UNITED STATES DEPARTMENT OF AGRICULTURE
Farm Service Agency
Washington, DC 20250

For: State and County Offices

Notice FI-3287

Entering Prompt Payment Interest (PPI) Reason Code in NPS After Signing

Approved by: Acting Associate Administrator for Operations and Management

WA

1 Overview

A Background

The current functionality in NPS is designed to display and apply PPI reason codes to

applicable payment requests on the Manual Handling Worklist.

This enhancement will prompt the user to select a PP1 reason code during the signing process
for payments which have become past due while awaiting processing in NPS.

Users will be prompted to select the applicable PPI reason code before the payment is

submitted for processing.

B Purpose

This notice provides instructions for selecting the applicable PP1 reason code for payment

requests during the signing process.

Note: These instructions only apply to payment requests that have completed the manual
handling process and are on the Certification or Signing Workilists.

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

C Contact

Notice FI-3287

If there are questions about this notice, State Offices shall contact the appropriate office as

follows.

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

e Darla Noah by either of the following:

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

D Log Into Website

County Office employees shall log into NPS according to 1-FI, paragraph 136.
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Notice FI-3287
2 Worklist for Signing Official
A County Selection-Signing Worklist

The signing official shall navigate to the County Selection - Signing Worklist and enter the
applicable search criteria according to 1-FlI, paragraph 140.

USDA, United States Department of Agrcuture

’!""'"- Farm Service Agency National payment SerVice

All required fieids are denoted by an asterisk ().
County: | KS (20) - Sheridan (179) V|

Agdditional Criteria; g,
(@)

Mone
[ Exciude Packaged Payments
() Package ID:
) Tax i

[ |[ssn(s) v

() Program Alpha Code:

L ]

G Program Area:
| Select Program Area v

| Search | | Resetl | Exi‘t|

NPS-WEBD2D Back ToTop~
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Notice FI-3287

Worklist for Signing Official (Continued)

B Payment Signing Worklist

To sign payment requests on the Payment Signing Worklist, the signing official shall select
the applicable radio button for each request, according to 1-FI, 140, subparagraph C.

CLICK *“Submit Actions for Individual Payments” to process payment requests.

The following is an example of a Payment Signing Worklist.

NPS Home About NPS Help Contact Us Exit NPS Logout of eAuth

i
:

Payment Signing WorkList {2\ Printer Friendly (@) Help

Your Request State / County = KS (20) - Sheridan (179), Tax ID = 510645933 S. Click herg to change search parameters

1. BOB SMITH Tax ID: S Detail
Payment ID: 35205046 Amount ($): 1.00 State / County: KS (20) - Sheridan (172)
Program: OSMAP Issue Date: DS/26/2016 PPl Stant Date: D5/26/2016
Primary Reference: CE - 012345673001
Cenrtified By: NPSToolTest - 05262016
EJ Receivables: (N) Other Agency Offset (N) Altemate Payee: (N)
O Approve
O Dispute

® Deter

vvvvvv? vevevTewT -
8

2. BOBSMITH TaxID: S Detail
Payment ID: 35305047 Amount ($): 1.00 State / County: KS (20) - Sheridan (172)
Program: OSELDPEWHT Issue Date: 05/262016 PPI Start Date: 011272015
Primary Reference: CE - 012345673801
Certified By: NPSToolTest - 05/26/2016
El Receivables: (N) Other Agency Offset (N) Altemate Payes: (M)
) Approve
O Dispute
® peter
3. BOB SMITH TaxID 5 Detail
Payment ID: 35205043 Amount ($): 2,000.00 State / County: KS (20) - Shendan (17)
Program: QSELDPEWHT Issue Date: 05/26/2016 PPI Start Date: 1MA12/2015
Primary Reference: CE - 012345673001
Certified By: NPSToolTest - 05/26/2016
EJ Receivables: (N) Other Agency Offset (N) Altemate Payee: (N)
\\ Approve
o Dispute
®) Defer

| Submit Actions for Individual Payments | [ Back

NPS-WEBD21 k To Tap *
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Notice FI-3287
2 Worklist for Signing Official (Continued)
C Payment Signing Confirmation
If the signing official selects “Submit Actions for Individual Payments” and PPI is due on one or
more of the submitted payment requests and a PPI reason code was not provided in manual
handling, the user shall be taken to the Payment Signing Confirmation Screen displaying,
“Requires Prompt Pay Reason Code” and the message:

“Warning: One or more signed payments require Prompt Pay Reason Code”.

The following is an example of the Payment Signing Confirmation Screen with the warning
message displayed.

NPS Home About NPS Help Contact Us Exit NPS Logout of eAuth

Payment Signing Confirmation () Printer Friendly @) Help

/l\ Waming: One or more signed payments require Prompt Pay Reason Code.

Requires Prompt Pay Reason Code:

1. BOB SMITH Tax ID: s
Payment ID: 35205043 Amount ($): 2.000.00 State / County: KS (20) - Sheridan (179)
Program: OSELDPEWHT Issue Date: 05/26/2016
Primary Reference: CE - 012345673501
Initial Reviewer: NPSToolTest Final Reviewer:

O Computer system failure (CF)
-
O Program documentation delay (OD)

4 vwvwevwwve vYTYTETOT
(=]
-
o

O High number of payments being processed (HV)

O Local office misplacement/mishandling (MD)
2. BOB SMITH TaxID: S
Payment ID: 35205050 Amount ($): 2,000.00 State / County: KS (20) - Sheridan (179)
Program: O5ELDPEWHT Issue Date: 05/26/2016
Primary Reference: CE - 012345678901
Initial Reviewer: NPSToolTest Final Reviewer:

O Computer system failure (CF)

C Program documentation delay (DD)

) High number of payments being processed (HV)
(:: Local office misplacement/mishandling (MD)

Payment Count: 2
Payment Total ($): 4,000.00

B BOB SMITH TaxID: s
Payment ID: 35305046 Amount ($):1.00 State / County: KS (20) - Sheridan (179)
Program: 05NAF Issue Date: 05/26/2016
Primary Reference: CE - 012345673501
Initial Reviewer: NPSToolTest Final Reviewer: DM003876

Payment Count: 1
Payment Total ($): 2,000.00

Submit Prompt Pay Actions
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Notice FI1-3287

2 Worklist for Signing Official (Continued)

C Payment Signing Confirmation (Continued)

6-24-16

The Payment Signing Confirmation Screen will be displayed with the following fields:

e “Payment Count”, total number of payments requiring a PPl reason code
e “Payment Total ($)”, total dollar amount of payments that require a PPI reason code.

Once PPI reason codes have been selected for all payment requests requiring them, CLICK
“Submit Prompt Pay Action” to process payments.

Note: The Payment Signing Confirmation Screen will also be displayed with the “Payment
Count” and “Payment Total ($)” for payment requests that were signed, requiring no
further action.

If the signing official selects “Submit Prompt Pay Action” without selecting the applicable
reason codes, the following error message will be displayed on the Payment Signing
Confirmation Screen:

Error: Prompt Pay Reason Code is required for payment ID “XXXXXXXX’. Prompt Pay reason

code is required for payment ID “XXXXXXXX’. Please re-select Prompt Pay Reason
Code for all the payments.
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Notice FI-3287

2 Worklist for Signing Official (Continued)
D Payment Signing Confirmation for Prompt Pay Reason Code

Once PPI payment requests have been submitted by the signing official, the Payment Signing
Confirmation for Prompt Pay Reason Code Screen will be displayed with the following
information message: “Signed and Updated with Prompt Pay Reason Code”.

The screen will display the selected PP1 reason code for each payment request.
The following is an example of a Payment Signing Confirmation for Prompt Pay Reason
Code Screen.

Uniled States Department ol Agrculture = -
DA e e Aconcy National Payment Service
=
Welcome - Payment Signing Confirmation for Prompt Pay (=) Printer Friendly @) Help

Pt Reason Code

- Pay 5 Se; :. h Pre 1P

: : 1. BOBSMITH TaxID: S

b Payment ID: 35905048 Amount ($): 2,000.00 State/ County: KS (20) - Sheridan (179)

: :. el | Program: D5ELDPEWHT Issue Date: 052672016

- Primary Reference: CE - 012345678901

- _ Intti_al Reviewe_r: l_\.IPSTooITesF Final R_e_viewen DMQC_)S-B?S

bl 2. BOBSMITH TaxID: s

b | Payment ID: 35905050 Amount ($):2,000.00 State/ County: KS (20) - Sheridan (179)

" - Program: D5ELDPEWHT Issue Date: 05/26/2016

< Primary Reference: CE - 012345672901

ek Bevicwe: M = ToolTest et Reewss: AT
Payment Count: 2
Payment Total ($): 4,000.00
Sign More Payments | I Exit |
NPS-WEBD22 Back To Tap 4

Click either of the following:

e “Sign More Payments” to return to the “Payment Signing Worklist”

e “EXit”, if no other payments need to be signed, returning user to the “County Selection-

Signing Worklist”.
6-24-16
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Notice FI-3287
3 Packaged Payments
A Package Payments Signing Worklist

If packaged payments require PPI reason codes, the user shall navigate to the Payment
Signing Worklist and select the “Package” link for the applicable package payment.

The Package Payments Signing Worklist will then be displayed.

For package payments, the signing official shall select the applicable radio button. CLICK
“Approve” and then “Submit Action for Package”.

The following is an example of a Package Payments Signing Worklist.

USDA, rea Siates Depariment of Agucutuss National Payment Service

ﬁ Farm Service Agency

-

NPS Home About NPS Help ContactUs Exit NF’S- Logout of eAuth

Package Payments Signing WorkList f2\ Printer Friendly (@) Help

Informational: Approving the package will put all the payments associated with this package in 'Signed'
Payments status.

Your Request State / County = KS (20) - Shenidan (179). Click bafe 1o ¢change search parameters.

1. Bob Smith Tax ID: S Detail
Payment |D: 35305053 Amount ($): 1,042.00 State / County: KS (20) - Shendan (173)
Program: 14WHTNRMAL Issue Date: 05/26/2016 PPl Start Date: 0171272015
Primary Reference: CE- 012345678501 Secondary Reference: FY - 2005
Cenrtified By: NPSToolTest - 05/26/2016 Payment Status: Pending Signing
Package ID: 6262
&1 Receivables: (N) Other Agency Offset (N} Alternate Payee: (N)

2. Bob Smith Tax ID: S Detail
Payment 1D: 35905054 Amount ($): 1,024.00 State /County: KS (20) - Sherdan (173)
Program: 14WHTNRMAL Issue Date: DS/26/2016 PP Start Date: 011272015
Primary Reference: CE - 012345678201 Secondary Reference: PY - 2005
Certified By: NFSToolTest - 05/26/2016 Payment Status: Pending Signing

0] TOoTOOT OO

] vvvvl
<
o

Package ID: 6962
£1 Receivables: (N) Other Agency Offset: (N) Altemnate Payee: (N)
3. Bob Smith Tax 1D: S Detail

Payment ID: 35905055 Amount ($): 205.00 State / County: KS (20) - Shendan (179)
Program: 14WHTNRMAL Issue Date: 05/26/2016 PPI Start Date:

Primary Reference: CE - 012345678001 Secondary Reference: FY - 2005

Certified By: NPSToolTest - 05/26/2016 Payment Status: Pending Signing
Package ID: 6252

E3 Receivables: (N) Cther Agency Offset (N} Alternate Payee: (N)

Package Count: 3
Package Total ($): 2,272.00

® Approve
'f:} Dispute

O peter

; Submit Action for Package | | Back |

NPS-WEB159 Back To Top *

Note: The Package Payments Signing Confirmation Screen will display the same fields
stated in subparagraph 2 C.
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Notice FI-3287

3 Packaged Payments (Continued)

B

6-24-16

Packaged Payments Signing Confirmation

If the signing official selects “Submit Actions for Package” and PPI is due on the package
payments, the user shall be taken to the Package Payments Signing Confirmation Screen.

The signing official shall receive the following message:
“Warning: One or more signed payments require Prompt Pay Reason Code”.

The signing official shall select the applicable PPI reason codes and CLICK “Submit Prompt
Pay Action” to process PPl payments.

The following is an example of a Package Payments Signing Confirmation Screen.

Package Payments Signing Confirmation fZ\ Printer Friendly (@) Help

Payments

‘ /'\ ‘Waming: One or more signed payments require Prompt Pay Reason Code.
:

3

vevevwvvwvwly vvvww
&
B

Requires Prompt Pay Reason Code:

Bob Smith Tax ID: 5

Payment ID: 35905053 Amount ($): 1,042.00 State / County: KS (20) - Sheridan (179)
Program: 14WHTMRMAL Issue Date: 05/26/2016

Primary Reference: CE - 012345672007 Secondary Reference: PY - 2005

Initial Reviewer: NFSToolTest Final Reviewer:

Package ID: 63962

) Computer system filure (CF)

O Program documentation delay (DD)

O] High number of payments being processed (HV)

) Local office misplacementimishanding (MD)

2. Bob Smith Tax ID: ]
Payment ID: 35205054 Amount ($): 1,024.00 State/ County: KS (20) - Shendan (179)
Program: 14WHTMRMAL Issue Date: 05/26/2016
Primary Reference: CE - 012345673801 Secondary Reference: PY - 2005
Initial Reviewer: NPSToolTest Final Reviewer:
Package ID: 6962
O computer system failure (GF)
®) Program documentation detay (DD
() High number of payments baing processed (HV)
) Local office misplacement/mishandiing (MD)
Payment Count: 2
Payment Total ($): 2,066.00
1. Bob Smith Tax ID: ]
Payment ID: 35805055 Amount ($): 206.00 State / County: KS (20) - Sheridan (174)
Program: 14WHTHRMAL Issue Date: D526/2016
Primary Reference: CE - 012345678801 Secondary Reference: PY - 2005
Initial Reviewer: NPSToolTest Final Reviewer:
Package ID: 5962
Payment Count: 1
Payment Total ($): 206.00
Submit Prompt Pay Actions
NPS-WEB022 Back To Tan A
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Notice FI-3287
3 Packaged Payments (Continued)
C Package Payments Signing Confirmation for Prompt Pay Reason Code
Once PPI payment requests have been submitted by the signing official, the Package
Payments Signing Confirmation for Prompt Pay Reason Code Screen will be displayed with

the following informational message: “Signed and Updated with Prompt Pay Reason Code”.

The screen will be displayed with the selected PPI reason code for each submitted payment
request.

The following is an example of a Payment Signing Confirmation for Prompt Pay Reason
Code Screen.

S DA e oemey National Payment Service

i

- - - -
NPS Home About NPS Help ContactUs Exit NPS Logout of eAuth

Package Payments Signing Confirmation for (&) Printer Friendly @) Help

Prompt Pay Reason Code

Signed and Updated with Prompt Pay Reason Code

L
v .
b 1. Bob Smith Tax IO 5
> Payment ID: 35305053 Amount ($): 1,042.00 State / County: KS (20) - Sheridan (179)
: Program: 14WHTNRMAL Issue Date: 05/26/2016
_ Primary Reference: CE - 012345673001 Secondary Reference: PY - 2005
Initial Reviewer: NPSTeolTes! Final Reviewer: DM003276
B Package ID: 6362
: Prompt Pay Reason Code: High number of payments being processed (HV)
» 2. Bob Smith Tax ID: 8
(3 Payment ID: 35005054 Amount ($): 1,024 00 State ! County: KS (20) - Sheridan (179)
Program: 14WHTNRMAL Issue Date: DS/26/2016
Primary Reference: CE - 012345678801 Secondary Reference: PY - 2005
Initial Reviewer: NPSToolTes! Final Reviewer: DM003276
Package ID: &262
Prompt Pay Reason Code: Program documentation delay (DD)

Payment Count: 2
Payment Total (§): 2,086.00

1. Bob Smith Tax ID: s
Payment ID: 35005055 Amount ($): 206.00 State | County: KS (20) - Shendan (170)

Program: 14WHTNRMAL Issue Date: DS/26/2016

Primary Reference: CE - 012345678301 Secondary Reference: PY - 2005
Initial Reviewear: NPSToolTes! Final Reviewer: DM003276

Package ID: 6262

Payment Count: 1
Payment Total (§): 206.00

| sign More Payments | | Exit |

NPS-WEB022 Back To Top *

Click either of the following:
e “Sign More Payments” to return to the Payment Signing Worklist

e “EXxit”, if no other payments need to be signed, returns to the County Selection-Signing
Worklist.
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