UNITED STATESDEPARTMENT OF AGRICULTURE

Farm Service Agency Notice AO-1303

Washington DC 20250

For: State and County Offices

2003 County Election Web-Based Election Committee Reports

Approved by: Acting Deputy Administrator for Field Operations

1 Overview

A Background

A web-based process has been developed for recording County Committee (COC)
Organizational Structure through the web-based application. The information being
collected will provide FSA National, State, and County Offices with anew COC Directory.
County Offices shall input the Committee Report information from the 1% organizational
meeting held with the new COC.

If problems are encountered logging into the site, the Help Desk should be contacted for
assistance at 800-255-2434, option 5 of the recorded message.

Purpose

This notice explains the process for entering Committee Reports data information into the
web-based system. Once all counties have uploaded the data into the web-based application,
KC-Application Development Center (ADC) will produce a COC Directory. An
E-Authentication (formerly known as WebCAAF) ID isrequired to record election results.
Contact

If there are questions about this notice:

e County Offices shall contact the State Office
e State Offices shall contact any of the following:

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

Disposal Date Distribution

February 1, 2005 State Offices; State Officesrelay to County

Offices
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Notice AO-1303
2 Action
A Entering County Committee Organization Structure

Enter the COC election website address that will be provided in an Information Bulletin. The
user will need their E-Authentication password.

Enter committee structure information according to thistable. See Exhibit 1 for screen

prints.
Step Screen Title Action
1 | USDA E-Authentication and PRESS “Continue”.
Authorization Warning Screen
2 | Please enter your credentials. e Enter E-Authentication User 1D and Password.

e PRESS*“Login” or “Enter”.

3 | County FSA Committee Reports | PRESS “Recording County Committee Organizational

Structure”.
4 | Recording County Committee Enter the County Office Committee number and the number
Organizational Structure of local administrative areas (LAA’s) in the committee.

e Select the COC Number from the drop down box.

e Select the number of LAA’s in the county from the next
drop down box.

e PRESS “Continue’.

5 | Administering Location A pre-filled screen displaying the Administering Location is
displayed.

e |nsert current information for the 2004 COC.
e |nsert amember for each LAA.
e PRESS“LAA” toinsert data.

6 | Member Search On the Member Search Screen, input either of the following:

e last 4digitsof ID
e partial last name.

PRESS “Search”.
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2 Action (Continued)

A Entering County Committee Organization Structure (Continued)

Step Screen Title Action
7 | Member Data Once the correct member has been selected, PRESS “Add Member”.
8 | Member Profile A pre-filled screen displays the Member Profile.

e Place acheck in the box if information is correct.

e Select aposition for each year that the current member has held
from the drop-down boxes.

e PRESS*“Submit”.

e Onthe next screen, PRESS “LAA” for the current member to
record the member’ s personal information.

e Select theterm and years remaining in term from the drop-down
boxes.

e PRESS *“Submit Member Data’.

e The next screen calculates the “Next Election Year” for each
LAA.

Note: Repeat steps 5 through 8 until all LAA’s have members added
to the profile.

e PRESS “Submit Information”.

9 | Recording Alternates PRESS “Record LAA Alternates’.

10 | LAA Alternates Do either of the following:
e enter Alternates for each LAA by pressing LAA

e check “No LAA Alternates’ if there were no aternates for the
particular LAA.
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2 Action (Continued)
A Entering County Committee Organization Structure (Continued)
Step Screen Title Action
11 | Alternate Search and Search for member information by choosing either of the following:
Profile
e last 4digitsof ID
e partial last name.
PRESS “ Search’”.
Note: Follow the same proceduresin step 7 and 8.
e Select the Position from the drop-down box.
e PRESS“Submit”.
e Repeat steps until al Alternates have been selected for each LAA.
e PRESS “Submit Information”.
12 | Recording Advisors Follow steps 9 through 11.
13 | Proof Information Once all information for the Directory has been entered correctly,’
Entered PRESS * Submit Information”.
Note: Transaction Completed Screen will be displayed
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This Farm Service Agency website Is provided for the County FSA Committee Election. The data entered on this
website will be compiled and forwarded to Washington DC for further analysis.

USDA is committed 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)-255-2434 . Please provide
us with the specific URL with which you have a problem or concern.
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Screen Prints (Continued)
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Screen Prints (Continued)
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Screen Prints (Continued)
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Screen Prints (Continued)
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rMember Profile

Flease werify displayed information for the producer.
For data displayed

« ifanyfield is blank, click here to access SCIMS to update applicable producer record

« ifitappears correct, please check here to vernfy data. l‘q\

(Data witl not be submitted without indication of verification.)
*Gender: Femals

TEthnicity: Mot Hispanic or Latino - Employee Observed
"Race White - Employee Observed

Position on 2004 COC: [Chaiperson =]
Position on 2003 COC: [Vice Chairperson =]
Position on 2002 COC : [Vating Member =]
Position on 2001 COC: [Chaiperson =]
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Screen Prints (Continued)
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Screen Prints (Continued)
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Screen Prints (Continued)
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Screen Prints (Continued)
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Screen Prints (Continued)
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Screen Prints (Continued)
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LAA Member Name Member Position Term Years Remaining in Term  Next Election Year
MILDRED HEAD Charpersen |2 7] 1= 2005
LA 2 | SANDEA LEE LEWIS Vice Charperson |1 'I i 2006
LAAS | CROWI ENTERPRISES Voting Member I 1 'I ix 2007
Submit Member Data Al Alsar | Fecord LAA Alternates
rCOC (2003)
Click on the LAA button to record the current member and personal information for that LAA.
Member Name Member Position Position in 2002 Position in 2001
LA | MILDEED HEAD Vice Chairperson Woting Member Chairpersen
(LA 2 | SANDEA LEE LEWIS Woting Member Unlenown Unknown
Lty 3 | TNITY 2CHOOL OF CHEISTTANITY Chairperson Vice Chairperson Voting Metnber
Submit Infarmation | Add Historical Advisar
Add Advisor for the 2003 Board
|
|®j ’_ ’_ ’_ |5.g Local intranet
iaﬁlalll Weh - IBM WwehSphere St ”@Cuunly FSA Committe...  [B}F Microsoft Word - Dncument‘ll

3-26-04

[@E NS S 316PM

Page 14



Notice AO-1303

Screen Prints (Continued)
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Screen Prints (Continued)
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Farm Service Agency

1t Us ch

Last Four Digits of ID 4455
or

Partial Last Name
Feset |

T Disfinguishas required fields

Cancel |

|

|@ Done

iaﬁlalll Weh - IBM WwehSphere St ”@Cuunly FSA Committe...  [B}F Microsoft Word - Dncument‘ll

3-26-04

’_ ’_ ’_ |5.g Local intranet
[BIONM pHES 19rm
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Notice AO-1303 Exhibit 1

Screen Prints (Continued)

County FSA elect Alternat: osoft Internet Explor

Eile Edit “iew Favorites Tools Help

s | D G BB S
Back Fariwarnd Stop  Refresh  Home Search Favorites  Histary Mail Print. Edit
Address I@ hitp: 4 flocalhost B080/COC/Reporting/Directorp/Selectbliemate. jsp

Farm Service Agency
—

A

ct Us

S

Alternate Data

Intranet

*Alternate Name: |{IY

Search Again Add Alternate | Cancel |

Add Altemnate

T Disfinguishes required fields.

Board Dire

ary

|

|@ ’_ ’_ ’_ |5.g Local intranet
igliStart | 5web - IBM WebSphere St ||@|:uum,. FSA Committe...  [{¥F Miciosoft Word - Dncument1| [@UONM T B S 313PH
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Notice AO-1303 Exhibit 1

Screen Prints (Continued)

Eile Edit “iew Favorites Tools Help

B 9 o

Mail Pririt Edlt

Q E S

Search Favorites  Histary

S < BT A

Back Fariwarnd Stop  Refresh  Home
Address I@ hittp:/locathost B180/COC/Reporting/DirectorydltemateD ata.jsp¥index=-1
Farm Service Agency

O anet

j @Go | Links ?

LARRY RICHARDSON

rAlternate Profile
Please werify displayed information with the producer's nomination form
If data displayed does:

« not match nomination form, click here to access SCIMS to update applicable producer record
« match nomination form, please check here indicating data verifie ;

Eoard Ditectory
(Data witl not be subrmitted without indication of vertfication.)
"Gender: Ilale

TEthnicity: Mot Hispanic or Latino - Employee Observed
"Race White - Employes Observed

"Position: |1stAIternate -
Femove Mermber Cancel |

Add Alernate to the Altemnate List| .
Dhstinguishes required fislds. —

|

|@ ’_ ’_ ’_ |5.g Local intranet
igliStart | 5web - IBM WebSphere St ||@|:uum,. FSA Committe...  [{¥F Miciosoft Word - Dncument1| [@UONM T B S 313PH
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Notice AO-1303

Screen Prints (Continued)

County FSA soft Internet Explorer

Eile Edit “iew Favorites Tools Help

Exhibit 1

Mal  Pimt Edt

Q E S

Search Favorites  Histary

A

@ .= D
Refresh  Home

j @Go | Links ?

3-26-04

Back Fariwarnd Stop
Address I@ hitp: 4 flocalhost B0B0/COC/Reporting/Directorpdéltemates jsp

Farm Service Agency
= line FSA Intranet _
T T h = Tocarome;

TE-F« ct Us [
rAdministering Location
State: Missouri
County: Jackson
Headguarters Office ID: 63408
rLAA Alternates
Click on the LAA hutton name to enter the personal information for the cumrrent alternate.
LAA No LAA Alternates Name Alternates Position
LA | I LAREY RICHARDZON 1st Alternate
EEMA E WEBE-TRUIST 2nd Alternate
ANNETTE TUSTINE STEELMAN 1st Alternate
LAk 3 |

Submit Information | Cancel |

‘Valldate and Submit Alternate Inlormat\onl

’_ ’_ ’_ |5.g Local intranet

|

|®j Done
iaﬁlalll Weh - IBM WwehSphere St ”@Cuunly FSA Committe...  [B}F Microsoft Word - Dncument‘ll

[ WU NS B ® 320PM
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Notice AO-1303

Screen Prints (Continued)

3-26-04

ft Internet Explorer

Eile Edit “iew Favorites Tools Help

Exhibit 1

S < BT A

Back Fariwarnd Stop  Refresh  Home

Q E S

Search Favorites  Histary

B 9 o

Mail Pririt Edlt

Address I@ hitp: 4 flocalhost B080/COC/Reporting/Directory/BoardDirectany.jsp
Farm Service Agency

j @Go | Links ?

— FSA In

E-F ct Us s
rAdministering Location

State: Missouri
County: Jackson
Headguarters Office ID: 63408
rCurrent COC(2004)

Click on the LAA hutton name to record the current member and personal information for that LAA.

LAA Member Name Member Position Term Years Remaining in Term  Next Election Year
MILDRED HEAD Charpersen |2 7] = 2005
(Las2|  SANDRALEELEWIS Ve Chaiperson |1 7] [2=] 2006
(LaA3| CROWNENTERFRISES — VotingMember |1 ] 7= 2007

Submit Member Data Al Alsar |

Fecord LAA Alternates

~COC (2003)

Click on the LAA button to record the current member and personal information for that LAA.

Member Name Member Position Position in 2002 Position in 2001
LA | MILDEED HEAD Vice Chairperson Woting Member Chairpersen
(LA 2 | SANDEA LEE LEWIS Woting Member Unlenown Unknown
Lty 3 | TNITY 2CHOOL OF CHEISTTANITY Chairperson Vice Chairperson Voting Metnber
EOBEET E SWITH Advisor Unknown Unknown b
/ Submit Infarmation | Add Historical Advisaor |
|
|®j ’_ ’_ ’_ |5.g Local intranet
iaﬁlalll Weh - IBM WwehSphere St ”@Cuunly FSA Committe...  [B}F Microsoft Word - Dncument‘ll
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Notice AO-1303 Exhibit 1

Screen Prints (Continued)

Confirmation Page - osoft Internet Explorer

Eile Edit “iew Favorites Tools Help |
3 =

@ s 0 AN B I RN A e |

Back Fariwarnd Stop  Refresh  Home Search Favorites  Histary Mail Print. Edit

Address I@ hitp: 4 flocalhost B0B0/COC servlet/C0 ChemberS ubmitH andlertigent

Farm Service Agency A

e E'S

Transaction Completed

County FSA Committee Elections Login |

|

|@ ’_ ’_ ’_ |5.g Local intranet
igliStart | 5web - IBM WebSphere St ||@|:uum,. FSA Committe...  [{¥F Miciosoft Word - Dncument1| [@UONM T B S 321 P4
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