UNITED STATES DEPARTMENT OF AGRICULTURE
Farm Service Agency
Washington DC 20250

Notice FI-2759

For: State and County Offices

Processing Payments Using the National Payment Service (NPS)

Approved by: Deputy Administrator, Management
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Overview

A Background

NPS is a centralized, web-based payment processing 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 web applications, the applicable program division will determine if the
payments will be issued using NPS or the Disbursement/Check Writing function on the
System 36/AS 400. Eventually, all programs will be migrated to the web and all payments
will be made using NPS.

State and County Office employees are authorized access to NPS and their roles are
established in the security database according to Notice FI-2758.

Purpose

This notice provides instructions for County Office employees to use NPS.

Disposal Date Distribution

May 1, 2007 State Offices; State Offices relay to County

Offices

6-9-06
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Notice FI-2759
1 Overview (Continued)
C Contact

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

Issue Contact

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

Note: Select option 3 for hardware and application
software.

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

e e-mail at debbie.simmons@wdc.usda.gov
 telephone at 703-305-1309

e Angela Ackerly by:

o e-mail at angela.ackerly@kcc.usda.gov
o telephone at 816-926-6979.
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Notice FI-2759

Using NPS in the County Office

A Login to Web Site

6-9-06

County Office employees must have a valid eAuthentication user ID, password to login, and
established role by FSA Security to access the NPS web site. To login to the web site from
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.

2 Warning! - Microsoft Internet Exploren

File Edit Wiew Favorites Tools Help
OEack - J |ﬂ @ h /.._\J Search \j‘\'_(Favorites @Media e} <]~ :4 IJ_-| - _J ﬂ

Address ﬁj https:/ipws.sc.egov,usda.govisikeminderagent idmsforms flogin_banner, foc?TYPE=335544 338REALMOID=06-b937480F-d575-48b7-a5be-c6adcidbet L cRGUID=ASMALTHF ¥ Go

USDA united States Department of Agriculture
2l USDA eAuthentication

Home : About eAuthentication: Help i Contact Us : 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 autharization 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 Gavernment of the United States shall be punished by a fine under this title or imprisonment far not more than
10 years, ar hath.

Ui AR MING

Cancel | | Continue

eAuthentication Horme | USDA gow | Site Map

Accessibility Staternent | Privacy Policy | Mon-Discrimination Statement | www, FirstGov, gov
&] Done 2 @ Trusted sites
—_— -
T I
:4 start

a ‘Warning! - Microsoft ...

CLICK “Continue” and the eAuthentication Login Screen will be displayed.
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Notice FI-2759
2 Using NPS in the County Office (Continued)
A Login to Web Site (Continued)

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

<} USDA Web Services Log-In - Microsoft Internet Explorer

File Edt ‘Wiew Favorites Tools Help ",'

eEack © d |ﬂ @ :] /:\' Search \j‘\'(Favurites QMedia {:‘} [7'\’, ; y_;l © _J ﬁ

Address @ https: /fpws . sc.egov usda.gov)siteminderagent/dmsForms login_main, Foc? TYPE=335544330REALMOID=06-b237480F-d575-48b 7-a5be-cbatcbdbet 1 ciGUID=8SMALTHRE: Go

Links *

USDA United States Department ol Agriculture
sl USDA eAuthentication

Home : AbouteAuthentication: Help : ContactUs : Service Centers

| Quick Links
b What is an account?

b Greate an account

eAuthentication Login

User ID: I Want To...
b Update your account
I Link a Certificate to your Bas s wrord: l:l © Change My Password
Account

Reset My Forgotten
- o
Administrator Links Login Password

b Local Registration
Authority Login

eauthentication Home | USDA gov | Site Map

Accessibility Staternent | Prvacy Policy | Non-Discrimination Staternent | www, Firstdou, gov

é @ Trusted sites

Enter a valid eAuthentication user ID and password, and CLICK “Login”. Depending on the
user’s 1D security access level, 1 of the following will be displayed:

o Service Center Representative’s worklist
e Certifying Official’s worklist
¢ Signing Official’s worklist.

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

Note: If the user ID is an authorized Service Center Representative, then 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 FI1-2759

Using NPS in the County Office (Continued)

B Standard Links in 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 access to.
Note: This is only 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.

Logoff

Allows the user to log off of Financial Services.

C Online Help

Online 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-2759
Payment Worklist for Service Center Representative
A What the Payment Worklist for Service Center Representative Contains

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.

e 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 (Treasury). The prompt payment interest amount may not be changed.

e 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,
then NPS will display the payment for the Service Center Representative to determine if
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, then the Service Center Representative will apply the
withholding. NPS will 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.

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

e Receivables. If areceivable is present in the receivable database, then 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.

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

e Reset payment processing. If the Service Center Representative has processed a claim,
receivable, foreign person tax withholding, prompt payment interest reason code, or other
Agency offset and determines that the process was incorrect, then 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-2759
3 Payment Worklist for Service Center Representative (Continued)
B Example of Service Center Representative Worklist

The following is an example of the Service Center Representative worklist in NPS on the
Payment Worklist Screen.

; USDA - FSA - Payments - Payment Worklist - Microsoft Internet Explorer provided by USDA

Elle  Edt Miew Favartes Tools Help |ﬁ

- & &

hail Print Edit

Q @ 3@

Search Favortes  History

s - x B A

Back Fanward Stop  Refresh  Home
Address I@ hittps: Ainlet ke fea.usda.gov/Papments/NPSlogaff, do j 6)50 | Links >
Search ICIu:k here, type pour search, then click Find It -> @Fmd It ﬁchlmnaw | gAdZapper - | @ Smileys (P Travel @Eames ‘ @Help

Farm Service Agency .
———

=—.i. Financial Sery ices vy

Accessibility Staternent eForms Contact Us Search  Local Offices m ome

PAYMENT WORKLIST
Search

Payment Worklist

1. GEORGE HAFFNER Tax ID: =
Program: 04MILCTRF Reference / Type: #000005 f CT Amount; $668.25

ALY Date Issued: 06-10-2004 State / County: KS (20} - Sherldan (1 79) Payment ID: #2932
FINANCIAL SERVICES < Reset Poyment Processing

1. Claim
Sl 2. DOUBLERFARMS Tax ID:

Program: 03MILCTRP Reference / Type: #000039 7 CT Amount: $17.50
Date Issued: 06-21-2004 State / County: K5 (20} - Sheridan {1 79) Payment ID: #23246
< Reset Pavment Processin

Logoff

1. Receivable

3. GARYEMOSS TaxzID- e
Program: 04MILCTRP Reference / Type: #000041 5 CT Amount: $1.66
Date Issued: 06-22-2004 State / County: KS (20) - Sheridan (179) Payment ID: #28335
< Reset Payment Processin

1. Receivable

4. GARYEMOSS TaxzID: —
Program: 02MILCTRP Reference | Type: #000041 f CT Amount: $21.67

Date Issued: 06-22-2004 State / County: KS (20} - Sheridan {179) Payment ID: #28337 ﬂ
|@ https:/dinlette.fsa.usda.gov/Payments/retrievePayment. do Preset=resetS pecialProcessingtpaymentM umber=28937 4 astl pdate Time=2004- ’7 ’7 |—§ |° Internet
g stan| [ 4ppications for Debbie Gi.. | ) Groupwise - Maikax | @7 Mictosalt Word - Dacument| [ £7USDA - FSA - Payme... [ENWZ@OEA sard

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. If more than 1 county that the user ID has authority for has
payments to be made, then the other county would be displayed. The user would
click on the other county name to display a worklist 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, then the user would CLICK
“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 a receivable, which requires the Service Center
Representative to intervene for the receivable.
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Notice FI1-2759
3 Payment Worklist for Service Center Representative (Continued)
C Applying Prompt Payment Interest
NPS will determine if a payment meets the criteria to apply prompt payment interest. If
prompt payment interest is required, then the payment will appear on the Service Center

Representative’s payment worklist to enter the reason code for the late payment. The
following is an example of the Prompt Payment Interest Screen.

; USDA - FSA - Payments - Apply Prompt Payment Reason Code - Microsoft Internet Explorer provided by USDA

File Edit Wiew Favartes Took Help |
3 =
.+ @ [ & @A md B & o
Back Frmwand Stop  Refresh  Home Search Favortes  Hisgtary M ail Frint Edit:
Address I@ https: Adinlet.te.fsa. usda. gov/PaymentsretievePayment. do?paymentM umber=72645% astUpdate Time=2004-07-21-9-13-47-938%lastU pdatel ser=MILCZ%34IW053510 j 6)50 ‘ Links **
Search |E3?.38 @Flnd It ﬁDl:honaw | %AdZapper - ‘ @ Smileys (P Travel @Games | @Help
PAYMEHT WORKLIST @
Search
My Counties
I3 KS - Sheridan (179) Payment Processing - Prompt Payment Reason Code
rtification
2] Signing
LARRY GOETZ
PAYMENT INQUIRY Tax ID: Program: 02ZMILCMP  Reference/Type: #000082- CT
Date Issued: 07-21-2004 State fCounty: KE (20)- Sheridan (179)  Payment ID: #72645
FINAHCIAL SERVICES nty: 20 are Lt
Last Updated lys  MILC 10583510 0n 07-21-2004
FSA Home Page Original Payment Amount: §1,444 51
L 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 payments being processed(Hy)
© Computer system failure(CF)
0 Local office misplacementmishandlingiMD)
Save | Cancel
=
|§'| Dane ’_’_E ) Internet
i!Slalll EApp\icatioms for Debbie Si.. | @Group\/\f’ise - Mailbiox | T Microsoft wWord - Documentf‘* @USDA - F5A - Payme. .. |4J:E%D@N Eﬁ@h 5:32 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 either of the following:

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: See to 61-FI for more information on prompt payment interest.
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Notice FI-2759

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, then the payment
will appear on the Service Center Representative’s worklist. The following is an example of
the Foreign Person Tax Withholding Screen.

3 USDA - FSA - Payments - Apply Foriegn Person Tax Withholding - Micrasoft Internet Explorer -
File Edit View Favorites Took Hep | [

Qe - O - (%] (&) ()| Psewdr ramnts @rete @[3 B[, 3

Address I—Tﬂ htms:,n’,rr'let.tc.isa.usda.goviPavmenteretr&verent.dn?parmmmber:1292‘95&Iastupdate‘llme=zzl E_: G0 l'l'k5| 5naglt |§'

[FIEL . Dade (025) Payment Processing - Foreign Person Tax Withholding

Certification

[#] certification

ERITZ F SCHARENBERG

PAYMENT INOQUIRY Tax I L 5 Program: 05ELDPEMOHR  Reference S Type: #50002- LD

Date lssued: 04-26-2005 State /Countys FL (12)- Dade (025) Panent ID: 129295
Last Updated iy ELDP Marta Pruneda Berrones on 04-26-2005

Original Payment Amount: 58.64

Remsaining Payment Amount: 5864

OVERPAYMERT IHOUIRY

Note: Pre-populated amount is 30% of the total payment amount.

Remaining Payment Amount: $2.64

Percetitage to Withhold: (30 o

Total Foreign Person Withholding: $2.59 -
Remaining Payment Amount if Applied: $5.05

If the foreign person:

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

e has not filed the proper form to claim exemption from the foreign person tax
withholding, then apply the 30 percent reduction for tax withholding, and CLICK “Save”.

If the foreign person tax withholding is saved, and:

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

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

Note: See 62-FI for additional information on foreign person tax withholding.
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Notice FI-2759

Payment Worklist for Service Center Representative (Continued)

E Offsetting a Claim in NPS

To process a claim, the Service Center Representative must CLICK “Claim” in the payment
worklist. The following is an example of a claim processing screen.

/3 USDA - FSA - Papments - Apply Claim - Microsoft Internet Explorer provided by USDA

File Edit 'iew Favorites Toolz Help |
5 =
I S AN I~ R B E|
Back Eamwand Stop  Refresh  Home Search Favortes  Histary b il Frint Edit
Address I@ https: /Ainlet tc. fza usda gov/Paymentsfretrievel ffzettableClaimF orlCustormer. do j 6)[1'0 | Links **!

Search Find It Dictionary AdZapper - Sileys Travel Games Help
F5&

=

Offset Manual Claim
Created Type Program Claim #
1. 02-01-2003 Pl 03C0ORMLN #102017900584
Candidate Payments Already Applied to this Claim

Payment ID Payment Status Amount Applied
1. #36343 Sighed § 422,55

Total Payments Applied: 5432.55
Remaining Debt Amount: $1,833.68

Debt Amount: $2,366.23

Amount Available to Apply: 3 I 394.24
COverride Reason: I Funds Depleted vl

Tone
Bankruptcy
Appeal
Small Balance
Claim Red{ Clairn Faid In Full

e Froducer Request
Remaining Payment Amou
s Funds Depleted

Save I Fie-Calculste Cancel

EForms EmailUs Search Local Office USDA Home Page

|@ Done ’_’_ré_ 4 Internet
;Qsm.d [& pplications for Diebbie | 3 Groupwise - Mailhos | £]USDA - FSA - Pay... | T Microsoft Word - Docu | |<E|§E%3@N TS 519PM

If a claim is present in the centralized database, then 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, then 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 is important that the Service Center Representative
look at the “Remaining Debt Amount” field to determine the amount to be offset.
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Notice FI1-2759

Payment Worklist for Service Center Representative (Continued)

E Offsetting a Claim in NPS (Continued)

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
“Bankruptcy” if the payment recipient has filed for bankruptcy and no offset is taken

“Appeal” if the payment recipient has filed an appeal, and the appeal process is not
complete

“Small Balance” if the claim will be written off for a small balance
“Claim Paid in Full” if the full claim amount has been paid

“Producer Request” if there is more than 1 claim and the claims are being paid out of
order

“Funds Depleted” if the total payment amount is less than the claim balance.

The Service Center Representative may click:

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

“Save” to complete the process

“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:

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

other special processing is required, then NPS will display the next special processing
item for the payment recipient.
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Notice FI-2759

Payment Worklist for Service Center Representative (Continued)

F Entering Claim Data in NPS if Claim is Not in Centralized Database

If the producer profile indicates that the producer has a claim, but no claim is present in the
centralized database, then the user shall CLICK “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.

The following is an example of the Offset Manual Claim Screen.

ZH USDA - FSA - Paymants - Apply Manual Ckaim - Micresoft Internat Explorar
2 il pply ™

Fiz  Edt  Wew Fosoies  Took  Help -
Qe - © W BB Lo direw: v @ 2-5 B [JD B

G s | 5] heepsafinet b Fea, s e P ksl preparaForaanusicism, do Sl - RS
@

Paisent Pracessing - Cdfzet Mannal Claim

PAYMENT IHGUIRY

£ 1=

ERASCIAL, SERVNEES To Wy = Progian DIRILCH?  Refarencs (Typer 20000077

eate bsmmed: O2-00-2004  Skate | Comy: FS 200 - Steidan 075 Payanent 10: #2730
Last Updivtad e ML col§351 7 on 08-02-2004

Leget! Diigimal Papmen Aotz $352.53

Remainmg Payment nomt: $353 29

ESA Home Fage

“The offzet of & payrnent by manual lsm idestifcation can onk be perormed against Famn Pragram claims=

Clan &

(Farrrt: Agancy Cade (2)7 State Cofe (2117 County Sada (137 Sequance Hemaard)

Ml Clabi Aotz
Regpuivilile Stae Codec

Responsibic County Code:

Add | | Cancel

w4 el Gtz MLy 3 LSO - FoA - Pagrrean . || Dossened - crosch

On the Offset Manual Claim Screen, enter the:
o following from FSA-671:

e claim number in item 2
e claim amount in item 15

e responsible State and county codes.

Note: If the claim is transferred from another State and county, then the codes are in
FSA-671, item 16 A.

CLICK “Add” to add the claim to the worklist for offset.
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Notice FI-2759
Payment Worklist for Service Center Representative (Continued)

G Offsetting a Receivable

If the payment recipient has a receivable in the Receivables database, then the payment will
appear on the Service Center Representative’s worklist. Click on the word “Receivable” to
display the payment. The following is an example of the Receivables Screen.

3 USDA - FSA - Payments - Apply Receivables - Microsoft Inteinet Explorer provided by USDA

File Edit Miew Favortes Tools Help

= 5 g [ o 0 W J B 3 G
Back Famerd Stop  Hefiesh  Home Search Fawortes  Histom [LET Print Edit

Address I@ hittps: /dinlette. fsa. usda. gov/Payments/deteiminet anualH andlingR equired. do

j @ Go ‘Lmks e

Search [F5A (@Find it ([ Dictionay | B AdZapper + | (@Smieys P Travel @Games | DHehp

PAYMEHT WORKLIST @

2! Signing
SUNNY LEA FARMS
PAYMEHT IHQUIRY Tax ID: — Program: 04MILCMP  Reference i Type: #000053-CT

Date Issued: 06-30-2004 State /County: KBS (20)- Sheridan (179)  Payment ID: #36211

FIMAHCIAL SERVICES
Last Updated by: DR053514 on 07-13-2004
FSA Home Page Original Paymhent Amount:  $393 60
L Remaining Payment Amount: $391 81
Created Program Receivahle #
1. 08-02-2002 03CRP #2017806450
Debt Amount: $800.00

Amount Available to Apphs 3 391.81

Amount Available to Apphe 5391 .81
Remaining Payment Amount if Applied: $0.00

Savel Fe-Calculate | Cancell

=

=l

|&] Done

ﬁ Slaltl App\icalioms for D ebbie | GloupW'\se - Mailbox ”@uSDA -FSA -Pap [ Microsoft Word - Docu...

[ [ @@t

[ @ H@N AR szarm

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 a higher priority than receivables. Therefore, the claim was processed

first.
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Notice FI1-2759

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 is the 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

e reduce the “Amount Available to Apply” if the payment recipient voluntarily elected to a
lesser amount

o offset 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 will be returned to
the Service Center Representative’s worklist.

If the receivable is saved, and:

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

e other special processing is required, then NPS will display the next special processing
item for the payment recipient.
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Notice FI1-2759

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, then the Service Center Representative may CLICK “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.

The “Reset Payment Processing” can also be used if an accounting flag has been changed
since the time that the payment was initially processed by the program application. NPS will
read the accounting flags in the customer profile when “Reset Payment Processing” is
selected.

Incorrect Indicators in 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, then NPS will display either of the following messages when the Service Center
Representative processes the payment.

e “There are no claims in the database that meet the criteria provided.”
e “There are no receivables in the database that meet the criteria provided.”

The Service Center Representative shall CLICK “Save” to complete the process.
Priority of Special Processing

If a payment requires more than 1 special processing event, then 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 FI1-2759
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

e foreign person tax withholdings
e claims

e receivables

e other Agency claims.

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

B Example of a Certifying Official’s Payment Worklist

The following is an example of a Certifying Official’s payment worklist on the Payment
Certification Worklist Screen.
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Payment Worklist for Certifying Official (Continued)
C Processing Payments as a Certifying Official
The Certifying Official is signing a payment electronically. The Certifying Official must
CLICK “Detail” for each payment to be electronically signed. Any special processing by the

Service Center Representative will be displayed. The following is an example of the
Payment Certification Approval Screen that a Certifying Official will electronically sign.

3 USDA - FSA - Payments - Payment Detail - Microsolt Internet Explorer provided by USDA
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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; this is the default

“Approve” the payment as being proper, due, and payable as it is

“Reset Payment Processing” for special processing by a Service Center Representative
“Hold for Cancel by Program” by the initiating web-based program application.

Notes: Refer to the applicable program instructions to cancel a payment through the
initiating program application.

When the user selects “Hold for Cancel by Program”, the user will not be able to

change this selection. Do not select this option if the program application does
not have a cancel option available.
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4 Payment Worklist for Certifying Official (Continued)
C Processing Payments as a Certifying Official (Continued)
The Certifying Official must CLICK:
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.

5 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 signature is
the last step in releasing the payments for disbursement.

B Example of a Signing Official's Payment Worklist

The following is an example of a Signing Official’s payment worklist on the County Signing
Screen.
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Payment Worklist for Signing Official (Continued)

C Processing Payments as a Signing Official

The payment worklist for a Signing Official displays the payments that have been
electronically signed by a Certifying Official. The County Signing Screen will display the
following:

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 1D 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, which is the default
e “Dispute” the payment
o “Defer” the payment for later processing.

When the appropriate radio button has been set, the Signing Official must CLICK “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 a list 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 a local printer. File the printout
in a folder labeled “NPS Payments” and maintain the printout for 2 years.

Separation of Duties

NPS validates that the separation of duties is applied. If an employee has certified a
payment, then that payment will not appear on the signing worklist for that user ID. If there
are not enough employees in the County Office to abide by the separation of duty
requirement, then the County Office shall contact the State Office for an authorized State
Office signing official to complete the signing process. The State Office signing official
shall request any supporting documentation necessary to determine the appropriateness of the
payment.
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Entering Search Criteria to Filter Service Center Representative Worklist

A Overview

The worklist will display all payments to be processed by the Service Center Representative,
unless the search criteria option is used. The search criteria option allows the Service Center
Representative to filter the worklist, which may make the worklist more manageable during
heavy payment cycles.

Note: A future release will provide a search option for certifying and signing worklists.
Search Criteria Available

The search criteria option is available on the left banner of the screen, under “Payment
Worklist”, “Search”. The following is an example of the Payment Worklist - Search Screen.
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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. The drop-down list will display all counties that the user has access to.
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Notice FI-2759
6 Entering Search Criteria to Filter Service Center Representative Worklist (Continued)
B Search Criteria Available (Continued)
e Program code. Enter the program code that is used by the initiating application.
e Payment status. Use the drop-down list to select 1 of the following:
o “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 payments that have been certified and are waiting
signing.

e Tax ID and Tax ID Type. To display payments to a particular entity.

e Reference Number Range and Reference Code. To display payments to a particular
reference range of reference number, that is, farm number range or contract number
range. Use the drop-down list to display the types of reference numbers.

7 Centralization of NPS Check and Transaction Statement Printing
A Treasury Department Printing of Checks
All checks generated by NPS will be printed by Treasury’s Kansas City facility on
Treasury’s check stock. Payment recipients receiving payment by check should expect a

slight delay in receipt of the check because the information must be transferred to Treasury.
There is no delay when payment is made by EFT.
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7 Centralization of NPS Check and Transaction Statement Printing (Continued)
B KCFO Printing of Transaction Statements

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

C No NPS Transmissions

NPS is online; therefore, no County Office transmission is necessary for NPS-initiated
payments.

Note: County Offices must still complete the ACH verification and transmission for
payments initiated through the System 36/AS 400.

8 Payment Processing Functions Supported by NPS Without User Intervention
A Payment Processing Functions Not Requiring User Intervention

NPS includes the same payment processing functions that are included in the accounting
application on the System 36/AS 400. Information for the following payment processing
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.

B Program Codes for Assignments and Joint Payments

Program applications that have previously been paid through the System 36/AS 400 will use
a different program code for payment through NPS. If a program is paid through the
System 36/AS 400 and through NPS, then both program codes must be entered in FSA
Financial Services and the assignment must be manually maintained. Assignments for
programs that use NPS for payment processing are not replicated to the System 36/AS 400.
Therefore, the amounts applied to an NPS assignment are only updated in FSA Financial
Services.
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Additional Guidance

A Processing Producer Generated eLDP’s Through NPS

Online producer generated payment requests for eLDP’s will be certified and signed by
Certifying Officers in KCFO. If the Certifying Officer in KCFO disputes a payment, then
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 if KCFO has disputed an eLDP for a producer administered by
the County Office. If an eLDP is present, then 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: An eLDP will be disputed by KCFO if the payment request contains incomplete
reporting data.

Updating Receivables on the System 36/AS 400

67-FI provides instructions on further processing and updating of receivables as a result of
NPS automatic withholding and offset.

Program Specific Training on NPS

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