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Part1 Basic Information

Section 1 General Provisions

Par. 1

1 Handbook Coverage
A Purpose
This handbook contains step-by-step instructions for using the web-based software to
administer CSS applications for the EFRP program.
B Authority and Responsibilities
PDD has the authority and responsibility for the instructions in this handbook. CD has the
authority and responsibility for policy in the Cost Share Program.
C Related FSA Handbooks
The following FSA handbooks are related to the CSS program.
IF the area of concern is about... THEN see...
appeals 1-APP.
common management and operating provisions 1-CM.
EFRP policy and procedure 1-EFRP.
Payment Limitations 1-PL.
Web-based subsidiary files 3-PL.
payment eligibility, payment limitation, and average 4-PL.
adjusted gross income
payment eligibility, payment limitation, and average 5-PL.
adjusted gross income - Agricultural Act of 2014
assignments and joint payees 63-FI.
3-14-19 2-EFRP Amend. 1 Page 1-1



2 Responsibilities

A Background

Par. 2

The responsibilities described in this paragraph are in addition to the responsibilities in

CSS.

B Office Responsibilities

The following table describes the responsibilities of each office for CSS activity.

Office

Responsibilities

PDD

Implement web-based processes to support CSS functions in State and
County Offices.

Provide procedural assistance to State Offices on data entry
requirements and software operations.

CD

Provide program policy and procedures for EFRP cost share to State
and County Offices.

Responds to State Office requests for EFRP program guidance, requests
for waivers, or requests for application of equitable relief or finality, as
applicable.

State Offices

Provide application training to County Offices.

Provide procedural assistance to County Offices on data entry
requirements and software operations.

C Sources of Authority

Agricultural Credit Act of 1978 (92 Stat. 420-434), as amended by the Disaster Assistance
Act of 1989, Section 502.

D Screen Index

3-14-19

See the screen index in Exhibit 5 for a list of the screens that available in this handbook.
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Par.3

3 EFRP Cost Share Background and Functionality

A Background

EFRP Cost share allows automated processing of EFRP applications and payments.

Functionality

Follow the instructions in this handbook when using EFRP CSS to accomplish automated
functions for the following EFRP CSS activities:

always access the software using Internet Explorer

Note: Access the conservation CSS Cost Share Software from the FSA Intranet
Application Page.

a small red asterisk (*) by any data field indicates that field entry is required

all references to “Click” or “Select” reference left-mouse clicks, unless specifically
stated otherwise

CLICK “Help” at the top of the application page for guidance from any location in CSS

CLICK “Log Out of eAuth” at the top of the application page to completely exit the
software and be returned to the FSA Intranet web site

many of the pages follow the format of entering information on the page, and then the
information will be displayed on a summary page.

The links on the left side of each page can be accessed at any time. However, if information
entered has not been added or saved on the current page, the information may be lost.
Information on previous pages of the current application will be saved.

Note: FSA-848 is used to document applications; however, either the application or

FSA-848 will be used based on the reference in the software to avoid confusion.

4-19 (Reserved)

3-14-19
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Par. 20
Part2 EFRP Program

20 Information and Security Roles
A Basic Information
All EFRP CSS functions:

e are within the web-based software currently used to process FSA-848, FSA-848A, and
FSA-848B

e can only be updated by FSA employees with eAuthentication level 2 certification.
B Definitions
In this part:
e “Application” refers to an FSA-848 or FSA-848A before county committee approval
o “Agreement” refers to an FSA-848A after county committee approval.
C Security Roles
The following are security roles.

e County Office FSA employees with authorized access in CSS applications will be able to
fully administer EFRP within their assigned counties.

e State Office FSA employees with authorized access in CSS applications will have full
access to all EFRP applications within their State. Although designated State Office
users have the capability to edit applications, State Office users must use discretion
within CSS software as State Office users have full County Office functionality.

e National FSA employees with authorized access in CSS applications will have full access
to all EFRP applications nationwide.

3-14-19 2- EFRP Amend. 1 Page 2-1



Par. 21
21 Accessing EFRP Cost Share

A Cost Share Software

Access the Cost Share Software from the FSA Intranet Application Page at
http://fsaintranet.sc.egov.usda.gov/fsa/applications.asp.

Note: Internet Explorer shall be used when accessing Cost Share.
B Action
From the FSA Intranet Application Page:

CLICK “A-C”

CLICK “Conservation CSS - Cost Share Software”

login using LincPass

CLICK “Login” and the Program Selection Page will be displayed.

3-14-19 2- EFRP Amend. 1 Page 2-2



22

Par. 22

Cost Share Program Selection

A Overview

After logging in through eAuthentication, the Cost Share Program Selection Page will be
displayed. Users can navigate between the different cost share programs from the Cost Share
Program Selection Page.

Example of Cost Share Program Selection Page

Following is an example of the Program Selection Page where users may select a program
for cost share. This Page is used to select EFRP or another conservation program.

welcome USER NAME Select Program for cost share

Program

All required fields are danoted by an asterisk {*}

* Select Program : |Select Program

Select Pregram

Users associated with more than one State or more than one county will have additional data
fields, as necessary, for selecting the desired State and county as follows.

Program

Menu
welcome USER MAME Select Program for cost share

State All required fields are denoted by an asterisk {*}

" Select Program :

* State: |Select State i

© County ! | Salact County %

Reports

Program

Select Program

C Action

3-14-19

Select EFRP from the “Select Program” drop-down menu and CLICK “Continue”.

State Office or National Office employees must also select a single State and single county.

Note: Once a State and county are selected, State and National Office users are limited to
viewing or editing applications and agreements for that specific State and county. To

change the selected State and/or county, CLICK “Select Program” in the left
navigation menu and select the new desired State and county.
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Par. 23
23 EFRP Home Page

A Overview

After the user has selected EFRP from the Program Page, the EFRP Home Page will be
displayed.

B Example of EFRP Home Page

Following is an example of the Emergency Forest Restoration Program Home Page.

QSDA United States Department of Agriculture Emergency Forest Restoration
ﬁ Farm Service Agency Program - EFRP

_ About EFRP | Help | Contact Us | Exit EFRP | Logout of eAuth

You are logged in as a County user

Menu Emergency Forest Restoration Program

EFRP Program

Select Program

Emergency Forest Restoration Program

USDA Farm Service Agency’s (FSA) Emergency Forest Restoration Program ( EFRP)
provides emergency funding and technical assistance to owners of

non-industrial private forest land who carry out emergency measures to restore the
land after the land is damaged by a natural disaster.

Cost Share

New Applicagon
Edit Applicaton
B Please select a task area from the menu on the left to contnue.
Needs/Environmental
Agreement Approval
Last Modified: Fri Apr 15 15:03:50 CDT 2016
Un-submit
Inactivate Application

Search

Wiew/Print Forms and
Letters

Performance and
Payment
Certficaton
Record & Pay

View & Print Existing
Certficatons

Retry Payment
Agreement
Maintenance

Revise Agreement

AgreementIn Process

Terminate/Reinsate
Agreement

Submit to COC/CED
CcoC/CED Approval
Search

Reports

EFRPHom e01

EFRP Home | FSA Internet | FSA Intranet | USDA.gowv
Site Map | Polides and Links | FOIA | Accessibility | Privacy | Non-Disaimination | Inform ation Quality | FirstGowv | White House
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Par. 23
23 EFRP Home Page (Continued)

C Fields, Descriptions, and Actions

3-14-19

The following tables provide the fields, descriptions, and actions for the EFRP Home Page.

EFRP Program
Field Description and Action
Select Program Provides the ability to select or change the program.
Cost Share
Field Description/Action

New Application Used to create a new application with producer, farm, tract, field,
practice, and technical practice.

Note: FSA-848 is used to document applications and is
considered the cost share request; however, either the
application, or FSA-848 will be used based on the reference
in the software to avoid confusion.

Edit Application Used to edit previously entered information on an existing
incomplete status application.

Needs/ Used to enter needs determination and/or environmental

Environmental compliance information.

Note: After needs and/or environmental compliance information
has been entered and submitted, user cannot un-submit an
application.

Agreement Used to enter approval date. Only approve agreements if both

Approval needs determination and environmental compliance information is
complete.

Note: Ifboth needs determination and environmental compliance
information is complete for a practice, no further editing is
allowed.

Un-submit Used to change the status of an application from “Complete” to
“Incomplete”.

Inactivate Application |Used to inactivate an unwanted application before approval. Once
inactivation has been completed the record will be permanently
disabled.

Search Used to search for an application.

View/Print Forms and [ Used to access forms/letters.

Letters

2- EFRP Amend. 1
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Par. 23

23 EFRP Home Page (Continued)

C Fields, Descriptions, and Actions (Continued)

Performance and Payment

Field Description/Action

Certification Used to enter producer and TSP certification (self or technical service
provider certify).
Record & Pay Used to select and submit payment to be processed.
View & Print Existing | Provides the ability to view and print existing certifications for
Certifications agreements with a status of paid or partially earned.
Retry Payment Retry a failed payment.
Agreement Maintenance
Field Description/Action

Revise Agreement

Provides the ability to modify the producer, change shares, add
additional components, increase or decrease extent.

Agreement In Process

Provides the ability to complete a revision that has been started and
not completed or used to return a reinstated agreement to “Contract
Approved” status.

Terminate/ Provides the ability to terminate existing approved agreements or

Reinstate Agreement  |reinstate terminated agreements.

Submit to COC/CED | Provides the ability to complete a revision and submit the revised
agreement for COC approval.

COC/CED Approval |Provides the ability to enter COC/CED approval for revisions.

Search Used to search for an agreement.

Reports Provides the ability to select reports to view.

24-29 (Reserved)

3-14-19
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Par. 30
Part3 Cost Share

Section 1 New Application
30 Application Signup - Applicant Information
A Overview
After user clicks “New Application” from the Cost Share menu on the EFRP Home Page,
the Application Signup-Applicant Information Page will be displayed. This Page is used to
create a new application and select the producers to be associated with the new application.

B Example of Application Signup - Application Information Page

Following is an example of the Application Signup - Application Information Page.

Menu

Application Signup - Applicant Information

Welcome

EFRP Program
Select Program

Following are the producer details.

All required fields are denoted by an asterisk {*3}

Cost Share
“ stte :
New Application
* County :
Edit Application * Producers : Add Producer

Needs/Environmental . -
/ #* Select Primary Applicant :

Select Applicant(s Action
Agreement Approval - pp s)
® A Producer Remove
uUn-submit
Continue

Inactivate Application

C Application Information Page Options

The following table provides the field descriptions and actions for the Application Signup -
Applicant Information Page.

Field Description/Action
State County Office users associated with more than one State must select the desired
State from a drop-down menu. The drop-down menu is inactive for State and
National Office users. State and National Office users are limited to the State
selected on the Program Page during program selection.
County  |County Office users associated with more than one county must select the
desired county from a drop-down list. Drop-down menu is inactive for State
and National Office users. State and National Office users are limited to the
county selected on the Program Page during program selection.
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Par. 30
30 Application Signup - Applicant Information (Continued)

C Application Information Page Options (Continued)

Field Description/Action

Add CLICK “Add Producer”. The SCIMS Customer Search Page will be
Producer |displayed. Users can search for the applicable producer from the SCIMS
Customer Search Page. After selecting the producer type, the producer can be

selected by name, tax ID, or other. See 1-CM for additional information on
SCIMS.

After user clicks an applicant’s link from the SCIMS search results, the
Application Signup - Applicant Information Page will be redisplayed with the
selected applicant’s information.

Select Designate a producer as primary applicant. Under “Select Primary Applicant”,
click the option for the primary applicant.

Remove |Removes a producer.

Continue |The Application Signup - Add Contributors Page will be displayed. See
paragraph 31.
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Par. 31

31 Application Signup - Add Contributors — Field Selection

A Overview

After selecting “Continue” on the Application Signup - Applicant Information Page, the
Application Signup - Add Contributors — Field Selection Page will be displayed. This Page
is used to enter field numbers for the land where practices will be applied.

B Example of Application Signup - Add Contributors — Field Selection

Following is an example of the Application Signup - Add Contributors Field Selection Page.

Menu Application Signup - Add Contributors
Welcome
EFRP Program
Select Program Following are the Producer/Contributor details.
) .
Cost Share All required fields are denoted by an asterisk{*}
Producer Farm Details |
e A e *Pproducer(s) Farm No. Tract No. *Field No. State County
Edit Application A producer 0000799 0003092 01 053
A Producer
Needs/Environmental B Producer 0000799 0003093 01 053
A Producer
0000799 0003095 01 053
Agreement Approval B Producer DI
A Producer
_ o procucer 0000799 0003091 [ ] 01 053
Un-submit
A Producer 0000799 0003094 [ ] 01 053
) . B Producer
Inactivate Applicaton
A Producer
0000799 0002332 01 053
B Producer I:l
search
VrEET T s 2 Save & Add Damage Documentation < Back |

C Fields, Descriptions,

and Actions

The following table provides the fields, descriptions, and actions for the Application Signup -
Add Contributors — Field Selection Page.

Field

Description and Action

Field No.

Users should enter field numbers for the land where practices will
be applied. CSS will interface with the Farm Records database to
extract farm and tract number data for the selected producers.

Note:  There is no limit to the amount of field numbers that can
be entered. If practices are being cost-shared on multiple
fields, field number values should be separated by
commas with no spaces.

Save & Add Damage
Documentation

After all applicable information has been entered, CLICK “Save and
Add Damage Documentation”.

Back

The previous Application Signup - Applicant Information Page will
be displayed.

3-14-19
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32 Application Signup - Documentation

A Overview

Par. 32

After the user selects “Save & Add Damage Documentation” from the Application Signup -
Add Contributors Page, the Application Signup - Documentation Page will be displayed.
This Page provides selection criteria for entering information about the specific disaster ID
and type for which the producer is applying.

B Example of Application Signup - Documentation Page

3-14-19

Following is an example of the Application Signup - Documentation Page.

Menu

Welcome

EFRP Program

Select Program

Cost Share

Mew Application

Edit Application

Needs/Environmental

Agreement Approval

Un-submit

Inactvate Application

Search

View/Print Forms and
Letters

Certification

Record & Pay

View & Print Existing
Certifications

Retry Payment

Performance and
Payment

Application Signup - Documentation

Control No : 01_053_2016_0004 Creation Date : 05/02/2016
Applicant Name : A Producer Disaster ID : 1502

Status : INCOMPLETE

Following fields are useful for documenting the Damage.

All required fields are denoted by an asterisk {*}

Add/View Notes

* Select Disaster ID : | Spring 2011 Southeastern States Tornados - 1502 W

* Select Disaster Type : |Tornado V|

Description of Site : description

Type of Agricultural Production
[] Field Grown Ornamentals
[] Flowers or Bulbs
[] Grain or Row Crops
Hay Forage or Pasture

Crops :
[] orchards or Vineyards
Other Crop
[] seed Crops
| Vegetables or Fruits
Livestock : | Select Live Stock V| | Add |
. Number or .
Selected Livestock Weight Unit
Horses, Mules and 150 Head
Donkeys Count

Link To
Remove

Remove

Save & Add Practice(s) |

2- EFRP Amend. 1
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Par. 32

32 Application Signup - Documentation (Continued)

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Application Signup -
Documentation Page.

Field/Link Description and Action

Add/View Notes | CLICK “Add/View Notes” to insert notes and/or comments on each
page.

Select Disaster | Using the drop-down menu, “[ID Not Assigned]” may be selected if ID is

ID not known when submitting the request. However, a designation other
than “[ID Not Assigned]” must be selected before approval. Ifa
designation other than “[ID Not Assigned]” has been selected, disaster
type will be automatically pre-populated on the Application Signup -
Add Practices Page (subparagraph 33 B).

Select Disaster | Using the drop-down menu, select the predominant disaster type for the

Type disaster if it is not prepopulated.

Description of | Enter a narrative description of the site to differentiate between

Site applications with any information that helps user remember specifics
about the land. Entry in this field is optional.

Crops CHECK (') applicable crops.

Note: A crop or livestock must be selected for the application. Both
may be selected, but both are not required.

Livestock Using the drop-down menu, select the applicable livestock and CLICK
“Add”. Then add the number or weight associated with the applicable
livestock.

Users also have the option to remove selected livestock using the

Remove link.

Note: A crop or livestock must be selected for the application. Both
may be selected, but both are not required.

Save & Add Saves documentation information that was loaded on the page.

Practice(s)

3-14-19
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A Overview

Par. 33

Application Signup - Add Practices

After the damage documentation has been added, the Application Signup - Add Practices
Page will be displayed. This Page is used to select the practices under which EFRP cost
share assistance is being requested.

Example of Application Signup - Add Practices Page
Following is an example of the Application Signup - Add Practices Page.

Notes: In this example, the Component Rate is being used. The user must select either
“Component Rate” or “Practice Rate” depending on how the cost share rates were
established in the Program Provisioning software. The steps for entry of contributor
information for the practice vary depending on which practice rate type is selected.
The user must enter contributor information per component when using the
Component Rate. When using Practice Rate the user is still required to enter
components for the practice. Components are used for recording needs determination
and for reporting performance. However, contributor information is entered only
once at the practice level and is not entered for individual components.

If the administrative county and the physical county are different, ensure that:
e appropriate funding is tied to administrative county

e the physical county has loaded components and rates in the Program Provisioning

software.

Menu Application Signup - Add Practices
EFRP Program .

g Control No : 01_053_2016_0004 Creation Date : 05/02/2016
Select Program Applicant Name : A Producer Disaster ID : 1502

Status : INCOMPLETE
Cost Share Add/View Notes
New Application
pol Following fields lets you to add or edit a practice
_ All required fields are denoted by an asterisk{*}
* Select Practice : | EF3 - Bottomland Mixed Forest Restoration v
Needs/Environmental ] ]
* Practice Rate Type : (® Component Rate () Practice Rate

Agreement Approval Disaster Type: Tornado

) * Farm No. Tract No. Field No. * Acres State Cou |ty
Un-submit

Farm, Tract, Field & 7] 0000799 0003092 1] o
cres :
Inactivate Applicat
fAcivate Applcation 0000799 0003093 2 01
Search
Save & Add Practice Component(s) || Cancel |
View/Print Forms and
3-14-19 2- EFRP Amend. 1 Page 3-6



Par. 33

33 Application Signup - Add Practices (Continued)

C Fields, Descriptions, and Actions

3-14-19

The following table provides the fields, descriptions, and actions for the Application Signup -

Add Practices Page.
Field/Link Description and Action
Add/View Notes | CLICK “Add/View Notes” to insert notes and/or comments on each

page.

Select Practice

From the drop-down menu, select the practice requested by the applicant.
If practice is not listed, exit the application and contact the State Office.

Note: State Office specialists may need to verify county eligibility with
the National Office program manager.

Practice Rate
Type

Click the applicable option, whether using a component rate or practice
rate, according to the county’s program provisioning information.

Calculate Cost Share based on either of the following, as applicable:

e rates entered for each component in the Program Provisioning
software (component rate)

e rate entered for the practice in the Program Provisioning software
(practice rate).

Note: If practice rate is selected but a cost share rate has not been
established for the practice, an error message will be displayed
advising the user to establish a practice rate in program
provisioning.

Disaster Type |Pre-filled from the “Select Disaster Type” field selection on the
Application Signup - Documentation Page but can be edited.
Farm, Tract, CHECK () applicable farm/tract/field and enter the total number of
Field & Acres |acres affected for that practice.
Notes: Acres can be recorded in hundredths but will be converted to
tenths for payment purposes.
Total practice acres cannot exceed the total farmland acres on the
tract.
Save & Add Saves practice information that was loaded on the page.
Practice
Component(s)
Cancel Takes the user to the Application Signup - Practice Summary - Finalize

Page. See paragraph 37.
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Par. 34
34 Application Signup - Add Practice Components

A Overview

After practice information has been entered, the Application Signup - Add Practice
Components Page will be displayed. This Page is used to select the components associated
with the previously selected practices. The components that will be displayed depend on
components available within the State’s Program Provisioning software or components
created at the county level in the Program Provisioning software.

B Example of Application Signup - Add Practice Components Page

Following is an example of the Application Signup - Add Practice Components Page.

Application Signup - Add Practice Components

Control No : 01_053_2016_0004 Creation Date : 05/02/2016
Applicant Name : A producer Disaster ID : 1502
Status : INCOMPLETE

Menu

Welcome

EFRP Program
Select Program

Cost Share

Add/View Notes

New Application Add or Edit component rate.

All required fields are denoted by an asterisk{*}

Needs/Environmental

Selected Practice: 01-EF3

* Gelect Components : | Select Components V‘ Add

Un-submit

. :
Inactivate Application Only the selected ones will be added to the applicaton

Avg qula Limited
Szrmh Component o - - Rate Component Actual resource * EXtent Remove
Code Eechuicalibracices Type uUnit Cost CostShane CostShare Requested Link
& O (%)
View/Print Forms and Percent
Letters _
L&%%'; 460 - Land Clearing M ?kg?fg Hour 10 og 75.00 %  75.00 % Remove
Performance and Exceed ’
Payment
EEmiiEniam ‘ Save & Add Component ‘ Back |

Record & Pay
Show/Hide selected practice's farm, tract, and fields

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Application Signup -
Add Practice Components Page.

Field/Link Description and Action
Add/View Notes | CLICK “Add/View Notes” to insert notes and/or comments on each
page.
Practice Enter damaged or actual acres on which the practice is being applied, and
Extent(Acre) these acres should be equal to the total acres entered in the “Farm, Tract,

Field & Acres” field, “Acres” block. This field should not be blank,
even if the user has decided to use a component rate.

Note: Acre will be a unit of measure listed for reporting, but
components can be different units of measure.
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Par. 34

34 Application Signup - Add Practice Components (Continued)

C Fields, Descriptions, and Actions (Continued)

3-14-19

Field/Link

Description and Action

Select
Components

Select desired component from the drop-down menu and CLICK “Add”.
The currently selected component will be added into the selected
component list in the table.

Note: Multiple components may be selected. Components will be
limited to those applicable to the State/county and practice
selected. If desired components are not available for selection,
verify the physical location of land according to
subparagraph 33 B or verify category/subcategory designation in
the Program Provisioning software.

Add

Adds the currently selected component from the drop-down menu into
the list of selected components.

Note: The currently selected component will not be added to the
application if the user clicks “Save & Add Component” at the
bottom of the page before first using the “Add” button to add the
component into the list of selected components in the “Select
Components” box.

Technical
Practices

Using the drop-down menu, select a technical practice for each
component that will be displayed. If a desired technical practice is not
listed, exit the application and contact the State Office.

Note: State Office specialists may need to verify county eligibility with
the National Office program manager.

Extent
Requested

Enter the extent requested for each component/technical practice
selected. Users can remove selected components.

This field should not be blank, even if the user has decided to use a
practice rate. If component rate type was designated, then total of extent
for each component using acres as a unit of measure should match the
total practice extent entered.

Remove

Allows users to remove a selected component.

Save & Add
Component

Saves the selected components to the application and continues to the
Application Signup - Add Contributors Page.

Note: Does not add a currently displayed component in the “Select
Component” data field to the application.

Back

Returns user to the previous page, “Application Signup - Add Practices”.

Show/Hide
Selected
Practice’s Farm,
Tract, and Fields

The farm no, tract no, field no, acres and State/county will be displayed
or hidden.
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Par. 35

35 Application Signup - Add Contributors — Share Designation

A Overview

3-14-19

The Application Signup - Add Contributors — Share Designation Page will provide a list of
all producers associated with the tracts used for field selection in paragraph 31, after all
applicable information has been entered on the Application Signup - Add Practice
Components Page. This page is used to designate the share of expenses that each producer is
expected to bear.

Example of Application Signup - Add Contributors — Share Designation Page

Following is an example of the Application Signup - Add Contributors Page.

Application Signup - Add Contributors

Welcome
Control No : 01_053 2016 0004 Creation Date : 05/02/2016
Applicant Name : A Producer Disaster ID : 1502
Status : INCOMPLETE

EFRP Program

Select Program

Cost Share

MNew Application

Add/View Notes

Following are the contributor details.

All required fields are denoted by an asterisk{*}

_ Estmated Needed Contribution: $ 120.00
(el EmreniemsE. Selected Practdce: 01-EF3

Agreement Approval Copy Percent Share values

Components
un-submit Component Code Technical Practice Extent Requested
LABOR-LABOR 460 1z
Inactivate Application
Producer Limited Resource * Percent Share(%o)
Search A Producer MNo
View/Print Forms and B Producer No

Letters

Perfor nce and [ Confirm Contributions [ Back
Payment

Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Application Signup -
Add Contributors — Share Designation Page.

Field/Link Description and Action

Percent Share (%) |Enter the estimated percent share for each applicant. If any of the
applicants will not contribute to this practice, entering zero percent
shares is acceptable.

Note: The sum of the “Estimated Percent Share (%)” fields for all
contributors must total 100 percent.

Back Returns user to Application Signup - Add Practice Components Page.
Confirm After entering the estimated percent share for each producer, CLICK
Contributions “Confirm Contributions”. The Application Signup - Add

Contributors Page will be redisplayed.
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Par. 35
35 Application Signup - Add Contributors — Share Designation (Continued)

D Example of Redisplayed Application Signup - Add Contributors — Share Designation
Page

Following is an example of the redisplayed Application Signup - Add Contributors — Share
Designation Page.

Menu Application Signup - Add Contributors
Welcome
Control No : 01_053_2016_0004 Creation Date : 05/02/2016
EFfE Pl Applicant Name : A producer Disaster ID : 1502
Select Program Status : INCOMPLETE
Add/View Notes
Cost Share
New Application Following are the contributor details.
_ All required fields are denoted by an asterisk{*}
Needs/Environmental R
Component . -
Agreement Approval Code Technical Practice Extent Requested
LABOR-LABOR 460 12
un-submit
Limited Percent Share Requested Cost
Producer
Inactivate Application [ESTITEE (%) Share($)
A Producer No 50 $ 45
Search
B Producer No 50 $45
View/Print Forms and
Letters I [
Practice Summary | Back I
E Actions

After reviewing the information, CLICK “Practice Summary” if the information is correct.
The Application Signup - Practice Summary Confirmation Page will be displayed.

If the information is incorrect, selecting “Back” returns the user to the Application Signup -
Add Contributor — Share Designation Page to update producer’s shares.
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Par. 36
Application Signup - Practice Summary — Confirmation

A Overview

After contributors are added, the Application Signup - Practice Summary - Confirmation
Page will be displayed. This page is used to view and confirm previously entered
information. This page is a summary of selected:

e farm/tract/field combinations with applicable acreage
e components with selected technical practices and the applicable requested extent
e producers, shares, and the requested cost-share amounts.

CSS automatically calculates requested cost share based on the component and practice rate
information entered in the Program Provisioning software.

Note: Ifthe information is not correct, user must click “Back” or “Cancel”.

B Example of Application Signup - Practice Summary — Confirmation Page

Following is an example of the Application Signup - Practice Summary — Confirmation Page.

Menu Application Signup - Practice Summary

Control No : 01_053_2016_0004 Creation Date : 05/02/2016
Applicant Name : A Producer Disaster ID : 1502
Se|ectprogram Status : INCOMPLETE

Cost Share

New Application Following is the practice summary.

Disaster Type : Tornado

EFRP Program

Add/View Notes

Needs/Fnvirnnmental Farms |
Farm No. Tract No. Field No. Acres
Agreement Approval 0000799 0003093 2 30.00
Un-submit
Components
Inactivate Application Component : - Extent
PP Code Technical Practice Requested
LABOR-
Search LABOR 460 12
\iew/Print Forms and -~ - Percent Requested
Letters Produccr Pr_tlj_ggger Rlésl;rlljlltlfr:ge Sharc Cost Sharc
(%) ($)
Performance and o o
Payment A Preducer Individual No 50% $ 45
Certification B Producer Individual No 50% $ 45

Record & Pay

View & Print Exising Co you want to add this Practice?
Certifications

Confirm |Back HCancel ]
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36 Application Signup - Practice Summary — Confirmation (Continued)

C Fields, Descriptions, and Actions

3-14-19

The following table provides the fields, descriptions, and actions for the Application Signup -
Practice Summary — Confirmation Page.

Field/Link

Description and Action

Confirm

CSS automatically calculates requested cost share based on the component
and practice rate information entered in the Program Provisioning
software. After user has reviewed the information and confirmed the
information is correct, CLICK “Confirm”.

Back

If the information is not correct, user can click “Back” and the previous
Application Signup - Add Contributors Page will be displayed.

Cancel

The Application Signup Page will be displayed. The Application Signup
Page is a blank page that instructs the user to use the left navigation menu
to select a task.
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Par. 37
Application Signup - Practice Summary - Finalize

A Overview

The Application Signup - Practice Summary - Finalize Page will be displayed after
information on the Application Signup Practice Summary Confirmation Page has been
confirmed. This Page contains links to take the user to additional process steps.

The Application Signup - Practice Summary - Finalize Page can be used to:

remove practices
edit practices

add another practice
print FSA-848.

B Example of Application Signup - Practice Summary - Finalize Page

Following is an example of the Application Signup - Practice Summary - Finalize Page.

Menu Application Signup - Practice Summary

Welcome

EFRP Program Cont_rol No : 01_053_2016_0004 Creation I?ate : 05/02/2016
g Applicant Name : A Producer Disaster ID : 1502
Select Program Status : INCOMPLETE
Add/View Notes
Cost Share
New Application Following is the summary of all practices.
Name Requested Cost Share($) Remove Edit
Needs/Environmental 01-EF3 $ 90 | Remove | | Edit |
Agreement Approval *Remove will remove the practice completely and you will lose all practice data added so far.

Un-submit
| Add Another Practice | | Go to eligibility |

Inactivate Application
| PrNtFSA848 PDF |

Search
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37 Application Signup -

Par. 37
Practice Summary - Finalize (Continued)

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Application Signup -
Practice Summary -Finalize Page.

Field/Link Description and Action
Remove Deletes the practice.

Caution: Practice is immediately deleted. User is not given an
opportunity to confirm the selected practice is the correct
practice to be deleted.

Edit Modify practice or component information.

Add Another Allows user to add another practice.

Practice

Go to Eligibility | After confirming the practice summary information is correct and

performing all actions needed on this page, CLICK “Go to eligibility”
and the Application Signup - Additional Information Page will be
displayed.

Print FSA-848
PDF

Provides the ability to print FSA-848.

Note: All information should now be complete on FSA-848, page 1. If
anything needs to be corrected, do not proceed to eligibility.
CLICK “Edit” for the applicable practice to modify practice or
component information. If other elements, such as producer data,
need to be modified, CLICK “Edit Application” on the left
navigation menu. The requested component information should
now be complete on FSA-848, page 2. However, needs extents
will not be printed until this information has been entered using
the “Needs/Environmental” option (paragraph 60), and then the
user will have the ability to reprint FSA-848, page 2.

3-14-19
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38 Application Signup - Additional Information - Eligibility

A Overview

Par. 38

The Application Signup - Additional Information — Eligibility Page provides program
eligibility. This page is used to document compliance or non-compliance with land and
person eligibility requirements, and to enter signature and submission dates for FSA-848.

B Example of Application Signup - Additional Information — Eligibility Page

3-14-19

Following is an example of the Application Signup - Additional Information — Eligibility

Page.

Menu

EFRP Program

Select Program

Cost Share

New Application

Application Signup - Additional Information

Control No : 01_0S53 2016 0004
Applicant Name : A Producer
Status : INCOMPLETE

Following is the Eligibility information.

All required fields are denoted by an asterisk{*}

Creation Date : 05/02/2016
Disaster ID : 1502

Add/View Notes

Program Eligibility

Needs/Environmental Question *Yes/ No Reason
Are the Land Eligibility requirements met as ® yes () No(Must |
b | Agreement Approval defined in1-EFRPPart 1 Section 87 provide reason) [
Are the Person Eligibility requirements met () ves @ Mo(Must |notmet
Un-submit as defined in1-EFRPPart 1 Section 77 provide reason)
Inactivate Application Ellglhml! Check Results: 1
Mame Type Eligible
Search A Producer Individual Yes
) B Producer Individual Yes
View/Print Forms and
Letters . Cj —
M DDYYYY): [05/03/2016 ]
Performance and *Submitted Daté L
Payment (MM/DD/NYYY): [05/04/2016 ]
Certification
Submit Back
. =
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38 Application Signup - Additional Information — Eligibility (Continued)

3-14-19

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Application Signup -
Additional Information — Eligibility Page.

Field/Link Description and Action

Eligibility Answer the program eligibility questions by clicking the applicable

Information option. Ifusers click “No”, a reason must be entered in the “Reason”
text box.

Note: An application with an ineligible land or person eligibility
determination cannot be approved. If the condition that caused
the ineligible land or person eligibility determination is corrected,
the option can be updated to “Yes” during agreement approval
(paragraph 79).

Reason Enter the reason for ineligibility when the “No” option is selected.

Signature Date | Enter date the applicant signed the FSA-848.

(mn/dd/yyyy)

Submitted Date |Enter date FSA-848 was submitted to the FSA Service Center.

(mn/dd/yyyy)

Submit This field is used to submit the application. The Application Signup -
Additional Information — Confirmation Page will be displayed with the
message “The application submitted successfully”.

Back Returns user to the Application Signup - Practice Summary — Finalize
Page.
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39 Application Signup - Additional Information Confirmation

A Example of Application Signup - Additional Information Confirmation Page
Following is an example of the Application Signup - Additional Information Confirmation
Page. This Page confirms successful submission of eligibility information and signature
dates and provides the option to print forms and letters specific to this stage of the application

process.

Menu

Application Signup - Additional Information

Welcome

EFRP Program e The 01_053_2016_0004 application submitted successfully

Select Program

Cost Share
Control No : 01_053_2016_0004 Creation Date : 05/02/2016
New Application Applicant Name : A Producer Disaster ID : 1502
Status : COMPLETE

Eligibility Check Successful

MNeeds/Environmental

Print FSA848 PDF Lack Of Funds Letter || Generate Referral Letter

Agreement Approval

B Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Application Signup -
Additional Information Confirmation Page.

Field/Link Description/Action
Print FSA-848 | Print FSA-848, Cost-Share Request.
PDF
Lack of Funds |Print a Lack of Funds Letter.
Letter
Generate Print a Referral Letter to refer the application to the Technical Service
Referral Letter |Provider (TSP).

40-52 (Reserved)
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Par. 53
Section 2 Edit Application

Edit Application

A Overview

If a cost share application has been started but has not been submitted (application status of
“Incomplete”), the “Edit Application” option will be available. If the application was
previously submitted and has since been un-submitted according to Section 5, the “Edit
Application” option will also be available for the un-submitted application.

To edit an existing application, from the EFRP Home Page, CLICK “Edit Application” on
the left navigation menu. A list of all incomplete status applications will be displayed.

Example of Edit Application Page

Following is an example of the Edit Application Page.

Notes:

Additional Page numbers may be displayed at the top and bottom of the page when
all search results do not fit on a single page.

By default, applications are listed without the practice summary box displayed. In the
following example the practice summary for application control number

01 053 2016 0004 is shown because the user has clicked the control number. Many
of the examples in this handbook follow this format where the practice summary has
been opened to view additional details and links.

Menu

EFRP

Welcome

Select Program
Cost Share

Mew Application

Needs/Environmental

Agreement Approval

Un-submit

Inactivate Application

Edit Application

Application results

Program

Date Edit
Created Application

State
County

Primary Application
Applicant Status

Control Number Disaster ID
Spring 2011
Southeastern
States
Tornados

Alabama

01_053_2016_0004 INCOMPLETE 05/02/2016 Edit
—————=""—"——"— A Producer

Escambia

Practice Summary |
Practice Status
INCOMPLETE
INCOMPLETE

Process Status
Edit
Edi

Practice Control Number
01-053-2016-0004-01-EF3
01-053-2016-0004-01-EF8

=

Back To Main Menu

3-14-19
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53 Edit Application Option (Continued)

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Edit Application

Page.

Field/Link

| Description/Action

Application Results

Control Number

Click the applicable control number to see a summary list of all practices
for the application. The user will then be given the option to edit
individual practices from within the Practice Summary box.

Note: If practices have not yet been added to the application, the control
number link is not activated, and the Practice Summary will not
be displayed.

Edit CLICK “Edit” under the Edit Application column header to edit the
application. The application process will start from the beginning. See
Section 1 for additional information.
Practice Summary
Edit (Practice  [Click “Edit” under the Process column header in the Practice Summary
Summary) list to go directly to a specific already existing practice. The Application

Signup - Add Practices Page will be displayed according to paragraph 33.
After applicable changes are made to the Application Signup - Add
Practices Page, the next page in the process will be displayed for edits.
See paragraphs 34 through 37 for additional information.

Note: Users cannot change the practice. The only way to change the
practice is to remove the practice and add a new practice on the
Practice Summary Page.

54-59 (Reserved)
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Par. 60
Section 3 Needs/Environmental

60 Entering Needs Determination and Environmental Compliance Information

A Overview

3-14-19

Needs determination information must be entered for each practice added to the application.
To enter or edit needs determination or environmental compliance information, CLICK
“Needs/Environmental” from the EFRP Home Page. The Needs Determination/
Environmental Compliance Page will be displayed.

All complete applications will be displayed to select and enter needs determination
information.

Note: Only applications that have been successfully submitted according to paragraph 38
will be displayed as “Complete” in the “Application Status” field.

Example of Needs Determination/Environmental Compliance Page
Following is an example of the Needs Determination/Environmental Compliance Page.

Note: Additional page numbers may be displayed at the top and bottom of the page when all
search results do not fit on a single page.

Needs Determination/Environmental Compliance

Application results

Welcome

EFRP Program

Select Program

. - Print
Primary Application . State Date
Cost Share Control Number : Disaster ID FSAB48
Applicant  Status County | Created -
MNew Application ;
Spring 2011 Alabama -
01 053 2016 0001 |g producer COMPLETE  |Southeastern Escambia |04/28/2016 PDE
Edit Application States Tornados
Spring 2011 Alabama -
_ 01 053 2016 0004 A Producer COMPLETE Southeastern Escambia 05/02/2016 PDE
States Tornados
Agreement Approval Practice Summary |
Practice
Un-submit Control Practice Status Process Status
Number
Inactivate Applicati oo
nacava ppiicanon 2016- EnvironmentalCompliance EC_INCOMPLETE
0004-01- PENDING_APPROVAL =ne o spetermination  ND_INCOMPLETE
Search EF3
01-053-
2016- EnvironmentalCompliance EC_INCOMPLETE
View/Print Forms and 0004-01- PENDING_APPROVAL =" e dspetermination ~ ND_INCOMPLETE
Letters EF8
Performance and
Payment
Certification ' Back To Main Menu
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60 Entering Needs Determination and Environmental Compliance Information (Continued)

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions on the Needs
Determination/Environmental Compliance Page.

Application Results

Field/Link

Description and Action

Control Number

Click the applicable control number and all practices for the application
will be displayed. The user will then be given the option to select and
edit needs determination for a single practice within the practice
summary box.

PDF Print FSA-848, Cost-Share Application.
Practice Summary
Field/Link Description and Action
Environmental |See paragraph 63 for additional information.
Compliance
Needs See to paragraphs 61 and 62 for additional information.
Determination

Notes: Users may add additional components and technical practices determined needed by
TSP during the needs determination process. Components added during needs
determination will be entered in the “Extent Needed” data field. Extent requested for
components added during needs determination will be displayed as zero on FSA-848.

Users are not able to remove components determined unnecessary by TSP but can
enter zero in the “Extent Needed” field, or some other reduced amount (paragraph

61).

If a rate is not found for components already selected, an error message will be
displayed alerting the user to make changes in the Program Provisioning software
before proceeding.

3-14-19
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Application Signup - Needs Determination

A Overview

Par. 61

If users click the “Needs Determination” link in the Process column of the Practice
Summary box, the Application Signup - Needs Determination Page, Step 1 will be displayed
for entering practice extents, component extents, and technical practice extents.

Example of Application Signup - Needs Determination Page

Following is an example of the Application Signup - Needs Determination Step 1 Page.

Menu

EFRP Program

Select Program

Cost Share

New Application

Edit Application

Agreement Approval
Un-submit

Inactivate Application
Search

View/Print Forms and
Letters

Performance and
Payment
Certification
Record & Pay

View & Print Existing
Certifications

Retry Payment

Agreement
Maintenance

Revise Agreement

Agreement In Pmce._ss

Application Signup - Needs Determination

Control No : 01_053_2016_0004

Applicant Name : A Producer
Status : COMPLETE

Following data need to be filled out for Needs

All required fields are denoted by an asterisk{*}

Creation Date

Determination.

1 05/02/2016
Disaster ID : 1502

Add/View Notes

Practice Extents

Practice Control Number Disaster Type

01-EF3 Tornado

Extent Requested

15.00

* Extent Needed

(Note:If componentis not listed add using County Component table)

Component Extents

* Management
Activity

™y )
) Yes ® No

Component Component Technical Extent * Extent
Code Unit Practices Requested Needed
LABOR-LABOR Hour 460 10.00
Filter
Components - -
W
By Technical |Se|ect Technical Practice |

Practice :

add another | Select Components

Component: | add

[Technical Practice Extents

Technical Practices TechPractice Unit

* Cost Shared?

#* Units Planned

460-Land Clearing Acre ®ves ONo
Add Another
Technical | Select Technical Practice V| | Add |
Practice :
Continue to Next Step | | Cancel
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61 Application Signup - Needs Determination (Continued)

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Application Signup -
Needs Determination Step 1 Page.

Practice Extents

Field/Link

Description and Action

Extent Needed

Enter the needed extent for the previously selected practice.

Note: Enter the extent needed as determined by NRCS, USFS,
or other technical service provider. Unit of measure will
be based on how the unit of measure was set up in the
Program Provisioning software.

Component Extents

Field/Link

Description/Action

Extent Needed

Enter the needed extent for the previously selected components.

Management Activity

The correct option for EFRP is always “No” since management
activity does not apply to EFRP.

Filter Components By
Technical Practice

Users will click this drop-down menu only if additional
components will be added to the application during the needs
determination process. This typically occurs if TSP determines a
component not requested is needed to effectively implement the
requested practice.

A list of technical practices will be displayed in the “Select
Technical Practice” drop-down menu. When a specific technical
practice is selected, by clicking on that technical practice from
within the list, the available components in the drop-down menu
for component selection under “Add Another Component”
(immediately below) are limited to just those components
associated with the selected technical practice. If no technical
practice filter is set, all available components associated to the
practice for the county that are loaded in the Program
Provisioning software will be displayed in the “Add Another
Component” drop-down menu.

3-14-19
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Application Signup - Needs Determination (Continued)

C Fields, Descriptions, and Actions (Continued)

Par. 61

Component Extents (Continued)

Field/Link Description/Action

CLICK “Add”.

Add Another Selecting a component from the “Select Components” drop-down
Component menu allows the user to add the component under the component
extents as a selected component for the application. To complete
selecting the component and add it as a selected component,

Note: After adding a component, in most cases, the user must

3-14-19

add the numerical code for the technical practice in the
“Technical Practices” data field for the added component.
If the user is unsure of the numerical technical practice
number to use, see the “Filter Components By Technical
Practice” data field for assistance. If a filter was used
when selecting the component, the technical practice will
still be displayed. If no filter was used when selecting the
component, clicking the drop-down arrow for the “Filter
Components By Technical Practice” data field may be
helpful as the entire list of associated technical practices
with both the numerical code and the technical practice
name will be displayed.
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61 Application Signup - Needs Determination — Step 1 (Continued)

C Fields, Descriptions, and Actions (Continued)

3-14-19

Technical Practice Extents

Field/Link

Description and Action

Cost Shared?

Select either the “Yes’ or “No” option, as appropriate, to indicate
if the technical practice is eligible for cost share.

Units Planned

Enter the units planned for each technical practice listed.

Note: It is not expected that the units planned for the technical
practice will always match the extent needed for the
associated component or the sum of the associated
components (if multiple components are associated with
the technical practice). This is because:

e unit of measure for the technical practice may be
different than the unit of measure for the component

e the number of components and technical practices
may not be a one-to-one match.

Add Another Technical
Practice

If the information provided by the TSP indicates additional
technical practices are to be included, those additional technical
practices can be added using the “Select Technical Practice”
drop-down list. Select a technical practice from the list by
clicking on the desired technical practice, and then CLICK
“Add” on the right end of the data field.

Continue to Next Step

Select this option after user has entered all applicable
information.

Cancel

All needs determination information entered for that practice
control number will be removed.
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62 Application Signup - Needs Determination Page — Step 2

A Overview

B Example of Application Signup - Needs Determination — Step 2

3-14-19

Par. 62

If users click the “Continue to Next Step” button, the Application Signup - Needs
Determination — Step 2 Page will be displayed. The page will now contain data fields for
entering conservation plan information.

Following is an example of the Application Signup - Needs Determination Page — Step 2.

Menu

Welcome

EFRP Program

Select Program

Cost Share

New Application

Edit Applicaton

[ Needs/Environmental _
Agreement Approval
Un-submit

Inactvate Application
Search

View/Print Forms and
Letters

Performance and
Payment
Certification
Record & Pay

View & Print Existing
Cortifirationg

Control No :
Applicant Name :
Status : COMPLETE

Selected Practice:

Conservaton Plan:

* Date Referred
(MM/DD/YYYY):

* Referral Expiration Date
(MM/DD/YYYY):

* Needs Statement:

*Date received
(MM/DD/YYYY):
*Name:
[certifying person]
*Affiliation:

*Signature Date
(MM/DD/YYYY):

Application Signup - Needs Determination

01_053_2016_0004
A Producer

Following fields need to be filled out for completing Needs Determination.

All required fields are denoted by an asterisk{*}

01-EF3

O Farm Plan By NRCS
O Forest Plan By USFS
® other Plan

[05/05/2016 |

|06/05/2016 |

Yes

|05/05/2016 |

[05/05/2016 |

| Savel | Submit | | <Back | [ Cancel

Creation Date : 05/02/2016

Disaster ID : 1502

Add/View Notes
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62 Application Signup - Needs Determination Page — Step 2

(Continued)

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Application Signup -
Needs Determination Page — Step 2.

Field/Link

Description and Action

Conservation Plan

Click an option for the applicable conservation plan.

Note: Selecting “Other Plan” is acceptable.

Date Referred Enter the date FSA-848 is referred to NRCS, USFS, or technical
service provider.

Referral Date Pre-populated with a date that is a month from the “Date Referred”

Expiration entry. User may change the pre-populated date if necessary.

Needs Statement

Enter any important notes on what is needed.

Date received

Enter date of FSA onsite inspection or date technical provider
provided FSA with FSA-848, Page 1.

Name

Enter the name of the person performing the needs determination.

Affiliation

From drop-down menu, select the affiliation of the technical provider,
such as FSA or NRCS.

Signature Date

Enter date the person certifying the extents needed signed FSA-848,
block 16. This date cannot be before the date referred.

Save

If partial information is entered, users can click “Save” and finish
later. If information is not saved or submitted, all needs determination
information for that practice control number will be lost and the status
for the needs determination will remain, “Incomplete”.

Submit

Select “Submit” after all applicable information has been entered and
the user is returned to the Needs Determination/Environmental
Compliance Page.

Back

Returns user to Application Signup - Needs Determination — Step 1
Page.

Cancel

Returns user to the Needs Determination/Environmental Compliance
Page.
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63 Environmental Compliance Check

A
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Overview

The Environmental Compliance Check Page allows users to enter environmental compliance
data for a practice. To display the Environmental Compliance Check Page, CLICK the
“Environmental Compliance” link, from the Practice Summary box on the Needs
Determination/Environmental Compliance Page (subparagraph 60 B).

If Environmental Compliance information was previously entered, but the application has
since been un-submitted, the environmental compliance status of the application will be
“Incomplete”, but the previous information will be copied and prefilled on this page.

Example of Environmental Compliance Check Page

Following is an example of the Environmental Compliance Check Page.

Menu

Welcome

EFRP Program

Select Program

Cost Share

New Applicaton

Edit Application
Agreement Approval
uUn-submit

Inactvate Application
Search

View/Print Forms and
Letters

Performance and

Payment

Certification

Environmental Compliance Check

Following fields need to be filled out for the Environmental Compliance Check

All required fields are denoted by an asterisk{*}
Selected Practice: 01-EF3

* FSA-850 or CPA-52 completed and )
all supporting documents ® ves () No
gathered? :

* Date FSA-850 or CPA-52 .
Ea
completed (MM/DD/YYYY): | 05/05/2016 | =

The Practice is environmentally : Compliant

Reason:
[Reason required if noncompliant] |

Cancel

Show/Hide selected practice's farm, tract, and fields

Add/View Notes
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63 Environmental Compliance Check (Continued)

C Fields, Descriptions, and Actions (Continued)

The following table provides the fields, descriptions, and actions for the Environmental

Compliance Check Page.
Field/Link Description and Action
FSA-850 or CPA-52 CLICK the “Yes” or “No” option.
Completed and All
Supporting Documents Note: A completed FSA-850 is required for all EFRP
Gathered projects before Cost Share is approved, even those

only involving debris removal when the debris
results from a Presidential declared disaster.

Date FSA-850 or CPA-52
Completed (MM/DD/YYYY)

If the “Yes” option is clicked, enter date.

The Practice is

CHECK (v) “Compliant”, if the practice is environmentally

Environmentally compliant.
Notes: Practice must be compliant to approve.
Users will have the ability to later edit this entry.

Reason Free form entry. Reason is required if non-compliant.

Save Select when user has completed all required information. The
Needs Determination/Environmental Compliance Page will be
redisplayed with the message “Environmental Compliance Saved.”

Cancel Returns user to the Needs Determination/Environmental

Compliance Page. If user selects “Cancel”, or if the
environmental compliance information is not saved, all
information will be lost and the status will remain, “Incomplete”.

64-78 (Reserved)
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Par. 79
Section 4 Agreement Approval

79 Agreement Approval - Search Results
A Overview

To enter approval information, CLICK “Agreement Approval” from the left navigation
menu. All “Complete” applications available for possible approval will be displayed on the
Agreement Approval - Search Results Page.

Only those applications having at least one practice with both needs determination and
environmental compliance information completed will be in the list of applications available
for approval. Agreement approval can only take place if information has been entered for
needs determination and the practice has been deemed environmentally compliant.

Notes: See paragraph 88 for guidance on disapproving agreements.
To verify or update environmental compliance and/or needs determination
information, select the desired application by clicking the Control Number of the

application to see the practice summary. In the “Practice Summary” box, under the:

e “Process” column, links are provided to access and edit environmental
compliance and/or needs determination information

e “Status” column, user can view the environmental compliance (EC) status and the

needs determination (ND) status of either complete or incomplete for specific
individual practices.
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Par. 79
79 Agreement Approval - Search Results (Continued)

B Example of Agreement Approval - Search Results Page
Following is an example of the Agreement Approval - Search Results Page.

Note: Additional page numbers will be displayed at the top and bottom of the page when all
search results do not fit on a single page.

Agreement Approval
Welcome
EFRP Program
Application results
Select Program pp
- . . Print
Primary Application . State Date Agreement
Cost Share Control Number Applicant  Status Disaster ID | County  created | Approval FSFJ:)Br:nBA
MNew Applicaton Spring 2011 ab
Southeastern Alabama 05/02/2016 Go To PDF
01 053 2016 0004 A Producer COMPLETE -
Edit Application States Approval
PP Tornados Escambia
Needs/Environmental Practice Summary
Practice
_ Control Practice Status Process Status
Number
Un-submit 01-053-
- 2016- EnvironmentalCompliance EC_COMPLETE_ELIGIBLE
0004-01- PENDING_APPROVAL =" 55Determination ND_COMPLETE_NEEDED
Inactivate Application EF3
01-053-
2016~ EnvironmentalCompliance EC_COMPLETE_ELIGIBLE
SRl 0004-01- PENDING_APPROVAL =“ne o debetermination ND_COMPLETE_NEEDED
EF8
View/Print Forms and
Letters
Performance and
Payment | Back To Main Menu
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79 Agreement Approval - Search Results (Continued)

C Fields, Descriptions, and Actions

3-14-19

The following table provides the field, descriptions, and actions for the Agreement Approval
- Search Results Page.

Field/Link

Description and Action

Control Number

Click this option and the “Practice Summary” box will be displayed.

Go to Approval

Click this option to approve some or all practices for the selected control
number. The Agreement Approval - Assign ID Page will be displayed.

Note: Practices approved will be determined by the addition of approval
information according to paragraph 82.

PDF

Print FSA-848A, Cost Share Agreement.

Note: Item 9, Practices Approved, and item 10, Components Approved,
will be blank on the form because the agreement has not yet been
approved.

Process

Click “Needs Determination” or “Environmental Compliance” to edit
previously entered information.

Note: Ensure that the status for at least 1 of the practices on the
application is complete for both needs determination and
environmental compliance.

Back to Main
Menu

The Application Signup Page will be displayed. The Application Signup
Page is a blank page that instructs the user to use the left navigation
menu to select a task.
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80 Agreement Approval - Assign ID

A Overview

3-14-19

After the user clicks “Go to Approval” from the Agreement Approval - Search Results Page,
the Agreement Approval - Assign ID Page will be displayed. This Page is used to assign or
change a disaster ID and type.

Example of Agreement Approval - Assign ID Page

Following is an example of the Agreement Approval - Assign ID Page.

Menu

Welcome

EFRP Program

Select Program

Cost Share

MNew Application

Edit Applicaton

MNeeds/Environmental

Agreement Approval - Assign ID

Control No : 01_053 2016 0004 Creation Date : 05/02/2016
Applicant Name : A Producer Disaster ID : 1502
Status : COMPLETE

Add/View Notes

Please assign a Disaster-ID to proceed with approval

* Select Disaster ID : | Spring 2011 Southeastern States Tornados - 1502 V|

Select Disaster Type: | Tornado e

Continue || Back |
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80 Agreement Approval - Assign ID (Continued)

C Fields, Descriptions, and Actions

3-14-19

The following table provides the fields, descriptions, and actions for the Agreement Approval

- Assign ID Page.
Field/Link Description and Action
Select Disaster ID is pre-populated either based on the ID selected during the
Disaster ID new application process or based on available disaster ID’s if “ID Not

Assigned” was entered during the new application process. Disaster ID
may be edited by selecting from the drop-down menu of available
disaster ID’s.

Example: In this example the user selected “Spring 2011 Southeastern
States Tornadoes - 1502”.

Select Disaster
Type

Disaster type is pre-populated based on the disaster type selected during
the new application process but may be edited by selecting from the
drop-down menu if needed.

Example: In this example, user selected “Tornado”.

Continue After the user has entered all applicable information, CLICK
“Continue”. The Agreement Approval - Approval Data Page will be
displayed.

Back User is returned to the Agreement Approval -Search Results Page.
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A Overview

Agreement Approval - Approval Data

Par. 81

After selecting “Continue” on the Agreement Approval - Assign ID Page, the Agreement
Approval - Approval Data Page will be displayed.

Note: If new or retired rates exist for the practices included in the application, a message

will be displayed for user to verify in the Program Provisioning software before

proceeding.

Examples of Agreement Approval - Approval Data Page

Following is an example of the Agreement Approval - Approval Data Page if approval
information has not been previously entered for any practices.

Menu
Welcome  USER NAME

EFRP Program

Select Program
Cost Share

New Application

Edit Application

Needs/Environmental

Un-submit

Inactivate Application

Agreement Approval

Control No :  01_053_2016_0004

Applicant Name : A Producer
Status : COMPLETE

Creation Date : 05/02/2016
Disaster ID : 1502

Add/View Notes

Below is the list of practices associated with an application.

Practice Summary

Practice Control Approval

o Process State Data
01-053-2016-0004- EnvironmentCompliance-Eligible Add
01-EF3 NeedsDetermination-Complete-Needed [
01-053-2016-0004- EnvironmentCompliance-Eligible Add
01-EF8 NeedsDetermination-Complete-Needed

|Cancel ||DisapproveAII |

Note: Ifthe “Add” link is not present in the approval data column for a practice, this is an

indication that environmental compliance information and/or needs determination
information has not been submitted for that practice. Saving needs determination
information instead of submitting the information does not result in the “Add” link
option being populated on this page for practice approval.
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81 Agreement Approval - Approval Data (Continued)

B Examples of Agreement Approval - Approval Data Page (Continued)

Following is an example of the Agreement Approval - Approval Data Page if approval
information exists for one or more practices.

Menu Agreement Approval

Welcome  USER NAME

Control No :  01_053_2016_0004 Creation Date : 05/02/2016
Applicant Name : A Producer Disaster ID : 1502
Status : COMPLETE

EFRP Program

Select Program

Cost Share

New Application

Add/View Notes

Belowis the list of practices associated with an application.

Edit Application Practice Summary
Practice Control Approval
Number Process State B

Meeds/Environmental

01-053-2016-0004- |EnvironmentCompliance-Eligible Add
_ 01-EF3 NeedsDetermination-Complete-Needed
01-053-2016-0004- EnvironmentCompliance-Eligible Edit Remove
01-EF8 NeedsDetermination-Complete-Needed
Un-submit
Inactivate Application | Continue H Cancel H Disapprove All |

Note: The “Continue” option becomes available as soon as approval data exists for at least
one practice.
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81 Agreement Approval - Approval Data (Continued)

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Agreement Approval

- Approval Data Page.
Field/Link Description and Action
Add This option allows the user to select the practice for approval. The
Application Signup - Component Rate Practice Approval Page will be
displayed.

Note: The “Add” link will only be available for practices that have
completed needs determination and environmental compliance
information, and that have no existing approval information
entered.

Edit User can edit the component rate practice approval data, including the
following:

e practice begin and end dates
e practice and component extents approved
e shares.

Remove User can remove the approval data for the practice.

Note: The “Remove” link will only be available if approval information
exists for that practice.

Continue CLICK “Continue”, to complete the approval information.

Notes: The “Continue” option will only be available if approval
information exists for one or more practices.

If the user clicks “Continue” while some practices do not have
approval data added, those practices without approval data will be
disapproved during continuation of the approval process for other
practices on the same application. See paragraph 91.

Cancel Cancels the agreement approval and returns user to Agreement Approval
- Assign ID Page.

Disapprove All |Disapproves all practices associated with the application.
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82 Application Signup - Component Rate Practice Approval

A Overview

3-14-19

After the user clicks “Add” on the Agreement Approval Page, the Application Signup -
Component Rate Practice Approval Page will be displayed.

Note: Pages will vary depending on a practice rate versus component rate practice.
Example of Application Signup - Component Rate Practice Approval Page

Following is an example of the Application Signup - Component Rate Practice Approval
Page.

Menu Application Signup - Component Rate Practice Approval

Welcome  USER NAME

Control No : 01_053_2016_0004 Creation Date : 05/02/2016
Applicant Name :  a producer Disaster ID : 1502
Status : COMPLETE

EFRP Program

Select Program

Cost Share Following fields need to be filled out for component rate practice approval.
All required fields are denoted by an asterisk{*}

Mew Application
Selected Practice: 01-EF3

Edit Application *# Practice Begin Date(MM/DD/YYYY):
* Practice End Date(MM/DD/YYYY): | 11/09/2016
Meeds/Environmental

Practice Extents |
_ Extent Requested Extent Needed * Extent Approved

UmeErlEic 15.00 15.00 15.00
Inactivate Application Components
g Regular Limited
Search Component Technical Actual CostShare Resource Extent Extent * Extent Component
Code Practice Cost (%) CostShare Requested Needed Approved Unit
(%) (oo}

View/Print Forms and LABOR s
Letters -
LABOR 460 10.00 75.00 % 75.00 % 10.00 15.00 15.00| Hour

Performance and — -
Payment Producer Limited Resource Percent Share (%)

Certification A Producer No 60.00
B Producer No 40.00

Record & Pay

View & Print Existing Continue to Next Step | | Cancel
Certifications

Retry Payment Show/Hide selected practice’s farm, tract, and fields
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Par. 82

Application Signup - Component Rate Practice Approval (Continued)

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Application Signup -
Component Rate Practice Approval Page.

Field/Link Description and Action
Practice Begin Enter the date practice is to begin as the approval date. Users can use
Date the calendar icon to pre-fill the entry.

Practice End Date

Is prepopulated with an editable date of 6 months after the practice
begin date. Practice end date is < 6 months of the practice begin date.

Note: See paragraph 171 for instructions to extend a practice end
date after the application has been approved.

Practice Extents

Field/Link

Description and Action

Extent Approved

Extent approved is prepopulated from the “New Application” or “Edit
Application” option, extent requested, but can be edited. Re-entering
extent approved encourages the county user to fully evaluate the extent
requested, extent needed, and extent approved before approving these
values since they may vary.
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82 Application Signup - Component Rate Practice Approval (Continued)

C Fields, Descriptions, and Actions (Continued)

Components
Field/Link Description and Action
Extent Approved |Enter the component extent approved for each technical practice.

Note: Extent approved cannot be greater than extent needed.

Users cannot remove practices or components within the
practice approval process; however, users can enter zero in the
“Extent Approved” field. Extent approved cannot be reduced
to zero for all components associated with the practice or the
following error message will be displayed.

Application Signup - Component Rate Practice .-\.ppro":lll
Errors

s Total Approved Amount for practice cannot be zero
+ Obligation Amount cannot be zero

Percent Share (%) |Enter the percent share for each contributor.

Note: The sum of the percent shares for all producers must equal 100

percent.
Continue to Next | When all required information has been entered, CLICK “Continue to
Step Next Step”.
Cancel Users can also click “Cancel”, but all approval information added for

the selected practice will be lost. After clicking “Cancel” the
Application Signup Page will be displayed. The Application Signup

Page is a blank Page that instructs the user to use the left navigation
menu to select a task.
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83 Application Signup - Component Rate Practice Approval Summary

A Overview

3-14-19

After “Continue to Next Step” is selected from the Application Signup - Component Rate
Practice Approval Page, the Approval Signup - Component Rate Practice Approval Summary
Page will be displayed. This Page provides the:

e requested, needed, and approved extent for the practices and components
e selected contributors, estimated contributions, and the approved cost share.

Example of Application Signup - Component Rate Practice Approval Summary Page

Following is an example of the Application Signup - Component Rate Practice Approval
Summary Page.

Menu Application Signup - Component Rate Practice Approval Summary

‘Wwelcome

Control No : 01_053_2016_0004 Creation Date : 05/02/2016
EFRP Program Applicant Name : A Producer Disaster ID : 1502
T — Status : COMPLETE
Cost Share Following is the Component Rate practice approval summary.
New Application Selected Practice: 01-EF3
Practice Begin Date: 05/09/2016
Edit Application Practice End Date: 11/09/2016

B =
Needs/Environmental Practice Extents |

Extent Requested Extent Needed Extent Approved

un-submit

Components
Inactivate Application AVD | pagular | Limited Total

Component Technical Actual CostShare Resource Extent Extent Extent |Component Cost

Code Practice | Cost PYs CostShare Requested Needed Approved Unit $

Search (%) (%0) (ov0) (s)

LABOR- $ q g &
View/Print Forms and LABOR 460 10.00 75.00 % 75.00 % [10.00 15.00 15.00 |Hour 150.00
Letters

Producer Limited Resource Percent Share(%) Amount Approved($)

Performance and A Producer No 60.00 % $ 68.00
PERTIENE 8 Producer No 40.00 % $ 45.00
Certification
Record & Pay Continue to Next Step | ‘ <Back | | Cancel

View & Print Existing
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Par. 83
83 Application Signup - Component Rate Practice Approval Summary (Continued)

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Application Signup -
Component Rate Practice Approval Summary Page.

Field/Link Description and Action
Continue to Next |CSS automatically calculates approved cost share. After user has
Step verified the information, CLICK “Continue to Next Step”. The

Agreement Approval Page will be displayed. See paragraph 84 for
additional information.

Back User is returned to the Application Signup - Component Rate Practice
Approval Page.
Cancel Users can also click “Cancel”, but all approval information added for

the selected practice will be lost.
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84

A Overview

Agreement Approval - Fund Selection

Par. 84

After the user clicks “Continue to Next Step” on the Application Signup - Component Rate
Practice Approval Summary Page, the Agreement Approval - Fund Selection Page will be

displayed.

B Example of Agreement Approval - Fund Selection Page

3-14-19

Following is an example of the Agreement Approval — Fund Selection Page.

Menu

Welcome USER NAME

EFRP Program

Select Program

Cost Share

New Application

Edit Application
Needs/Environmental
uUn-submit

Inactivate Applicaton
Search

View/Print Forms and
Letters

Performance and
Payment
Certification
Record & Pay

View & Print Existing
Certifications

Retry Payment

Agreement Approval

Control No :
Applicant Name :

Status : COMPLETE

01 053 2016 0004
A Producer

Creation Date : 05/02/2016
Disaster ID : 1502

Add/View Notes

Below is the list of practices associated with the application.

All required fields are denoted by an asterisk{*?}

Lack Of Funds Letter

Practice Summary

Practice
control
Number

01-053-
2016-
0004-01-
EF3

01-053-
2016-
0004-01-
EF8

Requested Approved
Costshare Costshare

Process State

(%) (%)
EnvironmentCompliance-
Bligible 75.00 113.00 3340-8483.00 W
NeedsDetermination- $75. $ ' -
Complete-Needed
EnvironmentCompliance-
NeedsDElt%IFrlr?inaﬁon— $332.00 $332.00 |3340-8483.00 V

Complete-Needed

* Fund-Available
Amount($)

COC/CED Willing to Approve Date(MM/DD/YYYY):

[if saving and continuing later]

* COC/CED Approval Date of FSA 848A
(MM/DD/YYYY): /05

[if continuing now]

| Save H Continue || Back ||

Print FSA848A PDF
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Par. 84
84 Agreement Approval - Fund Selection (Continued)

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Agreement Approval
Fund Selection Page.

Practice Summary

Field/Link Description/Action
Fund-Available |From the drop-down menu, select the program accounting code
Amount(s) associated to the selected disaster ID and the amount available at time of

approval. In the example the user has selected Fund 3340.

Note: If no funds are available to select, or insufficient funds are
available, CLICK “Lack Of Funds Letter” to generate a lack of
funds letter.

COC Willing to |Enter date, if funds are not available or if insufficient funds are available,

Approve Date  |CLICK “‘Save” to continue at a later date.

(mm/dd/yyyy)

Notes: Date cannot be after the approval date.

Users can click the “Calendar icon” option to fill this entry.
COC Approval |Enter date, if funds are available.

Date
(mm/dd/yyyy) |Notes: Users can click the “Calendar icon” option to fill this entry.

Enter STC’s signature date, if approved cost share amount is
more than $50,000.

Enter the National Office program manager’s signature date, if
approved cost share amount is more than $100,000.

When multiple practices exist on the application, any practices
that do not have approval information will be automatically
disapproved at the end of this process. See paragraph 91.

Save Information is saved.

Continue When all applicable information is entered, and funds are available,
CLICK “Continue’.

Back User is returned to the Agreement Approval, Approval Data Page.

Print FSA-848A | User is able to print FSA-848A, Cost — Share Agreement

PDF

Note: Printing FSA-848A does not approve the agreement.
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Par. 85

85 Agreement Approval - Confirmation

A Overview

3-14-19

After clicking “Continue” on the Agreement Approval - Fund Selection Page, the following
Agreement Approval - Confirmation Page will be displayed. The Agreement Approval —
Confirmation Page provides a summary of:

e all approved practices
e all disapproved practices
e cost share information.

Note: Practices that do not have approval information will automatically be disapproved.
See paragraph 91.

Example of Agreement Approval - Confirmation Page

Following is an example of the Agreement Approval Page - Confirmation.

Menu Agreement Approval

Welcome

EFRP Program

Select Program Cont_rol No : 01_053 2016 0004 Creation I?ate : 05/02/2016
od Applicant Name : A Producer Disaster ID : 1502
Cost Share Status : COMPLETE

Add/View Notes
New Application
Belowis the list of practices and their cost share information of an
Edit Application application.

Approved Practices
Needs/Environmental

Practice Process State Requested Approved Fund-
Control Costshare | Available
_ Number Costshare (%) Amount(%$)
($)

Un-submit 01-053- EnvironmentCom pliance-Eligible £75.00 £113.00 |3340-
2016-0004- MNeedsDetermination-Complete- 8483.00
01-EF3 Needed

Inactvate Application 01-053- EnvironmentCom pliance-Eligible $332.00|  $332.00|3340-
2016-0004- MNeedsDeterminaton-Complete- 8483.00

Search 01-EF8 Needed

View/Print Forms and COC/CED Approval Date of FSA 848A (MM/DD/YYYY):05/09/2016

Letters

Performance and
oo 355
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85 Agreement Approval - Confirmation (Continued)

C Fields, Descriptions, and Actions

3-14-19

Par. 85

The following table provides the fields, descriptions, and actions for the Agreement Approval
— Confirmation Page.

Field/Link Description and Action
Continue Select “Continue” after reviewing all information and verifying that the
information is correct.
Back User is returned to the Agreement Approval - Fund Selection Page.
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86 Agreement Approval — Eligibility Information

A Overview

B Example of Agreement Approval - Eligibility Information Page

3-14-19

Par. 86

After “Continue” is selected from the Agreement Approval - Confirmation Page, the

Agreement Approval - Eligibility Information Page will be displayed.

Following is an example of the Agreement Approval - Eligibility Information Page.

Menu

Welcome

EFRP Program

Select Program

Cost Share

Mew Application

Edit Applicaton
Needs/Environmental
[_Agreement Approval
Un-submit

Inactivate Applicaion
Search

View/Print Forms and
Letters

Agreement Approval - Eligibility Information

Control No : 01_053_2016_0004
Applicant Name : A Producer
Status : COMPLETE

Below is the eligibility information of an application.

Creation Date :
Disaster ID : 1502

Add/View Notes

05/02/2016

Program Eligibility

Question *Yes/No
Are the Land Eligibility requirements ® ves O No
met as defined in 1-EFRP Part 1 (Must provide
Section 87 reason)
Are the Person Higibility requirements  ® ves (O No
met as defined in 1-EFRP Part 1 (Must provide
Section 77? reason)

Reason

Eligibility Flags

Name Type Eligible
A Producer Individual Yes
B Producer Individual Yes

Add/Remove Producer

| Approve || Disapprove All || Back ||

2- EFRP Amend. 1

Page 3-100



Par. 86

86 Agreement Approval — Eligibility Information (Continued)

C Fields, Descriptions, and Actions (Continued)

The following table provides the fields, descriptions, and actions for the Agreement Approval
- Eligibility Information Page.

Field/Link

Description and Action

Are the Person Eligibility
requirements met as defined in
1-EFRP Part 1, Section 7?

CLICK the “Yes” or “No” option.

Reason

If “No” is selected an explanation is required in the
“Reason’ block.

Are the Land Eligibility
requirements met as defined in
1-EFRP Part 1, Section 8?

CLICK the “Yes” or “No” option.

Reason If “No” is selected an explanation is required in the
“Reason’ block.
Approve CLICK “Approve” after reviewing all information.
IF... THEN...
the user answered “no” to  |the user will not be allowed to proceed
either program eligibility and “Approve” will not be available.
question
“Disapprove All” and “Add/Remove
Producer” will be available.
CSS returned “No” for the
eligibility flags the user can also correct eligibility and
try “approving” again.
the user answered “Yes” to |“Approve” will be available.
both program eligibility
questions Note: “Add/Remove Producer” will also
CSS returned “Yes” for the be available.
eligibility flags
Disapprove All If user clicks “Disapprove All”, the Agreement Disapproval
Information Page will be displayed. See paragraph 88 for additional
information.
Back User is returned to the Agreement Approval - Confirmation Page.
Add/Remove This option is used to add or remove a producer. If only one producer
Producer is associated with the application and that producer will be replaced,

users must first add a new producer and then remove the unwanted
producer.

Note: If more than one producer is associated with the application and
the user does not need to add producers, then click the option
next to the producer to be removed and CLICK “Remove”.

3-14-19
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Agreement Approval - Eligibility Success

A Overview

Par. 87

After selecting “Approve” on the Agreement Approval - Eligibility Information Page, the

Agreement Approval - Eligibility Success Page will be displayed.

Funds will now be obligated and the County Office is encouraged to view the Conservation

Fund Ledger System.

Users shall generate and mail the approval letter along with a copy of the COC/CED signed

FSA-848A for producer signature.

Notes: The approved application now becomes an agreement and has an agreement number

instead of an application control number.
Producers are now approved participants.

B Example of Agreement Approval - Eligibility Success Page

Following is an example of the Agreement Approval - Eligibility Success Page.

Control No : 01_053_2016_0004
Applicant Name : A Producer
Select Program Status : CONTRACT_APPROVED

Cost Share

Agreement Approval and Obligation Successful
New Application

Edit Application Print FSA848A PDF Approval Letter

Menu Agreement Approval-Eligibility Success

EFRP Program

Creation Date : 05/02/2016
Disaster ID : 1502

Add/View Notes

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Agreement Approval

- Eligibility Success Page.

Field/Link Description/Action

Print FSA-848A PDF | Print FSA-848A, Cost-Share Agreement.

Approval Letter Print approval letter.
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Par. 88

88 Agreement Disapproval Information

A Overview

3-14-19

The Agreement Disapproval Information Page will be displayed after “Disapprove All” is
selected from the Agreement Approval - Eligibility Information Page according to
paragraph 86, or the Agreement Approval Page according to paragraph 81.

Agreement disapproval can only take place if information has been entered for needs
determination and the practice has been deemed environmentally compliant.

Example of Agreement Disapproval Information Page

Following is an example of the Agreement Disapproval Information Page.

Menu Agreement Disapproval Information

Welcome

EFRP Program

select P Control No : 01_053_2016_0005 Creation Date : 05/09/2016

elect Frogram Applicant Name : A Producer Disaster ID : 1502
Cost Share Status : COMPLETE

Mew Application

Below is the list of practices associated with the application.
Edit Application All required fields are denoted by an asterisk{*}
Needs/Environmental
Practice
_ control Process State * Disapproval Reasons
Number
Un-submit 01-053- EnvironmentCompliance-
2016 Eligible : -
W
. - 0005-01- NeedsDetermination- Practice or Program Requirements not met

Inactivate Applicaton EF3 Complete-Needed

Search

View/Print Forms and

Letters

[Test

Performance and * Please enter appeals language as
Payment per 1-APP par. 14 :

Certification

Record & Pay

| Continue || Back l
Micw & Brint Bdsting
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Par. 88
88 Agreement Disapproval Information (Continued)

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Agreement
Disapproval Information Page.

Field/Link Description and Action
Disapproval Reasons Select from drop-down menu one of the following reasons
for disapproving:

e lack of Funds

e practice or program requirements not met

o low priority.

Please enter appeals language |Required free form text box. Enter applicable appeal
as per 1-APP, paragraph 14  |language according to 1-APP, paragraph 14.

Continue Agreement Disapproval Confirmation Page will be
displayed.
Back User is returned to the Agreement Approval - Approval

Data Page. See paragraph 81.
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3-14-19

Agreement Disapproval Confirmation

A Overview

Par. 89

The Agreement Disapproval Confirmation Page will be displayed after clicking “Continue”
on the Agreement Disapproval Information Page.

B Example of Agreement Disapproval Confirmation Page

Following is an example of the Agreement Disapproval Confirmation Page.

Cost Share

Menu Agreement Disapproval Confrimation
Welcome
EFRP Program Control No : 01_053 2016 0005
Applicant Name : A Producer
Select Program Status : COMPLETE

Creation Date : 05/09/2016

Disaster ID : 1502

Disapproved Practice Summary

Practice control

Process State

Mew Application Number
01-053-2016- EnvironmentCompliance-Eligible
Edit Application 0005-01-EF3 NeedsDeterminaton-Complete-Needed

* Disapproval Reasons

Practice or Program
Requirements not met

MNeeds/Environmental

Un-submit

1-APP par. 14: Test

Inactvate Application

[ves] ]

Above practices will be disapproved. Do you wish to disapprove?

Note: The text typed in the Appeals Language box on the Agreement Disapproval
Information Page will be between the Disapproved Practice Summary box and the

Approval/Disapproval options.

C Action

If “Yes” is selected, the Agreement Disapproval Success Page will be displayed. See

paragraph 90 for additional information.

If “No” is selected, the Agreement Approval - Approval Data Page will be displayed. See

paragraph 81 for additional information.
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Par. 90
90 Agreement Disapproval Success

A Overview

The Agreement Disapproval Success Page will be displayed after “Yes” is selected on the
Agreement Disapproval Confirmation Page.

B Example of Agreement Disapproval Success Page

Following is an example of the Agreement Disapproval Success Page.

Menu Agreement Disapproval Success

Welcome

Control No : 01_053_2016_0005 Creation Date : D5/09/201H
ECP Program Applicant Name : Producer A Disaster 1D ; 1502

Select Program

Status : DISAPPROVED

Agreement Disapproval Successful
Cost Share

New Application

Disapproval Letter

Edit Application

C Action

CLICK “Disapproval Letter” to generate the disapproval letter.
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Par. 91

Agreement Approval - Partial Disapproval

A Overview

When an agreement contains multiple practices, some of which will be approved and some of
which will be disapproved, the software simultaneously approves and disapproves the
respective practices. To accomplish this simultaneous approval and disapproval the user
must enter approval information for the practice(s) that will be approved on the Agreement
Approval - Approval Data Page (paragraph 81), while leaving the approval data blank for the
practice(s) that will be disapproved.

When the user CLICKS “Continue” on the Application Signup - Component Rate Practice
Approval Summary Page (paragraph 84) with approval information entered for some, but not
all practices on the agreement an alternate version of the Agreement Approval - Fund
Selection Page will be displayed. This alternate version of the page is the Agreement
Approval — Partial Disapproval Page.

Example of Agreement Approval - Partial Disapproval Page

Following is an example of the Agreement Approval - Partial Disapproval Page.

Menu Agreement Approval
Control No : 01_052_2017_0009 Creation Date : 03/06/2017
Applicant Name : A Producer Disaster ID : 1502
EFRP Program Status : COMPLETE

Cost Share

L Below is the list of practices associated with the application.
Mevs Application

Edit application All required fields are denoted by an asterisk{*}

Nesds/Environmental
|Lacl-c Of Funds Letter

Un-submit Practice Summary |
Inactivate Application Practice R Approved * o -
equested Fund-Awvailable
. ':.:nzm:tr)glr Process State Costshare(s) CDS:{;EIBFE Amount($)
Wiews/Print Forms and Letters 01-053- EnvironmentCompliance-Eligible
2017-0009- MesdsDetermination-Complete- $0.00 £ 350.00 3340-16906.00 ~
Performance and 01-EF2 Meeded
Payment

[Disapproved Practice Summary |
Practice

Certification

Recard &Pay control Process State * Disapproval Reasons
Wiews & Print Existing Number . . o
Certifications 01-053-2017- EnvironmentCompliance-Eligible
MeedsDetermination-Complete- |Practice or Program Reguirements not met V|
Retry Payment 0009-02-EF3 MNeeded
Apreement hMaintenance
Revise Agreement Explanation of reason for
* Please enter appeals language as per 1-APP par. 14:| disapproval and applicable appeal

(FOTEETTETE I ErrE==S rights are typed here
Tarminate/Reinstats
Agreement
Submit to COC/CED COC/CED Willing to Approve Date(MM/DD/ Y Y YY): l:l
T 0 [if saving and continuing later]

S * COC/CED Approval Date of FSA 848A (MM/DD/YYYY): (oo nos
Search [if continuing now]

Reparts

[save |[continue |[Back |[erint Fsasasa pDF |
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Par. 91
91 Agreement Approval - Partial Disapproval (Continued)

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Agreement Approval
— Partial Disapproval Page.

Practice Summary (Approved Practices)

Field/Link Description and Action
Fund- From the drop-down menu, select the program accounting code
Available associated to the selected disaster ID and the amount available at
Amount(s) approval for the practice(s) being approved. In the example the user has
selected Fund 3340.

Note: Ifno funds are available to select, or if insufficient funds are
available, CLICK “Lack Of Funds Letter” to generate a lack of
funds letter.

Disapproved Practice Summary

Field/Link Description and Action
Disapproval For the practices that will be disapproved select from the drop-down
Reasons menu one of the following reasons for disapproving:

e Lack of Funds
e Practice or Program Requirements not met
e Low Priority.
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Par. 91
91 Agreement Approval - Partial Disapproval (Continued)

C Fields, Descriptions, and Actions (Continued)

General Page
Field/Link Description and Action
Lack of Funds Letter Used to generate a lack of funds letter for practices that the
county committee is willing to approve, but funds are not
currently available.

Please enter appeals Required free form text box. Enter applicable appeal

language according to language according to 1-APP, paragraph 14 for the

1-APP, paragraph 14 disapproved practices.

COC Willing to Approve | Enter date, if funds are not available or if insufficient funds

Date (mm/dd/yyyy) are available for the approved practices and click “Save” to
continue.

Notes: Follow guidance in paragraph 193 to generate
disapproval letter for practices being disapproved
before entering willing to approve date for practices
that COC is willing to approve, but sufficient funds
are not available.

Date cannot be after the approval date.

Users can click “Calendar icon” to fill this entry.
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91 Agreement Approval - Partial Disapproval (Continued)

C Fields, Descriptions, and Actions (Continued)

3-14-19

Par. 91

General Page

Field/Link Description and Action
COC Approval Date |If funds are available for the |If funds are not available for the
(mm/dd/yyyy) practices being approved: practices being approved:

e enter approval date in the
“COC/CED Approval
Date of FSA-848A” data
field and CLICK
“Continue”

e go to subparagraph D.

Notes: Users can click
“Calendar icon” to
fill this entry.

Enter STC’s signature
date, if approved C/S
amount is more than
$50,000.

Enter the National
Office program
manager’s signature
date, if approved
C/S amount is more
than $100,000.

e enter the date of disapproval in
the “COC/CED Approval Date of
FSA-848A” and CLICK
“Continue” to create the link for
the disapproval letter

e go to paragraph 93.
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91 Agreement Approval - Partial Disapproval (Continued)

C Fields, Descriptions, and Actions (Continued)

3-14-19

Par. 91

General Page

Field/Link

Description and Action

Save

Information is saved.

Notes: User must select disapproval reason and enter appeals
language for the practice(s) being disapproved and must enter
the COC/CED Willing to Approve Date before saving.

Although disapproval reason and appeals language are required
when saving data, the user will not be able to generate a

disapproval letter when using the “Save” option.

Continue

After entering “COC/CED Approval Date of FSA 848A” CLICK
“Continue” to access the Agreement Approval, Partial Disapproval

Summary Page.

Back

User is returned to the Agreement Approval, Approval Data

Page.

Print FSA-848A
PDF

User can print FSA-848A, Cost-Share Agreement.

Note: Printing FSA-848A does not approve the agreement.
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Par. 92

92 Agreement Approval - Partial Disapproval Summary

A Overview

3-14-19

After the user clicks “Continue” on the Agreement Approval - Disapproval Page the
Agreement Approval - Partial Disapproval Summary Page will be displayed. This Page is
used to generate the disapproval letter for practices being disapproved before continuing to
approve the remaining practices

Example of Agreement Approval, Partial Disapproval Summary

Following is an example of the Agreement Approval - Partial Disapproval Summary Page.

Menu

Agreement Approval

Control No : 01_052_2017_0009 Creation Date : 03/08/2017
Applicant Name : A Producer Disaster ID : 1502

EFRP Program Status : COMPLETE

Cost Share Below is the list of practices and their cost share information of an application.

Meaw Application App ip fi

Edit Application Practice Process State Requested | Approved | Fund-Available
. Control Costshare | Costshare | Amount(s$)
Meeds/Environmantal e ($} {$)
[ Fe==mentiseeval N [ [01-053-2017- |EnvironmentCompliance-Eligible £0.00]  £360.00[3340- 16006.00

0009-01-EF2 |NeedsDetermination-Complete-Needed

Un-submit

Inactivate Application

Disapproved Practices

Search Practice Control Process State Disapproval Reasons
Wiew/Print Forms and Letters Number : : __ :
01-053-2017- EnvironmentCompliance-Eligible Practice or Program
Performance and 0009-02-EF3 MeedsDetermination-Complete-Needed Requirements not met
Payment 1-APP par. 14: Explanation of reason for disapproval is typed here by the user.
S— COC/CED Approval Date of FSA 848A (MM/DD/YYYY): 03/10/2017

Record &Pay

Wiews B Print Existing

et i e |C0ntinue ||Back ||Disappr0val Letter |

Batoc Dormont
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Par. 93
92 Agreement Approval - Partial Disapproval Summary (Continued)

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Agreement Approval
- Partial Disapproval Summary Page.

Field/Link Description and Action

Continue CLICK “Continue” to view the Agreement Approval - Eligibility
Information Page. See paragraph 86.

Note: Print disapproval letter for the disapproved practices before
clicking “Continue”.

Back CLICK “Back” to return to the Agreement Approval - Partial
Disapproval Page.

Disapproval CLICK “Disapproval Letter” to generate the disapproval letter for the

Letter practice(s) being disapproved. After printing the disapproval letter
CLICK “Continue’.

Continue CLICK “Continue” to display the Agreement Approval - Eligibility

Information Page. See paragraph 86.

Note: Print disapproval letter for the disapproved practices before
clicking “Continue”.

Back CLICK “Back” to return to the Agreement Approval - Partial
Disapproval Page.

Disapproval CLICK “Disapproval Letter” to generate the disapproval letter for the

Letter practice(s) being disapproved. After printing the disapproval letter,

CLICK “Continue’.
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Par. 93
93 Generating Disapproval Letter When Funds Are Not Available

A Overview

When some, but not all, practices on an agreement are being disapproved and funds are not
available for the practices that are being approved, the user must enter a COC/CED
disapproval date in the “COC/CED Approval Date of FSA 848A” data field on the
Agreement Approval - Partial Disapproval Page, to enable the user to generate the
disapproval letter for practices being disapproved. After the disapproval date is entered and
the user clicks “Continue” on the Agreement Approval, Partial Disapproval Page the
Agreement Approval, Partial Disapproval Summary Page will be displayed. The link used to
generate the disapproval letter for practices being disapproved is contained on this Page.

After generating the disapproval letter the user must return to the Agreement Approval -
Partial Disapproval Page to remove the enter “COC/CED Willing to Approve Date” and save
the willing to approve information.

B Example of Agreement Approval - Partial Disapproval Summary Page - When Funds
Are Not Available

Following is an example of the Agreement Approval - Partial Disapproval Summary Page
when funds are not available.

Menu Agreement Approval

Welcome LISER NAME Control No : 01_053_2017_0019 Creation Date : 05/22/2017
Applicant Name : APRODUCER Disaster ID : 1502

EFRP Program Status : COMPLETE

Cost Share Below is the list of practices and their cost share information of an application.
Mewe Application Approved Practices
Edit Application Practice Process State Requested | Approved | Fund-Available
S Control Costshare | Costshare | Amount($)

Number (%) (%)
[ Ee==meeasee =l | (01-053-2017- |EnvironmentCompliance-Eligible $26.00]  $26.003344- 0.00

S 0019-01-EF2  |NeedsDetermination-Complete-Needed

Inactivats Application = =
RE Disapproved Practices

Search Practice Control Process State Disapproval
Vizw/Brint Forms and Letters Number : : _ _ ol
01-053-2017-0019- |EnvironmentCompliance-Eligible MeedsDetermination- Low Priority

Performance and 01-EF5 Complete-Needed
Payment 1-APP par. 14: test

Certification COC/CED Approval Date of FSA 848A (MM/DD/YYYY): 05/22/2017

Record &Pay

Wiew B Print Existing - 5

e |C0nt|nue ||Back || Disapproval Letter |
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Par. 93
93 Generating Disapproval Letter When Funds Are Not Available (Continued)

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Agreement Approval
- Partial Disapproval Summary Page when funds are not available.

Field/Link Description/Action

Continue Click “Continue” and the Agreement Approval - Eligibility Information
Page will be displayed.

Note: Because funds are not available for the approved practices,
“Continue” should not be clicked on the Agreement Approval,
Partial Disapproval Summary Page. Entering the COC/CED
approval date on the previous Agreement Approval - Partial
Disapproval Page signifies the disapproval date for the
disapproved practice(s).

Back CLICK “Back” to return to the Agreement Approval - Partial
Disapproval Page.

Disapproval CLICK “Disapproval Letter” to generate the disapproval letter for the

Letter practice(s) being disapproved.

Note: After printing the disapproval letter CLICK “Back” to return to
the Agreement Approval - Partial Disapproval Page. Enter
“COC/CED Willing to Approve Date” on the Agreement
Approval - Partial Disapproval Page and CLICK “Save”.

94-96 (Reserved)
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Par. 97
Section 5 Withdrawing Completed Applications

97 Un-Submit Application Page

A Overview

Applications with a status of “Complete” can be withdrawn. To withdraw a completed
submitted application, CLICK “Un-Submit” from the left navigation menu.

B Example of Un-Submit Application Page

Following is an example of the Un-Submit Application Page. Notice the “Application
Status” field for all applications is “Complete”.

Note: Additional Page numbers may be displayed at the top and bottom of the Page when
all search results do not fit on a single Page.

Menu Un-Submit Application

Welcome

EFRP Program

Select Program Application results

Primary Application . State Date uUn-
Cost Share —_—— Applicant Status Disaster ID County | Created | Submit
Spring 2011
Mew Application Sgumgeastern Alabama un-
01_053_2016_0001 C Producer COMPLETE States - 04/28/2016 Submit
Escambia
Edit Application Tornados
Spring 2011 Alabama
) A Prod Southeastern  |° un-
Needs/Environmental 01 053 2016 0004 A Producer COMPLETE 2\ O 05/02/2016 o\ bmit
Tornados Escambia
Agreement Approval
[REEISREN | | 5oci 7o vain Menu
C Action

Locate the desired application and CLICK “Un-Submit”. The Application Signup - Un-
Submit Page will be displayed.
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98 Application Signup - Un-Submit Page

A Overview

The Application Signup - Un-submit Page will be displayed after “Un-Submit” is selected
from the Un-Submit Application Page. Use this option before agreement approval to return a
complete status application to a status of incomplete. This will allow edits of practice and
component data, including removal of unwanted or incorrect practices and/or components.

B Example of the Application Signup - Un-Submit Page

Following is an example of the Application Signup - Un-submit Page.

Menu Application Signup - Unsubmit

Welcome

Control No : 01_053 2016_0004 Creation Date : 05/02/2016

Applicant Name : Disaster ID : 1502
Select Program Status : COMPLETE

EFRP Program

Add/View Notes
Cost Share

New Application
Edit Application This Application will be un-submitted, Signature date and Submitted dates
are erased.

Needs/Environmental

Agreement Approval Please confirm Un-submit.

Confirm | [ Cancel

Inactvate Apnplication
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98 Application Signup - Un-Submit Page (Continued)

C Fields, Descriptions, and Actions

99-104

3-14-19

The following table provides the fields, descriptions, and actions for the Application
Signup - Un-submit Page.

Field/Link

Description and Action

Confirm

Press confirm to un-submit the application.

After the application is un-submitted, it will no longer be available when
the “Un-Submit” option is clicked but will be available under the “Edit
Application” option. Using the “Edit Application” option, users should
access the application, edit the application as needed, and then re-submit
the application.

Notes: Un-submitting a completed, submitted application will remove
the signature date that was entered. A signature date will have to
be entered before submitting the application.

Un-submitting an application that has existing needs
determination, and/or environmental compliance information
changes the status of needs determination and/or environmental
compliance to incomplete.

Cancel

Returns users to the Un-Submit Application Page. See paragraph 97.

(Reserved)
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A Overview

Section 6 Inactivate Application

Inactivate Application Page

Par. 105

The inactivate function is available for all applications that have not yet been approved. To
inactivate an application CLICK Inactivate from the left navigation menu. The Inactivate
Application Page will be displayed. Use the “Inactivate” option when a producer requests to
withdraw their application before application approval or disapproval. If a producer requests
to withdraw an application after approval, use the “Terminate” option according to

paragraph 201.

B Example of Inactivate Application Page

Following is an example of the Inactivate Application Page.

Note: Additional Page numbers may be displayed at the top and bottom of the page when
all search results do not fit on a single Page.

Menu

Welcome

EFRP Program
Select Program

Cost Share

MNew Application

Edit Application

MNeeds/Environmental

Agreement Approval

Un-submit

C Action

Inactivate Application

Application results

Primary Application
Applicant Status

Control Number

01_053_2016_0001 B Producer COMPLETE

01 053 2016 0004 A producer | COMPLETE

Back To Main Menu

State
County

Disaster ID

Spring 2011
Southeastern i\labama

States
Tornados
Spring 2011
Southeastern
States
Tornados

Escambia

Alabama

Escambia

Date Inactivate
Created Application

Inactivate
Application

Inactivate
Application

04/28/2016

05/02/2016

Locate the desired application and CLICK “Inactivate Application”.

3-14-19
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Application Signup - Inactivate

A Overview

Par. 106

After clicking the “Inactivate Application” link on the Inactivate Application Page, the

Application Signup - Inactivate Page will be displayed.
B Example of Application Signup - Inactivate Page

Following is an example of the Application Signup - Inactivate Page.

Menu

Welcome

EFRP Program
Select Program

Cost Share
Mew Application

Edit Application
Needs/Environmental
Agreement Approval
Un-submit

Search

Application Sighup - Inactivate

Control No : 01_053 2016_0001
Applicant Name : g producer
Status : COMPLETE

Creation Date : 04/28/2016
Disaster ID : 1502

Add/View Notes

This Application has been selected for Inactivation. A reason for
inactivation is required. Please select from the following:

R1-Producer no longer interested hd

Please confirm inactivate reason.

| confirm | Cancel

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Application Signup -

Inactivate Page.

Field/Link Description and Action
Select Inactivation |Select from the drop-down menu one of the following reasons the
Reason application is being inactivated:
e R1 — Producer no longer interested
e R2 — Producer not environmentally compliant
e R3 — Practice not needed.
Confirm CLICK ‘Confirm’ to confirm the inactivation request. The
Application Signup - Inactivate Confirmation Page will be displayed.
Cancel Cancel returns user to the list of agreements available for inactivation.
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Par. 107

Application Signup - Inactivate Confirmation

A Overview

After “Confirm” is selected on the Application Signup - Inactivate Page, the Application
Signup - Inactivate Confirmation Page will be displayed.

Note: On the Inactivate Confirmation Page, there is no limit on inactivating completed
applications with needs determination and/or environmental compliance information

entered.

B Example of Application Signup - Inactivate Confirmation Page

Following is an example of the Application Signup - Inactivate Confirmation Page.

Menu

Welcome

Edit Application

Un-submit

EFRP Program

Select Program
Cost Share

Mew Application

Needs/Environmental

Agreement Approval you wish to Inactivate this Application? Select Yes to Inactivate, or No to

Application Signup - Inactivate Confirmation

Control No : 01_053_2016_0001 Creation Date : 04/28/2016

Applicant Name : B producer Disaster ID : 1502
Status : COMPLETE

Add/View Notes

Inactivate Reason: Ri-Producer no longer interested

Once Inactivate is complete, the record will be permanently disabled. Do

Cancel.

C Fields, Descriptions, and Actions

108-113

3-14-19

The following table provides the fields, descriptions, and actions for the Application Signup -
Inactivate Confirmation Page.

Field/Link Description and Action

Yes Click “Yes” to confirm inactivation request. The Inactivate Application
Page will be displayed with the message “Inactivate Application has been
successfully saved”. After the application is inactivated, it will no longer be
available for use and will no longer be displayed in any application search
results.

No Click “No” to cancel and return to the list of agreements available for
inactivation.

(Reserved)
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Par. 114
Section 7 Application Search

114  Application Search Criteria
A Overview

To search for an existing application, from the EFRP Home Page, CLICK “Search”, located
under Cost Share in the left navigation menu.

Note: The “Application Search” option should not be confused with the “Agreement
Search” option that is also on the left navigation menu and is located under the
Agreement Maintenance menu (paragraph 236). Although the two searches are
similar in their functionality, the “Application Search” option results include both
applications and agreements while the “Agreement Search” option results only
include agreements. Agreement records contained in the “Application Search” option
results often do not contain many of the process links that are present in the
“Agreement Search” option results.

B Example of Search Criteria Page

Following is an example of the Search Criteria Page.

Menu Search Criteria

Welcome USER NAME Choose from the options below to get the list of assistance requests.
EFRP Program * State :

Selact Program = County :

Cost Share Disaster ID : [Select DisasterID M

New Application Disaster Types : Select DisasterType V|

(Bl Sy P i Application Control Number : | |

Meeds/Environmental

Producer Name :

Find Producer

Agreement Approval
Un-submit Fiscal Year : | Select Year ™
Inactivate Application Application Status : | Select Application Status |

Practice Status : [ Select Practice Status |

Viev/Print Forms and Letters

Performance and

-
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Application Search Criteria (Continued)

C Fields, Descriptions, and Actions

3-14-19

Par. 114

The following table provides the fields, descriptions, and actions for the Search Criteria Page.

disaster ID’s associated with
the State and county and an
additional option of “ID Not
Assigned”. Defaults to the
“Select DisasterID” option.

Field/Link Description Action
State Drop-down list containing only | Select the desired State. State and
the currently selected State. National Office users are limited to the
State selected during program selection
(paragraph 22).
County Drop-down list containing only | Select the desired county. State and
the currently selected county. | National Office users are limited to the
county selected during program selection
(paragraph 22).
Disaster ID | Drop-down list containing all | Select the applicable disaster ID to limit

search results to a specific disaster ID, if
desired. Disaster ID is not required.

Selecting a disaster ID limits search
results to only those
applications/agreements associated with
the specified disaster ID.

If no disaster ID is specified, search
results will be displayed with all
applications/agreements meeting the other
selected search criteria. All the
applications/agreements associated with
multiple different disaster ID’s may be
displayed in the search results.
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Application Search Criteria (Continued)

C Fields, Descriptions, and Actions (Continued)

3-14-19

Par. 114

Field/Link Description Action
Disaster Drop-down list containing all | Select the applicable disaster type if
Types available disaster types for the | desired. Disaster Type is not required.

selected Disaster ID. Defaults
to “Select Disaster Type”.
Available disaster types
include:

Note: If no specific disaster ID

Drought
Earthquake

Flood

High Winds
Hurricane/Typhoon
Ice Storm
Landslide

Other

Sever Snowstorm
Tidal Wave
Tornado

Volcanic Eruption
Wildfire.

is selected, all disaster
types will be displayed
in the drop-down.

Selecting a disaster type limits search
results to only those
applications/agreements associated with
the specified disaster type.

If no disaster type is specified, the search
results will be displayed with all
applications/agreements meeting the other
selected search criteria. All the
applications/agreements associated with
multiple different disaster types may be
displayed in the search results.
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C Fields, Descriptions, and Actions (Continued)

3-14-19

Application Search Criteria (Continued)

Par. 114

Field/Link Description Action

Application | Free form data field for entering | Type the application control number of the
Control a specific application control desired application/agreement.

Number number when known.

It is not necessary to type:

e the full 13-digit application control
number, the last four numerical digits of
the control number (and alphabetical
suffix, if applicable) are usually sufficient

e underscores or dashes in the Application
Control Number.

Note: The search ignores special
characters such as underscores.

When searching by application control number
do not enter search criteria in other search
fields except the required State and county
fields and optional fiscal year field (if desired).
Entering additional search criteria may
unintentionally exclude the desired
application/agreement.

Typing the last six numerical digits of the
application control number will limit the
search to the desired fiscal year without
entering anything in the Fiscal Year search
criteria.

Example: Typing 170001 as the Application
Control Number on the Search
Screen as typing
01 053 2017 _0001. The same
search results could also be
achieved by typing 0001 as the
Application Control Number and
selecting 2017 from the
drop-down menu for Fiscal Year.
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114  Application Search Criteria (Continued)
C Fields, Descriptions, and Actions (Continued)
Field/Link Description Action
Producer Used to search by name of a CLICK “Find Producer” to open a new
Name known producer who is window to conduct a SCIMS Customer
associated with the desired Search (11-CM). From within the SCIMS
application/agreement. Customer Search Page, type the
producer’s last name or business name.
Using the customer’s first name, in
combination with the last name for
individuals, further refines and limits the
search results
Example: Typing the last name (for
example “Smith”) in the
SCIMS Customer Search
returns all producers in the
county with the last name
Smith. Adding the first name,
“John”, in the SCIMS
Customer Search limits search
results to only producers with
first and last name “John
Smith”.
Fiscal Year |Drop-down menu that allows Select the desired Fiscal Year in which the
the user to select the four-digit |application was created.
Fiscal Year in which an
application was created as a Use of this search criteria in combination
search criteria. with the four-digit application control
number (and alphabetical suffix, if
applicable) limits the search results to a
specific application/agreement.
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C Fields, Descriptions, and Actions (Continued)

3-14-19

Par. 114

Field/Link Description Action
Application | Drop-down list of specific Select the desired application status to
Status application statuses available limit search results to only

for use as a search criteria.
Defaults to “Select Application
Status”. Select application
statuses include:

Approved
Cancelled
Complete
Disapproved
Finalized
Incomplete

Paid

Partially Earned.

Note: If a specific application
status from the list is not
designated as a search
criteria, all application
statuses will be
displayed in the search
results, including
application statuses
associated with
agreements, which are
not listed in this drop-
down menu.

applications/agreements having that
specific status.

Example: Selecting “Partially Earned”
as a search criteria returns
search results containing
agreements that have
received a payment, but not
all practices have been
marked as “Practice
complete”.
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C Fields, Descriptions, and Actions (Continued)

3-14-19

Par. 114

Field/Link Description Action

Practice Drop-down list of specific Select the desired practice status to limit

Status practice statuses available for search results to only
use as a search criteria. applications/agreements containing a
Defaults to “Select Practice practice having that specific status.
Status”. Selectable practice
statuses include: Example: Selecting “Payment Failed”

returns search results
e Approved containing applications
e Cancelled where a payment has been
e Disapproved attempted through Record
e Inactive and Pay, but the payment
e Incomplete was not successfully issued.
e Paid
e Partially Earned
e Payment Failed
e Pending Approval
e Pending Certification.

Search Retrieves information based on | CLICK “Search” to conduct the search
the search criteria selected/ according to the selected criteria.
entered. The Search Results
Page will be displayed.

Clear Resets all data entry search CLICK “Clear” to remove all

criteria fields.

previously selected search criteria.

Note: State and county are not removed
as search criteria when clicking
“Clear”.
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Par. 115

Application Search Results

A Overview

The Search Results Page will be displayed based on the search criteria selected/entered
according to paragraph 114.

B Example of Search Results Page

3-14-19

Following is an example of the Search Results Page.

Menu Search Results
Below is a list of assistance requests for the criteria you selected.
EFRP Program
Y}ur request: State=Alabama, County=Escambia
Cost Share
New Application Cost Share Application search results
. Show /Hide| =
Edit Application Control Number | PF™M3rY | apnjication Status | Disaster ID| SOte Doite: Practice Edit
] Applicant County | Created S Application
Agresment Approval Spring 2011 Alabama
A Southeastern|” 12/20/2016|Show
Un-submit 01_053_2017_0001 |propucer |CONTRACT_APPROVED [States Escambia 200w
N Tornados
ivate Application .
A ggﬂ:hgeis?tgn Alabama =
01_053_2017_0002 |propucer |INCOMPLETE States - 12/22/2016(Show Edit
View/Print Forms and Letters Tornados Escambia
Performance and Spring 2011
Payment 01_053_2017_0003 B |coMpLETE Southeastern|*!202M 01/16/2017|Show Go To
2 — - PRODUCER States Escambia Approval
Certification Tornados
EE iy c ggﬂphgegs?tle?n Alabama .
01_053_2017_0004 CONTRACT_APFROVED Stat: - 02/23/2017Hide
iew & Print Existing PRODUCER ates Escambia
Certifications Tornados
Retry Payment mﬁﬁﬂ? Summary
Practice .
Agreement Maintenance Control P;?:tt:l';e Action(s) Process Status
: Number
Revise Agreement 01-053- AgreementMaintenance EC_COMPLETE_ELIGIBLE
2017- - : ND_COMPLETE_NEEDED
Agreement In Py _| |
(S e 0004_01- APPROVED  ProducerCertification  pc ppopycER_CERTIFICATION_INCOMPLETE
Terminate/Reinstate EF3 TSPCertification TC_TSP_CERTIFICATION_INCOMPLETE
B —_— ]
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115  Application Search Results (Continued)

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Application Search

Results Page.
Cost Share Application Search Results
Field/Link Description and Action

New Search Returns the user to the “Search Criteria” Page. Previous search
criteria are retained. User must revise the search criteria as necessary
to change the results of the next search.

Show/Hide After clicking “Search” all records in the search results will be

Practice displayed as collapsed with the “Show” link available.

Summary

Column When “Show” is selected, the record is expanded and the Practice

Summary for the selected Control Number will be displayed as
depicted by Application Control Number 01 053 2017 _0004.
Depending upon the application status, links to specific processes
may be displayed within the Practice Summary. See paragraph 116
for a list of the process links that are available within the practice
summary for each possible application status. When “Hide” is
selected, the record is collapsed, and the practice summary is
removed from the user’s view.

Edit Application | Depending upon the application status, links to specific processes
Column may be displayed within the Edit Application column. See
paragraph 117 for a list of the process links that are available within
the Edit Application column for each possible application status.
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116  Application Search Results Practice Summary

A Overview

The Application Search Results Practice Summary will be displayed for a record when the
user clicks “Show” in the “Show/Hide Practice Summary Column. Available process links
(if any) vary according to application status. Clicking the process link under the “Action”
column takes the user directly to the specific process.

B Example of Application Search Results Practice Summary

Following is an example of the Practice Summary for a specific application/agreement.

Spring 2011
Alabama
01_0532_2017_0004 ¢ CONTRACT_APPROVED|20utheastern 02/23/2017 Hi
—H22 - PRODUCER - States c bi / mde
Tornados scambia
rhctme Summary
Practice Practice
Control Statt'l = Action(s) Process Status
Number
01-053- AagreementMaintenance EC_COMPLETE_ELIGIBLE
2017- . . ND_COMPLETE_NEEDED
0004-01- APPROVED  ProducerCertification  pe propyCER_CERTIFICATION_INCOMPLETE
EF3 TSPCertification TC_TSP_CERTIFICATION_INCOMPLETE

C Application Statuses, Status Descriptions, Process Links, and Actions

The following table provides the application statuses, descriptions of the application statuses,
process links, and actions for the Application Search Results Practice Summary.

Application Application Status
Status Description Process Link Action
Active Revise | Agreement in the process of | None No action is permitted
being replaced by a revised on an Active Revise
agreement. status agreement unless

its partner agreement is
cancelled. See
paragraph 191.

Active
Terminate

Parent agreement where the | None No action is permitted
termination of its successor on Active Terminate
agreement has been started, status applications.

but not completed.

3-14-19
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116  Application Search Results Practice Summary (Continued)

C Application Statuses, Status Descriptions, Process Links, and Actions (Continued)

Application Application Status
Status Description Process Link Action
Approved Agreement has been Agreement Takes the user to the
approved but no payments | Maintenance Revise Contract Page.
have been issued under the See paragraph 171.
agreement. Producer Takes the user to the
Certification Producer Certification -
Component Rate Practice
Page. See paragraph 131.
Retry Payment | Takes the user to the
Retry Payment Page. See
paragraph 161.
TSP Takes the user to the TSP
Certification Certification Page. See
paragraph 133.
Cancelled Status is not used. N/A N/A
Complete Practices and components Environmental | Takes the user to the
have been added to the Compliance Environmental
application, but the Compliance Check Page.
application has not yet been See paragraph 63.
approved. Environmental Needs Takes the user to the
compliance and needs Determination | Application Signup -
determination information Needs Determination
may or may not be Page, step 1. See
completed. paragraph 61.
Disapproved All practices on the None No action is permitted on
application have been disapproved status
disapproved. applications.
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Application Search Results Practice Summary (Continued)

Par. 116

C Application Statuses, Status Descriptions, Process Links, and Actions (Continued)

3-14-19

Application Application Status
Status Description Process Link Action

Finalized Agreement has been replaced | None No action is permitted
with a successor agreement on finalized status
through the “Finalize and agreements from
Copy” option process. within the application

search results. The

Note: Finalize and Copy Terminate Link is

option process is no available through

longer available, but Agreement Search

agreements with a Results. See

status of “Finalized” paragraph 238.

may still exist. The

current equivalent

status of “Finalized” is

“Revise Ended”.

Incomplete Application does not have Edit Takes the user to the
producer signature date and Application Signup -
submitted date entered. Add Practices Page

where the user can edit

Note: Ifno practices have information for the

been added to the specific practice.

application, the

practice summary is

not displayed when the

user clicks “Show” on

the Search Results

Page.

Paid Payments have been issued Agreement Takes the user to the
under the agreement and all Maintenance Revise Contract Page.
practices have been marked as See paragraph 171.
“Practice Complete”. Producer Takes the user to the

Certification Producer Certification
- Component Rate
Practice Page. See
paragraph 131.

TSP Takes the user to the

Certification TSP Certification Page.

See paragraph 133.
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116  Application Search Results Practice Summary (Continued)

Par. 116

C Application Statuses, Status Descriptions, Process Links, and Actions (Continued)

3-14-19

Application Application Status
Status Description Process Link Action
Partially Payments have been Agreement Takes the user to the
Earned issued under the Maintenance Revise Contract Page.
agreement but not all See paragraph 171.
practices have been Producer Takes the user to the
marked as “Practice Certification Producer Certification -
Complete”. Component Rate Practice
Page. See paragraph 131.
TSP Certification | Takes the user to the TSP
Certification Page. See
paragraph 133.
Revise COC | Successor agreement of a | None No action is permitted

revision or that has been
submitted to COC/CED
for approval but has not
yet been approved.

Note: The Revise COC
status also applies
to a previously
terminated
agreement that is
being reinstated
and has been
submitted to the
COC/CED for
approval of the
reinstatement

from the Search Results
Page for a Revise COC
status agreement. See
paragraph 225.
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116  Application Search Results Practice Summary (Continued)
C Application Statuses, Status Descriptions, Process Links, and Actions (Continued)
Application Application Status
Status Description Process Link Action

Revise Successor agreement of a None No action is permitted

Complete revision that has been from the Search
designated “Revise Results Page for a
Complete” but has not yet Revise Complete
been submitted to COC/CED status agreement. See
for approval. paragraph 180 for

agreements being

Note: The Revise Complete revised. See

status also applies to a paragraph 209 for
previously terminated agreements being
agreement that is being reinstated.
reinstated but has not
yet been submitted to
the COC/CED for
reinstatement approval.

Revise Ended | Agreement that has been None No action is permitted
replaced with a successor on Revise Ended
contract through “Revise status agreements.
Agreement”.

Revise In Successor agreement of a None No action is permitted

Process revision that has not yet been from the Search
designated “Revise Results Page for a
Complete”, Revise In Process

status agreement. See
or; paragraph 191.
previously terminated
agreement in the process of
being re-instated but not yet
designated as submitted to the
COC/CED for approval.

Terminate Agreement in the process of | None No action is permitted

COC termination that has not yet from the Search
received a “Terminate Results Page for a
COC/CED Approval Date”. Terminate COC status

agreement. See
paragraph 205.
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Application Search Results Practice Summary (Continued)

Par. 116

C Application Statuses, Status Descriptions, Process Links, and Actions (Continued)

Terminate ended status is
given to the parent after the
successor agreement is
terminated.

Application Application Status
Status Description Process Link Action
Terminate Agreement that has been None No action is permitted
Contract terminated. on Terminate Contract
status applications.
Terminate Parent of a terminated None No action is permitted
Ended successor agreement. on Terminate Ended

status agreements.
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117  Application Search Results - Edit Application Column

A

Overview

The Edit Application column on the Application Search Results Page contains process links
for applications. Available process links (if any) vary according to application status.
Clicking the process link under the Edit Application column takes the user directly to the
specific process.

Note: Many of the application statuses that will be displayed in the application search
results represent agreements (approved applications). The Edit Application column
of the Application Search Results Page will never contain a process link for an
agreement.

Example of Application Search Results, Edit Application Column

Following is an example of the Edit Application column on the Application Search Results
Page.

Memu

Welcome USER NAME

EFRP Program

Select Program

Cost Share

Search Results

Below is a list of assistance requests for the criteria you selected.

New Search
Y:‘Evur request: State=Alabama, County=Escambia

3-14-19

Mew Application Cost Share Application search results
. Show/Hide| -
Edit Application Primary S a State Date . Edit
Control Number Applicant Application Status |Disaster ID Count o] Practice Application
Neads/ kal = | Summary
Agreement Approval Spring 2011 Alabama
A Southeastern 12/20/2016{Show
T 01_053_2017_0001 | propucer |CONTRACT_APPROVED|States - . =2N0W
Escambia
st ey et Tornados
e TepesRen N Spring 2011 [,
01_053_2017_0002 | pronucen |INCOMPLETE gfa“ttgseamm - 12/22/2016{Show Edit
View/Print Forms and Latters Tornados Escambia
Performance and Spring 2011
Payment 01_053_2017_0003 B COMPLETE Southeastern 412722 01/19/2017|Show E1
- — - PRODUCER States £ bi s Approval
iEicati Tornados scambia
Certification
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C Practice Statuses, Status Descriptions, Process Links, and Actions

3-14-19

Par. 117

Application Search Results Edit Application Column Links (Continued)

The following table provides the practice status, status description, process link, and actions
for the Edit Application column on the Application Search Results Page.

Practice
Status Status Description Process Link Action

Complete Practices and components Go to Approval. | The Agreement
have been added to the Approval - Assign
application, but the ID Page will be
application has not yet been displayed. See
approved. Environmental paragraph 80 for
compliance and needs additional
determination information information.
may or may not be completed.

Incomplete Application does not have Edit The Application
producer signature date and Signup - Applicant
submitted date entered. Information Page

will be displayed.
See paragraph 30
for additional
information.

All Other All other statuses are None Not applicable.

Statuses associated with agreements,

(Approved, not applications.

Disapproved,

Paid, etc.)
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A Overview

Application Search by Practice Status

Par. 118

The application search process allows users to search by practice status. Searching by
practice status allows the user to locate applications that need specific actions. Links to the
process to complete those actions exist within the search results.

Example of Application Search Results - Approved Practice Status

Following is an example of the Application Search Results Page with an application status of
approved as a search criteria. “Show” has been clicked in the Show/Hide Practice Summary
column for all records that will be displayed with practice summaries containing the
applicable process links.

Menn

‘Welcoms USER NAWE
EFRP Program

Lalect Progran
Cost Share

Mew Application

Edit Application

Meeds/Envirermentsl

Agreement Approval

Un-submit

Inactivate Apglication

\iew/Print Forms and Lette=

Search Results

Delow is a list of assistance requests for the criteriz you selected.

New Search
Yuur reyuesl; Slale—Alabaira, Counly-Esvanbia, Pracive Slalus-APPROVED

Cost Share Applicaticn search results
o Show/Hide .
Cantenl Mumhber APHI;I‘_Izrvt Appliratinn Status Nisaster TH CStatte CDatted Prartira A f_dltt_
pplican ounty reate Eimary pplication

Spring 2011

0l_033_2017_0004 r LEVISE_ENDED Southeastern  |Alsbamz - | 000020017 [ide

PRODUCER States Escambiz

Tornados

|Ilrar|'irn Summary

Practice Control Number Practice Status Action(s)

Process Status

EC_COMPLETE_ELIGIBLE
MND_COMPLETE_MEEDED

J1- - - - - | = P
Performance and 1-0F2017-0004-01-BFS (RS PC_PRODUCER_CERTIFICATION_INCOMPLETE
Payment TC_TSP_CERTIFICATION_INCOMP_ETE
Carficatian G Epring 3011
Southeastarn  |Alzbamsz -
r ! :
: By M_053_2017_0MS | popycrR [CONTRACT_ABPROVER [0~ Lscambm |PA(16/2M17 (Hide
\iew BPrint Exlsting Lt
Cartifications [Practice Summary
Practice
F = en:
A Control Practice Status Action(s) Process Status
; Numb
Agreement Maintenance el
11-053- AgreementMaintenzice EC_COMPLETE_ELIGIBLE
Faviss Agreamant 2017- iz " TR MD_COMPLETE_MEEDED
0015- PENDING_CERTIFICATION ProducerCertification PC_PRODUCER_CERTIFICATION_COMPLETE
Agreemant Tn fmepes 02-EF2 TSP Ce Lilivalivi TC_TSP_CERTIFICATION_COMFLETE
Terminzte/Reinstate J1-052- AgrasmentMeistnsace EC_COMPLETE_ELIGIELE
Agreement 2017- TR ] % R ND_COMPLETE_NEEDED
Submit to COC/CED 0013- Eroducanlerfcating PC_PRODUCER_CERTIFICATION_COMPLETE
01-EF3 “SPCertification TC_TSP_CERTIFICATION_INCOMPLETE
LOCICED fopoal
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Par. 118

Application Search by Practice Status (Continued)

C Explanation of Application Search Results - Approved Practice Status

When using a search criteria of approved, the application search results:

may be displayed with multiple application statuses

Note: Practices with a status of approved may be associated with any application status
except application statuses of complete, disapproved, finalized, incomplete, and
paid.

will only contain process links when associated with an application status of contract
approved

Note: Process links associated with the approved status practice will always be:
e Agreement Maintenance, paragraph 171
e Producer Certification, paragraph 131
e TSP Certification, paragraph 133.

practice statuses other than approved may also be displayed in the search results when
applications having more than one practice are included in the search results.

The primary benefit of using the approved practice status as a search criteria is to exclude
unapproved applications, disapproved applications, finalized agreements, and paid
agreements from the search results list. This may significantly reduce the number of results
returned.

Example of Application Search Results, Cancelled Practice Status

Following is an example of the application search results using an Application Status of
Cancelled as a search criteria.

Menu Search Results
Welcome [JSER NAME

EFRP Program

Cost Share

No records found matching the specified criteria,

Select Program Mew Search
Your request: State=Alzbama, County=Escambia, Practice Status=CANCELLED
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118  Application Search by Practice Status (Continued)

E Explanation of Application Search Results, Cancelled Practice Status

When using a search criteria of cancelled for practice status, the application search results
will always be blank because cancelled is not used in CSS.

There is no benefit to using the practice status of cancelled as a search criteria.
F Example of Application Search Results, Disapproved Practice Status

Following is an example of application search results using an application status of
disapproved as a search criteria.

Menu Search Results
Welcome USER NAME
Below is a list of assistance requests for the criteria you selected.
EFEP Program
Select Program New Search
Your request: State=Alabama, County=Escambiz, Practice Status=DISAPPROVED
Cost Share
New Application Cost Share Application search results
. N - Show /Hide -
Edit Application Control Number hpr";il:;:t Application Status |Disaster ID Cﬁ C::attid Practice " |Ei‘:latlion
Needs/Environmental L Summary L
Agreement Approval 5 EELI:hge::t]éin Alzbama
. 01_053_2017_0009 PRODUCER TERMINATE_COMNTRACT)| - 03/06/2017|Hide
Un-submit States )
Escambiz
Tornados
Inactivate Application
|Pra|:lice Summary
Practice
\iew/Print Forms and Letters. Control Practice Status  Action(s) Process Status
Number
Performance and EC_COMPLETE_ELIGIELE
Payment 01-053-2017- RetryPayment ND_COMPLETE_MEEDED
= X 3 000%-01-EF2 PAYMENT_FAILED PC_PRODUCER_CERTIFICATION_INCOMPLETE
Certification TC_TSP_CERTIFICATION_INCOMPLETE
Record &Pay 01-053-2017- EC_COMPLETE_ELIGIBLE
Q00%-02-EF3 DISEL S EEED ND_COMPLETE_MNEEDED
Wiew & Print Existing coring 2011
Serificstions M SE::hgeastern Alabama
o ent 0i_052_2017_0011 . DISAPPROVED - 03/09/2017 |Hide
W PRODUCER States Escambia
. Tornados
Agreement Maintenance [Practice Summary
Revise Agreement Practice Control Number Practice Status  Action(s) Process Status
EC_COMPLETE_ELIGIBLE
reement In Process 01-053-2017-0011-03-EF4 DISAPPROVED — -
2 ND_COMPLETE_MEEDED
Terminzte/Reinstate .
Agreement gpn:hg 2CIt11 Alzbama Go T
: 01_053_2017_0012 z COMBLETE cutheastern). 02/10/2017|Hide =02
Submit to COC/CED PRODUCER _?_tatesd Escambia -
£OC/CED Approval ornsdos
Practice Summa
Search - L
Practice
Reports Control Practice Status Action(s) Process Status
Number
01-053-2017- EnvironmentalComplizance EC_COMPLETE_ELIGIBLE
PEMDING_APPROWVAL - -
0012-01-EF3 = NeedsDetermination ND_COMPLETE_MEEDED
01-053-2017- EC_INCOMPLETE
Q012-01-EF4 DIE A ND_INCOMPLETE
—_— ]
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Par. 118

Application Search by Practice Status (Continued)

G Explanation of Application Search Results, Disapproved Practice Status

When using a search criteria of disapproved for practice status the application search results:
e will never contain process links for practices with a status of disapproved

e may display multiple application statuses

e may be associated with any application status except finalized and incomplete

Notes: When “Disapprove All” is used to disapprove an application, all practices
associated with the application receive a status of disapproved. Therefore,
applications with a status of disapproved will only contain practices with a status
of disapproved.

When some, but not all, practices are approved on an application (see
paragraph 91), the disapproved practices continue to be associated with the
application making it possible for disapproved practices to be associated with a
variety of different application/agreement statuses.

e practice statuses other than disapproved may also be displayed in the search results when
applications having more than one practice are included in the search results.

The primary benefit of using the practice status of disapproved as a search criteria is to locate
applications and agreements where at least one practice has been disapproved. If users wish
to locate only applications where all practices on the application have been disapproved, the
user should search by the application status of “Disapproved”.

Example of Application Search Results, Inactive Practice Status

Following is an example of the application search results using an application status of
inactive as a search criteria.

Menu Search Results

Welcome USER NAME
EFRP Program No records found matching the specified criteria.

Select Program Hewi Search
Your request: State=Alabama, County=Escambia, Practice Status=INACTIVE

Moot Chara
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Application Search by Practice Status (Continued)

I Explanation of Application Search Results, Inactive Practice Status

Par. 118

When using a search criteria of inactive for practice status, the application search results will
always be blank because inactive is not used in CSS.

There is no benefit to using the practice status of inactive as a search criteria.

J Example of Application Search Results, Incomplete Practice Status

Following is an example of the application search results using an application status of of

incomplete as a search criteria.

Menu

Welcome USER HAME
EFRP Program

Select Program
Cost Share

New Application

Edit Application

Needs/Environmental

Agresment Approval
Un-submit

Inactivate Application

View/Print Forms and Letters

Performance and
Pavment

Search Results

Below is a list of assistance requests for the criteria you selected.

Hew Search
Your request: State=Alabama, County=Escambia, Practice Status=INCOMPLETE

Cost Share Application search results

Control Number

Primary |Application
Applicant| Status

Disaster ID -

County | Created

Date

Show [Hide
Practice
Summary

Edit
Application

01_053_2017_0014| P |INCOMPLETE

PRODUCER

Spring 2011
Southeastern
States
Tornados

Alabama

Ezcambia

03/16/2017

Practice summary ]

Hide Edit

Practice Control Number Practice Status
01-053-2017-0014-01-EF2 INCOMPLETE
01-053-2017-0014-01-EF3 INCOMPLETE

Action(s) Process Status

Edit
Edit
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118  Application Search by Practice Status (Continued)

K Explanation of Application Search Results, Incomplete Practice Status

When using a search criteria of incomplete for practice status, the Application Search Results
Page will:

¢ only contain applications with an application status of incomplete

e never contain applications that contain practices with a practice status of anything other
than incomplete

e always contain the “Edit” practice process link for practices that will be displayed in the
practice summary

e always have the “Edit” link displayed in the Edit Application column.

Note: Clicking the “Edit” process link in the Practice Summary takes the user directly to
the Application Signup — Add Practices page (see Paragraph 33) where the user
can directly edit the specific selected practice. Clicking the “Edit” process link in
the Edit Application column takes the user to the Application Signup — Applicant
Information page (see Paragraph 30) where the user can edit the application from
the start of the application process.

The primary benefit of using practice status of incomplete as a search criteria is to locate
applications where practices have been added to the application, but the application has not
been designated as complete by entering signature date and submitted date on the
Application Signup - Additional Information Page (paragraph 39).

Note: Searching by application status of incomplete may return more results than searching
by practice status of incomplete. Searching by application status of incomplete will
return applications with no practices added, while searching by practice status
incomplete will only returns applications with at least one practice added.
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Par. 118
Application Search by Practice Status (Continued)

L Example of Application Search Results - Paid Practice Status

Following is an example of the application search results using an application status of paid
as a search criteria.

Search Results

Below is a list of assistance requasts for the criteria you salectad.

New Search
Your request: State=dlabama, County=Escambia, Practice Status= PAID

Cost Share Application search rasults
. e = Show /Hide 5
Edit Application Control Number :}"T_Iawt Application Status |Disaster ID C% c Datted Practice A iE_dltt_
i | pplican ounty reats Y pplication
Agresment Appevual c Southeastern|Al2bama
Un-submit 01_053_2017_0013|pqoncer| TERMINATE_CONTRACT |, -Escambia 02/ 14/2017|Hide
Inactivars Appliczt [Tormados
[Practice 5 ¥
Practice Control Practice Action Process Status
Views/Print Forms and Letters. Number Status (s)
- EC_COMPLETE_ELIGIBLE
Performance and 01-052-2017-0013- oo ND_COMPLETE_NEEDED
Payment 01-EF4 PC_PRODUCER_CERTIFICATION_INCOMPLETE
—— TC_TSP_CERTIFICATION_IMCOMPLETE
et RN
- 01_053_2017_0015 PARTIALLY EARNED - 02/ 14/2017|Hide
“E""! & m Existing FROMUCER - Steies Escambia
Certifications [ Tormados
Retry Paymeant Mi:u Summary
- Practice Tt
Agreement Maintenance Control Srt.at:lcs- Action(s) Process Status
Revise Agreement Number
Ao In B 01-05% AgreementMaintenance EC_COMPLETE_ELIGIELE
. X 2017-0015- APPROVED ProducerCertification ND_COMPLETE_NEEDED
Terminate/Reinstate 01-EF3 - PC_PRODUCER_CERTIFICATION_FINAL
Agresment TSPCartification TC_TSP_CERTIFICATION_FINAL
Submit to COC/CED 01-053- AgreemeantMaintenance EC_COMPLETE_ELIGIBLE
- . : MPLETE_MNEEDED
COC/CED Appraoval ¥ PA Pro rtificat HD_COoN =
2”;: EDEJS‘ 1D s ficstof  pc_PRODUCER_CERTIFICATION FINAL
Search - TSPCertification TC_TSP_CERTIFICATION_FINAL
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118  Application Search by Practice Status (Continued)

M Explanation of Application Search Results - Paid Practice Status

3-14-19

When using a search criteria of paid for the practice status the application search results:

e may be displayed with multiple application statuses except the statuses of complete,
contract approved, disapproved, finalized, and incomplete

e may contain practices with a practice status of something other than paid when multiple
practices are included on a single application

e will contain process links for the practice summary for the practices with a practice status
of paid, if the application status is either paid or partially earned.

Note: Process links associated with the paid status practice will always be:

e Agreement Maintenance, paragraph 171
e Producer Certification, paragraph 131
e TSP Certification, paragraph 133.

The primary benefit of using practice status of paid as a search criteria is to locate
applications where a payment has been issued for one or more practices and at least one of
the practices on which payment is issued has been designated as practice complete, according
to paragraph 131.
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118  Application Search by Practice Status (Continued)

N Example of Application Search Results, Partially Earned Practice Status

Following is an example of the Application Search Results Page using an application status
of partially earned as a search criteria.

Welcome USER NAME

Below is a list of assistance requests for the criteria you selected.
EFRP Program A 5

Select Program Mew Search
Your requast: State=Alabama, County=Escambia, Practice Status= PARTIALLY_EARNED

New Application Cost Share Application search Its
; : Show [Hide 5
G Akt Control Number Apmlri‘:ar:t Application Status |Disaster ID Cﬁ C::Tt:zd Practice . ‘lzi‘:l:ﬁon
Neads, Enviranmental e ] e Summary ee
Agreement Approval C gg:tnii::tﬁn Alabama
o I =
Wi 01_053_2017_001F |paon|jceR| PARTIALLY EARNED  |Statee [z ide

Tornados

Inactivate Agplication

ractice Summary
Practice Practi
Control Sr:al:;: Action(s) Process Status
Performance and Number
Payment 01053 AgreemantMaintenance EC_COMPLETE_E|IGIBLE
; " _ ND_COMPLETE_NEEDED
017 PARTIALLY  prody s i §
il T e ProducerCentification e oo O DUCER_CERTIFICATION_FINAL
Record 893y - TSPCertification TC_TSP_CERTIFICATION_FINAL
Viiew & Print Existing 01-053- AgreementMaintenance EC_COMPLETE_ELIGIBLE
Certifications 2017- - MND_COMPLETE_MEEDED
oot7pr.  PAID  ProducerCedification o poortieer CERTIFICATION. FINAL
Retry Payment p ) — = -
EF4 TSPCertification TC_TSP_CERTIFICATION_FINAL
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Par. 118

Application Search by Practice Status (Continued)

O Explanation of Application Search Results, Partially Earned Practice Status

When using a search criteria of partially earned for practice status the application search
results:

e may be displayed with multiple application statuses except the statuses of Complete,
Contract Approved, Disapproved, Finalized, and Paid

e may contain practices with a practice status of something other than partially earned
when multiple practices are included on a single application

e will contain process links in the practice summary for practices with a partially earned
practice status if the application status is partially earned.

Note: Process links associated with the partially earned status practice will always be:

e Agreement Maintenance, paragraph 171
e Producer Certification, paragraph 131
e TSP Certification, paragraph 133.

The primary benefit of using practice status of partially earned as a search criteria is to locate
applications where a payment has been issued for one or more practices but the practice has
not been designated as practice complete, according to paragraph 131.

Example of Application Search Results, Payment Failed Practice Status

Following is an example of the Search Results Page using an |application status of payment
failed as a search criteria.

Search Results

Below is a list of assistance requests for the criteria you selectad.

Menu

Welcome USER NAME

EFRP Program

HNew Search
Your request: State=Alabama, County=Escambia. Practice Status=PAYMENT_FAILED

Selact Program

Cost Share

Nz Appliction Cost Share Application search results
- o 5 Show/Hide -
A apai £ Control Number .ﬁpr"i?:ar:t Applicatiom Status |Disaster ID Cﬁ Cr[::a::‘:d Practice I Ilzif:::tiun
Needs/Enwircnmental ep tounty | Lreatec Summary PP
Spring 2011
Agresment Approval A Shitheastefn Alabama
= 01_053_2017_0002ApRODUCER |[CONTRACT_APPROVED - 12/22/2016|Hida
Un-submit States e .
scambiz
Tornados
Inactivate Application
Eral:lioe Summary
Practice
Vizw)/Print Forms and Letters Control Practice Status Action(s) Process Status
Number
Performance and EC_COMPLETE_ELIGIBLE
Partraienit 01-053-2017- e § ND_COMPLETE_NEEDED
y 0002-01-EFz  PAYMENT_FAILED RetryPavment . neonycER CERTIFICATION. COMPLETE
TC_TSP_CERTIFICATION_COMPLETE
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118  Application Search by Practice Status (Continued)

Q Explanation of Application Search Results, Payment Failed Practice Status

3-14-19

When using a search criteria of payment failed for practice status the application search
results:

e may display multiple application statuses except the statuses of complete, disapproved,
finalized, and paid

e may contain practices with a practice status of something other than payment failed when
multiple practices are included on a single application

e will contain a Retry Payment process link in the practice summary for the practices with
a practice status of payment failed (paragraph 160).

The primary benefit of using practice status of Payment Failed as a search criteria is to locate
applications where a payment has been attempted but was unsuccessful for one or more
producers.

Example of Application Search Results, Pending Approval Practice Status

Following is an example of the Application Search Results using an application status of
pending approval as a search criteria.

Menu Search Results
‘Welcome USER NAME
Below is a list of assistance requests for the criteria you selected.
EFRP Program
= Your request: State=Alabama, County=Escambia, Practice Statws=PENDING_APPROVAL
Cost Share
New Application Cost Share Application search results
L L 5 = Show /Hide| 5
Edit Application Control Number Apﬂrl?:::t .ﬁp;il:::tauislnn Disaster ID CSOT:‘: Cr[:aa:?ad Practice - Ilziilattion
Needs/Enwironmental i Summary |"FF
Agresment Approval B Spri nhg 20LL Alabama
01_0s53_2017_ooaz compLETE |-outheastern| 01/18/2017 |Hide R
Un-submit e PRODUCER] = States e ; = Approvsl
scambia
Tornados
Inactivate Application
Pral:tl'ne Summary
Practice
View/Prine Forms and Letters Control Practice Status Action(s) Process Status
Number
gertormmce = "0011}'_005[)30_3 PENDING_APPROWVAL Soxirenmente’Comalianc: e AN ELE
ayment 2 = i Bl v
: 01-EF3 MeedsDetarmination ND_INCOMPLETE
g 01053 EnvironmentalCompliance EC_INCOMPLETE
2017-0003- PENDING_APPROVAL T
RS sty & MeedsDatarmination ND_INCOMPLETE
“iew & Print Existing
Cestifications. Spring 2011
01_052_2017_0012 z compLETE |Southeastern hlebems 03/10/2017 Hide SoTo
Resry Bayment - PRODUCER States - . Approval
scambia
EEE
Asreeme /
greement Mamtenance o lausreaey
Revise Agreement Practice
Control Practice Status Action(s) Process Status
Agresment In Process
Number
Terminate/Reinstate 01-032-
Agreement 2017-  LooinG AppROyaL ERvironmentalComepliance EC_COMPLETE_ELIGIBLE
Submit to COC/CED a012-01- = MeedsDetermination ND_COMPLETE_MNEEDED
EFZ
COC/CED Approval 01-053-
T 2017- EC_INCOMPLETE
a012-01- DISAPPROVED MND_INCOMPLETE
Reports EF4
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118  Application Search by Practice Status (Continued)

S Explanation of Application Search Results, Pending Approval Practice Status

When using a search criteria of pending approval for practice status, the application search
results will:

e be displayed only with applications with a status of complete

e usually be displayed only with practices with a practice status of pending approval, but
may also include practices with a status of disapproved when a COC/CED Willing to
Approve Date has been entered for approved practices and a disapproval letter has been

generated for other (disapproved) practices on the application (subparagraph 91 F)

e contain Environmental Compliance and Needs Determination process links in the
practice summary for practices with a status of pending approval

Note: See Part 3, Section 3 for additional information on entering environmental

e contain a “Go To Approval” link in the Edit Application column for the application.
Note: See paragraph 80 for additional information.

The primary benefit of using practice status of pending approval as a search criteria is to

locate applications that have producer signature and submitted dates, but the application has
not yet been approved.

T Example of Application Search Results - Pending Certification Practice Status

3-14-19

Following is an example of the Application Search Results Page using a practice status of
pending certification as a search criteria.

Menu Search Results |
Welcome USER NAME
Below is a list of assistance requests for the criteria you selected.
EFEP Program
= Your request: State=Alzbama, County=Escambia, Practice Status=PENDING_CERTIFICATICN
Cost Share
New Application Cost Share Application search results
Y S - Show [Hide ;
HEdpriEaT Control Number Ap ml?:ar:t Application Status Disaster ID Cﬁ CrDeLat:ad Practice A Ilzig:tiun
Needs/Environmentzl e sounty =——— | Summary PP
C Spring 2011 _
NIRRT A 01_053_2017_0015 CONTRACT_ARPROVED |Southeastern |203M2 ~l5216/2017 |Hide
: PRODUCER Escambia
Un-submit States Tornados
Inactivate Application wﬂ'
Practice
Control Practice Status Action(s) Process Status
View/Print Ferms and Letters Number
Pert g 01-053- AgresmentMaintanance EC_COMPLETE_ELIGIBLE
rlormance am 2017- I ND_COMPLETE_MNEEDED
PENDING_CERTIFICATION Prod Cartificati - g
Payment 0015 = ~rocucertentlicalol  pe_pRODUCER_CERTIFICATION_COMPLETE
02-EF2 TSPCertification TC_TSP_CERTIFICATION_COMPLETE
Certification
01-053- AgreementMaintenance EC_COMPLETE_ELIGIBLE
Record &Pay 2017- - ND_COMPLETE_NEEDED
APPROVED Prod Cartificati - g
Vs & it Exictin 0015 —rocucertericstol  pc_PRODUCER_CERTIFICATION _COMPLETE
i e 2 01-EF2 TSPCertification TC_TSP_CERTIFICATION_INCOMPLETE
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118  Application Search by Practice Status (Continued)

U Explanation of Application Search Results - Pending Certification Practice Status

119-121

3-14-19

When using a search criteria of pending certification for practice status the application
search results:

e will be displayed with applications with multiple practice statuses

¢ will not include application statuses of complete, disapproved, finalized, incomplete, and
paid in the search results

e may contain practices with a practice status of something other than pending certification
when multiple practices are included on a single application.

Note: Process links associated with the pending certification status practice will always be:

e Agreement Maintenance, paragraph 171
e Producer Certification, paragraph 131
e TSP Certification, paragraph 133.

The primary benefit of using practice status of pending certification as a search criteria is to
is to locate agreements that have both producer certification and TSP certification complete,
but the agreement has not yet been processed for payment through Record and Pay. See
paragraph 142.

(Reserved)
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Par. 122
Section 8 View/Print Forms and Letters

122  View/Print Forms
A Overview

To view and print an existing application or agreement, from the EFRP Home Page CLICK
“View/Print Forms and Letters” from the left navigation menu.

B Example of View Print Forms Page

Following is an example of the View Print Forms Page with default search criteria settings.

MMenu

welcome USER NAME Choose from the options below to get the list of assistance reguests.

EFEF Program

® State :

Salect Program -
" County : | Escambia

I

Cost 8 : i i
ost Share Disaster ID : [ Select DisasterID |

Mews Application Disaster Types : | Select DisasterTypa w |

Find Producer

Edit Applicati
F = ApplicationfAgreement Number :

Meeds/Environmental

Producer Hame :
Agreement Approval

Un-submic Fiscal Year : | Select Year W
Inactivate Application Cost Share Status : |Se|ect Cost Share Status V|

S=arch

= e

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the View Print Forms
Page.

Field/Link Description and Action
State Drop-down list of the States associated to the user. Select
desired State. State and National Office users are limited to
the State selected during program selection.
County Drop-down list of the counties associated to the user. Select
desired county. State and National Office users are limited
to the county selected during program selection.
Disaster ID Select Disaster ID from the drop-down menu to limit search
results to a single disaster ID, if desired. Leave as “Select
Disaster ID” to include all available disaster ID’s as potential
search results.
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122  View/Print Forms (Continued)

3-14-19

C Fields, Descriptions, and Actions (Continued)

Field/Link

Description and Action

Disaster Types

Select Disaster Type from the drop-down menu to limit search
results to a single disaster type, if desired. Leave as “Select
Disaster Type” to include all available disaster types as potential
search results.

Application/Agreement
Number

Enter application/agreement number to search for a specific
application/agreement, if desired. Leave blank to include all
agreement numbers as potential search results. See subparagraph
114 C for search tips when using agreement number (application
control number) as a search criteria.

Find Producer

CLICK “Find Producer” to open a new window to conduct a
SCIMS Customer Search (see 11-CM).

Fiscal Year

Select the Fiscal Year from the drop-down menu, to limit search
results to a single Fiscal Year if desired. Leave as “Select Year”
to include all available Fiscal Years as potential search results.

Cost Share Status

Select “Cost Share Status” from the drop-down menu to limit
search results to a single cost share status, if desired. Leave as
“Select Cost Share Status” to include all available cost share
statuses as potential search results.

Search Retrieves information based on the search criteria
selected/entered. The View Print Form Results Page will be
displayed.

Clear Resets search criteria to default values.
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A Overview

The View Print Form Results Page will be displayed based on the search criteria

View Print Form Results

selected/entered according to paragraph 122.

B Example of View Print Form Results Page

3-14-19

Following is an example of the View Print Form Results Page.

Par. 123

Menu
Welcome USER NAME
EFRP Program

Select Program

Cost Share
Maws Application
Edit Applicaton
Meeds/Enviranmentz!
Agresment Approval
Un-submit
Inactivate Application
Search

Performance and
Payment

Cenification
Revond 8Pay

Wiew & Print Existing
Certifications

Retry Payment

Agreement Maintenance

View Print Form Results

Below is a list of agreements for the criteria you selected.

Wigw/Print Saarch

Your request: State=Alabama, County=Escambia

1 2 Mext:
View Print Forms results
Appli t] State Dat App 1
Control Number T e Application Status |Disaster ID = st LO¥2° | Forms | Letlers
ame County | Created Datc
Spring 2011
A Southeastern Alabama
01_0:3_2017_0002 PRODUCER ACTIVE_TERMIMATE States - 12/20/2016|12/21/2016|FSAB48
Tornadeos Esceuribid
Spring 2011
A Caibhessteen Alabama ESAZ48 |Approval
01_053_2017_0002A PRODUCER! CONTRACT_APPROVED Stat = 12/22/2016|06/01/2017|FSAS484|Lettar
G Toons  [Fscambia FSAS48B
Generate
Referral
Spring 2011 Letter
L B Southeastern fabarna
01_053_2017_0003 COMPLETE Stat - 01/19/2017 FSAZ48 YL et
PRODUCER i Escambia 2k S
Tornados Funds
Letter
Spring 2011 P —
- D Southeastern e Disapproval
01i_0=3_2017_0004 DISAPPROVED - 02/23/2017|02/23/2017
PRODUZER States  leacambia ESABSS | eerer
Spring 2011 Alabama
01_0532_2017_0005 PRODCUE.EP. INCOMPLETE gg:t?:“tem— 03/02/2017 FSAg48
Escambia
Tornados

2- EFRP Amend. 1

Page 3-173
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123  View Print Form Results (Continued)

C Action

The following table provides the letters and/or forms that are available to view and print.

Note: The letters and forms available for selection is dependent on the stage of the
application or agreement and its status.

Letter/
Form Description Statuses Necessary to Print
Approval | Letter to the producer stating their Application approved.
request for cost-sharing for the
indicated practice(s) has been
approved.
Disapproval | Letter to the producer stating their One or more practice(s) has been
Letter request for cost-sharing for the disapproved.
indicated practice(s) has been
disapproved.
Lack of | Letter to the producer stating while Completed application signed and
Funds their cost-sharing application has been | submitted by the producer.
tentatively approved, at this time the
demand for the indicated practice has
exceeded available Funds
Referral | Letter to the producer stating their Completed application signed and
Letter application has been referred to the submitted by the producer.
Technical Service Provider for a needs
determination.
FSA-848 | FSA-848, which is the cost-share Application started with producer
application. assigned and farm(s), tract(s), and
field(s) selected.
FSA-848A | Form FSA-848A, which is the Application approved.
cost-share agreement.
FSA-848B | Form FSA-848B, cost-share Application approved.
certifications and payments, which is
used to document cost-share
certifications and payments.
(Reserved)
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130

A Overview

Par. 130
Part4 Performance and Payment

Section 1 Certification

Certification Search Results

Producer and TSP certification data must be entered for each approved practice on cost
shareagreement. After an application has been approved and the producer has completed
work on practices or components contained on the agreement, producer and TSP certification
data will be entered.

To enter producer and TSP certification data for existing approved agreements, from the
EFRP Home Page, CLICK “Certification” from the left navigation menu. The Certification
Search Results Page will be displayed.

B Example of Certification Search Results Page

Following is an example of the Certification Search Results Page.

Notes:

In the “Agreement Status” column, only approved agreements will be displayed in

the list of agreements available for producer certification and/or TSP certification

data.

Additional Page numbers may be displayed at the top and bottom of the page when
all search results do not fit on a single page.

Menu

Welcome

EFRP Program

Select Program
Cost Share

New Application

Edit Application

Needs/Environmental

Agreement Approval

uUn-submit

Inactivate Application

Search

View/Print Forms and

Certification Search Results

Agreement results
Date
Revision
Began

State
County

Applicant
Name

Agreement

Approval .
Number Lnks

Date

Agreement Status |Disaster ID

Southeastern (N6
CONTRACT APPROVED | S0t -

Tornados

01 053 2016 0004 ;"’ducer 05/09/2016 05/09/2016 PDF

Escambia

Practice Summary |

Practice
Control
Number

Practice

Status Process

Process Status

01-053- Agreem entMaintenance p Feat |
2016- ProducerCertification_Incom plete
0004-01- APPROVED ProducerCertification TSPCertification_Incom plete
EF3 TSPCertification

01-053- Agreem entMaintenance ) )
2016- ProducerCertificaion_Incom plete

0004-01- APPROVED  pProducerCertifiation TSPCertificaion_Incom plete
EFS TSPCertification

3-14-19
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130  Certification Search Results (Continued)

C Fields, Descriptions, and Actions

3-14-19

The following table provides the fields, descriptions, and actions for the Certification Search

Results Page.
Agreement Results
Field Description and Action
Agreement Number | CLICK the agreement control number link for the agreement on
which performance is to be certified. A Practice Summary box will
be displayed.
PDF CLICK “PDF” to generate FFSA-848B, Cost-Share Performance
Certification and Paymentfor printing.
Practice Summary
Agreement The Revise Contract Page will be displayed. See paragraph 171 for
Maintenance additional information.
Producer The Producer Certification - Component Rate Practice Page will be
Certification displayed. See paragraph 131 for additional information.
TSP Certification The TSP Certification Page will be displayed. See paragraph 133
for additional information.
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Par. 131
131  Producer Certification - Component Rate Practice

A Overview

The Producer Certification - Component Rate Practice Page will be displayed after “Producer
Certification” is clicked on the Certification Search Results Page.

B Example of Producer Certification - Component Rate Practice Page

Following is an example of the Producer Certification - Component Rate Practice Page.

Menu Producer Certification-Component Rate Practice

Welcome

EFRP Program

Control No : 01_053_2016_0004 Creation Date : 05/02/2016
Select Program Applicant Name : PRODUCER A Disaster ID : 1502
Cost Share Status : CONTRACT_APPROVED

Add/View Notes
MNew Application

Following table lists all practices on the contract for producer certification. All required fields are

i *
e denoted by an asterisk{*}

Selected Practice:01-EF8
Needs/Environmental
Components

Agreement Approval Name Extent | Technical Avg Max Max Extent = Extent
Requested Practice Actual CostShare Costshare Needed Approved
Cost | % Regular %olimited

Un-submit %) Resource
FLC35W 13.00 391 $ 51.00 50.00 % 50.00 % 13.00 13.00
Inactivate Applicaton
Limited Percent Approved *Current Prior *Current Prior
e Name CeeiEs Share Amount Actual Costs Extent Extent
(%0) %) Cost($) (%) Performed Performed
- : Producer
View/Print Forms and A No 50.00  166.00 180 o [ ¢ 0
Letters
Performance and Producer g 50.00  166.00 180 o [ ¢ 0
Payment B
Record & Pay * Practice Complete?: ®)vyes (O No

* Total installaton cost:
View & Print Existing
Certifications * Acre Served:

Retry Payment
Components Complete:

Agreement
Maintenance * Date receipts and documentation —
received(MM/DD/YYYY): |05/17/2016 =

Revise Agreement I FSA 8488 POF ‘

* i —
Agreement In Process Producer(ﬂa?%tg%te. |05/17/2016 |
Terminate/Reinstate
Agreement
Submitto COC/CED | | save || continue ToNextstep || cancel
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Par. 131

131  Producer Certification - Component Rate Practice (Continued)

C Fields, Descriptions, and Actions

3-14-19

The following table provides the fields, descriptions, and actions for the Producer
Certification - Component Rate Practice Page.

Field/Link Description and Action
Current Actual | Enter actual cost for the producer’s share. Calculated by multiplying
Cost ($) the amount of eligible costs from the producer’s receipts times the

producer’s share.

Current Extent
Performed

Enter current extent performed for the producer’s share.

Current extent performed is not prepopulated from agreement approval.
Re-entering extent performed encourages the county user to fully evaluate
the extent requested, extent needed, extent approved, and extent performed
before approving.

Notes: Cost and extent can be edited any time before payments are
disbursed through the Record & Pay option.

After a payment has been disbursed, any adjustment to cost or
extent must be done by completing a new certification. This will
require generating a new FSA-848B and obtaining new signatures.
Extent adjustments after payment disbursement could result in a
receivable or an overpayment.

When changes are made to producer certified extents, users must
verify that TSP certifications are correct and modify TSP
certifications if necessary.

If the practice is not complete, additional certifications can be
processed later.

The sum of the current extent performed by all producers
cannot exceed the extent approved. If prior extent performed
data exists, the sum of the current extent performed by all
producers plus the prior extent performed by all producers
cannot exceed the extent approved.

2- EFRP Amend. 1 Page 4-4



131

Par. 131

Producer Certification - Component Rate Practice (Continued)

C Fields, Descriptions, and Actions (Continued)

3-14-19

Field/Link

Description and Action

Practice
Complete?

Click:

e “Yes” if certification for all components on the selected practice is
certified completely and if no other payment is to be issued

Note: If “Yes” is selected indicating that the practice is complete,
the system will automatically de-obligate any unused funds.
“Total Installation Cost” and Acre Served” data fields are
added to the page and will be displayed.

“No” if partial certification.

Total
Installation Cost

Only applicable if the “Practice Complete?”” question has been answered
“Yes”. Enter the total cost incurred to install the practice.

Note: Total installation cost is not used in the calculation. It is used for
reporting.

Acre Served

Only applicable if the “Practice Complete?”” question has been answered
“Yes”. Enter the acres served by the conservation practice.

Components
Complete

Select the components that are complete by clicking on the completed
component in the list to highlight the completed component.

If all components are complete click on the first component in the list,
click and hold shift and click the last component in the list and all
components will be highlighted.

To select multiple components individually, click and hold the control
(ctrl) key while clicking on the individual completed components.

To de-select a component that was erroneously highlighted click and
hold the control key and click on the highlighted component.

Dates Receipts
and
Documentation
Received

Enter date receipts and documentation are received from the producer.

Note: When applicable, the prompt payment interest date will be
calculated by the software by adding 30 calendar days to the later of
the date documents are received or the producer signature date.

FSA-848B PDF

Before producer signature date is entered, CLICK “FSA-848B PDF”’ to
print FSA-848B.

Producer
Signature Date

After the producer’s signature is obtained on the printed form, re-access the
certification and enter the producer signature date.

Note: When applicable, the prompt payment interest date will be
calculated by adding 30 calendar days to the later of the date
documents are received or the producer signature date.
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131  Producer Certification — Component Rate Practice (Continued)

C Fields, Descriptions, and Actions (Continued)

3-14-19

Field/Link

Description and Action

Save

The information entered can be saved if a producer’s signature has not been
entered.

Note: If the information for producer certification is not saved, all producer
certification data for that practice control number will be lost and the
status will remain approved.

Continue to
Next Step

The Producer Certification Confirm - Component Rate Practice Page will be
displayed. See paragraph 132 for additional information.

Cancel

The Certification Search Results Page will be displayed. See paragraph 130
for additional information.
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Par. 132
132 Producer Certification Confirm - Component Rate Practice

A Overview
After “Continue to Next Step” is selected on the Producer Certification - Component Rate
Practice Page, the Producer Certification Confirm - Component Rate Practice Page will be
displayed.

B Example of Producer Certification Confirm - Component Rate Practice Page

Following is an example of the Producer Certification Confirm - Component Rate Practice
Page.

Menu

Producer Certification Confirm-Component Rate Practice

Welcome

EFRP Program

Select Program
Cost Share

Control No : 01_053_2016_0004 Creation Date : 05/02/2016
Applicant Name :  Producer A Disaster ID : 1502

Status : CONTRACT_APPROVED
Add/View Notes

MNew Applicaton

Following table lists all practices on the contract for producer certification. All required fields are

i *
Edit Application denoted by an asterisk{*}

Selected Practice:01-EF8
Needs/Environmental
Components

Agreement Approval Name Extent Technical Avg Max Max Extent Extent
Requested Practice Actual CostShare | Costshare MNeeded Approved
Cost %o Regular %blimited

Un-submit %) Resource
FLC35W 13.00 391 $51.00 50.00 % 50.00 % 13.00 13.00

Inactivate Applicaton

Limited Percent Approved Current Prior Current Prior
Search Name CeeiEs Share Amount Actual Costs Extent Extent

(%) %) Cost($) ($) Performed Performed
_ . Producer

View/Print Forms and A No 50.00 166.00 180 0 6 0
Letters
Performance and producer no 50.00  166.00 180 O 5 0
Payment

* Practice Complete? : Yes
* Total installaton cost : 360.00
* Acre Served : 12
Components Complete : FLC35W

Record & Pay

View & Print Existing

Certifications * Date receipts and documentation
received(MM/DD/YYYY): 05/17/2016
. )
Retry Payment Pmd”cer(ﬂa?%tgmt’? 05/17/2016

Agreement
Maintenance

Revise Agreement

Submit | | Cancel

Agreementin Process
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132 Producer Certification Confirm - Component Rate Practice (Continued)

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Producer
Certification Confirm - Component Rate Practice Page.

Field/Link Description and Action

Prior Costs ($) |Calculated by the system. Prior Costs will not be populated until the
payment has been submitted thru Record and Pay.

Prior Extent Calculated by the system. Prior extent performed will not be populated

Performed until the payment has been submitted thru Record and Pay.

Submit The Certification Search Results Page will be displayed with the message,
“Certification data submitted successfully”.

Cancel User is returned to the Certification Search Results Page.
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3-14-19

TSP Certification

A Overview

Par. 133

The TSP Certification Page will be displayed after “TSP Certification” is clicked on the
Certification Search Results Page according to paragraph 130.

B Example of TSP Certification Page

Following is an example of the TSP Certification Page.

Menu

Welcome

EFRP Program

Select Program

TSP Certification

Control No : 01_053_2016_0004
Applicant Name :  Prcducer A

Creation Date : 05/02/2016

Disaster ID : 1502

Record & Pay

View & Print Existing
Ceruficanons

Retry Payment

Agreement
Maintenance

Revise Agreement
AgreementIn Process

Terminatz/Reinstate
Agreement

Submit to COC/CED
COC/CED Approval

Search

Status : CONTRACT_APPROVED
Cost Share Add/View Notes
New Application

Following are the component, practice deta ls for TSF certificaton.
Edit Applicadon All required fields are d=noted by an asterisk{*}

01-EF8
Needs/Environmantal Practice Extents |

Extent Extent Extent *current Extent Prlor Extent
Agreement Approval Reyuesled Needed Approved Performed Perfurmed
20.00 0.00 2n.00 12 0
P [l
Inactvate Application Component Extents |
L
Name Technical Extent Extent Extent E:t:ﬁ;“ Prior Extent
Search Practice Requested MNeeded Approved Performed
Performed
View/Prirt Forms and FLC35W 391 13.00 13.00 13.00 0
| etters
Performance and Technical Practice Extents |
Payment Namc Cost Sharcd Units Planned  *Currcnt Units Applied  Prior Units Applicd
391 Yes 13.00 0

* Self certifying perfermance without
FSA, NRCS cr other Technical Service
Provider certification?:

* Person who certified performance:

* performance Report:
* Certification Date Referred
(MM/DD/YYYY):

* Certification Referral Expiration
Date(MM/DD/YYYY):

*Date received(MM/DD/YYYY):

FSA_848B PDF |

* T5P/Self Cerfification Cate
(MM/DD/YYYY):

T F )
_Yes (®No

Name: [Me

Practce performed

| Save || Continue to Next Gtep

[05/17/2016 |

[o6¢17/2016 |

[05/17/2016 |

[05/17/2016 |
| | Cancel
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TSP Certification (Continued)

Par. 133

C Fields, Descriptions, and Actions

3-14-19

The following table provides the fields, descriptions, and actions for the TSP Certification

Page.

Practice Extents

Field/Link

Description and Action

Current Extent Performed

Enter the current extent performed.

Component Extents

Field/Link

Description and Action

Current Extent Performed

Enter the current extent performed.

Technical Practice Extents

Field/Link

Description and Action

Current Units Applied

Enter the current units applied.

Self-certifying Performance
Without FSA, NRCS or Other
Technical Service Provider
Certification?

Click the “Yes” option if the producer is self-certifying
performance. Click the “No” option if FSA, NRCS or other
technical service provider is certifying performance.

Person Who Certified
Performance

Enter the name and affiliation of the person who certified
performance.

Performance Report

Enter any information that is relevant to the installation of the
practice.

Certification Date Referred

Enter the date referred.

Certification Referral
Expiration Date

Auto-populated to a date 1 month after the certification date
referred. The date may be changed.
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133 TSP Certification (Continued)

Par. 133

C Fields, Descriptions, and Actions (Continued)

3-14-19

Technical Practice Extents

Field/Link

Description and Action

Date Received

Enter the date received.

Note:

Before the TSP or self-certification signature date is
entered, the user shall click “FSA-848B PDF” and
obtain a signature on the printed form. User must click
“Save” before printing FSA-848B to populate the TSP
certification data entered in the system on the printed
form.

FSA-848B PDF

Click to print FSA-848B to obtain a signature.

TSP/Self Certification Date

Enter the TSP or self-certification date. A calendar option is
also provided.

Save

The information entered can be saved if a TSP signature has not
been entered.

Note:

If the information for TSP certification is not submitted
(with certification date) or saved (when not yet
certified), all TSP certification data for that practice
control number will be lost and the status will remain
“Approved”.

Continue to Next Step

The TSP Certification Confirmation Page will be displayed.

Cancel

Returns user to Certification Search Results Page. If TSP/Self
Certification date has been entered it is removed.
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134 TSP Certification Confirmation
A Overview
After “Continue to Next Step” is clicked on the TSP Certification Page, the TSP Certification
Confirmation Page will be displayed.
B Example of TSP Certification Confirmation Page
Following is an example of the TSP Certification Confirmation Page.
Menu TSP Certification Confirmation
EFRP Prog ram Control No : 01_053_2016_0004 Creation Date : 05/02/2016
Applicant Name : Producer A Disaster ID : 1502
Status : CONTRACT_APPROVED
Cost Share Add/View Notes
MNew Application
_ - Following are the component, practice details for TSP certificaton.
Edit Application All required fields are denoted by an asterisk{*}
01-EF8
Needs/Environmental Practice Extents |
Extent Extent Extent *Current Extent Prior Extent
Agreement Approval Requested Needed Approved Performed Performed
20.00 20.00 20.00 12 0
Un-submit
Component Extents |
Inactivate Application -
Name Technical Extent Extent Extent g:gﬁ{'t Prior Extent
Practice Requested Needed Approved Performed
Search Performed
FLC35W 391 13.00 13.00 13.00 12 0
View/Print Forms and
Letters
Technical Practice Extents |
Performance and Name Cost Shared Units Planned *Current Units Applied  Prior Units Applied
Payment 391 Yes 13.00 12 0
Record & Pay * Self certifying performance without
FSA, NRCS or other Technical Service No
View & Print Existing Provider certificaton?:
Certifications
. . Name: Me
Retry Payment * Person who certified performance: Affiliation: Other
* performance Report: Practice performed
# Date Referred(MM/DD/YYYY): 05/17/2016
i * Referral Expiration Date
Maintenance (MM/DDAYYYY)- 06/17/2016
Revise Agreement *Date received(MM/DD/YYYY): 05/17/2016
TSP/Self Certification Date
. 05/17/2016
Agreement In Process (MM/DD/YYYY):
Terminate/Reinstate Submit | | <Back | | Cancel |
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134 TSP Certification Confirmation (Continued)

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the TSP Certification
Confirmation Page.

Field/Link Description and Action
Submit The Certification Search Results Page will be displayed with the
message “Certification saved”.
Back The TSP Certification Page will be displayed.
Cancel The Certification Search Results Page will be displayed. TSP/Self
Certification Date information is removed.

135-140 (Reserved)
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Section 2 Record & Pay

141 Record and Pay Search Results

A Overview

3-14-19

Par. 141

Payment data can only be submitted if both producer and TSP certification data (including
partial certifications) has been entered for at least one practice on the agreement. To certify
and pay an approved agreement, CLICK “Record & Pay” from the left navigation menu.

Example of Record and Pay Search Results Page

Following is an example of the Record and Pay Search Results Page.

Notes: Additional page numbers may be displayed at the top and bottom of the page when all
search results do not fit on a single page.

Menu

Welcome

EFRP Program

Select Program
Cost Share

New Application

Edit Application

Needs/Environmental

Agreement Approval

Un-submit

Inactivate Applicaton

Search

WView/Print Forms and

Record and Pay Search Results

Agreement results

- Date
Agreement Applicant - State e Approval -
Agreement Status Disaster ID Revision Links
Number Name County Beaan
Spring 2011 |, opoma
01 053 2016 0004 :"’d““r CONTRACT_APPROVED gom”tg’;asmm - 05/09/2016 |05/09/2016 ;&ci;)rd
Tornados Escambia
Practice Summary |
Practice
Control Practice Status Process Process Status
Number
01-053- Agreem entMaintenance d ficati |
2016- . . ProducarCertification_Incom plete
0004- APPROVED ProducerCertification TSPCertification_Incom plete
01-EF3 TSPCertification
01-053- Agreem entMaintenance d f |
2016- ProducerCertificaton_Complete
00D4- PEMDING_CERTIFICATION ProducerCertfication TSPCertification_Com plete

01-EF8

TSPCertification
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141 Record and Pay Search Results (Continued)

C Fields, Descriptions, and Actions (Continued)

3-14-19

The following table provides the fields, descriptions, and actions for the Record and Pay

Search Results Page.
Agreement Results
Field Description and Action
Agreement Number CLICK the agreement control number link for the agreement.
A Practice Summary box will be displayed. Use the Practice
Status column to verify that at least one practice has a status of
“Pending Certification”.
Record & Pay The Record and Pay Main Page will be displayed.
Practice Summary
Field Description and Action
Agreement The Revise Contract Page will be displayed. See paragraph 171
Maintenance for additional information.

Producer Certification

The Producer Certification - Component Rate Practice Page
will be displayed. See paragraph 131 for additional
information.

TSP Certification

The TSP Certification Page will be displayed. See paragraph
133 for additional information.
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Par. 142

Record and Pay Main

A Overview

After clicking “Record & Pay” the Record and Pay Search Results Page, the Record and
Pay Main Page will be displayed.

Note: Both the producer certification and TSP certification must be complete before
attempting to record and pay. If either the producer certification status or TSP
certification status is incomplete the error message, “Producer Certification and TSP
Certification must be completed for a practice before payment. Please verify
certification is complete for the practice(s) before submitting for payments(s)”, will
be displayed. The user’s only option is to click “Cancel”.

B Example of Record and Pay Main Page

3-14-19

Following is an example of the Record and Pay Main Page.

Record and Pay Main

Creation Date : 05/02/2016
Disaster ID : 1502

Menu

Welcome

EFRP Program
Select Program
Cost Share

Control No : 01 053 20160004
Applicant Name ¢  producer A
Status : CONTRACT_APPROVED

Add/View Notes
New Application
Following table lists all practces on the contract for payment.

Edit Application
Practices Summary

Select Practice Practice Fund Certification Current Prior Payment
Meeds/E tal
2 IR Control  Status ID | Complete CostShare CostShare Data
Number Earned. Earned
Agreement Approval 01-053-
2016~ Pending .
S [ 0004-01- Certification 3340 |Yes 180.00 0.00 Edit
EF8

Inactivate Applicadon
FSA_848B PDF

* COF signature Date (MM/DD/YYv) : [ |

Search

View/Print Forms and
Letters

Performance and

Payment

Submit || Cancel

Certification

2- EFRP Amend. 1 Page 4-23



Par. 142

142  Record and Pay Main (Continued)

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Record and Pay

Main Page.

Field

Description and Action

Select

Check the box next to the practice to be paid. After “Submit” is
clicked, the Record and Pay Main - Confirmation Page will be
displayed. See paragraph 145 for additional information.

Notes: Review the amount that is displayed under the Current Cost
Share Earned column. This is the amount that will be paid to
the producer (s).

Any payments made to entities may round up or down based
on the calculated amount due for each member.

If the current cost share earned amount is negative, a
receivable will be created if the payment was certified and
signed.

If the current cost share earned amount is incorrect, return to
the Producer Certification Page and correct any issues before
proceeding.

Edit

The Record and Pay Component Rate Practice Page will be
displayed. See paragraph 143 for additional information.

FSA 848B PDF

Click to print FSA-848B to obtain a signature.

COF Signature
Date

Enter the County Office signature date. County Office signature date
is required before clicking “Submit”.

Submit

The Record and Pay Main - Confirmation Page will be displayed.
See paragraph 145 for additional information.

Cancel

The Record and Pay Search Results Page will be displayed.

3-14-19
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3-14-19

Par. 143

Record and Pay Component Rate Practice

A Overview

After “Edit” is clicked on the Record and Pay Main Page, the Record and Pay Component
Rate Practice Page will be displayed. This Page allows the user to edit “Practice Complete?”
information and record “CCC-770 Completion Date” information.

B Example of Record and Pay Component Rate Practice Page

Following is an example of the Record and Pay Component Rate Practice Page.

Menu Record and Pay Component Rate Practice

Welcome USER NAME

EFRP Program

Control No : 01_053 2016 0004 Creation Date : 05/02/2016
Applicant Name : Producer A Disaster ID : 1502
Cost Share Status : CONTRACT_APPROVED

Select Program

Add/View Notes
New Application

Following table lists all Component Rate practices on the contract for Record and Pay. All required fields are denoted

i *
Edit Applicaton by an asterisk{*}

Selected Practice:01-EF8
Needs/Environmental
Components

Agreement Approval Name Extent Technical Avg Max Max Extent Extent Extent

Requested Practice | Actual CostShare Costshare % Needed Approved Performed
Cost($) 06 Regular Limited

uUn-submit Resource
FLC35W 13.00 391 $51.00 50.00 % 50.00 % 13.00 13.00 12.00
Inactvate Applicaton
Cost Current Current Prior
- Actual Approved Current Cost Cost Current Prior
Search Name Rlé;nc:ltlﬁtl:je Pir:zlr:nt Percent Amount Actual Share Share Extent Extent
Share (%) Cost($) Earned Earned Performed Performed
wiew/Print Forms and (%) %) %)
Lz Producer
A No 50.00 % 50.00 166.00 180.00 90.00 0.00 6.00 0.00
Performance and
Payment
Y gmducer No 50.00 % 50.00 166.00 180.00 90.00 0.00 6.00 0.00
Certification

View & Print Existing
Certifications

. - -
Practice complete? : @) yoe O no

* Total installation cost : |45, |

Retry Payment * Acre served : |12

CCC 770 Completion Date |05/17/2016 |

Agresment (MM/DD/YYYY) :
Maintenance

Revise Agreement

| Continue To Next Step H Cancel

A Llo D
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143  Record and Pay Component Rate Practice (Continued)

C Fields, Descriptions, and Actions

3-14-19

The following table provides the fields, descriptions, and actions for the Record and Pay
Component Rate Practice Page.

Field/Link

Description and Action

“Practice Complete?”

Select “Yes” or “No”. Defaults to the answer that was entered
during producer certification but can be changed.

Total Installation Cost

Enter the total costs incurred for installation of the practice.

Note: This field will not be displayed if “Practice Complete” is set
to “No”.

Acre Served

Enter the acres served.

Note: This field will not be displayed if “Practice Complete” is set
to “No”.

CCC-770 Completion
Date

Enter the date CCC-770 was completed, if applicable.

Continue to Next Step

CLICK “Continue to Next Step” after all applicable information
has been entered. The Record and Pay Component Rate Practice -
Confirmation Page will be displayed. See paragraph 144 for
additional information.

Cancel

The Record and Pay Main Page is displayed.
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A Overview

Record and Pay Component Rate Practice - Confirmation

Par. 144

The Record and Pay Component Rate Practice - Confirmation Page will be displayed after
“Continue to Next Step” is selected on the Record and Pay Component Rate Practice Page.
This Page is used to review and verify that information previously entered is correct.

Example of Record and Pay Component Rate Practice - Confirmation Page

Following is an example of the Record and Pay Component Rate Practice - Confirmation

Page.

Menu

welcome USER NAME

EFRP Program

Select Program
Cost Share

New Application

Edit Applicaton
Meeds/Environmental
Agreement Approval
Un-submit

Inactivate Application
Search

View/Print Forms and
Letters

Certification

View & Print Existing
Certifications

Retry Payment

Agreement
Maintenance

Performance and
Payment

Dol L i |

Record and Pay Component Rate Practice-Confirmation

Control No : 01_053 2016 0004
Applicant Name : Producer A
Status : CONTRACT_APPROVED

Following table lists all practices on the contract for producer certification All reguired fields are denoted by an

asterisk{*}

Selected Practice:

Creation Date :
Disaster ID :

05/02/2016
1502

Add/View Notes

Components
Name Extent Technical Avg Max Max Extent Extent Extent
Requested Practice Actual CostShare |Costshare %  Needed Approved  Performed
Cost($) 9% Regular Limited
Resource
FLC35W |13.00 391 $ 51.00 50.00 % 50.00 % 13.00 13.00 12.00
Cost Current Prior
Limited Share Percent Approved Current Cost Cost Current Prior
Name oo ource Percent Share Amount Actual Share Share Extent Extent
(%) %) Cost($) Earned Earned Performed Performed
(5, (%)
Producer 50.00 %  50.00 166.00 180.00  90.00  0.00 6.00 0.00
Producer
B No 50.00 % 50.00 166.00 180.00 90.00 0.00 6.00 0.00

* Practice complete? : Yes

* Total installation cost : 260.00

* Acre served :12

CCC 770 Completion Date (MM /DD/YYYY) : 05/17/2016

Save And Continue || Back ‘ | Cancel |
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144  Record and Pay Component Rate Practice - Confirmation (Continued)

C Fields, Descriptions, and Actions

3-14-19

The following table provides the fields, descriptions, and actions for the Record and Pay
Component Rate Practice - Confirmation Page.

Field/Link

Description and Action

Save and Continue

The Record and Pay Main Page will be displayed. Edits are saved.
See paragraph 142 for additional information.

Back The Record and Pay Component Rate Practice Page will be
displayed. Edits are lost.
Cancel The Record and Pay Search Results Page will be displayed with no

records shown. All edits will be lost.
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145 Record and Pay Main - Confirmation

A Overview

Par. 145

The Record and Pay Main - Confirmation Page will display after a practice is selected for

payment and “Submit” is clicked on the Record and Pay Main Page according to

paragraph 142. This Page is the final opportunity to confirm that the payment data is correct.

B Example of Record and Pay Main - Confirmation Page

Following is an example of the Record and Pay Main - Confirmation Page.

Menu

Welcome

EFRP Program

Select Program
Cost Share

MNew Application

Edit Applicaton

Needs/Environmental

Agreement Approval

Un-submit

Inactivate Application

Search

View/Print Forms and
Letters

Performance and

Record and Pay Main-Confirmation

Control No : 01_053 2016 0004 Creation Date : 05/02/2016
Applicant Name :  prgducer A Disaster ID : 1502
Status : CONTRACT_APPROVED

Add/Vview Notes

Following table lists all practices on the contract for payment.

Practices Summary

Practice | Practice |Fund Certification Current Prior Payment
Control Status D Complete |CostShare CostShare Data
Number Earned. Earned

01-053-

2016- Pending

0004-01- |Certification 3340 No 180.00 0.00 Edit
EF8

* COF Signature Date : 05/17/2016

Confirm | Cancel

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Record and Pay
Main - Confirmation Page.

Field/Link Description and Action
Edit The Record and Pay Component Rate Practice Page will be displayed.
See Paragraph 143.
Confirm The Record and Pay Main Page will be displayed with payment success
and/or failure results.
Cancel The Record and Pay Main Page will be displayed.

146-151 (Reserved)

3-14-19
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Par. 152
Section 3 View & Print Existing Certifications

152 Existing Certifications

A Overview

3-14-19

To print producer certification data for existing approved agreements from the EFRP Home
Page, CLICK “View & Print Existing Certifications” on the left navigation menu.

Note: Not all agreements with producer certification and TSP certification information
entered will be displayed. Only those with payments issued (Paid and Partially Earned
statuses).

Example of Existing Certifications Page

Following is an example of the Existing Certifications Page.

Note: Additional page numbers may be displayed at the top and bottom of the page when all
search results do not fit on a single page.

Menu Existing Certifications
Welcome
EFRP Program Agreement results
Agreement Applicant State s Approval
Select Program Niimibes Name Agreement Status| Disaster ID Coun Revision Date Links
. h - — County Began —
Cost Share Spring 2011
ot p Southeastern Alabama View
New Application 01_053_2016_0003[Producer |PARTIALLY_EARNED States - 04/28/2016|04/28/2016 Certifications
Edit Application ¢ Tornados Escambia
Needs/Environmental gpri:hg 20t11 Alabama y
outheastern iew
Agreement Approval 01_053_2016_0004|Producer |PARTIALLY_EARNED States - . 05/09/2016(05/09/2016) Certifications
A Tornados Escambia
Un-submit
Inactivate Application
Search Back To Main Menu

Fields, Descriptions, and Actions

The following table provides fields, descriptions, and actions on the Existing Certifications
Page.

Field/Link Description and Action

View Certifications The View Existing Certifications Page will be displayed. See
paragraph 153 for additional information.

Back to Main Menu The Application Signup Page will be displayed. The Application
Signup Page is a blank Page that instructs the user to use the left
navigation menu to select a task.
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153

View Existing Certifications
A Overview

The View Existing Certifications Page will be displayed after “View Certifications” is
clicked on the View Certifications Page.

B Example of View Existing Certifications Page

Following is an example of the View Existing Certifications Page.

Menu

View Existing Certifications
Welcome USER NAME
EFRP Program

Control No : 01_053_2016_0004 Creation Date : 05/02/2016

Select Program Applicant Name : Producer A Disaster ID : 1502
Cost Shar Status : PAID
-OSt SUAre Add/View Notes
MNew Application
Following table lists all practices on the contract for producer certification
Edit Application
Meeds/Environmental Certification Summary
Agreement Approval COF Signature Date Certification Links
[ 05/17/2016 Partial PDF
Un-submit [Practice Summary |
. . Practice Control Practice Cost Share
Inactivate Application Number Status  Earned ($) Status
01-053-2018- BAID 72,00 PreducerCertification_Final
Search 0004-01-EF3 - TSPCertification_Final
View/Print Forms and Letters
Cancel

Fields, Descriptions, and Actions

The following table provides fields, descriptions, and actions on the View Existing

Certifications Page.

Link

Action

COF Signature Date

CLICK “COC Signature Date” and the Practice Summary will be
displayed.

Note: Practice Summary is collapsed and hidden on the default
page. For the example in subparagraph B, the user has
opened the Practice Summary.

PDF CLICK “PDF” to open or save FSA-848B, Cost-Share Performance
Certification and Payment.
Note: After the user opens the certification, the “Print” option will
be available.
Cancel CLICK “Cancel” to return to the Existing Certifications Page.

154-159 (Reserved)

3-14-19
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Par. 160

Section 4 Retry Payment

Retry Payment Search Results

A Overview

If a payment failed during record and pay, users can attempt to process the payment again.
To retry a payment, from the EFRP Home Page, CLICK “Retry Payment” from the left
navigation menu. The Retry Payment Results Page will be displayed.

Example of Retry Payment Results Page

Following is an example of the Retry Payment Results Page.

Menu

welcome USER NAME

EFRP Program

Select Pragram
Cost Share

Mew Application

Edit Application
Meads/Environmeantal
Agreement Approval
Un-submit

Inactivate Application
Search

View/Print Formz and Letters

Performance and
Payment

Certification

Record &Pay

Wiew & Print Existing
. H -

Retry Payment Results
Agreement results
Agreement Applicant State Dale Approval
Agreement Status |Disaster ID| = ~ Revision
Number Name - | County | Y Date
Began
A Sprlnhg 2011 Alabama
D1 053 2017 00024 CONTRACT_APPROVED|- - theastern|. 12/22/2016|06/01/2017
= — PRODUCER = States . e
Escambia
Tornados
Spri 2011
5 S::I:hgeastern Alabama
01 053 2017 0009 CONTRACT_APPROVED - 03/10/2017(03/10/2017
PRODUCER States )
Escambia
Tornades
|Prad:i|:e Summary
Practice
Control Practice Status Process Process Status
Number
01-053-2017- ProducerCertification_Final
! " | ryPayme P -
0009-01-gF2 PAYMENT_FAILED RetryPayment TSPCertification_Final
01-053-2017-
0009.0s-gF3 DISAPPROVED
Back Ta Main Menu
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160  Retry Payment Search Results (Continued)

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Retry Payment

Results Page.
Agreement Results
Field Description and Action
Agreement Number Click the agreement control number link for the agreement. A
Practice Summary box will be displayed. The user in the example
in subparagraph B clicked the “Agreement Number
01 053 2017 0009”, to view the Practice Summary for that
agreement.
Practice Summary
Field Description and Action
Retry Payment The Retry Payment Page will be displayed. See paragraph 161
for additional information.
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Retry Payment

A Overview

Par. 161

After Retry Payment is selected on the Retry Payment Results Page, the Retry Payment Page

will be displayed.

B Example of Retry Payment Page

Following is an example of the Retry Payment Page.

Menu

EFEP Program

Select Program
Cost Share

MNew Application

Edit Application

Meeds/Environmental

Agreement Approval

Un-submit

Inactivate Application

Search

Certification
Record &Pay

\iew B Print Existing
Certifications

Ravise Agresement

Welcome USER MAME

iew/Print Ferms and Letters

Performance and
Payment

Agreement Maintenance

Retry Payment

Control No : 01_053_2017_000%
Applicant Name : S PRODUCER
Status : CONTRACT_APPROVED

Creation Date : 03/08/2017
Disaster ID : 1502

Add/NWiew Motes

Fellowing table lists all contributors on the practice that have failed paymants

Selected Practice: 01-EF2

Only the following contributor payments will be retried.

Payments Failed
Payment |Contributor| Prior Prior Current | Payment Failure Remowve
Control Name Cost |Amount| Cost Amount Reason Valid
Number Share | Paid(5) | Share (%) Contributor
Earned Earned Payment
(%) (%) Failures
Producer S
PRODUCER is not
paid due to
5 reduction
PC_1017371 PRODUCER 0.00 [u] 360.00 0.00 Issues:_- | Do Mot Retry
Reduction
Massage:
Invalid Tax ID
Number |

|Retr',r Payment ||Cam:e| |

C Fields, Descriptions, and Actions

3-14-19

The following table provides the fields, descriptions, and actions for the Retry Payment Page.

Field/Link Description and Action

Do Not Retry Marks a payment failure for removal from the retry list, if
applicable. Activates the alternate version of the Retry Payment
Page according to subparagraph D.

Retry Payment The payment will be attempted to be processed again. The Retry
Payment Confirmation Page will be displayed. See paragraph 162
for additional information.

Cancel The Retry Payments Results Page will be displayed.
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Par. 161
Retry Payment (Continued)

D Example of Retry Payment Page - Alternate Version

Following is an example of the alternate version of the Retry Payment Page that will be
displayed after the user CLICKS “Do Not Retry” on the original version of the page.

Agreement Maintenance

Menu

Welcome USER NAME

EFEP Program

Select Program

Cost Share
Mew Application
Edit Application
Meeds/Environmental
Agreement Approval
Un-submit
Inactivate Application
Search
iew,/Print Farms and Letters
Performance and
Payment
Certification
Record &Pay

Wiews & Print Existing
Certifications

Revise Agreement

Agreement In Process

e f3-93

Reiry Payment

Creation Date : 03/05/2017
Disaster ID : 1502

Control No : 01_053_2017_000%

Applicant Name : 5 PRODUCER
Status : CONTRACT_APPROVED

Add/Wiew Motes

Fellowing table lists all contributors on the practice that have failed payments

Selected Practice: 01-EF2

The following contributor payment failures will be marked as valid and
unavailable to retry.

Valid Payment Failures
Payment |Contributor| Prior Prior Current | Payment Failure Reason| Reinstate
Control Name Cost |Amount Cost Amount Contributor
Number Share |Paid($)| Share (S) Payment
Earned Earned
(s) (%)
Producer3
PRODUCER is not
paid due to
reduction
PC_1017371 5 0.00 a 360,00 0.00|issues:- | Rzinstate
PRODUCER Reduction
Message:
Invalid Tax ID
Mumber |

|Mark Walid Failures ||Cance| |

E Fields, Descriptions, and Actions

3-14-19

The following table provides the fields, descriptions, and actions for the alternate version of

the Retry Payment Page.
Field/Link Description and Action
Reinstate Enables the Retry Payment option to be clicked. Returns the user to

the original version of the Retry Payments Page.

Mark Valid Failures

Payment failures will be permanently removed from the retry list.

Cancel

The Retry Payments Results Page will be displayed.
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A Overview

Par. 162

Retry Payment Confirmation

After Retry Payment is selected on the Retry Payment Page (subparagraph B), the Retry
Payment Confirmation Page will be displayed.

B Example of Retry Payment Confirmation Page

Following is an example of the Retry Payment Confirmation Page.

Menu

Walcoma USER MAME

EFEP Propram

Sclect Program
Coat Eharc

Hews Applicatian

Eikt Ayl
Needs/Environmental
Agreement Approval
Un-submit

Inactivate Application
Search

Views/Print Forms and Letters

Performance and

Paymenl

Ce Lifiativn
Reeord oy

Vimws B Brint Fyisting
Certifications

Retry 'ayment Confirmation

Control No : 01_053_2017_000% Creation Date : 03/08/Z017
Applicant Name : 5 PHUUULEH Disaster ID : L1302
Status : CONTRACT_APPROVED

AdddView Notes

Following table lists all contributors on the practice that have failed payments
Salerted Practice: N1-FF2

Only the following contributor payments will be retried.
Payments Failed

Payment Contributor |Prior Cost| Prior Current | Payment Failure Reason
Contral Name Share Amount |Cost Share| Amount
Number Earned | Paid($) |[Earned (S} ()]

(%)

Producer 5 PRODUCLR
i= not paid due
3 to reduction issues:- |
0.00 1] 360.00 0,00
PRODUCER Reduction Message:
Invalid Tax ID Numbsar

PC_1017371

|Cc-nFirm ||Back ||Cancel |

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Retry Payment
Confirmation Page.

Field/Link Description and Action
Confirm The Retry Payment Results Page is displayed with a success or
failure message.
Back The Retry Payment Page is displayed.
Cancel The Retry Payment Results Page is displayed.

163-168 (Reserved)

3-14-19
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Par. 169
PartS Agreement Maintenance

Section 1 Revise Agreement
169  Search Agreements for Revision
A Overview
Agreement maintenance:

e may affect the amount that was initially approved, but not current performance;
therefore, no money will be issued or collected

¢ is only valid after approval, but before final payments

e will result in a new system-generated suffix that corresponds to the original agreement
number as well as any new agreements that are created.

To revise an existing agreement, from the EFRP Home Page, CLICK “Revise Agreement”
from the left navigation menu. The Search Agreements for Revision Page will be displayed.

B Example of Search Agreements for Revision Page

Following is an example of the Search Agreements for Revision Page.

Search Agreements for Revision
Welcome USER NAME Choose from the options below to get the list of assistance requeasts.
* State :
Select Program * County :
Disaster ID |5e|E|:1 DisasterlD V|
MNew Applicztion Disaster Types : |5e|E|:1 DisasterType V|
Edit Application Agreement Number ¢ ‘ |
Needs/Environmental

Producer Mame !
Agreement Approval | Find Producer
Un-submit Fiscal Year ¢ | Salact Year ¥

Inactivate Application Agreement Status ! |5e|ec1 Contract Status V|

Search

View/Print Forms and Letters
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169  Search Agreements for Revision (Continued)

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Search Agreements
for Revision Page.

Field/Link Description and Action
State Drop-down list of the States associated to the user. Select desired
state. State and National users are limited to the state selected
during program selection.
County Drop-down list of the counties associated to the user. Select
desired county. State and National users are limited to the county
selected during program selection.
Disaster ID Select Disaster ID from the drop-down menu to limit search results
to a single Disaster ID, if desired. Leave as “Select Disaster ID” to
include all available Disaster IDs as potential search results.
Disaster Types Select Disaster Type from the drop-down menu to limit search
results to a single Disaster Type, if desired. Leave as “Select
Disaster Type” to include all available Disaster Types as potential
search results.
Agreement Number |Enter Agreement Number to limit the search results to a specific
agreement number, if desired. It is not necessary to type the full
13-digit control number. See subparagraph 114 C for search tips
when using agreement number (application control number) as a
search criteria.
Producer Name CLICK “Find Producer” to open a new window to conduct a
SCIMS Customer Search (see 11-CM). See subparagraph 114 C
for search tips when using producer name as a search criteria.

Fiscal Year Select the desired Fiscal Year in which the application was created
if desired. Use of this search criteria in combination with the four-
digit application control number (and alphabetical suffix, if
applicable) limits the search results to a specific agreement.

Agreement Status Select the desired application status to limit search results to only
agreements having that specific status, if desired.

Search Retrieves information based on the search criteria selected/entered.
The Revise Agreement Search Results Page will be displayed.

Clear CLICK “Clear” to remove all previously selected search criteria.

Note: State and county are not removed as search criteria when
clicking “Clear”.

3-14-19 2- EFRP Amend. 1 Page 5-2



Par. 170
170  Revise Agreement Search Results

A Overview
After Search is selected on the Search Agreements for Revision Page, the Revise Agreement
Search Results Page will be displayed. Use this option to make common revisions such as
changes in participant shares, increases and decreases in the approved practice and/or
component extents, etc.

B Example of Revise Agreement Search Results Page

Following is an example of the Revise Agreement Search Results Page.

Note: Additional Page numbers may be displayed at the top and bottom of the page when
all search results do not fit on a single Page.

Menun

Revise Agreement Search Results

Wecome USEH NAME

EFEP Program

Below is a list of agreements for the criteria you selacted.

Your request: State=Alzbama, County=Ezcambia

Cost Share
New Application Cost Shara Agr search results
Edit Applicasion Control Number ABPliCANY o\ ot Status |Disaster 1p| St2t€ Date Approval | o op | Forms |Letters
e ¢ Name ———=————| County | Created Date

Needs/Envi zal Epri

CERmOIE, & Cg:;?z:t]jein Alabzma R FS8848 |Approval
Al Sppuval 01 053 2017 O002A [CONTRACT_APPROVED E'_ b 2 1Z/22/2016 DEKCIKZBLTT o 2 FSAS4SA|Lell
Un-submit e e | :[t;arne:dcls Escamhia e FSA8438

Spring 2011 _ e
AInactivate Application o Eniithe et Alabzma Riogice rsnsay |Approwval
Ses 01 052 2017 0004 PRODU_ERCD\ITFAC__A)PRDVED ;tatqs = 02/23/2017|02/23/2017 rrlninau» FSAE4BA|Lettzr
o :I'ornadcls Escambia G ESug438

Vizn/Print Forms and Leters

Eral:tine Summary

Performance and Practice
Payvment Control Fractice Status Hrocess Status

» ) Number
Chstoh atchi T EC_COMPLETE_ELIGIBLE ND_COMPLETE_MEEDED
Ricord BPay Q004.01.Lrs PENDING_CERTIFICATION PC_PRODUCER_CERTIFICATION_COMPLETE
TC_TSP_CERTIFICATION _COMPLETE
View B Print Existing ST
- ;z::hgeastern Alabzma
Reskryy Parprcnit 01 053 2017 0015 c ACTIVE_REWISE i - 03/16/2017|04/25/2017 FSas4s
¥ States X
PRODUCER Escambia
- Tornades
Apreement Maintenance Spring 2011 [y
2 a
01 053 2017 00154 B REVISE_IN_PROCESS ;‘-“”t}‘“ste"” = 04/25/2017 Edit FSasag
PRODUCER] Ctates e —
Agreement [n Process Tornados

C Fields, Descriptions, and Actions

The following table provides the field descriptions and actions for the Search Results Page.

Field/Link Description and Action
Control Number [CLICK the agreement control number link for the agreement. A Practice
Summary box will be displayed for the selected record. In the example
above the user has clicked Control Number 01_053 _2017_0004 so the
Practice Summary is displayed for that record. To close the Practice
Summary CLICK the agreement control number link again.
Revise The Revise Contract Page will be displayed. See paragraph 171 for
additional information.
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Par. 170

170  Revise Agreement Search Results (Continued)

3-14-19

C Fields, Descriptions, and Actions (Continued)

Field/Link Description and Action

Terminate The Terminate Contract Page will be displayed. See paragraph 201 for
additional information.
Note: Terminations may initiate receivables.

Edit The Agreements Signup -5-5 Applicant Information Page will be
displayed. See paragraph 172 for additional information.

FSA-848 Generates Form FSA-848, Cost-Share Request.

FSA-848A Generates Form FSA-848A, Cost-Share Agreement.

FSA-848B Generates Form FSA-848B, Cost-Share Performance Certification and
Payment.

Approval Letter | Generates approval letter.
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Par.171
Revise Contract

A Overview

After Revise is selected from the Links column on the Revise Agreement Search Results
Page, the Revise Contract Page is displayed for the selected record. Revisions may be
required due to changes in shares, changes in approved practice extents, extension of practice
expiration dates, etc. This Page is used to enter the reason for the revision and a description
of the revised agreement to be created.

B Example of Revise Contract Page

Following is an example of the Revise Contract Page.

Menu Revise Contract

Welcome USER NAME

EFRF Program Control No : 01_053_2017_0004 Creation Date : 02/23/2017
Applicant Name : D PRODUCER Disaster ID : 1502

B Status : CONTRACT APPROVED
Cost Share Add/Wiew MNotes
Mew Application Below is the list of practices and their cost share information of an application.
EieyiEan Practices Summary
Needs/Environmenta| Practice Program | Practice | Prgram Accounting Total CostShare CostShare

o I Control Code Code Code - Funds Approved Amount | Earned (5)
HETEETETE Number Available ($)
Un-submit 01-053-2017- |EFRP EF3 3340-15825.00 10321.00 150,00
Inactivate Application 0004-01-EF3

Search
WiewPrint Forms and Letters

) REUiS-IDn Reason : | Dth&r ~
Payment :
3 * Agresment Description @

Certification

Record &Pay

Certifications.
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171  Revise Contract (Continued)

C Fields, Descriptions, and Actions

3-14-19

Par.171

Field/Link

Description and Action

Revision Reason

Select from the drop-down menu one of the following reasons the

agreement is being revised:

Acreage due to CLU certification
Reconstitution

Participant and/or Shares

Acres transferred to EWRP, WRP, EWP
Contract Extension

Mid-Contract Management

Due to Conservation Plan

Due to Incorrect Data Entry

Due to Inheritance

Other

Agreement
Description

Enter a description of the agreement.

Continue

The Agreements Signup - Applicant Information Page will be

displayed. See paragraph 172 for additional information.

Cancel

The Revise Agreements Search Results Page will be displayed.
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172 Agreements Signup - Applicant Information Page

A Overview

After user clicks “Continue” from the Revise Contract Page, the Agreements Signup -
Applicant Information Page will be displayed.

B Example of Agreements Signup - Applicant Information Page

Following is an example of the Agreements Signup - Applicant Information Page.

Menu

Agreements Signup - Applicant Information

Welcome USER NAME Following are the producer details.

EFRP Program

All requirad fizlds are denoted by an asterisk{*}
* State
W

* County :

Select Program

Cost Share

New Application
: - * producers : |Add Producer
Edit Application
Needs/Environmental * Select Primary Applicant :
Agreement Approval Select Applicant(s) Action
S ® | DPRODUCER [Remove |
Inactivate Application
o

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Agreements Signup
- Applicant Information Page

Field/Link Description and Action
State County Office users associated with more than one State must
select the desired State from a drop-down list. Drop-down menu is
inactive for State and National Office users. State and National
Office users are limited to the State selected on the Program Page
during program selection.
County County Office users associated with more than one county must
select the desired county from a drop-down list. Drop-down menu
is inactive for State and National Office users. State and National
Office users are limited to the county selected on the Program Page
during program selection.
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Par. 172

172 Agreements Signup - Applicant Information Page (Continued)

C Fields, Descriptions, and Actions (Continued)

3-14-19

Field/Link

Description/Action

Add Producer

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

After user clicks an applicant’s link from the SCIMS search results,
the Agreements Signup - Applicant Information Page will be
redisplayed with the selected applicant’s information added.

Select

Designate a producer as primary applicant. Under “Select” column,
CLICK the option for the primary applicant.

Remove

Removes a producer.

Continue

The Agreements Signup - Add Contributors Page will be displayed.
See paragraph 173.
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Par. 173
173  Agreements Signup - Add Contributors

A Overview

The Agreements Signup - Add Contributors Page will be displayed after “Continue” is
selected from the Agreements Signup - Applicant Information Page.

B Example of Agreements Signup - Add Contributors Page

Following is an example of the Agreements Signup - Add Contributors Page.

MMenu

Agreements Signup - Add Contributors

‘Welcome USER NAME Control No : 01_053_2017_0004A Creation Date : 06/12/2017
Applicant Name : D PRODUCER Disaster ID : 1502
EFRF Program Status : REVISE_IN_PROCESS

Select Program

AddView Motes

Cost Share

Following are the Producer/Contributor details.
Mew Application
Edit Application all required fields are denoted by an asterisk{*}
. Producer Farm Details

Meeds/Envirenmentl * producer(s) Farm Mo. Tract No. * Field No. State County
COTEETEE SERTE D PRODUCER 0001572 0000585 I:l 01 053
Un-submiz O PRODUCER Q001572 0000584 a1 053
R T O PRODUCER 0001572 DODDESE [ ] 01 053
Search

=re D PRODUCER 0003122 ooooass [ ] 01 o5z
Wiews,Print Forms and Letters

D PRODUCER 00031232 00008562 L] 01 o532

Performance and
Pﬂ}"mmt |Save & Go To Contract Summary ||< Back

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Agreements Signup

- Add Contributors Page.
Field/Link Description and Action
Field No. Used to complete either of the following actions:

e revise existing field numbers

e add new field numbers to new farm/tract combinations that are
displayed after adding a new producer.

Save & Go To The Agreement Approval Page is displayed.
Contract Summary
Back User is returned to Agreements Signup - Applicant Information

Page. See paragraph 172.
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Agreement Approval Data

A Overview

Par. 174

The Agreement Approval Data Page will be displayed after “Save & Go To Contract
Summary” is selected from the Agreements Signup - Add Contributors Page.

B Example of Agreement Approval Data Page

Following is an example of the Agreement Approval Page.

Welcome USER NAME Control No ¢ 01_053_2017_00044

Applicant Name : [ PRODUCER
Status : REVISE_IMN_PROCESS

EFREF Program

Select Program

Menu Agreement Approval

Creation Date : 05/12/2017
Disaster ID : 1502

Add/Wiew Notes

Cost Share

Below is the list of practices associated with an application.
Mews Application
Edit Application
Practice Summary
MNeeds/Environmentzl Practice Approvel
Agresment Approval Control Process State
: Number Data
Un-submis 01-053-2017- |EnvirenmentCompliance-Eligible NeedsDetermination-Complete-Meedead [Edit
Inactivate Application 0004-01-EF3  |ProducerCertification_Incomplete TSPCertification_Incomplets
Search
WiewPrint Forms and Letters

Performance and

2- EFRP Amend. 1
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Par. 174

Agreement Approval Data (Continued)

B Example of Agreement Approval Data Page (Continued)

Note: If a new field number was added to the application using the “Field No.” column on

the previous Agreement Signup - Add Contributors Page in paragraph 173, the user
will receive an error message stating “The farms below are not associated to any other
practice” as follows.

Menu

welcome USER NAME

EFRP Program
Salect Program

Cost Share

Mew Application

Edit Application
Meeds/Environmental
Agreement Approval
Un-submit

Inactivate Application
Se=arch

View,Print Forms and Letters

Certification

Record &Pay

Wiew & Print Existing
Cacifioar

Performance and
Payment

Agreement Approval

Control No @ 01_052_2017_0004A Creation Date : 05/12/2017
Applicant Name : O PRODUCER Disaster ID : 1502
Status : REVISE_IM_PROCESS

Add/ Wiew Motes

Below is the list of practices associated with an application.

Practice Summary
Practice
Control
Number

01-053-2017-

0004-01-EF3

Approval

Process State
Data

EnvironmentCompliance-Eligible NeedsDetermination-Complete-Needad |Edit
ProducerCertification_Incomplete TSPCertification_Incompleta

The farms below are not associated to any other practice

Field
0000E86 20

* Farm Tract

0001572

Continue ||Cancel

If the user receives this message the user must either:

CLICK “Edit” to associate the added field to a practice (paragraph 175)

CLICK “Cancel”, reselect the application being revised, and remove the added field if
the field was added in error.

C Fields, Descriptions, and Actions

3-14-19

The following table provides the fields, descriptions, and actions for the Agreement Approval

Data Page.
Field/Link Description and Action
Add/View Notes Provides the ability to Add/View notes.
Edit The Application Signup - Add Practices Page will be displayed.
Continue The Agreement Approval - Assign Disaster ID Page will be
displayed. See paragraph 179 for additional information.
Cancel A blank “Cancel” Page is displayed with a message advising the

user to select a function from the left menu to continue.
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Par. 175

175  Agreement Signup - Add Practices

A Overview

The Application Signup - Add Practices Page will be displayed after “Edit” is selected from
the Agreement Approval Data Page.

B Example of Agreement Signup - Add Practices Page

Following is an example of the Agreement Signup - Add Practices Page.

Menu Application Signup - Add Practices
Welcome USER NAME

Control No @ 01_053_2017_0004A Creation Date : 08/13/2017
EFRF Program Applicant Name : [ PRODUCER Disaster ID : 1502
e Status : REVISE_IN_PROCESS

Add/Wiew Notes

Cost Share

Mew Application

Nesds/Environments|
Agreement Approval
Un-submit

Inactivate Application

Search

iew/Print Ferms and Letters

Following fields lets you to add or edit a practice

Edit Application All required fizlds are dznoted by an asterisk{=}

Farm, Tract, Field & Acres :

= U E R FF3 - Bottomland Mixed Forest REtmatiDn

* Practice Rate Type : Component Rate

Disaster Type : Tornado

Select * Farm No. Tract No. Field No. * Acres State County

Qoois72 Q000s84 59 01 053

Performance and
Fayment |Save & Add Practice Component(s) ||Cance] |

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Agreement Signup -

Add Practices Page.
Field/Link Description and Action
Add/View Notes CLICK “Add/View Notes” to insert notes and/or comments on

each Page.

Select Practice

From the drop-down menu, select the practice.

Acres Revise the acres, if applicable. Select newly added fields and add
practice acres information if applicable.

Save & Add Practice |Click “Save & Add Practice Component(s)” and Agreement

Component(s) Signup - Add Practice Components Page will be displayed.

Cancel The Agreement Approval Data Page will be displayed.

3-14-19
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Agreement Signup - Add Practice Components

A Overview

Par. 176

The Agreement Signup - Add Practice Components Page will be displayed after “Save &
Add Practice Components” is selected from the Agreement Signup - Add Practices Page.

B Example of Agreement Signup - Add Practice Components Page

Following is an example of the Agreement Signup - Add Practice Components Page.

Menu

Agreement Signup - Add Practice Components

Welcome USER NAME

Control No ; 01_053_2017_0004A
Applicant Name : D PRODUCER
Statws : REVISE_IM_PROCESS

EFRP Program

Select Program

Creation Date : 0&8/13/2017
Disaster ID : 13502

Add/View Motes

Cost Share
Add or Edit components.
Mew Application
Edit Application
3 All required fizlds are denoted by an asterisk{*=}
Mesds/Environmentsz|

Selected Practice: 01-EF3
* Practice extent(Acre): 5.00

Agreement Approval
Un-submit

* Select Components :| Select Components

9 ]

Inactivate Application

Search *0nly the selected onas will be addad to the application

Agreement Maintenance

View,/Print Forms and Letters ) . Avg Regular Limited
Component Component *Technical Rate Actual CostShare Fosource *Extent Remove
Performance and MName Unit Practices Type Cost (96) CostShare Approved Link
Payment ($) (%)
— |Nﬂthing found to display.
cation
Avg Regular it
Record &Pay Component Component Technical Rate Actual CostSh resource Extent
View & Print Existing Name Unit Practices Type Cucstl::;] os(%)are CostShare Approved
Certifications (oa)
Parcent of
Retry Payment (n]=k] Acre 500 Cost - Mot 275.00 753.00 % F3.00 % 5.00
to Exceed

Sawve & Continue ||Back |
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Par. 176

176  Agreement Signup - Add Practice Components (Continued)

C Fields, Descriptions, and Actions

3-14-19

The following table provides the fields, descriptions, and actions for the Application Signup -
Add Practice Components Page.

Field/Link

Description and Action

Select Components

Provides the ability to:

e add components by selecting from a drop-down list of available
components that may be associated with the practice

e remove newly added components (prior to save & continue)
e add extents for newly added components
e add technical practices for newly added components.

Notes: See subparagraph D for an example of a component added
during the revision.

Existing components cannot be removed; however, “Extent
Approved” can be changed to zero on the Agreement Signup -
Component Rate Practice Approval Page.

Save & Continue

The Agreement Signup - Component Rate Practice Approval Page
will be displayed.

Back

The Application Signup - Add Practices Page will be displayed.
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Agreement Signup - Add Practice Components (Continued)

Par. 176

D Example of Redisplayed Agreement Signup - Add Practice Components Page

Following is an example of the Redisplayed Agreement Signup - Add Practice Components
Page after the user has selected the additional component “DB1” and clicked “Add” on the
original version of the page shown in subparagraph B.

Menn
Weicome USER NAME
EFRP Program

Select Program

Cost Share

New Application

Edit Application
Needs/Environmentzl
Agresment Approval
Un-submit

Inactivate Application
Search

View/Print Forms and Letrers

Performance and

Payment

Cartification
Record &Pay

View & Print Existing
Cartifications

Ratry Payment

Agreement Maintenance

Ravize Agresment

Terminate/Reinstate
Agresment

Agreement Signup - Add Practice Components

Control No : (1-053-2017-00044
Applicant Name : [ PRODUCER
Status : REVISE_IN_PROCEESS

06/27/2017
1502

Creation Date :
Disaster ID =

Add/Vievs Notes

Add or Edit components.

All required figlds are denoted by an asterisk{*}

Selected Practice: 01-EF3
* Practice extent{Acre): 5.00

* Select Companents :|Ee|-e:t Compenents V|
*0nly the salzcted ones will be added to the application
Avg Limited
Regular
Component Component *Technical Prackices Rate Actual CostShare FES0UrCE *Extent Remove
Name Unit Type Cost CostShare Approved Link
(v0)
(%) %)

Percent
of Cost Extent

DB1 Acra |EDD - Obstruction Remaval Vl -MNot  590.00 75.00% 90.00 % AIJPTOVEdl i Bemove

to 1]
Exceed
- Avg Regular _
C ik |G t Tech 1 Li ted Extent
re™ ST Teninl ReteType  Acual  cComohare 'CAmTTONS B
Cost(5) (%)
Percent of
DB3 Acre 500 Cost - Not to 275.00 73.00 %o 73.00 % 5.00
Exceed

E Fields, Descriptions, and Actions

3-14-19

The following table provides the additional fields, descriptions, and actions for the
redisplayed Application Signup - Add Practice Components Page after a component has been
added on the original version of the page that was shown in Subparagraph B.

Field/Link

Description and Action

Technical Practices

User must select a technical practice for the added component from
a drop-down list of Technical Practices associated with the

agreement.

component.

Extent Approved User must enter the amount of the component being added as an
approved component.

Remove The newly added component is removed from the revised

Note: The component must be removed before clicking “Save and
Continue”. After the user clicks Save and Continue the
practice will no longer be able to be removed.

2- EFRP Amend. 1
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A Overview

Agreement Signup - Component Rate Practice Approval

Example of Agreement Signup - Component Rate Practice Approval Page

Par. 177

The Agreement Signup - Component Rate Practice Approval Page will be displayed after
“Save & Continue” is selected from Agreement Signup - Add Practice Components Page.

Following is an example of the Agreement Signup - Component Rate Practice Approval
Page.

Menu

Welcome USER NAME

EFRP Program

Select Program
Cost Share

New Application

Edit Application
MNe=ds/Environmental
Agresment Approval
Un-submit

Inactivate Application
Search

iew,/Print Forms and Letters

Performance and
Payment

Certification
Record &Pay

fiew & Print Existing
Certifications

Retry Payment

Agreement Maintenance

Terminate/Reinstate
Agresment

Agreement Sicnup - Component Rate Practice Approval

Control No :

01_053_2017_0004A

Applicant Name : 0 PRODUCER

Status :

REVISE_IMN_PROCESS

Creation Date :

06/13/2017
Disaster ID : 1302

Following fields need to be filled out for Component Rate practice approval.
All required fields are denoted by an asterisk{*}

Selectad

* Practice Begin Date{MM/DD/YYYY)

* practice End Date(MM/D

Practice : 01-EF3

: [02/23/2017

D/YYYY) 1 |08/23/2017

Practice Extents

Extent Requested

Extent Needed

Extent Approved

Components
Avg Max Cost
Extent |Technical Gl ~LH ?hi:re Extent | Extent
L= Requested | Practice Big || FiElienT Unbizi Needed | Approved
4 Per Unit| Regular{®:) | Resource PR
(s) (%)
DBZ 5.00(500 % 275.00 75.00 % 75.00 % 5.00 | 5.Gl:||
Name Limited Resource Percent Share(%)
A JAMES SMITH No 100.00

Continue to Next Step | |Cance| |

Shaow/Hide selected practice's farm, tract, and fields

Farm No. Tract No. Field No.

0001572 00Q0&B4

€3 5.00 01

Acres S5tate County
053
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Par. 177
177  Agreement Signup - Component Rate Practice Approval (Continued)

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Agreement Signup -
Component Rate Practice Approval Page.

Field/Link Description and Action

Practice Begin Date | Modify the practice begin date, if applicable.

Practice End Date Modify the practice end date, if applicable.
Note: To extend the practice end date the user must:

e Select “Contract Extension” as the Revision Reason, enter an
agreement description and CLICK “Continue” on the Revise
Contract Page (paragraph 171).

e Follow steps in paragraphs 172 through 176. If no changes
other than the practice end date are being made, CLICK:

0 “Continue” on Agreements Signup -Applicant
Information page (paragraph 172)

0 “Save & Go To Contract Summary” on Agreements
Signup — Add Contributors page (paragraph 173)

0 “Edit” on Agreement Approval page (paragraph 174)

0 “Save & Add Practice Component(s)” on Agreement
Signup — Add Practices page (paragraph 175)

0 “Save & Continue” on Agreement Signup - Add
Practice Components page (paragraph 176).

o Enter the desired extended completion date on this page and
CLICK “Continue to Next Step”.

e Continue processing the revision all the way through COC
approval of the revised agreement.

Practice Extents

Field/Link Description and Action

Extent Approved Modify the extent approved, if applicable.

Note: Ifthe extent is increased, funds must be available to
obligate the new amount for approval purposes, but no
money will be collected or distributed during this step.
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Par. 177

177  Agreement Signup - Component Rate Practice Approval (Continued)

C Fields, Descriptions, and Actions (Continued)

3-14-19

Components
Field/Link Description and Action
Extent Approved Modify the extent approved, if applicable.

Note: Ifthe extent is increased, funds must be available to
obligate the new amount for approval purposes, but no
money will be collected or distributed during this step.

Percent Share (%)

Modify the producer share(s) if applicable.

Note: The sum of the percent shares for all producers must equal
100 percent. When only one producer is associated with the
agreement the share for that producer must be 100 percent.

Continue to Next Step

The Agreement Signup - Component Rate Practice Approval
Confirmation Page will be displayed.

Cancel The Application Signup Page will be displayed. The Application
Signup Page is a blank page that instructs the user to use the left
navigation menu to select a task.

Show/Hide selected CLICK “Show/Hide selected practice’s farm, tract, and fields”

practice’s farm, tract,
and fields

to either show or hide a list of the farm, tract, and field numbers and
acres associated with the practice. Default display is to hide this
information. In the example in subparagraph B the user has clicked
this link so the information is displayed.
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A Overview

Application Signup - Component Rate Practice Approval Confirmation

Par. 178

The Application Signup - Component Rate Practice Approval Confirmation Page will be
displayed after “Continue to Next Step” is selected from the Agreement Signup -
Component Rate Practice Approval Page.

Example of Application Signup - Component Rate Practice Approval Confirmation

Page

Following is an example of the Application Signup - Component Rate Practice Approval

Confirmation Page.

Menu

Welcome USER NAME
EFRP Program

Select Program
Cost Share

MNew Application

Edit Application
Meeds/Environmental
Agreement Approval
Un-submit

Inactivate Application
Search

View/Print Forms and Letters

Performance and
Payment

Certification
Record &Pay

‘iew B Print Existing
Certifications

Retry Payment

Agreement Maintenance

“omponent Rate Practice Approval Confirmation
Control No : 01_052 2017 0004A Creation Date : 058/13/2017
hpplicani Name : D PRODUCER Disaster ID : 1502
Status : REVISE_IMN_PROCESS
Following is the Component Rate practice approval summary.
Selected Practice : 01-EF3
Practice Begin Date : 02/23/2017
Practice End Date : 03/23/2017
Practice Extents |
Extent Requested Extent Needed Extent Approved
5.00 5.00 3.00
Components
Avg Max Cost
ELEl -~ Share Total
Extent |Technical| Cost |Cost/Share| 7 7 Extent | Extent
Name . Limited Cost
Requested| Practice | Per Regular Needed Approved
_ Resource (%)
Unit {%0) (95)
()
- . . £
DBZ |5.00 300 275.00 F5.00 %) 75.00 % 5.00 5.00 1275.00
MName Limited Resource Percent Share(%) Amount Approved($)
A JAMES SMITH Mo 100.00 % £ 1031.00
|Cc-ntinue to Mext Step | |Cancel |
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Par. 178
178  Application Signup - Component Rate Practice Approval Confirmation (Continued)

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Application Signup -
Component Rate Practice Approval Confirmation Page.

Field/Link Description and Action

Continue to Next Step | The Agreement Approval Page will be displayed. See
paragraph 174 for additional information.

Cancel The Application Signup Page will be displayed. The Application
Signup Page is a blank page that instructs the user to use the left
navigation menu to select a task.
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179  Agreement Approval - Assign Disaster ID

A Overview

The Agreement Approval - Assign Disaster ID Page will be displayed after “Continue” is
selected from the Agreement Approval Page.

B Example of Agreement Approval - Assign Disaster ID Page

Following is an example of the Agreement Approval - Assign Disaster ID Page.

Menu

Welcome USER NAME
EFEP Program

Cost Share

Agreement Approval - Assign Disaster ID

Control No : 01_053_2017_0004A Creation Date : 08/13/2017

Applicant Name : D FRODUCER Disaster ID : 1502
Select Program Status : REVISE_IN_PROCESS

New Application

Edit Application
Meeds/Environmental
Agreement Approval
Un-submit

Inactivate Application

Search

Please assign a Disaster-ID to proceed with approval

\Views/Print Forms and Letters

Select Disaster ID : |Spring 2011 Southeastern States Tornados - 1502 W

Selact Disaster Type : |T0rnadg V|

Drescription of Site : description b

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Agreement Approval

- Assign Disaster ID Page.
Field/Link Description and Action
Select Disaster ID From the drop-down menu, select applicable disaster ID.

Note: The disaster ID can only be edited if payments have not
been issued.

Select Disaster Type

From the drop-down menu, select applicable disaster type.

Description of Site

Enter or edit the description of the web site.

Continue

Edits will be saved, and the Agreement Approval Page will be
displayed. See paragraph 180.

Back

Edits will be discarded, and the Agreement Approval Page will be
displayed.

3-14-19
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A Overview

Par. 180

Agreement Approval - Fund Selection (Revision)

The Agreement Approval - Fund Selection (Revision) Page will be displayed after
“Continue” is selected from the Agreement Approval - Assign disaster ID Page.

B Example of Agreement Approval Page, Fund Selection (Revision)

Following is an example of the Agreement Approval Fund Selection (Revision) Page.

Menu

Welcome USER MAME
EFEP Program

Select Program

Cost Share
Mew Apglication
Edit Application
Meeds/Environmental
Agreement Approval
Un-submit
Inactivate Application
Search
View,Print Forms and Letters

Performance and
Payment

Certification
Record &Pay

View & Print Existing
Certifications

FRetry Payment

Agreement Approval

06/13/2017
1502

Creation Date :
Disaster ID :

Control No : 01_053_2017_0004A

Applicant Name : D PRODUCER

Status : REVISE_IN_PROCESS
Add/Wiew Notes

Below is the list of practices associated with the application.

All requirad fields are denoted by an asterisk{*}

|Lack Of Funds Letter

|Pra|:|:ice Summary |

Practice Requested Approve * Fund-Available
control Process State Costshare Cost Amount($)
Number (%) Share
01-053- EnvironmentCompliance-Eligible
2017- MeedsDetermination-Complete-Neaded
0004-01- PrnducerCertiFication_Iﬁmmplete $1031.00) $1031.00
EF2 TEPCertification_Incomplete

Warning: Cther practices will not be approved on this contract unless approval data is enterad on
previous screen

|Save&€ontinue ||Back |

C Fields, Descriptions, and Actions

3-14-19

The following table

provides the fields, descriptions, and actions for the Agreement Approval

Fund Selection (Revision) Page.

Field/Link Description and Action
Fund-Available |The program accounting code will be prefilled; however, it can be edited
Amount($) if the disaster ID was changed.

If funds are not available, click “Lack of Funds Letter” to generate a
letter for producers.

Save & Continue

The Agreement Approval Contract Summary Page will be displayed.
See paragraph 181.

Back

Agreement Approval - Assign Disaster ID Page will be displayed.
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181 Agreement Approval

A Overview

Contract Summary

Par. 181

The Agreement Approval Page, with contract summary will be displayed after “Save &
Continue” is selected on the Agreement Approval, fund selection revision.

B Example of Agreement Approval Contract Summary

Following is an example of the Agreement Approval Contract Summary Page that will be
displayed after the user CLICKS “Save & Continue” on the Agreement Approval Page.

Menu

Welcome USER NAME

EFEP Program

Salect Program
Cost Share
MNew Application
Edit Application
Meeds/Environmental
Agreement Approval
Un-submit
Inactivate Application
Search
Wiews/Print Forms and Letters

Certification

Record &Pay

Performance and
Payment

Control No : 01_0353_2017_0004A Creation Date :

Status : REVISE_IM_PROCESS

Agreement Approval

Applicant Name : D PRODUCER Disaster ID : 1502

Add/Wiew MNotes

06/13/2017

Below is the list of practices and their cost share information of an app

lication.

Approved Practices
Practice Process State Requested | Approved Fund-
Control Costshare |Costshare| Available
Number (%) (%) Amount
(&)
01-052- |EnvironmentCompliance-Eligible $1021.00 51021.00|2240-
2017- NeedsDetermination-Complete-Needed 15826.00
0004-01- |ProducerCertification_Incomplete
EF3 TSPCertification_Incomplete

| ReviseComplate | | Back |

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Agreement Approval
Contract Summary Page.

Field/Link

Description and Action

Revise Complete

CLICK “Revise Complete” and the Agreement Approval, with contract
summary will be displayed with the message “Revision is Complete”.

See paragraph 182.

Back

The original version of the Agreement Approval Page, with contract
summary shown in subparagraph B will be displayed. Agreement

approval is not processed.

3-14-19
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Par. 182

182  Agreement Approval Revision Complete

A Overview

The Agreement Approval Revision Complete Page will be displayed after “Revise
Complete” is selected from the Agreement Approval Contract Summary Page.

B Example of Agreement Approval Page

Following is an example of the Agreement Approval Revision Complete Page.

Menu

Welcome USER NAME
EFEP Program

Salect Program

Cost Share

New Application

Edit Application
Nesds/Environmental
Agreement Approval
Un-submit

Inactivate Application

Agreement Approval

Control No : 01_053_2017_0004A Creation Date : 06/13/2017
Applicant Name : 0 PRODUCER Disaster ID : 1502
Status : REVISE_COMPLETE

Revision is Complete.

|Exit ||Cuntinue to Submit To COC/CED ||E-aclc |

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Agreement Approval
Revision Complete Page.

Field/Link

Description and Action

Exit

The Search Agreements for Revision Page will be displayed. See
paragraph 169 for additional information.

Note: The agreement can now be found in the list of agreements
that is displayed when either “Agreement in Process” or
“Submit to COC/CED” is selected from the left navigation
bar under the Agreement Maintenance header.

Continue to Submit

Agreement is submitted to COC/CED for approval. Agreement

To COC/CED Maintenance - Submit to COC/CED Page will be displayed. See
paragraph 217.
Back The Agreement Approval Page, with contract summary will be

displayed.

183-190 (Reserved)

3-14-19
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Par. 191
Section 2 Agreement in Process

191 Edit Contract

A Overview

3-14-19

An agreement in process is an agreement where a revision has been started, but the revised
agreement (sometimes referred to as the successor agreement) has not yet been submitted to
COC/CED. To edit an agreement in process, from the EFRP Home Page, CLICK
“Agreement in Process” from the left navigation menu. The Edit Contract Page will be
displayed.

The Edit Contract Page contains a list of all agreements where a revision has been started,
but the revision has not been designated “Revise Complete” on the Agreement Approval
Page, with contract summary according to paragraph 181.

The agreement being revised (sometimes referred to as the predecessor agreement) will be
displayed with a status of “ACTIVE REVISE”. Its partner contract for the incomplete
revision is displayed with the same agreement number and the next available suffix. The
status of the incomplete revision will be “REVISE IN PROCESS”.

Contracts are added to the list of agreements in process as soon as the user adds a reason for
revision and a description of the agreement on the Revise Contract Page and clicks
“Continue” according to paragraph 171.

Note: Terminated agreements in the process of being reinstated are also processed through
the Revise Agreement process after the user answers “Yes” to the question, “Do you
wish to reinstate this agreement?”” on the Agreement Maintenance - Reinstate
Agreement Page. See Paragraph 209. Agreements that are being reinstated do not
have a partner contract on the Edit Contract Page.
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Par. 191

191 Edit Contract (Continued)

B Example of Edit Contract Page

Following is an example of the Edit Contract Page.

Welcome USER NAME

EFRP Program Agreement results
= - Date
q - — -
Select Program Agreement Applicant Agreement Status | Disaster ID Hate Revision Aporoval Links
Numbear Name County —Beqan Date
Cost Share Spring 2011 |,
e Apalieatio 1] Scutheastern| 202 ME
B HLEL i 01_053_2017_0004 PRODUCERACTIVE_REVISE States - 02/23/2017|02/23/2017|PDF
Edit Application Tornados Escambiz
Needs/Environmental o gg;i:th::ttin Alabama Edit
01_053_2017_00044 REVISE_COMPLETE - 06/13/2017 Cancel-
resment Approval — - — e [=Se=
e L PRODUCER Stabesd Escambiz Revision
Unsubmic Tornados
Spring 2011 -
5 S Alabama Edit
Inactivate ication o
Appl 01_053_2017_0024A PRDI:?UCER REVISE_IN_PROCESS g:‘:bteh:“t”” - 06/01/2017|06/02/2017 [Cancel-
Search Tornados Escambiz Reinstate
View/Print Forms and Letters

Performance and
Back To Main Menu
Payment

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Edit Contract Page.

Field/Link Description and Action
PDF Generates a PDF of FSA-848B, Cost-Share Performance
Certification and Payment, for the contract being revised.
Edit CLICK “Edit” and the Agreement Signup - Applicant Information

Page will be displayed. Follow instructions in Part 5, Section 1,
beginning with paragraph 172 to complete the revision.

Cancel-Revision

Discards the current revision and returns the previous agreement to
its prior status. The Agreement Maintenance - Cancel Revision Page
will be displayed. See paragraph 192.

Cancel-Reinstate

Discards the current reinstatement. Agreement returns to its status
of “Terminate Contract”. The Agreement Maintenance - Cancel
Reinstate Page will be displayed. See paragraph 194.

Back to Main Menu

The Application Signup Page will be displayed. The Application
Signup Page is a blank page that instructs the user to use the left
navigation menu to select a task.

3-14-19
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Par. 192
192  Agreement Maintenance - Cancel Revision

A Overview

The Cancel-Revision link is available when the user selects the agreement being revised from
the applicable process under the Agreement Maintenance header in the left navigation menu.
The Cancel Revision link moves with the agreement as the agreement progresses through the
Agreement in Process, Submit to COC/CED, and COC/CED Approval processes. Although
the agreement being revised can be located using the Application Search or Agreement
Search processes link, the Cancel-Revision link is not available from the search results. The
following table describes where to find the Cancel Revision Link.

Agreement Status Agreement Status Trigger Access Cancel Revision Process

Revise in Process User clicks “Revise” in the Click “Agreement In Process”
Links Column on the Revise from left navigation menu, then;
Agreement Search Results Page | Click “Cancel Revision™ in the
(paragraph 170). Link column.

Revise Complete User clicks “Revise Complete” | Click “Submit to COC/CED”
on the Agreement Approval from left navigation menu, then;
Contract Summary Page Click “Cancel Revision” in the
(Paragraph 181). Link column.

Revise COC User clicks “Submit” on the Click “COC/CED Approval”
Agreement Maintenance — from left navigation menu, then;
Submit to COC/CED Page Click “Cancel Revision” in the
(Paragraph 217). Link column.

Note: After Cancel-Revision is selected from the applicable page the Agreement
Maintenance - Cancel Revision Page will be displayed.

B Example of Agreement Maintenance - Cancel Revision Page

Following is an example of the Agreement Maintenance - Cancel Revision Page.

Menu

Agreement Maintenance - Cancel Revision

Welcoms USER NAME

Control No : 01_053_2017_00044 Creation Date : 06/132/2017
EFRP Program Applicant Name : D PRODUCER Disaster ID : 1502
Status : REVISE_COMPLETE

Select Program

Add/Wiew Notes

Cost Share

New Application
Edit Application Revision Reason : Other

Meeds/Environmental

Agreement Approval Do you wish to cancel this Revision request at this time?
Un-submit

Inactivate Application

Search
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Par. 192

192  Agreement Maintenance - Cancel Revision (Continued)

C Fields, Descriptions, and Actions

3-14-19

The following table provides the field descriptions and actions for the Agreement
Maintenance - Cancel Revision Page.

Field/Link Description and Action
Yes Cancellation of the revision will be completed. The Agreement
Maintenance - Cancellation Page will be displayed. See paragraph
193 for additional information.
Back The Edit Contract Page will be displayed.
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Par. 193
193  Agreement Maintenance - Cancellation (Revision)

A Overview

After “Yes” is selected on the Agreement Maintenance - Cancel Revision Page, the
Agreement Maintenance - Cancellation (Revision) Page will be displayed.

B Example of Agreement Maintenance - Cancellation (Revision) Page

Following is an example of the Agreement Maintenance — Cancellation (Revision) Page.

Menu Agreement Maintenance - Cancellation

Welcome USER NAWE

Control Mo : 01_052_2017_0004 Creation Date : 02/22/2017

EFEP Program Applicant Name : D PRODUCER Disaster ID : 1502
Status : CONTRACT_APPROVED

Select Program

Cost Share
New Application Contract Revision Cancellation request is successfully processed.
Edit Application

Me=ds/Environmental

Agresment Approval

M

C Action
Click “Continue”. The Submit to COC/CED Page will be displayed.

The revision that was cancelled and its partner “ACTIVE_REVISE” status contract will no
longer be displayed in the list of Agreements in Process. The status of the contract that was
being revised has been reverted to its previous status.
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194  Agreement Maintenance - Cancel Reinstate

A Overview

Par.194

The Cancel-Reinstate link is only available when the user clicks the “Agreement in Process”
link under the Agreement Maintenance header in the left navigation menu. Although the
agreement being reinstated can be located using the Application Search or Agreement Search
processes, the Cancel-Reinstate link is not available from the search results. After Cancel-
Reinstate is selected from the Edit Contract Page, the Agreement Maintenance - Cancel

Reinstate Page will be displayed.
B Example of Agreement Maintenance - Cancel Reinstate Page

Following is an example of the Agreement Maintenance - Cancel Reinstate Page.

Menu

Agreement Maintenance - Cancel Reinstate

‘Welcome USER NAME

Status : REVISE_IN_PROCESS

Select Program

Control Mo : 01_052_2017_00244 Creation Date : 05/01/2017
EFRP Program Applicant Name : S PRODUCER Disaster ID : 1502

Add/View Motes

Cost Share
MNews Application
Edit Application Do you wish to cancel this Reinstate request at this time?

Me=ds/Environmentsl

Agreement Approval

Un-submit

C Fields, Descriptions, and Actions

The following table provides the field descriptions and actions for the Agreement
Maintenance - Cancel Reinstate Page.

Field/Link Description and Action

paragraph 195 for additional information.

Yes Cancellation of the reinstatement will be completed. The
Agreement Maintenance - Cancellation Page will be displayed. See

Back The Edit Contract Page will be displayed.
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195 Agreement Maintenance - Cancellation (Reinstate)

A Overview

After “Yes” is selected on the Agreement Maintenance - Cancel Reinstate Page, the
Agreement Maintenance - Cancellation (Reinstate) Page will be displayed.

B Example of Agreement Maintenance - Cancellation (Reinstate) Page

Following is an example of the Agreement Maintenance - Cancellation (Reinstate) Page.

Menu

Agreement Maintenance - Cancellation

‘Welcome USER NAKE

Control No : 01_053_2017_00244 Creation Date : 06/01/2017

EFRP Program Applicant Name : 5 PRODUCER Disaster ID : 1502
Status : REVISE_IN_PROCESS

Select Program - -

Cost Share

New Application Contract Reinstate Cancellation request is successfully processed.
Edit Application

Me=ds/Environmental
Agresment Approval
Un-submit

C Action
Click “Continue”. The Edit Contract Page will be displayed.

The contract that was being reinstated will no longer be displayed in the list of Agreements in

Process. The status of the contract that was being reinstated is returned to “Terminate
Contract”.

196-200 (Reserved)
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Par. 201
Section 3 Terminate/Reinstate Agreement

201 Terminate Contract
A Overview
To terminate and/or reinstate an approved agreement, from the EFRP Home Page, CLICK
“Terminate/Reinstate Contract” on the left navigation menu. The Terminate Contract Page
will be displayed.

B Example of Terminate Contract Page

Following is an example of the Terminate Contract Page.

Menu Lerminate Contract |
‘Walcome USER MNAME
EFRP Propram Agreement r It
- " Date
Select Program Agreement Applicant Anreamant Status | Nisastar TN State Ravicinn Appraval links
Number Name County Date
“ost Shar E Began S
Cost Share Spring 2011
icati A Southeastern flabaina i " Terminats||
Maw ication P i I lerminate
Appl ['rl_D53_2017_C|D{.‘2APRUDUCER CONTRACT_APPROVED States ) b 12/22/2016(06/01/2017 POF
Edit Application Tornados D
Maeds/Emironmental (1] gz:aﬂge::til{n Ao Terminats||
2 \ y 5 2/22/2 232/2017| EOMinate
P an i 02_053_3027_0004 | o o [CONTRACT_APPROVED | ZE07H - 02/22/2017)02/23/2017 |00
e Tornados =
Spring 2011 Alabama
Tnactivate Applicati - - e
i s ) 01_053_2017_0005 3 |TERMINATE_CONTRACT g:’;t:‘;'““'" - 03/10/2017|06/08/2017 ;‘E'I_E“t""
Search PRODUCER] el Escambia e
Wiew,Print Forms and Letters Spring 2011 e
] Suulheasl i Resiislal
Performance and 01_053_2017_0013 TERMINATE_CONTRACT|- o oo ol 06/06/2017|06/08/2017| ouaets
PRODUCER| States AT EDF
Payment L Ezcambiz
Carifirarinn | :pri&g Eutll Mabama e
outheastern I erminate|y
01_053_ 2017 0015 CONTRACT_APPROVED = 04/25/2017|04f25/2017| ——
Record &Pay S PRODWCER = Statas S 72"\ poE
Tornados AR
W Rms O M Carirtime

Note: When “Terminate/Reinstate Agreement” is selected from the left navigation bar under
the Agreement Maintenance menu all active agreements (Contract Approved and
Partially Earned contract statuses), all completed agreements (Paid and Finalized
contract statuses), and all terminated agreements will be displayed. This may result
in a list that is many pages long. When this is the case it may be difficult to
determine which page contains the desired agreement. The most efficient way to
locate the desired agreement is to use the Agreement Search link located at the
bottom of the left navigation bar under the Agreement Maintenance menu and search
by agreement number according to paragraph 236. The applicable terminate or
reinstate link will be available in the “Links” column of the search results.
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Par. 201
201 Terminate Contract (Continued)

C Action

If “Terminate” is selected, the Agreement Maintenance - Terminate Agreement Page will be
displayed. See paragraph 202 for additional information.

If “Reinstate” is selected, the Agreement Maintenance - Reinstate Agreement Page will be
displayed. See paragraph 208 for additional information.

Note:  If termination of an agreement was started but the COC/CED Approval has not

been entered, the user can access the agreement under COC/CED Approval
according to Section 5.
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Agreement Maintenance - Terminate Agreement Reason

A Overview

Par. 202

After clicking “Terminate” on the Terminate Contract Page, the Agreement Maintenance -
Terminate Agreement Page will be displayed.

B Example of Agreement Maintenance - Terminate Agreement Reason Page

Following is an example of the Agreement Maintenance - Terminate Agreement Reason

Page.

Menu

Welcoms USER NAME

EFRP Program

Salect Program

Cost Share
MNew Application
Edit Application
Meeds/Environmental
Agreement Approval
Un-submit
Inactivate Application

Search

Wiew/Print Forms and Letters

Agreement Maintenance - Terminate Agreement

Control No : 01_053_2017_0004

Applicant Name : D PRODUCER
Status : CONTRACT_APPROVED

Creation Date : 02/23/2017

Disaster ID : 1502

Add/View Motes

Below is the list of practices and their cost share information of an application.

Practices Summary

Practice Control Program Practice Total CostShare Approved CostShare
Numbear Code Code Amount ($) Earned (§)
01-052-2017-0004- |EFRP EF3 £1031.00 £
01-EF2
= Termination Reason :

Pertormance and
Pavment

Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Agreement

Maintenance - Terminate Agreement Reason Page.

Field/Link

Description and Action

Termination Reason

Other

Select from the drop-down menu one of the following reasons the
agreement is being terminated:

Acreage due to CLU certification
Reconstitution

Participant and/or Shares

Acres transferred to EWRP, WRP, EWP
Contract Extension
Mid-Contract Management
Due to Conservation Plan
Due to Incorrect Data Entry
Due to Inheritance

Continue

The Agreement Maintenance -Terminate Agreement Confirmation
Page will be displayed. See paragraph 203 for additional
information.

Back

The Terminate Contract Page will be displayed.
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A Overview

Par. 203

Agreement Maintenance - Terminate Agreement Confirmation

After clicking “Continue” on the Agreement Maintenance - Terminate Agreement Reason
Page, the Agreement Maintenance - Terminate Agreement Page confirmation will be

displayed.

B Example of Agreement Maintenance - Terminate Agreement Confirmation Page

3-14-19

Following is an example of the Agreement Maintenance - Terminate Agreement

Confirmation Page.

Menu

Welcome USER HAME

EFRP Program
Gelest Program

Cost Share

New Application

Edit Application
Needs/Environmental
Agreement Approval
Un-submit

Inactivate Application

Agreement Maintenance - Terminate Agreement

Control No : 01_053_2017_0004 Creation Date : 02/23/2017
hpplicant Name : [ PRODUCER Disaster ID : 1502
Status : CONTRACT_APPROVED

Add/View Notes

ful LT L UL L)

Termination Reason : Other

Do you wish to terminate this Agreement ?

Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Agreement
Maintenance - Terminate Agreement Confirmation Page.

Field/Button

Description

Yes

The Agreement Maintenance - Terminate Complete Page will be
displayed. See paragraph 204 for additional information.

No

The Terminate Contract Page will be displayed. See paragraph 201.
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Par. 204
204 Agreement Maintenance - Terminate Complete

A Overview

After selecting “Yes” on the Agreement Maintenance -Terminate Agreement Confirmation
Page, the Agreement Maintenance - Terminate Complete Page will be displayed.

B Example of Agreement Maintenance - Terminate Complete Page

Following is an example of the Agreement Maintenance - Terminate Complete Page.

Menu

Agreement Maintenance - Terminate Complete
Welcome USER NAME

EFEP Program

Control No : 01_052_2017_0004 Creation Date : 02/23/2017

hpplicanl MName : D PRODUCER Disaster ID : 1502
e Status : TERMINATE COC

Cost Share

News Application
Edit Application Terminate is partially Complete, please go to COC/CED Approval to complete
Me=ds/Environmentzl the termination.

Agreement Approval

Un-submit

Inactivate Application

— |Con|:|n|.|e to COC/CED Approval ||Cance| |

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Agreement
Maintenance - Terminate Complete Page.

Field/Button Description
Continue to COC/CED The Agreement Maintenance: Agreement Approval Page
Approval will be displayed. See paragraph 205 for additional
information.
Cancel The Terminate Contract Page will be displayed. See

paragraph 201 for additional information.

Note: The agreement being terminated will no longer be
displayed on the Terminate Contract Page. The
contract being terminated can now be located by
selecting “COC/CED Approval” under the
Agreement Maintenance menu in the left
navigation bar, or by using the “Agreement
Search” option.
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A Overview

Agreement Maintenance - Agreement Approval

Par. 205

After clicking “Continue to COC/CED Approval” on the Agreement Maintenance
Terminate Complete Page, the Agreement Maintenance: Agreement Approval Page will be

displayed.

B Example of Agreement Maintenance - Agreement Approval Page

Following is an example of the Agreement Maintenance: Agreement Approval Page.

Menu

Welcome USER NAME
EFEP Program

Select Program
Cost Share

Mew Application

Edit Application
Meeds/Environmental
Agreement Approval
Un-submit

Inactivate Application
Search

iew/Print Ferms and Letters

Performance and
Payment

Certification
Record &Pay

Wiew & Print Existing
Certifications

Retry Payment

Agreement Maintenance

Revise Agresment

Agreement In Process

SEe——- ‘Do

Status :

Control No : 01 _053_2017_0004
Applicant Name : D PRODUCER

TERMINATE_COC

Agreement Maintenance: Agreement Approval

Creation Date :

Disaster ID :

Add/Wiew Motes

02/23/2017

1302

Below is the list of practices associated with the application.

All requirad fizlds are denoted by an asterisk{*}

2017-

EF3

MNeadsDetermination-Complete-

0004-01- |Neaded

ProducerCertification_Incompleta
TSPCertification_Incamplete

Practice Summary

Practice Process State Requested Approved| Fund-

Control Costshare |Costshare| Available

Number (%) (S5) Amount
()

01-053- |[EnvironmentCompliance-Eligible £1031.00| $1021.00(2340 -

15826.00

= COC/CED Willing to Approve Date [MM/DD/YYYY) : |:|

[if saving and continuing later]

* Terminate COC/CED Approval Date. (MM/DD/YYYY) : | 0571472017

[if continuing now]

|Sa\re ||Cuntinue ||E-ack |

2- EFRP Amend. 1

Page 5-46



Par. 205

205 Agreement Maintenance: Agreement Approval (Continued)

3-14-19

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Agreement
Maintenance - Agreement Approval Page.

Field/Link Description and Action

COC/CED Willing to |Software permits the user to enter a “COC/CED Willing to

Approve Date Approve Date” for terminations, but it is not necessary. The
agreement status does not change if the user enters and saves a
“COC/CED Willing to Approve Date” and the agreement continues
to be available under the COC/CED Approval link in the left
navigation menu.

Terminate COC/CED |Enter the date the COC/CED approves the termination.

Approval Date

Save Stores the information entered on the Page. Only applicable when
the COC/CED Willing to Approve Date is entered.

Continue Terminate COC /CED Approval Date must be entered before
selecting “Continue”. After selecting “Continue” the Agreement
Maintenance: Agreement Approval Confirmation Page will be
displayed. See paragraph 206.

Back The “Back” option is not enabled on this page.
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Agreement Maintenance - Agreement Approval Confirmation

A Overview

Par. 206

After clicking “Continue” on the Agreement Maintenance - Agreement Approval Page, the
Agreement Maintenance - Agreement Approval Page confirmation will be displayed.

B Example of Agreement Maintenance: Agreement Approval Page Confirmation Page

Following is an example of the Agreement Maintenance - Agreement Approval Confirmation

Page.

Menu

Agreement Maintenance: Agreement Approval
Welcoms USER NAME

EFEP Program

Control No : 01_053_2017_0004

Applicant Name : O PRODUCER

Select Program Status : TERMINATE_COC

Cost Bhare

Creation Date :
Disaster ID :

Add/Wiew Motes

02/23/2017

1502

News Application
Edit Application
Meeds/Environmental

Agreement Approwal

Below is the list of practices associated with the application.

Wiew & Print Existing
Certifications

Retry Payment

Arreement Maintenance

* Terminate COC/CED Approval Date.[MM/DD/YYYY) : 06/14/2017

Practice Summary
Un-submit "
Practice Process State Requested| Approved| Fund-
Inactivate Application Control Costshare |Costshare| Available
Number (5) (%) Amount
Search (%)
WiewyPrint Forms and Letters | |01-053- |EnvirenmentCompliance-Eligible £1031.00| £1031.00(3340-
2017- NeedsDetermination-Complete- 15826.00
Performance and 0004-01-|Neaded
Pavment EF2 ProducerCertification_Incomplete
= TSPCartification_Incomplete
Certification
Record &Pay

C Fields, Descriptions, and Actions

3-14-19

The following table provides the fields, descriptions, and actions for the Agreement

Maintenance - Agreement Approval Confirmation Page.

Field/Link

Description and Action

Continue

The Agreement Maintenance - Terminate Final Page will be
displayed. See paragraph 207 for more information.

Back

The Agreement Maintenance - Agreement Approval Page will be
displayed. See paragraph 205.
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207 Agreement Maintenance - Terminate Final

A Overview

After clicking “Continue” on the Agreement Maintenance - Agreement Approval
Confirmation Page, the Agreement Maintenance: Terminate Final Page will be displayed.

B Example of Agreement Maintenance - Terminate Final Page

Following is an example of the Agreement Maintenance - Terminate Final Page.

Menu

Welcome USER NAME
EFEP Program

Select Program
Cost Share

New Application

Edit Application

Needs/Environmentsal

Agresment Approval

Un-submit

Inactivate Application

Agreement Maintenance: Terminate final

*» EF3 Practice:Amount Obligated: 1031.00 .Amount to be Deobligated since
Practice/Component is removed: 1031.00

Control Mo : 01_053_2017_0004 Creation Date : 02/23/2017
Applicant Name : D PRODUCER Disaster ID : 1502
Status : TERMINATE_COC

Add/View Motes

Do you wish to Approve the termination of this agreement.

|Reject ||Apprcwe ||Baclc |

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Agreement
Maintenance - Terminate Final Page.

Field/Link

Description and Action

Reject

The Edit Contract Page will be displayed. Agreement status
remains “Terminate COC” and the agreement continues to be
available under the COC/CED Approval link under the Agreement
Maintenance Header in the left navigation bar.

Approve

The Agreement Maintenance - COC/CED Approval Complete Page
will be displayed. See paragraph 208 for additional information.

Back

The Agreement Maintenance - Agreement Approval Page
confirmation will be displayed.

3-14-19
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208 Agreement Maintenance - COC/CED Approval Complete

A Overview

After clicking “Approve” on the Agreement Maintenance - Terminate Final Page, the
Agreement Maintenance - COC/CED Approval Complete Page will be displayed.

After a termination has been approved by COC, all funds associated with the agreement will
be de-obligated. For prior payments, receivables may be established.

B Example of Agreement Maintenance - COC/CED Approval Complete Page

Following is an example of the Agreement Maintenance - COC/CED Approval Complete
Page.

Menu Agrqh‘ment Maintenance - COC/CED Approval Complete

Welcome USER NAME
» Deobligation success for the practice.

EFRP Program

Select Program

Cost Share Control No : 01_053_2017_0004 Creation Date : 02/23/2017
o Applicant Name : 0 PRODUCER Disaster ID : 1502

New Application Status : TERMINATE_COC

Edit Application

Meeds/Environmental

COC Approval is Complete
Agraement Approval

Un-submit
Inactivate Application
-
arc
C Action

Click “Continue” to return to the COC/CED Approval Page.
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209 Re-instating Agreements

A Overview

After clicking “Reinstate” on the Terminate Contract Page, the Agreement Maintenance -
Reinstate Agreement Page will be displayed.

B Example of Agreement Maintenance - Reinstate Agreement Page

Following is an

example of the Agreement Maintenance - Reinstate Agreement Page.

Menu

Welcome USER NAME

EFRP Program

Select Program
Cost Share

New Application

Edit Application

Needs/Environmentsal

Agreement Approval

Un-submit

Inactivate Application

Search

Agreement Maintenance - Reinstate Agreement

Control No : 01_053_2017_0004 Creation Date : 02/23/2017
Applicant Name : D PRODUCER Disaster ID : 1502
Status : TERMIMNATE_COMTRACT

Add/Wiew MNotes

Termination Reason : Other

Do you wish to reinstate this Agreemant ?

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Agreement
Maintenance - Reinstate Agreement Page.

Field/Button

Description/Action

Yes

The agreement status is changed to “Revise in Process”. The Agreement
Maintenance - Reinstate Agreement Complete Page will be displayed. See
paragraph 210 for additional information.

The agreement will remain in a terminated status. The Terminate Contract
Page will be displayed. See paragraph 201 for additional information.
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Par. 210

Agreement Maintenance - Reinstate Agreement Complete

A Overview

After Yes is selected on the Agreement Maintenance - Reinstate Agreement Page, the
Agreement Maintenance - Reinstate Agreement Complete Page will be displayed.

Note: The “Re-instate of agreement complete” message does not mean that the agreement
has been returned to “Contract Approved” status. The agreement must be taken
though the agreement revision process to facilitate COC/CED approval of the
reinstatement. See subparagraph C for additional required actions.

Example of Agreement Maintenance - Reinstate Agreement Complete Page

Following is an example of the Agreement Maintenance - Reinstate Agreement Complete
Page.

Menu Agreement Maintenance - Reinstate Asreement Complete
‘Welcome USER NAME
EFEP Program
Control No : 01_0532_2017_0004 Creation Date : 02/23/2017
Select Program Applicant Name : D PRODUCER Disaster ID : 1502

Statws : REVISE_IMN_PROCEEES

Cost Share

New Application
Edit Application
Needs/Environmental Re-instate of agreement complete.
Agreement Approval
Un-submit

Inactivate Application

=

Action

Additional steps are needed to return the agreement to “Contract Approved” status. To

complete the process, CLICK “Agreement in Process” in the left navigation menu under
Agreement Maintenance. The agreement being re-instated will be displayed in the list of
available agreements with a status of “Revise in Process”. See Paragraph 191 for steps to

access the agreement, navigate through the revision process, and enter COC/CED approval of
the agreement reinstatement.

Selecting “Continue” returns the user to the Terminate Contract Page.

211-215 (Reserved)
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Section 4 Submit to COC/CED

216  Submit to COC/CED

A Overview

To submit a revised agreement to COC/CED, from the EFRP Home Page, CLICK “Submit
to COC/CED” on the left navigation menu.

B Example of Submit to COC/CED Page
Following is an example of the Submit to COC/CED Page.

Note: Additional Page numbers may be displayed at the top and bottom of the page when all
search results do not fit on a single page.

Menn Submit To COC/CED
welcome USER NAME
EFRP Program Agreement results
Select Program 'l:%::t ﬂpraI:::"t AJ;:%“:"': Disaster ID Cﬁ % Apﬁml Links
Cost Share Submit
New Application D gs ::hge;?:tlejl:n Alabama -?DC-"CED
Edit Application 01_053_2017_0004A PRODUCER REVISE_COMPLETE _I.B_tatesd ;Escam via 05/13/2017 Ean_c‘:—_'l'
Needs/Environmental prnades ﬁlsmn

Agresment Approval

Un-submit
Back Ta Main Menu

Inactivate Application

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions on the Submit to COC/CED
Page.

Field/Button Description and Action

Submit to COC/CED | The Agreement Maintenance - Submit to COC/CED Page will be
displayed. See paragraph 217 for additional information.

Cancel-Revision The Agreement Maintenance - Cancel Revision Page will be
displayed. See paragraph 192.
PDF Generates FSA-848B.

Back to Main Menu The Application Signup Page will be displayed. The Application
Signup Page is a blank Page that instructs the user to use the left
navigation menu to select a task.
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Par. 217

Agreement Maintenance - Submit to COC/CED

A Overview

After Submit to COC/CED is selected from the Submit to COC/CED Page, the Agreement

Maintenance - Submit to COC/CED Page will be displayed.
B Example of Agreement Maintenance - Submit to COC/CED Page

Following is an example of the Agreement Maintenance - Submit to COC/CED Page.

Menu

Agreement Maintenance - Submit To COC/CED
Welcome USER NAME

EFRF Program

Applicant Name : [ PRODUCER Disaster ID :
Select P
rogram Status : REVISE_COMPLETE

Control No : 01_053_2017_00044 Creation Date : 08/13/2017

1502

Cost Share Add/VWiew Motes

MNews Application
Edit Application Revision Reason : Other

MNeeds/Envi entzl .
s/Environm Do you wish to submit to COC/CED approval at this time:
Agreement Approval

Un-submit Yes 1 '.__.__.'
Inactivate Application Mo & L

Search

WiewPrint Forms and Letters

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Agreement
Maintenance - Submit to COC/CED Page.

Field/Link Description and Action

Yes/No Select “Yes” to continue with submission to COC/CED.

Select “No” to cancel submission to COC/CED.

Complete Page will be displayed. See paragraph 218 for additional
information.

If “No” was selected, the Submit to COC/CED Page will be displayed.

Submit If “Yes” was selected, the Agreement Maintenance - Submit to COC/CED

Cancel The Submit to COC/CED Page will be displayed.
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218 Agreement Maintenance - Submit to COC/CED Complete

A

Overview

After “Yes” and “Submit” are selected on the Agreement Maintenance - Submit to
COC/CED Page, the Agreement Maintenance - Submit to COC/CED Complete Page will be

displayed.

Example of Agreement Maintenance - Submit to COC/CED Complete Page

Following is an example of the Agreement Maintenance - Submit to COC/CED Complete

Page.

Menu

Welcome USER NAME
EFEF Program

Select Program
Cost Share

New Application

Edit Application

Meeds/Environmental

Agreement Approval

Un-submit

Inactivate Application

Agreement Maintenance - Submit To COC/CED Complete

Control No : 01_053_2017_00044 Creation Date : 058/14/2017
Applicant Name : D PRODUCER Disaster ID : 1502
Status : REVISE_COMPLETE

Submit to COC/CED is Complete.

|C0ntinue to COC/CED Approval ||Cance| |

C Fields, Descriptions, and Actions

219-224

3-14-19

The following table provides the fields, descriptions, and actions for the Agreement
Maintenance - Submit to COC/CED Complete Page.

Field/Link Description and Action

Continue to The Agreement Maintenance: Agreement Approval Page will be

COC/CED displayed. See paragraph 227 for additional information.

Approval

Cancel The Submit to COC/CED Page will be displayed.

Note: The agreement has been submitted and can be found under the
“COC/CED Approval” link located under the Agreement
Maintenance header in the left navigation bar.
(Reserved)
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COC/CED Approval

A Overview

Section 5 COC/CED Approval

B Example of COC/CED Approval Page

3-14-19

search results do not fit on a single page.

Following is an example of the COC/CED Approval Page.

Par. 225

To obtain COC approval of revised agreements, from the EFRP Home Page, CLICK
“COC/CED Approval” on the left navigation menu.

Note: Additional page numbers will be displayed at the top and bottom of the page when all

Menu

Welcome USER NAME

EFRP Program

Select Program

Cost Share

New Application

Edit Application
Needs/Environmental
Agresment Approval
Un-submit

Inactivate Application
Search

Wiew/Print Forms and Letters

™ o~ -

COC/CED Approval

Agreement results
- Date
Agresment Agresment N =— pp =
Agreement Applicant| Agreement Dicacter ID State Revicion Approval Links
Number Name Status - | Coun e —— Date
Began
- Approve-
A gpr':: 2th1 Alabama Terminate
01_053_2017_0002& " o [TERMINATE_COC sto:te:as el 12/22/2016|06/01/2017|PDF
Escambia Cancel-
Tornados E————
Termination
Spring 2011 Approve-
] Southeastern Alzbama ; Rewsel
01_053_2017_0004A PRODUCER REVISE_COC States - ) 06/14/2017 Can_cPT -
Escambia Bevision
Tornados PDF

Back To Main Menu

2- EFRP Amend. 1
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Par. 225

COC/CED Approval (Continued)

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the COC/CED Approval

Page.

Field/Link

Description and Action

Approve-Terminate

Applies to terminated agreements that have been submitted to
COC/CED for final approval of termination. The Agreement
Maintenance - Check ID Page will be displayed. See paragraph 226.

Approve-Revise

Applies to revised/reinstated agreements that have been submitted to
COC/CED for approval. The Agreement Maintenance - Check ID
Page will be displayed. See paragraph 226.

Cancel-Revision

Applies to revised agreements that have been submitted to
COC/CED for approval. The Agreement Maintenance - Cancel
Revision Page will be displayed. See paragraph 192.

Cancel-Termination

Applies to terminated agreements that have been submitted to
COC/CED for final termination. The Agreement Maintenance -
Cancel Termination Page will be displayed. See paragraph 231.

PDF

Generates FSA-848B.
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226  Agreement Maintenance - Check ID

A Overview

The Agreement Maintenance - Check ID Page will be displayed when “Approve-Revise” or
“Approve Terminate” is selected from the COC/CED Approval Page.

Note: Pages for agreement revisions and agreement termination are the same in paragraphs
226 through 228. The only difference being the status of the agreement being revised
is “Revise COC” while the status of the agreement being terminated is “Terminate
COC”. Examples used in the pages are for an agreement revision.

Example of Agreement Maintenance - Check ID

Following is an example of the Agreement Maintenance - Check ID Page.

k‘,{enu

Search

Welcome USER NAME

EFRP Program

Szlect Program

Cost Share

MNew Application

Edit Application
Meeds/Environmental
Agreement Approval
Un-submit

Inactivate Application

Agreement Maintenance - Check ID

Control No : 01_053_2017_0002A Creation Date : 12/22/2016
hpplicant Name : D PRODUCER Disaster ID : 1502
Status : REVISE_COC

Add/Wiew Motes

Following are the Agreement disaster details

* Disaster ID: Spring 2011 Southeastern States Tornades
Disaster Type(s]} : Ternado

Description of Site : description

C Fields, Descriptions, and Actions

3-14-19

The following table provides the fields, descriptions, and actions for the Agreement
Maintenance - Check ID Page.

Field/Link Description and Action
Continue The Agreement Maintenance: Agreement Approval Page will be
displayed. See paragraph 227 for additional information.
Back The COC/CED Approval Page will be displayed.
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Agreement Maintenance - Agreement Approval

A Overview

Par. 227

The Agreement Maintenance: Agreement Approval Page will be displayed when “Continue”
is clicked from the Agreement Maintenance: Check ID Page.

B Example of Agreement Maintenance - Agreement Approval Page

Following is an example of the Agreement Maintenance - Agreement Approval Page.

Menu

Welcome USER NAME
EFRP Program

Salect Program
Cost Share

MNew Application

Edit Application
Meeds/Environmental
Agreement Approval
Un-submit

Inactivate Application

Agreement Maintenance: Agreement Approval

hpplicant Name : D PRODUCER Disaster ID :
Status : REVISE_COC

Control No : 01_053_2017_00044 Creation Date : 08/14/2017

Add/Wiew Motes

1502

Below is the list of practices associated with the application.

&ll required fields are danoted by an asterisk{*}

Search Practice Summary
Practice Process State Requested|Approved | Fund-
View/Print Forms and Letters Control Costshare |Costshare|Available
Number (%) (5) Amount
Performance and (%)
Payment 01-053- |EnvironmentCompliance-Eligible £1021.00 $1031.00(3340 -
. 2017- NeadsDetermination-Complete- 15826.00

Cerfication 0004-01- |Neaded

Record &Pay EFz2 ProducerCertification_Incomplete

. . TSPCartification_Incoamplate
\iew & Print Existing
Certifications __
* COC/CED Willing to Approve Date (MM/DD/YYYY) : I:l

Retry Payment [if saving and continuing later]

; : N * Revised COC/CED Approval Date of FSA 848A | g5/14/2017
Agreement Maintenance [MM/DD/YYYY) :

Revise Agresment [if continuing now]

Sgreement In Process

Terminate/Reinstate |Save ||Cuntinue ||E-ack |

Aqreament
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227  Agreement Maintenance - Agreement Approval (Continued)

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Agreement
Maintenance - Agreement Approval Page.

Field/Link Description and Action

COC/CED Willing to If the agreement is being saved and continued at a later date,

Approve Date enter the COC willing to approve date.

(mm/dd/yyyy)

Revised COC/CED Enter the date COC/CED approves the agreement.

Approval Date of FSA 848A

(mm/dd/yyyy)

Save Stores the information entered on the Page. Only applicable
when the COC/CED Willing to Approve Date is entered.

Continue The Agreement Maintenance - Agreement Approval
Confirmation Page will be displayed. See paragraph 228.

Back The “Back’ option is not enabled on this page.
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Agreement Maintenance - Agreement Approval Confirmation

A Overview

Par. 228

The Agreement Maintenance: Agreement Approval Page confirmation will be displayed
when “Continue” is selected from the Agreement Maintenance - Agreement Approval Page.

Example of Agreement Maintenance - Agreement Approval Confirmation Page

Following is an example of the Agreement Maintenance - Agreement Approval Confirmation

Page Confirmation.

Menn

Welcome USER NAME
EFRP Program

Select Program
Cost Share

Mews Application

Edit Application
Meeds/Environmental
Agreement Approval
Un-submit

Inactivate Application
Search

View,Print Forms and Lettars

Performance and
Payment

Certification
Record &Pay

View B Print Existing
Certifications

Retry Payment

A sreement Maintenance

Agreement Maintenance: Agreement Approval

Control No : 01_053_2017_D004A

Applicant Name : [ PRODUCER
Status : REVISE_COC

Creation Date :
Disaster ID :

Add/Wiew MNotes

06/14/2017

Below is the list of practices associated with the application.

Practice Summary

2017- NeedsDetermination-Complete-
0004-01-|Neaded

EF3 ProducerCertification_Incomplete
TSPCertification_Incomplete

Practice Process State Requested|Approved| Fund-
Control Costshare [Costshare| Available
Number (5) (%) Amount
(%)
01-053- |EnvironmentCompliance-Eligible $1031.00( £1031.00(2340-

15826.00

* Revised COC/CED Approval Date of FSA 84BA(MM/DD/YYYY) : 06/14/2017

foi= i T
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Par. 228

Agreement Maintenance - Agreement Approval Confirmation (Continued)

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Agreement
Maintenance - Agreement Approval Confirmation Page .

Field/Link

Description and Action

Continue

After all information has been reviewed, CLICK “Continue”.

e For agreement revisions, the Agreement Maintenance —
Agreement Approval Eligibility Information Page will be
displayed. See paragraph 229 for additional information.

e For agreement terminations the Agreement Maintenance -
Terminate Final Page will be displayed. See paragraph 207 for
additional information.

Back

The Agreement Maintenance - Agreement Approval Page will be
displayed.
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A Overview

3-14-19

Par. 229

After “Continue” is selected on the Agreement Maintenance - Agreement Approval
Confirmation Page, the Agreement Maintenance - Agreement Approval Eligibility
Information Page will be displayed.

Example of Agreement Maintenance - Agreement Approval Eligibility Information

Page

Following is an example of the Agreement Maintenance - Agreement Approval Eligibility

Information Page.

Menu
Welcome USER NAME
EFRP Program

Select Program

Cost Share
New Application
Edit Application
Mesds/Environmental
Agreement Approval
Un-submit
Inactivate Application
Search
View/Print Forms and Letters

Performance and

Payment

Agreement Maintenance - Agreement Approval Eligibility Information

Control No : 01_053_2017_0004A Creation Date :
Applicant Name : D PRODUCER Disastar ID : 1302

Status : REVISE_COC

Add/View Notes

06/14/2017

Below is the eligibility information of an application.

[Program Eligibility

Question *Yes/No Reason
&re the Land Eligibility requirements met as ® yag () No{Must
defined in 1-EFRP Part 1 Saction 87 provide reason)
Are the Person Eligibility requirements met ) yag () No{Must
as defined in 1-EFRF Part 1 Section 77 provide reason)
[Eligibility Flags |
Name Type Eligible
A JAMES SMITH 0o ‘fes

|Reject ||Appr-:-ve ||Elack |
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229  Agreement Maintenance - Agreement Approval Eligibility Information (Continued)

C Action

The following table provides the actions for the Agreement Maintenance - Agreement
Approval Eligibility Information Page.

IF... THEN CLICK...

an error message is displayed |e “Reject” to return to the COC/CED Approval Page

that states the producer is

ineligible e “Back” to return to the Agreement Maintenance -
Agreement Approval Page.

the user answered “No” to e “Reject” to return to the COC/CED Approval Page

either or both program

eligibility questions e “Back” to return to the Agreement Maintenance:
Agreement Approval Page.

the user answered “Yes” to “Approve” and the Agreement Maintenance - COC/CED

both program eligibility Approval Complete Page will be displayed. See

questions paragraph 230 for additional information.
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230 Agreement Maintenance - COC/CED Approval Complete

A Overview

After clicking “Approve” on the Agreement Maintenance - Agreement Approval Eligibility
Information Page, the Agreement Maintenance - COC/CED Approval Complete Page will be
displayed.

After a revision has been COC approved, a new obligation may or may not occur; however,
no money will be collected or paid out at this time.

B Example of Agreement Maintenance - COC/CED Approval Complete Page

Following is an example of the Agreement Maintenance - COC/CED Approval Complete
Page.

Menu

Agreement Maintenance - COC/CED Approval Complete

Welcome USER NAME

EFRP Program Control No : 01_053_2017_0004A Creation Date : 05/14/2017
Applicant Name : [ PRODUCER Disaster ID : 1502
Select Program Status : CONTRACT_APPROVED

Cost Share

Mew Application COC Approval is Complete

Edit Application

MNeeds/Environmental

Agreement Approval

C Action

Click “Continue”. The COC/CED Approval Page will be displayed.
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Par. 231

Agreement Maintenance - Cancel Termination

A Overview

After clicking “Cancel Termination” on the COC/CED Approval Page, the Agreement
Maintenance - Cancel Termination Page will be displayed.

Note:

The Cancel Termination process link is only available when the user navigates to the
application being terminated by selecting COC/CED Approval under the Agreement
Maintenance menu on the left. Neither agreement search results nor application
search results will include the “Cancel Termination” process link.

B Example of Agreement Maintenance - Cancel Termination Page

Following is an example of the Agreement Maintenance - Cancel Termination Page.

Menu

Select

Welcome USER NAME
EFEP Program

Cost Share

Mew Application
Edit Application

Meeds/Environmental

Agreement Approval

Agreement Maintenance - Cancel Termination

Control No : 01_053_2017_0002A
Applicant Name : A PRODUCER
Status : TERMINATE_COC

Creation Date : 12/22/2016
Disaster ID : 1502
Program

Add/View MNotes

Do you wish to cancel this Termination request at this time?

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Agreement
Maintenance - Cancel Termination Page.

Field/Link Description/Action
Yes The Agreement Maintenance - Cancellation Termination Page will
be displayed. See paragraph 232 for additional information.
Back

The COC/CED Approval Page will be displayed.
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A Overview

After clicking “Yes” on the Agreement Maintenance - Cancel Termination Page, the
Agreement Maintenance - Cancellation Termination Page will be displayed.

B Example of Agreement Maintenance - COC/CED Cancellation Termination Page

Following is an example of the Agreement Maintenance - Cancellation Termination Page.

Menu Agreement Maintenance - Cancellation
welcome USER NAME
Control No : 01_052_2017_00024 Creation Date : 12/22/2018
EFRP Program Applicant Name : 4 PRODUCER Disaster ID : 1502

Status : TERMINATE_COC

Select Program

Cost Share

New Application Contract Termination Cancellation request is successfully processed.
Edit Application
Needs/Environmentzl
Iy 4 & /|
C Action

Click “Continue”. The COC/CED Approval Page will be displayed. See paragraph 225.

233-235 (Reserved)
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Par. 236
Section 6 Agreement Search

236  Search Agreements

A Overview

To search agreements, from the EFRP Home Page, CLICK “Search” under the Agreement
Maintenance menu on the left. The Search Agreements Page will be displayed.

Note: The agreement search should not be confused with the application search that is also
found on the left navigation menu, and located under the Cost Share header
(paragraph 114). Although the two searches are similar in their functionality, the
agreement search does not include applications in the search results. Additionally,
records contained in the agreement search results often contain additional process
links that are not present in the application search results.

B Example of Search Agreements Page

Following is an example of the Search Agreements Page.

Mem Search Agreements

Welcome USER NAME Choose from the options below to get the list of assistance requests.
EFEP Program * State : [[AHLCEE &

Select Program * County :

Cost Share Disaster ID : |5elect DisasterID V|

New Application Disaster Types : |5elect DisasterType V|

Edit Application

Agreement Number : | |

Meeds/Environmental
Agreement Approval Producer Mame : Find Producer

Un-submit Fiscal Year : |Salact Yaar ¥
Inactivate Application Agreement Status : |5elect Contract Status V|
Sezarch

View,/Print Forms and Letters
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236  Search Agreements (Continued)
C Fields, Descriptions, and Actions
The following table provides the fields, descriptions, and actions for the Search Agreements
Page.
Field/Link Description Action
State Drop-down list containing only the |Select the desired State. State and National
currently selected State. Office users are limited to the State selected
during program selection (paragraph 22).
County Drop-down list containing only the |Select the desired county. State and National
currently selected county. Office users are limited to the county selected
during program selection (paragraph 22).
Disaster ID Drop-down list containing all Select the applicable disaster ID to limit
disaster ID’s associated with the search results to a specific disaster ID, if

State and county and an additional |desired. Disaster ID is not required.

option of “ID Not Assigned”.

Defaults to “Select Disaster ID”. | Notes: Selecting a disaster ID limits search
results to only those agreements
associated with the specified disaster
ID.

If no disaster ID is specified search
results will display all agreements
meeting the other selected search
criteria, meaning that agreements
associated with multiple different
disaster ID’s may display in the search
results.

Disaster Types | Drop-down list containing all Select the applicable disaster type if desired.

available disaster types for the Disaster Type is not required.

selected Disaster ID. Defaults to

“Select Disaster Type”. Available |Notes: Selecting a disaster type limits search

disaster types include: results to only those agreements
associated with the specified disaster

e Drought type.

e FEarthquake

e Flood If no disaster type is specified, search

e High Winds results will be displayed with all

e Hurricane/Typhoon agreements meeting Fhe other selected

e Ice Storm search criteria, meaning t.hat .

e Landslide agreements associated with multiple
different disaster types may be

* Other displayed in the search results.

e Severe Snowstorm

e Tidal Wave

e Tornado

e Volcanic Eruption

e Wildfire.

Note: If no specific disaster ID is

selected, all disaster types
display in the drop-down.
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C Fields, Descriptions, and Actions (Continued)

3-14-19

Par. 236

Field/Link Description Action
Agreement |Free form data field for entry of | Type the agreement number of the desired
Number a specific agreement number agreement.

when known.

Notes: It is not necessary to type the full

Example: Typing 170001 as the

13-digit agreement number - the
last four numerical digits of the
agreement (and alphabetical
suffix, if applicable) are usually
sufficient

It is not necessary to type
underscores or dashes in the
agreement number. The search
ignores special characters such as
underscores.

When searching by agreement
number do not enter search criteria
in other search fields except the
required State and county fields
and optional fiscal year field (if
desired). Entry of additional
search criteria may unintentionally
exclude the desired agreement

Typing the last six numerical
digits of the agreement number
will limit the search to the desired
fiscal year without entering
anything in the Fiscal Year search
criteria

agreement number in the search
screen above will return the
same results as typing

01 053 2017 _0001. The same
search results could also be
achieved by typing 0001 as the
agreement number and
selecting 2017 from the
drop-down menu for Fiscal
Year.
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C Fields, Descriptions, and Actions (Continued)

Search Agreements (Continued)

Par. 236

Description

Action

Used to search by name of a
known producer who is
associated with the desired
agreement.

CLICK “Find Producer” to open a new
window to conduct a SCIMS Customer
Search (see 11-CM).

From within the SCIMS Customer Search
Page type the producer’s last name or
business name.

Note: Using the customer’s first name in
combination with the last name for
individuals further refines and
limits the search results.

Example: Typing the last name “Smith” in
the SCIMS Customer Search
returns all producers in the
county with the last name
Smith. Adding the first name
“John” in the SCIMS Customer
Search limits search results to
only producers with first and
last name “John Smith”.

Drop-down menu that
allows the user to select the
four-digit Fiscal Year in
which a cost share
application was created as a
search criteria.

Select the desired Fiscal Year in which the
cost share application was created.

Using this search criteria in combination
with the four-digit application control
number (and alphabetical suffix, if
applicable) limits the search results to a
specific agreement.

236
Field/Link
Producer Name
Fiscal Year
3-14-19
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236  Search Agreements (Continued)
C Fields, Descriptions, and Actions (Continued)
Field/Link Description Action

Agreement | Drop-down list of specific Select the desired agreement status to

Status agreement statuses available for |limit search results to only agreements
a search criteria. Defaults to having that specific status, if desired.
“Select Contract Status”.

Selectable agreement statuses Note: See paragraph 238 for a
include: description of agreement statuses
and process links available in the
e Active Revise Links column according to
e Active Terminate agreement status.
e Approved
e Cancelled
e Disapproved
e Finalized
e Paid
e Partially Earned
e Revise COC
e Revise Complete
e Revise Ended
e Revise In Process
e Terminate COC
e Terminate Contract
e Terminate Ended.
Note: If a specific agreement
status is not designated as
a search criteria, all
agreement statuses will be
displayed in the search
results.

Search Retrieves information based on |CLICK “Search” to conduct the search
the search criteria according to the selected criteria. The
selected/entered. The Search Agreement Search Results Page will be
Results Page will be displayed. |displayed.

Clear Resets all data entry search CLICK “Clear” to remove all previously
criteria fields. selected search criteria.

Note: State and county are not removed
as search criteria when clicking
“Clear”.
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Agreement Search Results

A Overview

Par. 237

The Agreement Search Results Page will be displayed based on the search criteria

selected/entered according to paragraph 236.

Example of Agreement Search Results Page

Following is an example of the Agreement Search Results Page. In this example the user did

not enter any additional search criteria other than the

required criteria of State and county.

The example shows only a portion of the search results.

Agreement Search Results
Welcome
EFRP Program Belowis a list of agreements for the criteria you selected.
Select Program
Cost Share New Search
Your request: State=Alabama, County=Escambia
New Application
Edit Application Cost Share Agreement search results
Applicant . State Date Approval .
» | Control Number Agreement Status Disaster ID T Created Date Links Forms Letters
Needs/Environmenta
ggﬂ;%ggélm Alabama Revige  [oAB48 Approval
01 053 2016 0002 B Prod CONTRACT_APPROVED - 04/28/2016 04/28/2016 FSAB48A Letter
Agreement Approval roducer States Escambia Terminate =\ orqn
Tornados
Un-submit ESAB48
ggﬂg}gessoélm Alabama Revise FSAB48A Approval
01_053_2016_0003 C ProducerPARﬂALLY—EARNED State - 04/28/2016 04/28/2016 T te FSAB48B Letter
Inactivate Application s Eccambia HErminate o w
Tornades Certifications
Search
ggﬂ;%azsottlm latama Revise et Approval
01 053 2016 0004 A ProducerCONTRACT APPROVED States - 05/02/2016 05/09/2016 Terminate FSAB48A Letter
View/Print Forms and Tormades Escambia - ESAB48B
Letters
Practice Summar!
Performance and Y |
Practice Contro Practice
Payment e T Process Status
Certification EC_COMPLETE_ELIGIBLE ND_COMPLETE_NEEDED
01_053_2016_0004_01_EF3 APPROVED PC_PRODUCER_CERTIFICATION_INCOMPLETE
Record & Pay TC_TSP_CERTIFICATION_INCOMPLETE
EC_COMPLETE_ELIGIBLE ND_COMPLETE_NEEDED
_ X - 01_053_2016_0004_01_EF8 APPROVED PC_PRODUCER_CERTIFICATION_INCOMPLETE
View & Print Bxising TC_TSP_CERTIFICATION_INCOMPLETE
Certifications
g(p][]\glgeggtlelm Alabama Disapproval
Retry Payment 01_053 2016 0005 A Produce DISAPPROVED States - 05/09/2016 FSAB48 Letter
r Tomades  EScambia |
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237  Agreement Search Results (Continued)

C Fields, Descriptions, and Actions

The following table provides the fields, descriptions, and actions for the Agreement Search

Results Page.

Field/Link Description and Action

Control Number |CLICK the agreement control number link for the agreement. A
Practice Summary box will be displayed. In this example the user has
clicked agreement control number link for agreement number
01 053 2016 _0004. Clicking the agreement control number link
again on a record with the Practice Summary closes the Practice
Summary.

Revise The Revise Contract Page will be displayed. See paragraph 171 for
additional information. See paragraph 239 for additional process links
that may be available based upon the specific agreement status.

Terminate The Terminate Contract Page will be displayed. See paragraph 201
for additional information. See paragraph 239 for additional process
links that may be available based upon the specific agreement status.
Note: Terminations may initiate receivables.

FSA-848 Generates FSA-848, Cost-share Request

FSA-848A Generates FSA-848A, Cost-Share Agreement.

FSA-848B Generates FSA-848B, Cost-Share Performance Certification and
Payment.

View Only applicable to agreements with a “Paid” or “Partially Earned”

Certifications status. The View Existing Certifications Page will be displayed. See
paragraph 152.

Approval Letter Generates an approval letter listing the practices approved.

Disapproval Letter | Generates a disapproval letter listing the practices disapproved.
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238  Agreement Search - Process Links by Agreement Status

A Overview

3-14-19

The available process links that will be displayed in the Links column of the Agreement
Search Results vary according to the agreement status for the selected record. The table in
subparagraph C provides a summary of the potential agreement statuses and the links
available for each agreement status. Clicking the process link takes the user directly to the
specific process.

Example of Agreement Search Results Links Column

Following is an example of the Agreement Search Results columns. Process links available
in the Links column (if any) vary according to the agreement status shown for the record.

Agreement Search Results

Below is a list of agreements for the criteria you selected.

Welcome USER NAME
EFRP Program

Select Program

New Search
Your request: State=Alabama, County=Escambia

Cost Share

New Application

i A T Cost Share Agreement search results

State Date Approval
County = Created Date

Control Number Aw Agreement Status Disaster ID

Links Forms Letters

Agreement Statuses, Status Descriptions, Process Links, and Actions

The following table provides the different agreement statuses, agreement status descriptions,
available process links, and actions for the links that will be displayed in the Link column of
the agreement search results.

Agreement Agreement Status
Status Description Process Link Action
Active Revise | Agreement in the process of | None No action is permitted on
being replaced by a revised an Active Revise status
agreement. agreement unless its
partner agreement is
cancelled. See
paragraph 191.
Active Parent agreement where the | None No action is permitted on
Terminate termination of its successor Active Terminate status
agreement has been started, applications.
but not completed.
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Par. 238
Agreement Search - Process Links by Agreement Status (Continued)

C Agreement Statuses, Status Descriptions, Process Links, and Actions (Continued)

3-14-19

Agreement Agreement Status
Status Description Process Link Action
Approved Agreement has been Revise Takes the user to the
approved but no payments Revise Contract Page.
have been issued under the See paragraph 171.
agreement. Terminate Takes the user to the
Terminate Contract Page.
See paragraph 201.
Cancelled Status is not used. N/A N/A
Disapproved All practices on the None No action is permitted on
application have been disapproved status
disapproved. applications.
Note: Disapproved
applications are not
agreements but will
be displayed in
agreement search
results.
Finalized Agreement has been replaced | Terminate Takes the user to the

with a successor contract
through “Finalize and Copy”
process.

Note: The Finalize and
Copy process is no
longer available, but
agreements with a
status of “Finalized”
may still exist. The
current equivalent
status of “Finalized”
is “Revise Ended”.

Terminate Contract Page.

See paragraph 201.

2- EFRP Amend. 1

Page 5-95




Par. 238

238  Agreement Search - Process Links by Agreement Status (Continued)

C Agreement Statuses, Status Descriptions, Process Links, and Actions (Continued)

3-14-19

Agreement Agreement Status
Status Description Process Link Agreement Status
Paid Payments have been issued | Revise Takes the user to the
under the agreement and all Revise Contract Page.
practices have been marked See paragraph 171.
“Practice Complete”. Terminate Takes the user to the
Terminate Contract Page.
See paragraph 201.
Partially Payments have been issued | Revise Takes the user to the
Earned under the agreement but not Revise Contract Page.
all practices have been See paragraph 171.
marked “Practice Complete”. | Terminate Takes the user to the

Terminate Contract Page.
See paragraph 201.
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Par. 238

Agreement Search - Process Links by Agreement Status (Continued)

C Agreement Statuses, Status Descriptions, Process Links, and Actions (Continued)

Agreement
Status

Agreement Status
Description

Process Link

Action

Revise COC

Successor agreement of a
revision or that has been
submitted to COC/CED for
approval but has not yet been
approved.

Notes: The Revise COC
status also applies to a
previously terminated
contract that is in the
process of being
reinstated and has been
submitted to the
COC/CED for approval
of the reinstatement.

To cancel a revision, see
paragraphs 225 and 192.

Approve -
Revise

Takes the user to the
Agreement Maintenance -
Check ID Page. See
Paragraph 226.

Revise
Complete

Successor agreement of a
revision that has been
designated “Revise
Complete” but has not yet
been submitted to COC/CED
for approval.

Note: The Revise Complete
status also applies to a
previously terminated
contract that is in the process
of being reinstated but has
not yet been submitted to the
COC/CED for approval of
the reinstatement.

Submit to
COC/CED

Takes the user to the
Agreement Maintenance -
Submit to COC/CED
Page. See paragraph 217.

Revise Ended

Agreement that has been

replaced with a successor
contract through “Revise

Agreement” process.

None

No action is permitted on
Revise Ended status
applications.
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Par. 238

Agreement Search - Process Links by Agreement Status (Continued)

C Agreement Statuses, Status Descriptions, Process Links, and Actions (Continued)

Application Application Status
Status Description Process Link Action
Revise In e Successor agreement of a Edit Takes the user to the
Process revision that has not yet Agreements Signup -
been designated “Revise Applicant Information
Complete” Page. See paragraph 172.
e Previously terminated
agreement in the process
of being re-instated but
not yet designated as
submitted to the
COC/CED for approval.
Terminate Agreement in the process of | Approve - Takes the user to the
COC being terminated that has not | Terminate Agreement Maintenance
yet received a “Terminate - Check ID Page. See
COC/CED Approval Date”. paragraph 226.
Note: To cancel a termination
see paragraphs 225 and
231.
Terminate Agreement that has been Reinstate Takes the user to the
Contract terminated. Agreement Maintenance
- Reinstate Agreement
Page. See paragraph 208.
Terminate Parent of a terminated None No action is permitted on
Ended successor agreement. Terminate Ended status
Terminate ended status is agreements.
given to the parent after the
successor agreement
terminated.

239-243 (Reserved)
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244  Report Search Criteria

A Overview
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Section 7 Reports

Par. 244

Several standard reports are available for State and County Offices to use as tools for Cost
Share. To access reports, from the EFRP Home Page, CLICK “Reports” on the left

navigation menu. The Report Search Criteria Page is displayed.

Example of Report Search Criteria

Following is an example of the County Office Report Search Criteria Page.

Menu

Welcome

EFRP Program

Select Program
Cost Share

New Application

Edit Application

Needs/Environmental

Agreement Approval

Un-submit

Inactivate Application

= 5

Report Search Criteria

Program : | EFRP v

Report Name : |FSA-848A - Practices Expiring within 30 Days v

Report Format :

Escambia

County :

Following is an example of the State Office Report Search Criteria Page.

Welcome

Reports

Report Search Criteria

Program : | EFRP v

You are logged in as a State user

Report Name : | FSA-848A - Practices Expiring within 30 Days v

Report Format

Adams
Alcorn
Amite
Attala

County :

~
v
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244  Report Search Criteria (Continued)

C County Office Report Descriptions

The following table provides the report and expected results for County Office reports.

Notes: Only one report can be created at a time.

Users can display and print the report in either PDF or CSV format. PDF format
generates a static report that can only be printed or viewed. CSV format generates a
report in an Excel spreadsheet permitting the user to sort and reformat the report in

Excel.
Report Result
FSA-848A - Practices | Use this report to identify producers who need to be sent Practices
Expiring within 30 Expiring in 30 days letters.
Days

Report will be displayed with all practices with a “Practice
Completion Date” that falls within the next 30 calendar days.
Agreements with multiple practices will have multiple rows in the
report if more than one practice associated with the agreement will
expire in the next 30 days. Practice statuses in this report include
approved, disapproved, and practices with performance reported
(“Partially Earned” or “Pending Certification™).

Note: Using the “Disapprove All” option on the Agreement
Approval Page disapproves all practices on the application,
but saves the practice end date. In this scenario,
disapproved practices are on the report when the practice
completion date falls within the next 30 days. Do not send
letters for practices with a status of disapproved.

FSA-848 Letters
Practices Expiring in
30 Days Letter

Use this option to generate and print the letters with practices
expiring in 30 days.

Generates one letter for each practice on the FSA-848A - Practices
Expiring within 30 Days Report. Letters are generated without

regard to status.

Notes: Letters generated for disapproved practices should not be
mailed.

Letters can only be generated in PDF format.

3-14-19
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244  Report Search Criteria (Continued)

C County Office Report Descriptions (Continued)

3-14-19

Report Result
FSA-848 Use this report to identify completed applications that require needs
Pending Needs | determinations to be made and entered for one or more practices.
Determination

Report lists all practices associated with applications having a status of
“Complete” where one or more practices do not yet have needs
determination information entered.

Practice statuses included in the report are “Pending Approval” and
“Disapproved”. Only disapproved status practices that result from
simultaneous approval and disapproval of practices (paragraph 91) will
be displayed on this report. Disapproved practices resulting from using
the “disapprove all” option during the agreement approval process are
not included in this report. Needs determination cannot be entered for
disapproved practices.

All practices other than disapproved practices show as
“PENDING_APPROVAL” in the “Practice Status” column. However,
practices that do not yet have components assigned appear with no data
in the “Requested Cost Share” column. Needs determination
information cannot be entered for practices with no components
assigned (users can add associated components on the Needs
Determination Page if necessary). In contrast, non-cost-shared practices
will be displayed with “0.00” in the “Requested Cost Share” column.
Needs determination can be entered for any practice with components
assigned, including non-cost-shared practices with components
assigned.
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244  Report Search Criteria (Continued)

3-14-19

C

County Office Report Descriptions (Continued)

Report

Result

FSA-848 Pending
Needs
Determination

Applications with more than one associated practice may be displayed
with more than one line of data in the report, as an entry is included in
the report for every practice associated with the application that does not
have needs determination data entered. If some of the practices
associated with the application have needs determination data entered
while others do not, only the practices without needs determination data
will be displayed in the report.

Data displayed in this report is similar to the search results when the
“Needs/Environmental” process link is selected from the left navigation
menu. However, the data in this report is specific to only the needs
determination for the practice. Therefore, if a practice has needs
determination entered, but environmental compliance information has
not been entered for the practice, that practice will not be displayed in
this report. In contrast, the application with needs determination entered
for all of its practices but no environmental compliance information
loaded for one or more practices will be displayed in the search results
after clicking the “Needs/Environmental” process link.

Note: For the application to have a status of “Complete”, at least one
practice on the application must have components associated
with it, and the user must have answered the eligibility questions,
entered the signature date, and entered the submitted date for the
application on the “Application Signup - Additional Information”
Page in the “Edit Application” process.

2- EFRP Amend. 1 Page 5-106




Par. 245

244  Report Search Criteria (Continued)

C County Office Report Descriptions (Continued)

Report

Result

FSA-848A with
Expiration Date
Exceeded

Use this report to identify applications and agreements needing
action because the completion date for the practice(s) included on
the application or agreement has passed.

Report contains all practices with expected practice completion
dates that have passed and that have not yet had the “Practice
complete?”’ question that appears in the Producer Certification
process answered with “Yes”.

Practice statuses included in the report include
e “Approved” (no performance reported)

e “Partially Earned” (partial performance reported with a
payment issued)

e “Pending Approval” (approval data entered but no COC/CED
approval date for the application)

e “Pending Certification” (TSP and producer certification of
performance, but no COF Signature Date entered for the
payment)

e “Payment Failed” (payment attempted but not successful)

e “Disapproved” (approval data entered for the practice, but user
subsequently disapproved the practice using “Disapprove All”.

Note: Practice End Dates (expected Practice completion dates) are
entered on the Application Signup - Practice Approval Page.
After entering practice begin and practice end dates on this
screen, the user still can disapprove all practices on the
Agreement Approval Page. If the user entered begin and
end dates on the Practice Approval Page but later uses the
“Disapprove All” option on the Agreement Approval Page,
practice end dates remain associated to the disapproved
practice and that practice will eventually end up on this
report. There is no way to remove these disapproved
practices from the report.

3-14-19
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244  Report Search Criteria (Continued)

C County Office Report Descriptions (Continued)

Report Result
All FSA-848 - Use this report to identify applications and agreements where
Pending Approval editing, revision, or termination actions have been conducted but

those actions have not yet been approved by the COC.

Report lists all unapproved applications and agreements that
contain at least one practice.

Applications that have been started but do not yet have a
practice added do not display on this report.

Applications that have a practice added but do not yet have
producer signature and submitted dates entered will be
displayed with a status of incomplete.

Applications that have producer signature and submitted dates
entered but have not yet been approved will be displayed with
a status of complete.

Agreements that are in the process of being revised but the
revised agreement has not yet been approved will be displayed
with a status of:

e “Revise in Process” before being designated revise
complete on the Agreement Approval Page

e “Revise Complete” after being designated revise complete
but before being submitted to COC/CED

o “Revise COC” after being submitted to COC/CED but
before COC approval.

Agreements that are in the process of being terminated but the
termination has not yet been approved will be displayed with a
status of “Terminate COC”.

3-14-19
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Par. 244

Report Search Criteria (Continued)

C County Office Report Descriptions (Continued)

Report

Result

Paid

All FSA-848A -
Approved but Not

Use this report to identify agreements that have been approved but
no payment (partial or final) has been issued for any practice
associated with the agreement.

Report lists all cost share agreements (848A°’s) with a breakdown
by practice that have not had any payments issued for any of the
practices on the agreement. Agreements containing multiple
practices will be displayed with multiple rows in the report.

Practices that have had performance certified (both producer
certification and TSP certification) but have not paid through the
record and pay process will be displayed with a status of “Pending
Certification”.

Practices that have not had performance certified will be displayed
with a status of “Approved”.
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244  Report Search Criteria (Continued)

C County Office Report Descriptions (Continued)

Report Result
All FSA-848B - Use this report to identify all agreements where one or more cost
Partially Earned or share payments have been issued.
Fully Paid

Report lists all agreements on which at least one CS payment
(partial or final) has been issued.

e Practices that have been paid that had “Yes” designated for the
“Practice complete?” question during the certification process
will be displayed in the report with a status of “Paid”.

e Practices that have been paid that had “No” designated for the
“Practice complete?” question during the certification process
will be displayed in the report with a status of “Partially
Earned”.

Agreements containing multiple practices will be listed multiple
times if a CS payment has been issued on more than one practice,
one line for each practice. However, in some circumstances not all
practices associated with the agreement will be listed on the report.
This would be the case if some, but not all approved practices on
the application have been paid. Practices on which no cost share
has been paid will not be displayed on the report.

D State Office Report Descriptions

245-250

3-14-19

Reports available for State Office users are the same reports available to County Office users
(subparagraph C) except for the following differences:

¢ Only one report can be created at a time; however, State Offices can select more than one
county to be displayed on reports. Use “CTRL + CLICK” to select multiple counties.

e State Users can view and print reports in CSV format only

e State users do not have the ability to run the “FSA-848 Letters Practices Expiring in 30

Days Letter” Report.

(Reserved)
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Part 6 Payments

Section 1 Program Payment Provisions
251  General Provisions
A Introduction
This part contains the following:

e general provisions applicable to EFRP payments
e provisions for processing EFRP payments and overpayments.

B Obtaining FSA-325

FSA-325 shall be completed, according to 1-CM, by individuals or entities requesting

payments earned by a producer who has died, disappeared, or been declared incompetent,

subsequent to applying for program benefits. Payments shall be issued to the individuals or
entities requesting payment on an approved FSA-325 using the deceased, incompetent, or
disappeared producer’s ID number.

Note: Ifthe FSA-848A and FSA-848B has been filed by the producer, a revised FSA-848A
and FSA-848B is not required when payments are issued under the deceased,
incompetent, or disappeared producer’s ID number.

C Administrative Offset
EFRP payments are subject to administrative offsets.
D Bankruptcy

Bankruptcy status does not exclude a producer from requesting EFRP benefits.

Note: Contact the OGC Regional Attorney for guidance on issuing EFRP payments on all
bankruptcy cases.
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251  General Provisions (Continued)

E Assignments
County Offices shall process assignments and joint payments according to 63-FI.
F Payment Due Date

61-FI provides general guidance for determining payment due dates for various programs.
The EFRP payment system sends the current system date to NPS as the payment due date.

The system calculates the prompt payment interest date by adding 30 calendar days to the later
of the “Date Documents are received date” or the “Producer Signature date” in NPS. These
dates are entered thru producer certification. See paragraph 131.

The system cannot determine the payment due date because of numerous factors. County
Offices shall manually determine the payment due date by determining the later of the

following:

e date producer signed FSA-848B
e date producer filed payment eligibility documentation, including the following:
e (CCC-902

e if the producer is an entity or joint operation, date members filed the requisite
payment eligibility documentation

e availability of software to process the payment.

If the payment is not issued within 30 calendar days after the later of the dates in this
subparagraph, then prompt payment interest is payable to the producer. County Offices shall
follow provisions of 61-FI for issuing the interest payment.
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251  General Provisions (Continued)

G Processing Payments

3-14-19

Payments shall be issued as soon as all the following conditions exist:

e EFRP payment software is available

e producer has provided all required program documentation

e FSA-848B, Page 3, item 18, Performance Approval is approved
e program regulations are published.

Payments Less Than $1

EFRP payment processes will:

e issue payments that round to at least $1
e not issue payments less than 50 cents.

Funds Control Process

EFRP payments use the Obligation Process through the e-Funds accounting process which
controls funding allotments by program year, monitors program spending, and halts program
disbursements when the funding allocation has been exhausted. The funding is reserved
through the Obligation Process at the time FSA-848B is approved.

The funds for EFRP payments will be controlled at the National Office level. If adequate
funding is not available, the payment will fail. The following error is an example of the
message that will be displayed on the Record and Pay Screen if a payment fails because of
inadequate funding.

“FMD obligation service does not return obligation id. reason: Insufficient funds in
allotment for requested amount $5,625. Remaining balance for program 4050, state
code xx, county code xxx is $1,477., paymentControlNumber:CR_128768]”.

Conservation Funds Ledger System

EFRP allocations are recorded in the Conservation Funds Ledger System. If sufficient funds
are not available, the payment request will fail. The following error is an example of the
message that will be displayed on the Record and Pay Screen if a payment fails because of

inadequate funds in CFLS.

“Total Funds available is less than the approved cost share, Please allocate more funds
in Ledger”.
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251  General Provisions (Continued)

K e-Funds Access

3-14-19

Funding for EFRP is established with the following accounting codes:

3340
3341
3344
3347.

Allotments will be provided to each County Office through the funds control process.
Specific allotments will be determined by the National Office. EFRP obligations occur at
contract approval. State Offices will have access to eFunds allocations to move available
funds to County Offices. If additional funds are required, County Offices shall contact the
appropriate State Office specialist. State Offices shall contact the National Office to request
additional allotments by sending an e-mail with the program year and amount to all of the
following:

e virginia.green@wdc.usda.gov

e gregory.edwards@wdc.usda.gov
e michele.proctor@wdc.usda.gov
e shanita.landon@wdc.usda.gov.

General Payment Policy
See 9-CM, Part 2 for general payment policy for the following:

eligible ID types and business types
payment eligibility

payment limitation

joint operations and entities

general provisions for overpayments.

Submitting Payment Problems

If there is an issue with an EFRP payment, then State Office Specialists shall update the
applicable information to the payment problem SharePoint web site. The link for the
payment problem SharePoint web site is
https://sharepoint.fsa.usda.net/mgr/dafp/PDD/Payment_Issues/default.aspx.

Providing State Office Access to the Payment Problem SharePoint Site
State Office Specialists should request access to the payment problem SharePoint web site by

e-mailing a request to tina.nemec@wdc.usda.gov, and providing the specific program areas
of responsibility.
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252 Payment Limitation Provisions

A Payment Limitation Information for EFRP Payments
EFRP payments are limited to a maximum payment limitation amount per disaster, including
payments from pooling agreements. The maximum payment limitation is $500,000 and will
be attributed through direct attribution.

See 1-PL and 4-PL, for payment limitation amounts for a person or legal entity.

As each payment is processed through NPS, the available payment limitation for the person
or legal entity will be reduced until:

e all EFRP payments are issued for the person or legal entity
e the maximum payment limitation has been attributed to a person.
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253  Payment Subsidiary Eligibility Provisions

A Introduction

254-259

3-14-19

The payment process reads the web-based eligibility system, for the current fiscal year in
which the payment is being issued for EFRP to determine if a producer or member of a joint
operation is eligible to be paid for that year. If the producer or member is ineligible to be
paid, the payment will not be issued, and the producer or member will be displayed on the
Record and Pay screen after the payment is submitted. See paragraph 145 for additional
information.

Reminder:  Eligibility determinations/certifications should accurately reflect COC
determinations and producer certifications, as applicable.

EFRP Subsidiary Eligibility
The following identifies web-based eligibility determinations applicable to EFRP payments

and how the system will use the web-based subsidiary eligibility data for payment
processing.

If a producer has multiple invalid subsidiary eligibility conditions, only the highest priority
ineligible condition will be displayed on the Record and Pay screen.

Eligibility Eligible for EFRP
Determination/Certification Value Payment Exceptions
Controlled Substance No Violation Yes

Growing No
Trafficking No
Possession No
Fraud, Including FCIC Fraud |Compliant Yes
for 2016 and prior years only |Not Compliant No
(Reserved)
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Section 2 Processing EFRP Payments

EFRP Payments

A Supporting Files for Integrated Payment Processing

3-14-19

Par. 260

The EFRP payment process is a web-based integrated process that uses a wide range of
information and other program determinations and values to determine whether a payment
should be issued and the amount of gross payment, applicable reductions, and the net
payment amount. For payments to be calculated correctly, all supporting files must be
updated correctly, including all the following.

Type of Information

How Information Is Used for
Payment Processing

Source

FSA-848B

The information from the FSA-848B is
used to compute the EFRP cost share
payment amount for the producer. All
of the following must be completed
before performance is recorded and
payments are issued:

e FSA-848B, Page 1, items 10 A
through E “Certification by
Participant”

e FSA-848B, Page 2, items 15 A
through E, “Performance
Certification”

e FSA-848B, Page 3, item 18,
“Performance Approval”.

Web-based
Cost Share Contract
System

Payment Eligibility
Information

Used to determine whether the producer
and/or member of a joint operation is
eligible for payment for the fiscal year
in which the payment is issued.

Web-based Eligibility
System

General Name and
Address Information

Used to determine the producer’s
business type and general name and
address information.

SCIMS
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EFRP Payments (Continued)

Par. 260

A Supporting Files for Integrated Payment Processing (Continued)

Type of Information

How Information Is Used
for Payment Processing

Source

Entity and Joint Operation
Information

Used to determine the
following for the year in
which the payment is being
1ssued:

e substantive change value

e members and member’s
share of the following:

e entities
e general partnerships
e joint ventures.

Business File

Combined Producer
Information

Used to determine whether
EFRP producers or members
of entities or joint operations
are combined with other
producers. This information
is used to ensure the payment
limitation is controlled

properly.

Combined Producer System

Available Payment
Limitation

Used to determine payment
limitation availability.

Payment Limitation System

Financial Related
Information

e Calculated payment
information is provided
to NPS.

e Determined overpayment
amount may be provided
to NRRS.

NPS or NRRS

3-14-19
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260 EFRP Payments (Continued)

B Prerequisites for Payments

3-14-19

Certain actions must be completed to ensure that the producer is eligible for payment. The
following provides actions that must be completed to issue payments properly. COC, CED,
or designee shall ensure that the actions are completed.

Step Action

1 |Ensure that FSA-848B has been approved and that the approval date has been
recorded in the system according to paragraph 131, Producer Certification.

2 |Ensure that CCC-901 is on file for the applicable year for producers seeking
benefits.

3 |Ensure that the applicable CCC-902 is on file according to 5-PL for the applicable
year for producers and members of joint operations seeking benefits.

4 | Ensure that all other eligibility determinations have been updated according to the
determinations made by COC for producers and members of joint operations. See
5-PL.

5 |Ensure that joint operation and entity ownership structure information is updated in
Business File for the applicable year. See 3-PL (Rev. 1).

6 |Ensure that the combined producer files are updated correctly for the applicable
year. See 5-PL.

7 | Ensure that all assignments and joint payees have been updated in Financial Services
if CCC-36, CCC-37, or both were filed for EFRP cost share.
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260 EFRP Payments (Continued)

C ID and Business Type Eligibility

3-14-19

The following table provides the ID numbers and business types that are eligible for EFRP

payments.
SCIMS
Business Code Business Type and/or Description
Social Security Numbers With the Following Business Types
00 Individual
07 Trust-Revocable
22 LLC
Employer ID Numbers With the Following Business Types
02 General Partnership
03 Joint Venture
04 Corporation
05 Limited Partnership
06 Estate
07 Trust-Revocable
10 Churches, Charities, and Non-Profit Organizations
17 Trust Irrevocable
18 Individual Operating as a Small Business
20 Indian Tribal Venture
22 LLC
Temporary ID Numbers With the Following Business Type
15 Indians Represented by BIA
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261 Payment Processing

A Computing Payment and Overpayment Amounts

The EFRP payment process is an integrated process that reads a wide range of files to:

e determine whether a payment should be issued or if an overpayment has occurred
e calculate the following:

gross payment amount
reduction amounts

net payment amount
overpayment amount.

The following describes the high level system processing sequence to calculate EFRP
payments for producers.

Step

Action

1

Payment is triggered according to subparagraph Record and Pay action. See
paragraph 142.

2

Determine whether there is an unsigned payment for the farm and producer in NPS,
and if so, cancel the payment in NPS.

Determine the gross payment amount for the practice and producer according to
subparagraph 261 C.

Determine whether the producer is an entity or joint operation, and if so, obtain
member information from the Business File, if applicable.

Determine whether the producer and/or members are eligible for payment.

Provide the following to direct attribution for each agreement and producer:

e gross payment amount
e program specific reductions
e 1 reason, if producer is ineligible because of subsidiary eligibility provisions.

Direct attribution will determine the following:

reduction amounts
payment limitation availability
net payment or overpayment amount

[ ]
[ ]
[ ]
e reasons for nonpayment or overpayment.

Determine whether CFLS and e-Funds are available for the payment.

Provide the payment amount to NPS, or automatically send the overpayment amount
to NRRS.

3-14-19
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Par. 261

261 Payment Processing (Continued)

B Triggering Payments

3-14-19

Payment will be triggered when the County Office user selects and submits payment on the
Record and Pay Page. See paragraph 142.

Gross Payment Calculation

A producer qualifying for EFRP assistance may receive financial assistance levels not to
exceed 75 percent of the eligible cost of restoration measures. The gross payment for the
producer is determined by comparing the financial assistance rate of 75 percent of the costs
incurred to the not to exceed rate from program provisioning. The producer shall receive the
lesser of these amounts.

e “Incurred cost” for the practice times 75 percent, or;
e “Not to exceed” rate times extent performed.

The calculation results should be rounded to whole dollars.

Example: Producer A is an eligible participant and he incurs $4,000 for a practice extent of
50 feet. The financial assistance rate is 75 percent, not to exceed $40 per foot.

Producer A will receive a financial assistance payment of $2,000 which is the
lesser of:

e .75 x $4,000 (incurred cost) = $3,000
e $40 (not to exceed rate) x 50 (extent performed) = $2,000.

Note: Gross payment amounts will be determined by the program application and will then

be processed through direct attribution where subsidiary eligibility and other
reductions are applied.
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3-14-19

Payment Processing (Continued)

D Correcting a Payment

Par. 261

If payment is incorrect after the Record and Pay process has been completed and submitted,
Do Not place the payment in Hold for Cancel in NPS. Adjust the payment thru CSS by
selecting the “Certification” option from the left navigation menu, according to Part 4,

Section 1.

IF the incorrect

value is... THEN...
actual cost Step Action
1

create a new (additional) Producer Certification by selecting “Producer
Certification” from the Certification Search Results Page.

Example 1:

Example 2:

enter the corrected actual costs in the “Current Actual Cost” field on the
Producer Certification - Component Rate Practice Page.

The actual cost is $650 split 60%/40% between producers.
The user previously inaccurately entered $500 total actual
cost which resulted in an underpayment. Enter $150
additional actual cost split 60%/40% to account for the
difference: $650 (correct cost) minus $500 (amount
previously entered) = $150 (split $90 and $60).

e .
Name Extent Technical Avg Max Max Costshare| Extent Extent
Requested | Practice | Actual |CostShare 8| % Limited | Needed | Approved
Cost (5) Regular Resource
DBEF1 | 13.00 500 §51.00 75.00% 75.00% 13.00 13.00
P Percent Approved *Current Prior *Current -
Name R"'""'Ed Share  Amount  Actual Costs  Extent P;":_FQE"‘E:‘
|source  rop) (%) Cost () ($) Performed =& ororme
PROD .
N No 0.00% 20800 | (o000) 30000 [ 0 7.80
PROD _
B No 40.00% 199.00 [ (60.00) 20000 | o] 520

The total actual cost is $650 split 60%/40%. The user
previously inaccurately entered $750 for the total actual
cost which resulted in an overpayment. Enter -$100 split
60%/40% for the actual cost to account for the difference:
$650 (correct cost) minus $750 (amount previously
entered) = -$100 (split -$60 and -$40).

Components
Mame| Extent | Techmical | Avg Max Max Costshare| Extent | Extent
Requested | Practice | Actual |CostShare %| 9 Limited | Needed | Approved
Cost ($)| Regular Resource
DBF1 500 75.00% 75.00%
name | Limited O el Castr  xtame Prior Extemt
Resource (36) %) Cost ($) %) | Pesiormed Parformed

FROD

A No £0.00% 288,00 450,00 780
& No 40.00%  199.00 300.00 5.20

* Practice complete? ¢ (@)

®ves Ono Enter full total installation
* Total installation cost : 550,00 cost. Do not enter a

negative amount.

¥ Acre served : 13.00!

complete record and pay according to Part 4, Section 2. Either an
additional payment of the difference will be sent to NPS or an

overpayment will be sent to NRRS.
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Par. 261

261 Payment Processing (Continued)

D

3-14-19

Correcting a Payment (Continued)

IF the incorrect
value is...

THEN...

Current Extent
Performed

Step

Action

1

create a new (additional) Producer Certification by selecting “Producer
Certification” from the Certification Search Results Page.

2

enter the amount of the corrected extent performed in the “Current Extent
Performed” field on the Producer Certification — Component Rate Practice
Page.

Example 1:  The extent performed is 11. The user previously
inaccurately entered 10 for the producer which resulted in
an underpayment. Enter 1 for the producer to account for
the difference: 11 (correct extent) minus 10 (extent
previously entered) = 1.

Example 2:  The extent performed is 9. The user previously
inaccurately entered 12 for the producer which resulted in
an overpayment. Enter -3 for the producer to account for
the difference: 9 (correct extent) minus 12 (extent
previously entered) = -3.

complete Record and Pay according to Part 4, Section 2. Either an
additional payment of the difference will be sent to NPS or an
overpayment will be sent to NRRS.

TSP
Certification
values

Step

Action

create a new TSP Certification by selecting “TSP Certification” for the
practice from the Practice Summary box that is displayed by clicking on
the selected Agreement Number from the Certification Search Results
Page.

enter the difference between what should be entered and what is actually
entered into the “Current Extent Performed” field.

Example 1: 12 is entered into “Prior Extent Performed”. The amount
should be 13. Enter 1 into the “Current Extent Performed”
field.

Example 2: 15 is entered into “Prior Extent Performed”. The amount
should be 10. Enter -5 into the “Current Extent Performed”
field.

complete record and pay according to Part 4, Section 2. An additional
payment of the difference will be sent to NPS.

Note: If an Overpayment occurs, and “Yes” is selected for the “Practice complete?”
question, the “Total Installation” costs entry will be displayed. Correct the total
installation costs if necessary by entering the actual total installation costs incurred.
Do not attempt to adjust the existing value by entering a negative amount in this data

field.

2- EFRP Amend. 1 Page 6-24




Par. 261
261 Payment Processing (Continued)

E Sequestering EFRP Payments
EFRP payments are not sequestered.

262-267 (Reserved)
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Par. 268
Section 3 Canceling EFRP Payments

268  General Provisions for Canceling Payments

A Canceling Payments

3-14-19

After payment processing has been completed, County Offices shall review the NPS payment
worklist to ensure that the correct payments have been generated. The user should complete
the following if an error is determined:

e payment should not be signed in NPS

¢ the condition causing the incorrect payment should be corrected according to
subparagraph B.

Notes: User intervention is not allowed for the cancellation process. If the condition causing
the incorrect payment is corrected, the system will automatically cancel the unsigned
payment in NPS and recalculate the payment amount due.

If the payment amount is determined to be incorrect and the payment has been signed
in the NPS System, the payment can no longer be canceled. The incorrect payment
will be issued. After the incorrect payment is made the user must perform corrective
actions in CSS. Once the condition causing the incorrect payment has been corrected
in CSS, the system will determine if the producer has been overpaid or underpaid.
During the next Record and Pay action in CSS a receivable will be created if the
producer has been overpaid, or an additional payment will be sent to NPS if the
producer has been underpaid.
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3-14-19

Par. 268

General Provisions for Canceling Payments (Continued)

B Example

Date Documentation Received in Producer Certification is not correct and, as a result, the
PPI was not calculated correctly. The following table provides the steps to correct this error.

Step

Action

1

Complete Producer Certification by entering the negative “Current Actual Cost”
amount and the negative “Current Extent Performed” amount equal to the
previously entered positive amounts. This will result in zeroing out prior actual cost

and extent amounts.

Note: Do not place a negative value in the “Total Installation Cost” field.

Com ponents

Mame Extent Technical

NA e Share

ReEsSouUurce
(o)

Mo

| ~No

g Masc Masc Extent Extent
Requested Practice Actual CostShare Costshare NMeeded Approwved
CosL{$) %0 Regular wolirmiled
Resource
FLC35wW | 13.00 321 $ S51.00 50.00 2o 50.00 %o 13.00 13.00
== i - i
Limited Percent Approved Current Prior Current Prior

S .00

S0.00

Armonnt Actual Costs FxTe it Faxtent

%) Cost($) [ ] rerformed rPrerformed
1eeun oo [ & el .
o000 tecce [ € =lD a.o0

FEA__s8188B P DF

*+ Practce Complete?:
* Total installaton cost:

+* Acre Serwved:

Components Complete:

# Date receipts and documentaton
received{ MM/ DD/ Y Y YY) :

* Produccr Signaturc Datc
(MDD T )

Do not enter a
— negatve amount
FLC S5SWW
[osrirrzole |
[osr17/2018 ]

Complete TSP Certification by entering negative “Current Extent Performed”
amounts and “Current Units Applied” amount equal to the previously entered

positive amounts.

Ccontrol No : 01_053_2016_0004
Applicant Name : Producer A
Status : PARTIALLY_EARMNED

0O1-EFS

TSP Certification

Following are the component, practce details for TSP certificaton.
All reguired fields are denoted by an asterisk{ ¥}

Creation Date : 05/02/2016
Disaster ID : 1502

Addiview Motes

Practice Extents
Extent Extent Extent #=Current Extent Prior Extent
Requested Meeded Approved Performed Performed
20.00 20.00 20.00 [ < -o0o] > 20.00
Component Extents |
=
Name Technical Extent Extent Extent E:tr;ﬁ;'t Prior Extent
Practice Requested Needed Approved Performed
Performed
14BF1 342 S50.00 S50.00 50.00 I 7500 - 50.00
14C3 342 100.00 100.00 100.00 [ < -100[ > 100.00
Technical Practice Extents |
Name Cost Shared Units Planned =Current Units Applied Prior Units Applied
342 Yes 150.00 150.00
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268  General Provisions for Canceling Payments (Continued)

B Example (Continued)

Par. 268

Step

Action

3

payment being cancelled out when “Submit” is clicked.

Complete the Record and Pay Main Screen. The negative value on this screen
should match the positive value of the payment in NPS. This will result in the

Status @ PARTIALLY_EARMNED

Following table lists all practces on the contract for payment.

Practices Summary

01-EFE

FsA_848B PDF

* COF Signature Date (MM/DD/YYYY) : [ |

Submit || Cancel |

Record and Pay Main

Cont_rol No : p1_053_2016_0004 Creation Date : 05/02/2016
Applicant Name : prodycer A Disaster ID : 1502

Add/View Notes

Select Practice Practice Fund cCertification Current Prior Payment
Control Status ID Com plete CostShare CostShare Data
Number Earned. Earned
01-053-
2016- Pending - o "
(] Pyl Conification 3340 |No 2100.00 100.00 Edit

After cancelling the incorrect payment by entering negative amounts to zero out the effective
net payment, the correct payment shall be reissued according to the following table.

Step

Action

1

Complete a new Producer Certification with the correct amounts and dates.

2

Complete a new TSP Certification with the correct values.

3

Complete Record and Pay to send a positive payment amount to NPS with the correct

date.

269-274 (Reserved)

3-14-19
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Par. 275
Section 4 Overpayments

275  General Provisions for Overpayments

A Introduction

3-14-19

Overpayments will be:
e determined during the EFRP payment calculation process

e created if there is a decrease in the producer certification information of “Current Actual
Costs” field and/or “Extents”.

After submitting the negative value on the Record and Pay Screen, the overpayment will
immediately be transferred to NRRS.

Overpayments will be created if the agreement is terminated and there have been payments
issued that have been certified and signed.
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276

Collecting Overpayments

A Introduction

3-14-19

Par. 276

Overpayment amounts will be determined by practice and producer. Overpayments can
occur for many reasons and County Offices are required to take necessary action to collect

overpayments.
Overpayments and Due Dates

The following table provides:

e situations that may cause an overpayment

e overpayment due dates.

payments were issued to the
producer.

terminated.

Situation Time of Determination Overpayment Due Date
Payment was issued for the Any time. Immediately.
wrong agreement or producer.
The payment was issued and | After something affecting  |Immediately.
later something affecting the the payment amount is
payment amount changes on changed on FSA-848B.
FSA-848B.
Producer received a payment | After producer Immediately.
and COC determines that the  |misrepresentation is
producer misrepresented their | determined.
interest on FSA-848B.
It is determined that the After payment limitation Immediately.
payment issued exceeds the exceeded.
producer’s effective payment
limitation amount.
Producer’s eligibility value After an eligibility value Immediately.
changes and this makes the changes and make the
producer ineligible for producer ineligible for
payment. payment.
FSA-848B was terminated after | Any time FSA-848B is Immediately.

2-
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Par. 277
277  Charging Interest

A Introduction

Interest shall be charged on all EFRP overpayments to producers who become ineligible after
the producer’s application was approved and the payment was issued.

B Ineligible Producers
A producer is considered ineligible if:
e COC determines that the producer:
e crroneously or fraudulently represented any act affecting a determination

e knowingly adopted a scheme or device that tends to defeat the purposes of the
program

e misrepresented their interest and subsequently received an EFRP payment
e controlled substance provisions are not met
e fraud including FCIC fraud provisions are not met
e practice was not properly performed and failed
e practice performed with material that was not approved on the FSA-848A.

Interest for ineligible producers will be charged from the date of disbursement. The system
will compute this interest when the overpayment is established in NRRS.

C When Not to Charge Interest
Interest will not be charged if the producer:
e is determined to be eligible

e returns the Treasury check without being cashed
e refunds the payment voluntarily.
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Reports, Forms, Abbreviations, and Redelegations of Authority

Reports
None

Forms

The following table lists all forms referenced in this handbook.

Exhibit 1

Display
Number Title Reference | Reference
CCC-36 Assignment of Payment 260
CCC-37 Joint Payment Authorization 260
CCC-901 Members Information 2009 and Subsequent 260
Years
CCC-902 Farm Operating Plan for Payment Eligibility 251
2009 and Subsequent Program Years
FSA-325 Application for Payment of Amounts Due 251
Persons Who Have Died, Disappeared, or
Have Been Declared Incompetent
FSA-848 Cost Share Request Text
FSA-848A Cost Share Agreement Text
FSA-848B Cost Share Performance Certification and Text
Payment
FSA-850 Environmental Evaluation Checklist 63

3-14-19
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Reports, Forms, Abbreviations, and Redelegations of Authority (Continued)

Abbreviations Not Listed in 1-CM

The following table lists all abbreviations not listed in 1-CM.

Exhibit 1

Approved
Abbreviation Term Reference
CD Conservation Division 1,2
CFLS Conservation Funds Ledger System 251,261
C/S Cost Share Text
CSS Cost Share Software Text
CSV Comma Separated values 244
EFRP Emergency Forest Restoration Program Text
ID Identification Text
PDD Program Delivery Division 1,2,251
TSP Technical Service Provider Text
USFS United States Forestry Service 61, 62

Redelegations of Authority

None

3-14-19
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Exhibit 2
Definitions of Terms Used in This Handbook

Application
Application means an FSA-848 or FSA-848A that has not been approved by COC or CED.
Agreement

Agreement means an FSA-848A that has been approved by COC or CED.
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Screen Index

The following screens are displayed in this handbook.

Exhibit 5
(Par. 2)

Title Reference
Program Selection Screen 22
Emergency Forest Restoration Program Home Screen 23
Application Signup - Application Information Screen 30
Application Signup - Add Contributors Screen 31
Application Signup - Documentation Screen 32
Application Signup - Add Practices Screen 33,175
Application Signup - Add Practice Components Screen 34
Application Signup - Add Contributors Screen 35
Application Signup - Practice Summary Screen 36, 37
Application Signup - Additional Information Screen 38, 39
Edit Application Selection Screen 53
Needs Determination/Environmental Compliance Selection Screen 60
Application Signup - Needs Determination Screen 61, 62
Environmental Compliance Check Screen 63
Agreement Approval Results Screen 79
Agreement Approval - Assign ID Screen 80, 179
Agreement Approval Screen 81, 84, 85,91, 92,
Application Signup - Component Rate Practice Approval Screen 82,177
Application Signup - Component Rate Practice Approval Summary |83
Agreement Approval - Eligibility Information Screen 86
Agreement Approval - Eligibility Success Screen 87
Agreement Disapproval Information Screen 88
Agreement Disapproval Confirmation Screen 89
Agreement Disapproval Success Screen 90
Un-Submit Application Selection Screen 97
Application Signup - Un-Submit Screen 98
Inactivate Application Screen 105
Application Signup - Inactivate Screen 106
Application Signup - Inactivate Confirmation Screen 107
Search Criteria Screen 114
Search Results Screen 115,117,118
View/Print Forms Selection Screen 122
View/Print Forms Results Screen 123
Certification Search Results Screen 130
Producer Certification - Component Rate Practice Screen 131
Producer Certification Confirm - Component Rate Practice Screen 132
TSP Certification Screen 133

3-14-19 2-EFRP Amend. 1
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Exhibit 5

(Par. 2)

Screen Index (Continued)
Title Reference

TSP Certification Screen 133
TSP Certification Confirmation Screen 134
Record and Pay Search Results Screen 141
Record and Pay Main Screen 142
Record and Pay Component Rate Practice - Screen 143
Record and Pay Component Rate Practice - Confirmation Screen 144
Record and Pay Main - Confirmation Screen 145
Existing Certifications Screen 152
View Existing Certifications Screen 153
Retry Payment Results Screen 160
Retry Payment Screen 161
Retry Payment Confirmation Screen 162
Search Agreements for Revision Screen 169
Revise Agreement Search Results Screen 170
Revise Contract Screen 171
Agreement Signup - Applicant Information Screen 172
Agreements Signup - Add Contributors Screen 173
Agreement Signup - Add Practice Components Screen 176
Application Signup - Component Rate Practice Approval 178
Confirmation Screen
Edit Contract Selection Screen 191
Agreement Maintenance - Cancel Revision Screen 192
Agreement Maintenance - Cancellation Screen 193, 195
Agreement Maintenance - Cancel Reinstate Screen 194
Terminate Contract Screen 201
Agreement Maintenance - Terminate Agreement Screen 202,203, 204
Agreement Maintenance: Agreement Approval Screen 205, 206
Agreement Maintenance: Terminate Final Screen 207
Agreement Maintenance - COC/CED Approval Complete Screen 208
Agreement Maintenance - Reinstate Agreement Screen 209
Agreement Maintenance - Reinstate Agreement Complete Screen 210
Submit To COC/CED Screen 216
Agreement Maintenance - Submit to COC/CED Screen 217
Agreement Maintenance - Submit to COC/CED Complete Screen 218
COC/CED Approval Screen 225
Agreement Maintenance - Check ID Screen 226
Agreement Maintenance: Agreement Approval 227,228
Agreement Maintenance - Agreement Approval Eligibility 229
Information Screen
Agreement Maintenance - COC/CED Approval Complete Screen 230
Agreement Maintenance - Cancel Termination Screen 231
Agreement Maintenance - Cancellation Screen 232
Search Agreements Screen 236
Agreement Search Results Screen 237,238
Report Search Criteria Screen 244
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Exhibit 5

(Par. 2)
Screen Index (Continued)
Title Reference
Agreement Maintenance - Cancellation Screen 232
Search Agreements Screen 236
Agreement Search Results Screen 237,238
Report Search Criteria Screen 244
COC/CED Approval Screen 225
Agreement Maintenance — Check ID Screen 226
Agreement Maintenance: Agreement Approval 227,228
Agreement Maintenance — Agreement Approval Eligibility 229
Agreement Maintenance — COC/CED Approval Complete Screen 230
Agreement Maintenance — Cancel Termination Screen 231
Agreement Maintenance — Cancellation Screen 232
Search Agreements Screen 236
Agreement Search Results Screen 237,238
Report Search Criteria Screen 244
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