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For:  State and County Offices 
 

County Election Control Table, Producer Election Data Table, and Reports 
Approved by:  Acting Deputy Administrator, Field Operations 

 
 
1  Overview 
 

A Background 
  

The following tables and reports are available on the COC election web site, located at the 
FSA Intranet under FSA Applications/Administrative Applications: 

 
• County Election Control Table to: 
 

• add or delete COC’s/LAA’s on the control table 
• perform a mass update on the producer table 
 
Note: This option should only be used with guidance from the State or National Office.   
 

• FSA Producer Election Data Table to enter or change: 
 

• COC/LAA identifier  
• eligible to vote flag 
 

• County Election Reports to view/print: 
 

• Eligible Voters Mailing List 
• Eligible Voters List 
• Ineligible to Vote List 
• Producers Not Associated with a COC/LAA 
• LAA Voter Totals 
• COC Voter Totals 
• Current COC Organizational Structure 
• Current COC Member(s) Information 
• COC Election Results for Candidates 
• Current COC Ballots Returned Report. 

 
Disposal Date 
 
March 1, 2008 

Distribution  
 
State Offices; State Offices relay to County 
Offices 
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Notice AO-1379 
 
1  Overview (Continued) 
 

B Purpose  
 

This notice provides guidance on using applications previously moved from System 36 to the 
Web and the reports that are currently available on COC’s Election web site. 

 
C Contacts 

 
The following table provides contacts if you have questions about this notice. 

 
IF located in a… THEN contact… 
County Office State Office 
State Office either of the following DAFO staff members: 

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

 
2  Action  
 

A Using the Data Tables and Reports Online  
 

To access COC’s election web site: 
 

• go to http://intranet.fsa.usda.gov/fsa 
• under Links, CLICK “FSA Applications” 
• under Administrative Applications, CLICK “COC Elections” 
• enter eAuthentication user ID and password. 
 
Use the following table to view the available screens on the web site. 
 

Step Screen Title Description and Action 
1 FSA County 

Committee 
Election 

CLICK “Producer Election Data File” to change a producer’s 
COC/LAA designation and/or the eligible to vote flag.   
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2  Action (Continued) 
 

A Using the Data Tables and Reports Online (Continued) 
 

Step Screen Title Description and Action 
2 USDA 

Service 
Center 
Information 
Management 
System  
Customer 
Search Page 

Enter the name of the producer whose COC/LAA and/or eligible to 
vote flag needs to be changed.  CLICK “Search”. 
 

 
3 Search 

Results 
Screen 

Click on the producer’s common name to open COC/LAA Election 
Detail Screen. 
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2  Action (Continued) 
 

A Using the Data Tables and Reports Online (Continued) 
 

Step Screen Title Description and Action 
4 COC/LAA 

Election 
Detail 

Verify that the correct producer has been selected.  CLICK: 
 
• the drop-down box to enter or change COC/LAA identifier 
 
• the checkbox next to Eligible Voter to add or remove the 

checkmark 
 

Note: When this box is unchecked, the COC/LAA designation 
cannot be removed. 

 
• “Save”. 
 

 
5 COC/LAA 

Election 
Detail 

The Confirmation Screen displays the message “Customer 
Information has been successfully updated.”  Under Links, CLICK 
either: 
 
• “Producer Search” to find and update another producer 
• “Main COC Elections Application” to go back to main menu.   
 

 
3-1-07          Page 4 

xxxxxxxxx

xxxxxxxxx



     

Notice AO-1379 
 

2  Action (Continued) 
 

A Using the Data Tables and Reports Online (Continued) 
 

Step Screen Title Description and Action 
6 FSA County 

Committee 
Election 

CLICK “County Election Control Table” to:  
 
• add or delete COC’s/LAA’s from the Control Table 
• perform a mass update of COC/LAA’s on the Producer Table.  
 

Note: This option should be used with extreme care and only 
under the guidance of the State or National Office.   
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2  Action (Continued) 
 

A Using the Data Tables and Reports Online (Continued) 
 

Step Screen Title Description and Action 
7 
 

Control Table • COC’s/LAA’s may be added from user’s Control Table; to add 
COC’s and/or LAA’s: 

 
• CLICK State and County drop-down boxes (only user’s 

State and counties will be available) to select user’s State 
and county 

 
• enter COC number that needs to be added or that needs an 

LAA added 
 
• enter LAA number, as needed 
 
• CLICK “ADD an Entry” 

 
• mass moves of producers from 1 COC/LAA to another may be 

completed only with State Office concurrence; to do a mass 
move of producers from 1 LAA to another: 

 
• CLICK State and County drop-down boxes (only user’s 

State and counties will be available) to select user’s State 
and county  

 
• CLICK drop-down box next to Old Value to select 

COC/LAA the producers are to be moved from 
 
• CLICK drop-down box next to New Value to select 

COC/LAA the producers are to be moved to 
 
• CLICK “Mass Update” 
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2  Action (Continued) 
 

A Using the Data Tables and Reports Online (Continued) 
 

Step Screen Title Description and Action 
7 

(Ctd) 
 

Control 
Table 

Note: If moving producers because of an office consolidation, new 
LAA’s may need to be created through “ADD an Entry” in 
the closing office and in the gaining office before 
performing a mass update. 

  
Example: County B is closed and combined with County A.  The 

combined county jurisdiction will have 1 COC with 
5 LAA’s that represent both counties.  County A’s 
LAA’s remain as LAA 1, 2, and 3 in the new combined 
COC jurisdiction.  The LAA lines in County B have been 
redrawn to create LAA 4 from former LAA 1 and 2, and 
LAA 5 from former LAA 3: 

 
• use “ADD an Entry” to create LAA 4 and LAA 5 in 

County A and in County B 
 
• use “Mass Update” with County B selected from the 

County drop-down box to move producers from: 
 

• LAA 1 to LAA 4.   
• LAA 2 to LAA 4.   
• LAA 3 to LAA 5.   

 
Because the online Office Information Profile (OIP) 
shows County B as being serviced by County A, LAA 4 
and LAA 5 in County A will now contain the producers 
that were moved into LAA 4 and LAA 5 in County B. 

 
Users must contact the State Office for approval and 
assistance.   
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2  Action (Continued) 
 

A Using the Data Tables and Reports Online (Continued) 
 

Step Screen Title Description and Action 
7 

(Ctd) 
 

Control 
Table 

• COC’s/LAA’s may be deleted from user’s Control Table; 
however, this option will seldom be used and only with State 
Office concurrence; to delete a COC/LAA: 

 
• CLICK State and County drop-down box (only user’s State 

and counties will be available) to select user’s State and 
county  

 
• CLICK COC-LAA drop-down box to select COC/LAA to be 

deleted 
 
• CLICK “DELETE an Entry”. 
 

CLICK “Main COC Elections Application” under Links to return 
to FSA County Committee Election Screen. 
 

 

 
 
 
3-1-07          Page 8 
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2  Action (Continued) 
 

A Using the Data Tables and Reports Online (Continued) 
 

Step Screen Title Description and Action 
8 FSA County 

Committee 
Election 

CLICK “County Election Reports”.  The County Election Reports 
option contains 10 reports for State and County Office use.   
 
Note: All reports may be printed using the browser print button. 
 

 
9 County 

Election 
Reports 

CLICK “Eligible Voters Mailing List” radio button, select 
COC/LAA from the drop-down boxes, and CLICK “Generate 
Report”.  
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2  Action (Continued) 
 

A Using the Data Tables and Reports Online (Continued) 
 

Step Screen Title Description and Action 
 10 Eligible 

Voters 
Mailing List 

The Eligible Voters Mailing List contains the names and addresses 
of all eligible voters in the selected COC/LAA 
 
Notes: Ensure that this list will only be given to candidates and that 

it is for the correct State/county COC/LAA 
   

Do not provide this list to the public.   
 
Use the browser back button to return to the County Election Reports 
Screen, CLICK “Eligible Voters Lists”, select COC/LAA from the 
drop-down boxes, and CLICK “Generate Report”. 
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       Notice AO-1379 
 

2  Action (Continued) 
 

A Using the Data Tables and Reports Online (Continued) 
 

Step Screen Title Description and Action 
11 Eligible 

Voters List 
The Eligible Voters List contains the names only of all eligible 
voters.  This list may be provided to the public.  Use the browser 
back button to return to the County Election Reports Screen, CLICK 
“Ineligible Voters List”, select COC/LAA from the drop-down 
boxes, and CLICK “Generate Report”. 
 

 
12 Ineligible to 

Vote List 
The Ineligible to Vote List contains producers who are flagged 
ineligible to vote, but who are associated with a COC/LAA.  Review 
list to ensure that no producers are listed who should be flagged as 
eligible voters.  Use the browser back button to return to the County 
Election Reports Screen, CLICK “Producers Not Associated with a 
COC/LAA”, and CLICK “Generate Report”.   
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       Notice AO-1379 
 

2  Action (Continued) 
 

A Using the Data Tables and Reports Online (Continued) 
 

Step Screen Title Description and Action 
13 Producers Not 

Associated 
with a 
COC/LAA 

The Producers Not Associated with a COC/LAA List: 
 
• contains producers whose COC/LAA fields are zeros or blank 
• contains many entries in most offices.   
• is being provided for information only at this time.   
 
Instructions for using the data will be provided at a later date.  Use 
the browser back button to return to the County Election Reports 
Screen, CLICK “LAA Voter Totals”, enter the desired COC/LAA, 
and CLICK “Generate Report”.  
 

 
14 LAA Voter 

Totals 
The LAA Voter Totals Report provides the number of eligible 
voters by race, ethnicity, and gender in the requested LAA.  Use the 
browser back button to return to the County Election Reports 
Screen, CLICK “COC Voter Totals”, enter the desired COC, and 
CLICK “Generate Report”. 
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       Notice AO-1379 
 

2  Action (Continued) 
 

A Using the Data Tables and Reports Online (Continued) 
 

Step Screen Title Description and Action 
15 COC Voter 

Totals 
The COC Voter Totals Report provides the number of eligible 
voters by race, ethnicity, and gender for the entire COC.  Use the 
browser back button to return to the County Election Reports 
Screen, CLICK “Current COC Organizational Structure”, and 
CLICK “Generate Report”. 
 

16 Current COC 
Organizational 
Structure 

This is the Directory Report for the current COC.  Use the browser 
back button to return to the County Election Reports Screen, 
CLICK “Current COC Member Information”, enter the desired 
COC, and CLICK “Generate Report”. 
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       Notice AO-1379 
 

2  Action (Continued) 
 

A Using the Data Tables and Reports Online (Continued) 
 

Step Screen Title Description and Action 
17 Current COC 

Member 
Information 

The Current COC Member Information Report displays all 
information available for the current COC members and alternates, 
including term, next election year, race, ethnicity, and gender.  Use 
the browser back button to return to the County Election Reports 
Screen, CLICK “COC Election Results for Candidates”, and 
CLICK “Generate Report”. 
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       Notice AO-1379 
 

2  Action (Continued) 
 

A Using the Data Tables and Reports Online (Continued) 
 

Step Screen Title Description and Action 
18 COC Election 

Results for 
Candidates 

The COC Election Results for Candidates Report lists the election 
results for each candidate in the user’s county. 
 

19 Current COC 
Ballots 
Returned 
Report 

The Current COC Ballots Returned Report provides a report of the 
race, ethnicity, and gender breakdown of the producers who 
returned ballots returned in the current election.   
 

 
3-1-07          Page 15 

xxxxxxxxxxxxxxxxxx 

xxxxxxxxxxxxxxxxxx 

xxx 
xx 
 
xxx 
xx 
 
xxx 
xx 
 
 
xxx 
xx 
 
xxx 
xx 

xxx 
xx 
 
xxx 
xx 
 
 
xxx 
xx 

 
xxx 
xx 
 
xxx 
xx


