UNITED STATES DEPARTMENT OF AGRICULTURE _
Farm Service Agency Notice FI-3285
Washington, DC 20250

For: State and County Offices

National Payment Services (NPS) Worklists Sort and Print Order
Approved by: Acting Associate Administrator for Operations and Management
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1 Overview
A Background

Field offices have reported that the NPS Certification and Signing Worklists sort and print
inconsistently. This has created difficulty for users to reconcile those worklists during large
payment runs. The Certification and Signing Worklists will now sort consistently in the
order payments were received by NPS. The *‘Printer Friendly” button for both worklists
will now create printable PDF reports containing a maximum of 500 payment requests.

Note: Certification and Signing Worklists may differ because of separation of duties. A
user who certifies a payment will not see that payment on the Signing Worklist. This
may make it appear that payments are missing or not in the same order.

B Purpose

This notice provides instructions for:

e sorting the Certification and Signing Worklists to display in the same order
e printing or saving the Certification and Signing Worklists in NPS
e accessing the glossary.

Disposal Date Distribution
November 1, 2016 State Offices; State Offices relay to County
Offices
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Overview (Continued)

C

Contact

Notice FI-3285

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

Issue

Contact

Software-related problems.

Contact the National Help Desk at 800-255-2434.

Note: Select option 3 for hardware and FSA application
software.

Policies or procedures for
NPS

Contact either of the following:
e Jackie Pickens by either of the following:

e e-mail to jackie.pickens@wdc.usda.gov
e telephone at 615-277-2613

e Darla Noah by either of the following:

e e-mail to darla.noah@kcc.usda.gov
e telephone at 816-926-2516.

Login to NPS

State or County Office employees must have a valid eAuthentication user 1D and password
LincPass credentials to login, and an established role by FSA Security, to access the NPS
website. See 1-FI, paragraph 136 for additional information.
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2 Certification and Signing Worklists
A Sort Order for Certification and Signing Worklists
NPS Certification and Signing Worklists display payment requests based on the search criteria
entered on the initial search screens. Selected payment requests will be displayed in the order

they were received in NPS.

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

USDA ”;“;”rf:j“;g::‘i”::“::j:;:“ National Payment Service

NPS Home About NPS Help Contact Us Exit NPS Logout of eAuth
NPS Menu County Selection - Certification Worklist @ Help
Welcome LARON EVANS
L4 All required fields are denoted by an asterisk ().
" County: |Select County v|

Additional Criteria: @ None
' [[] Exclude Packaged Payments
: () Package ID:
b | |
. (O Tax ID:
: | | [ssN (8) v|
() Program Alpha Code:

]
3
k () Program Area:
i | Select Program Area W
: | Search || Reset ||Exit|
3

NPSAWEBO17 Back To Top

MPS Home | FSA Internet | FSA Intranet | USDA.gov
‘ Site Map | Palicies and Links | FOIA | Accessibility Statement | Privacy | Non-Discrimination | Infermation Quality | USA.gov | White House
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Notice FI-3285
2 Certification and Signing Worklists (Continued)
B Printing the Certification or Signing Worklists

Users can generate a PDF report by selecting “Printer Friendly” on either the Certification or
Signing Worklist Screens. Print the worklist according to the following steps.

e Inthe dialog box at the bottom of the screen, CLICK “Open”. The first 500 payment
requests (in order by selection criteria, then date received) wi| be displayed.

Do you want to open or save PaymentsReport2016_04_04T11_49_27_824.pdf from certl-intranet-apps.fsa.usda.gov? Open Save | T Cancel

e Click the printer ic I% in the toolbar to print the Worklist.

"L PaymentsReport2016 (4 04711 49 27 &3 pat - Ry X
File Edt View Window Help
|3 oven | 5 cronte - : 3 :
.a 1(i8 k .'_ - |- = ] Tools | Fll &Sign | Comment
Payment Certification WorkList
Payments report for JOBE SUTTLE Sorted By: Accounting Service
Request Date

04/04/2016

1, Phillip Fulton Tax ID: === =

PaymentID: 43937553 Amount (§) : 2112.00 State/County: TX(48)-MEDINA(325)

Program: 15LFPCCC Issue Date: 05/14/2015

Primary Reference: TC-17390902

2 Brian Martin Tax ID: N -

PaymentID: 43937582 Amount (§) : 860.00 State/County: TX(48)-MEDINA(325)

Program: 15LFPCCC Issue Date: 05/14/2015

Primary Reference: TC-17392918

C Saving the Certification and Signing Worklists

e Inthe dialog box at the bottom of the screen, CLICK “Save”.

Do you want to open or save PaymentsReport2016 04 04T11 49 27 824.pdf from certl-intranet-apps.fsa.usda.gov? Open Save |7 Cancel

e A copy of the report will be saved in the “Downloads” folder. To view the report,
CLICK “Open’:

The PaymentsReport2016_04_06T10_39_56_491.pdf download has completed. \

Open |T Open folder View downloads
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Notice FI-3285
3 NPS Glossary
A Example of Glossary Screen

The following is an example of the NPS Glossary Screen.

USDA United Stales Department of Agricullure
‘Eﬂ"‘_ Farm Service Agency

National Payment Service

Payments Search

=) National Paymﬁ{l&'_.ieﬂﬁgis_;!glemet Explorer . S _——

File Edit View Favorites Tools Help

USDA tresumtmemmosoe®  National Payment Service

ZE Form Service Agency

User Guide Glossary & Acronyms FAQs Close Help Window
Acronyms
Glossary
Financial Sanices Certification

The Certification Worklist contains all payment requests in "C1" status which are through Manual Handling
or did not require Manual Handling. Certification is the first of two steps required to issue a payment.

Issue Date
Date the payment should be issued; passed to NPS from the Program Application

Manual Handling
The Manual Handling Worklist contains all payment requests which require user intervention before the
L payment can be issued.

B Accessing the NPS Glossary
Access the NPS Glossary according to the following:

e CLICK “Help” on the top banner
e when the Help window opens, CLICK “Glossary & Acronyms”
o the Glossary will be displayed.
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