UNITED STATES DEPARTMENT OF AGRICULTURE

Farm Service Agency Notice PS-684

Washington, DC 20250

For: State and County Offices

Authorization to Issue Trade Adjustment Assistance for Farmers (TAAF)
Program Payments and Payment Processing Software Instructions

Approved by: Acting Deputy Administrator, Farm Programs

4,,,% M. D>

1 Overview

A Background

Notice PS-682 provided State and County Offices with the following:

e instructions and guidance for processing FSA-229-1’s using the web-based TAAF
application processing software located on FSA’s Intranet web site

e notification that a forthcoming PS notice will provide instructions for TAAF
payments/corrections, when available.

The TAAF payment process software is designed to integrate with both the petition
processing software and the application processing software to allow FSA County Office
employees to process payments on-line for:

e travel reimbursement for attending initial technical assistance training

e amaximum of $4,000 for implementing an initial business plan

e amaximum of $8,000 for implementing a final business plan under a maximum of 1
petition.

Important: This notice provides authorization to issue TAAF payments according to
payment processing instructions provided in this notice.

Disposal Date Distribution
December 1, 2011 State Offices; State Offices relay to County Offices
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Notice PS-684
1 Overview (Continued)
A Background (Continued)

TAAF payment processing software shall not be enabled to process payments before the
payment factor is determined by FAS, based on all approved FSA-229-1’s processed, if
applicable. After the factor is determined and approved by FAS, eFunds will be populated.
State and County Offices will see on the NPS work list when the payment is available for
payment processing through NPS. All Center for Farm Financial Management (CFFM)
approvals for each payable event will be automatically batch processed to NPS. Payable
events will be added to the County Office's NPS work list when available for processing.

Note: TAAF payments will be supported by the following:

e NPS/NRRS; to facilitate the disbursement of the payable or administration of
receivables, as applicable, see 1-FI and 64-FI

e Common Payments Process; as applicable, see 9-CM.
B Purpose
This notice provides State and County Offices with the following:

e instructions and guidance to process TAAF payments
e authorization to issue TAAF payments.

C General Information About the Manual Excel File and Application Upload

The upload of all FSA-229-1 data elements from the Excel spreadsheets to the application
software has been completed. Records that did not match the spreadsheet data exactly with
data in SCIMS caused a failed record and must be manually re-entered in the TAAF software.
County Offices have received an automatic e-mail notification of the failed record through
the TAAF software. However, the e-mail does not contain the appropriate reserved
application number to go with the record number. Therefore, County Office users shall
access the work list available from the Correct Load Error Screen, according to

subparagraph 4 C, to view the reserved application numbers that are associated with the
e-mail notifications.
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Notice PS-684

1 Overview (Continued)

C General Information About the Manual Excel File and Application Upload (Continued)

5-31-11

At that time, County Office users must:

e input and edit applications that were not uploaded and make necessary corrections
according to Notice PS-682, subparagraph 4 B, and subparagraph 4 C in this notice

e review the application according to Notice PS-682, subparagraph 3 B
e check eligibility according to Notice PS-682, subparagraph 3 C

Note: If reason code 32 is displayed as a reason for disapproval during the eligibility review,
the user must not select the option to “Refer to FAS”. For reason code 32’s, the user
must instead select the “cancel” option and await further instructions provided by
PSD on processing error conditions with reason code 32.

County Offices can proceed with correcting SCIMS error conditions upon the issuance of this
notice.

CFFM Data Upload

The upload of all Excel spreadsheet data provided to CFFM has also been uploaded to the
TAAF application software to indicate the applicant's status of training and business plan
requirements.

CFFM status updates will not process if there is a conflict with the current status of the
relevant application. In these instances, FAS and FSA must resolve the applicant's status
before the application can proceed to payment processing. Once the application status has
been resolved, the record can be updated by CFFM and proceed to payment processing
according to subparagraph 2 B, if in approved status.

Note: CFFM updates will be populated to the application software on a nightly basis.
Referred to FAS for Disapproval

Applicants indicated in the Excel spreadsheet as “R” for Refer to FAS, have been sent to
FAS for a status determination according to Notice PS-682, subparagraph 3 E. FAS will

change the status to either of the following:

e Disapproved based on the reason(s) selected by the County Office or another reason
determined by FAS

e Pending by FAS, which will include a brief explanation of the appropriate action to be
taken by the County Office.

Note: County Offices will receive an automatic e-mail notification of status changes made
by FAS.
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Notice PS-684

Overview (Continued)

E Referred to FAS for Disapproval (Continued)

5-31-11

During the initial upload to the TAAF Application Processing Software, some applications
that were previously in approved status were automatically converted to an “R” status for
referral to FAS, if the system-generated eligibility check determined the applicant should be
disapproved. In these instances, County Offices will receive an automatic e-mail notification
from the TAAF software system that the application event has been reset to pending by FAS,
and provide appropriate instructions. County Offices must ensure that producer data in the
SCIMS or subsidiary systems are updated properly based on the documentation on file in the
County Office and according to 3-PL.

Once the producer data in the appropriate system is accurately updated, County Office must
then take the following actions, according to Notice PS-682, subparagraphs 3 B and C:

e review the application questions
e check eligibility

e approve, refer to FAS, or cancel (if any other issues arise during the review or eligibility
check).

Note: Selecting "Cancel” will leave the application in the Pending status and allow the
County Office to address these issues, if applicable.

Since approval/disapproval letters have previously been issued, County Offices must not
generate or re-send any additional letters for these specific situations.

Processing Payments

Once the payments and obligations are enabled by FAS, FSA State and County Offices will
be able to start processing payments through NPS (certify and sign) for approved applicants
to receive payments for:

e travel reimbursement
e initial business plan
e long-term business plan.

Under normal circumstances, the CFFM-to-TAAF update processing will automatically
update these event statuses based on the recommendations from CFFM. Each of these events
can be manually triggered by the County Office through the TAAF web-based application
process. To trigger each payment event, County Offices must ensure that each payable event
that has been approved is in the “Approved” status. Payable events that are updated by
CFFM will be populated to the application software on a nightly basis.
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Notice PS-684

Overview (Continued)

G Correcting a Payment

TAAF payment corrections must first be made on the Edit Application Screen, according to
Notice PS-682, subparagraph 3 G, to edit the selected application, as needed.

There is no ""Cancel Payment™ link on the TAAF menu. To cancel a payment that is
already disbursed, change the status of the payment event from “Approved” to
“Pending” on the Edit Application Screen. The status change will then trigger a
cancellation that will be sent to NPS in which a receivable will be set up if the payment
has been signed.

Contact

For additional information or questions about this notice, State Offices shall contact
Stacy Carroll, PSD, by either of the following:

e e-mail to stacy.carroll@wdc.usda.gov
e telephone at 202-690-8037.

Release Schedule

The TAAF payment processing software detailed in this notice was provided in Web
Transmittal No. 251, released on May 17, 2011.

Manually Processing Application Events for Approved Applicants

A Manual Update Overview

5-31-11

Although this paragraph provides detailed instructions about the manual update of
applications, for the majority of applications, no manual update will be required for events 2,
3,5, 0r6.
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Notice PS-684
2 Manually Processing Application Events for Approved Applicants (Continued)
B Application Events
After FSA County Office user has approved the TAAF application, according to

Notice PS-682, subparagraph 3 C, the following Application Events Screen will be displayed
with the:

e Application Status as “Approved”
e Initial Training status as “Pending”.

The Initial Training event is automatically triggered and will be displayed in the list of events
upon application approval.

USDA, united states Deparment ot Agricuitre m—— . ADJUSTMENT
@l Foreign Agricultural Service v ‘ roctaman

For Farmens

o = - - o —
R =P g

Welcome, Erin Huston
User Role: FSA User

Applications

State: Kansas County: Ford

Application Events

Info: The Application's properties have been successfully updated

Applications Main

New Application

Application Number: 2010888-20-057-00001

Search by Applicant

Disapproval Letters Application Status: Approved

Mailing Label=
2 Events found, displaying all Events.

Event Name Status Payment

1 Application Review Approved Update
2 Initial Training Pending m Update

2 Events found, displaying all Events.

Back to Applications Main

Other Functions

Change County

Logout of eAuth TAAF10APP15
Last Modified: November 15, 2010 Back To Top ~

TAAF Home | USDA.gov | USDA Intranet | FAS Internet | FSA Internet | FSA Intranst
Site Map | Policies and Links | FOIA | &ccessibility | Privacy | Mon-Discrimination | Information Quality | FirstGov | White House
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Notice PS-684
2 Manually Processing Application Events for Approved Applicants (Continued)
B Application Events (Continued)

After each application is approved, County Offices must print a copy of the Details for the
application at this point to have reference of all applicants that have been approved and ready
to be paid. This application detail print out must be included in the applicant's file folder for
reference. When payments are ready to be disbursed through NPS, County Offices can then
refer to this print out to ensure the correct producer is paid.

The following screen is an example of the TAAF Applications Screen. CLICK “Details”
next to the applicable application.

USDA United States Department of Agriculture
sl Foreign Agricultural Service For fatmens

TAAF Menu State: Kansas County: Ford

S E TAAF Applications

User Role: FSA User

Display Filter

goolicieslion Display only Applications matching the following criteria:
New Application
Search by Applicant Fiscal Year: I_’&'” ears _jv
Cisapproval Letters Petition: I All Petitions - j
Mailing Labels Status: lm

Update Display | Detail Display |

One Application found.

Current Sorting: Petition Number (Ascending)

m Application § Received § Status -
2010888  20-057-00001 02 Mov 2010 Approved m

One Application found.

Other Functions

iew Motifications
Change County

Logout of eAuth TAAF10APPOL
Last Modified: October 11, 2010 Back To Top ™

TAAF Home | USDA.gow | USDA Intranet | FAS Internet | FSA Internet | FSA Intranet
Site Map | Policies and Links | FOIA | Accessibility | Privacy | Non-Discrimination | Information Quality | FirstGov | White House
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Manually Processing Application Events for Approved Applicants (Continued)

Noti

B Application Events (Continued)

ce PS-684

The following Application Details Screen will be displayed and include the following details

for the selected applicati

e Application number
e Petition

e Application Status
e Date Received

e Applicant

e Applicant Address

on:

e Preferred Contact Phone
e Preferred Contact Email
e Primary Training Alternate
e Second Training Alternate

e Refused Payment
e County Office Email

County Offices shall use these details to ensure that the correct applicant and event is being

paid through NPS.

USDA United States Depariment of Agriculture

Applicaticns Main
MNew Application
Search by Applicant
Disapproval Letters

Mailing Labels

Other Functions

View Notifications

Change County

Logout of efuth

Last Madified:

TAAF Menu State: Kansas County: Ford

&l Foreign Agricultural Service

Application Number

Petition:
Application Status:

Date Received:

Applicant:

é Printer Friendly

Welcome, Erin Huston Application Details

User Role: FSA User

Applications

: 20-057-00001
2010888 - testing (0123)
Approved

Tuesday, November 02, 2010

: Donald Duck
1 Mfain Strest

Applicant Address:

Preferred Contact Phone
Preferred Contact Email
Primary Training Alternate:
Second Training Alternate:

Refused Payment:

County Office Email

TAAF10APPO2

October 14, 2010

Somewhere, GA 12345

T 123-456-7891

t Mone Selected

Mone Specified

Mone Specified

Mo, applicant HAS NOT refused cash payments

: firsthame lastname st usda gov

Editl Back to Applications Main

Back To Top #

TAAF Home | USDA.gov | USDA Intranet | FAS Internet | FSA Internet | FSA Intranet
Site Map | Policies and Links | FOIA | Accessibility | Privacy | Mon-Discrimination | Information Quality | FirstGov | White House
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Notice PS-684

2 Manually Processing Application Events for Approved Applicants (Continued)

C

D

5-31-11

Status Changes for Event Updates

External CFFM event updates will automatically update the application events to “Approved”
or “Refer to FAS” status depending on whether or not the applicant has completed training.
FSA County Office users will have access to update the event status before CFFM
recommendations.

Important: FSA County Office users will have access to override CFFM status changes.
However, County Offices are required to wait until CFFM recommendations for
approval or disapproval are automatically updated in the Application Events
before manually overriding the CFFM recommended status.

Initial Training
e Details
To review the event details of the initial training, CLICK “Details” next to the applicable

event on the Application Events screen. The following Event Details screen will be
displayed with the "Initial Training" event status.

USDA United States Depariment of Agriculture L ol
=_ . . . =2\
sl Foreign Agricultural Service

TAAF Home About TAAF Handbooks Help Contact Us Exit TAAF Logout of eAuth

TAAF Menu State: Kansas  County: Ford

W, Event Details
User Role: FSA User

Application Number: 2010888-20-057-00001

Applications Main

Event 2 - Initial Training
CFFM Status: P - Pending
FSA Status: P - Pending

New &pplication
Search by Applicant

Disapproval Letters

Mailing Labels .
Back to Event List
Other Functions
Change County
Logout of efuth TAAF10APP20
Last Modified: November 15, 2010 Back To Top ~

TALF Home | USDA.gov | USDA Intranet | FAS Internet | FSA Internet | FS& Intranet
Site Map | Policies and Links | FOIA | &ccessibility | Privacy | Non-Discrimination | Information Quality | FirstGow | White House
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Notice PS-684

2 Manually Processing Application Events for Approved Applicants (Continued)

D

5-31-11

Initial Training (Continued)

Update

To update the "Initial Training™ event status, CLICK “Update” next to the applicable
event on the Application Events Screen, see subparagraph 2 B, Application Events
Screen. The following Edit Application Event Screen will be displayed and allow users
to change the FSA Status to 1 of the following:

e "Pending"
e "Approved"
e "Referred To FAS".

USDA United States Depariment ol Agriculiure A A“D‘aBETMENT
@l Foreign Agricultural Service 'z‘ i

TAAF Menu State: Kansas County: Ford

\elcome, Erin Huston Edit Application Event

User Role: FSA User

Applications

FEElfEREaTE [Em Application Number: 2010888-20-057-00001
Mew Application

: Event: 2 - Initial Training
Search by Applicant

Dizapproval Letters CFFM Status: P - Pending

Mailing Labels * ESA Status: Pending -

EPE-hdinq

Referred To FAS |

Other Functions

Change County

Logout of eAuth TAAF10APP14
Last Modified: November 15, 2010 Back To Top

T&AF Home | USDA.gov | USDA Intranet | FAS Internet | FSA& Internet | FSA Intranet
Site Map | Policies and Links | FOIA | Accessibility | Privacy | Mon-Discrimination | Information Quality | FirstGov | White House
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Notice PS-684
2 Manually Processing Application Events for Approved Applicants (Continued)
D Initial Training (Continued)
e Update (Continued)
Once the FSA Status has been changed, CLICK “Update Event” for the applicable event

displayed. The following screen will be displayed with a warning screen to verify the
updates. CLICK “OK?” to confirm status change, then CLICK “Back to Events List”.

USDA United States Depariment of Agriculiune A EB;TMENT
@l Foreign Agricultural Service q‘ i

ogout of eAuth

State: Kansas County: Ford

\Welcame, Erin Huston Edit Application Event
Usar Role: FSA Usar

Applications

Applications Main

Application Number: 2010888-20-057-00001

New &pplication

: Event: 2 - Initial Training
Search by Applicant

Disapproval Letters CFFM Status: P - Pending

Mailing Lakels * ESA Status: Approved j

Update Event | Cancell

Windows Internet Explorer |

? | ouhave requested Event 2 be updated from 'Pending' to 'Approved',
\Q—j Are you sUrer

oK I Cancel |

Other Functions

Change County

Logout of efuth TAAFI0APP14
Last Modified: November 15, 2010 Back To Top

TAAF Home | USDA.gov | USDA Intranet | FAS Internet | FSA Internet | FSA Intranet
Site Map | Policies and Links | FOIA | &Accessibility | Privacy | Non-Discrimination | Information Quality | FirstGov | White House

Note: The status of the event will then be displayed with updates on the Application Events
Screen.
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Notice PS-684

Manually Processing Application Events for Approved Applicants (Continued)

Initial Training (Continued)
e Update (Continued)

The following Application Events Screen will be displayed with the updated status
change.

TRADE

USD United States Depariment of Agricultune .-u-ﬂ ADJUSTMENT
@l Foreign Agricultural Service v “ Forremnan

For Farmers

P O S A i B 5 Y

TAAF Home About TAAF Handbooks Help Contact Us Exit TAAF Logout of eAuth

TAAF Menu

State: Kansas County: Ford
Application Events

‘Welcome, Erin Huston
User Role: FSA User

Application Number: 2010888-20-057-00001

Applications Main

New Application Application Status: Approved

Search by Applicant

S Loe 4 Events found, displaying all Events.

Mailing Labels Event Name Status Payment

1 Application Review Approved m
2 Initial Training Approved m
3 Intensive Training Pending
4 Travel Reimbursement Pending TBD

4 Events found, displaying all Events.

Back to Applications Main

Other Functions

Change County

Logout of efuth TAAF10APP15
Last Modified: Nowvember 15, 2010 Back To Top ~

TAAF Home | USDA.gov | USDA Intranet | FAS Internet | FSA Internet | FSA Intranet

Site Map | Policies and Links | FOIA | Accessibility | Privacy | Mon-Discrimination | Information Quality | FirstGov | White House

Note: Application events 3 and 4 have been automatically triggered and displayed.
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Notice PS-684

2 Manually Processing Application Events for Approved Applicants (Continued)

E

5-31-11

Intensive Training

The Intensive Training and Travel Reimbursement events are automatically triggered and

displayed in the list of events on the Application Events screen when the "Initial Training

status is changed to "Approved" as shown in the previous screen. The status of the
automatically triggered events will default to “Pending”.

Update

To update the Intensive Training event status, CLICK “Update” next to the applicable
event on the Application Events screen. The following Edit Application Event Screen
will be displayed and allow users to change the FSA Status to 1 of the following:

e "Pending"
e "Approved”

e "Referred To FAS".

TAAF Menu

Welcome, Erin Huston
User Rale: FSA Usar

Applications

Applications Main

Mew Application
Search by &pplicant
Dizapproval Letters

Mailing Labelz

Other Functions

Change County
Logout of efuth

State: Kansas

USDA United States Depariment of Agriculture
&l Foreign Agricultural Service

County: Ford

Application Number:
Event:
CFFM Status:

* FSA Status:

TAAFI0APP14
Last Modified: November 15, 2010

Edit Application Event

2010888-20-057-00001

3 - Intensive Training

P - Pending
Pending 'I

Pending

Referred To FAS |

f Cancel

Back To Top ~

TAAF Home | USDA.goy | USDA Intranst | FAS Internet | FSA Internet | FSA Intranst
Site Map | Policies and Links | FOLA

| Acceszibility | Privacy | Non-Discrimination | Information Quality | FirstGov | White House
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Notice PS-684

Manually Processing Application Events for Approved Applicants (Continued)

E Intensive Training (Continued)

5-31-11

Update (Continued)

Once the FSA Status has been changed, CLICK “Update Event” for the applicable event
displayed. The following screen will be displayed with a warning screen to verify the
updates. CLICK “OK?” to confirm status change, then CLICK “Back to Events List”.

USDA United Slates Depariment of Agricullure .__ﬂ ma;TMEN‘T
S Fo reign Agricultural Service q g

—— . =Py Vin g
TAAF Menu State: Kansas County: Ford

\Welcome, Erin Huston Edit Application Event

User Role: FSA User

Applications

FERIEETRES M Application Number: 2010888-20-057-00001
MNew Application

. Event: 3 - Intensive Training
Search by Applicant

Disapproval Letters CFFM Status: P - Pending

Mailing Labels * FSA Status: |Approved =

Update Event | Cancell

Windows Internet Explorer |

“? | ¥ouhave requested Event 3 be updated Fram 'Pending' to ‘Approved',
\f/ Are you sure?

[o]4 I Cancel |

Other Functions

Change County

Logout of eAuth TAAF10APP14
Last Modified: November 15, 2010 Back To Top

TAAF Home | USDA.gov | USDA Intranet | FAS Internet | FSA Internet | FSA& Intranst
Site Map | Policies and Links | FOIA | Accessibility | Privacy | Non-Discrimination | Information Quality | FirstGov | White House

Note: The status changes for the event will then be displayed with updates on the
Application Events Screen.
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Notice PS-684

2 Manually Processing Application Events for Approved Applicants (Continued)

F Travel Reimbursement

5-31-11

The Travel Reimbursement and Intensive Training events are automatically triggered and
displayed in the list of events when the Initial Training status is changed to "Approved". The
status of the automatically triggered events will default to “Pending”.

e Update

To update the Travel Reimbursement event status, CLICK “Update” next to the
applicable event on the Application Events Screen. The following Process Travel
Voucher screen will be displayed and require users to answer the review questions:
CLICK “Continue”.

U;.S'QA United States Department ol Agrculture RIDAJUS‘I‘MENT
sl Foreign Agricultural Service /‘ AESIETANCE

State: Kansas County: Ford

Process Travel Voucher
User Role: FSA User

Applications

Applicaticns Main Application Number: 2010888-20-057-00001

MNew Application .
. Event: 4 - Travel Reimbursement
Search by Applicant

Cizapproval Letters CFFM Status: N/A

Mailing Labels FSA Status: P - Pending

* 1. Was the submitted travel expense voucher supported by " Yes  No
receipts for all claimed expenses?

* 2. Did the Applicant sign the submitted travel expense T Yes O No
voucher to certify the expenses claimed?

* 3. Did the training instructor sign the submitted trawvel T Yes " No
expense voucher to certify attendance at the training?

* 4, Do you know of any other reason(s) why this Application " Yes  No
Other Functions should not be Approved?

Change County

Describe Reason(s):
Logout of eAuth {250 chars. max.)

Continue Cancel |

TAAFLOAPP3D
Last Modified: January 6, 2011 Back To Top ~

Users have the option of stating any other reason for disapproval, with a description, for
referral to FAS. In the “Describe Reason(s):” block, enter other reasons, as applicable.

Note: FAS will have the ability to accept the reasons for disapproval and incorporate
them into the database used for the disapproval letters, when needed.
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Notice PS-684

2 Manually Processing Application Events for Approved Applicants (Continued)

F Travel Reimbursement (Continued)

5-31-11

Upon answering the review questions successfully, the following screen will be displayed and
require the user to enter the reimbursement amount. Travel vouchers that are approved can
be approved by CLICKING “Approve”.

USDA United States Depaitmernt of Agiculture
@l Foreign Agricultural Service

TAAF Menu

Welcome, Erin Huston
User Role: FSA User

Applications

Applications Main

New Application
Search by Applicant
Dizapproval Letters

Mailing Labels

Other Functions

Change County
Logout of efAuth

State: Kansas

County: Ford

Application Number:
Event:

CFFM Status:

FSA Status:
Receipts Submitted:
Voucher Signed by Applicant:
Voucher Signed by Instructor:

Other Disapproval Reason(s):

* Reimbursement Amount:

Process Travel Voucher

2010888-20-057-00001

4 - Travel Reimbursement
N/ A

P - Pending

Yes

Yes

Yes

Mo

Based on the responses provided to the Travel Reimbursement review
questions, the Applicant’'s reimbursement request may be approved.

—

Approve | Cancel |

TAAF10APP31
Last Modified: Janvary 6, 2011

Back To Top ~

TALAF Home | USDA.gov | USDA Intranet | FAS Internet | FSA Internet | FSA Intranet

Site Map | Policies and Links | FOIA | Accessibility | Privacy | Non-Discrimination | Information Quality | FirstGov | White House

Note: The status of the travel reimbursement event will then be displayed with updates on
the Application Events screen as shown in subparagraph 2 D.

Page 16



2

5-31-11

Notice PS-684
Manually Processing Application Events for Approved Applicants (Continued)
F Travel Reimbursement (Continued)

Travel vouchers that are not approved:

o will be displayed with the reasons for disapproval
e must be referred to FAS for disapproval.

The following Process Travel Voucher Screen shows an example of a disapproved voucher.

g's.gé United States Depattiment of Agicillure F‘ EB&TMENT
sl Foreign Agricultural Service /‘ ASSISTANCE

For Farmens

o ] g L B i B 5 -

bout TAAF : Handbooks Help Contact Us Exit TAAF Logout of eAuth

TAAF Menu State: Kansas County: Ford

‘Welcome, Erin Huston
User Role: FSA User

Applications

Applications Main

7 -

Process Travel Voucher

Application Number: 2010887-20-057-00002
New Application _
. Event: 4 - Travel Reimbursement
Search by Applicant

Disapproval Letters CFFM Status: N/A

Mailing Labels FSA Status: P - Pending

Receipts Submitted: Yes
Voucher Signed by Applicant: MNo
Voucher Signed by Instructor: No

Other Disapproval Reason(s): No

Based on the responses provided to the Travel Reimbursement review
questions, the Applicant’s reimbursement request may not be Approved - and
must be Referred to FAS - for the following reason(s):

(17) You did not sign your submitted travel expense voucher to certify the

Other Functions expenses claimed as provided by 41 CFR 301-52.3.

(18] Your submitted travel expense voucher was not signed by the training

instructor to validate attendance at the training as provided by 41 CFR 301-
Change County 52.6.

View Notifications

Logout of efuth

Refer to FAS | Cancell

TAAFI0APP31
Last Modified: January 6, 2011 Back To Top ~

TAAF Home | USDA.gov | USDA Intranet | FAS Internet | FSA Internet | FSA Intranet
Site Map | Policies and Links | FOIA | Accessibility | Privacy | Non-Discrimination | Information Quality | FirstGow | White House

Note: The status of the travel reimbursement event will then be displayed with updates on
the Application Events Screen as shown in subparagraph 2 D.
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Notice PS-684

2 Manually Processing Application Events for Approved Applicants (Continued)

G Long-Term Plan

5-31-11

The Long-Term Business Adjustment Plan event is automatically triggered and displayed in
the list of events on the Application Events screen when the Initial Business Plan status is
changed to "Approved" as shown on the following screen. The status of the automatically
triggered event will default to “Pending”.

USD United States Depatment of Agriculture ﬂ mﬁ;‘l‘ﬂ!
@l Foreign Agricultural Service q‘ i

e P A Bt B 5 T

TAAF Home About TAAF Handbooks Help Contact Us Exit TAAF Logout of eAuth

TAAF Menu State: Kansas County: Ford

Welcome, Erin Huston Application Events

User Role: FSA User

Application Number: 2010888-20-057-00001

Applications Main

New Application Application Status: Approved

Search by &pplicant

Disapproval Letters 6 Events found, displaying all Events.

Mailing Label= Event Mame Status Payment

1 Application Review Approved m
2 Initial Training Approved m
3 Intensive Training Approved
4 Travel Reimbursement Approved £300.00 m
Initial Business Plan Approved $4,000.00 m
& Long-Term Business FPending TBD

Adjustment Plan

Other Functions
6 Events found, displaying all Events.

Change County

[0}

Logout of eAuth

Back to Applications Main

TAAF10APP15
Last Modified: November 15, 2010 Back To Top ~

TAAF Home | USDA.gov | USDA Intranet | FAS Internet | FSA Internet | FSA Intranet
Site Map | Policies and Links | FOIA | Accessibility | Privacy | Non-Discrimination | Information Quality | FirstGow | White House
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Notice PS-684

2 Manually Processing Application Events for Approved Applicants (Continued)

G Long-Term Plan (Continued)

5-31-11

Update

To update the Long-Term Business Plan event status, CLICK “Update” next to the
applicable event on the Application Events Screen. The following Edit Application
Event Screen will be displayed and allow users to change the FSA Status to 1 of the
following:

e "Pending"
e "Approved"
e "Referred To FAS".

USDA United States Department of Agricultura ___ﬂ
@l Foreign Agricultural Service q‘

T [ e PR

TAAF Menu State: Kansas County: Ford

\eleame, Erin Huston Edit Application Event
User Role: FSA User

Applications

epliemiens fEn Application Number: 2010888-20-057-00001
Mew Application

) Event: & - Long-Term Business Adjustment Plan
Search by Applicant

Dizapproval Letters CFFM Status: P - Pending

Mailing Labels * ESA Status: Pending -

F‘ending | cancel

Referred To FAS

Other Functions

Change County

Legout of eluth TAAF10APP14
Last Modified: November 15, 2010 Back To Top ™~

TAAF Home | USDA.gov | USDA Intranet | FAS Internet | FSA Internet | FSA Intranet
Site Map | Policies and Links | FOIA | Accessibility | Privacy | Mon-Ciscrimination | Information Quality | FirstGov | White House
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Notice PS-684

Manually Processing Application Events for Approved Applicants (Continued)

G Long-Term Plan (Continued)

5-31-11

Update (Continued)

USDA United Stales Depaitiment o Agrculture
#l Foreign Agricultural Service

| TAAF Home | About TAAF | Handbooks | Help | Contact Us | Exit TAA

TAAF Menu

‘Welcome, Erin Huston
User Role: FSA User

Applications

Applicaticns Main

New Application
Search by Applicant
Dizapproval Letters

Mailing Labelz

Other Functions

Change County
Logout of efuth

State: Kansas

Edit Application Event

County: Ford

Application Number:
Event:
CFFM Status:

* FSA Status:

2010888-20-057-00001

6 - Long-Term Business Adjustment Plan

P - Pending

I Approved - l

Update Event | Cancell

Windows Internet Explorer

\‘{'J ‘¥ou have requested Event 6 be updated from 'Pending’ to "approved,

Are you sure?

o]

Cancel |

X

TAAF10APP14
Last Modified: November 15, 2010

TRADE
ADJUSTMENT,

o
f]‘ ASSISTANCE

For Farmers

! Logout of eAuth

Back To Top ™~

Once the FSA Status has been changed, CLICK “Update Event” for the applicable event
displayed. The following screen will be displayed with a warning screen to verify the
updates. CLICK “OK?”, then “Back to Events List”.

TAAF Home | USDA.gov | USDA Intranet | FAS Internet | FSA Internet | FSA Intranet
Site Map | Policies and Links | FOIA | Accessibility | Privacy | Non-Ciscrimination | Infermation Quality | FirstGov | White House
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Notice PS-684

2 Manually Processing Application Events for Approved Applicants (Continued)

G Long-Term Plan (Continued)

5-31-11

e Update (Continued)

The status of the Long-Term Business Adjustment Plan event will then be displayed with

updates on the Application Events Screen as shown below.

USDA United States Depariment of Agriculture
@ Foreign Agricultural Service

F— = e T = - o
- S L L e
TAAF Menu State: Kansas County: Ford

VWeleome, Erin Huston Application Events

User Rola: FSA Usar

Application Number: 2010888-20-057-00001

Applications Main

New Application Application Status: Approved
Search by Applicant

Sissmaranal Lzies 6 Events found, displaying all Events.

Mailing Labels Event Name Status Payment
1 Application Review Approved
2 Initial Training Approved
3 Intensive Training Approved
4 Travel Reimbursement Approved $300.00
s Initial Business Plan Approved $4,000.00
3 Long-Term Business Approved $8,000.00

Adjustment Plan

Other Functions

Change County
Logout of efuth

6 Events found, displaying all Events.

Back to Applications Main

TAAFI0APP1S
Last Modified: November 15, 2010

4, TRADE
= W ADJUSTME
94V rssistance

For Farmens

Back To Top

TAAF Home | USDA.gov | USDA Intranet | FAS Internet | FSA Internet | F3& Intranst

Site Map | Policies and Links | FOIA | Accessibility | Privacy | Non-Discrimination | Information Quality | FirstGov | White House
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3

Notice PS-684

Special Handling

A Overview

5-31-11

Special handling applies to applications and other program events that occur for which the
application status has been set to “Special Handling” and the event status has been set by
FAS to "Pending by FAS". Pending by FAS indicates that an event status was, at some point,
set to “Refer to FAS” or “Disapproved” and that FAS has reset such status based on:

e adecision by FAS to override the “Refer to FAS” status
e results of appeal to FAS
e results of appeal to any Court of Appeals.

Note: Application status can only be set to Special Handling by FAS at any point for any
application.

Notification

When FAS sets an application status to Special Handling, an automatic e-mail with
instructions is generated and sent to the County Office for notification and processing. When
County Offices go into the TAAF software to approve applications that have been set to
Special Handling by FAS, the following notification screen will be displayed. CLICK “View
Notifications” under the Other Functions Menu.

TRADE

USDA. united States Department of Agriculture
=Sl Foreign Agricultural Service

| TAAF Home | About TAAF | Handbooks | H

ADJUSTMENT

ontact Us Exit TAAF Logout of eAuth

F M" Trade Adjustment Assistance for Farmers (TAAF)

Petitions

FPetitions Main

Mew Petition
Applications
Applications Main
Eullk Status Update
Search by Applicant
Payments

Payments Main

Reports

Cetail Reports
Summary Reports

Other Functions

Wiew MNotifications
Wiew Reason Codes

Add Reason Code

Logout of esuth

Welcome to the Trade Adjustment Assistance
for Farmers (TAAF) Web Application.

Please select an item from the menu at the left to begin.

You have 81 Notification(s) waiting

To wview and manage your Motifications, select the
Vview Notifications item in the Other Functions menu.

TAAF10COMO1

Last Modified: October 27, 2010 Back To Top ~

TALF Home | USDA gow |

Site Map | Pelicies and Links | FOILA | Accessibility | Privacy | Mon-Discrimination | Information Quality | FirstGow

USDa Intranet | FAS Internet | FSA Internet | FSA Intranst

| white House
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Notice PS-684
3 Special Handling (Continued)

B Notification (Continued)

The following is an example of the Active Notifications Screen that will be displayed.

USDA United States Department of Agiculture .—-ﬂ ADJUSTME
@l Foreign Agricultural Service v “ o

TRADE

For Farmerss

3 =

| TAAF Home | About TAAF | Handbooks | Help | Contact Us | Exit TAAF

State: Kansas County: Ford
Active Notifications

Applications Date: May 12, 2011

Applicaticns Main

Welcome, Erin Huston

User Role: FSA User

- Application Mumber 20-057-00001 under Petition Number 2010888 has been placed
Mew Application in 'Special Handling’ status by FAS.,

Search by Applicant Special Handling Instructions:
Disapproval Letters
e Appeal overturned.

Dismiss |

Mailing Labels

Date: May 12, 2011
An Event for Application Mumber 20-057-00001 under Petition Mumber 2010888
has been reset to 'Pending by FAS' status.
Event: Initial Training
Notes/Instructions:

s Appeal is overturned. Put in approved status.

Other Functions
: L Dismiss |
View Notifications

Change County

Logout of efuth TAAF10COMZ1
Last Modified: October 27, 2010

Back To Top ™

TAAF Home | USDA.gov | USDA Intranet | FAS Internet | FSA Internet | FSA Intranst
Site Map | Policies and Links | FOIA | Accessibility | Privacy | Non-Discriminaticn | Information Quality | FirstGov | White House

5-31-11 Page 23



Notice PS-684

3 Special Handling (Continued)

B Notification (Continued)

5-31-11

County Offices shall then go to the TAAF Applications Main Menu and search for
applications in the “Pending by FAS” status. CLICK “Events” for the appropriate
application.

USD United States Depaitment of Agicullure ﬂ Am[;ﬁgTMENT
&l Foreign Agricultural Service q‘ i

P P S I e B S EmERE

TAAF Menu TAAF Applications

Waelcome, Pater Burr
User Role: FAS Natl User

Display Filter

Petitions

B } Display only Applications matching the following criteria:
Fetitions Main

Mew Petition Fiscal Year: |201U 'l

Applications Petition: |-F~.II Petitions - j

Applications Main State: IKEHSES j {New selaction generates page refresh)

F Seleck a State ko which returned Applications should be

Eulk Status Update County: fimited

Status: |—f9~.II Statuses - j
il Update Display | Detail Display |
Payments Main

Search by Applicant

Reports One Application found.
Detail Reports Current Sorting: Petition Number {Ascending)
Summary Reports m Application 5 Received § Status e

2010838 20-057-00001 02 Mev 2010 Approved m Editl IEvents

One Application found.

Other Functions

View Notifications
iew Reason Codes
Add Reascn Code

Logout of eauth TAAF10APPO1
Last Modified: October 11, 2010 Back To Top

TAAF Home | USDA.gov | USDA Intranet | FAS Internet | FSA Internet | FSA& Intranet

Site Map | Policies and Links | FOLA | Accessibility | Privacy | Non-Discrimination | Information Quality | FirstGov | White House
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3

C Status Updates for Special Handling

5-31-11

Notice PS-684

Special Handling (Continued)

USDA United States Depatment of Agriculture
—

@l Foreign Agricultural Service

I

TAAF Menu

Welcome, Erin Huston
User Role: FSA User

Applications

Applications Main

New Application
Search by Applicant
Disapproval Letters

Mailing Labels

Other Functions

View Motifications
Change County
Logout of eAuth

State: Kansas

Application Events

Application Number: 2010888-20-057-00001

Application Status: Special Handling View Instructions |

County: Ford

6 Events found, displaying all Events.

Ewvent

1

2

3

Name
Application Review
Initial Training
Intensive Training
Trawvel Reimbursement
Initial Business Plan

Long-Term Business
Adjustment Flan

Status
Approved
Pending By FAS
Approved
Approved
Approved

Approved

6 Events found, displaying all Events.

Back to Applications Main

TAAFIDAPP15
Last Modified: Nowvember 15, 2010

Payment

R oo

[ octois Jf update |
 octais f update |
[ octois J update |

Back To Top ™~

TAAF Home | USDA.gov | USDA Intranet | FAS Internet | FSA Internet | FSA Intranet

Site Map | Policies and Links | FOIA | Accessibility | Privacy | Mon-Discrimination | Information Quality | FirstGov | White House

Once an application has been set to Special Handling by FAS, all events will be displayed in
the Application Events List. "Disapproved” or "Approved" statuses will remain as such; paid
applications will remain paid and will not be cancelled.

The following is an example of the list of events that will be displayed for the selected
application in Special Handling status.
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Notice PS-684

3 Special Handling (Continued)

C Status Updates for Special Handling (Continued)

5-31-11

When an application is put into Special Handling all the events are automatically created in
pending status. The pre-existing event status will remain. Each event can be approved in any
order. If a payment event (4, 5, or 6) is approved in Special Handling, no payment record is
sent to the Common Payments Framework or downstream to NPS. The actual payment will
have to be done outside of TAAF. Benefits are assigned to an application when one or any
event from 2 to 6 are approved. This is also the case for a regular application. When an
application, in Special Handling or regular, is approved from event 2 to 6, no other
application can be submitted for that applicant. Applications set to Special Handling by FAS
do not go to regular status if event 1 is put into pending status. County Offices can, however,
start a new application under a different petition as long as there is no other application
(Special Handling or otherwise) with an event 2 through 6 that is in approved status.

Note: There can only be 1 application, no matter the application status, for a given applicant
and petition.
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Notice PS-684

Special Handling (Continued)

C Status Updates for Special Handling (Continued)

5-31-11

When County Offices approve payable events for applications in Special Handling, the
system will bypass eligibility and common routines or CFFM event status determinations,
and allow for payment.

To update the event status for applications in Special Handling, CLICK “Update” next to the
applicable event on the Application Events Screen. The following Edit Application Event
Screen will be displayed and allow users to change the FSA Status to 1 of the following:

e "Approved”
e "Pending by FAS"
e "Referred To FAS".

g‘:sg& Uhnited States Depariment ol Agriculture A mﬁ;‘l‘h\i
@l Foreign Agricultural Service q Lol g

- > == I —
e S e S
TAAF Menu State: Kansas County: Ford

Velcame, Erin Huston Edit Application Event
User Role: FSA User

Applications

EpllEmians FiEn Application Number: 2010888-20-057-00001
New Application

. Event: Z - Initial Training
Search by Applicant

Disapproval Letters CFFM Status: P - Pending

Mailing Lakels #= ESA Status: IF'ending By FAS vl

MNotes/Instructions: F'ending By FAS
Referred To FAS

Update Event I Cancell

Appeal is overturned. Put

Other Functions

View Notifications

Change County

Logout of eAuth TAAF10APP14
Last Madified: November 15, 2010 Back To Tap

TAAF Home | USDA.gov | USDA Intranet | FAS Internet | FSA Internet | FSA Intranet
Site Map | Policiez and Links | FOILA | Accezzibility | Privacy | Mon-Dizcrimination | Information Quality | FirstGov | White House

Page 27



Notice PS-684
3 Special Handling (Continued)
C Status Updates for Special Handling (Continued)
Once the FSA Status has been changed, CLICK “Update Event” for the applicable event

displayed. The following screen will be displayed with a warning screen to verify the
updates. CLICK “OK?”, then “Back to Events List”.

USDA United States Department ol Agricullure
Sl Foreign Agricultural Service

T — S

For Farmers

r - TRADE
= = ADJUSTMENT
f"“ ASSISTANCE

TAAF Menu State: Kansas County: Ford

‘Welcome, Erin Huston
User Rale: FSA User

Applications

Edit Application Event

EElEELEns LEm Application Number: 2010888-20-057-00001
New fpplication

: Ewvent: 2 - Initial Training
Search by Applicant

Disapproval Letters CFFM Status: P - Pending
Mailing Labels ®= EGA Status: Im
MNotes/Instructions:
Appeal is overturned. Put in approved status.
Update Event | Cancel |
x

¥ | ouhave requested Event 2 be updated from 'Pending by FAS' to 'approved',
\f‘/} Are you sure?

QK I Cancel
Other Functions |

Wiew Motifications

Change County

Logout of efuth TAAF10APP14
Last Modified: November 15, 2010

Back To Top

TAAF Home | USDA.gov | USDA Intranet | FAS Internet | FSA& Internet | FSA Intranet
Site Map | Policies and Links | FOIA | Accessibility | Privacy | Non-Discriminatien | Information Quality | FirstGoyv | White House

5-31-11 Page 28



Notice PS-684

4 Processing Payments Through NPS, Common Payments Reporting, and Additional Batch
Process Errors

A Certifying and Signing Payments Through NPS

When County Offices are preparing to certify and sign payments in NPS, it will be necessary
to have the Application Details print out as described in subparagraph 2 B. County Offices
shall check the Common Payments Reporting system to ensure that payments have been
submitted for that particular payment being disbursed through NPS.

B eFunds Requests
County Offices shall request additional funds through their State Office. State Offices shall
send an e-mail to Danielle Cooke, PSD, at danielle.cooke@wdc.usda.gov, identifying the

reason, county, and amount of funds needed. After PSD provides notice that the funds are
available, payments can be processed.
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Notice PS-684

4 Processing Payments through NPS, Common Payments Reporting and Batch Process

Errors (Continued)

C SCIMS Batch Process Errors

The following SCIMS batch process error can be encountered during the initial batch process.

e Last Name/Business Name
Note: Assumed to be a:

e Dbusiness name, if a first name is not specified
e last name, if first name is specified

e  First Name, if specified

e Middle Name, if specified

Note:  Must not be specified, if first name is not
specified.
e TaxID

e Tax ID Type Code.

For the following address fields, the match is against the
address associated with the Customer’s Legacy Link in the
applicant’s State/county:

Note: If the applicant does not have a Legacy Link in

that County, there is no match.
e Mailing Address
e City Name
e State Abbreviation
e ZIP Code (5-digit)

e ZIP Code Plus 4, if specified, and if the value given is
not ‘0000 or *9999’.

County Office
Error Application Number Notification Action
The application cannot be created because an exact match | “Reserved” in the County Office will | Application must be
cannot be found in SCIMS for the applicant information database, be notified re-entered using the
listed in the record. To be considered a match, the automatically same application
following fields must all match exactly: through TAAF. number through the

Correct Load Error
Screen.

5-31-11
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Notice PS-684

Processing Payments through NPS, Common Payments Reporting and Batch Process
Errors (Continued)

C SCIMS Batch Process Errors (Continued)

When County Office users receive the SCIMS error notification, the “Correct Load Error”
menu option becomes available on the TAAF Menu, under "Applications™. Users shall
CLICK “Correct Load Error” to select the existing reserved application number and
re-enter the application matching the correct producer in SCIMS.

The following is an example of the Correct Load Error Screen option.

USDA United Slates Depariment of Agriculiune TRADE

i — ‘ ADJUSTMENT)|
s Foreign Agricultural Service q i

PR W = LW TS e P

TAAF Home About TAAF Handbooks Help Contact Us Exit TAAF gout of eAuth

TAAF Menu State: Louisiana County: Winn
Welcome, Sherry Henson
User Role: FSA User

Applications — —
* Petition- Application Number: I Select a Petition-Application Mumber j

Applications Main | A

12011144-22-127-00003
2011144-22-127-00002

Correct Load Error - Select Application

on Number =

New Application

Correct Load Error

Search by Applicant
Disapproval Letters
Duplicate Application Numbers

Applications with the following Petition-Application Numbers could not be
loaded because they duplicate existing TAAF Applications:

o 2011001-22-127-00001

Mailing Labels

Other Functions

View Notifications
Change County

Logout of efuth TAAF10APP11
Last Modified: January 27, 2011 Back To Top ™
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