UNITED STATES DEPARTMENT OF AGRICULTURE

Farm Service Agency Notice FI-3071

Washington DC 20250

For: State and County Offices

NRRS New Functionality to Allow Corrections to “Verified” Receipts

Approved by: Associate Administrator for Operations and Management

(s B (e

1 Overview

A Background

Previously, NRRS did not have the ability to correct a receipt that had been verified and the
remittance applied to an existing receivable. Modifications have been made to NRRS to
allow for some corrections to be made to verified receipts.

Purpose

New functionality has been added to NRRS to allow the user to select the “Adjust Receipt”
option on the Receipt Details Screen when reopening a receipt that has been verified. The
user will only see this option if the receipt has been verified. The changes can be made by
National, State, County, and Web-Based Supply Chain Management users. This option
allows reopening and correcting most items on a verified collection, as follows:

amounts of individual collections can be changed, but not the overall schedule total
customer name can be changed

remitter name can be changed

program code can be changed on direct collections

check/item number can be changed

remarks, limited to 255 characters, will be required to be input by the user
remittance type information cannot be changed.

Any change to principal amount will change the corresponding interest amount in NRRS to
keep the overall deposit schedule total in balance.

Note: The “Adjust Receipt” option will not allow the overall deposit total to be changed.
Only allocations within the deposit schedule itself can be changed.

Disposal Date Distribution

June 1, 2012 State Offices; State Offices relay to County

Offices

11-17-11
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Notice FI1-3071

1 Overview (Continued)

C Contacts

11-17-11

If there are questions about this notice:

County Offices shall contact the State Office

State Offices shall contact the appropriate office as follows.

Issues Contact
Software | National Help Desk at 800-255-2434 or 816-926-1552.
Note: Select option:
o “17” for problems with NRRS
e “3”, for hardware and other software.
Policy Any of the following:

e Steve Yulich by either of the following:

e e-mail to stephen.yulich@kcc.usda.gov
e telephone at 816-926-6453.

e Cari Pack by either of the following:

e e-mail to cari.pack@kcc.usda.gov
e telephone at 816-926-6790.

e Robin Jones by either of the following:

e e-mail to robin.jones@kcc.usda.gov
e telephone at 816-926-1613.
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2 Adjusting a Receipt

A Searching for a Receipt

11-17-11

Notice FI-3071

This is an example of the Welcome to the NRRS Homepage. Under NRRS Menu Receipts,

CLICK “Search”.

Current Office: CANYON

NRRS Menu

Welcome James Dean.
You have access to
NRRS as a County level
user.

Receivables
MNew Receivable
Search
Receipts
Record New Receipt
Search
Deposits
Prepare Deposit
Verify Deposit
Reporis
Failed Letter Report

COUNTY FARM SERVICE
AGERNCY

Welcome to the NRRS Homepage

Welcome to the MNational Receipts & Receivables System. Please use the menu
options at the left to select the appropriate function

@

# A debt collection was received in the previous business da?' and has not
been added to a schedule of deposit. Please ensure that all deposits are
made before COB.

# Three schedules of deposit are Brepared but unverified. Please ensure
all valid schedules are verified before the close of business.
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Notice FI-3071
2 Adjusting a Receipt (Continued)

A Searching for a Receipt (Continued)

The Search for a Receipt Screen will be displayed. Users shall enter either the “Receipt ID”
or “Tax ID” and select TIN type from the “Tax ID Type” drop-down menu. If user enters

both TIN and select TIN type, multiple receipts will be returned.

Current OMMices: ﬁﬁﬁ EEE

Search By Receipt

Receipt ID: [2463012 | e
MRRS Menu Tax ID: | |
Welcome 1a Daan, : -
- Tax ID Type: [SelectiDiype. =| .‘._—

MNRRS as a County level Check/Ttem Mumbsar: [ |

urSer.
[ Soarch | Roset | cancol |

Receivables

Hew Recelvable
Search
Receipts

Record Mew Recelpt
Saarch

D prvsits

Frepare Degrosil
Verily Deposil
Search
Reports
Failed Letier Report

Homa
NP5
oLP

eFMS

FI

Search for a Receipt

Note: Clicking “Reset” will clear all data manually entered on this screen and “Cancel”

exits from the Adjust Receipt Screen.
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Notice FI-3071

Adjusting a Receipt (Continued)

C Receipt Search Results

The Receipt Search Results Screen will be displayed. CLICK “Select” to retrieve the
existing receipt.

t Search Results
sglect 2463012 11/02/2011 Jamas Worthy £1,400.00

~

The Receipt Details Screen will be displayed. CLICK “Adjust Receipt” to enter
adjustments to the existing receipt.

Heoripls RECEi DL DEtEIilS

Récapt ID: 2453012
R C@iing Offica: CANYON COUNTY FARM SERVICE AGENCY
Racmpt Datse: 11/02/2011
RemetTance Amounl: §1,400.00

Remittance Information
Rerraltor Mame: James Worthy
Borrowear 1D B -
Bormowier 1D Type: E
Remiltanca Type: Money Ordaer
Chack/tem MNumbaer: MOJI4121
Colecbon Type: Exatng Recervable

Deshonor Check Status: MO
e

Affected Recetvables
2137018 $1.400.00 11/02/2011 1))

Deposit Informaton
Schadule Numbaer: 1451
Schadule Date: 11/02/2011

Note: To view the receipt history for an existing receipt, CLICK “View History”. See
subparagraph G for further instructions.
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Notice FI-3071
2 Adjusting a Receipt (Continued)
D Changing “Remittance Name” and “Check/Item Number”

On the Adjust Receipt Screen, the user can make changes to the “Remittance Name” and the
“Check/Item Number™.

Note: The “Remittance Type” and “Remittance Amount” cannot be changed. The user
must provide details of the adjustment in the “Remarks” field.

The following example shows the adjustment of the remitter’s name from “James Worthy” to
“James Worthy 111" and the check/item number from “M034121” to “M0O34112".

Hoedeipls Ad -LISt RECEi DL

Changs Funds

m Reamittanca Amocunt ‘ 1400, 00
Adjust Receipt Ramittar Name |J.Jm1n-\. Worthy 111
Add Remarks Reamittanca Typa monayOrder
View History Check/Item Number: [MO34112
Ramarks (it 255 charsctars):
TTECLARg nASS and Transposed item numbe: ;]

After information is corrected and “Remarks” have been entered, CLICK “Submit”. See
subparagraph 3 A for “Search for a Customer” tab instructions to change a customer.
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Notice FI1-3071
2 Adjusting a Receipt (Continued)
D Changing “Remittance Name” and “Check/Item Number” (Continued)
The Confirm Receipt Adjustment Screen will be displayed. The “Old Value” and

“New Value” for the 2 items changed will be displayed for review. CLICK “Submit” to
confirm receipt adjustments.

ik Confirm Receipt Adjustment

COUNTY

MERS Men
w — Chaci/Ttem Mumbar MO34121 MO34112
et Rermutlier Mame lames Worthy lames Worthy [11

L T e

it iyl s
Mowe B oivalble

Search
Receipls
Wecord Hew Beoelpt
Search

:.1.-1-.mr-.

varity Deposh
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Notice FI-3071
2 Adjusting a Receipt (Continued)

E Receipt Successfully Updated

The Receipt Successfully Updated Screen will be displayed with the corrected “Receipt ID”.
A copy of this screen can be printed for the Field Office producer’s administrative file.
CLICK “Receipt ID” link to review receipt details.

t Successfull

Success. Receipt ID 2463012 was successfully updated.

F Viewing Receipt Details

The Receipt Details Screen will be displayed. Under Receipts, CLICK “View History” to
view the history details.

Heceipts Receipt Detaills

Recept ID: 2463012
Recaernang Office: CANYON COUNTY FARM SERVICE AGENCY
Receipt Date: 11/02/2011
Remettance Amount: $1.400.00

Main Menu Remittance Information

Rarmetter Name: James Worthy 111

NPS Borrower ID: | | ")

o Borrower 1D Typa: E

oFMS Ramittance Typa: Money Order
Checlk/Item Number: MO34112

Collection Type: Exsting Recevable
Dmshonor Check Status: NO

FSA-FS
Fl

Receivable ID: Amount Applied Date Applied Orig Cnty
2237016 $1,400.00 | 11/02/2011 | 001

Deposit Information
Schedule Number: 1451
Schadule Date: 11/02/2011
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Notice FI1-3071
2 Adjusting a Receipt (Continued)
G Reviewing Receipt History
The Receipt History Screen will be displayed with the changes to the receipt.

Note: The Receipt History Screen provides the type of adjustment, the date of the
adjustment, the time, and the user. The most current items are displayed first.

The “Manual Collection” (second adjustment type), displays a collection of $1,400 that was
made on November 2, 2011, at 9:17 a.m.

Receipt Histor

Receipt Details
Racept 1ID: 2463012
Remitter Name: Jamas Worthy [II
Borrower ID:
Bormower ID Type: E
Remattance Type: Money Order
Collection Type: Exsting Recerable
Event Details
Date: 11/02/ 2011 09:39:27 MDT
Type: Adjust Receipt
Remarks: Correcting name and transgosed item number

Receipls
Change Funds

Updated Customer Name Jamas Worthy lames Worthy 111|
| |updated Check Numbaer MO34121 Hoauzzlf

Datie: 11/02/ 2011 09:17:02 MDT
Type: Manual Collection

Recervable Collechon $1,400.00
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Notice FI1-3071

2 Adjusting a Receipt (Continued)

H

11-17-11

Selecting a Customer from the Receipt Search Results Screen

The user must change the remittance amount to the correct remitter. The user must search
for the receipt using the original receipt ID. In this example, the “Receipt ID” is “2463012".
The Receipt Search Results Screen will be displayed with the receipt ID and date. The
corrected remitter’s name and the amount will also be displayed. CLICK “Select” to retrieve
the receipt details.

Receipt Search Results

Receipt ID: Receipt Date: Remitter Name: Remittance Amount:

x

2463012| 11/02/2011 |James Worthy 111 $1,200.00
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Notice FI-3071
2 Adjusting a Receipt (Continued)
I Receipt Details Screen “Adjust a Receipt” Option

The Receipt Details Screen will be displayed. CLICK “Adjust Receipt” to apply the
remittance amount. See subparagraph D.
Receipls

RecelIpt Detalls
Change Funds

Allocation Recept I0: 2445013

just Receipl Recenang Office: CANYON COUNTY FARM SERVICE AGENCY
Add Remarks Recepl Date: 11/02/2011
View Hislory Remittance Amount: $1,400.00

Remittance Information
Rémutter Namé: Jameés Worthy 111
BorTower 10
Bormowaer 1D Type: E
Remiitance Type: Monay Order
CheCk/Tiem Mummber: MO34]112
Collection Type: Exstng Recervable
Daghonor Chack Status: NO

Receivable II: Amount Applied Date Applied Orig Cnty
12170186 £1.400.00 | 11/02/2011 | 001

Deposit Information

Schedule Number: 1451
Schedule Date: 11/02/2011

Note: The user shall verify the remitters name and check/item number. See subparagraph D
to make changes to “Remitter Name” and “Check/Item Number”.
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3 Adjusting a Customer

Notice FI-3071

A Searching for a Customer

11-17-11

In subparagraph 2 D, the “Search for a Customer” tab was clicked. Enter the “Tax ID” for
the customer that user wants to adjust, select the appropriate “Tax ID Type” associated with
this customer, and CLICK “Search”.

Current Oflege:

NS Menu

Wekiome Lames Dean.
Yiour haowve aocees to
WS 33 3 County bevel
[

M ey albiliss
Few e nbvable
Search

Hedepls
Hecord Mew Beseipl
Search

||l‘|!"|H-I'|\

Propare Deposlt

Werthy Deposi
Search

HReports

Vailed Letter Report

L
oL
o HS

L2

Search for a Customer

Search By Tax ID and Type
Tax 1D: |
Tax ID Typa ":':-tuﬂltl;rgﬁ

[ Search | sack | cance

!

| S-55N
|E-Employwear
|F-Fadaral Agancy
|HRS Assigned
|2-Fareign Vendor
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Notice FI1-3071

3 Adjusting a Customer (Continued)

A Searching for a Customer (Continued)

11-17-11

Select the correct address combination from the Customer Search Results Screen. In the
following example, there are 3 choices. To select “State 16 and “County 001, CLICK
corresponding “Select” radio button, and CLICK *Select”.

Customer Search Results

Acct Cust ID Customer Name Producer Source
SCIMS

Select Select State County
(= Addréss Nat Found 16 001 P
™ 4383 W LAMONT RD|16 |027

4383 W LAMONT RD 41 045
| Select | Back | | Cancel |

X
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Notice FI1-3071

3 Adjusting a Customer (Continued)

B

11-17-11

Allocating a Receipt for a Customer

The Allocate Receipt Screen will be displayed. If the default allocation is incorrect, enter the
correct amounts in the following “Monies Applied” block. NRRS will not allow changes to
the overall total for the deposit schedule amount. Remarks are required. CLICK “Submit.

Allocate Receipt

The system has provided a default monies allocation. If the allocabion s not
accurate, please use the text boxes to comect the values. Changing the default
values will requare that remarks are provded

* Al

Total Remittance Amount
Recv ID Dliq!t_nrlgl:nw DCIA Status Receivable Due Date
2237017 16 oo1 Not Referred o1/01/2011

Total Fees Interest Principal
Current Balance §2,469.025100.00 $45.78 54, 303.44

- Momes -‘ip;;-lmdF!-h]-'.l 00 $100.000 $45.78.§1,254.22

Resulbing Balance $1,069.22 $0.00 $0.00°51,069.22

$0.00 Pending Refund Amount
Allocabon Fund Remarks (kmut 255 characters
Fayment was applied to vrong customer. Making change o

apply payment to correct Customar.

[ ke-Colculate | submit | Back | Reset | cancel

If user clicks “Re-Calculate”, the amounts will recalculate based on the new data input that
only changes for multiple collections on a receipt.

Note: The overall total must be $1,400 as shown in subparagraph A and this subparagraph.

Example: There is only 1 receivable, so there is no option to “Re-Calculate”. If user clicks
“Re-Calculate”, the total will still reset to $1,400.

Remarks are required. CLICK “Submit”.
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Notice FI1-3071

3 Adjusting a Customer (Continued)

C

11-17-11

Confirming Receipt Creation

The Confirm Receipt Creation Screen will be displayed with the new figures and the remarks
that were entered. If correct, CLICK “Confirm”.

Note: If information in not correct, CLICK “Back” and make appropriate corrections.

Confirm Receipt Creation

£1,400.00 Total Remuttance Amount
Recv ID Orig St Orig Cnty DCIA Status Receivable Due Date
2237017 16 o001 Not Referred 01/01/2011

Total Fees Interest Principal
Previous Balance $2,469.22 $100.00 $45.78 §2,323.44
Monies Applied £1.400.00 £100.00 $45.78%1 254,22
Resulting Balance $1,069.22 $0.00, $0.00$1,069.22

Refund Amount:

Alocaton Fund Remarks (et 255 Characters)

Fayment was applied to wrong customer. Making change to
APPLY PAYBERT TO COZFECT CUSTOBEE.
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Notice FI1-3071

Adjusting a Customer (Continued)

D

Receipt Successfully Recorded

After confirmed, the Receipt Successfully Recorded Screen will be displayed. A new
“Receipt ID” is created. This is the end of “Adjusting a Customer” process.

Receipt Successfu Recordec

Receipt ID 2463012 was successfully created

Receipt Details

Remuttancs Amount: §1.400.00
Ramitter Nama: James Worthy [
Borrower [D
Borrowar |D Type: S
Remittance Type: MONEY_ORDER
Chack/Ttem Numbar: MO34112
Collecton Typé: Exdting Récén ablé
Recapt Date Temé: 11/02/2011 11:02

HReceivable Balance Details
Recv ID Orig St Orig Cnty  DCIA Status  Receivable Due Date
22371017 16 [ili}] Not Relerred Di1/01/2011
Total  Feas Interest Principal
Current Balance $2.460.22%100.00 $45.78%52,323.44
Morees Appdead $1.400.008100.00 $45.78%1.254.22
Resulting Balance §1,069.22 $0.00 $0.00%1,069.22

Refund Details
Rafund Amount: $0.00

E Confirming Receipt

11-17-11

To view the history, see subparagraph 2 F.
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Notice FI1-3071
4 Adjusting a Program Code Selection for Direct Collections
A Direct Sales Example
This example is for any direct collection.
Search and select “existing receipt” according to subparagraphs 2 D and E instructions for

navigating to the Receipt Details Screen. On the Receipt Details Screen, CLICK “Adjust
Receipt” option.

Receipt Details

Receipt ID: 2302012
Recenang Office: SOUTH CAROLINA STATE FARM SERVICE AGENCY
Receaipt Date: 08/18/2011
Remittance Amount: $2,000.00

Remittance Information
Remitter Name: Fantim Paer
Borrower 10:
Borrower ID Type: 5
Remittance Type: Check
Check/Item Number: 3333
Collection Type: Direct Sales
Dishonor Check Status: NO

Affected Receivables
Recefvable ID: | Amount Applied
2115017 $2,000.00

Date Applied Orig Entyj
08/18/2011 | 001

Deposit Information

Schedule Number|
Schedule Date:
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Notice FI-3071
Adjusting a Program Code Selection for Direct Collections (Continued)

B Direct Collection Receipt Changes

The Correct Verified Receipt Screen will be displayed. The “Remitter Name” and
“Check/lItem Number” can be changed for Direct Sales changes only.

Note: The “Remittance Type” cannot be changed.

Enter “Remarks” and CLICK “Submit”.

Correct Verified Receipt

Receipts

DISHOROECREEK Remitt A t: $ 2000.00

e T emi an:?e mount: .

Add Remarks Remitter Name: |He||o World 4—‘—

View History Remittance Type: |C:hec:k LI

. Check/Item Number: |4444 — |
Main Menu —
Collection Type: |Di|‘ec:tSaIes j 2

Effective Date: (mm/dd/yyyy) o8/18/2011 @
Remarks (limit 255 characters):

TE-St-l h =

o gl Submit | Reset | Cancel |
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Notice FI1-3071
4 Adjusting a Program Code Selection for Direct Collections (Continued)
C Changing Direct Sales Program Information

On the Direct Sales Program Information Screen, use the “Program Code” and “Select
State/County” drop-down boxes and CLICK “Submit”,

Enter Direct Sales Program Information

Program Code: |DDGPR ji—
Select State / County: |‘ISID - 001 Ada Ll"_
[ Submit | Bac | Reset
//
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Notice FI-3071
4 Adjusting a Program Code Selection for Direct Collections (Continued)
D Search for a Customer

The Search for a Customer Screen will be displayed. Enter the “Tax ID” number, select the
TIN type from the “Tax ID Type” drop-down menu, and CLICK “Search”.

Current Office: CANYON Search for a Customer

COUNTY FARM SERVICE
AGENCY Search By Tax ID and Type

Tax ID: | ‘
NRRS Menu Tax ID Type: [S-35N -l
Welcome Amy
Houtakker.

You have access to
NRRS as a County level
user.

Receivables

New Receivable
Search
Receipts
Record New Receipt
Search
Deposits
Prepare Deposit

Verify Deposit
Search

Reports
Failed Letter Report

Home
Go To
NPS
oLP
eFMS
FSA-FS
FI
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Notice FI-3071
4 Adjusting a Program Code Selection for Direct Collections (Continued)
E Customer Search Results Screen

The Customer Search Results Screen will be displayed. CLICK “radio button” for the
correct address and CLICK *“Select”. See subparagraph 3 A for an example.

Note: Searching by “Tax ID” can result in multiple receipts being returned.

Customer Search Results

Acct Cust ID Customer Name Producer Source
1540589 SCIMS
Selact Select State  County
{#! [3880 N BLACK CAT RD|16  [DO1
=

F Confirm Direct Sale

The Confirm Direct Sale Screen will be displayed. If the details items are correct, CLICK
“Confirm”.

Note: If information in not correct, CLICK “Back” and make appropriate corrections, or
CLICK “Cancel”.

Confirm Direct Sale

Receipt Details
Remittance Amount: $2,000.00
Remitter Name: Hello World
Responsible Remitter ID:
Remitter ID Type: E

Remittance Type: Check
Check/Ttam Number: 4444
Collection Type: Direct Salas

Program Information
Program Code: DOGPR-GRADUATED PAYMENT REDUCTION

Program Amount: $2,000.00

[ Confirm | eack ] cancei |
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Notice FI1-3071

Adjusting a Program Code Selection for Direct Collections (Continued)

G

Verified Receipt Successfully Corrected Screen

After the information from the Confirm Direct Sale Screen has been confirmed, the Verified
Receipt Successfully Corrected Screen will be displayed.

Note: This receipt with the corrected receipt ID can be printed for the producer/customer’s
administrative file.

Verified Receip Corrected

Recsipt ID 2302012 was successfully created.

Receipt Details

Remittance Amount: $2,000.00
Remitter Mame: Hello World
Borrower ID:
Borrower ID Type: E
Remittance Type: CHECK
Check/Itern Mumber: 4444
Collection Type: Direct Sales
Receipt Date Time: 10/1%/2011 05:14

Receivable Balance Details
Refund Details
Rafund Amount:

Print Receipt
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