UNITED STATES DEPARTMENT OF AGRICULTURE _
Farm Service Agency Notice FI-3118
Washington DC 20250

For: State and County Offices

NPS Manual Handling Worklist for Deceased Producer Payments

Approved by: Associate Administrator for Operations and Management

(s B (e

1 Overview

A Background

NPS is a centralized, web-based payment processing application allowing payment requests
to be processed without regard to the platform the program application operates on.

Before implementing FMMI-R 4.7, the payee name validation was run by the mainframe
after the signing of the payment request to ensure words such as “Missing”, “Dead”, and
“Deceased” were not used. At this point, if the payee name was incorrect, there would be a
delay in the producer payment to correct the information.

With the release of FMMI-R 4.7, NPS will have the capability to verify when the producer’s
name contains words listed in Exhibit 1, before certifying payments. If present, NPS will
then display the payment in a new Manual Handling Step for the Service Center
representative to verify.

If the producer’s name is incorrect, the Service Center representative must update the name
in SCIMS, according to 1-CM, before processing the payment. The changes to the producer
name in SCIMS will then be automatically updated to Financial Services.

B Purpose
This notice provides instructions for verifying and/or changing the producer’s name that are
placed on the Manual Handling Worklist for Deceased Producer when specific words or
forms of words are part of the producer’s name. See Exhibit 1.
Disposal Date Distribution
May 1, 2013 State Offices; State Offices relay to County
Offices
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Notice FI-3118
1 Overview (Continued)
C Contacts

If there are questions about this notice, contact the appropriate person according to the
following.

Issue Contact

Software-related problems | Contact the National Help Desk at 800-255-2434 or
816-926-1552.

Note: Select option 3 for hardware and application software.

NPS policies in this notice | Contact 1 of the following:
e Jackie Pickens by:

o e-mail at jackie.pickens@wdc.usda.gov
o telephone at 202-772-6027

e Nancy Chapman by:

e e-mail at nancy.chapman@kcc.usda.gov
o telephone at 816-926-6971

2 NPS Login
A Logging into NPS
To login to NPS, perform the following:
e goto FSA’s Intranet Home Page at http://fsaintranet.sc.egov.usda.gov/fsa
e under “Links”, CLICK “FSA Applications”
e scroll down and under Financial Services, CLICK “Financial Applications”
e on FSA’s Intranet Financial Applications Screen, CLICK “National Payment Service”
e Security Alert dialog box may be displayed, CLICK “OK”
e eAuthentication Warning Screen will be displayed, CLICK “I Agree”
e eAuthentication Login Screen will be displayed, enter valid eAuthentication user ID and

password and CLICK “Login” or CLICK *“Login with my LincPass” to login with
Lincpass Certificate.
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NPS Login (Continued)

B NPS Welcome Screen

Notice FI-3118

The following is an example of the National Payment Service Welcome Screen. Under
“Payments” on the left, CLICK “Manual Handling Search”.

United States Department of Agriculture
USDA
ﬁ Farm Service Agency

NPS Menu

Disburse
Replacement

Payments
Payments Search

‘Manual Handling
Worklist

‘Manual Handling
Search

‘Certification Worklist
‘Signing Worklist
‘Resei Held Payments
Worklist

Sampling

‘Search

‘Sample Tasks
Certification
‘QOutside Sample
‘Disputed Payments

Go To

‘Financial Services
‘NRRS

eFMS

oLP

‘Financial Inquiries
E-Foms

elLDP

‘State Office Reporting
System

National Payment Service
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Notice FI-3118
2 NPS Login (Continued)
C Manual Handling

On the Manual Handling Worklist Search Screen, enter the applicable search criteria. Select
“Deceased Producer” from the “Payment Status” drop-down list.

United States Department ol Agriculture
USDA
ﬁ Farm Service Agency

National Payment Service

NPS Menu Manual Handling WorkList Search

— Search by County:

‘Disburse ) .

Replacement All required fields are denoted by an asterisk (7).

* County: [TX (48) - LUBBOCK (303) =

Payments N
Payments Search Issue Date: From {mmfddfywy}:ha;m;zmz To {mnﬁddfym}:h?;za;zmz
Manual Handling Payment |Deceased Producer | —

Worklist Status:
Manual Handling Additional & None

Search Criteria:
“Certification Worklist © TaxID:
'Signing Worklist [ [ssM (8) =l
+Reset Held Payments

e ¢ DUNS Number
Sampling - _
Search Program Alpha Code:
- Sample Tasks I
‘“Certification " Program Area:
Outside Sample [Select Program Area =
‘Disputed Payments © Reference:
Go To [select Code =
Financial Services " Reference Number: |
+NRRS
eFMS s Eg;eree_nce Number | To
“OLP 9 |
Financial Inquiries ;

Search | Reset | Exit

e [Seach | Roset | ]
eLDP Search by ID:
Plie Sl Be e Allrequired fields are denoted by an asterisk (7).

System * Payment ID: |

_Search | Reset | Ext|
NPS-WEB00S Back To Tap *
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NPS Login (Continued)

C

Notice FI-3118

Manual Handling (Continued)

The following is an example of the Manual Handling Worklist displaying the search results

for producers identified as being deceased producer. CLICK “Deceased Producer”.

Welcome .Jan Doe

3

(4
(4
(4
(4
(4
(4
 Sampling |
(4
(4
(4
(4
(4
(4
(4
(4
(4
(4
(4
(4
(4

USDA United States Department of Agriculture
ﬁ Farm Service Agency

National Payment Service

Your Request: State / County = TX (48) - LUBBOCK (303), Issue Date = From
06/01/2012 to 07/26/2012, Payment Status = Deceased Producer. Click here to
change search parameters.

Refresh

1.

2.

3.

4.

Deer Deadly TaxID: 111111111 S

Payment ID: 14159977 Amount ($): 120.00 State/County: TX (48)-
LUBBOCK
(303)
Program: UCC Issue Date: 07/18/2012

Primary AC - Secondary SN - b457
Reference: 548593485394 Reference:

v Bankruptoy 4r Beset Payment Processing
Other Agency Offset

Decessed Producer *—

James Delete Tax ID: 222222222 S

Payment ID: 14159982 Amount ($): 120.10 State / County: TX (48) -
LUBBOCK
(303)

Program: 06CCCLBS Issue 07/18/2012 PPI Start 05/05/2009

Date: Date:

Primary PO - Secondary VN -
Reference: 5657756866 Reference: 123452345321

v Bankruptcy ) Reset Payment Processing
Prompt Pay
Decsased Producer

Morton DEC'D Tax ID: 199919990 S

Payment ID: 14159983 Amount ($): 120,13 State / County: TX (48) -
LUBBOCK
(303)

Program: 08FSFLAME Issue Date: 07/18/2012
Primary Reference: LN - 124546777456

Alternate Payess {» Reset Payment Processin

Deoessed Producer

Jane Invalid Tax ID: 333333333 S

Payment ID: 14160005 Amount ($): 120.01 State / County: TX (48)-
LUBBOCK
(303)

Program: RFMUL Issue Date: 07/18/2012
Primary Reference: AC - 548593485394

Alternate Payess » Reset Payment Processing
Deceased Producer
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Notice FI-3118
3 Payment Processing
A Payment Process

The following is an example of the Payment Processing — Deceased Producer Screen
displaying the producer payment information.

Click 1of the following:

e “Save” to move the payment request to the next processing step if the name is correct as
shown.

Notes: If selected and payment is disbursed as a check, the customer name will appear on
the check as shown on the screen.

Future payments to this customer will continue to appear on the manual handling
list because the software is not storing this override.

e “Retrieve Updated Name” to update producers name in NPS to coincide with Financial
Services when changes have occurred in SCIMS

Note: Before clicking “Retrieve Updated Name”, user shall log out of NPS and make
changes to the Common Customer Name in SCIMS according to 1-CM and
updated changes shall be reflected in Financial Services. If the name change is
needed for the payment in NPS, the user shall then log back in to NPS and
CLICK “Retrieve Updated Name”.

e “EXit” to return user to the Manual Handling Worklist with no changes saved.

USDA Unitead Stales Department of Agricullune
W Farm Service Agency

i.__ AN
S— N

National Payment Service

Welcome Jan Doe

JAMES DEADLY Tax ID: 2211221115
i PaymentID: 14210660 State /County: TX (48) - LUBBOCK (303)
Program: 05CDP Issue Date: 07/24/2012 PPI Start Date: 05/05/2009
Primary Reference: CT- 123478478
i Last Updated by: NPS:jobScheduler on 07/24/2012
i Original Payment Amount ($): 120.06

) Remaining Payment Amount (§): 120.06

Save Retrieve Updated Mame | Exitl
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Notice FI-3118

3 Payment Processed (Continued)

B Retrieve Updated Name

9-12-12

Once “Retrieve Updated Name” has been selected, the Payment Processing — Deceased
Producer Screen will be displayed with the confirmation, “Have changes to the customer
name been completed in SCIMS which updates Financial Services?”.

Click one of the following:

e “Yes” to retrieve the updated producer name to match the name in Financial Services.

Notes: Payment will then be moved to the next processing step.

If “Yes” is selected and no changes were made to the name in Financial Services,
the error message, “Customer Name was not changed”, will be displayed.

o “No” to return the user to the Manual Handling Worklist without saving any changes.

United States Department of Agriculture - -
DA B e e Agency National Payment Service

Payment Processing - Deceased Producer @ Help

Welcome i Doe

JAMES DEADLY Tax ID: 221122111 S

> Payment ID: 14210660  State / County: TX (48)- LUBBOCK (303)
Program: 05C0OP Issue Date: (7/24/2012

Primary Reference: CT- 123478478

b Last Updated by: NPS:jobScheduler on 07/24/2012

K Original Payment Amount ($): 120.06

. Remaining Payment Amount ($): 120.06

Have changes to the customer name been completed in SCIMS which
updates Financial Services?

" ™~

et T T &
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Deceased Producer Name Validation List

Notice FI-3118

Exhibit 1

If a producer’s name includes the following or any form of the words listed below, payment will be

sent to the Deceased Producer Manual Handling Worklist for validation:

Delete
Dead

U/K
Invalid
Deceased
Obsolete
Wrong ID
Incorrect
Missing
Unknown
SS Not Issued
DEC’D
DECD
DLETE.
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