UNITED STATESDEPARTMENT OF AGRICULTURE _
Farm Service Agency Notice FI-2651
Washington DC 20250

For: FSA Offices

Processing Payments Using the National Payment Service (NPS)

Approved by: Deputy Administrator, Management

1 Overview

A Background

NPS is a centralized, web-based accounting application that interfaces with a web-based
program application to complete the payment process for the program. As existing program
applications are migrated to the web environment, or new programs are developed initially as
aweb application, the applicable program division will determine whether the payments will
be issued using NPS or the Disbursement/Check Writing function on the System 36/AS 400.
Eventually, all programswill be migrated to the web and all payments will be made using
NPS.

Notice FI-2626 provided an introduction to NPS and explained the levels of security access
and the roles and responsibilities of each level. The State and County Office employees
authorized access to NPS, and their roles, have been established in the security database.

B Purpose
This notice provides:
o areminder of the levels of access and roles and responsibilities for each level
e instructions for County Office employees to use NPS.
Disposal Date Distribution
March 1, 2005 All FSA Offices; State Offices relay to County
Offices
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Notice FI-2651
1 Overview (Continued)
C Contact

If there are questions about this notice, State Offices shall contact the appropriate office as
follows.

I ssues Contact

Software-related problems National Help Desk at 800-255-2434 or 816-926-1552

Note: Select option 3 for software, and then option 4 for
accounting.

Policies in this notice Either of the following:
o Debbie Simmons by:

o e-mail at Debbie Simmons@wdc.usda.gov
 telephone at 703-305-1309

e Jeff O’Connell by:

o emal a JAOCONNELL @kcc.usda.gov
o telephone at 816-823-1447.

2 County Office Levels of Security Access and Roles and Responsibilities of Each L evel
A Service Center Representative

The Service Center Representative is the first person to handle the processing of a payment
when special processing isrequired. If special processing is not required, the payment will
not appear on the Service Center Representative's worklist. Special processing is required

for:

prompt payment interest
foreign person's tax withholding
claims

receivables

other Agency claims.
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Notice FI-2651

2 County Office Levels of Security Access and Roles and Responsibilities of Each L evel
(Continued)

B County Certifying Official

8-26-04

The County Certifying Official:
e requiresthat CCC-392 be on file, except when the County Certifying Official is CED
o will have aworklist of all payments that:

e did not require special processing
e had special processing completed by the Service Center Representative

e hasthe responsibility to:

hold a payment for cancellation by the program application if it is determined that the
payment should not be issued

e reset special processing done by the Service Center Representative if it is determined
that the withholdings or offsets are incorrect

e electronically certify that the payment is due and proper
e defer certification until more information is obtained.

Certifying that the payment is due and proper is the same function as signing CCC-184 or the
disbursement transaction statement.

County Signing Official
The County Signing Official:

o requires CCC-392 be on file, except when the County Signing Official is CED
e hasthe responsibility to:

e dispute the payment if the payment is not correct
e electronically sign that the payment is due and proper
e defer signing until more information is obtained.

Signing that the payment is due and proper is the same function as countersigning CCC-184

or signing the ACH transmission verification report, except it is done electronically. This
function should usually be performed by CED or the Acting CED in CED's absence.
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Notice FI-2651

2 County Office Levels of Security Access and Roles and Responsibilities of Each L evel
(Continued)

D Separation of Duties Requirement

8-26-04

The separation of duties in 1-Fl, paragraph 32 applies to payments issued through NPS. NPS
provides system verification that the County Certifying Official and the County Signing
Official are different user ID's. If an employee is authorized to perform both roles, payments
that the employee certifies will not appear on their signing worklist.

A State Office Signing Official may serve as the Signing Official for a County Office
payment if there are not enough employees in the County Office to complete the payment
process and maintain a separation of duties.

Adding or Deleting Employees Security Access

The initial security access database was established based on information provided by
County Officesto State Offices in March 2004. When an employee leaves the Agency, the
employee must be removed from the database. As new employees are delegated authority to
disburse payments on CCC-392, they must be added to the database.

CED's shall notify their State Office of any changes needed in security accessto NPS. The
notification must include the employee's:

e name
e Social Security number
e State and county code for each county affected

e rolesthe employee will serve in each county if the employee is being added to NPS
Security.

State Offices shall forward this information by e-mail to Debbie Simmons at
Debbie_Simmons@wdc.usda.gov, with a courtesy copy to Jeff O'Connell at
JAOCONNEL @kcc.usda.gov.

The authorized employees must have a valid eAuthentication user ID and password to gain
accessto NPS.

Note: See Notice IRM-355 for specific instructions for obtaining an eAuthentication user

ID and password. The KC-Application Development Center security office is
responsible for all FSA program delivery security issues and functions.
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Notice FI-2651

Using NPSin the County Office

A LogintoWeb Site

County Office employees must have a valid eAuthentication user ID and password to login to
the NPS web site. To login to the web site from the FSA Intranet Home Page, click "FSA
Financial Services' under the section labeled " Secured Applications'. The FSA Financial
Services Home Page will be displayed.

Click on the link for "National Payment Service”. The following screen will be displayed.

<3 Warmning! - Microsoft Internet Explorer provided by USDA

File Edit Wiew Favoites Toolz  Help |
5 =
L9 DA P B8 HA
Back Faryard Stop  Refresh  Home Search Favortes  History I ail Print Edit
Address I@ hitps: /#pes.te sc.egov. usda.gov/siteminderagent/dmsformsAogin_banner. oo ?T'YPE =335544 334 RE AL M 0| D=0E-cd5h751 3-alak-43b0-b83c-0c 20853655025 GUID =4S MAL TH j @ Go ‘ Links **

Search IEIick here, type your search, then click Find It -> @Find It @Dictionaw | %AdZappar - | (=) Smileys (P Travel aﬁameg | @Halp

USDA United States Depariment of Agriculture
= USDA eAuthentication

L me—— gy I~

Home : About eAuthentication | Help ;| ContactUs : Service Centers

WARNING

Unauthorized access to this United States Government Computer System and software is prohibited by Title 18, United
States Code 1030, This statute states that: Whoever knowingly, or intentionally accesses a computer without
authorization or exceeds authorized access, and by means of such conduct, obtains, alters, damages, destroys, or
discloses information or prevents authorized use of {data or a computer owned by or operated for) the Government of
the United States shall be punished by a fine under this title or imprisonment for not more than 10 vears, or both,

All activities on this systern and network may be monitored, intercepted, recorded, read, copied, or captured in any
manner and disclosed in any manner, by authorized personnel. THERE IS NO RIGHT OF PRIMACT IN THIS STSTEM.
Systern personnel may give to law enforcement officials any potential evidence of crime found on USDA computer
systerns. Use of this system by any user, authorized or unauthorized, constitutes consent to this monitoring,
interception, recording, reading, copying or capturing and disclosure. Report unauthorized use to an information
systemns security officer.

WARNING

efuthentication Home | USDA gov | Accessibility Statement | Privacy Policy | Mon-Discrimination Statement

¥
|&] Done l_l_ré_ i Internet
] Slaltl Apphcallons for Debbie 5i... | Groulese - Mailbox | ¥ Microsaft Word - MPS nati... | @Waming! - Microsoft |.._ |4J:N Eﬁﬂ ﬂi‘)lﬂ’]b@ 421 PM

Click "Continue" to display the screen for entering a user 1D and password.
Note: Asan alternative, the web site address for NPSiis:

https://indianocean.sc.egov.usda.gov/Payments/L oginAction.do
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Notice FI-2651

3 Using NPSin the County Office (Continued)

A Loginto Web Site (Continued)

8-26-04

The following is an example of the eAuthentication Login Screen used to enter the user ID
and password.

73 USDA Web Services Log-In - Microsoft Internet Explorer provided by USDA HEE

File Edit Wiew Favoites Toolz  Help |ﬁ
& LoD AR e =

Back Faryard Stop  Refresh  Home Search Favortes  History I ail Print Edit
Addiess @] hps://pws.(c.5c egov.usda gov/steminderagentdmsforms/ogin_main fo?TYPE =336644336AEALMOID=D8-cobb751 3-allaf-43b0-b83c-Dc20B5 3555026 GLID=4SMALTHRE 7| @ Gio \ Links >
Search IEIick here, type your search, then click Find It -> @Find It ﬁDictionaw | § AdZapper » | (=) Smileys (P Travel aﬁameg | @Halp

USDA United States Depariment of Agriculture
= USDA eAuthentication

| — P o R —

Home : About eAuthentication: Help : ContactUs @ Service Centers

| Quick Links eAuthentication Login

b What is an account?

b Create an account i
User ID: [ " I Want To...
b Update your account
Password: o thange My Password

Employee Links

Login . Reset My Forgotten
Password

& Local Registration
Authority Login

efuthentication Homne | USDA gav | Accessibility Staternent | Privacy Policy | Non-Discrimination Statement

¥
|&] Done l_l_ré_ i Internet
] Slaltl Apphcallons for Debbie 5i... | Groulese - Mailbox | ¥ Microsaft Word - MPS nati... | @USDA Web Services _.. |4J: N Eﬁﬂ ﬂi‘)lﬂ’]b@ 501 PM

Enter avalid eAuthentication user ID and password, and click "Login". Depending on the
user |D's security access level, 1 of the following will be displayed:

e Service Center Representative's worklist
e Certifying Official's worklist
e Signing Official's worklist.

If the user ID has more than 1 role, the banner on the left side of the screen allows the user to
change roles.

Note: If theuser ID isan authorized Service Center Representative, the initial screen will

always be the Service Center Representative worklist. Use the banner on the left side
of the screen to change roles.
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Notice FI-2651

Using NPSin the County Office (Continued)

B Standard Linksin NPS

The following links are standard through the web application to assist users with common

functions.

Button Function
E-Forms Link to Government electronic forms
Contact Us Sends e-mail to the Help Desk
Search Search for items on USDA/FSA Intranet
Local Offices Search to locate local office
USDA Home Link to USDA's Home Page

Payment Worklist

Returns to the payment worklist

Search

Allows the user to search for payments from the worklist

My Counties List of the counties that the user ID has accessto. Thisisonly displayed
if the user has access to more than 1 county.
Certification Shows the level of certification that the user has, that is, certifying or

signing

Payment Inquiry

Allows the user to inquire about a payment

Financial
Services

Link to FSA Financial Services Home Page

FSA Home Page

Link to FSA Home Page

L ogoff

Allows the user to log off of Financial Services

C On-lineHep

8-26-04

On-line help is available throughout the application. Click on the circle with a question mark
in it on the right top portion of the screen.
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Notice FI-2651

4 Payment Worklist for Service Center Representative

A What the Payment Worklist for Service Center Representative Contains

8-26-04

The Payment Worklist for Service Center Representatives contains all payments that have
been processed by a web-based program application that interfaces to NPS and requires
intervention before the payment can be issued. The payment worklist provides the capability
to process the following, in the order of priority.

Prompt payment interest due. The reason code for the prompt payment must be
entered. A drop down menu provides the reason codes established by the Department of
Treasury. The prompt payment interest amount may not be changed.

Foreign person tax withholdings. If the foreign person flag is set in the producer
profile, or sent as part of the payment information by the interfacing program application,
NPS will display the payment for the Service Center Representative to determine whether
the payment recipient has filed a form providing exemption from foreign person tax
withholding. If the payment recipient has not filed the form stating the payment recipient
is exempt from the tax withholding, the Service Center Representative will apply the
withholding. NPSwill default to a 30 percent withholding because all countries are taxed
at 30 percent, but NPS allows this to be overridden to a different percentage in the event
that tax laws change.

FSA/CCC claims. If 1 or more FSA/CCC claims are present on the claim database, the
claim will be displayed for the user to determine whether the claim should be offset from
the current payment. The Service Center Representative must determine whether the
offset shall be taken or if the offset amount will be overridden. If the offset amount is
overridden, the Service Center Representative must enter areason code for overriding the
offset.

Receivables. If areceivable is present in the receivable database, the receivable will be
displayed. A payment should not automatically be reduced for an outstanding receivable
because the receivable is not a delinquent debt until all due process, including appeal
rights, have been given to the debtor and/or until the receivable is eligible to transfer to
claim status according to 64-FI. The payment recipient may voluntarily elect to have a
receivable amount offset from a future payment. A receivable shall not be offset unless
the payment recipient has voluntarily requested that a payment be reduced by the amount
of the receivable.

Other Agency claims. If the "Other Agency Claim" flag is set in the producer profile,
the Service Center Representative must manually enter information for the claim and
apply the offset.

Reset payment processing. If the Service Center Representative has processed a claim,
receivable, foreign person tax withholding, or prompt payment interest reason code, or
other Agency offset and determines that the process was incorrect, the Service Center
Representative may reset the payment to the beginning and remove all prior actions taken
in NPS before the payment is released for certifying.
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Notice FI-2651
4 Payment Worklist for Service Center Representative (Continued)
B Example of Service Center Representative Worklist

This is an example of the Service Center Representative Worklist in NPS.

73 USDA - FSA - Papments - Papment Worklist - Microsoft Internet Explorer provided by USDA HEE

File Edit Wiew Favoites Toolz  Help |ﬁ

. =
S AT IR =
Back Faryard Stop  Refresh  Home Search Favortes  History I ail Print Edit
Addiess [@] hitps:/inle.tc fza.usda. gov/Payments/NPSlogofl.do x| @6 ‘Links »

@Fmdlt @chtlonaw | %AdZappar v| @Smlleys (PTraveI aﬁames | @Halp

Search IEIick here, type your search, then click Find It -

Farm Service Agency
—

o) Financial Servyesf %

eForms Contoct Us Search Local Offices ﬂm ome,

PAYMENT WORKLIST
Search

My Counties .
31KS - Sheridan (179) Payment Worklist

Certification -
iqni 1. GEORGE HAFFNER Tax ID:|

2| Signing
Program: 04MILCTRP Reference / Type: #000005 f CT Amount: $669.25 b
PAYMENT INQUIRY Date Issued: 06-10-2004 State  County: IS (20) - Sheridan (179) Payment ID: #2092
FIHAHCIAL SERVICES < Reset Payment Frocessing
1. Claim
SR 2. DOUBLERFARMS TaxID{

Program: 03MILCTRP Reference J Type: #000039 1 CT Amount: $17.50
Date Issued: 06-21-2004 State / County: K5 (20} - Sheridan {179) Payment ID: #28846
<) Reset Payment Frocessing

Logoff

1. Receivable
3. GARYEMOSS Tax ID:_
Program: 04MILCTRP Reference / Type: #000041 / CT Amount: §1.66
Date Issued: 06-22-2004 State / County: K5 (20} - Sheridan {179) Payment ID: #28935
< Reset Payment Frocessing
1. Receivable
4. GARYEMOSS TaxID:
Program: 02MILCTRP Reference / Type: #000041 f CT Amount: $21.67

Date Issued: 06-22-2004 State f County: KS (20) - Sheridan {174} Payment ID: #28937 ﬂ
‘ﬁj https: /finlet tc fza usda. gov/Payments/retieveP ayment. do freset=resetSpecialProcessingtpaymentt umber=28337 4 astlpd ate Time=2004- l_l_ ré_ i Internet
] Slaltl Apphcallons for Debbie 5i... | Groulese - Mailbox | ¥ Microsaft Word - Documenﬂl @USDA - FSA - Payme... \(fj; N G Bﬁﬂai}@b E:04 PM

Notes: In this example, the user ID has security access to more than 1 county; therefore, the
applicable county that has payment data entered is listed under "My Counties" in the
left banner on the screen. 1f more than 1 county that the user ID has authority for has
payments to be made, the other county would be displayed. The user would click on
the other county name to display aworklist for the other county.

In this example, the user ID also has authority to serve as a Signing Official;
therefore, under the "Certification” label, "Signing” is displayed. If the user was
logging in to NPS to sign payments already certified, the user would click on
"Signing" to change to the Signing Official worklist.

Item 1 has a claim, which requires the Service Center Representative to intervene for

the claim. Items 2 and 3 have areceivable, which requires the Service Center
Representative to intervene for the receivable.
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Notice FI-2651
4 Payment Worklist for Service Center Representative (Continued)

C Applying Prompt Payment Interest

NPS will determine whether a payment meets the criteriato apply prompt payment interest.
If prompt payment interest is required, the payment will appear on the Service Center
Representative's payment worklist to enter the reason code for the late payment. Thisisan
example of the prompt payment interest screen.

73 USDA - FSA - Papments - Apply Prompt Papment Reason Code - Microsoft Internet Explorer provided by USDA
File Edit Wiew Favoites Toolz  Help |ﬁ

S I C A R - e~ R RS A R |

Back Faryard Stop  Refresh  Home Search Favortes  History I ail Print Edit
Addiess [@] htips://inlet. c fa.usda, gov/Payments/ehiieveP ayment do7paymentHumber=7 26458 as pdateT ime=2004-07-21 91 3-47-338astLIpdatel ser=MI L C3 34053510 x| @6 \ Links >

@Findlt @Dictionaw | %AdZappar v| @Smileys (PTraveI aﬁames | @Halp

Search [637.38

[
PAYMENT WORKLIST @
Search
My Counties
51 KS - Sheridan (179} Payment Processing - Prompt Payment Reason Code
Certification
2! Signing
LARRY
PAYMENT INQUIRY Tax ID: Program: 02ZMILCMP Reference / Type: #0000B2- CT
Date | : 07-21-2004 State / C K5 (20) - Sherid 178 P nt ID: #72645
FIHAHCIAL SERVICES © Issue e/ County: 0 eridan (179) A
Last Updated by: MILC:Ih053510 on 07-21-2004
FSA Home Page Original Payment Amount: $1,444 51
Logoft Prompt Pay Interest Date: 10-14-2002
Interest Rate; 0.0525%
Total Payment Amount: $1,522.20
Remaining Payment Amount:  $1,522.20
= Program documentation delay(DD)
¢ High number of paymenis being processediHy)
& Computer system failure(CF)
0 Local office misplacementmishandling (WD
Save | Cancel |
=
|&] Done l_l_ré_ i Internet
] Slaltl Apphcallons for Debbie 5i... | Groulese - Mailbox | ¥ Microsaft Word - DocumentE‘ @USDA - FSA - Payme... \QJ;B E}ﬂN Bﬁlzb 532 PM

NPS will automatically calculate the amount of the prompt payment interest if the payment is
not made by the due date. Prompt payment interest may not be overridden. The Service

Center Representative must click on the radio button that best describes the reason that the
payment was not made on time.

The Service Center Representative may click:

e "Save" to complete the process

e "Cancel" to end processing without saving the changes. The payment is returned to the
Service Center Representative's worklist.

Note: Refer to 61-FI for more information on prompt payment interest.
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Notice FI-2651
4 Payment Worklist for Service Center Representative (Continued)
D Applying Foreign Person Tax Withholding
IRS requires that a foreign person tax withholding be withheld from any payment made to a
foreign person. The tax withholding is currently 30 percent for all foreign persons. If the
payment recipient is coded as a "foreign person” in the payment profile, the payment will
appear on the Service Center Representative's worklist.

If the foreign person:

e hasfiled the proper form to claim exemption from the foreign person tax withholding, the
Service Center Representative shall reduce the percentage to zero

e hasnot filed the proper form to claim exemption from the foreign person tax
withholding, apply the 30 percent reduction for tax withholding, and click on "Save".

If the foreign person tax withholding is saved, and:

e no other special processing is required, the payment will move to the Certifying Official's
payment worklist

e other special processing is required, NPS will display the next special processing item for
the payment recipient.

Notes: No screen print is available of the foreign person tax withholding screen in this
notice. The screen prints have come from atest environment, and the remaining
payment recipientsin the test environment did not have a payment recipient coded as
a"foreign person”.

Refer to 62-Fl for additional information on foreign person tax withholding.
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Notice FI-2651
4 Payment Worklist for Service Center Representative (Continued)

E Offsetting a Claim in NPS

To process aclaim, the Service Center Representative must click on "Claim" in the payment
worklist. Thisisan example of a claim processing screen.

73 USDA - FSA - Papments - Apply Claim - Microsoft Intemnet Explorer provided by USDA

File Edit Wiew Favoites Toolz  Help |
5 =
L9 DA P B8 H
Back Faryard Stop  Refresh  Home Search Favortes  History I ail Print Edit
Addiess |@ hitps: /firlet b Fsa usda. gov/PaymentsretieveD fsetableClaimForCustomer do j o Go ‘ Links

Search [FSA Find It Dictionary AdZapper * Smileys Trawel Games Help
| (€] 3] | &8 2] ¢ o @

E

Offset Manual Claim
Created Tvpe Program Claim #
1. 02-01-2003 Fl 03CORMLMN #102017800554
Candidate Payments Already Applied to this Claim

Payment ID Payment Status Amount Applied
1. #36343 Signed § 42255

Total Payments Applied: $422.65
Remaining Debt Amount: $1,933.68

Debt Amount: $2,356.23

Amount Available to Apphs T I 894.24
Override Reason: |Funds Depleted | *

None
Bankruptcy
Appeal
Small Balance
Claim Red\ Claim Paid In Full

. Producer Request
Rel P: nt Al
maining Payment Amoul_ - 1e Denleted

Save I Re-Calculate Cancel

EForms EmailUs Search Local Office USDA Home Page

‘ﬁj Done

] Slartl Apphcahons far Debbie | ¥ GroupWise - Mailbox ”@ USDA - FSA - Pay... W Microsoft Word - Docu. . |QJ:E %JﬂN Eﬁ@b@ 5:19 PM

C B e

If aclaim is present in the centralized database, the claim will be displayed on the screen. If
the producer profile indicates that the producer has a claim, but no claim is present in the
centralized database, the user will enter the claim information using the "Offset Manual
Claim™ link before processing the claim. See subparagraph F.

The "Debt Amount” is the total remaining in the claims database for the displayed claim. In
this example, the payment recipient has previously had $422.55 applied to the claim, as
shown in the "Total Payments Applied” field. The previous payment was signed, as shown
in "Candidate Payments Already Applied to this Claim”, "Payment Status’; however, the
offset has not updated the claims database at the time that this payment is being presented to
the Service Center Representative. It isimportant that the Service Center Representative
look at the field, "Remaining Debt Amount”, to determine the amount to be offset.
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Notice FI-2651

4 Payment Worklist for Service Center Representative (Continued)

E Offsetting a Claim in NPS (Continued)

8-26-04

The Service Center Representative must click on 1 of the override reasons if the full amount
of the claim is not being offset. Use the override reason code:

"None" if the full debt amount is being offset
e "Bankruptcy" if the payment recipient has filed for bankruptcy and no offset istaken

e "Appea" if the payment recipient has filed an appeal, and the appeal process is not
complete

e "Small Balance" if the claim will be written off for a small balance
e "ClaimPaid in Full" if the full claim amount has been paid

e "Producer Request” if there is more than 1 claim and the claims are not being paid out of
order

e "Funds Depleted" if the total payment amount is less than the claim balance.
The Service Center Representative may click:

e "Re-calculate" to display the "Remaining Payment Amount” if the "Amount Available to
Apply" has been changed

e "Save" to complete the process

e "Cancel" to end processing without saving the changes. The payment is returned to the
Service Center Representative's worklist.

If the offset is saved, and:

e no other special processing is required, the payment will move to the Certifying Official's
payment worklist

e other special processing is required, NPS will display the next special processing item for
the payment recipient.
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Notice FI-2651
4 Payment Worklist for Service Center Representative (Continued)
F Entering Claim Data in NPSif Claim isNot in Centralized Database
If the producer profile indicates that the producer has a claim, but no claimis present in the
centralized database, the user shall click on the "Offset Manual Claim™ link to enter the claim

information.

Note: A claim may not be present in the centralized database if the claim was established in
the last 5 workdays.

This is an example of the screen to offset a manual claim.

2l USDA - FSA - Payments - Apply Manual Claim - Microsoft Internet Explorer

Flle Edit ‘iew Favorites Tools  Help i

eBack ML ] Iﬂ Ig _;j /._‘J Search ‘i‘i( Favorites @Medla e} <] - :\f _J ‘3

Address &:lhttps:;‘,l’lnlat‘tc.Fsa‘usda‘gow‘Payments,l’prepareForManuaICIa\m‘do v| Go Links

E
PAYMENT WORKLIST ®
Search
My Counties
51 KS - Sheridan (179 Payment Processing - Offset Manual Claim
PAYMENT INQUIRY
RAY WEIS
FINANCIAL SERVICES Tax ID: Program: 03MILCMP  Reference / Type: #000002- CT
£SA Home Page Date Issued: 08-09-2004 State / County: KS (20)- Sheridan {179) Payment ID: #31370
Last Updated by: MILC:c0053512 on 08-08-2004
Logoff Original Payment Amount:  $363.39
Remaining Payment Amount: $363.39
**The offzet of a payment by manual claim identification can only be performed against Farm Program claims **
(Format: Agency Code (2)/ State Code (2)/ County Code (3)/ Sequence Number (5))
Manual Claim Amount: I:I
Responsible State Code: l:l
Respensible County Code: |:|

[[£4

@ Done é ' Internet

- FSA - Paymen. .. u_;. Document] - Microsof ...

On this screen, enter the;
e claim number from FSA-671, item 2, "Claim Control No."
e claim amount from item 15, "Claim Principal Outstanding”

e responsible State and county codes. If the claim istransferred from another State and
county, these codes arein item 16 A.

Click "Add" to add the claim to the worklist for offset.
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Notice FI-2651
4 Payment Worklist for Service Center Representative (Continued)

G Offsetting a Receivable

If the payment recipient has areceivable in the Receivables database, the payment will
appear on the Service Center Representative's worklist. Click on the word "Receivable” to
display the payment. Thisis an example of the receivable screen.

73 USDA - FSA - Papments - Apply Receivables - Microsoft Internet Explorer provided by USDA

File Edit Wiew Favoites Toolz  Help |
5 =
L9 DA P B8 H
Back Faryard Stop  Refresh  Home Search Favortes  History I ail Print Edit
Address I@ hitps: /finlet tc. fra.usda. gov/Payments/determinetd anualH andlingR equired do j o Go ‘ Links >

Search [FSA Find It Dictionary AdZapper * Smileys Trawel Games Help
| (€] 3] | &8 2] ¢ o | @

[
PAYMEHT WORKLIST @
Search
My Counties
51 KS - Sheridan (179} Payment Processing - Receivables
Certification
2! Signing
S S
PAYMENT INQUIRY T| E Program: 04MILCMP Reference ! Type: #000053-CT
Date | : 06-30-2004 State / C K5 (20) - Sherid 178 P nt ID: #36211
FIHAHCIAL SERVICES © Issue e/ County: 0 eridan (179) A
Last Updated by: DR053514 on 07-13-2004
ESA Home Page Original Payment Amount:  $993.60
Logoft Remaining Payment Amount: $391.81
Created Program Receivable #
1. 09-02-2003 03CRP #2017306450
Debt Amount: fa00.00
Amount Avallable to Apphy: 3 391.81
Amount Available to Apphr.  $391.81
Remaining Payment Amount if Applied: 50.00
Save | Re-Calculate | Cancel |
[
|&] Done l_l_ré_ i Internet

] Slaltl Apphcallons for Debbie | @Group\&"lse - Mailbax ”@ USDA - FSA - Pay... [ Microsoft Word - Docu... |4j;ﬁ %JﬂN %EA@ 523 PM

In this example, the payment recipient has a receivable of $800.00. No other pending
payments have been applied to the receivable; however, $601.79 has been applied to a claim.
The Service Center Representative can determine that this amount has been applied to a
claim (or claims) because the "Original Payment Amount" is $993.60, and the "Remaining
Payment Amount" is $391.81, as shown on the screen.

Note: Claims have ahigher priority than receivables. Therefore, the claim was processed
first.
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Notice FI-2651
4 Payment Worklist for Service Center Representative (Continued)
G Offsetting a Receivable (Continued)
A receivable shall be offset if the:
e payment recipient has voluntarily elected to have the receivable offset from a payment

e receivable isthe result of a program overpayment that requires the overpayment be offset
from the next payment in the same program.

The Service Center Representative shall:
e reduce the"Amount Available to Apply" to zero if the receivable is not to be offset

¢ reducethe"Amount Availableto Apply" if the payment recipient voluntarily elected to a
lesser amount

o oOffset the full "Amount Available to Apply" if the program requires that the receivable be
offset from the next payment in the same program.

The Service Center Representative may click:

e "Re-calculate" to display the "Remaining Payment Amount” if the "Amount Available to
Apply" has been changed

e "Save" to complete the process

e "Cancel" to end processing without saving the changes. The payment is returned to the
Service Center Representative's worklist.

If the receivable is saved, and:

e no other special processing is required, the payment will move to the Certifying Official's
payment worklist

e other special processing is required, NPS will display the next special processing item for
the payment recipient.
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Notice FI-2651
4 Payment Worklist for Service Center Representative (Continued)
H Resetting Payment Processing

If the Service Center Representative determines that special processing was not completed
correctly, and the payment has not been transferred to the Certifying Official's payment
worklist, the Service Center Representative may click on "Reset Payment Processing” to
remove all special processing. All special processing will be removed and the payment will
remain on the Service Center Representative's worklist.

| Incorrect Indicatorsin Payment Profile

Occasionally, a payment will be processed before a claim or receivable indicator has been
removed from the payment recipient's payment profile because the database was updated
after the payment request was processed by the web-based application. If the indicator is
outdated, NPS will display either of the following messages when the Service Center
Representative processes the payment:

e "Thereareno claimsin the database that meet the criteria provided.”
"There are no receivables in the database that meet the criteria provided.”

The Service Center Representative shall click on the "Save" button to complete the process.
J Priority of Special Processing

If a payment requires more than 1 special processing event, NPS will present the special
processing in the following order of priority:

prompt payment interest
foreign person tax withholding
FSA/CCC claims

receivables

other Agency claims.
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Notice FI-2651

5 Payment Worklist for Certifying Official

A What the Payment Worklist for Certifying Officials Contains

The payment worklist for Certifying Officials contains all payments that:

e have been processed by the Service Center Representative
e do not require additional special processing by the Service Center Representative for:

e prompt payment interest
« foreign person tax withholdings

e clams
e receivables

e other Agency claims.

Note: Anemployee designated as a " Certifying Official" must have CCC-392 on file.

B Exampleof a Certifying Official's Payment Worklist

8-26-04

Thisis an example of a Certifying Official's payment worklist.

~3 USDA - FSA - Papments - Papments Certification Signing Worklist - Microsoft Internet Explorer provided by USDA

File Edit Wiew Favoites Toolz  Help |ﬁ

E LD AT e - o
Back Faryard Stop  Refresh  Home Search Favortes  History I ail Print Edit
Addiess [€] htips: #inlet.tc fsa usca. gow/Payments/login.co =l @G0 | Links >
Search IEIick here, type your search, then click Find It -» @Find It @Dictionaw | § AdZapper * | @ Smileys (P Trawel aﬁames | @Halp
[
PAYMENT WORKLIST @
Search
iﬂg::—f::;::]ion Payment Certification Worklist
PAYMENT IHOUIRY 1. GEORGE HAFFNER Tax_
Program: 04MILCTRF  Reference / Type: #000008- CT  Amount: §59.63 Detail
HHRHCIALSERVICES Date Issued: 05-11-200 (20) - Sheridan (175) Payment ID: #3566
FSA Home Page 2. DOUBLE R FARMS Taxm
Program: 03MILCTRP  Reference/ Type: #000039- CT  Amount: $17.50 Detail
Logoff Date Issued: 06-21-  KS (20) - Sheridan (1 79) Payment ID: #28545
3. GARYEMOSS Tax“
Program: 03MILCTRF Reference /Type: #000041-CT  Amount: $35.01 Detail
Date Issued: 06-22- n K5 (20) - Sheridan {179 Payment ID: #28936
4, GARYE MOSS Taxu
Program: 04MILCMP  Reference / Type:#000041 - CT  Amount: $330.75 Detail
Date Issued: 06-22- n KS (200 - Sheridan {179 Payment ID: #22938 fu
5. DAVID POPP Tax II—'-
Program: 03MILCTRP  Reference [ Type:#000042-CT  Amount: $17.50 Detail
Date Issued: 06-22- KS (207 - Sheridan (1 79) Payment ID: #28940
6. DAVID POPP Tax I-
Program: 04MILCMP  Reference f Type:#000042 - CT  Amount: §1,830.00 Detail
Date Issued: 06-22- KS (20% - Sheridan {1 79) Payment ID: #20942
7. HENRY J ZERR Tau—
Program: 04MILCMP  Reference ! Type:#000058 - CT  Amount: $186.20 Detail
Date Issued: 07-16-2004 State / County: K5 (20) - Sheridan (179 Payment ID:#71373
8. FRED L PRATT Tam
Program: 04MILCH Type:#000057 - CT  Amount: $43.06 Detail j

‘ﬁj Done

] Slaltl Apphcallons far Debbie Si... | 3 GroupWwise - Mailbox | ¥ Microsaft Word - Documenﬂl @USDA - FSA - Payme...

[ & [mene
N DA 551 P
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Notice FI-2651
5 Payment Worklist for Certifying Official (Continued)
C Processing Paymentsas a Certifying Official
The Certifying Official is signing a payment electronically. The Certifying Official must
click on "Detail" for each payment to be electronically signed. Any special processing by the

Service Center Representative will be displayed. Thisis an example of the NPS screen that a
Certifying Official will electronically sign.

73 USDA - FSA - Papments - Papment Detail - Microsoft Internet Explorer provided by USDA HEE

File Edit Wiew Favoites Toolz  Help |ﬁ
LD | Q

Back Faryard Stop  Refresh  Home Search Favortes  History I ail Print Edit
Addiess [@] htips://inlet. ¢ fza.usda, gov/Payments/refiieveP aymentForCetiication. doFpaymenthumber=366 x| @6 \ Links >
Search IEIick here, type your search, then click Find It -> @Find It @Dictionaw | %AdZappar - | (=) Smileys (P Travel aﬁameg | @Halp
[
PAYMENT WORKLIST @
Search
Certification . .
] Cortifieation Payment Certification Approval
GEORGE HAFFNER
PAYMEHT IHQUIRY
Tax I_ogram: 04MILCTRP Reference ! Type: #000002- CT
FIHAHCIAL SERVICES Date Issued: 06-11-2004 State ' County: KS (20) - Sheridan (179 Payment ID: #2366
Faf Home Page q
e Transaction Summary:
Logoff Original Payment Amount: $50.63
Claims to be offset:
1. #1020173900594 (-)$59.63
Dishursement Payee Information:
GEORGE HAFFMER $0.00
Payment Status:
Please Select One:
¥ Defer
" Approve
™ Reset Fayment Frocessing
Hold for Cancel by Program
(thiz selection farces the program application to cancel the payment)
Subrmit | Submit and Caontinue >>> | =
[
|&] Done l_l_ré_ i Internet
] Slaltl Apphcallons for Debbie 5i... | Groulese - Mailbox | ¥ Microsaft Word - Documenﬂl @USDA - FSA - Payme... \(fj; N G Bﬁﬂai}@b 553 PM

A Certifying Official may not change any of the Service Center Representative's special
processing. The Certifying Official must click on the radio button to:

defer the payment for later processing

approve the payment as being proper, due and payable asit is

reset the payment for special processing by a Service Center Representative

hold the payment for cancellation by the initiating web-based program application.

Note: Refer to the applicable program instructions to cancel a payment through the
initiating program application.
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Notice FI-2651
Payment Worklist for Certifying Official (Continued)
C Processing Payments as a Certifying Official (Continued)
The Certifying Official must click on:
e "Submit" to accept the action and return to the worklist

e "Submit and Continue" to move to accept the action and move to the next payment on the
Certifying Official's worklist.

Payment Worklist for Signing Official

A What the Payment Worklist for Signing Officials Contains
The payment worklist for Signing Officials contains all payments that have been
electronically signed by a Certifying Official. The Signing Official's electronic signatureis
the last step in releasing the payments for disbursement.

B Example of a Signing Official's Payment Worklist

Thisis an example of a Signing Official's payment worklist.

~3 USDA - FSA - Papments - Papments Certification Signing Worklist - Microsoft Internet Explorer provided by USDA

File Edit Wiew Favoites Toolz  Help |
5 =
L9 DA P B8 H
Back Faryard Stop  Refresh  Home Search Favortes  History I ail Print Edit
Addiess |@ hitps: /#inlet b Fsa usda. gov/Paymentsretievelorklist do?action=C2 j o Go ‘ Links

@Findlt ﬁDictionaw | %AdZappar v| @Smileys (PTraveI @Games | @Halp
- |

Search IEIick here, type your search, then click Find It -

|»

Farm Service Agency - A .__.J i
———  Financial Services

Accessibility Statement eForms Contact Us Search Local Offices usm fome '

PAYMENT WORKLIST
Search

My Counties . . S
31KS - Sheridan (179) Payment Certification - County Signing

> Signin, 1. FRED L PRATT Tax

Program: 04MILCMP Reference / Type: #000057 - CT Amount: $43.06
Date Issued: 07-16-2004 State / County: KS (20) - Sheridan {1 79) Payment ID: #71380

PAYMENT INQUIRY

R, GRS Certified By: C0O053512 - 07-27-2004
FEAICCC Offset{Y) Receivables:(N) Other Agency Offset (N )
ESA Home Page @ ppprove
© Dispute

Logoff

e -
2. LARRY GOETZ Tax

Program: 0ZMILCMP Reference / Type: #0000382 - CT Amount: §1,444 51
Date Issued: 07-21-2004 State / County: K5 (20) - Sheridan (179 Payment ID: #72645
Certified By: C0053512 - 07-27-2004

FSACCC Offset {N) Receivables { N} Other Agency Offset {N}

© ppprove
o) Dispute =
© peter
Complete Sign FProcess | -
@ I L
] Slaltl Apphcallons for Debbie 5i... | Groulese - Mailbox | ¥ Microsaft Word - MPS nati... | @USDA - FSA - Payme... ‘qkﬂﬂ N %E\)@b 9:13 &AM
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Notice FI-2651
6 Payment Worklist for Signing Official (Continued)
C Processing Paymentsas a Signing Official

The payment worklist for a Signing Official displays the payments that have been
electronically signed by a Certifying Official. The screen displays the:

payment recipient's name and 1D number

payment program code

payment reference number, such as contract number, loan number, or farm number
amount of the payment earned

date of issue

State and county issuing the payment

payment transaction number

user ID of the Certifying Official and date certified

status of offsets for FSA/CCC claims, receivables, and other Agency claims.

The Signing Official must click on the applicable radio button to:

e approve the payment for disbursement
e dispute the payment
e defer the payment for later processing.

When the appropriate radio button has been set, the Signing Official must click on "Complete
Sign Process’ to electronically sign the approved payments for disbursement. Payments that
were deferred will remain on the Signing Official's payment worklist. Payments that were
disputed by the Signing Official will be displayed on the Certifying Official's worklist.

NPS will display alist of all payments that were approved or disputed. The Signing Official

must scroll to the bottom of the page to print out the list on alocal printer. File the printout
in afolder labeled "NPS Payments®, and maintain the printout for 2 years.
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Notice FI-2651

Entering Search Criteriato Select Worklist

A Oveview

Worklists will display all payments to be processed by the selected role, unless the search
criteriaoption isused. The search criteria option allows the user to reduce the size of the
worklist, which may make the worklist more manageable during heavy payment cycles.

Search Criteria Available

The search criteria option is available on the left banner of the screen, under " Payment
Worklist", "Search”". Thisis an example of the search criteria screen.

2 USDA - FSA - Payments - Payment Search - Microsoft Internet Explorer |:HE|E|
Flle Edit ‘iew Favorites Tools  Help 'l.;'

@Back ML ] Iﬂ Ig _;j /._‘J Search ‘f;:‘( Favarites d‘Medla e} [_:- :\f _J ‘3

Address &:lhttps:;‘,l’lnlat‘tc.Fsa‘usda‘govIPayments,fprepareForPaymentSearch‘do v| Go Links
5] KS - Sheridan {179; Payment Worklist - Search ~

PAYMENT INQUIRY

County: Al h

Payment Status: | All e

FINANCIAL SERVICES

ESA Home Page

Logoff

Tax ID Type:

Reference Number Range:

Reference Code: | v

é ' Internet

=M. 4§ UsDa - FSA - Paymen... | Ll Dacumentd - Micrasef... S PN SR

The user may select any option, or combination of options, to reduce the size of the worklist.
The options are as follows.

e Payment ID. This number is assigned by the initiating program application.
e County. Thedrop down list will display all counties that the user has access to.

e Program code. Enter the program code that is used by the initiating application.
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Notice FI-2651
7 Entering Search Criteriato Select Worklist (Continued)
B Search Criteria Available (Continued)

e Payment status. Usethe drop down menu to select:

"All" for all payments
e "Prompt Pay" to display payments requiring prompt payment interest reason codes

e "Foreign Person Tax Withholding" to display payments requiring foreign person tax
withholding

e "Claim" to display payments requiring claims offset

e "Receivable" to display payments requiring receivable offset

e "Other Agency Claim" to display payments requiring other agency claim processing
e "Certification Approval" to display payments that are ready for certification

e "Signing Approval” to display paymentsthat have been certified and are waiting
signing.

e TaxIDand TaxID Type. To display paymentsto a particular entity.

o Reference Number Range and Reference Code. To display paymentsto a particular
reference range of reference number, that is, farm number range or contract number
range. Usethe drop down list to display the types of reference numbers.

8 Centralization of NPS Check and Transaction Statement Printing
A KCFO Printing of Checks and Transaction Statements

Payments initiated through NPS will be disbursed by KCFO. KCFO will print and mail any

CCC-184'sthat are generated, or complete the ACH transfer for direct deposits. NPSis

on-line; and, therefore, no County Office transmission is necessary for NPS-initiated

payments.

KCFO will also print the transaction statements and mail the transaction statements to the
payment recipient.

Note: County Offices must still complete the ACH verification and transmission for
payments initiated through the System 36/AS 400.
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Notice FI-2651
9 Accounting Functions Supported by NPS Without User Intervention
A Accounting Functions Not Requiring User Intervention

NPS includes the same accounting functions that are included in the accounting application
on the System 36/AS 400. Information for the following accounting functions is entered in
FSA Financial Services and applied to NPS payments without user intervention:

e assignments
e joint payments
e direct deposit elections.

Funds must be available in the eFunds control application if the program is subject to funds
control.

Assignments for programs that use NPS for payment processing are not replicated to the
System 36/AS 400. Therefore, the amounts applied to an assignment are only updated in
Financial Services.

10 NPSfor eLDP's
A Processing eLDP's Through NPS

On-line producer generated payment requests for eLDP'swill be certified and signed by
Certifying Officersin KCFO. If the Certifying Officer in KCFO disputes a payment, the
payment will be sent electronically to the County Office for review and processing and
appear on the payment worklist.

A Service Center Representative and a Certifying Official in each County Office must login
to NPS each day to determine whether KCFO has disputed an eL DP for a producer
administered by the County Office. If an eLDP is present, the County Office shall process
the payment the same day it is received.

An eLDP will automatically be sent to the County Office for certification and signing if the
producer has a claim or receivable indicator set in the payment profile.

Note: AneLDP will be disputed by KCFO if the payment request contains incomplete
reporting data.
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Notice FI-2651

11 Updating Claims and Receivables on the System 36/AS 400

A Overview

8-26-04

Claims and receivables are maintained in a centralized database in KCFO and are resident on
the System 36/AS 400 in the County Office. NPSisreading the datafrom the KCFO
centralized database during the payment process. Changes to the KCFO database replicate to
the System 36/AS 400 and are applied during the County Office's normal start of day
processing within 5 workdays. Asthe claims and receivables updates are processed on the
System 36/AS 400:

e FSA-671 will print for claim activity
e the Receivable Establishment Verification Report will print for receivables.

County Offices will have the option of updating the System 36/AS 400 with NPS claims and
receivables activity at anytime throughout the day.

Updating Claims Activity Other Than During Start of Day Processing

The user may elect to update claims activity during the day. Use the following table to
access the Claims Primary Selection Menu AV AQOL.

Step Action
1 | Determine whether the application to be processed is in the headquarters office.
IF... THEN on Menu FAX250, ENTER...

the application to be processed isin | "3", and PRESS "Enter”. Go to step 3.
the headquarters office

aspecific office isto be selectedto | "4", and PRESS "Enter".
process the application

Result: Menu FAX09002 will be displayed.

2 | On Menu FAX09002, select the office to be processed and enter the appropriate
option. See 2-IRM if additional information is needed.

Result: The Application Selection Menu FAX 07001 will be displayed.

3 | OnMenu FAX07001, ENTER "1", "Accounting”.

Result: The Accounting Main Menu AAAO0Q00 will be displayed.

4 On Menu AAAQ0O0O, ENTER "3", "Debts & Claims Function".

Result: The Claims Primary Selection Menu AV AO001 will be displayed.
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Notice FI-2651

11 Updating Claims and Receivables on the System 36/AS 400 (Continued)

B Updating Claims Activity Other Than During Start of Day Processing (Continued)

8-26-04

Thisis an example of Screen AVAQOOL.

File Edit Transfer Appearance Communication Assist Window Help

= ey | 5 2 &=l (=) I 8 wd @ & E|
Gt Clipbrd

PrtScm Copy | Paste Send Recv Display | Calor Map Record | Stop Play

COMMAND AVAOO1 H1
Accounting - Claims Primary Selection Menu

1. Establish a Claim 6. Inquiry/Report Claim

2. Adjust a Claim 7. Generate Letters

3. Accept a Claim Collection 8. Purge Claim Files

4. Refer a Claim 9. Terminate a Small Amount Claim
5. Transfer a Claim 10. Electronic Web Claim Processing

21. Return to Application Selection Screen
22. Return to Office Selection Screen

23. Return to Primary Selection Menu

24, Sign Off

Cmd3=Previous Menu

Enter option and press "Enter".
10

A b 22 /005
Connected to remote serverfhost TestB using port 23

Start s * NovellGro... |~ 2 pesws v 7 I\CSACD. icrosoft ... 7 = n UL Si08RM

AL

On Screen AVAQO0L, select option 10, "Electronic Web Claim Processing”, and PRESS
"Enter" to process claims activity initiated through NPS. A screen will be displayed to select
the printer to print FSA-671. Enter the printer number, and PRESS "Enter”. No further
action is necessary.
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Notice FI-2651

11 Updating Claims and Receivables on the System 36/AS 400 (Continued)

C Updating Receivables Activity Other Than During Start of Day Processing

8-26-04

The user may elect to update receivable activity during the day. Use the following table to
access the Receivables Main Menu AQK000.

Step

Action

1

Determine whether the application to be processed is in the headquarters office.

IF... THEN on Menu FAX250, ENTER...

the application to be processed is | “3”, and PRESS “Enter”. Go to step 3.
in the headquarters office

a specific office isto be selected to | “4”, and PRESS “Enter”.
process the application
Result:  Menu FAX09002 will be displayed.

On Menu FAX09002, select the office to be processed, and enter the appropriate
option. See 2-IRM if additional information is needed.

Result: The Application Selection Menu FAX 07001 will be displayed.

On Menu FAX07001, ENTER "1", "Accounting".

Result: The Accounting Main Menu AAAOOO will be displayed.

On Menu AAAO0O0O, ENTER "8", "Common Receivable Function”.

Result: The Claims Primary Selection Menu AQKOO0O will be displayed.
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Notice FI-2651

11 Updating Claims and Receivables on the System 36/AS 400 (Continued)

C Updating Receivables Activity Other Than During Start of Day Processing (Continued)

8-26-04

Thisis an example of Menu AQKQOQO.

o

File Edit Transfer Appearance Communicabion As:

= A=

PiScin Copy  Paste  Send Recvy  Diplay  Color  Map

COMMAND AQKO0O EO
Accounting - Receivable Main Menu

1. Establish A Receivable *6. Modify Receivables Status
2. Record A Receivable Collection 7. Prepare Demand Letters
3. Transfer Receivables To Claim 8. Correct A Receivable
Status 9. Inquire/Print Receivable
4, Transfer Receivables To Note Status Reports
Receivables 10. Purge Receivable History Files
5. Write-0ff A Small Balance 11. Electronic Web Receivable Processing

Receilvable

20. Return To Application Primary Menu
21. Return To Application Selection Screen
22. PReturn To Office Selection Screen
23. Return To Primary Selection Menu
24. Sign Off
Cmd3=Previous Menu *=0ption currently not available.

Enter option and press "Enter”,

MA b 22/003

Connected to remate serverfhost 199,128, 182, 10 usin

r
3

On Menu AQKOQO, select option 11, "Electronic Web Receivable Processing”, to process
NPS initiated receivable activity other than during start of day processing. Menu AQKWEB
will be displayed to select the type of receivable activity to be processed.
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Notice FI-2651
11 Updating Claims and Receivables on the System 36/AS 400 (Continued)
C Updating Receivables Activity Other Than During Start of Day Processing (Continued)

Thisis an example of Menu AQKWEB.

o

File Edit Transfer Appearance Communicabion Assist Window Help

e B o 2 ([ E d e e e &

PiSan  Copy | Paste  Send | Recy  Disply  Coler  Map  Recad  Slop  Play | Qut

COMMAND AQKWEB EO
Accounting - Electronic Web Receivable Processing

1. Electronic Web Receivable Creation Processing
2. Electronic Web Yoluntary Collections Processing

20. Return To Application Primary Menu
21. Return To Application Selection Screen
22, Return To Office Selection Screen
23. Return To Primary Selection Menu
24. Sign Off
Cmd3=Previous Menu

Enter option and press "Enter”,

MA b 22/003

Connected bo remote serverfhost 199,128, 182,10 using pork 23

Select option 1 to update any receivables that resulted from a correction or cancellation to an
NPS payment. A "Receivable Establishment Verification Report” will print.

Select option 2 to update receivables for any voluntary receivable collections that were
offset from an NPS payment.

No further action is necessary.
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Notice FI-2651

Updating Claims and Receivables on the System 36/AS 400 (Continued)

D Additional Information on Claims and Receivables

A future FI notice will provide more detailed instructions on the claims and receivables
processes for NPS and the System 36/AS 400.

Refunding Over Collections of Claims and Receivables

A Oveview

8-26-04

The offset of aclaim or receivable may result in the claim or receivable being overpaid
because:

e of thetiming difference between updating the centralized database and offsetting a
payment

e acollection was received from another Agency through the Treasury Offset Program.

If aclaim or receivable is over collected, apayment coded "NPSREFUND" will be sent to
the County Office for processing through the System 36/AS 400.

The NPSREFUND will be processed during normal start of day activity. If an NPSREFUND
is discovered, the following screen will be displayed.

=l

File Edit Transfer Appearance Communication Assist Window Help

(=) By | Oy = E = | 8 ) & e & e ]

PrtScm Copy Paste Send | Recw Display =~ Color Map Record | Stop Play Cluait Clipbrd  Support | Index
Accounting 099 JASPER Refund ANK14016

leb Transaction Message Screen Version: ACHE1 08-12-2004 15:09 Term H1

The update of the Web Payment/Refund file has completed.

Please select Option 14 "Electronic Web Payment Processing’
from the Check Writing Main Menu to complete "NPSREFUND’
payments when this process has ended.

MA b X 01/001
host TestB using port 23

% Movel Gro... T 2 pesws - LACSACD... #)Document... =3 L ) 311 PM
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Notice FI-2651
12 Refunding Over Collections of Claims and Receivables (Continued)
B Runningthe NPS Refund Process

The over collection refund may be access through the Accounting application's
Disbursement/Check Writing application. Follow these steps to access the over collections.

Step Action
1 | Determine whether the application to be processed is in the headquarters office.
IF... THEN on Menu FAX250, ENTER...

the application to be processed isin | "3", and PRESS "Enter”. Go to step 3.
the headquarters office

aspecific office isto be selectedto | "4," and PRESS "Enter".
process the application
Result: Menu FAX09002 will be displayed.

2 | OnMenu FAX09002, select the office to be processed and enter the appropriate
option. See 2-IRM if additional information is needed.

Result:  The Application Selection Menu FAX 07001 will be displayed.

3 | OnMenu FAX07001, ENTER "1", "Accounting”.

Result: The Accounting Main Menu AAAOOO will be displayed.

4 | OnMenu AAAO0OO, ENTER "1", "Disbursement/Check Writing".

Result: The Check Writing Main Menu ANKOOO will be displayed.
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Notice FI-2651

12 Refunding Over Collections of Claims and Receivables (Continued)
B Runningthe NPS Refund Process (Continued)
Thisis an example of the Check Writing Main Menu ANKQOO.
of
Fie Edt Transfer Appearance Communication Assist  Window Help
= = = s e P - R =
PitSem Cop! Paste Send  Recw Dizplay = Calor Map FAecord | Stop
COMMAND ANKOOO EO
Accounting - Check Writing Main Menu
1. On-line Check Writing 8. Inquiry of Accounting Payment File
2. Batch Check Writing 9. Void Checks
3. Manual Check Writing 10, Substitute Processing
4. Cancel a Payment 11. Reprint Payment Transaction Statement
5. Correct Payment Numbers or Data 12. Calculate Interest Penalty
6. Lost/Stolen/Destroyed Flags 13. Authorized Payments
7. Purge Check Writing 14. Electronic Web Payment Processing
23. Return to Primary Selection Menu
Cmd3=Previous Menu
Enter option and press "Enter”.

MA b 22/003

Connected ko remote serverfhost 199.1258.182.10 using port 23

Select option 14, "Electronic Web Payment Processing” to process any NSPREFUNDS.

Screen ANK 14010 will be displayed.

Note: If there were no over collections, the screen will display the message, "The web
transaction file is not present or does not contain any records. The information on this
file is downloaded from KCMO. Contact the National Help Desk or your State AC for
assistance."

8-26-04
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Notice FI-2651
Refunding Over Collections of Claims and Receivables (Continued)

B Runningthe NPS Refund Process (Continued)

Thisisan example if Screen ANK14010.

>0

File Edit Transfer &ppearance Communication Assist Window Help

B/ B I . B = 4 o = & 3

PrtSem Copy  Paste Send Reew Display  Colar Map Record Stop Quit Clipbrd

Accounting 099 JASPER Option ANK14010

tleb Transaction Option Screen Yersion: ACB81 08-12-2004 15:11 Term #1

1. Process Web Payments

2. View lleb Payment File

Enter option and press "Enter™. _

Cmd 7=End

MA b 21/034

E TestB using pork 23

% Novell Gro... __2pcsws -~ I\CSACD... &) Document...

Select option:

e 1, to processthe web payments; payments will be processed through the
Disbursement/Check Writing application in a batch mode

Note: See1-Fl.

e 2, toview the web payments scheduled for processing. The system will display alist of
the payments.
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Notice FI-2651
12 Refunding Over Collections of Claims and Receivables (Continued)

B Runningthe NPS Refund Process (Continued)

Thisis an example of the view option, which displays the payment information.

|
File Edit Transfer Appearance Communication Assist ‘Window Help

|E ] : @ |_ ﬁl 123) o) |‘r£:-|I |'_.. ;|
PrtSem opy ste Send Recv Display  Color Map Record  Stop Play Quit Clipbrd  Support  Index
Accounting 099 JASPER View ANK14301

View Web Transaction Screen Version: ACB1 08-12-2004 15:12 Term #1
Select Transaction to be viewed Payment Producer

Seq# Typ Amount Program Code Date 1D Reference

1 PAY 3.00 NPSREFUND 06-28-2004 50095
2 PRAY 907 .44 NPSREFUND 07-19-2004 50098
3 PAY 1.00 NPSREFUND 08-12-2004 50153
4 PAY 100.00 NPSREFUND 08-12-2004 50147

*kEND OF DATAxx*

Enter Seq# and press "Enter”.

—_—

Cmdd=Previous Screen Cmd7?=End Roll=Page Help=Help Text

MA b 21/032

Connected to remot rerfhosk TestB using port 23

% MNovellGro... 2 pesws + I:ACSACD... 5 Documert..,

The user may select the Seg# to view additional details, such as the program that the offset
was taken from.

Refer to 1-Fl to view options and to continue the payment process.
Payments will be issued through the System 36/AS 400 Disbursement/Check Writing
application, to the payment recipient by direct deposit or by check, depending on the

producer profile. If the payment recipient has additional claims or receivables, the
System 36/AS 400 will provide for the offset of the payment.
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Notice FI-2651
13 Training on NPS
A Web Conference Training

Initial training for NPS will be by a web teleconference on August 31, 2004, for State Office
representatives. Information for the dial-in will be provided to SED. The web
teleconference will be recorded for viewing by County Office employees. The recorded
teleconference will be available for replay September 1 through September 30, 2004, at the
following web site:

https:.//www.mymeetings.com/nc/join.php?i=PG1861570& p=PAYMENT S& t=r

Additional training will be provided in conjunction with the applicable program application
training as programs migrate to the web environment.
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