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Par. 511
*--Part 16 2008 SURE

Section1l 2008 SURE Interim Workbook--*

511 Function of the SURE Interim Workbook

A Overview

7-19-11

The SURE Interim Workbook provides a series of Excel worksheets used to complete a
manual calculation of interim SURE payment, including the following:

Data Entry

Yield Determination Tool
Weighted Average Yield Tool
Value Loss Tool

Farm Summary

10 Percent Loss Tool
FSA-682, page 2.

One SURE Interim Workbook will be completed per producer, per administrative county.
Only the crops and acreage administered in that county will be entered into the SURE
Interim Workbook. Each line entry of crop data shall be entered into the SURE Interim
Workbook by each unique:

county

crop name

crop type

IU

stage code

status code

practice

producer share

all acres timely planted

all acres not timely planted.

One SURE Interim Workbook accommodates 100 line entries; if additional line entries are
required an additional SURE Interim Workbook will need to be completed. For more
information on saving additional SURE Interim Workbooks for a producer whose workbook
exceeds 100 line entries in 1 administrative county, see subparagraph 515 C.

The SURE Interim Workbook contains sensitive data. It is for FSA internal use only and
shall not be distributed. This applies to the SURE Interim Workbook template and the .xml
files that are generated when the workbook is saved. Only the producer for which the
application was filed may be provided the printed Farm Summary page and the
workbook-generated FSA-682, page 2.
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Par. 511
511  Function of the SURE Interim Workbook (Continued)

B Handling Single-County Producers
If the administrative county and the recording county are the same and the producer is not
multi-county, the SURE Interim Workbook can be completed in its entirety by 1 county and
the resulting SURE payment amount can be entered into the payment software to be
processed.

Note: For the definition of recording county, see 3-PL, Exhibit 2. The administrative
county is the FSA county responsible for administering the acreage.

C Handling Multi-County Producers

If the administrative county and recording county are not the same and the producer is
multi-county, the administrative county shall:

e complete the SURE Interim Workbook in its entirety for the crops and acreage
administered in that county

e transmit the SURE Interim Workbook to the recording county.
In this situation the recording county shall:

e complete the SURE Interim Workbook in its entirety for the crops and acreage
administered in that county

e collect all the SURE Interim Workbooks from all administrative counties with which the
producer is associated

e summarize all SURE Interim Workbooks before the resulting SURE payment amount
can be entered in the payment software to be processed.
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Par. 523
*--523 Peanut Tool (Continued)

B Using the Peanut Tool (Continued)

Label Definition and Role

Producer Name Enter the producer’s name.

Phys. St/Co (if not | Enter the physical location for the county if multiple counties are

Admin) administered in 1 county.

Crop Type Enter or select the 3-character FSA crop type code. Entry must be a
valid peanut crop type code.

Unit Enter the RMA unit number.

RMA Plan Code Enter the RMA insurance plan code.

RMA Acres Enter the RMA acres from the “A” (Acreage) record. Acres will
display in hundredths.

Adjusted APH Enter the adjusted APH yield from the “A” (Acreage) record. The

Yield yield will display in hundredths.

Current RMA Enter the RMA Guarantee Basis in whole dollars.

Guarantee

As each row of data is entered, the RMA Weighted Adjusted Yield and Guarantee Basis will
be calculated and displayed in the applicable fields.

C Navigation Buttons

This table provides navigation buttons and functions.

Button Function

Clear Entri When clicked the “Confirmation for Clearing the Data” box will be
displayed. Click on:

e “OK” to clear the data
e “Cancel” to return to the tool.

a Print the document.
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Par. 523
523  Peanut Tool (Continued)

D Loading Data in the SURE Interim Workbook
After all RMA Weighted Adjusted Yields and Guarantee Basis have been calculated, follow
paragraph 303 to combine remaining data as applicable and load the data in the SURE
Interim Workbook.

E Printing and Filing Peanut Tool Document

Print the document and file in the producer’s program folder.

524-539 (Reserved)
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Par. 540
*.-Section2 SWIMS

540  Accessing Software

A Basic Information

7-19-11

SWIMS is:

e designed to provide an automated process to manage the storage and retrieval of the
SURE Workbook .xml files

e ashared database accessible to a limited number of all FSA National, State, and County
Office employees.

Overview

For 2008, a producer’s current year recording county shall be responsible for uploading the
recording county SURE Workbook .xml file and all associated nonrecording county SURE
Workbook .xml files for that producer. The recording county shall also be responsible for
resolving errors associated with any of the SURE Workbooks for that producer according to
subparagraphs 541 F and 544 F.

Accessing SWIMS

Access the SWIMS Home Page from the FSA Applications Intranet web site at

http://fsaintranet.sc.egov.usda.gov/fsa/FSAlntranet_applications.html. Under
“Production Adjustment and Disaster Programs”, CLICK “SWIMS”,

Note: Internet Explorer shall be used when accessing the SWIMS software.--*
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Par. 540
*--540 Accessing Software (Continued)

D Login Screen

After users click “SWIMS?”, the following SURE Workbook Information Management
System (SWIMS) Screen will be displayed. CLICK “SWIMS Login” to continue.

USDA United States Deparimant of Agricullure QWI Ms

'r"i Farm Service Agency SURE Workbook Information Management System

P [ T Y

___________________ SWIMSHome | About SWIMS | Help | ContactUs | Exit SWIMS | Logout of eAuth

The SURE Workbook Information Management System (SWIMS) is designed to

provide an automated process to manage the storage and retrieval of the SURE
Workbook .xml files.

LI SWIMS is a shared database accessible to all National, State and County Office
FSA Employees.

SWIMS Login

E USDA eAuthentication

After users click “SWIMS Login”, the USDA eAuthentication Warning Screen will be
displayed. CLICK *“I Agree” to proceed or “Cancel” to end the process.

The eAuthentication Login Screen will be displayed. Users must:
e enter eAuthentication user 1D
e enter eAuthentication password

e CLICK “Login”.

The SWIMS Import SURE Workbook XML File Screen will be displayed.--*
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Par. 541
*--541 Import SURE Workbook XML File

A Overview

After users are logged in and have been authenticated, the Import SURE Workbook XML
File Screen will be displayed. The Import SURE Workbook XML File Screen allows users
to import a single SURE Workbook .xml file. See subparagraph 540 B.

B Example of Import SURE Workbook XML File Screen

The following is an example of the Import SURE Workbook XML File Screen.

USDA United States Department of Agriculture SWI Ms

_E Farm Service Agency SURE Workbook Information Management System

e RS s FS o o N 7. S

| SWIMS Home | About SWIMS | Help | Contact Us | Exit SWIMS | Logout of eAuth_
e Import SURE Workbook XML File

* XML File: | || Browse... |

Import

[ match producer name on import.
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Par. 541

*--541 Import SURE Workbook XML File (Continued)

C

7-19-11

Importing a Single SURE Interim Workbook XML File

Import a single SURE Interim Workbook .xml file into SWIMS according to the following.

Step

Action

1

To import a single .xml file, on the Import SURE Workbook XML File Screen,
CLICK “Browse”.

2 | The Choose File dialog box will be displayed. Navigate to the
“S:\Service Center\FSA\2008 SURE” folder.
3 | The user shall select the file to import according to subparagraph 540 B and CLICK
“Open"_
The following is an example of the Choose File dialog box.
l_J‘_SDA United States Department of Agriculture SWIMS
ﬁ Farm Service Agency SURE Workbook Information Management System
L SWIMS Home | About SWIS | Help | Contact Us | Exit SWIMS | Logout of eAuth_
[ swmsmenu Yy bort SURE Workbook XML File
* XML File: |
Choose fil
LIBOKE Lookin: [ 2008_SURE -] @k
) (Shewie
B | e
Dtl-ﬁn : x::;:;m:ﬁ::ﬁmﬁmmmmimmm!m-m,:ﬁ
Ny Doasets [ e v o Glssmgar
Gl e S—
"_), ¢ >
5 | MyNevk  Floname: | [ o |
4 | Once the user clicks “Open” on the Choose File dialog box, the XML File field will
populate with the name of the file selected.
5 | The option to match producer name on import is available by clicking the check box

for “Match producer name on import”.

Note: If the option to match producer name is not selected, then SWIMS will
search for duplicates in the system based on TIN and TIN type only.

Selecting the option to match by producer name upon import shall be used in the
case of workbooks that have exceeded the 100 line limit, where the tax 1D number
and State and county code is the same but the producer name has been deliberately
made different. See subparagraph 515 C. Selecting this option prompts SWIMS to
search for duplicate workbooks by TIN, TIN type, and producer name, and prevents
overwriting workbooks.
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Par. 541
*--541 Import SURE Workbook XML File (Continued)

C Importing a Single SURE Workbook XML File (Continued)

Step Action
6 The user shall CLICK “Import”.

USDA United States Department of Agriculture SWIMS

';’a_ Farm Service Agency SURE Workbook Information Management System

_.n_m_--_-‘ EL T

|| swImS Home | About SWIMS | Help | Contact Us | Exit SWIMS | Logout of eAuth
[ swimsmena 1 Import SURE Workbook XML File

* XML File: ‘ S:\Service_Center\F3A\2003_SURE\2008-v3.1-ANY PRCDUC4| Browse... |

Import

[ Match preducer name on import.

7 Once the user clicks “Import”, either the Import Successful Screen or Import
Failed Screen will be displayed. If import:

e was successful, proceed to step 8
o failed, see subparagraphs E and F.

Note: If a message window is displayed with the following message, “The
workbook with matching crop year, state/county code and producer
already exist in the system. Do you want to replace the existing
workbook?”, see subparagraph G.

8 CLICK *“Import Another Workbook™ to return to the Import SURE Workbook

XML File Screen.
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Par. 541

--541 Import SURE Workbook XML File (Continued)

Import Successful Screen

If the import was successful, the Import Successful Screen will be displayed with the
following data populated by the .xml file that the user imported.

Field/Button

Description

A message stating the
import was successful.

Workbook was successfully imported.

“XML File” xml file name.
“Crop Year” SURE program year.
“State/County” State and county code, county name, State name, and recording county

indicator.

“Producer Name”

Name of the producer.

“TIN”

Tax ID number, ID type, and multi-county indicator.

“Data Loaded By”

The initials and date of the employee that data loaded the workbook.

“Reviewed By”

The initials and date of the employee that 2" party reviewed the
workbook.

“Finalized By”

The initials and date of the employee that finalized the workbook.

Workbook by Producer | This table lists all of the workbooks that have been loaded into SWIMS

TIN (X) for this producer, nationwide, matched by TIN. In parentheses is the
count of workbooks for this producer, nationwide, that have been loaded
into SWIMS.

State County Code State and county code.

Recording County

“Yes” or “No”.

Producer Name

Name of the producer.

Import Date

The date the .xml file was imported into SWIMS.

The following is an example of the Import Successful Screen.

UsD.
& Farm Service Agency

Workbook

Import

11-001

United States Department of Agriculture

Workbook was successfully imported.
XML File:
Crop Year: 2008

State/County:

Producer
Name:

Data Loaded 11/
By: ABC 3/1/2010

Reviewed By:

Finalized By:

State County Code Recording County Producer Name Import Date

SWIMS

SURE Workbook Information Management System

d—m--_-‘! KL i

| SWIMS Home | About SWIMS | Help | Contact Us | Exit SWIMS | Logout of eAuth

Import Successful

2008-v3.1-ANY PRODUCER-0096009600596009600860097010501030105-
11001R.xml

11-001 District of Celumbia, District of Columbia - Recording

Any Producer

TIN: 000000000-5 (Multi-County)

DEF 3/1/2010

GHI 3/1/2010

Yes &ny Producer 5/25/2011
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*--541 Import SURE Workbook XML File (Continued)

E

7-19-11

Import Failed Screen

Par. 541

If the import was unsuccessful, SWIMS will display the Import Failed Screen. Users shall
resolve the errors displayed according to subparagraph F.

The following is an example of the Import Failed Screen.

USDA United States Department of Agriculture
Zam Farm Service Agency

»
W=

.

Import

Import Failed

- Either of county offi
null ar blank for

Invalid StCo Co

of county
n"l Fart Rev In|t|=||- and "Znd Part Rev Date” are null or blank

XML File:

Crop Year:
State/ County:
Producer Name:

TIN:

SWIMS

SURE Workbook Information Management System

; -n---_-‘? gx

| SWIMSHome | About SWIMS | Help | Contact Us | Exit SWINS

ce credentials "Finalized By Initials" or "Finalized By Date" are
rding county
99999

edentials "Data Loaded By Initials”,

2008-v3.1-ANY PRODUCER-
009600960096009600950097010501030105-99999R.xm|

2008

Any Froducer

000000000-5 (Multi-County)

Logout of eAuth

"Data Loaded By Date",

Data Loaded By:
Reviewed By:

Finalized By:

= Import Ancther Weorkbock
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--541 Import SURE Workbook XML File (Continued)

F Error Messages

Par. 541

Users shall resolve the error messages displayed on the Import Failed Screen according to the

following.

Error Message

Reason

Resolution

Invalid StCo Code. : 00-

State and county code

Retrieve the SURE Workbook .xml

credentials “Data Loaded
By Initials”, “Data Loaded
By Date”, “2nd Party Rev
Initials”, and “2nd Party
Rev Date” are null or
blank.

data loader and/or the 2nd
party reviewer initials and
date are missing.

Either of county office
credentials “Finalized By
Initials” or “Finalized By
Date” are null or blank for
recording county.

On Farm Summary, the
finalized by initials and
date are missing.

000 combination is not found file into the 2008 SURE Interim
in 1-CM. Not a valid Workbook Template v3.1.
State and county code _
combination. Re-enter the valid State and county
If the State and county code without a dash.
code is in 1-CM, the code Save o file
contains a dash that must '
be removed before import. Re-import SURE Workbook .xml
file into SWIMS.
Any of county office On Farm Summary, the Retrieve the SURE Workbook .xml

file into the 2008 SURE Interim
Workbook Template v3.1.

Enter applicable initials according
to subparagraph 516 H.

Save to file.

Re-import SURE Workbook .xml
file into SWIMS.

Invalid XML File Format

There is some missing or
invalid data in the
workbook.

Retrieve the SURE Workbook .xml
file into the 2008 SURE Interim
Workbook Template v3.1.

Check for missing or invalid entries
in:

e Producer Name
e TIN.

Save to file.

Re-import SURE Workbook .xml
file into SWIMS.

7-19-11
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Par. 541
*--541 Import SURE Workbook XML File (Continued)

F Error Messages (Continued)

Error Message Reason Resolution
Invalid TIN Type The TIN type in the Basic e Retrieve the SURE Workbook .xml
Producer Information on data file into the 2008 SURE Interim
entry is missing or invalid. Workbook Template v3.1.

e Check for missing or invalid entries
in:

e Producer Name
TIN.

e Save to file.

e Re-import SURE Workbook .xml

file into SWIMS.
Invalid State/County | A summarized nonrecording | ¢ Retrieve the nonrecording county
Code in Farm county workbook has an SURE Workbook .xml file into the
Summary invalid State/county code on 2008 SURE Interim Workbook
the Farm Summary page. Template v3.1.

e Save to file.

e Re-summarize nonrecording and
recording county SURE Workbooks
according to, subparagraph 516 D.

e Re-import nonrecording and
recording county SURE Workbook
xml files into SWIMS.
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Par. 541
*--541 Import SURE Workbook XML File (Continued)

G Duplicate Workbooks
Once the user selects “Import”, if a message window is displayed with the following
message, “The workbook with matching crop year, state/county code and producer already
exist in the system. Do you want to replace the existing workbook?”, then a duplicate
workbook for the same year, State and county code, and producer already exists in the
database.

The following is an example of the Windows Internet Explorer message window.

Windows Internet Explorer, PX|

¥ | The workbook with matching crop year, statefcounty code and producer already exists in the syskem.
\-'J/ Do vl wank ko replace the exisking workbook?

O ] [ Cancel

CLICK:

e “OK” to replace the workbook that is already in the system with the workbook that the
user is attempting to load

e “Cancel” to keep the workbook that is already in the system and to cancel the upload of
the workbook that the user is attempting to load.--*
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Par. 542
*--542 Bulk Import

A Overview
The Bulk Import Screen allows users to import multiple SURE Workbook .xml files,
according to subparagraph 540 B, by uploading a compressed file. Create a compressed file
according to subparagraph C.
From the left margin, CLICK “Bulk Import”. The Bulk Import Screen will be displayed.

B Example of Bulk Import Screen

The following is an example of the Bulk Import Screen.

USDA United States Department of Agriculture SWI Ms

a2 Farm Service Agency SURE Workbook Information Management System
o =

| e e Y ORI “--_I_LKL

| sWImMS Home | About SWIMS | Help | Contact Us | Exit SWIMS | Logout of eAuth

(swinsmenu W 5 11 Tmport

b 2p e | =

Bulk Import Jobs

Reports

Bulk Import

There are no bulls import jobs.
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C
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Creating a Compressed File

Par. 542

To use the Bulk Import option, the user will first have to compress the files in the
“S:\Service_Center\FSA\2008_SURE” folder. Complete the following to compress the files.

Zip file...”.

Step Action
1 | Navigate to the “S:\Service Center\FSA\2008 SURE” folder
2 | Select all of the files to be bulk imported into SWIMS according to
subparagraph 540 B.
Note: To select multiple files, single left click the first file until it is highlighted,
scroll down pressing the “Ctrl” key while selecting each file to import
according to subparagraph 540 B.
3 | Right click the selected group of files, left click “WinZip”, and left click “Add to

& S:\Service Center\FSA\200B_SURE

File  Edit View Favorites

Tools  Help

\—/:I @ T [ﬁ /:\J Search i Folders v

File and Folder Tasks

,_@ Mowve the selected items
D Copy the selected items
) E-mail the selected items
¥ Delete the selacked items

Other Places

=) F5A

B My Documents
i My Computer
\_':J Iy Metwork Places

Address |29 Si\Service_Center\FSA12008_SURE

Mame

EEEEEE

ICER 1- 01050 m10c

=] 2008-v3. 1-ANY PRODUCER 2 -009600960096003600960097010501030106-99999M,
2] 2008-%3, 1-ANY PRODUCER 3 -0092600960026009600960097010501030107-999990, xml
Open

Open With 3

B Scan Far threats, ..

Send Ta ) Add ta recently used Zip fle  »

Cut 3 Zip and E-Mail 2005_SURE. zip
Copy 3 Zip and E-Mail Plus...
3 Configure

Create Shortcut

@ Add ko 2005_SURE. zip

In this example, county 99999 is the recording county for Any Producer 1. The user
in county 99999 will import Any Producer 1’s recording and nonrecording county

workbooks.

County 99999 is also the nonrecording county for Any Producer 2 and Any
Producer 3. County 99999 will not import these workbooks according to

subparagraph 540 B.
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*--542 Bulk Import (Continued)
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C Creating a Compressed File (Continued)

Step Action
4 | An Add dialog box will be displayed. In the “Add to archive:” field,
“S:\Service_Center\FSA\2008 SURE” will pre-populate. Add a unique file name
to this. In this example, “AnyProducerl”. Use default settings as depicted and
CLICK “Add”.
Add (X]
Add to archive:
| S:'\Service_Center'|,FS.C'.'I,ZDDS_SLIREI,.C'.nyF‘deucer1| I_—‘
[ Mew, .. ] [ Open... ]
Action: Compression
|,.:.,d.:| {and replace) files " | (¥ .Zip: Legacy compression {maximum compatibilicy)
=olit 7io File: (). Zipx: Best method (smallest size)
plit Zip File:
o (i Let me choose the specific compression method
|D0nt split V|
Cptions Archive Atkributes
[ JEncrypt added files [Jinclude only if archive attribute is sek
[ ]5ave ful path info [Ireset archive attribute
Include system and hidden Files
‘ Add ] [ Cancel ] l Help ]
5 | Once the user selects “Add”, an Add Complete dialog box will be displayed,

CLICK “OK”.

Add Complete f'5__<|

‘faur Files have been added ta the Zip file, The Fles have been compressed.

Space Savings: 60.27 KB (74%:)

Tatal Files in Zip File: &
Total Size of Files

Before Compression: G1.80KE
After Compression: Z1.53 KB

[] 0o nat display this dialog bosx in the Future,

Note: The user may choose to check (v) “Do not display this dialog box in the
future.”

*
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*--542 Bulk Import (Continued)

C Creating a Compressed File (Continued)

7-19-11

Step Action
6 | Once the user clicks “OK”, a WinZip window will be displayed.
L] WinZip - AnyProduceri.zip
File Actions View Jobs Options Help
- 5 - S S S R o
] '.-:-ﬁnﬁ @ e (s - 0 @ “éj : Fe
Q | 4 \"? \‘? Ed IS i by
T Qpen Faworites Add Extract Mail Encrypl Wigw Checkout Wizard Wie
Address
Falders X L Name
30 [AnyProducer! zip] | 2008-v3, 1-ANY PRODUCER, 1-00960096009600960096009701 05010301 05-999940, i |
| 2008-v3, 1-aMY PRODUCER. 1-009600960096009600960097010501030105-99995M, x|
|| 2008-v3, 1-ANY PRODUCER. 1-009600950096009600960097010501030105-39996M xmi
| 2008-v3, 1-aMY PRODUCER. 1-009600960096009600960097010501030105-99997M, x|
%] 2008-v3, 1-ANY PRODUCER. 1-009600950096009600960097010501030105-39995M, xmi
| 2008-v3, 1-aMY PRODUCER. 1-009600960096009600960097010501030105-99999R, x|
7 | The user may close the WinZip window.
8 | Within the “S:\Service_Center\FSA\2008 SURE” folder, the compressed file just

created will be displayed.

= S:\Service CenterAFSAVZ2008_SURE
File Edit ‘Wiew Favorites  Tools  Help

\_#} e - lm /_\J Search 0 Falders v

address |20 5:\Service_Center\FSA12008_SURE
Mame

File and Folder Tasks % 2008-v3. 1-ANY PRODUCER 1-00960096009600960096009701 05010301 0599994, xml
=9 Miske & new folder | 2008-v3.1-8MY PRODUICER 1-D0960096009600960096009701 05010301 05-99995H, vl

] 2008-v3. 1-8MY PRODUCER 1-009600960096009600960097001 05010301 05-93986M, vl
| 2008-v3, 1-8MY PRODUICER 1-D09600960096009600960097001 05010301 05-99997H, vl
Other Places = [2008-v3, 1-ANY PRODUCER, 1-00960096009600960096003701 05010301 05-99998H i
| 20083, 1-8MY PRODLICER 1-D0960096009600960096009701 05010301 05-99999R,
3 Fsa ] 2008-v3.1-8HY PRODUCER 2 -00960056009600960056009701 05010301 06-35999N, i

D MMy Documents I% Z005-v3, 1-ANY PRODUCER 3 -009600960095 009600960097 010501 030107-299990, xm|
:J My Computer :g.ﬂ.nyproducerl .zip

% My Network Places
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*--542 Bulk Import (Continued)

D Importing a Compressed File

Once the user has created a compressed file according to subparagraph C, the file is ready to
be imported into SWIMS, using the Bulk Upload option.

Step Action
1 | On the Bulk Import Screen, CLICK “Browse”.

Job Zip File: | ” Browse... _

2 | Navigate to the “S:\Service Center\FSA\2008 SURE” folder.
3 | Select the compressed file created using the instructions in subparagraph C and
CLICK “Open”.

Choose file

Lock in: | (=3 2008_SURE = e B~
) ODUCER 3 -00960096009600960095009701 05010301 07-59999H
Recent m— h
€
Dezktop
J

My Documents

Py Computer
i,g <
by Metwork File name: |.-’-'l.n_l.JF'mduu:er‘l .zip
Places
Files of type: |l Files %)
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*--542 Bulk Import (Continued)

D Importing a Compressed File (Continued)

Step

Action

4

On the Bulk Import Screen, CLICK “Import”.

Job Zip File: |S:‘-.Ser'..'ice_Center‘-.FSA‘-.EDDEi_SLIFLE‘-,An';Pru:uducerl.zip H Browse... ‘

| tmport L

Upon import, the Bulk Import Jobs table may indicate a status of “Not Started” or
“Processing”.

Bulk Import Jobs

Submitted Total MNo. of
File Hame F MNo. of files not Status Error
v files imported Report

2008_SURE_99999.zip 5/2/2011 0 0 Mot started _

Note: If the Bulk Import Jobs table needs refreshed, CLICK “Status”. Do not
click the Refresh button the browser, as it will only replicate the jobs,
slowing down the system.

SWIMS features an e-mail notification system. The user that imported the
compressed file will receive an e-mail when the import is complete. The following
is an example of the e-mail notification.

FrEEE SWIMS Notification Message #**®%x*

User

The bulk import job you submitted has completed.
Job File Name: AnyProducerl.zip

Submitted Date: 5/25/2011

Mumber of files added or updated: 0

Murmber of files not imported: 6

Total number of files in job: &

To see the bulk import error report, login to SWIMS by clicking here.

Questions or Concerns?
Contact the EMSO Help Desk by e-mail at FSA.EMSO@wdc.usda.gov or by phone at 202-590-2256.

7-19-11
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*--542 Bulk Import (Continued)

D Importing a Compressed File (Continued)

Step

Action

7

When the user receives the e-mail that the bulk import job is complete, the user may
return to SWIMS and review the bulk import job and the status report.

Bulk Import Jobs

Submitted Total Mo. of
File Name ~ Date Mo of | files not Status Status
v files imported Report
AnvProducerl.zip 5/25/2011 & & Completed View Beport

The user may delete the compressed file from the
“S:\Service_Center\FSA\2008 SURE” folder once the Bulk Import Jobs Status is
displayed as “Completed”.

7-19-11
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--542 Bulk Import (Continued)

E Bulk Import Jobs Table

Once a user has completed importing a compressed file, the Bulk Import Jobs table will be

displayed.
File Name % r:—:t Ec':lf firlq;s-. :::t Status Status
= files imported Report
AnyProducerl.zip f25/2011 =] & Completed View Beport
Field/Button Description

File Name The file name of the compressed file that was uploaded.

Submitted The date the compressed file was uploaded.

Date

Total No. of | The total number of files contained within the compressed file that was
Files uploaded.

No. of files | The total number of files contained within the compressed file that was
not imported | uploaded that did not import successfully into SWIMS.

Status “Not Started”, “Processing”, or “Completed”.

Status Report

The user shall CLICK “View Report™ to resolve errors.

Note: If the user clicks “View Report” and the following message is
displayed, “The file you are trying to open, ‘JobErrorReport[1].xls’,
is in a different format than specified by the file extension. Verify
that the file is not corrupted and is from a trusted source before
opening the file. Do you want to open the file now?”, CLICK
“Yes”.

E The file you are trying to open, 'JobErrorReport[1].xls', is in a different Format than specified by the file extension, Yerify that the file is not

corrupted and is from a trusted source before opening the file, Do you want to open the file now?

[ es ] [ Mo ] [ Help ]

Note: Users shall resolve all errors on the Bulk Import Status Report before attempting to
resolve errors on the Workbook Validation Report.--*

7-19-11
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F Status Report

7-19-11

Par. 542

Once the user has clicked “View Report”, the report will open in an Excel document and the
following information will be displayed.

Field/Button

Description

Bulk Import Status
Report

Title.

FSA Internal Use Only:
This report shall not be
distributed

Disclaimer stating that the report shall not be shared with
anyone that is not an FSA employee.

Job File Name The name of the compressed file that was uploaded.
Submitted Date The date the compressed file was uploaded.

User The name of the user that uploaded the compressed file.
Number of files added or | The number of .xml files successfully imported.

updated

Number of files not The number of .xml files that did not import.

imported

Total number of files in | The total number of .xml files in the compressed file that was
job uploaded.

Job Status “Not Started”, “Processing”, or “Completed”.

Report Generated On

The date the report was created.

File Name

The name of the .xml file.

Status

“Updated”, “Failed to Import”, or “Added”.

Message

A message about the status of the import. See subparagraph
G.
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*--542 Bulk Import (Continued)

F Status Report (Continued)

The following is an example of the Bulk Import Status Report.

Bulk Import Status Report

FSA Internal Use Only: This report shall not be distributed.

Job File Name: AnyProducerl.zip

Submitted Date: 6/29/2011

ser: Lser

Mumber of files added or updated: 0

Mumber of files not imported: 6

Total number of files in job: &

Job Status: Completed

Report Generated On: June 29, 2011

File Name Status Message

2008-v3.1-ANY PRODUCER 1- Failed to import |Either of county office credentials "Finalized

00960096009500960096005701050103010 By Initial=s"™ or "Finalized By Date"” are null

5-999940,xml or blank for recording county.

2008-v3.1-ANY PRODUCER 1- Failed to import [Invalid StCo Code.

00960096009500960096005701050103010

5-999940.xml

2008-v3.1-ANY PRODUCER 1- Failed to import [Any of county office credentials "Data

00960096009600960096005701050103010 Loaded By Initials", "Data Loaded By Date”,

5-99994M.xml "2nd Part Rev Imitials", and "2nd Part Rev
Date” are null or blank.

2008-v3.1-ANY PRODUCER 1- Failed to import [Invalid S5tCo Code.

0096009600950096009600%701050103010

5-999595M.xml

2008-v3.1-ANY PRODUCER 1- Failed to import [Either of county office credentials "Finalized

00960096009500960096005701050103010 By Initial=s"™ or "Finalized By Date"” are null

S5-99396MN.xml or blank for recording county.

2008-v3.1-ANY PRODUCER 1- Failed to import [Invalid S3tCo Code.

00960096009500960096005701050103010

S-99996MN.xml

2008-v3.1-ANY PRODUCER 1- Failed to import [&Any of county office credentials "Data

00960096009600960056005701050103010 Loaded By Initials", "Data Loaded By Date”,

5-39955M.xml "2nd Part Rev Imitials", and "2nd Part Rev
Date” are null or blank.

2008-v3.1-ANY PRODUCER 1- Failed to import [Invalid StCo Code.

00960096009500960096005701050103010

5-9595957 M. xml

2008-v3.1-ANY PRODUCER 1- Failed to import [&ny of county office credentials "Data

00960096005600960056005701050103010 Loaded By Initials", "Data Loaded By Date”,

5-93937N.xml "2nd Part Rev Initials", and "2nd Part Rev
Date” are null or blank.

2008-v3.1-ANY PRODUCER 1- Failed to import [Invalid S3tCo Code.

00960096009600960096005701050103010

5-99952MN.xml

2008-v3.1-ANY PRODUCER 1- Failed to import [&Any of county office credentials "Data

00960096009500960096005701050103010 Loaded By Initials", "Data Loaded By Date”,

5-39958M.xml "2nd Part Rev Imitials", and "2nd Part Rev
Date” are null or blank.

2008-v3.1-ANY PRODUCER 1- Failed to import [Invalid StCo Code.

00960096009500960096005701050103010

5-995955R. xml
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*--542 Bulk Import (Continued)

G Status Report — Messages

Resolve messages on the Bulk Import Status Report according to the following.

Message

Reason

Resolution

Workbook successfully
replaced an existing
workbook.

The workbook imported was a
duplicate and replaced a
workbook already in database.

Not applicable.

Invalid StCo Code.

State and county code
combination is not found in
1-CM. Not a valid State and
county code combination.

If the State and county code is
in 1-CM, then the code
contains a dash that must be
removed before import.

e Retrieve the SURE
Workbook .xml file into the
2008 SURE Interim
Workbook Template v3.1.

e Re-enter the valid State
county code without a
dash.

e Save to file.
e Re-import SURE

Workbook .xml file into
SWIMS.

Any of county office
credentials “Data
Loaded By Initials”,
“Data Loaded By Date”,
“2nd Party Rev Initials”,
and “2nd Party Rev
Date” are null or blank.

On Farm Summary, the data
loader and/or the 2nd party
reviewer initials and date are
missing.

Either of county office
credentials “Finalized
By Initials” or
“Finalized By Date” are
null or blank for
recording county.

On Farm Summary, the
finalized by initials and date
are missing.

e Retrieve the SURE
Workbook .xml file into the
2008 SURE Interim
Workbook Template v3.1.

e Enter applicable initials
according to
subparagraph 516 H.

e Save to file.
e Re-import SURE

Workbook .xml file into
SWIMS.

7-19-11
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*--543 Search and Export

A Overview

The Search and Export Screen allows users to find a single SURE Workbook .xml file from
the SWIMS database, to save and retrieve into the workbook template to make
additions/corrections and for summarization into the recording county workbook.

Search and Export also allows users to delete SURE Workbook .xml file from the SWIMS
database and to restore deleted SURE Workbook .xml file to the SWIMS database.

From the left margin, CLICK “Search and Export”. The Search and Export Workbook
Screen will be displayed.

B Example of Search and Export Workbook Screen

The following is an example of the Search and Export Workbook Screen.

USDA United States Department of Agriculture sw‘ Ms

E'_"d___ Farm Service Agency SURE Workbook Information Management System

| SWINMSHome | About SWINS | Help | Contact Us | Exit SWIMS | Logout of eAuth

[ swiMs menu N Search and Export Workbook

Search Criteria

Crop Year:

Producer Name: |

Search and Export

State: |;-‘xn;;r w

e [ ] TIN Type:
[ include Deleted Workbooks
| || |
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*--543 Search and Export (Continued)

C Searching and Exporting a Single SURE Workbook . XML File

7-19-11

To search for a SURE Workbook .xml file for export, users may enter any of the following
search criteria:

Crop Year
Producer Name
State

County

TIN

TIN Type.

The option to search for workbooks that have been deleted from SWIMS is available by
clicking the check box “Include Deleted Workbooks”.

Once the desired search criteria has been entered, the user shall CLICK “Search”.
SWIMS will display a table that lists the workbooks that match the criteria entered.

The following is an example of the Search and Export Workbook Screen with the displayed
search results.

USDA United States Depariment of Agrcullure SWI Ms

= Farm Service Agency SURE Workbook Information Management System

SWIMS Home | About SWIMS | Help | Contact Us | Exit SWIMS | Logout of eAuth

| SWIMSMenu 1 Search and Export Workbook

Search Criteria

Crop Year: 2008
Producer Name: Any Producer
State: Aany

Search and Export
County: Any

— 4 Code ~ COMMY Fxpert | Bastors
Anv Producer I Coalet
e 11-001 Yes coooogppp-s Dxeed  Delete

*
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*--543 Search and Export (Continued)

C Searching and Exporting a Single SURE Workbook . XML File (Continued)

7-19-11

The Search and Export Workbook Screen will display the search results with the following

information.

Field/Button

Description

(if applicable)

Producer CLICK “Producer Name” to sort the table by producer name.
Name
(x) Errors If validation errors are found within the workbook, the number of errors

will be displayed in parentheses. User may place their cursor over
“Errors” and a box will be displayed, with the error messages listed. See
subparagraph 541 F to resolve errors.

Note: If no validation errors are found within the workbook, this will not
be displayed.

State and CLICK *“State County Code” to sort the table by State and county code.
County Code

Recording “Yes” or “No”. CLICK “Recording County” to sort the table by
County recording county (yes) and nonrecording county (no).

TIN CLICK “TIN” to sort the table by Tax ID number.

Export CLICK “Export” to download the .xml file, save to

“S:\Service_Center\FSA\2008_SURE?” folder structure, and make
applicable changes, if necessary.

Delete/Restore

CLICK “Delete” to delete the SURE Workbook .xml file from SWIMS.

Note: There is no confirmation message when “Delete” is selected. If a
workbook is inadvertently deleted, the user may search for the
SURE Workbook .xml file by choosing the option to “Include
Deleted Workbooks™ in the search criteria.

CLICK “Restore” to restore the SURE Workbook .xml file in SWIMS.
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Par. 544

A Overview

7-19-11

There are multiple reports available in SWIMS. In the left hand margin, under “Reports”,
CLICK 1 of the following reports:

Workbook Counts by County
Workbook Detail by County
Workbooks by Producer
Producers by County
Workbook Validation.

When opening these reports, users may receive the message, “The file you are trying to open,
‘JobErrorReport[1].xls’, is in a different format than specified by the file extension. Verify
that the file is not corrupted and is from a trusted source before opening the file. Do you
want to open the file now?”. CLICK *“Yes”.

N

The file vou are krving to open, 'JobErrorReport[1].x1s', is ina different Format than specified by the File extension, Yerify that the file is not
corrupked and is from a trusted source before opening the file, Do you want to open the file now?

IYes][No][Help]

Note:

These reports shall not be distributed as for FSA Internal Use Only. These reports

may be saved, e-mailed, and printed. Modifications to the report can be made. For
example, column widths may be changed for more efficient printing. An additional
column may be added for remarks to be typed into the report. Modifications to the

pre-populated data in the report shall not be changed.--*
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*--544 Reports (Continued)

B Workbook Counts by County

7-19-11

The Workbook Counts by County Report will provide the total number of workbooks in the
following categories.

Field/Button Description
State and County The State and county for which the workbooks have been
loaded.
Single County - The number of recording county workbooks where the producer

Recording County Count | isonly in 1 county.

Multi-County Recording | The number of recording county workbooks where the producer
County Count is in multiple counties.

Recording County Count | The number of recording county workbooks.

Non-Recording County | The number of nonrecording county workbooks.
Count

Total Count The total number of workbooks that have been imported into

SWIMS for this State and county.

The Workbook Counts by County Report can be generated by crop year and State and can be
exported to Excel by clicking “Export to Excel”.

USDA United States Department of Agriculture SWI Ms

_E Farm Service Agency SURE Workbook Information Management System

[ | SWIMS Home | About SWIMS | Help | Contact Us | Exit SWIMS | Logout of eAuth

[y Workbook Counts by County Report

Export to Excel

State: [ Al |

SURE Workbook Counts by County (1185 Producers )

Single  Mult- o
County - County Recording A
d Total
E"’Urkbﬂﬂk Counts by State County Recording Recording County w Cs—uant
i 'y County County Count m\[ -
Count Count —
01-001
Alabama, Autauga 0 u u u 0
01-003
Alabama, Baldwin L & i & L
01-005
G | ~=bama; Sarbour ’ ’ ’ ’ ’
01-007
Alabama, Bibb L C C C L
%
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Par. 544

C Workbook Detail by County

The Workbook Detail by County Report will provide a report in Excel format by crop year,

State, and county of specific details from within each of the workbooks, for a county or all

counties, that have been imported into SWIMS.

Field/Button

Description

Producer Name

Name of the producer.

State County Code State and county code.

State State name.

County County name.

Recording County “Yes” or “No”.

Multi-County Multiple or single.

SDA/LR/BF Socially Disadvantaged/Limited Resource/Beginning Farmer:

“Yes” or “No”.

Data Loaded By

Data loaded by initials.

Data Loaded Date

Data loaded by date.

Reviewed By 2nd party review initials.

Reviewed Date 2nd party review date.

Finalized By Finalized by initials.

Finalized Date Finalized by date.

Created By Name of the user that created the .xml file.

Creation Date

Date the .xml file was created.

Last Updated By

Name of the user that last uploaded the .xml file.

Last Updated Date

Date the .xml file was last uploaded.

Last Downloaded By

Name of the user that last downloaded the .xml file.

Last Download Date

Date the .xml file was last downloaded.

Last Deleted By

Name of the user that last deleted the .xml file.

Last Deletion Date

Date the .xml file was last deleted.

Last Restored By

Name of the user that last restored a deleted .xml file.

Last Restoration Date

Date the deleted .xml was last restored.

File Name

xml file name.

Status

“Active” or “Inactive”.

The following is an example of the Workbook Detail by County Report search screen.

County: All

State: Alabama (01} w

Workbook Detail by County Report

Crop Year: 2008 |»

7-19-11

*
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D Workbooks by Producer

The Workbook by Producer Report will provide a report in Excel format by crop year,
producer TIN, and TIN type of specific details from within each of the workbooks for that
producer that has been imported into SWIMS. See subparagraph C for more information on
the data elements in this report. This report also includes validation errors. For a list of
validation errors and resolutions. See subparagraph F.

Following is an example of the Workbooks by Producer Report search screen.

Workbooks by Producer Report

Crop Year: 2008 W

TIM:

TIM Type: E »
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E Producers by County
The Producers by County Report will provide a list of all the workbooks that have been

imported into SWIMS by crop year, State, and county. The details that are listed in the
report for these workbooks include the following.

Field/Button Description
Name Producer’s name.
Recording County “Yes” or “No”.
TIN Producer’s tax 1D number.
Single/Multiple County | Single or multiple county producer.
SDA/LR/BF Socially Disadvantaged/Limited Resource/Beginning Farmer:
“Yes” or “No”.

This report can be generated by crop year and State and can be exported to Excel by clicking
“Export to Excel”.

This report can also be generated by recording county only. By clicking “Recording County
Only”, SWIMS will list workbooks for which the selected county is the recording county.

The following is an example of the Producer by County Report search screen.

Producers by County Report

Export to Excel

Crop Year:

District of Columbia (11) v|

State:

County: District of Columkia (001) V|

L Recording County Only

R di Single /Multipl

Name Hecorcing TIN ingle /Multiple o /i p/pF
- County County

Any Producer Yes 000000000-5 Multiple Mo
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F Workbook Validation

The Workbook Validation Report will:

Par. 544

e list any validation errors found in any of the workbooks that have been imported into
SWIMS based on the search criteria

e provide the user a report in Excel format by crop year, State, and county that can be
grouped by “Producer” or “Validation Message”, by selecting either radio button on the

search criteria.

The following is an example of the Workbook Validation Report search screen.

Group By

State:

County:

Workbook Validation Report

Crop Year:

® Producer O validation Meszage

Diztrict of Columbia (11}

v

Diztrict of Columbia (001} w* |

7-19-11
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*--544 Reports (Continued)

F Workbook Validation (Continued)

The following includes the potential validation errors and resolutions.

Validation Error

Description

Resolution

Producer is multi-county
and combination of Crop
Year, StCo Code, and
Producer ID match at
least one existing
instance in the database.

There is a duplicate
workbook for the same
crop year, State and
county code, and
producer TIN in the
database.

The recording county shall review
the workbooks in SWIMS for the
same year, State and county, and
producer and delete the duplicate
workbook.

For any producer, more
than one workbook is
marked as the recording
county.

There is more than 1
workbook in the database
that is marked as the
recording county
workbook.

Determine the correct recording
county for the producer and the
recording county shall ensure that
the appropriate county’s workbook
is marked as recording county and
all other workbooks are marked as
nonrecording county.

A non-recording county
workbook present in the
database is not present in
the Farm Summary of the
producer’s recording
county workbook.

An administrative or
nonrecording county
workbook is present in
the database but has not
been summarized to the
recording county
workbook.

The recording county shall ensure
all of a producer’s administrative
county’s workbooks have been
correctly summarized to the
recording county workbook.

For multi-county
producer and recording
county workbook, a non-
recording county
workbook identified in
the Farm Summary is not
present in the database.

An administrative or
nonrecording county
workbook has been
summarized to the
recording county
workbook but is not
present in the database.

The recording county shall ensure
that all administrative county
workbooks have been imported
into the database.

For the producer, no
workbook is marked as
the recording county.

There is no workbook in
the database that is
marked as the recording
county workbook.

Determine the correct recording
county for the producer and the
recording county shall ensure that
the appropriate county’s workbook
is marked as recording county and
all other workbooks are marked as
nonrecording county.
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F Workbook Validation (Continued)

Par. 544

Validation Error

Description

Resolution

Producer Name is not the
same for a group of the
same Producer IDs.

For a group of workbooks
with the same producer
TIN, the producer’s name
IS not consistent.

This is a valid situation if the
County Office used a unique
identifier in the producer’s name for
workbooks exceeding 100 line
entries according to

subparagraphs 511 A and 515 C.

If the County Office did not intend
for the producer’s name to be
different, the recording county shall
ensure the producer’s name is
correct in all workbooks.

Note: The correct producer’s name
is the producer’s name as it
appears in SCIMS.

For the producer marked
as multi-county, the
count of workbooks in
the database must be
greater than one and less
than eight.

The recording county
workbook for multi-county
producers can hold
summarized data for 7 total
counties. The recording
county and 6 additional
administrative counties.
This validation error
indicates that there are 8 or
more workbooks in
SWIMS.

This is a valid situation if the
producer does indeed participate in
more than 7 counties and the
workbooks were sent to the National
Office for manual summarization
according to subparagraph 516 D.

If the producer does not participate
in more than 7 counties, the
recording county shall review the
workbooks that have been loaded in
SWIMS to delete any workbooks
that are causing the error.

For any producer,
workbooks with the same
StCo Code are present
more than once.

There is more than 1
workbook in the database
with the same State and
county code for the same
producer.

This is a valid situation if the
County Office created multiple
workbooks for the same producer
for workbooks exceeding 100 line
entries according to

subparagraph 511 A and 515 C.

If the County Office did not intend
for there to be more than 1
workbook with the same State and
county code, the recording county
shall ensure there is 1 workbook per
county with which the producer is
associated.

7-19-11
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*--544 Reports (Continued)

G Recording County Office Action

545-550

7-19-11

The producer’s recording county shall be responsible for uploading the recording county
SURE Workbook .xml file and all associated nonrecording county SURE Workbook .xml
files for that producer.

Nonrecording County Office Action

Nonrecording counties shall not attempt to resolve errors that the recording counties are
responsible for resolving, this could result in incorrectly overwriting workbooks in SWIMS.

State Office Action

State Offices shall ensure Recording County Offices are generating reports and resolving
errors on a regular basis.

State Offices shall ensure the County Offices have imported all applicable 2008 SURE
Workbook .xml files into SWIMS and have all errors associated with the .xml files loaded in
SWIMS resolved by COB September 30, 2011.--*

(Reserved)
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Exhibit 1
Reports, Forms, Abbreviations, and Redelegations of Authority (Continued)

Abbreviations Not Listed in 1-CM (Continued)

Approved
Abbreviation Term Reference
SIR SURE Information Report Text, Ex. 4

Note: For 2008, SIR stood for SURE Interim
Report.
SURE Supplemental Revenue Assistance Payments Text, Ex. 2, 4,12, 22, 23
SWIMS SURE Workbook Information Management Part 16

System
SY subsequent year 201, 301-303, 305, 307-309,
513,573, Ex. 4
Vi vegetation index 130, 162, 201, 304
Redelegations of Authority
This table lists redelegations of authority in this handbook.
Redelegation Reference

In routine cases, COC may redelegate, in writing, to CED the authority to act 5
on, or sign, as applicable, FSA-682’s.
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Menu and Screen Index

The following menus and screens are displayed in this handbook.

Exhibit 3

Menu or Screen Title Reference
SCIMS Customer Search Screen 553
SWIMS Bulk Import Screen 542
SWIMS Import Failed Screen 541
SWIMS Import Successful Screen 541
SWIMS Import SURE Workbook XML File Screen 541
SWIMS Search and Export Workbook Screen 543
CQT 100 Compliance Query Tool (CQT) Screen 551
CQT 201 Search Selection Screen 552
CQT 202 Farm Selection Screen 554
CQT 203 Producer Selection Screen 555
CQT 204 State/County Selection Screen 556
CQT 205 Producers Crop Data 557
SUREO8Confirm01  |Record Calculated Payment Confirmation Page 714
SUREOQ8Confirm01 |Maodify Calculated Payment Confirmation Page 717
SUREOQ8Confirm01 |Delete Calculated Payment Confirmation Page 718
SUREO8MainMenu01 |Supplemental Agricultural Disaster Assistance (SURE) Home | 711
Page
SUREO8Record01 Record Calculated Payment Page 713
SUREO8Record01 Modify/Delete Calculated Payment Page 716
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