UNITED STATES DEPARTMENT OF AGRICULTURE _
Farm Service Agency Notice PS-305

Washington, DC 20250
For: State and County Offices

APSS Software in County Release No. 404
Small Hog Operation Payment (SHOP) Adjustment, Cancellation, or Reissue
Approved by: Acting Deputy Administrator, Farm Programs

]

1 Overview

A
Background Notice PS-302 provided instructions for processing SHOP Program payments.

County Release No. 402-S provided APSS software for processing SHOP
Program payments.

B
Purpose This notice provides information about:

» instructions for processing SHOP through Accounting Common Receivable
System (CRS) software for:

e incorrect certifications
e overpayment adjustments

e conditions that require SHOP:

e cancellation and reissuance through APSS
e underpayment adjustment

e APSS software in County Release No. 404 that facilitates:
e canceling SHOP payables in their entirety

e reissuing canceled SHOP payments in their original format
e reissuing failed SHOP Payments.

Disposal Date Distribution

September 1, 1999 State Offices; States Offices relay to County Offices
3-31-99 Page 1




Notice PS-305

2 SHOP’s for Adjustment, Cancellation or Reissue

A
Making See Notice LD-481 for revised policy and procedure for adjusting a SHOP:
Adjustments
e overpayment, for which the COC has determined good faith
e underpayment, for which PSD has authorized an adjustment.
Important: Enhanced Accounting CRS software will be provided in County
Release No. 405, and that release must be installed before the
actions in subparagraphs B and C can be processed.
B
Incorrect This table provides examples of conditions and actions for processing SHOP
Certification involving misrepresentation, scheme, or device.
THEN after County Release No. 405
IF... has been installed...
e SHOP spot check or investigation reveals: e access CRS according to 67-F1
e incorrect producer certification e establish a receivable in CRS for the entire original SHOP
e scheme or device
e record “10-420” in the “Basis of Debt Code” field on
¢ COC determines producer did not act in good receivable detail entry Screen AQK10801.
faith
C
Adjusting This table provides examples of conditions and actions for adjusting SHOP
Overpayments overpayments.
THEN after County Release No. 405
IF... has been installed...
e SHOP was overpaid e access CRS according to 67-FI
Example: SHOP was computed for 350 e establish a receivable in CRS for only the amount of the
hogs, but should have been original SHOP that COC determines must be repaid
computed for 225 hogs
e record “10-412” in the “Basis of Debt Code” field on
e COC determines producer acted in good faith receivable detail entry Screen AQK10801.
Continued on the next page
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2 SHOP’s for Adjustment, Cancellation or Reissue (Continued)

D
Adjusting Adjustment of a SHOP underpayment:
Underpayments
e must be authorized by PSD according to Notice LD-481
e can only be processed by means of the County Office submitting their APSS
SHOP files to KCMO, as instructed by PSD on a case-by-case-basis.
E
Monitoring Because remaining SHOP funds are limited, it is imperative that PSD maintain
SHOP accurate national reporting of SHOP adjustments as they occur. For this purpose:
Adjustments
e County Offices shall FAX to the State Office, at the time any SHOP
adjustment is processed, a report of each:
* receivable amount established
e additional payment amount made according to subparagraph D
e State Offices shall FAX a copy of the report to PSD as soon as it is received.
F
SHOP This table provides examples of SHOP’s to be:
Cancellation or
Reissue e canceled and reissued through APSS SHOP software
e canceled and reissued as a substitute through Accounting software
e reissued through APSS SHOP software.
IF SHOP... THEN...
was originally issued as CCC-184 that is still e access SHOP process according to paragraph 3
available, but the SHOP should have been issued
EFT e cancel entire SHOP using option “4”” on SHOP Processing

Menu PHAO000 according to paragraph 4
e exit APSS

e access Accounting and establish producer for EFT according
to 1-FI, Part 2

e access SHOP processing according to paragraph 3

e reissue SHOP, using option “8” on SHOP Processing Menu
PHAO00 according to paragraph 5.

Continued on the next page
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2 SHOP’s for Adjustment, Cancellation or Reissue (Continued)

E

SHOP
Cancellation or
Reissue
(Continued)

IF SHOP...

THEN...

was originally issued as CCC-184 that is still
available, but was issued to the wrong person

Example: To “Tony Jones”, but should have
been issued as CCC-184 in the same
amount to “Betty Allen”.

e access Accounting check writing functions according
to 1-FI, paragraph 150

e cancel CCC-184 originally issued to “Tony Jones” using
option “10”, “Substitute a Check”, on the Accounting - Check
Writing Main Menu ANKO000

e reissue substitute CCC-184 to “Betty Allen”,and on the
Accounting - Reissue Payment Data Screen ANK 12225 enter:

e “Betty Allen” in the “Other Payee” field

e an “explanation” to be printed on the Transaction
Statement; e.g., “SHOP producer should have been Betty
Allen, ID #11-22-333”

e FAX a copy of the Transaction Statement to 816-823-1813,
ATTN: Sharon Heenan to be used for manual adjustment of
tax reporting information.

producer was deleted from the Name and Address
(NAM) file after the SHOP application was
recorded in APSS, but before SHOP payments
were processed, which caused the entire SHOP to
fail during the batch payment process

e enter the applicable producer name(s) on the NAM file
e access SHOP processing according to paragraph 3

e reissue the “failed” SHOP, using option “8” on SHOP
Processing Menu PHA000 according to paragraph 5.

3-31-99
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3 Accessing Automated SHOP Processing

A
Getting Started County Offices shall take the following action to access the SHOP Processing
Menu PHAO000.
Step Action Result

1 On Application Selection Menu FAX07001:

e ENTER “13”, “Price Support”
e PRESS “Enter”.

Price Support Main Menu PCA005

will be displayed.

2 On Menu PCAO005:

e« ENTER “10”, “Perform SHOP Processing Functions”
e« PRESS “Enter”.

SHOP Processing Menu PHA000

will be displayed.

B

SHOP Processing  County Release No. 404 revises the SHOP Processing Menu by:

Menu PHA000

e activating option “4” for canceling SHOP payables
e adding an option “8” for reissuing canceled or failed SHOP’s:

e canceled SHOP’s in the same amount as the original payment

e failed SHOP’s.

COMMAND PHA000
SMALL HOG OPERATION PAYMENT - PROCESSING MENU

C5

Issuing SHOP Payments

. Canceling SHOP Payables
Recording SHOP Overpayments
Print Stored SHOP Application Data

*
Sl AR el

22. Return to Office Selection Menu
23. Return to Primary Selection Menu
24. Sign Off

Enter option and press “Enter”
Cmd3=Previous Menu

Print Stored SHOP Payment Statements
Issue Canceled/Failed SHOP Payments

21. Return To Application Selection Menu

Entering and Storing SHOP Application Data
Delete a SHOP Application Before Upload

3-31-99
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4 Canceling SHOP Payables

A
Identifying
SHOP for
Cancellation

B
SHOP
Cancellation

Screen
PHA70000

3-31-99

To cancel SHOP Program payments, ENTER “4”, “Canceling SHOP Payables”,
and PRESS “Enter” on SHOP Processing Menu PHA000. Screen PHA11000 will
be displayed.

On Screen PHA11000, ENTER the number of the SHOP to be canceled in the
“SHOP Number” field and PRESS “Enter”. Screen PHA11010 will be displayed
to identify the correct producer.

After the correct producer has been identified on Screen PHA11010, PRESS
“Enter” and Screen PHA70000 will be displayed as follows.

SHOP PAYMENTS 077-MARTINDALE PHA70000
SMALL HOG OPERATION PAYMENT Version: AB55  03-26-99 14:10 Term C5
TONY JONES PY 99 SHOP# 23

Small Hog Operation Payment Process for Payment Year: 1999
Payment Date ~ 03-15-99 Payment Amount 1,064.01

This process will cancel ALL payments (CCC-184 and EFT) issued to ALL
producers on this SHOP Application.

Cancellation will create receivables if EFT’s were queued or if the
CCC-184’s have been mailed.

Do you wish to cancel this SHOP Application’s Payments? (Yo N) . .

Press “Enter” To Continue Cmd7=End Of Job

When the user answers the question on Screen PHA70000:

e “N” and presses “Enter”, SHOP Processing Menu PHAOOO is redisplayed for
processing another transaction

e “Y” and presses “Enter”:

e SHOP will be canceled
e Accounting Screen ANKS52010 is displayed.

Continued on the next page
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4 Canceling SHOP Payables (Continued)

C

Accounting Following is an example of Accounting Screen ANK52010 that:

Screen

ANKS52010 e displays for each SHOP to be canceled that was originally issued CCC-184

o asks if the check to be canceled is available.

Note: This screen does not display for each SHOP to be canceled that was

originally issued EFT.
Accounting 077-MARTINDALE Cancel ANKS52010
Check Available Screen Version: AB55 03-26-99 14:10 Term C5

Producer/Non-Producer ID 505 99 5555 S TONY JONES
Program Code = 99SHOP Amount 1,064.01
Check Number 03159901 Issue Date  03-15-99
Reference: Application Number 00001

Is the check to be canceled available? (Y or N) . .

Enter=Continue

When the answer to the check availability question is:

e “Y” and the user presses “Enter”, CCC-184 will be canceled
e “N” and the user presses “Enter”, a receivable will be established.

See subparagraph D for an explanation of the Accounting actions for SHOP
cancellations.

Continued on the next page
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4 Canceling SHOP Payables (Continued)

D
Accounting This table explains the Accounting actions that occur when SHOP’s are canceled.
Actions for
E:HOP“ i IF SHOP was
anceflations originally issued... | THEN the SHOP is canceled, and...
e EFT e amount due is set up as a receivable
 initial debt notification letter is printed
e (CCC-184, and e receivable verification report is printed
the check isnot | ¢ producer’s transaction disbursement statement:
available
e is printed
e shows the:
e original payable amount
e amount due CCC.
CCC-184, and the producer’s transaction disbursement statement:
check is available
e is printed
e indicates that CCC-184 has been canceled
e shows the original payable amount.
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5 Reissuing Canceled or Failed SHOP Payments

A
Reissuing
SHOP’s

B
SHOP Screen
PHA70000

3-31-99

To reissue canceled or failed SHOP Program payments, ENTER “8”, “Issue
Canceled/Failed SHOP Payments”, and PRESS “Enter” on SHOP Processing
Menu PHAO000. Screen PHA11000 will be displayed.

On Screen PHA11000, ENTER the number of the SHOP to be reissued in the
“SHOP Number” field and PRESS “Enter”. Screen PHA11010 will be displayed
to identify the correct producer.

After the correct producer has been identified on Screen PHA11010, PRESS
“Enter” and Screen PHA97000 will be displayed as follows.

077-MARTINDALE PHA97000
SHOP - PRINTER ID SELECTION Version: AB55  03-26-99 14:10 Term CS5
TONY JONES PY 99 SHOP# 23

SMALL HOG OPERATION PAYMENTS (SHOP)
SHOP procedure to print forms and reports has started.
Enter the printer ID to be used: .. (P1,P2, etc.)
Enter the number of copies to print: .. (Maximum is 99)

Note:  These entries will apply to all transaction generated forms printed by SHOP at
this point.

Press “Enter” To Continue

When the user presses “Enter” to continue on Screen PHA97000, the:

e SHOP payment statement is printed
e producer’s transaction disbursement statement is printed
e SHOP, as applicable, is reissued:

« CCC-184
« EFT.
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