UNITED STATES DEPARTMENT OF AGRICULTURE )
Farm Service Agency Notice SP-48
Washington DC 20250

For: FSA Offices

Enhancements to Correct TAA Payment Transactions

Approved by: Acting Deputy Administrator, Farm Programs

A

1 Overview

A Background

Enhancements to the TAA Program payment software have been developed by FSA to allow
County Office employees to correct data on applications in the TAA computer database.
When data changes are made that affect payments, TAA software uses the new data to
recalculate payment amounts.

In certain instances, payments may have to be cancelled and a new application entered and
processed.

Error corrections must be initiated by the user. The processing required to recalculate the
payment data, create receivables, and additional payments:

e is performed by the software
e are transparent to the user.

B Terms
In price support web-based programs, the:
e terms “correction” and “overpayment/underpayment” are basically the same

Note: A correction usually will result in an overpayment (with receivable) or an
underpayment (with additional payment), but not always. All of these conditions
are described in this notice.

e term “correction” applies to a user-initiated action that occurs after a transaction has
been passed to the National Payment System (NPS).

Note: If a transaction is still on the program side, changes can be made to that
transaction by using either “edit” or “cancel” functions, in which case neither an
overpayment nor an underpayment result.

Disposal Date Distribution
August 1, 2007 All FSA Offices; State Offices relay to County Offices
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Notice SP-48
1 Overview (Continued)
C Purpose
This notice informs State and County Offices of:

e the most common errors with steps required to correct them
e TAA software functions that are used to perform payment corrections
e examples of payment corrections.

D Contact

If there are questions or situations not addressed in this notice, State Offices shall contact
Joseph Doleski, PSD, by either of the following:

e e-mail at joseph.doleski@wdc.usda.gov
e telephone at 202-720-8401.

2 Canceling and Adding, Editing, Updating Quantity, and Subsidiary Data Correction
Overview

A Canceling Existing Payment Transactions and Adding New Applications
County Offices must cancel existing payment transactions and add new applications when:

e applicant names are wrong
e applicant ID numbers are wrong.

B Canceling Payment Transactions and Editing Existing Applications
County Offices must cancel payment transactions and edit existing applications when:

e petition numbers are wrong
e the wrong State and/or county were selected
e questions 7A through 7D were answered incorrectly.

C Updating Quantity

County Office shall use the new “Update Quantity” function when the quantity is wrong.
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Notice SP-48

2 Canceling and Adding, Editing, Updating Quantity, and Subsidiary Data Correction
Overview (Continued)

D Correcting Data in Subsidiary Files

County Offices correct data in subsidiary files when the net payment amount could change

because of

changes in subsidiary files.

Examples:  Following are example subsidiary file changes that may change the net

payment amount:
e celigibility flags
e AGI’s
e divorce affecting payment recipients
e entity structures (individual to partnership)
e entity type needs to be corrected.

3 Common Errors and Corrective Actions

A Corrective Action Options

8-17-06

County Offices should decide on corrective actions based on the following scenarios:

e wrong petition number (wrong commodity and payment rate) and payment already

signed in NPS
Step Action Result

1 | “Cancel” payment on the TAA System establishes receivable for

program side. payment made to applicant made
under wrong petition.

2 | Change application status to
“Pending”.

3 | “Edit” application and select new System:
petition number.

e generates new application with
correct petition number and copies
other data from old application

e disapproves old application.

4 | Change status of new application to System calculates new payment based
“Approved”. upon data from new petition.
5 | “Release” payment for new application
from TAA payment register to NPS
6 | Certify and sign payment in NPS
Note: A delay of up to 5 days after a payment is cancelled and the receivable released

from TAA payment register is recommended if a setoff is to be made with the

new payment.
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3 Common Errors and Corrective Actions (Continued)

A Corrective Action Options (Continued)

8-17-06

wrong applicant selected from Service Center Implementation Management System
(SCIMS) and payment already signed in NPS

subsidiary files for correct applicant.

Step Action Result
1 | “Cancel” payment on TAA program side. | Receivable is established for
payment made to wrong applicant.
2 | Update all required eligibility and

applicant to “Refer to FAS” for
disapproval.

3 | Add new application for correct applicant.
4 | “Approve” new application. System calculates payment on new
application.
5 | “Release” the payment for the new
application from TAA payment register to
NPS.
6 | Certify and sign payment in NPS.
7 | Change status of application with wrong
applicant to “Pending”.
8 | Change status of application with wrong

wrong quantity - quantity entered too low or too high (see subparagraph 5 G) and
payment already signed in NPS

Step Action Result
1 | Change the quantity on the System recalculates payment and if:
existing paid application using
“Update Quantity”. e overpaid, generates receivable due for
overpayment amount
e underpaid, generates additional payment.
2 | “Release” updated over/under
payments from TAA payment
register.
3 | Certify and sign payments or
receivables in NPS.
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3 Common Errors and Corrective Actions (Continued)

A Corrective Action Options (Continued)

8-17-06

wrong State and/or county - user selected wrong State and/or county when entering
FSA-229 and payment already signed in NPS

Step Action Result

1 | “Cancel” payment on TAA program | System generates receivable for entire
side. amount.

2 | “Change status” or ensure that the
status of FSA-229 is “Pending”.

3 | “Edit” information for correct
state/county.

4 | “Approve” FSA-229. System calculates payment using new

State/county.

5 | “Release” payment for FSA-229
with updated State/county from
TAA payment register.

6 | Certify and sign in NPS.

wrong 1D number entered for applicant and payment already signed in NPS

Step Action Result
1 | “Cancel” payment on TAA program | System creates a receivable for the
side. incorrect application for 1D actually paid.
2 | Update all required eligibility and
subsidiary files for correct ID
number in SCIMS.
3 | “Add” a new application for
applicant with correct ID number.
4 | “Approve” new application. System calculates payment for new
application.
5 | “Release” payment for new
application with correct ID number
from TAA payment register to NPS.
6 | Certify and sign in NPS.
7 | Change status of application with
wrong ID number to “Pending”.
8 | Change status of application with
wrong ID number to “Refer to FAS”
for disapproval.
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3 Common Errors and Corrective Actions (Continued)

A Corrective Action Options (Continued)

e data in subsidiary files needs to be corrected (changed data in other systems/processes
after entering FSA-229 in TAA) and payment already signed in NPS

Step

Action

Result

1

Correct data in subsidiary and | System:

eligibility files.

calculates payment difference for applicant
based on new subsidiary and eligibility data

generates receivable (for overpayment) or
additional payment (for underpayment).

Release newly calculated
over/under payment from
TAA payment register to NPS.

Certify and sign in NPS.

e application, questions 7A through 7D answered incorrectly (such as CSREES training
not complete) and payment already signed in NPS.

Step

Action

Result

1

“Cancel” the payment on TAA
program side.

System calculates receivable for entire
amount of payment.

2

Change status of application to
“Pending”.

3

“Edit” application and correct
answers to application, questions
7A through 7D.

System will not allow status change to
“Approved” if answers to application,
questions 7A through 7D make the
applicant ineligible for payment.

Change status of application with

corrected answers to “Refer to FAS”.

FAS “Disapproves” application.
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Notice SP-48

4 Accessing TAA Software

A Accessing TAA Application Process Welcome Page Modules

8-17-06

The following table provides steps for accessing TAA main page modules.

Step

Action

1

Access the FSA Intranet site at http://intranet.fsa.usda.gov/fsa.

2

CLICK “FSA Applications” under “Links” on the left side of the FSA Intranet web

page.

USDA urited States Deparimentot Agrcutre
@ Farm Service Agency (FSA) Intranet Tuesday March 28, 2006

Search

FSA Intranet
o

Links In the Spotlight
FSA Applications

!

« A Conversation with Teresa Lasseter "™

« Administrator Welcomes New Committee Members
o AskTeresa

- s Competitive Sourcing Updates
mm* CMIH{ « Magic Merlin Self Service
Other Related Links s USDA Military Families

Notices and Directives

FLP Procedure Natices (PN's)
Handbooks

« MNotices

Organizations

State/County - Name & Address List
Weekly Checklists

Forms, Publications, and Supplies

On the FSA Applications page, navigate to Price Support, scroll down, and CLICK

“TAA-Trade Adjustment Assistance”.

T —— | e, T L -
h FSA Applications

Links Commaon Applications Conservation
» eForm (Fmployer site to » Conservation On-Line
prociss wForms) System
» eRep » CRP Soils Database
+ eRep Report Management System
« TCAMS » HELC/Wetlands Program
E » Fed Traveler
- — « F5A Data Marts Farm Loan Programs
Other Related Links » LRA Site (Identity Proof
custamer) « Farm Lean Programs
+ SCIMS Systems
« SCIMS Link Manager .
o Subsidiary Price Support
» 7003 Tax Rooklet R
« 2004 Tax Rooklet « Colton Information Center
« WSRS- TF, Work Status + ¢DDAP - Dairy Disaster
Report System- Internat Assistance Payment
Fnabled Program
. cLl|!I'_ = Electronic Loan
P - Deliciency Payments
Administrative .
Anplications « eEWE - Electronic Lamb
Aplic a Replacement Retention
. Prograrm
= COC Elections « Peanul Program
» COC State AQ Reports « Sugar P
» COC Replacement o T

» Customer Service Card
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4 Accessing TAA Software (Continued)

A Accessing TAA Application Process Welcome Page Modules (Continued)

Step Action
4 | TAA Application Process Welcome Page should be displayed as follows.

USDA United Stales Department of Agriculture
’)"_‘ Foreign Agricultural Service - Trade Adjustment Assistance (TAA)

IR

Welcome to the Trade Adjustment Assistance
Application Process

Please select an item from the links on the left.

TAA Application Process Welcome Page provides links to allow the user to
perform the following application module functions:

e Add - enter and confirm entries for new application’s (see subparagraph 5 A)
o Edit - edit existing application’s to correct errors (see subparagraph 5 B)

e Update Quantity (new function for corrections) - to correct a quantity error
for application’s in “Pending” or “Paid” status (see subparagraph 5 C)

e View - view an application already successfully entered into the TAA database
(see subparagraph 5 E)

e Change Status - now only allows change of status of an application in the
database from pending to approved, pending to refer to FAS, or approved to
pending (see subparagraph 5 F)

e Disapproval - print disapproval letter after FAS disapproves applicant (not
used in payment corrections)

e Reports - generate reports of applicants entered into Database (see
subparagraph 5 G)

e Payments - go to TAA payments module (see subparagraph B).
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4 Accessing TAA Software (Continued)

B Accessing TAA Payments Module

8-17-06

The following table provides steps for accessing TAA payments module.

Step

Action

1

CLICK “Payments” link on TAA Application Process Welcome Page to access TAA
payments module.

United Stales Department of Agriculture
Foreign Agricultural Service - Trade Ad]ustment Assistance (TAA)

'4=§

=
Local Offu:es

Trade Adjustment Assistance

Welcome to the Trade Adjustment Assistance

Payment Process
Please select an item from the links on the left.

Ai atien | USDAgo \F Sen Ag y[FSA)\USDAI& x\F sign Agricultural Service (FAS)
FO]MA b\tystt nt | Privacy Palicy \ mation Qual w\ et \me

Functions included in TAA payments module are as follows:
e Accumulate - acquires data for payment reports (see subparagraph 6 A)

e Release - permits release of payment data to NPS for certification and signing (see
subparagraph 6 B)

Note: User can CLICK “Details” for each applicant listed and view Release Payments
Detail Screen to determine where any payment reduction occurred, if any.

e Cancel (new function) - cancels a payment before or after a payment is issued (see
subparagraph 6 C)

e Reports - provides payment reports (either a list or individual applicant) and payments
(see subparagraph 6 D)

o Applic Details (new function) - provides individual payment details and reason why
payment reduced (see subparagraph 6 E)

e Choose Year - current FY of payment is default, but can be changed to prior FY’s for
the session (see subparagraph 6 F)

e Application - returns user to TAA Application Process Welcome Page (see
subparagraph A).
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5 Using the Adding, Editing, Updating Quantity, Viewing, Changing Status, Paying, and
Reporting Functions

A Adding New FSA-229’s - Corrections That Require Adding FSA-229’s to the TAA
Database (See 1-SP, Paragraph 86)

The following table provides steps for adding FSA-229’s because of corrections.

Step Action
1 | CLICK *“Add Application” on TAA Application Process Welcome Page.

USDA United States Depariment of Agriculture
Z8 Foreign Agricultural Service - Trade Adjustment Assistance (TAA)

What's New

Trade Adjustment Assistance

_- Add Application
Welcome to the Trade Adjustment Assistance

Application Process

Please select an item from the links on the left.

TAA Information | USDA.qov | Farm Service Agency (FSA) | USDA Intranet | Foreign Agricultural Service (FAS)
FOIA | Accessibility Statement | Privacy Palicy | Mon-Discrimination Statement | Information Quality | FirstGou | White House
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5 Using the Adding, Editing, Updating Quantity, Viewing, Changing Status, Paying, and
Reporting Functions (Continued)

A Adding New FSA-229’s - Corrections That Require Adding FSA-229’s to the TAA
Database (See 1-SP, Paragraph 86) (Continued)

8-17-06

Step

Action

2

Enter Applicant Tax ID and ID Type (or CLICK “Applicant Search” to select
from SCIMS database). The following core information must be loaded when
adding an FSA-229 to TAA database on the New Application — Add Core
Information Screen:

e applicant tax ID and type from drop-down box (or CLICK “Applicant
Search” to select from SCIMS database)

e e-mail address, if available

e petition number from drop-down box

e production quantity

e State and county code for applicant if multi-County Office

e date applicant signed original, hard-copy FSA-229

FSA-229, questions 7A through 7D.

Note: All other data fields not listed here are auto-filled by the system.

lm Lmvied St eparent o Ao
Sl Foreipn Agricultural Service - Trade Adjustment Assistance (TAA)

~ ——af¥ I T W i
i BB
o] [vnars o] [eorme] focar o] [i] [comtotve [ogou

] -
New Application - Add Core Information

gk au Ity

When data entry is complete, CLICK “Submit Application” button at bottom
of screen to save application to the database. On the Add Application
Confirmation Page that displays, scroll to the bottom and CLICK “OK” to
save the application.
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5 Using the Adding, Editing, Updating Quantity, Viewing, Changing Status, Paying, and
Reporting Functions (Continued)

B Editing
When editing application data, be guided by the following:
e the user cannot edit the following:

e applicant tax ID
e applicant tax ID type
e items:

1A. Name and Address of Producer

1B. Telephone No.

1E. Crop Year

1F. Commodity (description)

3. Application Number (system assigned)

Note: If user changes the petition number, the system will assign both items:

e 1E. Crop Year
e 1F. Commodity Description.

e the user can edit the following:

1D. E-mail Address

automatically assigned petition number for application submitted

1G. Production

2C. Date (mm/dd/yyyy), date applicant signed original, hard-copy FSA-229
4. State Code, based on applicant’s record in SCIMS

5. County Code, based on applicant records in SCIMS

7A. through 7D.
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5 Using the Adding, Editing, Updating Quantity, Viewing, Changing Status, Paying, and
Reporting Functions (Continued)

B Editing (Continued)

8-17-06

e the following table provides steps for FSA-229 corrections.

Step Action
1 | Cancel the paid transaction using the “Cancel” function under TAA payments
module (see subparagraph 6 C).
2 | Change status of the application from “Approved” to “Pending” (see
subparagraph 5 F).
3 | CLICK “Edit Application” and enter the:
e petition number
e producer name
e State and county for applicant from drop-down boxes (Selection list of States
and counties is based upon SCIMS records for producer).
? Fnrelgn&gmu:gal:a-Tzadlmsmmtnsslmagmi- e
_ﬂ- === —a’-ﬁ"@;ﬁ §-==
4 | CLICK “Edit” under the Select column to select the applicant to be edited on
the Select Application Screen.
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5 Using the Adding, Editing, Updating Quantity, Viewing, Changing Status, Payments, and
Reporting Functions (Continued)

B Editing (Continued)

Step

Action

5

Refer to this subparagraph to determine data that can be edited. If the applicant has
been paid, you must cancel the payment to create a receivable first (see
subparagraph 6 C).

On the Edit Application — Change Core Information Screen, the system will auto-fill
(from the petition):

e cCrop year
e commodity description
e commaodity unit of measure

Scroll down the screen using the right scroll bar; edit any remaining data, including
questions 7A through 7D, and CLICK “Save Changes” to save the new data.

USDA, 1 e ot of agecsos
SR Forelgn Agricultural Service - Trade Adjustment Assistance (TAZ)

RN
- =
Homa

TAK Modules Edit Application - Changa Cora Information |+
Aok a0

123456789
E

Petal Farms
Ripley, NC 12345

Scroll to the bottom of the Edit Application Confirmation Page and CLICK “OK”
to save the edited application.

8-17-06
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Using the Adding, Editing, Updating Quantity, Viewing, Changing Status, Payments, and
Reporting Functions (Continued)

C Updating Quantity

8-17-06

The following table provides steps for updating FSA-229 quantities.

Step

Action

1

CLICK “Update Quantity” on TAA Application Process Welcome Page.

Note: ItiIs not necessary to Cancel the payment first, even if paid.

2 | Obtain a list of applications to update the quantity by doing the following:
e selecting a petition number
e selecting a state and county
e CLICK “Submit” button.
Note: Update quantity can only be used on “Pending” or “Paid” applications.
3 | CLICK “Select” to select the FSA-229 to update the quantity in Select column.
4 | Scroll to the bottom of the screen to see New Quantity Value field and enter new

quantity data.

CLICK “Update Quantity/Value button.
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Notice SP-48

Using the Adding, Editing, Updating Quantity, Viewing, Changing Status, Payments, and
Reporting Functions (Continued)

C Updating Quantity (Continued)

Step

Action

5

A confirmation screen is displayed after updating quantity.

P ——
% Faneign Agricultural Sarvice - Trace Adustment Assistance TAR)

® : - Ty o

A=

Fradution (uantity mar vercessiuly vpdated far.
Ainplcation # 45

Peation & PROIAINO20

CLICK “OK” to continue.

CLICK “Applic Details” to see how the quantity reduction causes a change in
Balance Remaining (dollar amount in parenthesis indicates overpayment).

Note: User must wait for a successful nightly batch process to run after updating
quantity to see the update in “applic details”.

AL -
D Producer Rieluse PaymentT: 1 Signed: 01/14/200
Gross

oas Obdgation:
Obligation after Retusal, Eligibility, TAA Limitation:
obligation after Counter Cychical Limitation:
obligation after Combiined TA Limation:
oligation alter Combined Counter Eychal Limitation:
abligation after Component Paymerd Refusal;
abligation alter Procation:
Paid Amounts

Batance Remaking:

CLICK “OK” to continue.
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5 Using the Adding, Editing, Updating Quantity, Viewing, Changing Status, Paying, and
Reporting Functions (Continued)

D Payments

The following table provides steps for releasing TAA payments.

Step Action

1 | CLICK *“Release” payments function on TAA Payments Module Screen.

Release Payments - 2004

Summary of Applications Available for Payment
Producer

o5 Origraal
Commodiy

[ A R T

CLICK “Details™ in right column to view applicant payment details before release
to NPS.

2 | Additional payment amounts, if any, or negative amounts will be listed in Balance
After Prior Payment column.

CLICK “Back” button to return to Release Payments screen in Step 1.

3 | CLICK “Release Payments” button on Release Payments screen in Step 1.
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5 Using the Adding, Editing, Updating Quantity, Viewing, Changing Status, Paying, and
Reporting Functions (Continued)

D Payments (Continued)

Step

Action

4

A confirmation screen displays after user releases a negative payment (receivable).
The interface appears the same as when under payments are generated. The
overpayments processing takes place “behind the scenes”.

3 TAR Pupwars Primcems oo bl afbont Pupresens b 1sas ota1 et [ apioas

- )

CLICK “OK” to continue.

E Viewing

To view a list of applications, CLICK *“View Application” function on TAA Application
Process Welcome Page to provide a list of applications in the database. Select by any of the

following:

e petition number
e State

e county

[

applicant’s last name.

Note: No editing is allowed in the view function. Scroll to bottom of the application and

8-17-06

CLICK “Printable format” to get a printed copy.
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5 Using the Adding, Editing, Updating Quantity, Viewing, Changing Status, Paying, and
Reporting Functions (Continued)

F Change Status

8-17-06

The following table provides steps for using the change status function.

Step Action

1 | CLICK “Change Status” function on TAA Application Process Welcome Page.

2 Enter:
e petition number
e producer last/business name
e State.
CLICK *“Submit” button.

3 Scroll to bottom of screen and view Current Status. CLICK down arrow in “New

Status” box to see selections available. The following 3 status options are allowed:
e “Pending”, application may be edited
e “Approved”, application can be processed for payment

e “Refer to FAS”, application is referred to FAS for disapproval (County Office
cannot disapprove an application).

Normally, not all of the status options are available for selection in the drop-down box
at any 1 time.

Example: “Pending” applications will have “approve” and “refer to FAS” available.

Note: Approved applications can be changed back to pending status to edit.

TAA Modules

After selecting the new status, scroll to the bottom of the page, CLICK “Save” button,
and then CLICK “OK” on the confirmation page.
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5 Using the Adding, Editing, Updating Quantity, Viewing, Changing Status, Paying, and
Reporting Functions (Continued)

G Reports

The Reports function provides lists of applications on file. To prepare reports of FSA-229’s
on file do the following:

e CLICK “Reports” function on TAA Application Process Welcome Page
e select the criteria for the report, based on the following:

application number

name and address

State and county

petition number

quantity

units

petition area

crop year covered

FY designated for payment.

These reports can assist in finding individual applications in the database for further
information and processing error corrections.
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Payments Module Options

A “Accumulate” Function for Summarizing Accumulated Payment Amounts for

“Approved” Applications

8-17-06

The following table provides steps for using the accumulate function under the payments

module.

Step

Action

1

CLICK *“Accumulate” under TAA payments module.

LISDA, =
=1 Fm'amn wwl!ual Bmm Trade Adpustmant Assistance [TAY)

= nre g . P TR |
Eﬂ- — s S| ]

Trade Adjusiment Assistance - Accumutsle Paymenl Chligation 3

Please Select Report Presentation Options:

Accurmulation Method

Application Status

CLICK appropriate radio buttons for Accumulation Method and Application Status

then CLICK “Create Report” button.

The following report will be displayed.

USDA Uniled Stales Department of Agriculture
-; Foreign Agricultural Service - Trade Adjustment Assistance (TAA)

TAA Modules

Approved Only Applications by Applicant
Report Created: 03/24/2006
Payment Obligation
Antram $7,650,00
Dillan $0.00
Harrett $0.00
Ghost $582.00
Adover $21,560.00
Rafaelll $10,000.00
32Partners $554.00
Hifall i $0.00
Lackawana $0.00
Isotherm $0.00
Rattler $2,770.00

CACT WALI W AR ACERCK T EYERI

w nnnnnnnn \usDAg |r Senice Ager nty(FSA)\LISDAl \r qu cultu \ A5)
romn ssibility Statement | Briu DI\HN Discriminstion Statem on Quslity | Fi ot \wn Hou

Applicants with $0.00 payments may be displayed because eligibility, AGI, or other

data is not correct and has caused the payment to be reduced to $0.00.
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6 Payments Module Options (Continued)

B “Release” Function for Multi-County Office Underpayments, Overpayments, and
Normal Payment Examples

The following table provides steps for using the release function under the payments module.

Step

Action

1

CLICK “Release” under TAA payments module.

2

In a multi-County Office, selection of a county for the release of payments is
required. CLICK down arrow to select the county from the drop-down list.

Please Select a County

CLICK “Submit” button.

All payments available for release to NPS are listed. Payment amount data may be:

e positive
e negative (red)
e $0.00

Note: CLICK “Details” to the right of application data to view payment data.

DA, et e st o oo

S Foreign Agricultural Servics - Trade Ad) Assl: (TAS}

Release Payments - 2005
Summary of Applications Available for Payment

Petition Producer Payment Grop Griginal

humiber e Amoumt  Year cnmmmitvnm"

[] wrassessisnmnumes sawus wa g [rreTrep—

LIST OF 3
PRODUCER
NAMES HERE

Select
Frveh Tl

i
il

.............

e,

rrrrrrr
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6 Payments Module Options (Continued)

B “Release” Function for Multi-County Office Underpayments, Overpayments, and
Normal Payment Examples (Continued)

8-17-06

Step Action
3 | Inthis example, the producer has already been paid, but is receiving an additional
payment because of a change in data affecting the payment calculations.
1508 o vk T
4 | In this example, a producer has received a previous payment and is now overpaid

(perhaps a quantity error was corrected). The software will generate a receivable
when the data is released from TAA to NPS based on the negative amount in the
Remaining After Prior Payment column.

Usm b Stk Srvar b o Sy
S Foreign Agricubtural Service - Trade Ad)

S

| TAA Modules Trade Adjusiment Assistance - Releasa Payments Detai &

e and Addeess of Contact Praducer:

RICKE, LINDA

Producer Name and Address here

amaiing Raswsning Bmarung Ronssming
At Alber  Aller  When Bemsiin e

s g Afer  Aftee TAA Cowter  Combsoed Comdsred Sedoed  After

Pember (AN jptdby Ueitsson Gyckcal | TAA  fyckeal  Paymest Proraien
Lmetabian Levstation lawitsten  Flected yriask

RITEE, LENDA $00, 002,08 § 10000 FAMABE BAVRRSE S0 00000 FAMABE $4 0000 basiann J0005e

Tatal Dum
Eatad Do

trigmal At by Al

g b it

B g
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6 Payments Module Options (Continued)

B “Release” Function for Multi-County Office Underpayments, Overpayments, and

Normal Payment Examples (Continued)

Step

Action

Obligation.

Usm v Sy Uria e Ay
S Foreign Agricultural Service - Trade Adjustment Assistance (TAS)

] |2 - i
e iy =
| —
oaThi fhat's New -Farms ocal Office:

Trade Adjustment Assisiance - Release Payments Delall s

s and Address of Contact Producer:
PRODUCER NAME AND ADDRESS DISPLAYED
HERE.

5 | In this example, the Remaining After Prior Payment is the same as the Original

recalculate the payment.

Usm e Saates aparimant of Agnculure
S Foreign Agricuttural Service - Trade Adjustrent Assistance (TAA)

EL_ e -——_'_"’"'W

SNEE

TAA Modules

Name and Address of Contact Producer:

Producer Name and
Address displayed here.

6 | Some payments may display as reduced to $0.00 because the producer may not have
met eligibility requirements, eligibility flags were not set, or PL was met.

Use the “Application Details” function to find out why the system reduced the
payment. When eligibility flags are set properly, the system will automatically

8-17-06
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Notice SP-48

6 Payments Module Options (Continued)

C

8-17-06

“Cancel” Function - Create Receivable

The following table provides steps for using the cancel function under the payments module.

Note: The cancel function now allows cancellation after signing.

Step

Action

1

CLICK “Cancel” under TAA payments module to begin the cancellation process.

Canceling after payment will create a receivable.

Note: The cancel function now allows cancellation of applications after signing in

NPS. This will generate a receivable for the entire amount paid.

Trace Adjustmant Assistance - Reguast C. 2
Request Cancellation of Specific TAA Payments

Selaction of &
payments mada for this application
Patition Numibar:

Application Numbssr:

Enter the petition number and application number and CLICK “Submit”.

specific Patstion and Application will result In the cancellation of all

The next screen displays additional data on the application to be cancelled,

including the producer name, commodity, and payment total that will be cancelled.

mada for this application,
Petition Numbar:
Application Humber:
Prodducer Name:

Commodity:

Cancallation Payment Total: 7000

Do you wish to cancel this payment _

Request Cancellation of Specific TAA Payments

Salection of a specific Patition and Application will result in the cancellation of all paymants

CLICK *“Yes” button to cancel the payment.
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Notice SP-48

6 Payments Module Options (Continued)

C *“Cancel” Function - Create Receivable (Continued)

Step

Action

3

The next screen displayed is the Confirmation Screen.

CLICK *“Yes” button to complete the cancellation.

A message screen will be displayed indicating whether the payment has been signed
and released through NPS. A receivable will be generated for the entire amount of
payment cancelled and sent to System 36. It may take 5 workdays before the
receivable will be available on the NPS system for offset.

CLICK “OK” on the message screen to continue.

8-17-06
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Notice SP-48

Payments Module Options (Continued)

D *“Reports” Function - Payment Reports as an Informational Tool

The following table provides steps for using the reports function under the payments module.

Step

Action

1

CLICK “Reports” under TAA payments module. Criteria are user selected.

Example: In this table, “County Report” was used to select this report. Enter
applicant Tax ID and CLICK “Applicant Report” button to view an

individual’s payments.

T ————
- Foreign Agricultural Service - Trade Adjustment Assistance (TAA}

Trade Adjustment Assistance Report Request i
Pay t Report Request - 2005

If specific ingquiry information is required, please enter the information in

the appropriate field and select the corresponding button. {Leave

infermation blank for summary reports):

nter spplcnt S—
Select Al -

State/County &1 {0

Select State | M1

Enter Petiticn |~

The report based on criteria selected will be displayed.

vt b Depariment o8 Mgty

US|
S Foreign Agricultural Service - Trade Adjustment Assistance (TAZ)

T R . S T

| TaA Madules Y Trade Adjusiment Assistance - Report Resulls g

Payment By County Report - 2005
Report Created; 07 /2272006
Commodity ire oayment Rate Cbligated Payment
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Notice SP-48
6 Payments Module Options (Continued)
E “Application Details” Function

The following table provides steps for using the application details function under the
payments module to see the reasons why a payment is reduced.

Step Action

1 | CLICK “Application Details” under TAA payments module. This report provides
details of the payment and specific reasons why a payment was reduced.

T —
- Foreign Agricultural Service - Trade Adjustment Assistance (TAA}

TAA Modules

SON, HARRIETT

PETAL, RON

Gross Obligation:
Obligation after Refusal, Eligibility, TAA Limitation: *
Obligation after Counter Cydical Limitation:

obliga ed TAA Limitation:

2 | Scroll to the bottom of the Payment Details Screen to see why the payment was
reduced to $0.00. In this example, there are eligibility issues.

Note: The Obligation after Refusal, Eligibility, and TAA Limitation is $0.00 with
an asterisk after it.

Sl - * G oSewch i P Dudtkced ¥ Owd -y Mgk - [

Usm Iried ey v e o Aty
- Foreign Agricultural Service - Trade Adjustment Assist

bility, TAA Limitation: *
yolical Limitatic

eel TAA Limitation:

ed Counter Cycical Limitation:

CLICK “OK” when done viewing the report.
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Notice SP-48
6 Payments Module Options (Continued)
F *“Choose Year” Function

The following table provides steps for using the choose year function to select the FY for the
payments user wants to work with under the payments module.

Step Action

1 | CLICK “Choose Year” under TAA payments module.

Welcome to the Trade Adjustment Assistance
Payment Process
lect an item from the links on the left,

Please sel

Payments have been processed for more than 1 FY. The default year is the current
FY. This function enables selection of a prior FY to process payments for prior
FY’s, if necessary.

2 | On this screen, use the down arrow and the drop-down box to select a FY.

CLICK “*Submit” button to change FY’s.

Note: After completing a session (such as changing the FY to a prior FY) and
logging off, the system will automatically default to the current FY'.
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