UNITED STATES DEPARTMENT OF AGRICULTURE

Farm Service Agency
Washington, DC 20250

For: State and County Offices

Notice FI-3301

NRRS Updated Check Scanning Process

Approved by: Associate Administrator for Operations and Management

1 Overview

A Background

Because of current technology no longer being supported by the vendor, the check scanning

process must be updated.

The primary process of managing checks has not changed; however, the process for
accepting a scanned check into NRRS had to be changed.

B Purpose

This notice provides instructions for scanning and uploading a check into NRRS.

C Contacts

If there are questions about this notice, contact the appropriate person as follows.

Issue

Contact

Software-Related Problems

Contact the National Help Desk at 800-255-2434 or
816-926-1552.

Note:

CLICK option 3 for hardware and application
software.

NRRS Procedures

JoLynn Khan by either of the following:

e e-mail jolynn.khan@wdc.usda.gov
e telephone at 202-772-6044.

D Log into Website

County Office employees shall log in to NRRS according to 64-FI, paragraph 17.

Disposal Date

May 1, 2017

Distribution

State Offices; State Offices relay to County
Offices

10-20-16
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Notice FI-3301

2 Managing Checks

A

10-20-16

Accessing Manage Checks

From the NRRS Home page under “Deposits”, CLICK “Manage Checks”.

National Receipts &
USDA. uned states Depariment ot Agricutiere Receivables System

Z Farm Service Agency

.,‘ f

NRRS Home About NRRS Contact Us

Welcome to the NRRS Homepage

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

Help

Current Office:
KANSAS CITY LEX-

NRRS Menu

+ 18 remittances were received in the previous business day and have not
as a National level user. been added to a schedule of deposit. Please ensure that all deposits are
made before COB.
= Five schedules of deposit are prepared but unverified. Please ensure all
valid schedules are verified before the close of business.
« There are 2 producers in Pending Bankru Discharge status, click here
Calculate Future Payoff it el - Py o

Remittances « There is One remittance that is in the "Active-Verified' status.

Receivables
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Notice FI-3301
Managing Checks (Continued)
A Accessing Manage Checks (Continued)

The Manage Checks page will be displayed. This page allows users to select a schedule
under “Choose Prepared Schedule to Scan Checks”, or to search for a desired check to edit
or delete.

Select the radio button next to the desired Schedule Number (indicated by 1) and CLICK
“Scan” (indicated by 2).

National Receipts &
USDA Unibed States Departmant of Agrcullure Receivables System

s Farm Service Agency

NRRS Home | About NRRS | Help | Contact Us | Exit NRRS | Logout of efut

Choose Prepared Schedule to Scan Checks

Select S.glmnﬂ:'a‘.? Type Jnm“g' Amount ($) Prepared By

NRRS Menu

Check/OTC- 5
Welcome Edward 1001 Net 11 54,000,094.00
Washington. — i
You have access to NRRS 1002 Check/OTC- |95 %|MAZE, A THERESA
st el e et 1,042,093.85
Receivables 1004 Gheck/oTC- |5 $ 37,033.34 | MAZE, A THERESA
New Receivable

Check/0TC- WASHINGTON, D
P— | 1007 fiet |0 _ $ 555.00 | L WARD
Calculate Future Payof Check/OTC- WASHINGTON, D
Remittances roos Net ’ | $3.962.00| cpwanp

Receipts
Record New Receipt
Search

Deposits IRM:

Search for Check to Adjust

MICF-'.:.

Check Number: .

Search
Failed Letter Report

SF-224 Work List

OTC Batch Work List

Failed Refund Report
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Notice FI-3301
2 Managing Checks (Continued)

B Scanning Remittances

The Scan Remittance page will be displayed in NRRS. This page has been updated for the
New process.

CLICK “1. Open the NRRS Check Scanner”

Mational Receipts &
USDA United Stales Depariment of Agriculture Receivables System

sl Farm Service Agency

=

NRRS Home | About NRRS | Help | Contact Us | Exit NRRS | Logout of eAuth

Scan Remittance

Schedule of Deposit Information
Schedule Number: 1021 Deposit Type: Check/OTC-Net
Deposit Amount ($): $4,012.32

Remaining Items: 2

1. Open the NRRS Check Scanner

(You will be prompted to either Open, Save, or Cancel - You must select "Open”)

2. upload Check Image File

(A file browser dialog will open - paste in the path you got from the NRRS Check Scanner)
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Notice FI-3301
2 Managing Checks (Continued)
B Scanning Remittances (Continued)

The Scan Remittance page will refresh with additional instructions.

National Receipts &
USDA United Stales Department of Agriculture Receivables System

P

NRRS Home | About NRRS | Help | Contact Us | Exit NRRS | Logout of eAuth

Scan Remittance

Schedule of Deposit Information

Schedule Number: 1021 Deposit Type: Check/OTC-Net
Deposit Amount ($): $4,012.32

Remaining Items: 2

1. Open the NRRS Check Scanner

(You will be prompted to either Open, Save, or Cancel - You must select "Open")

2. Upload Check Image File

(A file browser dialog will open - paste in the path you got from the NRRS Check Scanner)

Do you want to open or save NrrsCheckscan jar from intranet-apps.fsa.usda.gov?| Open Cancel

CLICK “Open”. (What if I click “Save” or “Cancel”? See paragraph 8.)

Do you want to open or save NrrsCheckscan.jar from intranet-apps.fsa.usda.gov?

# Open Save w7 Cancel

If the user does not click “Open” soon enough the box will change colors.

CLICK “Open”.

Do you want to open or save NrrsCheckscan.jar from intranet-apps.fsa.usda.gov?

s Open | save || Cancel
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2 Managing Checks (Continued)

Notice FI-3301

B Scanning Remittances (Continued)

When the user clicks “Open” the NRRS Check Scan will open in a new window not in

NRRS. If the user has two monitors each window can be displayed in a separate monitor:

%= NRRS CheckScan - 9.8.0

=) |

IRN:

Scan Check Resel

No scanned check to display.

MICR:

Schedule of Deposit Information
Schedule Number: 1021 Deposit Type: Check/OTC-Net
Deposit Amount ($): $4,012.32

Remaining Items: 2

1. Open the NRRS Check Scanner

(You will be prompted to either Open, Save, or Cancel - You must select "Open”)

2. Upload Check Image File

(A file browser dialog will apen - paste in the path you got from the NRRS Check Seanner)

The check scanning page will appear the same as it currently is; however, it will not be on an

NRRS page.

10-20-16
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Notice FI-3301
2 Managing Checks (Continued)
C Scanning Checks

This updated process will only allow one check to be scanned and uploaded to NRRS at a
time.

Note: If the user scans a check, but exits NRRS or the NRRS session times out before
uploading the scanned image to NRRS, the user will need to log in again, and the
check will need to be re-scanned because of an improved security protocol.

At this point the “Reset” button will not allow the user to do anything as no check has been
scanned.

CLICK “Scan Check”

L2 NRRS CheckScan - 9.8.0 e B

No scanned check to display.

IRN: MICR:

Scan Check || Reset |
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Notice FI-3301

2 Managing Checks (Continued)

C Scanning Checks (Continued)

10-20-16

The user will be prompted to insert the check into the scanner.

4 NRRS CheckScan - 9.8.0 ™

Please insert check into scanner.

IRN: MICR:
- Zoom +
| Scan Check | | Reset | | Show Back Check Image |

point it will appear in the NRRS CheckScan window only.

4% NRRS CheckScan - 9.8.0 S
TEST IMAGE _ .
| @ﬁmz_&m /003
DATE
]
PAY T2 THE /M L_-_-__._ _-_\-H\ s 56}::}-?_.

ORR O ~ -
it st Bettars & o ——

SAMPLE - NOT NEGOTIABLE

n0L300026 43 55556557* 1003

IRN: |211116770213400000608 | MICR: T043000261T 555565570 1003

—
1t

Zoom +

Save Check || Reset || Show Back Check Image

After the check is scanned, the check image (shown as a test image in this document) will be
displayed on the page.

Note: The check image will not appear in NRRS until it is uploaded into NRRS. At this
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Notice FI-3301

2 Managing Checks (Continued)

C Scanning Checks (Continued)

10-20-16

The user will need to determine whether the scanned image is acceptable by evaluating the
scanned information in the “MICR” field and the overall readability of the image.

e If the image is acceptable CLICK “Yes”.
e If the image is not acceptable CLICK “No”.

Document Decision Required ﬂ

IEI Is the document accepted?

If the user clicks “Yes” (that is, the image is accepted), the user must click “Save Check”.

2 NRRS CheckScan - 9.8.0

CREN:- R CiF - K, =
!_Q’}d_‘éﬂé‘m_dhd Betlass A oy

TEST IMAGE . )
PAY T THE ,77574 - _—_‘:—a.‘_ g 5“CE}.§L].

SAMPLE - NOT NEGOTIABLE

1L0L3000 2612 5555655 7" 10013

IRN: |211116770213400000608 | MICR: |TO43000261T 555565570 1003

[}
Lt

Zoom

| Save Check || Reset || Show Back Check Image
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Notice FI-3301

2 Managing Checks (Continued)

C Scanning Checks (Continued)

10-20-16

If the user clicks “No” (that is, the image is not accepted), the user will need to click either of
the following:

When the user clicks “No” the check can be saved but will not be franked.

“Reset” to rescan the check
“Edit” to update the MICR line.

Note: If the user clicks “Edit” the user will be prompted to update the MICR line.

[ NRRS Checkscan - 980 EERX)
TEST IMAGE

( ,és,ﬁ: /2048 /a3
DATE

PAY TO THE /5'# — — g 5‘61:3.9—]-

Inﬁ;i:_\d et bc,{/ar.s W lm,///cﬂu —

SAMPLE - NOT NEGOTIABLE

10L3000 26 &2 55556557" 1003

IRN: 211116770213400000608 | MICR: T043000261T 555565570 1003

—}
i

iy | o |

Zoom

Save Check || Reset || Show Back Check Image
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Notice FI-3301

Managing Checks Error Messages
A Check Image File Error

If the check image file cannot be saved the user will receive an error message.

-

S0 NRRS CheckScan - 9.8.0 l=|E]| X |
TEST IMAGE e
i "
Check Image File Error iy u
PAY TO THE y
0&5 OF The Check Image File cannot be saved.
frd Please close this application, and all browser windows,

and start the check scan process over again.

120L300
IRM: 250605770215500000301 MICR: T042000261T 555565570 1002
. O
Zoom +
| save Check H Reset H Show Back Check Image ‘

The user will need to click “OK?, then close the application by clicking the “X”, and start the
process over again.

’
0% NRRS CheckScan - 9.8.0 = ) S

TEST IMAGE .
( ; e /2 /603
DATE
1S
PAY 1O THE QM T~ | 55&)32_
or YA
{fars W s
SAMPLE - NOT NEGOTIABLE
110L 3000 26 42 E5556557 1003
IRN: 211116770213400000608 | MICR: TO43000261T 555565570 1003
I 1
Zoom +
Save Check | | Reset | | Show Back Check Image
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Notice FI-3301

3 Managing Checks Error Messages (Continued)
B MICR Line Error

The check scanner will perform validations on the MICR line when the check is scanned. If
there are any issues with the MICR line the user will receive an error message listing the
problems with the MICR that need to be fixed.

MICR Errors u

® Please fix the following errors with the MICR

@ MICR line for scanned OTC remittance must be between
9 and 62 characters in length and contain only
characters 0-9, T, 0, A and D.

& The routing (transit) number contained in the MICR line
must be 9 digits in length and pass checksum validation.

@ The account number is invalid, more than 30 digits in
length or cannot be parsed from the MICR line.

The error message will display to the user on top of the scanned check image:

L NRRS CheckScan - 9.8.0 =8 X
TESTIMAGE .
MICR Errors LK
avron Please fix the following errors with the MICR
k 2 g I‘lu: @ MICR line for scanned OTC remittance must be between

9 and 62 characters in length and contain only
characters 0-9, T, 0, Aand D.

IRN: 250605770215500000301 MICR: [T043000261T 5555w5570 1003 |

Make edits to MICR above.

=
- 1.

Loy

Zoom +

| SaveCheck || Reset || Show Back Check Image |
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Notice FI-3301

3 Managing Checks Error Messages (Continued)
B MICR Line Error (Continued)

The user must click “OK”.

S22 NRRS CheckScan - 9.8.0 = B

TES’I" INMAGE
MICR Errors 3 Py

Please fix the following errors with the MICR

® MICR line for scanned OTC remittance must be between
9and 62 characters in length and contain only
characters 0-9, T, 0, Aand D.

) o

IRN: 250605770215500000301 MICR: |T0$300028‘IT 5555w5570 1003

Make edits to MICR above. [E “

Zoom

| saveCheck || Reset H Show Back Check Image |

The user will then need to do either of the following:

e CLICK “Reset” to rescan the check

o edit the MICR line; a cursor will appear in the MICR line and the user can now perform

the edit.

2% NRRS CheckScan - 9.8.0 EE

TEST IMAGE

ﬁ; s £ 2646 /003
DATE

Immme QM — ISSO{)

acliedt bufm o /fm- e —

SAMPLE - NOT NEGOTIABLE

10L300026 140 GG55E557* 1003

Zoom

Save Check | | Reset | | Show Back Check Image

10-20-16
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Notice FI-3301

3 Managing Checks Error Messages (Continued)

B MICR Line Error (Continued)

The following table provides MICR symbols and descriptions.

Code | Symbol Description
T |: Beginning or ending of a transit number, also known as a
routing number or ABA number.
@) ne The “On-Us” field contains the account number and may also
contain a serial number and transaction code.
A .|l Displays the amount of an amount-encoded check.
D BB | Dash separates the values of the other fields.

When finished making edits to the MICR line CLICK “OK?”.

L% NRRS CheckScan - 9.8.0

E)

TEST IMAGE )

| %ﬁmz_ﬁm fo03
PAY TO THE /5':4 L‘—'——'_ | s 5-03.?_3.
ﬁm{ \Cémds,,—/ bc,{/a_r_g [ m///ab | S

110L3000 26 43

55556557+ 1003

SAMPLE - NOT NEGOTIABLE

IRN: 211116770213400000608  MICR: |TU43000281T55558550?0'1003| |

ﬁ Make edits to MICR above.

™
1

Zoom +

| Reset || Show Back Check Image

10-20-16
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Notice FI-3301

Managing Checks Error Messages (Continued)

B MICR Line Error (Continued)

The user will be prompted to re-enter the edits to the MICR line, do either of the following:

e re-enter the edits and CLICK “OK”

e CLICK “Cancel” to start the edit process from the beginning for the displayed check.

S NRRS CheckScan - 9.8.0

= | B S |

M//w —

|nﬁ::;} \&{M,ar Seot -. hc,{ lars W -

TEST IMAGE . .
| %ﬁmz_ﬁm /ea3
PAY TO THE /S’?LI — T~ § 5(.1"33_3.

SAMPLE - NOT NEGOTIABLE

120L3000 26 &2 G555E557* 1003

IRN: 211116770213400000608 = MICR: |T04-3000261T55555550?01003

ﬁ & Re-enter edits to MICR above.
[}

Zoom

| Save Check || Reset || Show Back Check Image

If the second edit does not match the first edit the user will receive this error message:

s

L% NRRS CheckScan - 9.8.0

TEST IMAGE

| f/éﬁm: A
DATE

@)
PAY T0 THE — T~ |8 00

0 )
|muxud Detlas & Y ——

10-20-16

SAMPLE - NOT NEGOTIABLE

noL30002640 55556557 1003

IRN: 211116770213400000608 MICR: |TU43000251T55555551?01003

ﬁ ® Second edit does not match, please try again. - m

| Save Check || Reset || Show Back Check Image

Zoom +

Page 15



3

Notice FI-3301

Managing Checks Error Messages (Continued)
B MICR Line Error (Continued)

The user will need to either of the following:

e re-enter the edits to the MICR line and CLICK “OK”

e CLICK “Cancel” to start the edit process from the beginning for the displayed check.

Once the check is acceptable the user will click “Save Check”.

414 NRRS CheckScan - 9.8.0 T

TEST IMAGE

| ( ,éﬁ‘ﬂ: AR /003
DATE

PAY TO THE /M - _-_\-H“ s 5m-g_l

I“ﬁ?ﬁi’dﬁm,,{hu/m v By ————

SAMPLE - NOT NEGOTIABLE

10L30002648 5555655 7* 1003

IRN: 211116770213400000608 | MICR: T043000261T 555565570 1003

™
i

Zoom

| Save Check || Reset || Show Back Check Image |

The user will then see this message box on the page:

|
| . Click the "Copy File Path" button below
. Return to the NRRS Scan Remittance web page
. Click the "Upload Check Image File" button
When the dialog box opens,
LH paste the file path into the "File name" box,
and then click the "Open" button in that dialog
5. Once the check has uploaded successfully, click the "Done" button below

L B e

IRN: ||
C\UsersWour. Usernamefsa\FSA-NRRS-Check-File.check @ Copy File Path
—=

L2 NRRS CheckScan - 9.8.0 =Bl
TEST IMAGE -
| Check File Saved and Ready For Upload - u
PA The Check File is Saved and Ready For Upload
£ Follow these steps to upload the Check File
=

Show Back Check Image

Save Check

10-20-16
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Notice FI-3301

4 Uploading the Check Image File to NRRS

A

10-20-16

Procedure for Uploading

The user must follow the directions in this message box to upload the check image file to

NRRS.

Note: This must be done for each check scanned.

e The “Done” button will CLOSE this application.

Note: Do not choose this option before a success message has been received in NRRS.

e The “Cancel” button will take the user back to the image of the check that was scanned.

Note: The user can choose to “Save Check”, “Reset”, “Show Back of Check Image”, or

“Edit”.
Step Action Screen Results
1 - -
* SLICK t_he . Check File Saved and Ready For Upload ﬁ
Copy File Path
button The Check File is Saved and Ready For Upload
! Follow these steps to upload the Check File
i i 1. Click the "Copy File Path” button below
° Th IS WI || co py the 2. Return to the NRRS Scan Remittance web page
. 3. Click the "Upload Check Image File” button
CheCk flle 4, When the dialog box opens,
Containing the paste the file path into the "File name" box,
R and then click the "Open" button in that dialog
Image of the 5. Once the check has uploaded successfully, click the "Done” button below
check just CserstYour Us o SEE———
AUlsersiyour.Usern ] e Ha
scanned by the >
user.
2 The user will now

see the check file
highlighted when it
has been copied.

-

Check File Saved and Ready For Upload &J

A

The Check File is Saved and Ready For Upload
Follow these steps to upload the Check File

. Click the "Copy File Path™ button below
. Return to the NRRS Scan Remittance web page
. Click the "Upload Check File" button
. When the dialog box opens,
paste the file path into the "File name" box,
and then click the "Open™ button in that dialog
5. Once the check has uploaded successfully, click the "Done” button below

CllsersWour Name\fsa\FSA-NRRS-Check-File.check @ Copy File Path

LTI
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Notice FI-3301

4 Uploading the Check Image File to NRRS (Continued)

A Procedure to Upload (Continued)

Step Action Screen Results
3 Return to the
NRRS Scan Schedule of Deposit Information
Remittance page. Des‘,ills?::l::.:uu"rrl():;; ;3?0112.32 Deposit Type: Check/OTC-Net
Remaining Items: 2

CLICK the
“U p Ioad C heck (You will be prompted to either Open, Save, or Cancel - You must select "Open’”)
I mag e F I Ie (A ﬁiemnerdis Wﬂ!/pen— paste in the path you got from the NRRS Check Scanner)
button.

| Cancel |

4 After clicking Note: Depending on how the user has their computer

the “Upload monitors set up the user will probably see this:
Check Image
File” button on
the Scan Schedule of Deposit Information
Remittance Depent Aot (5. +401252
page, a third Remainin " . -: -
screen (a dialog °
box) will be
0 pened R {A file browser]

[ Cancel | |

4A Alternate screen | The user will have three windows open on their computer
display monitor(s). It can look like the example below. All of the
windows can be moved to allow the user to see the information
necessary to perform the next steps.
(et iecs === ———

10-20-16
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Notice FI-3301

4 Uploading the Check Image File to NRRS (Continued)

A Procedure to Upload (Continued)

10-20-16

Step Action Screen Results
5 | When the dialog box o . ==
opens, paste the file me— e
path into the “File —
name” box, and then = s
CLICK the “Open” i
button in that dialog. Program Fes
Program Files |
ProgramData
Note: To paste the i
file path: o
Users - 4 [T »
° I_Dlace XOl_'“’ Cursor" b \Users\YourUsermame\sal F SANRRS Check-file chec] | |AllFiles () -
In the Flle name | Open 17 { Cancel J
box
e Right click on the
mouse and CLICK
“Paste”, or
o CLICKCTRL+V
6 | The user will then 9 oo S - ==
- » Computer » O5(C) » USDA » - 4y e
CLICK “Open” to S N
open the file just et
pasted. . s
MSOCache <
PerflLoge
—
sof;::lr::::t z
Temp
- -Check-File.check] = | A Files (44) =
ﬂ. open || | cancel
Once the user has clicked “Open” the dialog box shown
above will be closed.
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Notice FI-3301

4 Uploading the Check Image File to NRRS (Continued)

A Procedure to Upload (Continued)

10-20-16

Step Action Screen Results
7 Once the check has o T e o r—— =)
uploaded successfully, e e
CLlCK the “Done” The Check File is Saved and Ready For Upload
button Follow these steps to upload the Check File
' 1. Click the "Copy File Path™ button below
2. Return to the NRRS Scan Remittance web page
NOte' ThIS WI” Close 3. Click the "Upload Check Image File" button
) 4. When the dialog box opens,
the check paste the file path into the "File name" box,
and then click the "Open” button in that dialog
scanner. A. Once the check has uploaded successfully, click the "Done" button below
CUJserstYour.UsernamefsalFSA-MRRS-Check-File.check
—
8 | The user will now see

the check image on the
Scan Remittance page
(identified by
number 1).

If the check was
successfully uploaded
to NRRS the user will
also see the message
box (identified by
number 2).

Schedule of Deposit Information
Schedule Number: 1021
Deposit Amount ($): $4,012.32

Deposit Type: Check/OTC-Net

Remaining Ttems: 2

Check Information

TEST IMAGE

‘ !Zs&ﬁt £ 26
DATE

PAY IO THE QM L—’—_’—_‘\ ‘waﬁg‘ o

/003

ORPER OF A -
7 \[j;_,.p{hd Zic,{fars [%4 //(m h
‘ SAMPLE - NOT NEGOTIABLE
|
:043000 26 4R 55556557 003
MICR: T043000261T 555565570 1003

Routing Nbr: 043000261

Bank Acct Nbr: 55556557
IRN: 250605770215500000301
@ * Successfully uploaded check image _ e

Check Amount ($): [500.00 |

Check Number: ‘1003 ‘

Check Type: | Personal Check e
[ Continue ] Back |

At this point the check has been loaded into NRRS and
the user will be working in NRRS.
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Notice FI-3301

5 Completing the Check Upload in NRRS

A Procedure for Completing Check Upload

Step

Action

Screen Results

1

The user will now need
to:

e enter the Check
Amount (identified
by number 1.)

e enter the Check
Number (identified
by number 2).

e Select the “Check
Type” from the drop
down box (ldentified
by number 3).

Schedule of Deposit Information

Schedule Number: 1021
Deposit Amount ($): $4,012.32

Deposit Type: Check/OTC-Net

Remaining Items: 2

Check Information

TEST IMAGE

‘ %m_éﬂm

(P)AY w;]n};g QSA &_—)—_————_\ ‘ $ 5&)—__
&I{g{ yal,wh,,, Zlc,!/a_-s o /fm» ——

‘ SAMPLE - NOT NEGOTIABLE

|

0L3000 260

/oo3|

55556557 1003

MICR: T043000261T 355565570 1003
Routing Nbr: 043000261
Bank Acct Nbr: 55556557
IRN: 250605770215500000301

@ # Successfully uploaded check image

Check Amount ($): [500.00 | €

Check Number: |lDGE | e

Check Type: o
=

If the information is correct the user will click “Continue”.

e The user can click “Back’; this will re-launch the check
scanner application and allow the user to rescan the
check.

e The user can click “Cancel” and return to the Manage
Checks page.

If the check was not
uploaded, the user will
see an error message in
the information box.

Schedule of Deposit Information

Schedule Number: 1021
Deposit Amount ($): $4,012.32

Deposit Type: Check/OTC-Net

Remaining Items: 2

1. Open the NRRS Check Scanner

(You will be prompted to either Open, Save, or Cancel - You must select "Open”)

2. Upload Check Image File

(A file browser dialog will open - paste in the path you got from the NRRS Check Scanner)

® The uploaded check file is not valid. Please make
sure the Check Scanner application is closed, then
relaunch it by clicking "Open the NRRS Check
Scanner” button and follow the directions to scan,
save, and upload a check.

The user must click the “Open the NRRS Check
Scanner” button again and follow the directions to scan,
save, and upload a check.

10-20-16
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Notice FI-3301
6 Preventing Duplicate Remittance Scanning

A Preventing Duplicate Scanning

Scanning checks multiple times into NRRS creates an out-of-balance situation in NRRS. If
the check has already been scanned and associated to a remittance the user will receive this

message and will be displayed on the following screen.

Schedule of Deposit Information
Schedule Number: 1021 Deposit Type: Check/OTC-Net
Deposit Amount ($): $4,012.32

Remaining Items: 2

Check Information

TEST IMAGE

{ igﬁgt g: 20/6 /003
DATE
F 23]
PAY 103 THE 75# k-_-_._._-_———_-_‘\‘ | $ 500;—

it Moo Betlors & “fpos ————

SAMPLE - NOT NEGOTIABLE

0L 3000 26 an 58556557 1003

MICR: T0432000261T 555565570 1003
Routing Nbr: 042000261
Bank Acct Nbr: 55556557
IRN: 250605770215500000301

# This item has been previously scanned and is

& associated with Remittance 4393077. Only one h
remittance is allowed for each item. Please update
before continuing.

Chack Amount ($): [500.00 |

Check Number: |1003 |

Check Type: |Personal Check v
=3

If the item was previously scanned, depending on the mistake made, the user will need to do

either of the following:

e CLICK “Cancel” to return to the Manage Checks page
e CLICK “Back” to scan a different check.

10-20-16
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7

Notice FI-3301

Associating Uploaded Check Image to Remittance

A Associating Uploaded Image to Remittance

10-20-16

If no warning message is received NRRS will compare the entered information to the
recorded remittances and any matched remittances will be displayed.

Select the radio button next to the applicable remittance and CLICK “Continue”. If no
remittance matches, CLICK “Show all remittances”.

Schedule of Deposit Information
Schedule Number: 1021 Deposit Type: Check/OTC-Net
Deposit Amount ($): $4,012.32

Remaining Items: 2

Check Information

TEST IMAGE

{ ;E,c;: g: J&f&r /003
DATE

PAY I} THE ?M k——l’__—_:‘-\ | g 5{:%}'_@_
OFBER OF
ﬁb‘f \[.‘{LAQ'L.;# Zl(;,ffa_vs o M//ab ~ —

SAMPLE - NOT NEGOTIABLE

1:0L,300026 42 §5556557* 003

MICR: T043000261T 555565570 1003 Check Amount ($): 500.00

Routing Nbr: 043000261 Check Number: 1003
Bank Acct Nbr: 55556557 Check Type: Personal Check

IRN: 250605770215500000301

Matched Remittance(s):
Remittance Id Remitter Name| Check/Item Number Amount

® | 10080061 valerie Amarite | 1003 $ 500.00

Show all remittances

[ continue | Back | cancel
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Notice FI-3301

7 Associating Uploaded Check Image to Remittance (Continued)

A Associating Uploaded Image to Remittance (Continued)

Confirm the check information matches the remittance information.

e |f the information matches CLICK “Confirm”.

e If the information does not match CLICK “Back” to return to the Match Remittance step

of the process or “Cancel” to return to the Manage Checks page.

Remaining Items: 2

Schedule Number: 1021 Deposit Type: Check/OTC-Net
Deposit Amount ($): $4,012.32

Schedule of Deposit Information

Check Information

TEST IMAGE

o DS~ |3 5p0" %

{ ;5,‘;: .f_": 24/6 /003
DATE

0L 300026 418

Uﬁgjr \4{4_4,;( Nert bc,[ laes M/xm —

SAMPLE - NOT NEGOTIABLE

BS55E557 (003

MICR: T043000261T 555565570 1003 Check Amount ($): 500.00
Routing Nbr: 043000261 Check Number: 1003
Bank Acct Nbr: 55556557
IRN: 250605770215500000301

Check Type: Personal Check

Remittance Id:
Remittance Amount ($):
Remitter Name:
Remittance Type:
Check/Item Number:

Confirm Remittance Information

10080061 Tax ID: 031160148
$ 500.00 Tax ID Type: S

Valerie Amarite Schedule Number: 1021
Check

1003

[ coniiem | Back | cancel

10-20-16

Page 24



Notice FI-3301

7 Associating Uploaded Check Image to Remittance (Continued)

A Associating Uploaded Image to Remittance (Continued)

10-20-16

Once the user has confirmed the check information matches the remittance information the
user will see the message:

¢ Successfully updated remittance id = "10080061° with scanned check information.
# There is 1 remaining item on Schedule of Deposit 1021. Click "Continue™ to scan an additional check.

Note: Items remaining to be scanned are now displayed in two places on the Scan

Remittance page, identified by the numbers 1 and 2, on the screen.

Schedule of Deposit Information

Schedule Number: 1021 Deposit Type: Check/OTC-Met
Deposit Amount ($): $4,012.32

Remaining Items: 10

Scan Remittance

Check Information

TEST IMAGE

‘ ;25415: /i 26 /603
DATE

PAY 1) THE 7M L_—_-—_——_—_k\‘ | $ §OQ*@'

Oﬁ%ﬂ%dud 21&/(/&.*5 o m//av e

‘ SAMPLE - NOT NEGOTIABLE
|

0L 3000 26 a2 55556557 003

MICR: T043000261T 555565570 1003 Check Amount (%$): 500.00
Routing Nbr: 043000261 Check Number: 1003
Bank Acct Nbr: 55556557 Check Type: Personal Check
IRN: 250605770215500000201

Confirm Remittance Information
Remittance Id: 10080061 Tax ID: 031160148
Remittance Amount ($): $ 500.00 Tax ID Type: S
Remitter Name: Valerie Amarite Schedule Number: 1021
Remittance Type: Check
Check/Item Number: 1003

There is 1 remaining item on Schedule of Deposit 1021. Click "Continue” to scan an additional check.

@ Successfully updated remittance id = '10080061" with scanned check information.

[ continue | Cancel |

This message will provide the ID of the remittance that was successfully updated with the
scanned check information. The message will also indicate the number of checks remaining
on the Schedule of Deposit.
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Notice FI-3301

Associating Uploaded Check Image to Remittance (Continued)

A Associating Uploaded Image to Remittance (Continued)

If there are still items remaining on the Schedule of Deposit, CLICK “Continue” to scan

additional checks.

Schedule of Deposit Information
Schedule Number: 1021 Deposit Type: Check/OTC-Net
Deposit Amount ($): $4,012.32

Remaining Items: 1

Check Information

TEST IMAGE

{ iﬁg‘if g: 246 /003
DATE

PAY ITY THE QM L-_,_-_———_-\ | $ 5&59_

Oﬁﬁjr%g{hd 236,(/&,&5 « M//gy e

SAMPLE - NOT NEGOTIABLE

;0L 3000 264 5555R557* 1003
MICR: T043000261T 555565570 1003 Check Amount ($): 500.00
Routing Nbr: 043000261 Check Number: 1003
Bank Acct Nbr: 55556557 Check Type: Personal Check

IRN: 250605770215500000301

Confirm Remittance Information
Remittance Id: 10080061 Tax ID: 031160148
Remittance Amount ($): $ 500.00 Tax ID Type: S
Remitter Name: Valerie Amarite Schedule Number: 1021
Remittance Type: Check
Check/Item Number: 1003

Successfully updated remittance id = '10080061" with scanned check information.
There is 1 remaining item on Schedule of Deposit 1021. Click "Continue” to scan an additional check.

10-20-16
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Notice FI-3301
7 Associating Uploaded Check Image to Remittance (Continued)
A Associating Uploaded Image to Remittance (Continued)

The user will be returned to this page and will start the process over for the next check to be
scanned for the selected Schedule of Deposit.

Schedule of Deposit Information

Schedule Number: 1021 Deposit Type: Check/OTC-Net
Deposit Amount ($): $4,012.32

Remaining Items: 2

1. Open the NRRS Check Scanner

(You will be prompted to either Open, Save, or Cancel - You must select "Open™)

2. upload Check Image File

(A file browser dialog will open - paste in the path you got from the NRRS Check Scanner)
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7 Associating Uploaded Check Image to Remittance (Continued)

A Associating Uploaded Image to Remittance (Continued)

10-20-16

Notice FI-3301

If there are no items remaining on the Schedule of Deposit the user will receive a message
after the last check has been scanned.

The user will also see, in two places on the Scan Remittance page, there are no items

remaining to be scanned for the Schedule of Deposit, identified by the numbers 1 and 2, on

the screen.

Schedule of Deposit Information

Schedule Number: 1021 Deposit Type: Check/OTC-MNet
Deposit Amount ($): $4,012.32

Remaining Items: 0 o

PAY ITY THE ?5’%/ L-_,_-_———_-\ | $ 5&59_

Check Information

TEST IMAGE

{ iﬁg“:! g: 246 /003
DATE

Oﬁﬁjr%dhd 236,(/&,&5 « M//gb e

MICR:

Routing Nbr:
Bank Acct Nbr:
IRN:

SAMPLE - NOT NEGOTIABLE

.0L3000 264 55556557 1003

T043000261T 555565570 1003 Check Amount ($): 500.00
043000261 Check Number: 1003
55556557 Check Type: Personal Check
250605770215500000301

Confirm Remittance Information
Remittance Id: 10080061 Tax ID: 031160148
Remittance Amount ($): ¢ 500.00 Tax ID Type: S
Remitter Name: Valerie Amarite Schedule Number: 1021
Remittance Type: Check
Check/Item Number: 1003

There are no remaining items on Schedule of Deposit 1021. Click "Continue” to return to the Manage

¢ Successfully updated remittance id = "10080061" with scanned check information.
:é Checks page.

The user will click “Continue” and will be returned to the Manage Checks screen.
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Notice FI-3301

8 Additional Information

A Unchanged Process

10-20-16

The processes for editing and deleting a scanned remittance have not changed. If additional

help is needed with these procedures, review 64-FI, paragraph 62.

What if the User Clicks “Save”

The following action will occur if the user clicks “Save” when scanning a remittance
according to subparagraph 2 B.

National Receipts &
USDA United Stales Department of Agricufiure Receivables System

# Farm Service Agency

Contact Us

NRRS Home | About NRRS | Help Exit NRRS | Logout of eAuth

Scan Remittance

Schedule of Deposit Information

Schedule Number: 1021
Deposit Amount ($): $4,012.32

Deposit Type: Check/OTC-Net

Remaining Items: 2

1. Open the NRRS Check Scanner

(You will be prompted to either Open, Save, or Cancel - You must select "Open")

2. Upload Check Image File

(A file browser dialog will open - paste in the path you got from the NRRS Checlk Scanner)

Do you want to open or save NrrsCheckscan jar from intranet-apps.fsa.usda.gov?  Open Cancel

If the user clicks “Save”, the scanner application file will be saved somewhere on the user’s
computer; most likely in the “Downloads” folder. The bar at the bottom of the Scan
Remittance page will change to:

If the user clicks “Open” the scanner application will open, and the user can proceed as

normal (go to page 5).

Do not click “Open folder”. If the user clicks “Open folder”, the folder to which the file

was saved will open. Close the folder and click “Open” instead.

If the user clicks “View downloads”, any downloaded files will be displayed. Do not

attempt to open the check scanner application in this manner.
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Notice FI-3301

8 Additional Information

C What if the User Clicks “Cancel”

10-20-16

The following action will occur if the user clicks “Cancel” when scanning a remittance
according to subparagraph 2 B.

National Receipts &
USDA United Stales Department of Agriculture Receivables System

@ Farm Service Agency

T ]

NRRS Home | About NRRS | Help | Contact Us | Exit NRRS | Logout of eAuth

Scan Remittance

Schedule of Deposit Information
Schedule Number: 1021 Deposit Type: Check/OTC-Net
Deposit Amount ($): $4,012.32

Remaining Items: 2

1. Open the NRRS Check Scanner

(You will be prompted to either Open, Save, or Cancel - You must select "Open")

2. upload Check Image File

(A file browser dialog will open - paste in the path you got from the NRRS Check Scanner)

Do you want to open or save NrrsCheckscan.jar from intranet-apps.fsa.usda.gov?  Open Cancel

If the user clicks “Cancel”, the bar at the bottom of the page will disappear, and the user will
need to click “1. Open the NRRS Check Scanner” button again.
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