UNITED STATES DEPARTMENT OF AGRICULTURE _
Farm Service Agency Notice FI-3052
Washington, DC 20250

For: State and County Offices

Financial Services Report for Customers Without Active Direct Deposit Elections
Approved by: Associate Administrator for Operations and Management

(o B (o

County Offices are required, according to 63-FI, subparagraph 23 B, to mail an annual
disclosure letter to payment recipients who are not actively enrolled in direct deposit. The
disclosure letter explains the alternative payment methods available for receiving future
payments.

1 Overview

A Background

After payment centralization, County Offices were unable to easily determine which payment
recipients should receive the disclosure letter. A new Financial Services report in the
Financial Web Application Data Mart (FWADM) has been developed that lists customers
without an active direct deposit enrollment who should receive the disclosure letter.

B Purpose
This notice:
¢ reminds County Offices of the requirement to send an annual disclosure letter for
Treasury check recipients between July 1 and July 15, and extends this year’s deadline

for mailing the disclosure letter to August 15, 2011

e announces the new Financial Service report available in FWADM to identify customers
without active direct deposit election that are receiving payments.

Disposal Date Distribution

December 1, 2011 State Offices; State Offices relay to County Offices
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Notice FI-3052
1 Overview (Continued)
C Contact

If there are questions about this notice, State Offices shall contact the appropriate office
according to the following.

Issue Contact

Policies in this notice. Either of the following:
e Yanira Sanabria by either of the following:

e e-mail to yanira.sanabria@wdc.usda.gov
e telephone at 703-305-0969

e Sue Tolle by either of the following:

e e-mail to marysue.tolle@kcc.usda.gov
e telephone at 816-926-5965.

Requesting FWADM access. |Connie Saulka by either of the following:

e e-mail to connie.saulka@kcc.usda.gov
e telephone at 816-926-2852.

7-18-11 Page 2



mailto:yanira.sanabria@wdc.usda.gov�
mailto:marysue.tolle@kcc.usda.gov�
mailto:connie.saulka@kcc.usda.gov�

Notice FI-3052

2 Requirement to Mail Disclosure Letters

A Policy on Direct Deposit

7-18-11

DCIA mandates that Federal payments, other than payments under the Internal Revenue
Code of 1986, must be made by an EFT mechanism unless the Secretary of Treasury grants a
waiver. The Secretary of Treasury granted a waiver of the DCIA requirement if the
individual determines, at his or her sole discretion, that 1 of the following conditions exist:

e payment by EFT would impose a hardship because of physical or mental disability

e the individual faces a geographic, language, or literacy barrier to receiving payment by
EFT

e payment by EFT would impose a financial hardship.

A payment recipient may submit FFAS-12 to invoke a waiver or contact the County Office to
request that the waiver be invoked.

Annually Notifying Check Recipients of Payment Alternatives
State and County Offices are required to mail a disclosure letter for payment recipients
without a direct deposit election, including payment recipients with an EFT waiver on file

between July 1 and July 15 annually. The disclosure letter:

e explains the alternative payment methods available for recipients to receive future
payments

¢ shall not be modified from the example in 63-FI, subparagraph 23 C, except to include
the name and telephone number of the State or County Office mailing the letter.

Note: This requirement applies only to payment recipients who received their most recent
payments by Treasury check. If the last FSA payment was issued more than 2 years
ago, the letter is not required.

Identifying Customer Requiring the Disclosure Letter

The FWADM report, “Customer Without Active Direct Deposit Receiving Payments,” was

developed to identify payment recipients in the current FY and the prior FY who do not have
an active direct deposit election in FSA Financial Services.
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Notice FI-3052
3 Accessing FWADM Reports for FSAFS
A Accessing FWADM Reports
Access FWADM according to the following.
Note: For Hyperion access, users must completed FSA-13A to request access to datamart

group, “FWADM?”. FSA-13A must be submitted to the State Security Liaison
Representative (SLR). SLR will submit to security.

Step Action
1 [Access the FSA Intranet Home Page at http://fsaintranet.sc.egov.usda.gov/fsa/.
2 |Under “Links”, CLICK “FSA Applications”.
3 |Under “Common Applications”, CLICK “FSA Data Marts”.
4 | On the FSA Data Warehouse Home Page, CLICK “Hyperion Data Marts”.

FS A Dete Wwshonsl =

Data Warchouse News and Updates

IT
%‘Eds Click here to view planned or unexpected changes/outages/alerts

FSA has now completely upgraded to the Hyperion Read Impertant Information for:

reporting too. Brio has been disabled. Hyperion software

should have been installed on your PCs. Please click on the States that use FSA State/County Data Mart
link: titled Navigation through Hyperion' on the right for Federal Non-Federal Financial Reports
instructions to access a data mart.

States and Large Offices using all other Data Mart

Hyperion will have a different look from the Brio Web page Reports

datamarts, the reports themselves have not changed.

NOTICE! General information that applies to all data marts may be Navigating throush Hyperion
* displayed in this area from time to time. Please refer to this

“fou are entering an Cfficial ft
United States Government Screen otten. #
System, which may be used
only for authorized purposes. Click on the link to the nght titled Hyperion Data Marts' and
et L LR | nrovide vour Eauth 1d and password to enter Hyperion.
any information stored on this b b
systemn may result in aiminal
prosecution. The Government
m itor and audit usage of
and all persons are
y ied that use of this
systemn constitutes consent to
such meonitoring and auditing.

Hyperion Data Marts o —

F354 Intranet Applications Pa

5 |On the eAuthentication Warning Page, CLICK “I agree”.
6 |On the eAuthentication Login Screen, enter the eAuthentication user ID and
password and CLICK “Login”.
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Notice FI-3052

Accessing FWADM Reports for Financial Services (Continued)

A Accessing FWADM Reports (Continued)

Step Action
7 |On the Hyperion Data Mart Root Folder Listing Screen, under “Root”, click the
“FWADM Data Mart” folder.

]
FSA - Production - Hyperion Parformance Suite 8.5 SP3 §°§

Hyperiom

BROWSE  PREFERENCES HELP
JE= )1 o e -

_] Debt Management Data Mart
1 FSA State Office Data Mart
1 FWADM Data Mart

_1 General Sales Manager Data Mart FSA Hyperion Requirements

Sep 6 2006 8:294M

=N

0¢

(= =

0¢

il 72006 9:56 AM

Hyperion Intelligence Data Analysis and Report Guide

Aug 25 2006 10:06 AM E pdf

B Viewing FWADM Reports

The following is an example of the FWADM Data Mart Screen. CLICK “Financial
Services Reports” to view financial services customers without active direct deposit
receiving payments.

J
FSA - Production - Hyperion Performance Suite 8.5 SP3 §°§
Hyporiom

BROWSE _prercRences

= Root

& PWADM Data Mart
_1 eFunds Reports
_ Executive Summary Reports

1 Financial Services Reports #

Sl Jobs New Folder Structure

. : . Reports are now contained within sub-folders. Please reference
1 national Receipts and Receivables System Reports this cocument for a fisting of each FWADM Report-and the foldk
| FPayment Reports i wiich it i contained,

May 28 2010 2:39FPM doc
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Notice FI-3052

Accessing FWADM Reports for Financial Services (Continued)

B Viewing FWADM Reports (Continued)

The following is an example of the FWADM Data Mart Screen. CLICK “Customers
Without Active Direct Deposit Receiving Payments” to view the Financial Services report

available.

=a Root
] FWADM Data Mart

r Financial Services Reports
-

FSA - Production - Hyperion Performance Suite 8.5 SP2 2°3
0

Hyperio

BROWSE  PREFERENCES HELP

00 B sox | e

Assignment by Program

Digplays assignment by program or by program category for 3 specified State/County location.

Mar 72011 1:48PM B2 pgy

Customer Account by Bank Routing Number
Displays 2 fist of all customer bank accounis assogated with  bank roufing number for 2 specified State/County
location.

Mar 72011 1:48PM B2 pgy

Customer Profile
Displays a fist of Bankruptcy or Other Agency Offset active flags for 2 spedified State/County location.

Mar 72011 1:48 M E? by

Customers Without Active Direct Deposit Receiving Payments

Jun 152011 428 PM B pgy

Note: See Notice FI-3048, paragraph 2 for complete FWADM logon and accessing
FWADM Reports instructions.
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Notice FI-3052
4 Processing the “Customers Without Active Direct Deposit Receiving Payments” Report
A Customers Without Active Direct Deposit Receiving Payments Request Screen

After selecting the Financial Services reports in FWADM, select the Customers Without
Active Direct Deposit Receiving Payments Report. FWADM will ask for the user ID and
password used in FWADM, commonly referred to in State and County Offices, as “CA User
ID”. After successfully logged into FWADM, the Customers Without Active Direct Deposit
Receiving Payments - Limit Screen will be displayed. The user shall select the State and
County and CLICK “Process Query” to upload reports.

Alabama
Alaska
American Samoa

Arizona
Arkansas Process Query
California

Cannecticut

Delaware LI

Note: Because of the volume of activity, the user may only select 1 State and county to
query at a time.

7-18-11 Page 7



Notice FI1-3052

4 Processing the Customers Without Active Direct Deposit Receiving Payments Report

(Continued)

A Customers Without Active Direct Deposit Receiving Payments Request Screen

(Continued)

After clicking “Process Query”, the message, “Processing Complete”, will be displayed when
CLICK *“OK? to display the following screen.

the query is completed.

Alabama

Alaska

Ametican Samoa
Arizana
Arkansas
California

Connecticut
Delaware

||

ADAMS
ALAMOSA
ARAPAHOE
ARCHULETA

i

The user can then CLICK “No DD by Customer”. The report will be current through the
“FWADM Last Load Date”, displayed on the top of the screen. The report identifies
customers by their names that have not completed a Direct Deposit election. These
customers will receive all payments by Treasury check.

Note: The report includes both customers and assignees that have a SCIMS legacy link to
the selected county.
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Notice FI-3052
4 Verifying Customers Without Active Direct Deposit Receiving Payments (Continued)
B No Active Direct Deposit Report by Customer

The following is an example of the No DD by Customer Report that will be displayed.

No DD by Customer

| I I I I I I
Customer Mame Producer [Tax ID Tax 1d Waiver Date  |Fiscal Year
:5 County Type of Payment

Count
N Emelia Dean 4| 100000000 5 Naone 2011
[ Gerry Duarte 4| oooocooooo 5 Mone 20§10
Anne Juniper 1| 000010000 5 Mone 2011
| Ella Lion g| 000030000 - E 093010 2011
Jon Mussier 2| 011100000 5 Mone 2010
B Alba Munez 1| 000220000 . onel 2010
| Tony Starbucks 1| 0010010000 5 0415410 2011
Elizabeth Start 2| 000330000 g Mane 2011

The following general identifying fields are on the report:

e “Customer Name”, the name as it appears in SCIMS (customers are listed in alphabetical
order by first name)

e “Producer County Count”, indicates the number of counties with whom the customer has
legacy links established

e “Tax ID”, the customer’s TIN
e “Tax ID Type”, identifies if TIN is a Social Security or employer ID number

o “Waiver Date”, displays the effective date that a hardship waiver was filed by the
customer, if applicable

e “Fiscal Year of Payment”, indicates the last FY in which a payment was made by check
to the customer.
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Notice FI-3052

5 County Office Action

A

7-18-11

Run FWADM Report

County Offices shall run the FWADM report to identify customers requiring the example
disclosure letter in 63-FI, subparagraph 23 C.

Preparing Disclosure Letters

County Offices shall prepare a disclosure letter to send to payment recipients without an
active direct deposit election. Include the applicable County Office name and phone number.
No other information may be changed.

Mailing Disclosure Letters

Mail the disclosure letters by August 15, 2011. Do not mail the letter to payment recipients
that FSA has determined cannot receive payment by direct deposit.

Examples:  Local depositary for CBS counties, county clerk’s office, NRCS, and bank
branch office that receives assignments.

Note: The July 15, 2011 deadline is extended to August 15, 2011.
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