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

Notice FI-3297

For: State and County Offices

National Payment Services (NPS) Unprocessed Payments in Error
Approved by: Associate Administrator for Operations and Management

%QEW

1 Overview
A Background

When payment requests are processed, but have failed validations, the payment request is
held in the queue and is not viewable in NPS for certifying and signing until corrected.

Currently, the failed payment requests can be researched using the “FWADM NPS Payment
Queue Detail Report” which is loaded overnight and available the following business day in
FWADM.

An enhancement has been made to NPS to notify users of unprocessed payment requests in
error and provide a printable report of payment requests including the type of payment error.

To assist in resolving errors, NPS has provided a link to “Troubleshoot Tips”, which includes
possible reasons and actions to resolve errors.

Disposal Date Distribution
March 1, 2017 State Offices; State Offices relay to County
Offices
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Notice FI-3297
1 Overview (Continued)
B Purpose
This notice provides instructions for:

e warning messages displayed in NPS when payment requests are held in the payment
queue and displayed on the unprocessed payments in error report

e printing the unprocessed payments in error report in NPS
e viewing the troubleshooting tips in NPS
C Contact

If there are questions about this notice, State Offices shall contact the appropriate office
according to this 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 Contact either of the following:

NPS

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.

C Log into Website

County Office employees shall log into NPS according to 1-FI, paragraph 136.
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Notice FI-3297
2 NPS Unprocessed Payments in Error
A Displaying NPS Warning Messages for Unprocessed Payment Requests

When payments encounter processing errors, the following warning message will be
displayed, "Warning: XXX payment requests encountered an error processing into NPS”.

The payment warning message will include the total number of payment requests that have
received an error while processing in NPS and a link to view or print the report.

CLICK “View/Print Unprocessed Payment in Error Report” to view the Unprocessed
Payments in Error Report Screen.

The following is an example of the NPS Payments Welcome Screen that will be displayed
with the payment warning message for payment requests that have encountered an error
while processing in NPS.

USDA ”ﬁ‘;“r;"‘:::f;::":;::j;w National Payment Service

Payments

Welcome

¥
& Warning: 4 payment requests encountered an error processing info NP S.
View/Print Unprocessed Payments in Error Report
¥
}
b & Warning: 48 payment requests remain unsigned in NP S after 30 days. Please issue or cancel as soon as
possible.
*
3 View/Print Unsigned Payments Report
’
Welcome to Payments. Use the left navigation to begin.
3 Mumber of items on the following workists
*
3 Payments Worklists:
b Manual Handling Worklist-1 (Some over 30 days)
> Cerfification Worklist - 83 (Some over 30 days)
1 Signing Workig -0

Reset Held Payments Worklist -1 (Some over 30 days)

MNPS-WEBOOG, Lagt Modified on 08/24/2016 BackToTop *

Note: The unprocessed payments in error warning message will only be displayed to State
and county users, the message will not be displayed to national users.
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Notice FI1-3297

2 NPS Unprocessed Payments in Error (Continued)

B Unprocessed Payments in Error Report

9-16-16

Once the “View/Print Unsigned Payments Report” option is selected, the Unprocessed
Payments in Error Report will be displayed. The report will include the:

e NPS user’s name
e date of report.

The following is an example of the Unprocessed Payment in Error Report.

LUSIA 1 Ot Duparmst o Aptovory National Payment Service

ﬁ Farm Service Agency

NPS Home About NPS Help ContactUs Exit NPS Logout of eAuth

Unprocessed Payments in Error Report 12\ Printer Friendly (@) Help

Unprocessed Payments in Error Report for NP5 User Hame
08/08/2016 —

‘ g - Please research these payments to determine appropriate action. For tips on resoiving some of these issues, please click the (?)
+Manual Handling Worklist Help link in the content title bar If unable to resclve, refer to the appropriate program application or contact the Help Desk
3 Manual Handiing Search

¢ Certification Waorklist 8 items found, displaying all items 1 [Refresh]

’mﬂm - 1. JonDoe Tax ID:

¥ i ' 0 PaymentID: 35227061 Amount($): 30200 State / County: KS (20) - Shendan (179)

. Program: 0SNAF lssue Date: 04/152015 PPI Start Date: 04/1572015

Ifﬁ. Services o

WMRRS Primary Reference: CE - 012345678901

pEFMS. Payment Error: Invalid Customer Address

pOLF

»Financial Inguiries 2 JonDoe TaxiD:

v E-Forms Payment1D: 25551045 Amount (8): 1200 State/ County: KS (20) - Shendan (179)
L Program: OSNAF Issue Date: 09/30/2015 PPI Start Date: 02/30V2015

Primary Reference: CE - 012345678501
Payment Error: Receivable Emor

: Jon Doe TaxID:
PaymentiD’ 35561048 Amount ($): 100 State | County: KS (20) - Sheridan (179)
Program: 0SNAP Issue Date: 0S/30/2015 PP Start Date: 09/30/2015
Primary Reference: CE - 012345675601
Payment Error: Receivable Emor

3 itemns found, displaying all wems 1 [Refresh]

NPS-WEB173 Back To Top*

CLICK “Back” to return to the Payments Welcome Screen.
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Notice FI1-3297

NPS Unprocessed Payments in Error (Continued)

B Unprocessed Payments in Error Report (Continued)

Each unprocessed payment request will be displayed the following information:

Customer Name

Tax ID and Tax ID Type

Payment ID

Amount (3$)

State/County

Program

Issue Date

Primary Reference Code 1 and Reference Number 1, if applicable
Payment Error

Prompt Payment Interest (PPI1) Start Date, if applicable

Amount of Prompt Pay Interest (PPI) to date, if applicable.
Package ID, if applicable

Secondary Reference Code 2 and Reference Number 2, if applicable.

C Printing Unprocessed Payments in Error Report

Take the following steps to print or save the report:

=
CLICK “ Printer Friendly” at the top of the Unprocessed Payments in Error Report
Screen

The following dialog box will open, CLICK 1 of the following:
e “Open”, to display the Unprocessed Payments in Error Report (in PDF format)

e “Save”, to save the report to the computer drive of choice
e “Cancel”, to end process without displaying report.

Do you want to open or save UnprocessedPaymentsInErrorReport2016_08_25T07 43 26_927.pdf (3.68 KB) from localhost?

Open Save | T Cancel
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Notice FI1-3297

NPS Unprocessed Payments in Error (Continued)

C Printing Unprocessed Payments in Error Report

If you click “Open”, the report shall open in PDF. To print the report, CLICK the “print
icon” on the taskbar.

The report will always be sorted by the “Payment Received Date”.

The report will be displayed with the following message, “These payments will not process
due to errors. Please click the (?) Help link at the top of the web page for tips on resolving
these issues. If further help is needed, please submit a remedy ticket or contact the Help
Desk for technical assistance”.

L ymentintroriepon2016.09 12115.20.52 253pdl-AdobedashatPio S e e e e
File Edit View Window Help x
B‘ Open f: Create ~ ! L/ﬁ\_) — @ B=d {g} 5,_) 'l.l;,f:’ ) L@ |§$ -_,} Customize ¥ “

&) (8 1 |1 |Ih.| R — + so% |~ || =S EI:] Tools Fill & Sign | Comment

Unprocesssd Payments in Error Report
Unprocessed payments repert far  Jane Doe Soreed By: Paysent Received Date

Tax ID: E

Package I0: 3
Ksount of PRI to dateifls  0.00

1. FEA & NACE & RD ADMINISTRATIVE OFFICE & UEDA Tax ID: E
ans

PaymentID: Amount (g)s  £.30 State/Countys MS(2E)-Coahoma (027}
Program;  14HONYNMEMAL Issus Dats: 06/01/1015 PPI Stare Date: 06/01/2018
Primary Refersnce: LK-20001

Payment Error: Customer Noc Found Package ID: a7

Days ia Errer L Amount of PP to data(§ii  0.00

a. FiA & NRCS & RD ADMINISTRATIVE OFFICE & DDA Tax IDi E
ans

PaymentID: Amount($)s  £0.00 Dtate/County: MS(25)-Coahoma (027
Program:  141FCENRMAL Issus 06/01/2018
Primary Reference: 3

Payment Error: Cu Fackage ID: (0

Amount of FPI to date($ls  0.00

Days ia Erver:

4. msnﬂammumﬂ\m CFFICE & UEDA Tax ID: E
Payment1n. hmountif)r  1.08 Brate/Countys 05 (28] -Coalcma (027)
Program:  14SOYANRMAL Tasus Date: O06/01/2015 PPI Start Date: 06/01/2018
Primary Referesce: LE-20003

Paymant Error: Customer Mot Found Package ID: s

Bays in Error: 50 Jmount of TBY to dateidl:  0.00

Note: To close the report dialog box, CLICK “X” in the upper-right corner of the screen.
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Help Link

A

NPS User Guide

Notice FI1-3297

The user guide troubleshooting tips will assist in resolving the unprocessed payment errors.

Access the NPS user guide, according to this table.

located on the top
of the menu bar

. icon

located on the
“Payments” bar.

Step Action Screen Results
1 Click e_ither of the
following: NPS Home About NS Help CaractUs ExiNPS Logatof e
o “Help” link

Payments § tieb

link to view actions to
resolve unprocessed
payments in error.

2 Click “User Guide”,
located on the top USD Unld Sl Deprtmet of A . .
menu bar of the Help | | 228 1 coreney  AU0NA] Payment Service
page.
Help Home User Guide Glossary & Acronyms
3 Select the
“Unprocessed
Payments in Error”
link
Payment Processing
Payment Cedification
Treasury Disbursement Replacement
Unprocessed Paymentsin Emor
4 Select the applicable

Unprocessed Payments in Error Help Menu
Invalid Cugomer AddressError

Customer Mot Found Emor
When to Submit a Remedy Ticket

Note: Once necessary changes are made to resolve error, it may take up to an hour for the

payable to appear on the NPS worklist.

See Exhibit 1 for the list of payment errors and actions to resolve unprocessed payments.
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Notice FI-3297 Exhibit 1

NPS Unprocessed Payment Errors and Actions

The following table contains the Unprocessed Payments in Error Troubleshooting Tips located in the

NPS User Guide.

Business Partner
(BP).

Payment Possible Reasons
Error for Error Actions
Address Customer's address 1. Access the customer's record in BP.
Error (L) is not valid in

2. Confirm the customer's address contains a valid street, city, state
and ZIP code. If not, enter the correct address.

Save the record.

“Delivery Bar
Code” field in BP
contains an invalid
character.

Run the address validation in the BP customer record to populate the
correct delivery bar code.

Address is correct in
BP, but not correct
in Financial
Services.

Access the customer's record in BP and add the following note
“Forcing replication to process Payable ID:” <insert payable ID
number>

Save the record.

Customer Not
Found Error

(N)

Legacy link has not
been established in
BP.

Access the customer's record in BP and add the necessary legacy link.

Save the record.

Legacy link is
established in BP,
but has failed to
copy to Financial
Services.

Access the customer’s record in BP and add a note which says
“address to be resynced in FS.”

Save the record.

*Payment is a
REFREP (refund),
and does not belong
to your county.

Submit a remedy ticket for NRRS.

Note: *NRRS team is aware of this issue and are working to resolve.

Note: If these actions do not resolve unprocessed payment errors or an error is displayed on the report
that is not listed, the State Office shall submit a Remedy Ticket. See subparagraph 1 C or use the
“When to Submit a Remedy Ticket” link from the NPS User Guide.
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