UNITED STATES DEPARTMENT OF AGRICULTURE )
Farm Service Agency Notice AO-1346
Washington DC 20250

For: State and County Offices

2006 County Committee (COC) Election Web-Based Organizational Structure

Approved by: Acting Deputy Administrator, Field Operations

1 Overview
A Background
This notice provides updated guidance for entering new COC organizational structure
through the web-based application. The COC organizational structure provides information
for a COC Directory. This information no longer needs to be entered into the System 36
organizational structure system.
B Purpose

This notice:

e explains the process for entering the COC organizational structure into the web-based
application

Note: County Offices shall enter the COC report information from the 1* organizational
meeting held with the new COC.

e o0bsoletes Notice AO-1326.
C Contact
If there are questions about this notice:

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

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

Disposal Date Distribution

May 1, 2007 State Offices; State Offices relay to County Offices
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Notice AO-1346

2 Action

A Entering COC Organizational Structure

Access the COC election web-based application according to the following:

e goto http://intranet.fsa.usda.gov/fsa
e under “Links”, PRESS “FSA Applications”
e under “Administrative Applications”, PRESS “COC Elections”.

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

Step Screen Title Action

1 USDA e-Authentication and PRESS “Continue”.
Authorization Warning

Screen
2 Enter your credentials e Enter e-Authentication user ID and password.
e PRESS “Login” or “Enter”.
3 County FSA Committee PRESS “Recording County Committee Organizational
Election Structure”.
4 Recording County Committee | Enter COC number and select the number of local
Organizational Structure administrative areas (LAA’s) in COC.

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 e PRESS “2005 County Committee Organization
Structure” which will be displayed on the left side
of the screen.

e Print the screen and use the information as a guide
when entering the COC 2006 organizational
structure.

6 COC (2006) A pre-filled screen will be displayed with the
administering location.

e Insert current information for the 2006 COC.
e PRESS “LAA” to insert data.
e Insert a member for each LAA.
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2 Action (Continued)

Notice AO-1346

A Entering COC Organizational Structure (Continued)

Step Screen Title Action
7 Member Search Enter 1 of the following:

e last 4 digits of 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 will be displayed with the member
profile.

e Ifafield is blank, then press the SCIMS link to
update the applicable producer record.

e If the information is correct, then place a check in
the “if it appears correct, please check here to
verify data” box.

e Select the 2006 position for the member from the
drop-down box.

e PRESS “Submit”.

e Repeat step 8 and 9 until member names and
profiles have been added for all LAA’s.

e Select the term and years remaining in the term
for each member from the drop-down boxes.
Note: This step is very important. Do not

overlook it. Ensure that years remaining is
correct for each member.

e PRESS “Calculate Next Election Year”.

Note: The next election year for each member
will be displayed.
10 | Recording Alternates PRESS “Record LAA Alternates”.

Note: An individual may be both an alternate and an
advisor, but the web site will only allow the
entry of 1 of the positions. Enter the individual
as an advisor at this time.
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Notice AO-1346

2 Action (Continued)

A Entering COC Organizational Structure (Continued)

Step Screen Title

Action

11 LAA Alternates

e alternates, then PRESS “LAA?” to enter alternates
for each LAA

e no alternates for the particular LAA, then PRESS
“No LAA Alternates”.

12 Alternate Search and Profile

Search for member information by choosing 1 the
following:

e last 4 digits of ID
e partial last name.

PRESS *“Search”.

Note: Follow prcedures in 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 Save Information to Database

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

Note: Transaction Completed Screen will be
displayed. Data is not saved to database until
this screen is displayed.
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Notice AO-1346

2 Action (Continued)

B Example Screens for Entering Committee Structure Information

1-13-06

The following screens provide guidance for entering information found in subparagraph A.

] County FSA Committee Elections - Microsoft Internet Explorer

Fle Edt View
@aa:k ) @ @ O f‘qSearch s‘:‘\?Favnntes & E’:{v ; ° _J il
Address | &] https:ffindisnocean. se.eqov.usda. goviCOCReportingfindss. jsp v Beo ks

Favorites  Tools  Help

Farm Service Agency | o A -
—_— . | County Office Committee (COC) Election ™ , .7 /m
E Online —

| sForms Contact Us _Search _ Local Officss _USDA Homs e

County FSA Committee Election

[ County FS4 Committee Elections Login ]

[ Recording County Committee Organizational Structure ]

This Farm Service Agency website is provided for the County FSA Committee Election.

TUSDA is committed to making its web pages accessible to all mdmduals. If you are a person with a disability and have trouble
accessing of using our web site, please contact the FSA National Help Desk at (800)-255-2434 or the Centralized Help Desk at
800-457-3642, option 1, option 2. Please provide us with the specific URL with which you have a problem or concern

>

»

3

B & Trusted sites

3 County FSA Committee Elections - Microsoft Internet Explorer

File:
Qe - Q@ - @ @ ;j quearch \‘:‘\?Favnmtes e r/:{v :\; =g -\
fiddress | ] hbtps:/findianncean. sc.sgov.Lsda, gow COC/ReportingyDirectory/ o> EE

Farm Service Agency
_—

= Online

| County Office Committee (COC) Election "

| sForms Contact Us _Search _ Local Officss _USDA Homs e

Recording County Committee

Organizational Structure
The purpose of this dataset 1s to 1dentify the county committee (COC) structure for Seward County, Nebraska
This data reflects the organizational structure of the 2006 County Comrmittee (based on the December 2005 election)

*Choose the County Committee Number:

To begin this process, please identify the mumber of LAAs in this comtmittee.

Edt View Favores Tools Help o

»

£

3

S & Trusted sites
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Notice AO-1346

2 Action (Continued)

B Example Screens for Entering Committee Structure Information (Continued)

1-13-06

2} County FSA Committes Elections - Board Directory - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

Qe - O |ﬂ @ ﬂ ) search

S s
5.7 Favartes {£2)

Farm Service Agency
i

= County Office Committce (COC) Election ™
Online

oForms Contact Us  Search  Local Offices USDA Home -

r Administering Location
State: Nebraska

County: Seward
Headquarters Office ID: 63890
r COC (2006)

Click on the LAA button 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

[ Calculate Mext Election Year ] [ Add Advisor ] [ Fecord LAA Alternates ]

[ Submit Infarmation to the Database ]

*FMote: Any selected 'Term' and 'Years Remamnng in Term' will not be stored on this screen unless the 'Calculate ezt Election
Year' button is clicked

B & Trusted sites

osoft Internet Explorer

File Edit wiew Favorites Tools  Help

Qe - ©  [x] [&] 0| Oscath Slpramies €| (- i = LJE

Address | ] https: inlet be.fsa.usda. gow/COC/Reporting/ElectionRiesults/ Countyiew/htmliDirectoryReport. jsp v| B ks

Farm Service Agency
At

County Officc Committce (COC) Election ™" . “‘:": % -\\/m:

eForms Contact Us _ Search _ Local Offices USDA Homa -

2005 Nebraska FSA Directory

Online

r Seward (159), Office ID: 63890
SEWARD COUNTY FARM SERVICE AGENCY
3223 14THSTSTE 1
SEWARD, IE 68434-2360
r County Comumitee: 1
- Elected Consecutive  Years Left
Position Name Address This Year LAA Term(s) in Term
Chairpersen ELROY W REETZ XXXXXXXXXXKXXXXXXXXXXX e 2 3 1
Pu0,0,0.0,0,0.0.0,0,0,0.0,0,0.0.0,0,0.0.0,0.¢
Vice Chatrpersen DONALD W CODR Tes 1 3 3
XXXXXXXXXXXXXXXXXXXXXX
Woting Member T MEINBERG Pu0,0,0.0,0,0.0.0,0,0,0.0,0,0.0.0,0,¢.0.0,0.¢ o 3 2 2
Advisor NANCY JTURGENSEN XXXXXXXXXXXXXXXXXXXXXX
Executive Director: W BRUCE THOMPSON
&] Done &) @ Trusted sites
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Action (Continued)

B Example Screens for Entering Committee Structure Information (Continued)

2} County FSA Committes Elections - Board Directory - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

Qe - O [x] @ G0 POsach Sormones @) (3- 2 H L@
s | 8] tgs:ndanocean s go-usd o[ COCepartingDiectorfBoardDvectorvbp___________________________ ¥

sda.gov/COC|Reporting/DirectoryfBoardDireckary jsp 3 co
Farm Service Agency L e SN |
St

O County Officc Committce (COC) Elcction :‘ L:a 1 .\/M’
SHiine et Us  Search  Local OHices USDA Home - - =

State: Nebraska
County: Seward

Headquarters Office ID: 63890

r COC (2006)
Click on the LAA button 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

[ Calculate Mext Election Year ] [ Add Advisor ] [ Fecord LAA Alternates ]

[ Submit Infarmation to the Database ]

*FMote: Any selected 'Term' and 'Years Remamnng in Term' will not be stored on this screen unless the 'Calculate ezt Election
Year' button is clicked

[E3

B & Trusted sites

File Edit Wiew Favorites Tools  Help

Qe - O @ @ ﬂ ) search s;ﬂ:(Favmes @ ¢

Farm Service Agency
i

— County Officc Committce (COC) Elcction
Online

eForms Contact Us Search  Local Offices  USDA Home -

Member Search
*(To select a Member please input ons of the fallowing)

Last Four Digits of ID l:l
of

Partial Last Name l:l

* Distinguishes required fields.

B & Trusted sites
/4 start @

1-13-06

Page 7



Notice AO-1346

2 Action (Continued)

B Example Screens for Entering Committee Structure Information (Continued)

1-13-06

2 County FSA Committes Elections - Selact Member - Microsoft Internet Explorer,

File Edit Wiew Favorites Tools  Help

- A @ e - j= ‘
@aack © @ @ Ly) | ) search 7 Favarites @ 2- e A _J ﬁ
address | &] https:ffindianocear qov.Usda.gov/COC/RepartingDirsctoryiSelactMember jsp ~

Farm Service Agency
i
rd

County Officc Committce (COC) Elcction

eFerms Contact Us  Search Lo USDA Home

Member Data
*Member Name: DONALD'W CODR v

* Distinguishes required fields.

sites

S & Trusted
+4 start Eoav Wi . |2 2

3 County FSA Committee Elections - Enter Member's Information - Microsoft Internet Explorer
Edit

File:

Miew  Favorites  Tools  Help

Back = () - %] [ 0 D seach oravorites £4) G2 o |
</ | /- W =2 e =
Address | &] hitps

Farm Service Agency
— -
: Online

| County Office Committee (COC) Election ™" ., "-:“f
A Home e

Tax ID

Member Profile
Dlease verify displayed infermation for the producer.
For data displayed:

Tax ID Type: 3

+ if any field is blank, click here to access SCIME to update applicable producer record.
s it appears correct, please check here to verify data. []

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

| XOXXXXXXXX

Postion on 2006 COC:

* Distinguishes required fields. _

53

8 @ Trusted sites
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Action (Continued)

B Example Screens for Entering Committee Structure Information (Continued)

2} County FSA Committes Elections - Board Directory - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

) A e Y S B ‘
@aack - Q |ﬂ @ ) I)Search g Favortes ) | (- & [ _J i
fiess 4] https:jjindianocean sc.egov. Usda, gov/COC/Reporting/Dirertory/BordDirectory. jsp v Beo

Farm Service Agency v
—— — County Officc Committce (COC) Elcction ™ |, .5
Online -

eFarms ot Us  Search  Local Offices USDA Home -

State: Nebraska
County: Seward

Headquarters Office ID: 63890

r COC (2006)
Click on the LAA button name to record the current member and personal information for that LAA.

LAA

Member Name Member Position Temm  Years Remaining in Term Next Election Year
DONALD W CODE Chairperson

[ Calculate Mext Election Year ] [ Add Advisor ] [ Fecord LAA Alternates ]

[ Submit Infarmation to the Database ]

*FMote: Any selected 'Term' and 'Years Remamnng in Term' will not be stored on this screen unless the 'Calculate ezt Election
Year' button is clicked

B & Trusted sites

File Edit Wiew Favorites Tools  Help

Farm Service Agency
i

— County Officc Committce (COC) Elcction
Online

eFarms ot Us  Search  Local Offices USDA Home -

State: Nebraska
County: Seward

Headquarters Office ID: 63890

- COC (2006)

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

LAA Member Name Member Position Temm  Years Remaining in Term Next Election Year

DONALD W CODE Chairperson
EEITH 4 RICHERT Voting Member
T METNEERG Vice Chatrperson

[ Calculate Mext Election Year ] [ Add Advisor ] [ Fecord LAA Alternates ]

[ Submit Infarmation to the Database ]

*FMote: Any selected 'Term' and 'Years Remamnng in Term' will not be stored on this screen unless the 'Calculate ezt Election
Year' button is clicked

B & Trusted sites
/4 start @
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2 Action (Continued)

B Example Screens for Entering Committee Structure Information (Continued)

1-13-06

2} County FSA Committes Elections - Board Directory - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

LA A o A -~ B = ‘
Qe - O |ﬂ @ D ssach S ravories €2 (- L [ LJE
address | &] httpssjifindianacsan sc eqov.usds. gov/COCReportingiDirectory(BoardDirectary.jsp = R

Farm Service Agency o SR
— - County Officc Committce (COC) Elcction ™ * , .
Online =

eFarm: s Search Local Offices USDA Home -

r Administering Location
State: Nebraska

County: Seward
Headquarters Office ID: 63890
r COC (2006)

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

AA Member Name Member Position Temm  Years Remaining in Term Next Election Year

DONALD % CODE. Chairperson |3 ¥ 2008
KEITH & RICHERT ~ Voting Member 2009
TDM METNBERG ~ Vice Chairperson 2007

[ Calculate Mext Election Year ] [ Add Advisor ] [ Fecord LAA Alternates ]

[ Submit Infarmation to the Database ]

*FMote: Any selected 'Term' and 'Years Remamnng in Term' will not be stored on this screen unless the 'Calculate ezt Election
Year' button is clicked

B & Trusted sites

File Edit Wiew Favorites Tools  Help

Qe - O |ﬂ @ ﬂ ;)Search si:(Favmes @ ¢

Farm Service Agency
i

— County Officc Committce (COC) Elcction
Online

eFarm: s Search Local Offices USDA Home -

r Administering Location
State: Nebraska

County: Seward
Headquarters Office ID: 63890
r COC (2006)

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

AA Member Name Member Position Teimn  Years Remaining in Tertn ~ Next Election Year

DONALD W CODR Chairperson 2008
KEITHARICHERT ~ Voting Member 2009

T MEINBERG Wice Chairperson 2007
WANCY URGENSEN Advisor 2007

[ Calculate Mext Election Year ] [ Add Advisor ] [ Fecord LAA Alternates ]

[ Submit Infarmation to the Database ]

Fote: Any selected 'Term' and 'Years Remaining in Term' will not be stored on this screen unless the 'Calculate ezt Election
Tear' button is clicked

B & Trusted sites
/4 start &9 mi
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2 Action (Continued)

B Example Screens for Entering Committee Structure Information (Continued)

1-13-06

3 County FSA Committes Elections - Atlernate Directary - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

Qe - @ - @ @ ;;j ) search s;ﬂ:(Favmes & =

Farm Service Agency o
A=t

Online County Office Committee (COC) Election’ ™ L. \ “are|

Seu ecal OHfices USDA Home il

addiess | &] httpssjfindianacsan sc egov.usds. 0ov/COCReportingiDirectoryfilkernates. jsp v Beo

r Administering Location
State: Nebraska

County: Seward

Headquarters Office ID: 63890

rLAA Alternates

Click on the LAA button name to enter the personal information for the cmrent alternate.

O
O
O

No LAA Alternates Name Alternates Position

[ Submit Infarmation ” Cancel ]

File Edit Wiew Favorites Tools  Help

Farm Service Agency
i

— County Officc Committce (COC) Elcction
Online =

Search ecal OHfices USDA Home il

Advisor Search

*(Ta select an A dvisor please input one of the following)

Last Four Digits of ID l:l
of

Partial Last Name

* Distinguishes required fields.

B & Trusted sites
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Notice AO-1346
2 Action (Continued)

B Example Screens for Entering Committee Structure Information (Continued)

2 County FSA Committea Elections - Enter Current Advisor, - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

- 6 Al @ '3 2| @. B ‘
@aack Q @ @ 0| O search Sleravoies €8 (- L T4 _J i
addiess | &] https:jfindianacsan sc eqov.usds. gov/COC[ReportingiDirectoryjEnter CurrentAdvisor. jsp = R

Farm Service Agency
i
rd

[E3

Local Offices  USDA Home -

Select Advisor
(Advisor Name))

*Advisor: " JURGENS

Search Again Add Adwvisor

* Distinguishes required fields.

File Edit Wiew Favorites Tools  Help

Farm Service Agency
i

— County Officc Committce (COC) Elcction
Online

USDA Home T

tact Us  Search L. Hicos

Tax ID TaxID Type: 3

r Producer Profile Data

Please verify displayed information with the producer's nomination form.
If data displayed does

» not match nomination form, click here to access SCIME to update applicable producer record
+ match nomination form, please check here mdicating data verified.

(Data will not gt withaut indication of verifeation
*Gend

D] XXOKXXXXXX

*Race:

Submit Femove Advisor Cancel

B & Trusted sites

Informat... B w0

+4 start Eow
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B Example Screens for Entering Committee Structure Information (Continued)
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Notice AO-1346

Action (Continued)

2} County FSA Committes Elections - Board Directory - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

. N A ) S
Qe - O @ @ T | JO search ¢ Favorites §2) | =
address | &] httpssjifindianacsan sc eqov.usds. gov/COCReportingiDirectory(BoardDirectary.jsp v Beo

Farm Service Agency ~ SN
—
Online

County Officc Committee (COC) Election ™" . “:’:_ .\/M’

c  Seorch  Local Offices  USDA Home -

r Administering Location
State: Nebraska
County: Seward
Headquarters Office ID: 63890

r COC (2006)

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

AA Member Name Member Position Teimn  Years Remaining in Tertn ~ Next Election Year

DONALD W CODR Chairperson 2008

KEITH A RICHERT ~ Voting Member 2009

T MEINBERG Wice Chairperson 2007
WANCY URGENSEN Advisor 2007

| Calculate Mext Election Year | [ Add Advisor ] [ Fecord LAA Alternates ]

[ Submit Infarmation to the Database ]

Fote: Any selected 'Term' and 'Years Remaining in Term' will not be stored on this screen unless the 'Calculate ezt Election
Tear' button is clicked

B & Trusted sites

+4 start

Bl D& Yew Favoes ook psb

Qu - O K @G P frrces @na & - L EBH XD B

makion. i hal - ]

Office Commitice (C0L) Election ™
Searsh__L USDA Hama —

Transaction Completed

[ County 5 Comeninas Elecions Logn |

e
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