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1  Overview 

 

A Background 

 

With the new Treasury Returned and Expired Disbursement functionality in NPS, some 

disbursement records may need to be removed from the certification worklist because of 

insufficient data or inability to locate a producer and/or vendor to reissue the Treasury 

disbursement. 

 

For these disbursements, a new replacement status has been added to the Treasury 

Disbursement Replacement application to remove them from the certification worklist.  

 

B Purpose 

 

This notice provides instructions on the new NPS status code, “Hold for Write-off”.   

 

Note: These instructions apply to both ACH/Treasury and Expired Treasury Check 

Replacements. 
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1  Overview (Continued) 

 

C Contact 

 

If there are questions about this notice, contact the appropriate person as follows. 

 

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. 

Policies in this notice. Contact either of the following: 

 

 Jackie Pickens by: 

 

 e-mail at jackie.pickens@wdc.usda.gov 

 telephone at 202-772-6027 

 

 Nancy Chapman by: 

 

 e-mail at nancy.chapman@kcc.usda.gov 

 telephone at 816-926-6971. 

 

2  Log Into Treasury Disbursement Replacement 

 

A Log Into the Web Site 

 

County Office employees shall log into Treasury Disbursement Replacement in NPS 

according to 1-FI, paragraph 249. 
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2  Log Into Treasury Disbursement Replacement (Continued) 

 

B County Selection-Certification Worklist 

 

From the Treasury Disbursement Welcome Screen, CLICK “Certification Worklist” 

located on the left navigation bar. 

 

Enter the applicable search criteria according to 1-FI, paragraph 251 and CLICK “Search”. 
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3  ACH/Treasury Check Replacement Certification Worklist 

 

A Detail 

 

To update the replacement status, CLICK “Detail” link for the applicable disbursement. 
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3  ACH/Treasury Check Replacement Certification Worklist (Continued) 

 

B ACH/Treasury Check Replacement Certification Approval 

 

CLICK “Hold for Write-off” radio button and then CLICK “Submit”. 

 

 
 

 

 

 

9-26-14      Page 5 



Notice FI-3214 

 

3  ACH/Treasury Check Replacement Certification Worklist (Continued) 

 

C County Selection – Certification Worklist 

 

The following is an example of the County Selection-Certification Worklist Screen .  The 

informational message, “Informational:  Request ‘XXXX’ has been held for write-off 

successfully”, will be displayed on this screen. 

 

 
 

Note: The ACH/Treasury Check Replacement Certification Worklist will be displayed if 

more than 1 replacement was retrieved from the search parameters. 
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4  Reset Held Worklist 

 

A County Selection - Reset Held Worklist 

 

The County Selection - Reset Held Worklist Screen allows users to check the status to ensure 

that the replacement has been updated.  CLICK “Reset Held Worklist” on the left, enter the 

applicable search criteria,  and CLICK “Search”. 
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4  Reset Held Worklist (Continued) 

 

B ACH/Treasury Check Replacement Reset Held Request 

 

“Hold For Write Off” will be displayed in the “Replacement Status” field. 

 

 
 

If the replacement status was changed in error, the user shall CLICK “Reset Request” option 

and then CLICK “Submit”.  This action will change the status back to the initial replacement 

status and return the replacement to the Certification Worklist. 
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4  Reset Held Worklist (Continued) 

 

B ACH/Treasury Check Replacement Reset Held Request (Continued) 

 

The County Selection-Certification Worklist will be displayed with the informational 

message, “Informational: Request ‘XXXX’ has been reset successfully to initial status and it 

will be available in Certification worklist”. 

 

 
 

Note:  The ACH/Treasury Check Replacement Reset Held Worklist will be displayed if 

more than 1 replacement was retrieved from the search parameters. 
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4  Reset Held Worklist (Continued) 

 

C ACH/Treasury Check Replacement Certification Approval 

 

To check replacement status, CLICK “Certification Worklist”.  The ACH/Treasury Check 

Replacement Certification Approval Screen will be displayed with the original replacement 

status of “Initial” for the Treasury check replacement. 
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5  Payments Screen 

 

A Treasury Returned/Expired Items 

 

When the user clicks “Hold for Write-off” and “Submit”, the count total for the applicable 

State/County will also decrease for the Returned or Expired disbursement.  See examples in 

subparagraphs B and C. 

 

B Example 1 

 

The following screen will be displayed before a returned disbursement replacement “Hold 

for  Write-off” action was submitted for State(90)/County(11).  Returned: 168, Expired: 36. 

 

 
 

C Example 2 

 

The following screen will be displayed after a returned disbursement replacement “Hold for  

Write-off” action has been submitted for State(90)/County(11).  Returned: 167, Expired: 36. 

 

 
 

Note: If the payment was changed in error and the “Reset Request” action was clicked and 

submitted, the count for the applicable item will return to the original count of 168. 
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6  Treasury Disbursement Replacement Search 

 

A Search 

 

If users search by the “Replacement Status” option, “Hold For Write Off” and CLICK 

“Search”, the Treasury Disbursement Replacement Search Screen will be displayed and the 

applicable search criteria may then be selected. 

 

 
 

B Instruction Applicability 

 

The instructions in this notice apply to both ACH/Treasury and Expired Treasury Check 

Replacements. 
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