
UNITED STATES DEPARTMENT OF AGRICULTURE 
Farm Service Agency 
Washington, DC 20250 
 
For:  State and County Offices 
 

Instructions for Recording Ewe Lamb Application (FSA-384) Data 
Using New Web-based Software (eEWE) 

Approved by:  Deputy Administrator, Farm Programs 

 
 
 
1 Overview 
 
 A Background 
 

Notice LD-549 provided policy and procedure for the Ewe Lamb Replacement and Retention 
Payment Program (ELRRPP). 
 
eEWE PC-based software allows FSA County Office employees to record (enter) ELRRPP 
Application (FSA-384) data using the FSA Intranet.  Recorded application data will be used 
later to process payments. 
 
eEWE software, when complete, will consist of the following 2 separate integrated processes 
for use by FSA County Office personnel:  
 
• application process  
• payment process supported by the National Payment Service (NPS). 

 
 B Purpose 
 

This notice provides instructions for using eEWE Application Process software for recording 
data from the manual FSA-384. 

 
2 General Information  
 
 A Secure eEWE Web Site 
 

All automated eEWE functions will be processed on a secure web site that requires 
authorized users to have current user ID’s and passwords.  See paragraph 3 for authorization 
instructions. 

 
 
 

Disposal Date 
 
December 1, 2005 
 

Distribution 
 
State Offices; State Offices relay to County 
Offices 
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2 General Information (Continued) 
 
 B Applications 
 

eEWE Application Process software is accessible by using the FSA Intranet Home Page and 
allows authorized FSA County Office personnel to record application data from FSA-384. 

 
 eEWE application data will be stored in a central data base that allows for: 
 

• prorating payment rates when applicable 
• initiating payment cycle calculations and processing. 

 
 C Integrated Payment Processing 
 

eEWE payment processing will be integrated with the Application Process using the National 
Financial Service and NPS. 
 
Note: eEWE Payment Process instructions will be provided in a future PS notice. 
 

3 eAuthentication and Web Site Access 
 
 A Access  
 

Access to eEWE Application Process requires a user to have an eAuthentication User ID and 
password.  See Notice IRM-355.  The KC-Application Development Center security office is 
responsible for all FSA program delivery security issues and functions. 
 

4 eEWE Application Processing 
 
 A Capabilities 
 

From the blue banner on the left side of the eEWE Application Process Home Page, 
authorized users can: 

 
• “Add” an application to the data base 
• “Edit” an existing application in the data base 
• “View” an application in the data base 
• “Change Status” of an application in the data base. 
 

 B Add Application 
 

The “Add Application” function allows authorized users to add application data from 
FSA-384.  See paragraph 7. 
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4 eEWE Application Processing (Continued) 
 

 C Edit Application 
 
  The “Edit Application” function allows authorized users to edit application data that has 

already been entered.  See paragraph 8.  For an approved application to be edited, the user 
must first use the “Change Status” function (see paragraph 10) to put the applicable 
application in pending mode, and then continue with the “Edit Application” function. 

 
 D View Application 
 
  The “View Application” function allows authorized users to view, but not edit, applications 

that have already been entered.  See paragraph 9. 
 
 E Change Status 
 
  The “Change Status” function allows authorized users to change the status of an application.  

See paragraph 10.  An application can be changed to 1 of the following statuses: 
 

• “pending” 
• “approved”  
• “disapproved” 
• “cancelled”.  
 
The status of an application may also be changed back to pending if further review or editing 
is required. 

 
5 Accessing eEWE Application Process Home Page 
 

A Home Page 
 

Users shall access eEWE functions from the FSA Intranet Home Page.  Under the 
“Programs” heading, click on “Ewe Lamb Replacement/Retention Program (eEWE)”.  An 
eAuthentication and Authorization Screen will be displayed for entry of user credentials.  
After successful access, the eEWE Home Page will be displayed. 
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5 Accessing eEWE Application Process Home Page (Continued) 
 
A Home Page (Continued) 
 
 This is an example of the Home Page for eEWE. 
 

 
 

 From the eEWE Home Page, select the desired function according to paragraph 4. 
 

6 Before Using eEWE Software 
 
 A Name and Address in SCIMS 
 

eEWE producer name and address must already be recorded in SCIMS.  See 
subparagraph 7 E, according to the “Tax ID” and the “Tax ID Type”.  

 
 Note: Individuals, joint ventures, partnerships, corporations, etc., must all be entered 

correctly in SCIMS to properly interface with eligibility common routines that have 
been developed for later payment processing. 

 
B Separate Applications 
 
 Separate eEWE applications must be recorded for producers who apply for benefits for more 

than 1 sheep and lamb operation.  For example, a producer who owns 1 operation in Georgia 
and another operation in Texas must submit 2 separate applications. 
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6 Before Using eEWE Software (Continued) 
 
C FSA-384 Versus Software 
 
 Not all questions or data fields on the manual FSA-384 are shown in the “Add Application” 

software, and not all questions or data fields shown in the software are on the manual 
FSA-384.  For example, the software does not include question 4, “Application Number”, 
because software automatically assigns its own unique number. 

 
D Cross Referencing 
 
 County Offices shall cross-reference the manual FSA-384 to the software assigned number, 

and attach a printed copy of the software generated-application to the manual FSA-384 for 
reference purposes. 

 
E eEWE Software Data Fields and Drop-Down Boxes 
 
 Data fields on software screens with: 
 

• an asterisk are normally required entries 
 
• “Yes”/”No” answer that default to “No” do not require any action if the “No” default 

answer is acceptable 
 

• a drop-down box indicates multiple selections are available.  For example, the user may 
click on the drop-down box for States to select the State code from the list. 

 
7 Using the Add Application Function 
 
 A Adding Applications 
 
 After the user clicks on “Add Application” according to paragraphs 4 and 5, an eEWE Data 

Entry Page is displayed.  Users shall make entries on this screen, moving down through the 
data fields using the scroll bar on the right.  This paragraph explains how to complete those 
data entries and other related actions. 
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7  Using the Add Application Function (Continued) 
 
A Adding Applications (Continued) 
 
 This is an example of the Add New Application Data Entry Page. 
 

        
 

On the Data Entry Page, the user shall: 
 

• enter Name of Sheep and Lamb Operation 
 
• select State Code from the drop-down box 
 
• select County Code from the drop-down box, then click “Next” as shown in the following 

example. 
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7 Using the Add Application Function (Continued) 
 

B Ewe Producer List and Certification  
 

User shall click the “Add Producer” button at the bottom of the screen, as shown in the 
following example. 
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7 Using the Add Application Function (Continued) 
 
 C Add Producer  
 

After the user clicks “Add Producer” according to subparagraph B, a Data Entry Page will be 
displayed. 

 
This is an example of the top view of the Add Producer Data Entry Page. 

 

      
 
 On the Data Entry Page, according to entries already made in SCIMS, the user shall first: 
 

• enter producer tax ID 
• select producer tax ID type from the drop-down box, as shown in the following example. 
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7 Using the Add Application Function (Continued) 

 
C  Add Producer (Continued) 
 

eEWE software queries the SCIMS data base and uses retrieved data to populate the 
following fields: 

 
• Name and Address of Producer 
• City, State, and ZIP Code 
• Telephone Number. 
 
This is an example of the center view of the Add Producer Data Entry Page. 
 

                     
 
When SCIMS populates all producer information correctly on the Data Entry Page, user shall 
complete the remaining questions on the Add Producer Data Entry Page and click 
“Add Producer”.  Once the Ewe Producer List and Certification Page appears, click “Next” 
to continue the “Add Application” function.  See subparagraph F. 
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7 Using the Add Application Function (Continued) 
 

C  Add Producer (Continued) 
 

This is an example of the bottom view of the Add Producer Data Entry Page. 
 

                     
 

D If No Match in SCIMS 
 

If there is no producer match in SCIMS, user will have the option to do a more detailed 
search in SCIMS before continuing with the “Add Application” process.  To search the 
SCIMS data base using the “Producer Search” function on the Data Entry Page, follow 
instructions in subparagraph E. 
 

E SCIMS Producer Search 
 
  Follow instructions in 1-CM to search the SCIMS data base for the applicant. 
 

If the Applicant Tax ID and Tax ID Type are unknown, or if the applicant is Native 
American and falls under the BIA requirements, click the “Producer Search” button on the 
Data Entry Page according to subparagraph C to display the SCIMS Customer Search Page.  
Five views of the SCIMS Search Page, shown successively as the user scrolls down through 
the screen, are shown as follows. 
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7 Using the Add Application Function (Continued) 
 

E SCIMS Producer Search (Continued) 
 
This example shows the top view of the SCIMS Customer Search Page. 
 

 
 
This example shows a center view of the SCIMS Customer Search Page. 
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7 Using the Add Application Function (Continued) 
 

E  SCIMS Producer Search (Continued) 
 
This example shows a 2nd center view of the SCIMS Customer Search Page displaying the 
“ID Type” drop-down box. 
 

 
 
This example shows a top view of the SCIMS Customer Search Result Page. 
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7 Using the Add Application Function (Continued) 
 

E SCIMS Producer Search (Continued) 
 
This example shows a bottom view of the SCIMS Customer Search Result Page. 
 

 
 

F Ewe Lamb Eligibility Determination 
 
 On the Data Entry Page, users shall make applicable entries for questions 7 through 14: 
 

• after first verifying the eligibility of the producer 
• by selecting the applicable “Yes” or “No” radio button. 
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7 Using the Add Application Function (Continued) 
 

F Ewe Lamb Eligibility Determination (Continued) 
 

This example shows the top view of the Ewe Lamb Eligibility Determination Data Entry 
Page. 

 

          
 

This example shows the center section of the Ewe Lamb Eligibility Determination Data 
Entry Page. 
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7 Using the Add Application Function (Continued) 
 

F Ewe Lamb Eligibility Determination (Continued) 
 

This example shows the 2nd center view of the Ewe Lamb Eligibility Determination Data 
Entry Page. 

 

        
 

This example shows the bottom view of the Ewe Lamb Eligibility Determination Data Entry 
Page. 
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7 Using the Add Application Function (Continued) 
 
G Ewe Lamb Total  
 

This example shows the Ewe Lamb Total Data Entry Page. 
 

                    
 
 On this section of the Data Entry Page, user shall: 
 

• enter the number of head of qualifying ewe lamb 
• click “Next” to continue. 

 
H COC Determination   
 
 On the Data Entry Page, user shall: 
 

• enter date 
• select application status from drop-down box 
• enter remarks 
• press the “Submit Application” button to store entered eEWE application data. 
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7 Using the Add Application Function (Continued) 
 
 H COC Determination (Continued) 
 
  This example shows the top view of the COC Determination Data Entry Page. 

 

                      
 
 This example shows the bottom view of the COC Determination Data Entry Page. 
 

  
 
After users clicks on “Submit Application” and stores FSA-384 data to the data base, the 
“Add Application” function automatically displays an Add Application Confirmation Page. 
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7 Using the Add Application Function (Continued) 
 
I Add Application Confirmation  
 

The Add Application Confirmation Page gives the user a chance to: 
 
• review all data entries to verify if correct 
• print out the application, using the “File/Print” option at the top of the window. 
 

Use scroll bar at right of screen to scroll through the application. 
 
After viewing and/or printing, click “OK” button to end viewing the application.  Once an 
application is accepted into the data base, the software will automatically return to the Ewe 
Lamb Home Page.  Data may be edited in "Edit" mode if the application is in “Pending” 
status, if necessary. 

 
This example shows the top view of the Add Application Confirmation Page. 
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7 Using the Add Application Function (Continued) 
 
 I Add Application Confirmation (Continued) 
 
  This example shows the center view of the Add Application Confirmation Page. 
 

                   
 

 This example shows the 2nd center view of the Add Application Confirmation Page. 
 

                   
 
12-13-04     Page 19 



Notice PS-499 
 

7  Using the Add Application Function (Continued) 
 

 I Add Application Confirmation (Continued) 
 

 This example shows the bottom view of the Add Application Confirmation Page. 
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8 Using the Edit Applications Function 
 
 A Selecting and Editing eEWE Applications 
 

When the “Edit Application” function is selected, according to paragraphs 4 and 5, users can 
edit an application. 

 
 The following shows an example of the Select Application for Edit Page. 
 

 
 

After the user selects the applicable State and county codes from the drop-down boxes and 
clicks on “Search”, the Select Application for Edit List Page will be displayed showing all 
applications by: 

 
• application number 
• State/county 
• producer name 
• application status. 

 
“Approved” applications will not be listed on the Edit Application List Page.  To edit  an 
approved application, user must do the following. 

 
Step Action 

1 Use the “Change Status” function according to paragraph 10 to put the approved 
application in a “Pending” status. 

2 Use the “Edit Application” function to select the now pending application from the 
Edit Application List Page. 
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8 Using the Edit Applications Function (Continued) 
 
 A Selecting and Editing eEWE Applications (Continued) 
 
 This is an example of the Select Application for Edit List Page. 
 

                     
 
 From the Select Application for Edit List Page, users can: 
 

• make a selection from the list of all applications 
 
• when the user has selected an application to “Edit”, change application data, except for 

auto-filled fields. 
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8 Using the Edit Applications Function (Continued) 
 

B Examples of the Edit Application Page 
 
This subparagraph provides 5 successive views, as the user scrolls down through the Edit 
Application Page. 
 
This example shows the top view of the Edit Application Page. 
 

 
 

This example shows the center view of the Edit Application Page. 
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8 Using the Edit Applications Function (Continued) 

 
B Examples of the Edit Application Page (Continued) 

 
This example shows the 2nd center view of the Edit Application Page. 
 

                       
 

This example shows the 3rd center view of the Edit Application Page. 
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8 Using the Edit Applications Function (Continued) 
 
 B Examples of the Edit Application Page (Continued) 

 
This example shows the bottom view of the Edit Application Page. 
 

                     
 

After user clicks “Save” on the Edit Application Page, edits are stored in the data base, and 
the “Edit Application” function automatically displays an Edit Confirmation Page that allows 
users to confirm edited entries.  See subparagraph C. 
 

 C Editing Producer Information 
 

If any data about the producer needs to be edited, the user may click “Producer Information” 
while using the “Edit Application” function.  The user will then have the option to: 
 
• select and delete a listed producer and adjust the share percentage accordingly 

 
• add a new producer by clicking “Add Producer”, and follow instruction in 

subparagraph 7 C.  After adding a new producer and adjusting share percentages, if 
necessary, user should click “Save” to continue using the “Edit Application” function. 
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8 Using the Edit Applications Function (Continued) 
 
 C Editing Producer Information (Continued) 
 

This example shows a view of the Producer’s List for Edit Application Page. 
 

 
 

D Confirming Edits in the Edit Application Function 
 

The Edit Application Confirmation Page displays all application data and users: 
 

• receive a message at the top of the screen advising that “The Application has been 
updated with the following information:” 

 
• may scroll through the data to roll up or down to view all data 

 
Note: Use scroll bar on right. 

 
• click the “OK” button on the bottom of the page to continue using EWE software. 
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8 Using the Edit Applications Function (Continued) 

 
D Confirming Edits in the Edit Application Function (Continued) 

 
This example shows the top view of the Edit Application Confirmation Page. 
 

 
 
This example shows the center view of the Edit Application Confirmation Page. 
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8 Using the Edit Applications Function (Continued) 
 

D Confirming Edits in the Edit Application Function (Continued) 
 

This example shows the 2nd center view of the Edit Application Confirmation Page. 
 

         
 

This example shows the bottom view of the Edit Application Confirmation Page. 
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9 Using the View Applications Function 
 

A Viewing Applications 
 

When the “View Application” function is selected, according to paragraphs 4 and 5, users 
can view an application. 
 
The following shows an example of the Select Application for View Page. 
 

 
 
After the user selects the applicable State and county codes from the drop-down boxes and 
clicks on “Search”, a Select Application for View List Page will be displayed showing all 
applications by: 
 
• application number 
• State/county 
• producer name 
• application status. 

 
 
 
 
 
 
 
 
12-13-04  Page 29 



Notice PS-499 
 
9 Using the View Applications Function (Continued) 
 

A Viewing Applications (Continued) 
 

This example shows the View Application List Page. 
 

        
 

From the View Application List Page, users can: 
 
• scroll through all applications on file using the scroll bar at right of page 
• click on “Select” to display an application on the View Application Page. 

 
 B Examples of the View Application Page  
 

This subparagraph provides 5 successive views as the users scroll down through View 
Application Page. 
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9 Using the View Applications Function (Continued) 
 

B Examples of the View Application Page (Continued) 
 
This example shows the top view of the View Application Page. 
 

                       
 

This example shows the center view of the View Application Page. 
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9 Using the View Applications Function (Continued) 
 
 B Examples of the View Application Page (Continued) 

 
This example shows the 2nd center view of the View Application Page. 
 

                       
 
This example shows the bottom view of the View Application Page. 
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9 Using the View Applications Function (Continued) 
 
 B Examples of the View Application Page (Continued) 
 

This example shows the bottom view of the View Application Page. 
 

 
 

Users will be able to view all remarks that have been recorded for a particular application, by 
clicking the “Select” button at the bottom of the View Application Page, as shown in the 
following example. 
 

 
 
 After user has viewed the remarks, click “OK” to return to full view of the application. 
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10 Using the Change Status Application 
 

A Changing an Application’s Status 
 

When the “Change Status” function is selected, according to paragraphs 4 and 5, users can 
change the status of an application. 
 
This example shows a view of the Select Application for Change Status Page. 

 

         
 
After the user selects the applicable State and county codes from the drop-down boxes and 
clicks on “Search”, an Application Change Status List Page will be displayed showing all 
applications by: 

 
• application number 
• State 
• applicant 
• application status. 
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10 Using the Change Status Application (Continued) 
  

A Changing an Application’s Status (Continued) 
 
 This is an example of the Application for Change Status List Page. 
 

                     
 

From the Application for Change Status List Page, users can: 
 
• scroll through all applications on file using the scroll bar at right of page 
• click on “Select” to display an application on the Change Application Status Page. 

 
After allowable status changes according to subparagraph C, users shall click the “Submit” 
button to save changes. 

 
 
 
 
 
 
 
 
 
 
 
 
 
12-13-04  Page 35 



Notice PS-499 
 
10 Using the Change Status Application (Continued) 
 
 B Examples of the Application Change Status Page 
 
 This example shows the top view of the Application Change Status Page. 
 

        
 
 This example is the bottom view of the Application Change Status Page. 
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10 Using the Change Status Application (Continued) 
 
 B Examples of the Applicant Change Status Page (Continued) 
 

After allowable status changes, according to subparagraph C, users shall click the “Submit” 
button to save changes.  After status changes have been saved, an Application Change Status 
Confirmation Page will be automatically displayed.  Go to subparagraph D. 

 
C Change Status Capabilities 

 
The “Change Status” function allows users to change the status of an application (FSA-384) 
to either allow further processing for payment, perform editing, or place it in a status that will 
not allow payment. 

 
 Users can change an application’s status from the following: 
 

• “Pending” to “Approved”, allows payment processing to proceed when activated 
 
• “Pending” to “Disapproved”, does not allow editing or payment processing 
 
• “Disapproved” to “Approved”; for example, an applicant appealed the disapproval and 

was then granted approval status for payment 
 

• “Approved” to “Pending”, changes approved applications to pending status to allow user 
to edit data in application according to paragraph 8 

 
• “Approved” or “Pending” to “Cancelled”, omits the application and keeps order of 

application numbering sequence.  
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10 Using the Change Status Application (Continued) 

 
D Change Status Confirmation Page 
 
 This is an example of the Change Status Confirmation Page. 
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