UNITED STATESDEPARTMENT OF AGRICULTURE
Farm Service Agency
Washington, DC 20250

For: State and County Offices

2003 COC Election Web-Based Report Procedures

Notice AO-1294

Approved by: Deputy Administrator for Field Operations

55

1 Oveview

A Background

COC election results by nominee are now being input using a new web-based application. The
site for entering the election results will be available by December 29, 2003. Should an employee
have problems logging into the site, contact the Help Desk at 800-255-2434 for assistance.

County Offices shall input the COC nominee and associated election information from the results
of the current election. Data not requested on this web-based application is required to be input
as before in the Sys/36. See 15-A0, Part 9 for instructions.

Purpose

This notice explains the process of entering election results into the web-based system. The

timeframe for entering the information is December 29, 2003, through January 5, 2004. County
Offices must ensure that all records about each candidate have been verified in SCIMS. Update
datain SCIMS if not correct. The employee must be an authorized SCIMS user to update data.

A WebCAAF ID isrequired to record election results.
C Contact
If there are questions about this notice:

* County Offices shall contact the State Office
o State Offices shall contact any of the following:

* Ken Nagel at 202-720-7890
+ Deborah Johnson at 202-720-0067
* ZinaRiley at 202-720-0258.

Disposal Date Distribution
April 1, 2004 State Offices, State Offices relay to County Offices
12-24-03 Page 1



Notice AO-1294

2 Action

A

Entering Election Results

Enter the COC election website that will be provided through a forthcoming Information Bulletin.

The user will need their WebCAAF password.

Enter election information according to the following.

Step Action Result

1 | OnUSDA WebCAAF Authentication and Authorization WebCAAF Screen will be
Warning Screen, PRESS “ Continue”. displayed.

2 | On WebCAAF Screen: County FSA Committee

Election Report Screen will be
o enter WebCAAF user ID and password displayed. See Exhibit 1.
« PRESS*“Login” or “Enter”.

3 | On County FSA Committee Election Reports Screen, County FSA Committee
PRESS “County FSA Committee Elections Reporting Election Report Screen will be
Login”. redisplayed. See Exhibit 2.
Note: Disregard the sentence stating that "the data will be

mailed to producers eligible to vote." This screen
will be amended.

4 | On County FSA Committee Election Reports Screen, Administering Location Screen
PRESS “Reporting for Candidates”. will be displayed. See Exhibit 3.

5 | On Administering Location Screen, enter the following from | Candidate List Screen will be
the drop-down box: displayed. See Exhibit 4.
Note: The State will be pre-filled with the user’s State

unlessit is a shared management office.
e number of the COC with election
* number of the local administrative area (LAA) having an
election
* PRESS “Submit”.
Note: Each LAA shall be processed separately.
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2 Action (Continued)

A Entering Election Results (Continued)

Step Action Result
6 | OnCandidate List Screen: SCIMS Producer Profile Data
Screen will be displayed. See
» aprefilled list of candidates entered during the nomination | Exhibit 5.
process will be displayed
+ click on the candidate’ s name to enter the count
information for that candidate
* PRESS *“Submit”.
7 | On SCIMS Producer Profile Data Screen, verify that the Election Total Screen will be
information is correct. displayed. See Exhibit 7.
If the information does:
* match, click on box stating information on the nomination
form matches the information stored in SCIMS
* not match:
o click onthe“SCIMS’ link to update SCIMS with new
profile information
¢ update information
» check the verified box.
Enter the number of votes received for the candidate and
PRESS “ Submit” to accept the information on the screen.
Note: If the user does not verify the SCIMS producer profile
data or if there is any information missing from the
gender, race, or ethnicity, the information must be
updated before the user will be able to enter the count
information for that election. See Exhibit 6.
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2 Action (Continued)

A Entering Election Results (Continued)

Step Action Result
8 | On Election Total Screen, enter the following: If:
“Tota Votes Disqualified” * thereisawrite-in candidate,
+ “Tota Votes Received”. PRESS “Add a Write-In Candidate”
and Candidate Search Screen will
Notes: The “Total Votes Received” should be equal be displayed. Go to step 9.
to the “Total Votes Counted” plusthe “Totd
Votes Disqualified”. Note: See Exhibit 8.
The “Tota Votes Counted” will be the sum * thereisnot awrite-in candidate,
of the total of all valid candidate votes PRESS "Submit". Go to step 11.
received.
PRESS “ Submit”.
9 | On Candidate Search Screen, enter any of the Candidate Data Screen will be
following: displayed. See Exhibit 9.
o last 4 digits of the candidate’'s ID
+ first few letters of candidate’ s last name
* entirelast name.
PRESS “ Submit”.
10 | Onthe Candidate Data Screen, to select another Candidate Confirmation Screen will be
candidate, PRESS “ Search” and repeat step 9 until displayed. See Exhibit 10.
all candidates have been entered.
If an incorrect candidate is added to thelist:
* highlight the incorrect candidate name
« PRESS “Remove From List”.
When all candidates are shown in the “Candidates
Entered” field, PRESS “ Submit”.
11 | Onthe Candidate Confirmation Screen, PRESS Candidate information will be submitted
“Submit to Database”. to the database.
Note: Datawill not transmit until all entries or
candidates are balanced.
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2 Action (Continued)
B State Office Action
The Administrative Officer (AO) or their designee shall verify the election data reported by their
State by January 9, 2004. If the datareviewed isincorrect, AO’s shall contact the County Office
to reset their database. The website will be closed and reports must be finalized by
January 14, 2004.

Any County Office that has conducted a specia election should contact the Kansas City
Administrator.
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Notice AO-1294 Exhibit 1

County FSA Committee Election Report Screen

The following is an example of the County FSA Committee Election Report Screen.

/| County FSA Committee Elections - Microsoft Internet Esplorer

{FI'E Edit  Miew Favortes Toolz Heip

1 : XA - T ‘
& =0 DA 35 H |
J Foiward - Slop  Refiesh Hoﬂ'ue______S_e_g_rc_h Favnnies History |  Print Edit S i
‘ 3 htEp /ﬁlocalhust BDSU/DDEZHeDmtmg/\ﬂdEH isp ___| (I'>GD l Lmks ’”

Fr Service Agenc Y

=

- Online
TE-Forms

bility Statement Cﬂunt}’ FSA Committee Election Rep()l'ts

Privacy and Security County FSA Committee Elections Reporing Login I
Policy

This Farmn Service Agency website is provided for the County FSA Committee Election. The data
entered on this website will be compiled and madled out to all producers who are eligible to vote.

USDA is comrmitted to making its web pages accessible to all individuals. If you are a person with a
disability and have trouble accessing or using our web site, please contact the CCE Help Desk at
(800) 457-2642. Please prowde us with the specific URL with which you have a problem or
concern,

e

Dore : i | | | '.';f'T ! Local intranet
o it Ay
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Notice AO-1294 Exhibit 2
Redisplayed County FSA Committee Election Report Screen

The following is an example of the redisplayed County FSA Committee Election Report Screen.

Reporting Menu - Microsoft Internet Explorer
| Fle Edt View Favor
e o oD A W 3
I Back F wald Stop Pefresh Home | Search Favorites History |
3 Address i@] http f.floca\hml BBm!EDEKHEpmmgﬁepmllnglndex s

Farm Service Ayency

= Online FSA 1 11 [. rarietc

TE-Forms T Contact Us

Mail Print Edif

El 1s Home Page

its web pages accessible to all indimduals. If you are a person with a disabdity and have trouble
site, please contact the CCE Help Desk at (800) 457-3642. Please provide us with the specific URL with
which you have a problem or concern

accessing of using our

gsmt| £web - 1BM Webs, }mesanwum |[@1Renorting Me... B Novell Grouwis... | ZYMail From Todd ..
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Administering Location Screen

The following is an example of the Administering Location Screen.

<j County E istering Data - Microsoft Internet Explorer
File Edit  Wiew

& ‘* 6 04 A d s

| Back Stop If\_gf_{_e_sl‘e__ Horme . Search Favorites  History | Print

Favorites ~ Toaols  Help

| ddress I@ hittp:/ flocalhost:8080/COC/Reporting/AdminDticeSelection jsp

\Farm Service Agency

> s e : = i
| Contact Us Search " Locai Offices | USDA Home

Accessibility Statement Admini stering Location

State: |Neblaska
COC Counties: Seward
*County Cn|1 *I

*Local Administrative
Area: IZI

Submit 1
* Distinguishes required fields.

-@1} Done '_'aig Local intranet A
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CandidatesList Screen

The following is an example of the Candidates List Screen.

oft Internet Explorer

le Edit View Favorites

« .5 @ 1 o Q S G
Back Fopiard Stop  Refresh  Home | Search Favorites History | Frint Edit

Address ]gl http: #/localhost: B080/C0C/Reporting/E lectionlnto.jsp
Fi ervice Agen

-___
! Online

>
E-Forms

- Admindstering Location
v Statement State: Nehraska

County: Seward
Headquarters Office ID: 63890
County Committee: 1

Local Administrative Area: 3

-Candidate List
Click on the candidate name to enter the count information for that candidate.

Candidate Name Candidate Votes Counted D
1 EENNETH CROSS 2 123456789
2. T METNBEE.G 432 123456789

Total Votes Counted: 434

Add a \Write-in Candiclate

Total votes received in the current election
Total Votes Counted: 434

*Total Votes Disqualified: |1

*Total Votes Received: 435

Reset Submit l

!@ e o——— T e e L s A e i :_ E_rgl__gcaigqﬂan:gl o
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SCIM S Producer Profile Data Screen

The following is an example of the SCIM S Producer Profile Data Screen.

Yiew Favontes Tools

B s e e
;w,-»sa B N A m I8 G

Stop  Refresh  Home g Search Favorites Hlstnly ! Print Ecii

TE-Forms Corta E "Search
TIM MEINBERG
Tax ID: 123456789 Tax ID Type: 3

-Producer Profile Data

Please venfy displayed information with the producer's nomination form
If data displayed does:

« not match nomination form, chek here to access SCIMS to update applicable producer record
o match nomination form, please check here mdicating data srenﬁed,g_ F’“

{Data will not be submitted without indication af verificating
[5CIMS Praducer Prafile Dala|_
*CGender: Male - Customer Declared

*Ethmesty: Mot Hispanic or Latino - Customer Declared
*Race:

*¥otes this nominee received in current election: [432
Reset Remove Member | Cancel I

™~

[ ] %% Localintranet 4
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Invalid Entry on SCIM S Producer Profile Data Screen

The following is an example of an invalid entry on the SCIMS Producer Profile Data Screen.

rosoft Internet Explorer

File Edit  View Favortes Tools Help ST
g <0 B AL Bl e KR ]
Back [js Stop  Refresh  Home | Search Favarites Histary |  Print Edt
Address Ié_'l http: //localhost: B0S0/COC/R eparting/Candidate jsp Tname=T IM+MEINBERG

Invalid Entry
You must acknowledge the validity of the SCIMS Producer Profile Data before continuing.
Must select the race.

tatement
TIM MEINBERG
Tax ID: 123456789 Tax ID Type: &

-Producer Profile Data

Please venfy displayed mformation with the producer's nomination form
If data displayed does:

Privacy and Security

Election Reporting
Information

* not match nomination form, chek here to access SCIMS to update applicable producer record.
o match nomination form, please [30MS Producer Profile Dataly, y.pifeq [~

{Data will not be submitted without indication of verification.)

*Gender: Male - Customer Declared
*Ethrucity Mot Hispanic or Latine - Customer Declared
*Race

*Votes this nominee received in current election: |432

Submit Reset Eemove Member Cancel |

|

@bﬂnne_“ B s } I_'J‘g T _/
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Invalid Entry on SCIM S Producer Profile Data Screen (Continued)

The following is an example of the SCIMS Producer Profile Data Screen alowing the user to update
profile data from the nomination form.

e | Sealch Favontes Hlstow i
| ddress I@] Fts: fflncaihnst ensnsm E)Hepmlmga’Canddate |sp7name-TIM+MEINBE RE

Farm Serm:e Agency

e
' 0

nline

Plint

=] PGo | Lnks |

YE-Forms ortact Us [¥ f 5 Otiices '1'-%_:.‘50#:4“
TIM MEINBERG
Tax ID: 123456789
-Producer Profile Data

Record gender, ethnicity, and race of member of organization represented.

*Gender: 1 Male = I

Tax ID Type: =

*Ethnicity: | Hispanic or Latino (Customer Declared) |
' . *Race: Asian (Customer Declared)
Election Reporting Black or African American {Customer Declared)

Information

American Indian/Alaska Mative (Customer Declared)
MNative Hawaiian or other Pacific Islander (Customer Declared

e (Customer Declared)
Agian (Employeed Observed)

Black or African American (Employeed Ohserved)
American Indian/alaska Native (Employeed Observed)
Mative Hawaiian ar other Pacific Islander (Emploveed Obsénved)

White (Employeed Obsenved)

*Votes thisgominee received in current election: 1432

Submit ] FReset | Remove Member Cancel I
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Election Total Screen

The following is an example of the Election Total Screen.

« 4 a0 A a G

Back Fopyard Stop  Refresh  Home Search Favoites History | Print Edi

Exhibit 7

80/COC/Reparting/E lectioninfa, jsp

= Ol FSA Intranet

1T i
|"Search ' Loca

TE-Form= TCortact Us

[Ofices  |TUSDA Home

- Administering Location
State: Nehraska
County: Seward
Headquarters Office ID: 63890
County Committee: 1

Local Administrative Area: 3

- Candidate List
Click on the candidate name to enter the count information for that candidate.

Candidate Name Candidate Votes Counted
1. EENMNETH CROSS v

2. TIM MEINBERG 432

Total Votes Counted: 434

Add a‘Write-in Candidate

D
123456789
123456789

Total votes received in the current election
Total Votes Counted: 434

*Total Votes Disqualified: |1

*Total Votes Received: 435

Reset ] Submit l

L

&) Dore  Mm localinanet
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Exhibit 8
Candidate Search Screen

The following is an example of the Candidate Search Screen.

County FSA Commilten

Candidate Search

*{To select a Candidste please input one of the following)
Last Four Digits of ID ; ‘

of
Last Name(or partial) iC

12-24-03
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Candidate Data Screen

The following is an example of the Candidate Data Screen.

1 ﬁgcglhoﬁ:mmtiﬂepmmlﬁjsp

f kiR S,

Canididate Data
{Click v the down arrow shown to select from the list of Candidate Nemes)

*Candidate: [KENNETH CROSS 123456789

Nickname: | f

*Candidates Entered: }TlM MEINBERG
KENNETH CROSS

* Distingusshes required fields.

12-24-03
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Notice AO-1294 Exhibit 10

Candidate Confirmation Screen

The following is an example of the Candidate Confirmation Screen.

ion - Microsoft Internet Explorer

‘ =5 = |
ward Stop  Refresh  Home i Search Favontes  History | Prnt Edit

- Back.
Address i@] http: #/localhost: 8080/COC/Reporting/E lectionCountConfirmation. jsp

] @60 | Links |

=

- Administering Location
State: Nebraska
County: Seward
Headquarters Office ID: 63890
County Committee: 1

Local Administrative Area: 3

-Election Candidates

| General Information

i Nickname: Gender: Iale

|ID: 123456789 ID Type: E

iEtlmjcity: Hispanic or Latino (Customner  Race:

i Declared) White (Customer Declared)
| Current Election Resulis

;Votes Counted/Received: 432 /435

| Rank in terms of Votes received: 1 {TIM MEINBERG]

| Percent of total votes received: 99 %

[ General Information

Nickname: Gender: Male

|ID: 123456789 ID Type: E

éEthnil:ity: Hisparue or Latine (Employeed Race:

| Observed) White (Employeed Observed)
| Current Election Resulis

Votes Counted/Received: 2 /435
Rank in terms of Votes received: 2 of 2 candidates
Percent of total votes received: 0 %

-Ballot Totals

r Ballot Totals for current election———— N
! *Total Votes Counted: 434

| *Total Votes Disqualified: 1

, *Total Votes Received: 435

After verifying the correciness af the above information, please print this page for your records befare submitiing.
*Distinguishes required flelds.

Feturn to Election Eniry Screen Submitto Database | &
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