UNITED STATESDEPARTMENT OF AGRICULTURE _
Farm Service Agency Notice AO-1326
Washington DC 20250

For: State and County Offices

2005 County Committee (COC) Election Web-Based Organizational Structure
Approved by: Deputy Administrator, Field Operations

/727

1 Overview

A Background
This notice provides updated guidance for entering new COC organizational structure
through the web-based application. COC organizational structure provides information for a
COC Directory.

B Purpose
This notice explains the process for entering COC organizational structure into the
web-based application. Screens have been revised from 2003. County Offices shall input the
COC report information from the 1% organizational meeting held with the new COC.

C Contact

If there are questions about this notice:

e County Offices shall contact the State Office
e State Offices shall contact:

e KenNagel at 202-720-7890
e ZinaRiley at 202-720-0258.

Disposal Date Distribution

May 1, 2006 State Offices; State Officesrelay to County Offices
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Notice AO-1326

A Entering COC Organizational Structure

To access the COC election web-based application:

e (oto http://intranet.fsa.usda.gov/fsa
e under “Programs’, PRESS “COC Elections’.

Enter COC sructure information according to the following table. Example screens are
displayed in subparagraph B.

Step Screen Title Action
1 USDA PRESS “Continue”.
e-Authentication and
Authorization Warning
Screen
2 | Enter your credentials | e Enter e-Authentication user ID and password.
e PRESS*“Login” or “Enter”.
3 | County FSA PRESS “Recording County Committee Organizational
Committee Election Structure”.
4 | Recording County Enter COC number and the number of local
Committee administrative areas (LAA’s) in COC.
Organizational
Structure 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 | ¢  PRESS “2004 County Committee Organization
Structure” displayed on the left side of the screen.
e Print the screen and use the information as a guide
when entering COC 2005 organizational structure.
6 | COC (2005) A pre-filled screen displaying the administering location
is displayed.
e Enter current information for 2005 COC.
e Enter amember for each LAA.
e PRESS“LAA’ toinsert data.
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2 Action (Continued)

A Entering County Committee Organizational Structure (Continued)

Step Screen Title Action

7 | Member Search Enter 1 of the following:

e last 4digitsof ID
e partial last name.

PRESS “Search”.

8 | Member Data e Select “Member Name” from drop-down box.
e PRESS“Add Member”.

9 | Member Profile A pre-filled screen displays the member profile.

Place a check in the box “if it appears correct, please
check here to verify data’, if information is correct.

e Select the 2005 position for the member from the
drop-down box.

e PRESS “Submit”.

e Repeat Steps 7 and 8 until all LAA’s have members
added to the profile.

e Enter theterm and years remaining in term for each
member from the drop-down boxes.

e PRESS “Calculate Next Election Year”.

Note: Next election year for each member will be

displayed.
10 | Recording Alternates PRESS “Record LAA Alternates’.
11 | LAA Alternates Do either of the following:

e enter alternates for each LAA by pressing LAA

e PRESS“No LAA Alternates,” if there were no
alternates for the particular LAA.
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Action (Continued)

Notice AO-1326

A Entering County Committee Organizational Structure (Continued)

Step

Screen Title

Action

12

Alternate Search and
Profile

Search for member information by choosing 1 of the
following:

e last 4digitsof ID
e partial last name.

PRESS “ Search”.

Note: Follow proceduresin steps 7 through 9.
e Select the position from the drop-down box.
e PRESS “Submit”.

e Repeat steps until all alternates have been selected
for each LAA.

e PRESS “Submit”.

13

Recording Advisors

Follow steps 10 through 12.

Note: Enter current advisor, after March 1 update
advisor information.

14

Proof Information
Entered

e Enter al information for the directory.
e PRESS “Submit Information to the Database”.

Note: Transaction Completed Screen will be displayed.
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Action (Continued)

B Example Screensfor Entering Committee Structure Information

These sample screens provide guidance for entering information.

srnet Explorer

Tsemch Jlpreones @en @ G- 00 B ¥ DA

0] i

v Ee ke ¥
County Office Committos (COC) Eloction™™ 5
. L Oifims  AINOA Hame T~

County FSA Committee Election

Courty FEA Ce lpchons Login
ity il

I g County Commitiee O Structure 1

This Farm Service Agency website is provided for the DNnty FSA Comnettes Elsction

USDA & comuted 1o making s web pages accessible 1o ol mdriduals, Iyou are a person with a Mgbdity and have wouble accessing or usng our web site, please
contact the FSA Natienal Help Desk at (200)-255-2424 or the Censralized Help Deak at 800-457-3642\gptien 1, cptien 2. Please prowde us with the specdic URL

with which yeu have a problem er concem.

5 8 ltrenet

i s @oese @ -5 0 K T D

0 v Ee ke ¥
. I T ~
County Office Committee [COC) Election ™
e Gem Soerits et Cifime U308 shmmen ——

Recording County Committee

Organizational Structure
The piepose of this dataset it to idersty the cousty commtes (COC) strschire for Seward County, Nebratka
This data rellects the argamieationsl strsetuce of the 2005 Courty Cormmittee (based on the Deeember 2004 eleetor)
*Choose the County Commirtes Number; |~
To begn thes process, pleare identify the pumber of LAAS in thes commatee
1w
-
5 8 ltrenet
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Action (Continued)

B Example Screensfor Entering Committee Structure Information (Continued)

County Officc Committee (COC) Elcction

..... Lound Sfisms  USDA bome T

ing Location
Nebraska
Seward
Headguarters Offee TD: 63890
COC (2005)
Cliek on the LAA burton name to record the current member and personal information for thar LAA.
Member Name Member Position Term Years Hemaining in Term Next Election Year

LAA

[ Calculste Nest Election Year | [ AddAdvisor | [ RecordLAA Allemates |

| Subrait Infaemation to the Database |

Iote: Any selected Term' and 'Years Remaming m Term' wall not be stored on thas screen unless the ‘Caleulate Mext Election Year” button 12 cheked

S ® treeret

County Officc Committee (COC) Elcction
sl Gomiey " e

2004 Nebraska FSA Directory

- Seward (159}, Office ID: 63390

SEWARD COUNTY FARM SEEVICE AGENCY

PO BOX 389

SEWARD. NE 68434.033%

r County O itee: 1

Pusition Name Address 1_':;:‘;: :r LAA r"l‘:r';"‘[‘"'}" V; ‘;‘.::‘"‘
Chigrperson ELROY W REETZ XXXXXXXXXXX Heo 2 3 2
Vice Chairperson DONALD W CODR XXX XXXXXXXX Ho 1 2 1

XXX XXX XXXXX

Voting Member TIM MEDNEEEG x x x Yes 3 2 3
Advizer HANCY JURGENSEN
Executive Directar: W BRUCE THOMPSON

Evoes 2 B irenat
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2 Action (Continued)

B Example Screensfor Entering Committee Structure Information (Continued)

3 County FSi nittee Ele oft Internet Explorer
e [t Yew Faoies Took Help

Qe - © - [ (B @ Poowsr Jrrome: @1 @ - B KD A

« | 52.egov.usda, govIC p >

Service Agency B, -~ -
County Officec Committec (COC) Elcction

Al & b L] Odlees  USDA Mo R

tenng Loeation
State: HNebraska
County: Seward
Headguarters Office TD: 63890
COC (2005)
Click on the LAA button name to record the eurrent member and personal information for that LAA.
Laa Member Name Member Pasition Term Years Hemaining in Term MNext Election Year
5 p—
[Ca———

[ Calculate NestElection'vear | [ AddAdvisar | [ Record LAA Allemates |

[ Submit Information 10 the Dstabase. ]

*Hote: Any selected Term' and “Years Eemmnng m Term' wall not be stered on this sereen unless the "‘Caleulate Mext Elechion Year' button 12 cheloed

L) S iresrret

FS& Commitiee E

Be ER Yew Faortes ok Heb ir

Q- © KB & P oo @meas @ 2- 4 B0 % [
4] heros geisds govl L0 i . _ v o ks ™
-
County Officc Committoo (COC) Elcction ™
ot Camieet Us _ Sesesh  Logel Sfises  UEOA bome Wy
Member Search
*(To aelect s Memher plesss input one of the followng)
Last Four Digits of I}
ar
Partial Last Name
Soarch | =) Cancal
* Distinguishes required frelds.
&

Evoes 2 B irenat
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Action (Continued)

B Example Screensfor Entering Committee Structure Information (Continued)

3 County FSA Committee Elections - Microsoft Internet Explorer
Be Edt  Yew Fportes Tock  Helo

Qo - © (8] [ @ @) Do Joroms @mse @ - LB IO KD D

Acgies | @] herps e s Qe o g v B L
Service Agency Y

County Officc Committee (COC) Elcction

e Coambast s Sesesh  Lossl Oifises  USDA Hame T — -

Member Data

“Member Name: ININENEEC
Add Mamber Cancel
" Distingaichos roquired fields.
&
£ @ teerat

County Office Committee (COC) Election ™
..... Loeal g USDA binme e

Tax ID Type: §

Member Profile
Please verily displayed information for the producer,
For data displayed

« & any Geld is blank, chck here to access SCIMS to update apphcable preducer record
o Fit appears coreet, planse check hare to verify data. [

(Datas will st be submistod witheout ind) of y

XXX XXXXXX

Posieon ¢n 2003 COC: | Vice Chaiperson ¥

)

* Dhstinguashye roguired fiolds,

S ® treeret
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2 Action (Continued)

B Example Screensfor Entering Committee Structure Information (Continued)

e | 8] hetps e s QoGO " v o ks ™
o T — -
County Officc Committee (COC) Elcction
4 U Bamesh  Lowel Offices  USDA bome e
istering Location
Nebraska
County: Seward
Headguarters Offee TD: 63890
COC (2005)
Cliek on the LAA burton name to record the current member and personal information for thar LAA.
LAA Member Name Member Position Term Years Hemaining in Term Next Election Year
T METNEERG Vice Charperson
[ Calculste Nest Election Year | [ AddAdvisor | [ RecordLAA Allemates |
L Submit Infarmation to the Database ]
*Hote: Any selected Term' and 'Years Remaming m Term' wall not be stored on thas screen unless the ‘Caleulate Mext Election Year” button 12 cheked
&

Evoes 2 B irenat

T

istering Location
Nebraska
County: Seward
Headguarters Offee TD: 63890
COC (2005)
Cliek on the LAA burton name to record the current member and personal information for thar LAA.

Laa, Member Name Member Fosition Term Years Hemaining in Term Next Election Year
DONALD W CODR Voting Menber 1 L
ELROY W REETZ Chaarperecn 2 1=

T MEMBERG Vice Chanperson 1= 2w

Calculote Next Election vear | | AddAdvisor | [ Flecord LAA Allemates |

Subrait Infaemation to the Database ]

*Hote: Any selected Term' and 'Years Femaming m Term nat be stored on thas sereen unless the ‘Caleulate Mext Election Year” button 15 cheleed

S ® treeret
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2 Action (Continued)

B Example Screensfor Entering Committee Structure Information (Continued)

e | 8] hetps e s QoGO " v o ks ™
o T — -
County Officc Committee (COC) Elcction
4 U Bamesh  Lowel Offices  USDA bome e
istering Location
Nebraska
County: Seward
Headguarters Offee TD: 63890
COC (2005)
Cliek on the LAA burton name to record the current member and personal information for thar LAA.
Laa, Member Name Member Fosition Term Years Hemaining in Term Next Election Year
DONALD W CODR Vetmg Member 1 I~ 2008
ELROY W REETZ Chaarperecn 2 1= 2006
TM MEINEERG Vice Charperson 1= e 2007
[ Calculste Nest Election Year | [ AddAdvisor | [ RecordLAA Allemates |
L Submit Infarmation to the Database ]
*Hote: Any selected Term' and 'Years Remaming m Term' wall not be stored on thas screen unless the ‘Caleulate Mext Election Year” button 12 cheked
&

Evoes 2 B irenat

T

istering Location
Nebraska
County: Seward
Headguarters Offee TD: 63890
COC (2005)
Cliek on the LAA burton name to record the current member and personal information for thar LAA.

Laa, Member Name Member Fosition Term Years Hemaining in Term Next Election Year
DONALD W CODR Voting Menber 1 19 2008
ELROY W REETZ Chaarperecn 2 1= 2006

T MEMBERG Vice Chanperson 1= 2w 2007

[ Calculste Nest Election Year | [ AddAdvisor | [ RecordLAA Allemates |

| Subrait Infaemation to the Database |

*Hote: Any selected Term' and 'Years Remaming m Term' wall not be stored on thas screen unless the 'Cal Mext Electon Year' button 12 cheked

S ® treeret
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2 Action (Continued)

B Example Screensfor Entering Committee Structure Information (Continued)

3 County FSA Committee Elections - Microsoft Internet Explorer
Bl Edt Yew Fanordes look Heb &

Qe - @ (6 Bl @b POswen Srromiss @ms @)

o pds Qo e

Service Agency

“Alternate Name: DORIS ABEOTT ™

G

* Dhstinguashye roguired fiolds,

S ® treeret

3 County FSA Committee Elections - Microsoft Internet Explorer

County Office Committee (COC) Election ™

..... Lound Sfisms  USDA bome T

Tax ID Type: §

Member Profile
Please verily displayed information for the producer,
For data displayed

« & any Geld is blank, chck here to access SCIMS to update apphcable preducer record
o Fit appears coreet, planse check hare to verify data. [

(Datas will st be submistod witheout ind) of y
*Gendes

mmy | XXXXXXXXXX

*Race

Posieon ¢n 2003 COC: | Vice Chaiperson ¥

* Dhstinguashye roguired fiolds,

S ® treeret
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2 Action (Continued)

B Example Screensfor Entering Committee Structure Information (Continued)

s zoft Internet Explorer
Fe EdR Yew Foortes Took  Helo ~

Qs - @ K [ @ Pwown Jrrowis @it @ 2- L BO KD A
. g s go G o v B s ®

Farm Service Agency -
e — County Officc Committee (COC) Elcction
Cobast Us_ Smarsbt  Logal Oficas  UE0A Hame T —
tering Location
Nebraska
County: Seward
Headguarters Offee TD: 63890
AA Alternates
Cliek on the LAA button name to enter the personal information for the ewrrent alternate.
Laa No LAA Alternates Name Alternates Position
DOEIS ABBOTT 1st Alternate
=]
B
i-;u- st e Checked IF Th or LaA |
&
&loere £ @ teerat

s zoft Internet Explorer
Fe EdR Yew Foortes Took  Helo ~

Qs - @ K [ @ Pwown Jrrowis @it @ 2- L BO KD A
Acgies | @] herps g usds 9041 C0C " _ v o ks ™

~
County Officc Committee (COC) Elcction
[r—T e LIERA o T —
tering Location
Nebraska
County: Seward
Headguarters Offee TD: 63890
COC (2005)
Cliek on the LAA burton name to record the current member and personal information for thar LAA.
Laa, Member Name Member Fosition Term Years Hemaining in Term Next Election Year
DONALD W CODR Voting Menber 1 19 2008
ELROY W REETZ Chaarperecn 2 1= 2006
T MEMBERG Vice Charperson 1= e 2007
[ Calculste Nest Election Year | [ AddAdvisor | [ RecordLAA Allemates |
| Subrait Infaemation to the Database |
*Hote: Any selected Term' and 'Years Remaming m Term' wall not be stored on tagfereen unless the ‘Caleulate Mext Election Year” button 12 cheked
&

Evoes 2 B irenat
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Notice AO-1326
2 Action (Continued)

B Example Screensfor Entering Committee Structure Information (Continued)

3 County FSA Committee Elections - Microsoft Internet Explorer

_ County Office Committoo (€OC) Election ™ |, > ‘:"‘
Online ahomms  Comiest Us _Nasrshh _ Losel Oifises _USDA bame R = .

Transaction Completed

I County F3A Commimes Elections Login j

S ® treeret
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