield by Producer 

The SCIMS Customer Search Screen will be displayed. 

Add, Edit or Cancel Approved 
Yield by Unit Number 

The Search Approved Yield Screen will be displayed. 

Sign Approved Yield The Search Approved Yields to Sign Screen will be 
displayed. 

Reports The Reports Screen will be displayed. 
Application for Payment 

Add, Edit, or Cancel 
Application for Payment 

The Search Application for Payment Screen will be 
displayed. 

Reports The Reports Screen will be displayed. 
Blank Forms 

*--Application for Coverage A blank CCC-471 will be displayed.--* 
Notice of Loss Form A blank CCC-576 (Page 1) will be displayed. 
Approved Yield Form Blank CCC-452 will be displayed. 
Application for Payment Form Blank CCC-576 (Page 2) will be displayed. 
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Par. 1524 
1524 Nationwide Customer Service 
 

A County Office User Access 
 
The NAP System automatically allows for nationwide customer service.  Users can access 
and load NAP data for any producer nationwide.  This service will be extremely beneficial 
for travelers, absentee producers, etc.  Users loading nationwide NAP data will have limited 
authority. 
 

B Example of Select State, County, and Year Screen 
 
To access Nationwide Customer Service, from the left navigation menu, CLICK 
“Nationwide Customer Service”.  The following Select State, County, and Year Screen will 
be displayed. 
 

 
 
User shall use the drop-down menus to select the applicable: 
 
 State 
 county 
 year. 
 
CLICK “Select” to continue into the selected NAP process. 

 
C Functionality 

 
All functionality of the NAP processes is the same in Nationwide Customer Service except 
that no COC action can be taken.  COC action must be taken by the administrative County 
Office. 
 

D Action 
 
Users that process Nationwide Customer Service must: 
 
 immediately FAX a copy of the signed application to the home county 
 mail the original signed application to the home county 
 maintain a copy of the signed application. 
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Par. 1525 
1525 State Office Access 
 

A Requesting Access 
 
If State Office administrative access has not already been requested for users in a State 
Office, requests shall be made according to the following: 
 
 provide the National Office with all State employees who are to have access, and include 

the following: 
 
 State name 
 employee’s legal first and last name 
 employee’s USDA eAuthentication user ID 
 

 FAX information to 202-720-0051, Attn: Neeru Gulati 
 
Note: Include on the FAX that the request is for NAP State Office administrative access. 
 

 contact PECD, Common Provisions Branch at 202-720-3464 with any questions or 
concerns. 

 
Note: Additional employees can be added at any time by requesting access according to this 

subparagraph. 
 

B Access Authority 
 
State Office Administrative Users have the ability to: 
 
 complete NAP for any producer within their assigned State 
 print reports for any county within their assigned State 
 access Nationwide Customer Service 
*--override crop eligibility on NAP Application for Coverage 
 authorize refund of NAP service fees. 
 

Note: Nothing in these software instructions should be interpreted as any deviation from 
policy that NAP service fees are not refundable.  These procedures are only 
applicable to those situations where FSA has determined for its own reasons that 
service fees must be returned. 

 
 Follow procedure in Sections 1, 2, 3, 4, and 5 for instructions for using the system.--* 

 
1526-1530 (Reserved) 
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Par. 1531 
*--Section 2   Application for Coverage 

 
Subsection 1   Add, Edit, or Cancel Application for Coverage 

 
1531 Search Application for Coverage Screen 
 

A Overview 
 
After users have clicked “Add, Edit, or Cancel Application for Coverage”, the Search 
Application for Coverage Screen will be displayed.  The Search Application for Coverage 
Screen allows users to: 
 
 add CCC-471 
 edit CCC-471 
 access an existing CCC-471 
 rollover a prior year CCC-471 (crops will be marked continuous). 
 

B Example of Search Application for Coverage Screen 
 
Following is an example of the Search Application for Coverage Screen. 
 

 
--* 
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Par. 1531 
*--1531 Search Application for Coverage Screen (Continued) 
 

C Action 
 
To add a new CCC-471 or rollover a prior year CCC-471, click the “Add/Search” button.  
The SCIMS Customer Search Screen will be displayed. 
 
To view and/or print an existing CCC-471, select “View/Print” for CCC-471 to be viewed 
and/or printed.  CCC-471 will be displayed. 
 
To edit an existing CCC-471, do either of the following. 
 
 Select “Edit” for CCC-471 to be edited.  The Application for Coverage Screen will be 

displayed.  See paragraph 1537. 
 
 Click the “Add/Search” button.  The SCIMS Customer Search Screen will be displayed. 
 
To print a summary report for an existing CCC-471, select “Print Summary”.  The Producer 
Application for Coverage Summary Report will be displayed.  See paragraph 1551 for 
additional information on the Producer Application for Coverage Summary Report. 

 
D Status 
 

The “Status” column will display the status of the producer’s CCC-471. 
 
“Initiated” means CCC-471 has been started but the producer has not yet signed the 
application and the fees have not been fully paid. 
 
“Pending” means the producer has signed CCC-471 but the fees have not been fully paid. 
 
“Producer Signed” means the producer has signed CCC-471 and the fees have been fully 
paid. 
 
“CCC Rep Signed” means the CCC representative has signed CCC-471 verifying that the 
fees have been fully paid. 
 
“Cancelled” means that CCC-471 has been placed in a cancelled status because of either of 
the following: 

 
 changes to basic program data (that is, modification of FSA-578 data) 
 SCIMS duplicate resolution merge. 

 
A cancelled CCC-471 must be accessed and modified to ensure that the most current data is 
on CCC-471.  A report is available that provides a list of all cancelled CCC-471’s with the 
reason for the cancellation.  See paragraph 1552 for additional information. 

 
Note: A SCIMS duplicate resolution merge will cancel CCC-471 tied to the merged 

producer.  The CCC-471 tied to the producer that was “kept” will not be cancelled.  
CCC-471 that is suspended because of a SCIMS duplicate resolution merge does not 
need to be accessed and modified.--* 
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Par. 1532 
*--1532 SCIMS Customer Search 
 

A Overview 
 
If the user selected “Add/Search”, the SCIMS Customer Search Screen will be displayed.  
The SCIMS Customer Search Screen provides users with a method of searching SCIMS to 
find the applicable producer.  Producer can be selected by type, name, tax ID, or other.  See 
1-CM for additional information on SCIMS. 

 
B Example of SCIMS Customer Search Screen 

 
Following is an example of the SCIMS Customer Search Screen. 

 

 
 

User must select customer based on search results by clicking the applicable producer.  The 
Select Crops on Application for Coverage Screen will be displayed.  See paragraph 1534. 
 
Note: If the selected customer has invalid eligibility determinations, the Informational 

Message(s) Screen will be displayed.  See paragraph 1533.--* 
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Par. 1533 
*--1533 Informational Message(s) Screen 

 
A Overview 

 
The Informational Message(s) Screen displays a list of invalid eligibility determinations for 
the selected producer.  The Informational Message(s) Screen will only be displayed if there 
are invalid eligible determinations. 
 
Note: These messages are informational only and do not stop CCC-471 from being 

processed. 
 

B Example Informational Message(s) Screen 
 
Following is an example of the Informational Message(s) Screen. 
 

 
 
C Action 

 
Select “Continue with Application for Coverage” to continue processing CCC-471.  The 
Select Crops on Application for Coverage Screen will be displayed.  See paragraph 1534. 
 
Select “NAP Main Menu” to cancel processing of CCC-471.--* 
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 Par. 1534 
*--1534 Select Crops on Application for Coverage Screen 
 

A Overview 
 
The Select Crops on Application for Coverage Screen will be displayed for selecting crops to 
be covered. 
 
Note: If the selected producer had a prior year CCC-471, the crops from the prior year 

CCC-471 that exist in the current year NCT will be displayed in the Selected Crops 
table. 

 
B Example of Select Crops on Application for Coverage Screen 

 
Following is an example of the Select Crops on Application for Coverage Screen. 
 

 
--* 
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Par. 1534 
*--1534 Select Crops on Application for Coverage Screen (Continued) 

 
C Field Descriptions and Actions 

 
The following table provides the field descriptions and actions for the Select Crops on 
Application for Coverage Screen. 
 

Field and /or 
Button Description 

 
Action 

Crops from Acreage Report 
Crop The crop, type, intended use, and 

planting period from the producer’s 
previous year’s certified acreage 
report and the pay crop/type and 
application closing date from NCT. 

Select the check box next to the crop, 
type, intended use, planting period, pay 
crop/type, and closing date to select that 
crop for coverage.  The crop will be 
added to the Selected Crops table. 

Type 
Intended Use 
Planting Period 
Pay Crop/Type 
Closing Date 
Add Selected Manual selection. Click “Add Selected” after selecting 

any applicable crop(s).  The crop will 
be added to the Selected Crops table. 

Add Crop not on 
Acreage Report 

Manual selection. Click “Add Crop not on Acreage 
Report” to add a crop that is not 
displayed in the Crops from Acreage 
Report table.  The Add Crop to 
Application for Coverage Screen will 
be displayed.  See paragraph 1535. 

Selected Crops 
Crop Crops selected for coverage. 

 
Note: An asterisk (*) in front of a 

crop means that the crop is not 
eligible because it is past the 
application closing date.  
Crops added after the 
application closing date will 
be marked “ineligible” and 
State Office override is 
necessary to change it to 
“eligible”.  See Subsection 2 
for more information on State 
Office override functionality. 

 
Type 
Intended Use 
Planting Period 
Pay Crop/Type 
Closing Date 

Delete Manual selection. Click “Delete” to delete a crop from the 
application. 

Save& Continue Manual selection. Click “Save & Continue” after selecting 
the crop(s) to be covered.  The Fee 
Calculation Screen will be displayed.  
See paragraph 1536. 

Cancel Manual selection. The Search Application for Coverage 
Screen will be displayed.  See 
paragraph 1531. 

--* 
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Par. 1535 
*--1535 Add Crop to Application for Coverage Screen 
 

A Overview 
 
The Add Crop to Application for Coverage Screen will be displayed for selecting crops to be 
covered that are not reported on the previous year’s acreage report. 
 

B Example of Add Crop to Application for Coverage Screen 
 
Following is an example of the Add Crop to Application for Coverage Screen. 
 

 
--* 
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Par. 1535 
*--1535 Add Crop to Application for Coverage Screen (Continued) 

 
C Field Descriptions and Actions 

 
The following table provides field descriptions and actions for the Add Crop to Application 
for Coverage Screen. 
 

Field/Button Description Action 
Crop Name Manual selection of any crop loaded 

in NCT.  
Select the crop to be covered. 

Crop Type Manual selection of crop type 
applicable to the crop loaded in NCT. 

Select the crop type applicable to the 
selected crop. 

Intended Use Manual selection of intended use 
applicable to the crop loaded in NCT. 

Select the intended use applicable to the 
selected crop. 

Planting Period Manual selection of the planting 
period applicable to the crop loaded 
in NCT. 

Select the planting period applicable to 
the selected planting period. 

Pay Group The pay group applicable to the crop 
loaded in NCT. 

 

Closing Date The closing date applicable to the 
crop loaded in NCT. 

 

Add Crop Manual selection. Click “Add Crop” after selecting the 
crop, crop type, intended use, and 
planting period.  The Select Crops on 
Application for Coverage Screen will 
be displayed with the crop added to the 
Selected Crops table on the Select 
Crops on Application for Coverage 
Screen.  See paragraph 1534. 

Cancel Manual selection. The Select Crops on Application for 
Coverage Screen will be displayed.  See 
paragraph 1534. 

 
Note: The message “Crop is ineligible because NCT closing date has passed” is 

informational and indicates that the selected crop will be marked ineligible because 
the application closing date has passed.  The “Add Crop” button can still be selected 
even if this message is displayed.--* 
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Par. 1536 
*--1536 Fee Calculation Screen 
 

A Overview 
 
The Fee Calculation Screen provides: 
 
 limited resource producer selection 
 fee calculation 
 entry of amount of fee collected. 

 
B Example of Fee Calculation Screen 

 
Following is an example of the Fee Calculation Screen. 
 

 
--* 
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Par. 1536 
*--1536 Fee Calculation Screen (Continued) 

 
C Field Descriptions and Actions 

 
The following table provides the field descriptions and actions for the Fee Calculation 
Screen. 
 

Field/Button Description Action 
Is this producer a Limited 
Resource producer? 

Manual selection. Select “Yes” if the producer is a 
limited resource producer.  Producers 
must have a completed FSA-217 on 
file for each applicable program year 
before “Yes” or “No” can be 
selected. 
 
Note: Click the “Limited Resource 

Producer Information” 
button and FSA-217 will be 
displayed. 

Producer Maximum Service Fee 
Producer Maximum 
Service Fee 

The maximum service fee a producer can 
pay across all counties. 

 

Total Service Fees paid in 
all counties 

The amount of service fees the producer 
has paid across all counties.  The amount 
collected, date of collection, and county 
of collection will be displayed. 

 

Remaining producer 
maximum service fee 

The remaining amount the producer can 
be required to pay across all counties. 

 

County Maximum Service Fee 
County Maximum Service 
Fee 

The maximum service fee a producer can 
pay in the selected county. 

 

Total service fees paid in 
this county 

The amount of service fees the producer 
has paid in the selected county.  The 
amount collected and the date of 
collection will be displayed. 

 

Remaining county 
maximum service fee 

The remaining amount the producer can 
be required to pay in the selected county. 

 

Application Service Fee 
Application Service Fee The fees that were calculated for the 

application. 
 

Total service fees paid in 
this county 

The amount of service fees the producer 
has paid in the selected county.  The 
amount collected and the date of 
collection will be displayed. 

 

Remaining application 
service fee 

The remaining amount the producer can 
be required to pay for the application. 

 

        --* 
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        Par. 1536 
*--1536 Fee Calculation Screen (Continued) 

 
C Field Descriptions and Actions (Continued) 

 
Field/Button Description Action 

Actual Application Service Fee 
Actual Application Service 
Fee 

The smaller of the following: 
 
 remaining producer maximum 

service fee 
 

 remaining county maximum 
service fee 

 
 remaining appliation service 

fee. 

 

Actual amount collected for 
this application 

Manual entry. Enter the amount of service fees 
collected from the producer.  The 
amount entered must be equal to 
or less than the Actual 
Application Service Fee. 
 
Note: If the amount entered is 

less than the Actual 
Application Service Fee, 
the application will not be 
complete until the 
remaining fees are paid. 

 
Access NRRS and manually enter 
the service fees using collection 
type “Other System 36 
Collections”. 

Buttons 
Save & Continue Manual selection. Click “Save & Continue” to 

select the limited resource 
question and enter the service 
fees paid.  The Application for 
Coverage Screen will be 
displayed.  See paragraph 1537. 

Cancel Manual selection. The Search Application for 
Coverage Screen will be 
displayed.  See paragraph 1531. 

 --* 
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        Par. 1537 
*--1537 Application for Coverage 
 

A Overview 
 
The Application for Coverage Screen: 
 
 provides a summary of the selected crop(s) 
 provides the limited resource indicator 
 summarizes application service fee  
 allows for entry of signature information. 

 
B Example of Application for Coverage Screen 

 
Following is an example of the Application for Coverage Screen. 
 

 
        --* 
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Par. 1537 
*--1537 Application for Coverage (Continued) 

 
C Field Descriptions and Actions 

 
The following table provides field descriptions and actions for the Application for Coverage 
Screen. 
 

Field/Button Description Action 
Crops 

Crops with CCC Signature 
Crop, Type, Intended 
Use, Planting Period 

Crops that are NAP covered will be 
displayed. 
 
Note: “Continuous Coverage” 

will be displayed for crops 
that rolled over from the 
producer’s previous year 
CCC-471.  No producer 
signature is required. 

 

Pay Crop/Type 
Producer Signature 
Date 
CCC Signature Date 

Crops with no CCC Signature 
Crop, Type, Intended 
Use, Planting Period 

Crops that are still pending NAP 
coverage will be displayed. 

 

Pay Crop/Type 
Producer Signature 
Date 
Closing Date 
Edit Crops Manual selection. Select Crops on Application for Coverage 

Screen will be displayed.  See 
paragraph 1534. 
 
Crops can be added or deleted from the 
CCC-471 at any time.  However, if a crop 
is added after the application closing date, 
the crop will be marked “ineligible” and 
State Office override is necessary to 
change it to “eligible”.  See Subsection 2 
for more information on State Office 
override functionality. 
 
Deleting crop(s) from CCC-471 may result 
in a negative fee calculation.  This 
indicates that the producer may be eligible 
for a refund of service fees already paid.  
Refunds can only be authorized through 
State Office override.  See Subsection 2 
for more information on State Office 
override functionality. 

Limited Resource Information 
This producer is a 
Limited Resource 
Producer 

The answer that was provided to 
the limited resource question on the 
Fee Calculation Screen will be 
displayed. 

 

Edit Limited 
Resource Producer 

Manual selection. The Fee Calculation Screen will be 
displayed.  See paragraph 1536. 

        --* 
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Par. 1537 
*--1537 Application for Coverage (Continued) 

 
C Field Descriptions and Actions (Continued) 

 
Field/Button Description Action 

Application Service Fee 
Actual Application 
Service Fee 

The service fees due for the 
application. 

 

Amount Collected The amount of service fees collected 
for the application.  The amount 
collected and the date of collection 
will be displayed. 

 

Collect Fee Manual selection. The Fee Calculation Screen will be displayed.  
See paragraph 1536. 

Producer Signature 
Signature Method Manual selection of the type of 

signature provided by the producer. 
 
Applicable signature types are: 
 
 paper 
 FAX. 

Signature type shall only be selected after 
either of the following occurs: 
 
 producer signs and dates CCC-471 
 
 FAX with the producer’s signature and 

date has been received in the County 
Office. 

Date Manual entry of the date the 
producer signed or FAXed CCC-471.

Enter the date the producer signed CCC-471. 

CCC Representative Signature Date 
Date Manual entry. Enter the date the CCC representative signed 

CCC-471 to verify receipt of service fees.  
After the CCC representative signature is 
entered, the crops will be considered NAP 
covered.  

Cancellation 
Do you want to 
cancel this 
Application for 
Coverage? 

Manual selection. Select the “Yes” checkbox to cancel CCC-471.

Reason Manual selection. Select the reason that CCC-471 is being 
cancelled. 

Buttons 
Save & Submit Manual selection. Click “Save & Submit” to save CCC-471.  The 

Confirmation Screen will be displayed.  See 
paragraph 1538. 

Save & Print Manual selection. Click “Save & Print” to save CCC-471.  The 
CCC-471 will be displayed in a separate 
window. 

Print Summary Manual selection. The Producer Application for Coverage 
Summary Report will be displayed in a 
separate window.  See paragraph 1551. 

Cancel Manual selection. The Search Application for Coverage Screen 
will be displayed.  See paragraph 1531. 

 --* 
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        Par. 1538 
*--1538 Confirmation 
 

A Overview 
 
The Confirmation Screen provides users the ability to view/print CCC-471 or a short cut to 
creating CCC-471 for another producer. 
 

B Example of Confirmation Screen 
 
Following is an example of the Confirmation Screen. 
 

 
 
C Link/Button Descriptions 
 

The following table provides the links/buttons available on Confirmation Screen. 
 

Link/Button Description 
Print Unsigned Crops CCC-471 will be displayed in a separate window.  CCC-471 

will contain only crops that do not contain a producer signature 
date. 

Print Signed Crops CCC-471 will be displayed in a separate window.  CCC-471 
will contain only crops that contain a producer signature date. 

NAP Main Menu The Main Menu will be displayed.  See paragraph 1523. 
Print Application for 
Coverage 

CCC-471 will be displayed in a separate window.  CCC-471 
will contain both signed and unsigned crops. 

Create Application for 
Coverage for another 
Producer 

The SCIMS Customer Search Screen will be displayed.  See 
paragraph 1532. 

Return to Search 
Application for Coverage 

The Search Application for Coverage Screen will be displayed.  
See paragraph 1531. 

        --* 
1539-1543 (Reserved) 
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Par. 1544 
Subsection 2    State Office Override 

 
*--1544 Overview 
 

A General Information 
 
State Office override functionality allows State Office administrative users to: 
 
 change the status of crops that were added after the application closing date from 

“ineligible” to “eligible” 
 

 indicate whether a refund is authorized when crops are deleted from CCC-471. 
 
State Office administrative users shall access CCC-471 to be overridden and navigate to the 
Application for Coverage Screen according to paragraph 1537. 
 
Note: See paragraph 1525 for instructions on requesting State Office administrative 

access.--* 
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 Par. 1544 
*--1544 Overview (Continued) 
 

B Example of Application for Coverage Screen 
 
Following is an example of the Application for Coverage Screen. 
 

 
 

C Action 
 
To override crop eligible, click the “Override Crop Eligibility” button.  The Override Crop 
Eligibility Screen will be displayed.  See paragraph 1545. 
 
To authorize a refund, click the “Collect Fee” button.  The Fee Calculation Screen will be 
displayed.--* 
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Par. 1545 
*--1545 Override Crop Eligibility 
 

A Overview 
 
The "Override Crop Eligibility" button on the Application for Coverage Screen allows State 
Office administrative users to override “ineligible” crops on CCC-471. 
 
The Override Crop Eligibility Screen will be displayed with crops that are “ineligible” and 
allows State Office administrative users to make the status of the crop “eligible” or leave the 
status of the crop as “ineligible”. 
 
Note: Even though the crop is “ineligible”, neither “eligible” or “ineligible” will be marked 

on the Override Crop Eligibility Screen.  The State Office administrative user must 
take action on each crop by either marking “eligible” or “ineligible”.  If “ineligible” is 
selected, the crop status will remain “ineligible”. 

 
B Example of Override Crop Eligibility Screen 

 
Following is an example of the Override Crop Eligibility Screen. 

 

 
--* 
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Par. 1545 
*--1545 Override Crop Eligibility (Continued) 

 
C Field Descriptions and Actions 

 
The following table provides field descriptions and actions for the Override Crop Eligibility 
Screen. 
 

Field/Button Description Action 
Crop, Type, 
Intended Use, 
Planting Period 

The crop, type, intended use, planting 
period, pay crop/type, and application 
closing date of the ineligible crop(s). 

 

Pay Crop/Type 
Application 
Closing Date 
Status Manual selection. Select “Eligible” to change the status of 

the crop to eligible. 
 
Select “Ineligible” to maintain the 
status of the crop as ineligible. 

Override/Confirm 
Date 

Manual entry. Enter the date the ineligible crops were 
overridden. 

Save& Continue Manual selection. Click “Save & Continue” after 
overriding the crop status.  Application 
for Coverage Screen will be displayed.  
See paragraph 1537. 
 
Note: If the crop status was changed to 

“eligible”, the message 
“Ineligibility was overridden on 
XX/XX/XXXX” will be 
displayed under the crop on the 
Application for Coverage 
Screen. 

 
If the crop status remained 
“ineligible”, the message 
“Ineligibility was confirmed on 
XX/XX/XXXX” will be 
displayed under the crop on the 
Application for Coverage 
Screen. 

Cancel Manual selection. The Application for Coverage Screen 
will be displayed.  See paragraph 1537. 

        --* 
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Par. 1546 
*--1546 Service Fee Refund 
 

A Overview 
 
When crops are removed from CCC-471, service fees are recalculated.  If the service fee is 
recalculated as a negative amount, the producer may be due a refund.  If a refund is 
authorized, the State Office administrative user shall follow the instructions in this paragraph 
to indicate that a refund is authorized. 
 
Note: Nothing in these software instructions should be interpreted as any deviation from 

policy that NAP service fees are not refundable.  These procedures are only 
applicable to those situations where FSA has determined for its own reasons that 
service fees must be returned. 

 
B Example of Fee Calculation Screen 

 
Following is an example of the Fee Calculation Screen. 

 

 
        --* 
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Par. 1546 
*--1546 Service Fee Refund (Continued) 

 
C Action 

 
If a refund is authorized, State Office administrative users shall select “Yes” for the question 
“Is a refund authorized” then select the “Save & Continue” button.  The Application for 
Coverage Screen will be displayed. 
 
The Application Service Fee section will show: 
 
 the recalculated Application Service Fee 
 a line item displaying the amount of the refund and the date the refund was authorized. 
 

 
 

D Requesting Refund 
 

Authorizing a refund in the system does not automatically process the refund to the 
producer.  Refunds must be requested from the FSA-FSC-RMO office in Kansas City.  To 
request a refund, the State Office adminstrative user shall send an e-mail request to 
Cari McQueen at cari.mcqueen@kcc.usda.gov with the following information: 
 
 State code 
 county code 
 producer name 
 amount of refund requested 
 NRRS Receipt ID number 
 explanation of circumstances justifying the refund. 
 
Refund requests can also be sent to: 
 
 FSA-FSC-RMO, Stop 8212 
 ATTN:  Cari McQueen 
 P.O. Box 419205 
 Kansas City, MO 64141-6205. 
 
The refund will be processed and notification will be sent back to the State Office 
administrative user. 

 
1547-1550 (Reserved) 
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Par. 1551 
Subsection 3   Reports 

 
*--1551 Producer Application for Coverage Summary Report 
 

A Overview 
 
The Producer Application for Coverage Summary report provides a list of crops that are 
covered by the producer.  To access the Producer Application for Coverage Summary report, 
CLICK “Print Summary” for the producer on the Search Application for Coverage Screen or 
on the Application for Coverage Screen. 
 

B Example of Producer Application for Coverage Summary Report 
 
Following is an example of the Producer Application for Coverage Summary Report. 
 

 
 

C Information on Report 
 

The Producer Application for Coverage Summary Report contains all crops covered on 
CCC-471.  The “Rec Stat” column indicates the crops that were actually selected on 
CCC-471.--* 
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Par. 1552 
*--1552 Standard Reports 
 

A Overview 
 
Several standard reports are available to use as tools within the Application for Coverage 
system.  To access reports, CLICK “Reports” from the Main Menu or from the left 
navigation menu. 
 

B Example of Reports Screen 
 
Following is an example of the Reports Screen. 
 

 
 --* 
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Par. 1552 
*--1552 Standard Reports (Continued) 

 
C Field Descriptions and Actions 

 
The following table provides field descriptions and actions for the Reports Screen. 
 

Report/Field/Button Action Result 
CCC Rep Signed 
Report 

Manual selection. Report will be displayed identifying Applications for 
Coverage that have been signed by the CCC 
Representative. 

Producer Signed But 
Not CCC 
Representative Signed 
Report 

Manual selection. Report will be displayed identifying Applications for 
Coverage that have been signed by the producer but 
have not been signed by the CCC Representative. 

Initiated Report Manual selection. Report will be displayed identifying Applications for 
Coverage that have been entered but the fee has not 
been collected and the producer has not signed. 

Pending Application 
for Coverage Report 

Manual selection. Report will be displayed identifying Applications for 
Coverage where the fee has been collected but the 
producer has not signed. 

Canceled Report Manual selection. Report will be displayed identifying Applications for 
Coverage that have been cancelled. 

Summary of Producers 
with Coverage Report 

Manual selection. Report will be displayed identifying all producers 
with Applications for Coverage and the crops that 
were selected for coverage. 

County Office 
Summary Report 

Manual selection. Report will be displayed with a summary, by pay 
group, of the status of all Applications for Coverage 
in the county. 

State Office Summary 
Report 

Manual selection. Report will be displayed with a summary, by county 
and by pay group, of the status of all Applications for 
Coverage in the State. 

Continuous Coverage 
Report 

Manual selection. Report will be displayed with a list of producers that 
have been mailed a continuous coverage letter.  It will 
also contain the date the letter was mailed and, if 
applicable, the date an e-mail was sent to the 
producer. 

Start Date Manual entry. Enter a start date to limit data displayed on any of the 
reports. 
 
Note: Start date is not required. 

End Date Manual entry. Enter an end date to limit data displayed on any of the 
reports. 
 
Note: End date is not required. 

Create Report Manual selection. The selected report will be displayed. 
NAP Main Menu Manual selection. The Main Menu will be displayed.  See 

paragraph 1523. 

      --* 
1553-1558 (Reserved) 
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 Par. 1559 
Subsection 4   Continuous Coverage 

 
*--1559 Continuous Coverage Letters 
 

A Overview 
 
Subparagraph 23 E provides that County Offices are to notify producers of prior year NAP 
coverage and the ability to purchase coverage for the subsequent year no less than 
60 calendar days before the first application closing date.  For 2014 and subsequent years, the 
continuous coverage notification letters will be generated and mailed from the Kansas City 
Print Shop.  The letter will notify producers of the crops/types/intended uses/planting periods 
that were covered in the previous year and the service fee that will be required to continue 
the same coverage for the current crop year.  All crops in the pay group will continue to be 
covered if the applicable fees are paid timely. 
 
The letters are based on prior year information in NCT and the application for coverage file.  
For example, for the 2014 letters, the 2013 NCT and 2013 application for coverage file are 
being read to determine the data that is printed in the letters. 
 

B Letter Mailing Schedule 
 
Because continuous coverage notification letters will be generated and mailed from the 
Kansas City Print Shop, County Offices shall take no action to generate or mail letters. 
 
Each producer that had coverage in the prior year will receive 1 continuous coverage 
notification letter.  However, the date that the producer will receive their letter depends on 
what crops were covered in the prior year and the application closing dates for those crops. 
 
Example 1: Any 1 Producer had NAP coverage on Winter Wheat in 2013.  The 2014 

application closing date for Winter Wheat is September 1, 2013.  The 2014 
continuous coverage notification letter will be mailed to Any 1 Producer by 
July 1, 2013. 

 
Example 2: Any 2 Producer had NAP coverage Soybeans in 2013.  The 2014 application 

closing date for Soybeans is March 15, 2014.  The 2014 continuous coverage 
notification letter will be mailed to Any 2 Producer by January 15, 2014. 

 
Example 3: IMA Farmer has NAP coverage on Winter Wheat and Soybeans in 2013.  The 

2014 application closing date for Winter Wheat is September 1, 2013, and the 
2014 application closing date for Soybeans is March 15, 2014.  The 2014 
continuous coverage notification letter will be mailed to IMA Farmer by 
July 1, 2013 (the earlier of the 2 closing dates). 
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 Par. 1559 
*--1559 Continuous Coverage Letters (Continued) 
 

C Continuous Coverage Report 
 
The Continuous Coverage Report contains a list of all continuous coverage letters that have 
been sent and the date the letters were mailed.  Review the Continuous Coverage Report to 
determine who has received their letters.  See paragraph 1552 for additional information on 
printing the Continuous Coverage Report. 
 

D E-Mailing Continuous Coverage Letters 
 
If producers have an e-mail address in SCIMS, the continuous coverage letters will be sent 
through e-mail.  If the letter is e-mailed to the producer, the letter will still be mailed through 
the regular postal service.--* 

 
1560-1568 (Reserved) 
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Par. 1632 
1632 Crop Selection (Continued) 

 
C Field Descriptions and Actions (Continued) 

 
Field/Button Description Action 
Tract The tract number from the 

producer’s certified acreage 
report. 

Select the checkbox next to the tract number and/or stage to 
select all fields associated with that tract. 
 

 
 
Select the tract number link to expand the selection and 
display the field(s) associated with the tract number. 
 

Field The field, unit, practice, 
status, share, and acres from 
the producer’s certified 
acreage report. 

Select the checkbox next to each field that was affected by 
the disaster event. 
 
The affected acres will be populated with the number of 
acres reported on the acreage report.  Modify the number of 
acres that were affected by the disaster event, if applicable.  
The affected acres cannot exceed the number of acres that 
were reported for each field. 
 
*--Note: If COC determines that a line item is not eligible 

the user shall enter “0.00” acres in the affected 
acres field.  Any line item with 0.00 affected acres 
will be populated on CCC-576, Part B, item 8 as 
“disapproved”.--* 

 
Select whether the affected acres were abandoned, 
destroyed, or harvested.  Selection is not required. 

Unit 
Practice 
Status 
Share % 
Affected Acres 
Stage 
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Par. 1632 
*--1632 Crop Selection (Continued) 

 
C Field Descriptions and Actions (Continued) 

 
Field/Button Description Action 

Buttons 
Save & 
Continue 

CLICK “Save & Continue” after 
selecting the affected crop(s).  
Create Notice of Loss Screen will 
be displayed.  See paragraph 1633.

 

Cancel Enter Cause of Loss Screen will 
be displayed.  See paragraph 1631.

 

--* 
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Par. 1633 
1633 Create Notice of Loss (Continued) 

 
C Field Descriptions and Actions (Continued) 

 
Field/Button Description Action 

Producer Signature 
Signature Method Manual selection of the type of 

signature provided by the 
producer. 
 
Applicable signature types are: 
 
 paper 
 FAX.   

Signature type shall only be selected 
after either of the following occurs: 
 
 producer signs and dates 

CCC-576 (Page 1) 
 
 FAX with the producer’s 

signature and date has been 
received in the County Office. 

Date Manual entry of the date the 
producer signed or FAXed 
CCC-576 (Page 1). 

Enter the date the producer signed 
CCC-576 (Page 1).   

COC Determination 
Determination Date Manual entry. Enter the date COC made their 

determination. 
 
*--Note: For 2013 and future years, 

there is no 
approval/disapproval at the 
Notice of Loss level.  
Approval/disapproval is 
done at the line item level 
(CCC-576, Part B, item 8).  
In the system, the line item 
approval/disapproval will be 
entered in the “Affected 
Acres” field on the Crop 
Selection Screen.  See 
paragraph 1632.--* 

Cancellation 
Do you want to cancel 
this notice of loss? 

Manual selection. Select the “Yes” checkbox to cancel 
CCC-576 (Page 1). 

Reason Manual selection. Select the reason that CCC-576 
(Page 1) is being canceled. 

Buttons 
Save & Submit Confirmation Screen will be 

displayed.  See paragraph 1634. 
 

Cancel The previous screen will be 
displayed.  
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        Par. 1634 
*--1634 Confirmation 
 

A Overview 
 
The Confirmation Screen will provide users the ability to view/print CCC-576 (Page 1) or a 
short cut to creating CCC-576 (Page 1) for another producer. 
 

B Example of Confirmation Screen 
 
Following is an example of the Confirmation Screen. 
 

 
 
C Link/Button Descriptions 

 
The following provides the links/buttons available on the Confirmation Screen. 
 

Link/Button Description 
Print Notice of Loss CCC-576 (Page 1) will: 

 
 be displayed in a separate window 

 
 contain only data that has been entered into the system 

as of the date it is being printed. 
NAP Main Menu Main Menu will be displayed.  See paragraph 1523. 
Create Notice of Loss for 
Another Producer 

SCIMS Customer Search Screen will be displayed.  See 
paragraph 1630. 

Return to Search Notice of 
Loss 

Search Notice of Loss Screen will be displayed.  See 
paragraph 1629. 

--* 
1635-1640 (Reserved) 
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Exhibit 3 
Menu and Screen Index 

 
The following menus and screens are displayed in this handbook. 
 

Menu or Screen Title Reference 
 Add Crops to Application for Coverage 1535 
 Add Record - County Selection Page 777 
 Add Record - Primary Crop Data Page 777 
 Add Record - Record Detail Page 777 
 Add Record - Results Page 777 
 Add Record - Secondary Crop Data Page 777 
 Add Record - Summary Page 777 
 Application for Coverage Screen 1537, 1544 
 Application for Payment Summary Screen 1712, 1727, 1742, 1758 
 Appraisal or Report of Production Screen 1711 
 Approve Record - Confirmation Screen 776, 777 
 Approve Record - Results Page 776, 777 
 Approved Yield Data Screen 1667, 1672 
 Approved Yield Screen 1668, 1671 
 Confirmation Screen 1538, 1622, 1634, 1673, 1708
 Coverage Confirmation Screen 1667 
 Create Notice of Loss 1621, 1633 
 Crop Selection Screen 1619, 1632, 1666, 1706 
 Create Unit Screen 1570, 1571, 1573, 1574, 1576
 Date of Loss Selection Screen 1707 
 Delete Carrying Capacity Screen 1757.5 
 Delete Crop Screen 1709 
 Delete Record - Confirmation Screen 778 
 Delete Record - Results Page 778 
 Enter Cause of Loss 1618, 1631 
 FSA Applications Screen 771 
 Fee Calculation Screen 1536, 1546 
 Grazing Loss Acreage Screen 1756 
 Informational Message(s) Screen 1533 
 Main Menu 1523 
 Mass Approve Records - Confirmation Screen 777 
 Mass Approve Records - Results Page 777 
 Mass Approve Records - Search Page 777 
 Mass Reset Records - Confirmation Screen 778 
 Mass Reset Records - Results Page 778 
 Mass Reset Records - Search Page 778 
 Mass Update Records - Confirmation Screen 777 
 Mass Update Records - Records Details Page 777 
 Mass Update Records - Results Page 777 
 Mass Update Records - Search Page 777 
 Mass Update Records - Select Fields Page 777 
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Exhibit 3 
Menu and Screen Index (Continued) 
 

Menu or Screen Title Reference 
 Modify Records - Record Detail Page 776, 777 
 Modify Records - Results Page 776, 777 
 Modify Records - Summary Page 776, 777 
 NCT - Main Menu 771 
 Override Crop Eligibility 1545 
 Part F - Grazing “AUD” Loss Calculation Screen 1757 
 Pay Group Selection Screen 1705 
 Producer Units Screen Text  
 Program Year 2009 - Main Menu 774 
 Program Year 2010 - Main Menu 776-778 
 Reports Screen 1523, 1552, 1576, 1641, 

1674, 1781 
 Reports - Payment Reports Screen 1781 
 Reports - Report Criteria Screen 781 
 Reports - Report Selection 781 
 Reports - Session Timeout Screen 771 
 Reports - State Selection Screen 781 
 SCIMS Customer Search Screen Text 
 Search Application for Coverage Screen 1531 
 Search Application for Payment Screen 1701 
 Search Approved Yield Screen 1665, 1669 
 Search Approved Yields to Sign Screen 1670 
 Search Notice of Loss 1629 
 Search Records - Results Page 776, 777 
 Search Records - Search Page 776, 777 
 Search Unit Screen 1523, 1569, 1574 
 Select Crops on Application for Coverage Screen 1534 
 Select State, County, and Year Screen 1522 
 Sign Approved Yield Screen 1670 
 Special Forage Screen 1771 
 Unit Details Screen Text 
 Unit of Measure Conversion Screen 1675 
 Unit Selection Screen 1662, 1663, 1703 
 Value Loss Crops (Graduated) Screen 1726 
 Value Loss Crops (Non-Graduated) Screen 1741 
 View Record - Summary Page 776-778 
 Yield Loss Acreage Screen 1535 
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