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Par. 1
Part1 Basic Provisions

1 Overview

A Handbook Purpose

5-12-11

This handbook contains common management and operating provisions for program
management activities, functions, and automated applications.

Public Information

Follow instructions in 2-INFO, paragraph 69 to make determinations on providing requested
producer name and address lists to the public.

Related Handbooks
FSA handbooks related to common management are:

1-AFIDA for foreign person procedure

15-A0 for county and community persons

16-A0 for State and county organization and administration
25-AS for record keeping requirements

3-BU for State and county administrative and program funds
3-CM for farm records

5-CM for common payment limitation provisions

1-CMA for CMA and LSA procedures

2-CP for acreage reporting procedures

6-CP for HELC and WC procedures

1-CRP for Agricultural Resource Conservation Program procedures
1-DCP for DCP procedures

2-DCP for DCP automation procedures

1-FI for fiscal management procedures

58-FI for claim and receivable procedures

62-FI for reporting data to IRS

2-INFO for information available to the public

2-IRM for computer backups and storage

1-PL for payment limitation procedures

2-PL for entity file and joint operation procedures

o*--3-PL for web-based subsidiary files (2008 and prior years)

e 3-PL (Rev. 1) for web-based subsidiary files (2009 and subsequent years)--*
e 4-PL for payment limitation procedure.
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Par. 1
1 Overview (Continued)

D Sources of Authority
Authority for this handbook is in:

Commodity Credit Corporation Charter Act, as amended
Food Security Act of 1985

Federal Agriculture Improvement and Reform Act of 1996
Food, Conservation, and Energy Act of 2008
o*--Agricultural Act of 2014.--*
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Par. 2

*1-2  Determining Final or Closing Date, Remittance Date, and Extensions--*

A Final or Closing Date

7-30-09

If a final or closing date falls on a:
e workday, that date shall apply

e day on which the applicable Field Office or National Office is not open for business
during normal workhours, extend the date to COB on the next workday.

When computing the final or closing date, exclude the day of mailing if the action required is
within a prescribed number of days after the notice is mailed.

Action Performed by Mail

Consider an action to have been taken within the prescribed period if the final or closing date
falls on a:

e workday and the mail shows a USPS postmark no later than that day
e nonworkday and the mail shows a USPS postmark no later than the next workday.

Do not accept postage meter date-stamping.
Extensions and Use of Register

If program provisions set a final signup, reporting, filing or other date and heavy workload or
computer failure makes processing the prescribed forms impossible; County Offices may
request an extension and the use of a customer register through the State Office.

Customers may request to be placed on a register by:

visiting the County Office
telephone

FAX

e-mail

mail.--*
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3

4-4-12

Par. 2
Determining Final or Closing Date, Remittance Date, and Extensions (Continued)

C Extensions and Use of Register (Continued)
County Office shall:

e enter the customer’s name on the register and document the method by which it was
received

e have each registrant provide as much preliminary information as possible about each
farm involved

e schedule an appointment for the customer allowing adequate time to process all
prescribed forms and obtain required signatures prior to established timeline

e date each form with the date it is actually filed and cross-reference it to the register.
Using Appointment Process
A Policy

County Offices are encouraged to use appointments for program signup and acreage
certification.

B Advantages
Properly handled, the appointment process:
e permits Service Centers to prepare for the operator’s visit

e eliminates the need for producers to waste time in lines and make multiple trips to the
Service Center

e improves public relations

provides a more businesslike atmosphere.
C Cautions
County Offices that use the appointment process shall:
e ensure that the rules for making appointments are well publicized
e give every producer a chance to make an appointment
e give priority to servicing appointments without ignoring walk-in traffic

e schedule appointments so that enough time is allowed at the end of signup to reschedule
those producers who had to cancel.

1-CM (Rev. 3) Amend. 55 Page 1-4



Par. 4

*.-4  Receipt for Service or Denial of Service

A Providing a Receipt for Service or Denial of Service

FSA staff shall, on request,

provide AD-2088 when any inquirer, applicant, or customer

seeks information or requests any benefit or service.

IF the request is made...

THEN AD-2088 must be provided...

in person

at the time of the request.

by telephone, FAX, e-mail, or mail to the requestor the next workday.

B Example of AD-2088

The following is an example of AD-2088.

AD-2088
(01-12-12)

This form Is avalkabls slacéronically.

RECEIPT OF REQUEST FOR BENEFIT OR SERVICE OFFERED BY USDA

U.5. DEPARTMENT OF AGRICULTURE 1. Fiscal Year
Farm Senvice Agency
Maiural Resources Consefvation Senvice
Development 2012

MNOTE: F3A, NRCS, and R.D must provide a curment or prospective producer or landowner a receipt for service, if requested, at the fime any
service or benefit is requested. Oniginal receipt is provided to requestor and a copy must be mamntained by the issuing Agency.

2. Apency (Check Cnej:

E ESA |:| MRCS |:| RD Anywhere County FSA Office

3. Office Mame/Location

Anywhers, 3T

4A  Name of Requestor

48. Address of Requestor (hcivde Zip Code)

123 Howhere Strest

IMA Farmer
Anywhere 3T 995995
5. Request Received (Check One): 6. Date of Request (MUHDD-YYYY)
I:‘ In Person E] By Telephone |:| By e-Mail 03-08—-2012

[ ByFax [ By Mail

Sign-up for ICP

7. Summary of Benefit or Service Requested

Completed DCP Contracts

8. Action Taken or Recommended

for IMA Farmer

9. Additional Comments

AD-Z0ES was provided to producer at time of service

10A Employee Mame

Any § Employes=

10B. Employee Signature 10C. Date MM-DO-YYYY)
03-08-2012

The U5, Department of Agdcuiiwe (US04) prohibés discimination i ail of & programs and aciviies on the bashk of race, Coior, nafional orgin, age, disabiilly, and whens apolicable,
sex, mantal siatus, millal siatus, panenfal status, religion, sevwal poitical beilet, penefic mwm-mwwmdmmxmxm
WO & proniGited Bases anply 1 &l PErEoas Wit wha means for o,

alscrimination, wrie fo
Assistant Secretary for Chdl Fights, Ofice of the Arsistant Seceetvy tbr CAT Rights, 1400 independence Avenve, 50, Stop B410, Washingion, DT 20080-0440, crnnm-n:e-r
(D6 622-D002 (Engish) o (00} S77-0330 (TDO) or (000) 37 7-0042 (Engilsh Fegerak-refay) nr{mma—nmrsnmm&mmn mammmmm
empiayer.

UML) e
. efr ) sihould comtact USDA's TARGET Center af (205 T20-3500 finice and TO0). To fie a complaint of

5-21 (Reserved)
4-4-12
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22 Overview

A
Introduction

B

Contents of the
County Data
Table

1-15-02

Par. 22
Part 2 Accessing and Updating County Data Table

This part describes the type of County data and how to access the County data
table.

The County data table contains both basic and specific information about a County
Office. The contents of datain this file consist of the following levels of
information:

* County Office data
* County control numbers.
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Par. 23

23 Revising and Updating County Data Table M aintenance Screen M AA10001

A
Purpose County Data Table Maintenance Screen MAA 10001 allows users to revise and
update County Office data.
B
Accessing Screen  Begin on Menu FAX 250 and use this table to access Screen MAA10001.
MAA10001
Step What to Enter Result
1 “3" or“4” IF... THEN...
“3” isentered Application Selection Menu FAX07001 will be
displayed.
“4” isentered Office Selection Menu FAX09002 will be
displayed.
2 applicable county Application Selection Menu FAX 07001 will be displayed.
3 ‘9 Menu MAOO0OO will be displayed.
4 “1” Menu MAAOOO will be displayed.
5 “1" Screen MAA10001 will be displayed.
Continued on the next page
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Par. 23

23 Revising and Updating County Data Table M aintenance Screen MAA10001 (Continued)

C
Example of Following is an example of Screen MAA10001.
Screen
M AA 10001 073-F RANSOM UPDATE MAA10001
County Data Table Maintenance Version: AE16 02/09/2001 14:44 Term G2
SERVED STATE/COUNTY  CODES: 38073  NAME: RansoM
SERVED COUNTY PRINT NAME RANSOM COUNTY FSA
PAYROLLING ST/COUNTY CODES: 061078
P.O. BOX 193
FIRST LINE MAILING ADDRESS
SECOND LINE MAILING ADDRESS
MAILING CITY: LISBON STATE: ND ZIP CODE: 58054 0193
FIRST LINE SHIPPING ADDRESS 701 MAIN ST
SECOND LINE SHIPPING ADDRESS
SHIPPING CITY: LISBON STATE: ND ZIP CODE: 58054 0193
CED NAME: JIM SMITH
COMMERCIAL PHONE: 701 683 - 5832 FTS PHONE: 000 - 0000
CONGRESSIONAL DISTRICT: 01
MAIL PERMIT FIRST CLASS: MAIL PERMIT THIRD CLASS: Y
Cmd7-End Enter (U)pdate, (N)ext Screen
D
Entering Data Screen MAA10001 will display data previously recorded.
on Screen
MAA10001 The fields are described in this table. PRESS “Field Exit” to advance from field to
field. Entriesin all fields are required unless otherwise indicated.
Field
Length What to Enter
Served State/County: System entry from the control file loaded through
Option 2 on Menu FAX250.
* Codes
« Name
Served County Print Name 40 Full County Office name of the served county.
Continued on the next page
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Par. 23
23 Revising and Updating County Data Table M aintenance Screen MAA10001 (Continued)

D
Entering Data
on Screen
MAA10001
(Continued)
Field
Field Length What to Enter
Payrolling State/County Codes 6 The State, county, and Check Digit codes for the
payrolling office. Entry required.
P.O. Box 6 The post office box number. Entry optional.
Note: Make an entry in thisfield or the First Line
Mailing Address field, but not both.
First Line Mailing Address 26 Complete mailing address. This may be Rural Route
number and box, or street address. Entry optional.
Note: Make an entry in thisfield or P.O. Box field,
but not both.
Second Line Mailing Address Entry optional. Use this field when mailing address
26 consists of 2 lines.
Mailing City 20 The city name.
Mailing State 2 The State 2-digit abbreviation.
ZIP Code 9 The full 9-digit ZIP Code.
First Line Shipping Address 26 » Entry optional when thereisan entry in First Line
Mailing Address.
* Entry required when there is an entry is the
P.O. Box field.
Second Line Shipping Address 26 Entry optional. Use thisfield when shipping address
consists of 2 lines.

Continued on the next page
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Par. 23
23 Revising and Updating County Data Table M aintenance Screen MAA10001 (Continued)

D
Entering Data
on Screen
MAA10001
(Continued)
Field
Field Length What to Enter
Shipping State 2 Entry required when an entry is made in “First Line
Shipping Address’ field.
Shipping ZIP Code 9 Entry required when an entry is made in “First Line
Shipping Address’ field.
CED Name 26 * County Executive Director’s format name; i.e.,
first, middle initia, last.
o “Vacant”, if the CED position is vacant.
Commercial Telephone 10 3-digit area code and 7-digit number. Entry optional.
Note: An entry must bein either thisfield or the
“FTS Phone” field.
FTS Phone 7 7-digit FTS number. Entry optional.
Note: An entry must bein either thisfield or the
“Commercia Telephone” field.
Congressional District 2 Entry optional. Congressional district number, only if
the entire county isin 1 congressiona district.
Mail Permit First Class 1 Entry optional. For counties with first-class permits:
e “1" presort
o "2 firg-classonly.
Mail Permit Third Class 1 Field defaultsto “N”. Changeto “Y”, if county has a
bulk mailing permit.
Next Screen System entry giving the name of the next screen to be
displayed.

Continued on the next page
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Par. 23
23 Revising and Updating County Data Table M aintenance Screen MAA10001 (Continued)

E
Updating Data To update changes made on Screen MAA10001, ENTER “U” and PRESS
on Screen “Enter”. Validations will be performed when the (U)pdate option is taken.
MAA10001
» Edit error messages will be displayed on the screen. All errors must be
corrected before the County Data Table will be updated.
o After al corrections are made, to update the County Data Table, ENTER “U”
and PRESS “Enter”.
F
Exiting From On Screen MAA10001, do either of the following:
Screen
MAA10001  PRESS*“Cmd7” to return to Menu MAAOOO

« ENTER“N” and PRESS “Enter”. Screen MAA10003 will be displayed.
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Par. 24

24 Revisng and Updating County Data Table M aintenance Screen MAA10501

A
Purpose

B
Accessing Screen
MAA10501

C

Example of
Screen
MAA10501

1-15-02

County Data Table Maintenance Screen MAA10501 allows usersto revise and
update additional County Office data.

Access Screen MAA10501 by entering “N” for “next screen” on
Screen MAA10001.

Following is an example of Screen MAA10501.

Common Provisions DEAFSMITH MAA10501
County Data Table Maintenance Version: AD47 08/31/1998 10:27 Term D1
COUNTY SITE DATA TABLE

Farm Loan Manager: JIM MILLER
FAX Telephone Number 111 111-1111
Cmd7-End, Cmd3-Previous Enter-Continue

Continued on the next page
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Par. 24
24 Revising and Updating County Data Table M aintenance Screen MAA10501 (Continued)

D
Entering Dataon  Screen MAA10501 will display data previously recorded.
Screen
MAA10501 The fields are described in thistable. PRESS “Field Exit” to advance from field to
field. Entriesin all fields are required unless otherwise indicated.
Field Field Length What to Enter
Farm Loan Manager 45 ¢ Farm Loan Manager’sfirst name, middle initial, and
last name
o “Vacant”, if the position is vacant.

FAX Telephone Number 10 the FAX number for the County Office.

E

Updating Data To update changes made on Screen MAA10501, PRESS “Enter”.
on Screen

MAA10501 Note: An error message will be received unless an entry is made in each field.
F

Exiting From On Screen MAA10501, PRESS:

Screen

MAA10501 e “Cmd7” to returnto Menu MAAOQOO

+  “Cmd3” to return to Screen MAA10001
e “Enter”, and Screen MAA11002 will be displayed.

25 (Reserved)
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Par. 26

26 Message Screen MAA 10005 and County Table Screen MAA11002

A
Purpose

B
Accessing Screen
M AA10005

C

Example of
Screen
MAA10005

D

Initiating County
Control Number
Procedure

1-15-02

County Data Table Maintenance Screen MAA 10005 is a message screen. The
message instructs County Office to sign off of all terminals, before pressing
“Enter”.

County Offices shall only use this procedure when County control numbers are
required.

On Screen MAA10003, ENTER “N” for next screen and PRESS “Enter” to
display Screen MAA10005.

Following is an example of Screen MAA10005.

021-PINAL DISPLAY MAA10005
County Data Table Maintenance Version: AB39 12/28/90 13:25 Term X5

COUNTY TABLE

MAKE SURE ALL TERMINALS ARE SIGNED OFF BEFORE
PRESSING THE ENTER KEY. THE NEXT SCREEN
REQUIRES EXCLUSIVE USE OF CERTAIN FILES

BEFORE IT CAN BE DISPLAYED. IT WILL TAKE SOME
TIME BEFORE THE NEXT SCREEN IS DISPLAYED.

Cmd7-End, Cmd3-Previous

Enter-Continue

On Screen MAA10005, PRESS “Enter” to execute the County control number
procedure. Screen MAA11001 will be displayed.

Continued on the next page
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Par. 26
26 Message Screen MAA10005 and County Table Screen MAA11002 (Continued)

E
Screen Screen MAA11002 will display County control numbers for farm, tract, temporary
MAA11002 ID, and recongtitution used internally by the automated system.
These numbers cannot be modified. They are increased by the computer as
additional records are created.
Following is an example of Screen MAA11002.
021-PINAL DISPLAY MAA11002
County Data Table Maintenance Version: AB39 12/28/90 13:25 Term X5
"""""""""""""""""" coowry TAEZE
COUNTY CONTROL NUMBERS
FARM 713
TRACT 4967
TEMPORARY ID 393
RECON 10000
Cmd7-End, Cmd3-Previous
F
Exiting Screen On Screen MAA10005 or MAA11002, do either of the following:
M AA10005 or
MAA11002 * PRESS“Cmd7” to returnto Menu MAAOOO

* PRESS“Cmd3” to return to previous screen.

27-62 (Reserved)
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Par. 63
Part 3 Crop Data Table File Download

63 Program Announcement Process

A
Background Following is the process when the annual program is announced for a crop or
other decisions made, which change 1 or more values or flags in the crop data
*--or payment parameter table.--*
* A nationa notice will announce the decisions.
* The applicable values or flags will be entered in KC-TSDO and downloaded
to County Offices.
B
KC-ITSDO *--KC-ITSDO shall ensure that national crop data or payment parameter table is
Action updated and processed according to[paragraph 65.}-*
C
State Office State Offices shall ensure that download fileis* * * processed according to
Action Information Bulletins.
D
County Office County Offices shall ensure that download fileis* * * processed according to
Action | paragraph 65|

12-18-02 1-CM (Rev. 3) Amend. 7 Page 3-1



Par. 64
64 KC-ITSDO Download Process

A
Introduction The purpose of this paragraph isto provide instructions to KC-1TSDO for
downloading crop data tables to County Offices through State Offices.
B
Crop Data KC-ITSDO shal:
Tables
o*_-ypdate the national crop data or payment parameter table with values--*
provided from the National Office
* inform all State Offices of the download through the Information Bulletin
system including any special instructions
* download the prepared files to all State Offices
* monitor the progress of the downloaded filesto State and County Offices.
C
Reports KC-1TSDO shal report any problems with a download to the National Office.
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65 County Office Download Process

Par. 65

A
Introduction The purpose of this paragraph isto provide instructions for receiving and
processing downloaded crop datatables* * *.
B
Crop Data County Offices shall receive and process downloaded crop data tables from
Tables KC-ITSDO * * * according to the following table.
Step Action Result
1 | Follow any special instruction identified through the Ensures correct download
Information Bulletin system, which informs user of the of file or files and action
download taking place and method of download. required from County
Office.
2 | IFdownload isby... | THEN...
telecommunications | filewill be received automatically, if File will be received
sent on aregular transmission day. during end-of-day
transmission process at
e scheduled communication
time.
Continued on the next page
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65 County Office Download Process (Continued)

Par. 65

B
Crop Data
Tables
(Continued)
Step Action Result
3 |IF processingfileor files
received by... THEN...
telecommunications during | No action isrequired, because Fileor fileswill be
end-of-day processing start-of-day processing will processed.
automatically processfile or files.
telecommunications during | go to step 4.
the day
4 | To processfile or files received during the day, do the following.
Step Menu
1 | FAX07001 | ENTER *9”, “Common Provisions’. Menu MAOO0OO will be
displayed.
2 | MAOOOO ENTER “1”, “County Office Table Files Menu MAAOQO will be
Maintenance’. displayed.
Continued on the next page
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Par. 65
65 County Office Download Process (Continued)

B
Crop Data
Tables
(Continued)
Step Action Result
4
Cntd
( ) Step | Menu
3 | MAAOQOO | To process 1 of the downloaded files, The message, “IS THE
ENTER: NATIONAL CROP DATA
TABLE TO BE LOADED
o “3",“Load National Crop DataFor | FROM (D)ISK OR
Tobacco” D(I)SKETTE Enter required
parameter”, will be displayed.
o “4" “Load National Crop Data For
Program Crops” *--Note: Select (D) asdatais
no longer provided
*okx using diskettes.--*
o “7",“Print Crop Table For Menu MAAAQO will be
Program Crops’ displayed.
4 ENTER “D” if thefile is received by Downloaded file is processed.
telecommunications during the day. Print applicable report for
verification, according to this
part.
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Par. 66
66 Verifying Downloaded Values

A

Purpose The purpose of this paragraph isto provide reference for reviewing, updating, and
*--printing crop data or payment parameter tables.--*

B

Verifying Verify downloaded values according to Part 4 for program crops.

Downloads

67-75 (Reserved)

12-18-02 1-CM (Rev. 3) Amend. 7 Page 3-6



Par. 76
Part 4 Crop Data Table Maintenance

76 Overview

A

Introduction

*--This part covers procedure for accessing, updating, and printing crop or payment parameter

12-18-02

tables.

The payment parameter file contains program parameters specific to the direct and
counter-cyclical program payments.--*

The crop data table file contains values, flags, and program parameters specific to the
production flexibility crop programs for wheat, feed grains, cotton, and rice.

The values and flags for these crops are used to control the operation of application software,

particularly the payment process. They permit the software to be changed quickly to reflect
program decisions.
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Par. 77
Section 1 Accessing Crop Table Maintenance

77 Access Crop Table Maintenance
A Introduction
This paragraph provides steps for accessing the crop records for 1996 and later years.
B Accessing Crop Tables
To access the crop or payment parameter tables from Menu MAABOQO for:
e tobacco or 2001 peanuts:

e ENTER “1”, “Program Crop Table”, to display Screen MAA00401
e ENTER “Program Crop Table Year” to display Screen HCA010-00

* * *

e 2002 and later years DCP crops, ENTER “4”, “Direct Payments Parameter File”, or
ENTER “6”, “Counter Cyclical Payments Parameter File”.

* x %
78-80 (Reserved)

Section 2 (Withdrawn--Amend. 39)
81-83 (Withdrawn--Amend. 39)
84-95 (Reserved)

Section 3 (Withdrawn--Amend. 51)
96-100  (Withdrawn--Amend. 51)
101-103 (Reserved)

Section 4 (Withdrawn--Amend. 51)
104  (Withdrawn--Amend. 39)
105-108 (Withdrawn--Amend. 51)

109, 110 (Reserved)
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Par. 111
Part 5 Transaction Log File

111~ County Office Requirements

A

Introduction When a change or addition is made to name and address or basic farm and
producer files, the transaction is recorded on the transaction log file. Thisfile
provides an audit trail that may be used to review specific updates or additions that
have occurred on the automated files.

B

Saving the The automated AS/400 requires the user to save the transaction log files:

Transaction Log

Files * during thefirst start of day/end of day process every January and June
+ if lessthan 10,000 blocks of contiguous disk space are available
« if thetransaction log file isfilled to capacity.
Use this table to perform a proper save of the transaction log files.
Step Action

1 PRESS “Enter” on Screen MXAQOExx, Audit Trail/Transaction Log, to advance to
Screen MXAQOOEO4.

2 Using the information on Screen MXAOOEQ4, label the tape, “Transaction Log for (enter date
and sequence number)”.

3 Load the tape to be initialized.

4 Enter the requested information and PRESS “Enter” to begin the tape initialize and tape save
procedures. Screen MXAO0505 will be displayed.

5 If the message, “The previous attempt at saving the Transaction Log files was not successfully
completed. Please save the Transaction Log Files now”, is displayed during the save process,
it may be caused by either of the following.

IF... THEN...
the transaction log files are too large to fit return to step 1 to initialize extra tapes.
on 1 tape
another problem exists consult the State computer specialist or
contact the National Help Desk for assistance.
Continued on the next page
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Par. 111
111  County Office Requirements (Continued)

C
Tape Storage Store the properly labeled tapes in off-site storage according to 2-IRM,

paragraph 172.

112-120 (Reserved)
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Par. 121
Part 6 General Rules for Identifying Numbers

Section 1 Producer Identifying Numbers
121  Requirements and Purpose
A Producer Identifying Number
The Internal Revenue Code requires recipients of program payments to provide identifying
numbers to USDA, so that payments can be correctly credited to participants’ total earnings
and reported to IRS. Except as provided in paragraph 124| make payments to producers who

have provided a permanent ID number that IRS and SSA recognize as valid. Do not make
payments using temporary ID numbers.

Note: See Exhibit 10 for additional information about EIN’s.

B Need for Separate ID Numbers

Entities that are not required by IRS to have separate ID numbers, such as LLC’s with
1 member and revocable trusts * * * may be required to obtain EIN’s to differentiate
payments.

*--Notes: If customers use their personal Social Security number for an entity, such as a
1 member LLC or revocable trust, that same Social Security number shall not be--*
entered in SCIMS for the respective customer as an individual, nor shall they receive
monetary benefits from FSA as an individual using their personal Social Security
number in the same year.

* * *

*--FLP customers using a personal Social Security number for a past or current loan,
must obtain EIN for an entity, including 1 member LLC revocable trusts.--*
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122  Obtaining ID Number

A Obtain ID Number

Par. 122

Follow guidelines in 1-PL to determine the proper identifying number. Instructions in this
table provide additional guidance and clarification for obtaining and using identifying
numbers in certain cases.

Note See Exhibit 10 for additional information about EIN’s.

*--IRS will only issue a new EIN to a same business name if the existing entity is
dissolved and a new entity is established. If the customer cannot provide
documentation from IRS to confirm their business name and EIN, the County Office
shall request that the customer contact IRS to obtain letter 147C as evidence to
validate the entity name if there is any uncertainty.--*

Condition Action
Person Signing Obtain the Social Security number, EIN, or IRS identifying number
as an Agent for the producer. Obtain the agent’s ID number or assign a

temporary 1D number.

The superintendent or authorized BIA representative may sign all
program documents as an agent for entities on tribal and allotted
lands. Issue payments to BIA with the Indian entity as the producer,
using BIA number according to paragraph 124

U.S. Territories,
Possessions, and
Trusts

Obtain producer’s Social Security number, EIN, or IRS identifying
number before making producer payments. Inform producers that
payments will not be reported to IRS.

Obtain information for determining whether a person is a resident of
Puerto Rico from:

U.S. INTERNAL REVENUE SERVICE
255 PONCE DE LEON AVE STOP 28
HATO REY PR 00917-1900.

5-12-11

1-CM (Rev. 3) Amend. 49 Page 6-2



Par. 122
122  Obtaining ID Number (Continued)

A Obtain ID Number (Continued)

Condition Action

Corporation, Obtain EIN of entity and stockholders, partners, beneficiaries, or heirs
LLC, Limited |*--according to 1-PL and 4-PL.

Partnership,
valid
Irrevocable
Trust and Estate
Revocable Trust |Obtain TIN (SSN or EIN) as applicable.
and One
Member LLC  [Note: During the lifetime of the grantor of a receivable trust, and while
the grantor is serving as trustee of his or her revocable trust, the
grantor’s SSN may be used as the revocable trust’s TIN unless
otherwise required by State law.--*

8-3-10 1-CM (Rev. 3) Amend. 47 Page 6-2.5
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122

Obtaining ID Number (Continued)

A Obtain ID Number (Continued)

Par. 122

1-15-02

Condition

Action

Joint Payees

Use either of the following ID numbers:

e anemployer ID number for the joint payees
e aSocial Security number.

Note: Require payeesto indicate which payee's Social Security number
will be used. The number must meet the following conditions:

e for husband and wife, either the husband’s or wife's number is
acceptable

e for adult and minor, only the adult’s number is acceptable.

Husband and
Wife

Community Property States

IF... THEN...

either the husband or wife ison the |enter both husband and wife in the
deed farm producer file and the name and
addressfile.

Note: Enter only the individual

both claim an interest other than
ownership in the farming operation

whose name ison the deed in
the farm producer file when
documentation is provided
showing the property is
Separate.

enter both spouses on the name and
address file but only enter the spouse
who is an operator, tenant, or
sharecropper in the farm producer
file.

either spouse is an operator, tenant,
or sharecropper
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Par. 122

122  Obtaining ID Number (Continued)
A Obtain ID Number (Continued)
Condition Action
Husband and Noncommunity Property States
Wife IF... THEN...
(Continued) both husband and wife are on the record both husband and wife as
deed owners in the farm producer file
and the name and address file.
only the husband or wifeisonthe | record only the individual whose
deed name is on the deed in the farm
producer file and name and address
file.
both the husband and wife have an | enter both husband and wife in the
interest other than ownership in farm producer file and the name
the farming operation and addressfile.
either spouse is an operator, record only the individual with an
tenant, or sharecropper interest in the farming operation in
the farm producer file and name
and addressfile.
Multiple If a person has both a Social Security number and an employer ID
Identifications | number:
e obtain both numbers
e record both numbersin SCIMS
e record the 2 numbers as a combined entity.
Nonresident e Obtain permanent ID numbers from nonresident alien producers
Aliens before issuing any payments. See 62-FI, Part 5 for instructions on
nonresident alien income tax.
e “Nonresident alien” for income tax withholding, and in the current
software, isthe same as “foreign individual”. * * *
123 (Withdrawn--Amend. 23)
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Par. 124
124  Recording Information for Native Americans

A Native Americans Represented by BIA’s

BIA regional offices service various individual Native Americans or groups of Native
Americans.

Note: This paragraph applies only to individual Native Americans or groups of Native
Americans on tribal and allotted lands. See subparagraph B for additional
information on Indian Tribal Ventures.

Individual Native Americans or groups of Native Americans represented by BIA shall be
recorded in SCIMS as a business with no tax ID. The entity type shall be “Indians
Represented by BIA”. County Offices shall ensure:

e the group of Native Americans represented by BIA with no ID number is recorded in
farm and tract maintenance as the operator and/or owner of the farm, as applicable

e the group of Native Americans represented by BIA with no ID number is added to
applicable program contract or application

o*--BIA with ID number ending in 6810 shall not be added to any farm, tract, or program
contract or application.

When program benefits are issued to Native Americans by BIA, the payment will be issued
to ID number ending in 6810. This is an internal process and County Office intervention--*
is not required during the payment process.

B Native Americans Not Represented by BIA’s

Indian Tribal Ventures not represented by BIA must provide a permanent ID number to
receive program benefits. Indian Tribal Ventures shall be recorded in SCIMS with an entity
type of “Indian Tribal Venture”.

Note: Individuals of Native American descent that are not part of an Indian Tribal Venture
shall be recorded in SCIMS using their Social Security number only if they are
applying for monetary program benefits.
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Par. 125
125 1D Numbers for Land Owned by Federal Government Agencies

A Federal Government Land

This table lists the ID numbers for land owned by Federal Government Agencies that
currently reside on the SCIMS database.

Agency ID Number
* * % * * *
Bureau of Land Management 999991101
Bureau of Reclamation 999991102
Farm Service Agency 999991103

Note: This ID number is not to be used for payment purposes including
assignments to FSA. The tax identification number for FSA, CCC,
as indicated in 62-FI, subparagraph 47 C (Step 2), should be used

5-12-11

with the “E” ID type for all FLP assignments.

US Forest Service 999991104
United States Army-Army Corps of Engineers 999991105
US Navy-US Marine Corps 999991106
United States Air Force 999991107
US Fish and Wildlife Service 999991108
Bureau of Prisons 999991109
National Park Service 999991110
Nat’l Aeronautics and Space Administration 999991111
Agricultural Research Service 999991112
Department of Energy 999991113
Federal Deposit Insurance Corp 999991114
Tennessee Valley Authority 999991115
Small Business Association 999991116
US Department of Interior 999991117
Department of Justice 999991118

1-CM (Rev. 3) Amend. 49

Page 6-7



Par. 125

125 ID Numbers for Land Owned by Federal Government Agencies (Continued)

A Federal Government Land (Continued)

Agency ID Number
US Dept Housing Urban Development 999991119
EFP 999991200
Disaster Share Balance 999991210
Internal Revenue Service 999991211
Rural Development Agency 999991212
Department of Veterans Affairs 999991213
Commodity Credit Corporation 999991214
Federal Aviation Administration 999991215
Federal Grain Inspection Service 999991216

Restrictions: County Offices are restricted from updating the following customer data fields

for all ID numbers listed in this table:

“Business Name”
“Business Type”
“ID Number”
“Tax ID Type”.

Changes to these fields are restricted to the National Office only.

Note: The Agency titles agree with the titles used in the SCIMS customer database.

B ID Type for Federal Government

Using the drop-down menu, select “Federal” as the ID type for ID numbers entered for

Federal Government Agencies except BIA.

C Business Type for Federal Government

Using the drop-down menu, select “Federal owned” as the business type for Federal

Agencies.

D Obtaining ID Numbers

Contact State Offices for assistance in obtaining ID numbers from the Common Provisions
Branch, PECD for Federal Government Agencies not listed in subparagraph A.

126  (Withdrawn-Am. 39)
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4-2-09

Par. 127

IRS Identifying Number

A IRS lIdentifying Number

The IRS-assigned identifying number is composed of 9 numeric digits and has an 1D type
of “I”. The first digit is always “9”.

Use these IRS-assigned numbers in the same way as Social Security numbers.

Producers who are non-resident aliens and ineligible to obtain a Social Security (ID type “S”)
number, may be issued an IRS-assigned number (ID type “I”’) to process FSA payments.

Note: See 1-PL for foreign person eligibility determinations.
Obtaining IRS Identifying Numbers
To obtain an IRS tax ID number, the producer shall:

e complete IRS form W-7 and return it and any required supporting documents to IRS
e report IRS-assigned identifying number to the County Office.

Note: As a service to producers, County Offices may want to obtain a supply of IRS form
W-7 by calling their local IRS office. Order only what is needed, since usage is
minimal. Nationally, FSA uses an average of 30 forms per year.

1-CM (Rev. 3) Amend. 39 Page 6-9
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Par. 128

128  Bankruptcy 1D Number

A
ID Number

B
New ID Number

C
Name and
AddressFile

D
Farm Producer
File

E
21D Numbers
for a Producer

F
Succession in
Interest

1-15-02

ID numbers are used to control payment limitation and for IRS reporting.

A producer in a bankruptcy status may be issued a new employer ID number in the
bankruptcy action. If anew ID number isissued, use the new ID number for FSA
payments, and select an entity type code for the entity. for alist of
entities and entity type codes.

When entering the new ID number in SCIMS, County Offices shall ensure that
they enter “Debtor” or “imposition” followed by the business name.

The new “Debtor” or “imposition” 1D must also be added to the applicable farm or
farms in the farm producer file for the ID to receive benefits as a successor on the
farm or farms.

For aproducer using a Social Security number and an employer 1D number, or a
pre-petition and post-petition ID number, consider the 2 numbers as a combined
entity for payment limitation purposes. This includes cases in which the producer
is continuing operations after filing bankruptcy.

Because the current software does not recognize a bankruptcy, consider the
change from a Social Security number to an employer 1D number as a succession
in interest in the system.
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Par. 129

129  Recelvership 1D Number

A
Purpose

B
New I D Number

C
Name and
AddressFile

D
Farm Producer
File

1-15-02

ID numbers are used:

* to control payment limitation
« for IRS reporting.

When areceiver is appointed by a court order, and is given the right to receive
FSA payments:

» thereceivership must obtain a new employer 1D number
* usethe new ID number for FSA payment purposes

¢ an entity type code must be selected for the entity. Seg Exhibit 11 for alist of
entities and entity type codes.

If areceiver is appointed without the right to receive payments, the receiver can
sign for the individual according to|paragraph 708!

For the name and address file, identify the producer by his or her name followed by
the word “Receivership”. The address should be the address of the
court-appointed receiver.

If the receiver is given the right to receive FSA payments, the new “receivership”
ID must be added to the applicable farm or farms in the farm producer file.

Continued on the next page
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Par. 129
129  Receivership ID Number (Continued)

E Two ID Numbers for a Producer

Consider the Social Security number for the original producer and the employer ID number
for the receivership as a combined entity for payment limitation purposes.

F Succession in Interest

Because the current software does not recognize a receivership, consider the change from a
Social Security number to an employer ID number as a succession in interest in the system.

G Refer to OGC
Orders appointing a receiver may vary greatly as to what the receiver is to receive.

e Carefully examine these orders to ensure that they cover profits or proceeds of the crops
or land involved in FSA programs.

e Inall cases where there is any doubt, County Offices shall refer copies of the “Order
Appointing a Receiver” to OGC through the State Office for advice.

130  (Withdrawn--Amend. 51)

131-140 (Reserved)

11-14-11 1-CM (Rev. 3) Amend. 51 Page 6-13
(through 6-40)






Par. 141
Section 2 Customer and Employee Name and Address File

141 Accessing Name and Address From SCIMS
A Purpose
Customer and core data is stored in a central database maintained by ITSD-ADC known as
SCIMS. Accessing the name and address for adding, inactivating, reactivating, or viewing

customer core data requires accessing SCIMS through the Intranet.

Only authorized USDA Service Center personnel may access SCIMS to add, delete, update,
or view customer core data.

*--Note: Only permanent USDA Service Center employees are authorized to access SCIMS.
Requests for exceptions for temporary employees or non-USDA personnel must be
submitted in writing to the National SCIMS Security Officer.--*

After a customer’s core data has been entered in SCIMS and a legacy link has been
established, the core data will download to the AS/400 name and address files in the county
where the legacy link has been established.

Note: If a legacy link is not established, the core data will reside only in SCIMS.

B Definitions

Customer core data means name and address data that has been determined to be used by at
least 2 of the agencies in the Service Center.

Authorized user means USDA Service Center employees who have been certified to have
received sufficient training commensurate with their requested role in the use of SCIMS on
AD-2017 by their respective agency’s State or County SCIMS Security Officer and have
been processed through FSA security operations by their respective agency’s State SCIMS
Security Officer.
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Par. 141
141 Accessing Name and Address From SCIMS (Continued)

C Requesting Access to SCIMS Through FSA Security Operations

Service Center employees shall request access to SCIMS through their respective agency

State SCIMS Security Officer (Exhibit 11.5).

Note: CED’s and NRCS AC’s shall request SCIMS access for their respective employees
by sending completed AD-2017’s to their agency State SCIMS Security Officer.
CED or AC, as applicable, shall sign and date AD-2017, items 12A and 12B to certify
that employee has been adequately trained.

State SCIMS Security Officers shall be responsible for requesting access to SCIMS for their
respective employees. Requests shall be submitted to FSA Security Operations through the
State Security Liaison Representative on AD-2017 by completing the required entries

according to[Exhibit 11.4

*--Notes: AD-2017 will also be used for requesting PYBC and SMR change authority--*

Exhibit 11.4).

See| Exhibit 11.5 for a list of State SCIMS Security Officers for FSA, NRCS, and
Rural Development.

AD-2017:

e isrequired and is the only official form for requesting access to SCIMS and requests for
*--PYBC and SMR update authority

Note: National Office approval is required for PYBC and SMR authorizations. PYBC
and SMR requests shall be FAXed to the Common Provisions Branch Chief at--*
202-720-0051. These requests shall not be FAXed to FSA Security Operations.

e isrequired to certify that users have received adequate training commensurate with their
requested access role

e shall be FAXed to FSA Security Operations when both requesting access and revoking
access to SCIMS

*--Notes: The FSA Security Operations FAX number is 877-828-2051.--*

AD-2017’s for temporary employees shall also include a copy of written
authorization from the National SCIMS Security Officer.

e shall be maintained by the respective State SCIMS Security Officer

e shall be used to document “Revocation of Authority” by completing Part C.
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Par. 141
141 Accessing Name and Address From SCIMS (Continued)

D Accessing SCIMS

SCIMS applications shall be accessed through IE using CCE equipment. Open IE, type
http://intranet.fsa.usda.gov/fsa in the address field, and PRESS “Enter”.

Note: NRCS employees will use the My NRCS web site to access SCIMS. The My NRCS
web site is located at https://my.nrcs.usda.gov/nrcs.aspx. On the Homepage,
CLICK “Field Office Tools” tab and then select the “Customers” SCIMS link.

E FSA’s Intranet Homepage

FSA'’s Intranet Homepage will be displayed. CLICK “FSA Applications” and CLICK
“SCIMS” under Common Application Menu.

*

USDA, usten sastes Depanment ot sgramrs
L = .
Farm Service Aqgency (FSA) Intranet Thersdar Oetaber 27, 2011

i : _ . e [
| Home | About FSA | Mewsroom | Help | ContactUs | Offices | Phone | Employes Information |

Mo » FSA Applcations

FSA Applications

T * Preview the new Personalized Applications Page

Commaon Applications Conservation
+ CARS - Crop Acreage + Biomass Crop Assistance
Reporting System Program {BCAP)
» Commaon Payment Reports « Cost Share Software (CS5)
System « Program Provisioning
« eForm (Employes site to « Conservation Funds Ledger
procass aForms) System [CFLS)
Other Redated Links » Fidudary . « Conservation On-Line
» Comprehensive Information System
Management Systems « Conservation Payments
(CIMS) » CRP Soils Database

RLMS (eRep) Management System
RLMS Report (eRep) Emergency Forestry CRP
Farm Records HELC /Wetlands Program

LI T
L]

ICAMS
Fed Traveler Farm Loan Programs
F5A Data Marts
LRA Site(Identity Proof & « Farm Loan Programs
custarmier) Systems
« OTIS
» Payments to Producers Price Support
Identified as Deceased i
E_PPI'E_'-} » RTCP - Reimbursement
* .if..IM.,. _ Transportation Cost
“ » SCIMS Link Manager + ALAP - Asparagus Loss
o Subsidiary Assistance Payment
s 2003 Tax Booklet « Trade Adjustment
« 2004 Tax Booklet Assistance for Farmers
w005 Toy Booklor o Cotton Information Center |

Note: If users have multiple Internet Explorer sessions or tabs open while working in the
SCIMS application, SCIMS data can inadvertently be affected. Users shall not open
multiple Internet Explorer sessions or tabs in an Internet Explorer session while
working within the SCIMS application.--*

11-14-11 1-CM (Rev. 3) Amend. 51 Page 6-42.5
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Par. 141
141 Accessing Name and Address From SCIMS (Continued)

*--E FSA’s Intranet Homepage (Continued)

USDA’s eAuthentication Warning Screen will be displayed. CLICK “Continue”.

USDA United States Department ol Agricullure
":?"_"'_ USDA eAuthentication

Home : About eAuthentication: Help : ContactUs : Service (

This is a United States Departrnent of Agriculture computer systern, which ray be accessed and used anly for
official Government business (or as otherwise permitted by regulation) by authorized personnel. Unauthorized
access or use of this computer system may subject violators to criminal, civil, and/or administrative action. All
information on this computer system may be intercepted, recorded, read, copied, and disclosed by and to
autharized personnel for official purposes, including criminal investigations. Access or use of this computer system
by any person, whether autharized or unauthorized, constitutes consent to these terms,

[Cancol ] [Cnn tinue ]
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Par. 141

141 Accessing Name and Address From SCIMS (Continued)

F

2-1-10

eAuthentication Login Screen

After users CLICK “Continue” on the eAuthentication Warning Screen, the eAuthentication
Login Screen will be displayed as follows.
*

USDA United States Depariment ol Agricullure
Zam USDA eAuthentication

Home : About eAuthentication: Help | ContactUs : Find an LRA

| Quick Links eAuthentication Login

I What is an account?
I Create an account
I Update your account

Administrator Links

Login with my User ID and Password

User ID: |chris.hunt |
Forgot your User ID7?

I Local Registration
Authority Login

Password: |......... |

Forgot vour Password?
Change My Password

Enter eAuthentication user ID and password and CLICK “Login”.

If the user does not have authority to access SCIMS, the following screen will be displayed.
Contact State SCIMS Security Officer for assistance.

USDA Service Center

OSSR VAL

According to your security profile you do not have authority to access SCIMS.
If you believe you have received this message in error,
contact your State SCIMS Security Officer.
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Par. 141
141  Accessing Name and Address From SCIM S (Continued)

F eAuthentication Login Screen (Continued)

If the user does not have an eAuthentication account, the following screen will be displayed.
Follow the instructions on the screen.

USDA United States Department of Agriculiure
Z VSDA eAuthentication

" p— - W Cyeanen

Home : About eAuthentication: Help : Contact Us | Service Center:

[[ClickUiRks Y o A | thentication Status

- What is an account?

- Greate an account
F Update your account Login failed .

Employee Links If you have a USDA e-Authentication account please ° Change My Passvord

do the following:
Reset My F tte
+ Local Registration o pa:sewo :1 orgotten
Authority Login

" | Want To...

» Click the back button and re-enter your
efuthentication User ID and Password.

e If you receive this message again, use the
self-service “Reset My Forgotten Password”
feature.

» If vou need additional assistance, contact the
USDA eduthentication Help Desk at
eduthHelpDesk@usda.govy

MOTE: A valid USDA eAuthentication Account iz
reguired to access thiz application. If you do not
have a3 USDA efduthentication account, please choose
“Create an Account” from the “Quick Link:s" Menu an
this page.
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Par. 141

141  Accessing Name and Address From SCIM S (Continued)

F eAuthentication Login Screen (Continued)

*--Once a user has successfully completed the eAuthentication Login and cleared the SCIMS
security profile, the software shall default to the SCIMS Customer Search Page as follows.

IF theuser is...

THEN the Customer Search Page will default to...

associated with asingle
Service Center

user’s respective State, County, and Service Centers linked to
county

associated with multiple
Service Centers

Service Center and respective County with the lowest numbered
organizational unit within user’s respective State.

a State Office employee

Service Center and respective County with the lowest numbered
organizational unit within user’s respective State.

aNational Office

State, Service Center, and respective County with the lowest

employee numbered organizational unit within the entire SCIM S database.
not assigned to a the following error message:
specific office

“According to your security profile you do not have an assigned
office ID in EAS. Please contact your State SCIMS security
officer per 1-CM [Exhibit 11.5]"

Note: Service Center drop-down menu shall default to respective FSA Service Center 1st,

as applicable.

After successful login to SCIMS, the following Customer Search Page will be displayed. See
paragraph 1/5Ifor customer search instructions.--*

5-14-07
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Par. 141

141 Accessing Name and Address From SCIMS (Continued)

F eAuthentication Login Screen (Continued)

5-12-11

Ada

Logout of eAuth

Restricted Td SCIMS Customer Search

Paotential Duplicate

Eeport AT,

Customer Data Listin elect a service Lenter

Negors State: |GEORGIA H
County: |DODGE |
Service  [E3STMAN SERVICE CENTER |

Center:

" National Search

Service Center Details |

*

When exiting SCIMS, always click either “Exit SCIMS” or “Logout of eAuth” at the top of
the screen.

Note: Never exit SCIMS from the “Close Box” (Red “X” in the upper right-hand corner of
the screen on the blue Microsoft Internet Explorer blue banner) or clicking the
*--“Home” button on the tool bar. Exiting from the “Close Box” or “Home” button may
lock-out other users from accessing the last customer accessed for up to 1 hour. If--*
SCIMS is inadvertently exited from the “Close Box” or “Home” button, user shall
immediately re-access the applicable record and click either “Exit SCIMS” or
“Logout of eAuth” at the top of the screen.

1-CM (Rev. 3) Amend. 49 Page 6-47
(through 6-50)






Par. 142
142 Accessing Name and Address From AS/400 Menu MACI00

A Introduction

Menu MACI00 provides options to changing and creating records for transmitting producer
and employee name and address records.

Note: The customer must first be added through SCIMS.

B Accessing Software

From Menu FAX250, access Menu MACI00 according to the following table.

Step| Menu Action

1 |FAX250 |ENTER *“3” or “4”, “Application Processing”, as applicable, and PRESS
“Enter”.

2 |FAX09002 | Enter the appropriate county, if applicable, and PRESS “Enter”.

FAXO07001 |ENTER “9”, “Common Provisions”, and PRESS “Enter”.

w

4 |MAO0000 |ENTER “2”, “Producer Name and Address Maintenance”, and PRESS
“Enter”. Menu MACIO00 will be displayed.

C Example of Menu MACI00

Following is an example of Name/Address Selection Menu MACIOQ0.
*

= =18 x|
€
SR EEII LI R z
PrtScm Copy | Paste Send | Recy Digplay | Color Map Record | Stop Play Guit Clipbrd | Support| Indes :
E5
COMMAND MACIODO E
Name/Address Selection Menu e
Change or View -
Select for Individual Record Transmission E
Name/Address Reports e
. . . C)
Update 2ip+4 and Print Z2ip+4 Reports 4
23. Return to Application Selection Menu
24, Return to Primary Selection Menu
* option not available Cmd3-Previous Menu
Ready for option number or command
MA b 22/003
Connected to remote serverfhost 199,159,97.54 using port 23
a Start| I~ Trbo - Micrasoft Outinok |9ﬂGRuMPv1J4 |9ﬂGRUMPv1JS | < 4 Prinkers and Faxes | S @ O Y ARSI D B 12:03F0
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142

D Adding or Changing Data

143-152

11-14-11

Follow this table to add or change data.

Accessing Name and Address From AS/400 Menu MACI00 (Continued)

Par. 142

Option Display Use of Option Reference
“1”, “Change or Screen MACI1001 |Change or view supplemental Part 8
View” will be displayed. name and address data.
“2”, “Select for Screen MAB01001 | Transmit individual name and
Individual Record  |will be displayed. |address record to KC-ITSDO.
Transmission”
Note: Only use upon request
from KC-ITSDO.

“3”, “Name/Address | Menu MAB100 will | Access name and address reports. | Part 13,
Reports” be displayed. Section 1
*--“5” “Update Menu MABPRTO1 |Enter printer ID and PRESS Part 13,
Zip+4 and Print will be displayed.  |“Enter” to print the report. Section 1--*
Zip+4 Reports”
(Reserved)
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Par. 153
Part 7 Adding Name and Address Records to SCIMS

Section 1 Data Migration
Migration From AS/400 to SCIMS
A Introduction
As part of the deployment of SCIMS, FSA name and address records from all counties were

uploaded to KC-ITSDO for processing. During processing, the name and address records
were converted to the SCIMS format and used to populate the SCIMS database.

B Initial Migration and Conversion

During migration from the AS/400 to SCIMS, certain name and address data was validated
for correctness, and if necessary, converted to the SCIMS format. |Exhibit 12|shows:

e the name and address fields that were converted during migration to SCIMS
e an explanation of the change.

C Duplicate Customers

Screening for duplicate customer records that reside in the same or more than 1 county was
performed during the initial processing. Records that were identified as duplicate were
reconciled, if possible, and downloaded to each county where the record resided. Duplicates

*--that could not be reconciled were flagged as potential duplicates and were reconciled by--*
Service Center personnel.

* Xk *
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Par. 153
153  Migration From AS/400 to SCIMS (Continued)

D Supplemental Data
Supplemental data resides on the local AS/400 and is not accessible through SCIMS. This

data can only be accessed and changed in the AS/400 by the County Office that enters the
data.

Seq paragraphs 207|through[212]for entering or updating supplemental data.
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Par. 154
154  Potential Duplicate Customers

A SCIMS Potential Duplicate Process

*--SCIMS customer records are compared to determine whether the customer has potential--*
duplicate records. The potential duplicate process compares customer data that matches
other customers, but is not determined an exact match. Not all customers identified as
potential duplicates will be duplicates.

Counties shall keep in mind that properly resolving duplicates is a very important
process in the success of SCIMS.

B Individual Counts

Individual customer data is compared to other individual customers to determine whether the
following data matches:

last name

first name

suffix

5-digit ZIP Code.

C Business Criteria

Business customer data is compared to other business customers to determine whether the
following data matches:

e business name
e 5-digit ZIP Code.

D Identification Number Criteria

*--In a separate comparison, SCIMS compares individuals and businesses to determine--*
whether only the ID number matches regardless of any other criteria.
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Par. 155

1155  Potential Duplicate Report

A Accessing the Potential Duplicate Report

5-12-11

The Potential Duplicate Report lists all potential duplicates that have been identified for

*--gvery County Office, as well as an option to list potential duplicates for all Service Centers

within a State. The Potential Duplicate Report is on the SCIMS web site and can be
generated and printed as many times as necessary until all duplicates have been resolved.
The potential duplicate’s resolution process should be completed as soon as possible through
the FSA State SCIMS Security Officer according to|paragraph 156.1-*

* * *

County Offices shall access and print the Potential Duplicate Report for their county
according to the following.

Step Action

1 | Access SCIMS web site according to|paragraph 141,
2 | On the Customer Search Page, CLICK *“Potential Duplicate Report”.

3 | *--Select applicable State and Service Center or all Service Centers within a State--*
for Potential Duplicate Report.

4 | CLICK “Generate Report”.

5 | At the bottom of the report, CLICK “Print This Page”.

D ot ortor Pivimation Management Sysiem SCIMS

| About SCIMS n | Handbooks | Exit SCIMS

SCIMS Customer Search

Esporis Salect a Service Centeor
State; GEDORGIA W
County: | OCONEE v
SErviC® | \ONROE SERVICE CENTER v

Center:

[IMational Search

|  Service Center Details |

The selected Service Center has Potential Duplicates which need
to be resalved,
Flease print the Potential Duplicate report.
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155  Potential Duplicate Report (Continued)

*--A  Accessing the Potential Duplicate Report (Continued)

Par. 155

USDA
LOUA

SCIMS

Potential Duplicate Report

Please select the State and Service Center to run the Potential Duplicate Report.

State: | GEORGIA

=]

Service Center: |MONROE SERWVICE CEMTER

o]

[ Generate Report ]

B Examples of the Potential Duplicate Report

This is an example of the Potential Duplicate Report that the county will be dispatched.
*

USDA
LOLA

SCIMS

2-1-10

: -‘ Potential Duplicate Customer Report

Based on selected Servicing Site: MONROE SERVICE CENTER
POTENTIAL DUPLICATE REPORT - INDIVIDUALS

- }?:pe Last Name  First Name ::f"gi Delivery Address Line City State ZIP ;‘:‘332
5 PETERS KEMMETH 2496 PANNELL RD MOMNROE G4 30655 MRCS

2496 PANNELL RD MOMROE A 30655 13/297

M 2522 HESTERTOWN RD MOMROE @M 20655 137297

POTENTIAL DUPLICATE REPORT - BUSINESSES

Tax - - . _ -
1d,/ Type Business Type Business Mame Delivery Address Line City State ZIp

NO DUPLICATES FOUND.

POTENTIAL DUPLICATE REPORT - MATCHING TAX IDs

Legacy
St/Cty

Tax Business

Last/Busines First Name MI Delivery Address
Id /Type Type

S Line City State ZIP

NO DUPLICATES FOUND.
12/29/2009 8:20:21 &M

[ Print this page ]

’ Close Window ]

*
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Par. 156

*1-156 Potential Duplicate Resolution

A Resolving Potential Duplicates in SCIMS

5-12-11

When potential duplicate records are encountered in SCIMS, a message will be displayed
advising the County Office user that if the user wants to resolve the potential duplicate,

contact the FSA State SCIMS Security Officer to resolve the potential duplicate. Count
Offices shall contact the respective FSA State SCIMS Security Officer listed in|Exhibit 11.
and request that the FSA State SCIMS Security Officer review the potential duplicate or
duplicates in question and resolve accordingly.

FSA State SCIMS Security Officers shall:

e review SCIMS potential duplicate records as requested by County Offices and resolve
accordingly

e contact the National Office for assistance as necessary.
The FSA State SCIMS Security Officer shall also review weekly SCIMS Potential Duplicate
Active Records Reports and work with County Offices to resolve recorded potential

duplicates.

Note: Resolving a duplicate record incorrectly may result in the customer’s record being
permanently removed when merged. ITSD-ADC cannot reset the record.--*
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Par. 156
*--156 Potential Duplicate Resolution (Continued)

B Resolving Duplicate Responsibilities
County Offices and FSA State SCIMS Security Officers:

e shall work with other County Offices listed on the report and respective FSA State
SCIMS Security Officers to ensure proper resolution of potential duplicate customers--*

e may print a list of customers in which they are the control county according to 2-PL,
paragraph 129.

The following outlines who has primary responsibility for resolving duplicate customers
*--listed on their report through FSA State SCIMS Security Officer or Officers.--*

IF the potential duplicate customer on the THEN the duplication shall be

reportisin... *--resolved by the FSA State SCIMS
Security Officer for the...--*

only 1 county county where the duplicate resides.

more than 1 county and there is a control county |control county.
for the customer

more than 1 county, but is not multi-State, and county with the lowest county code.
there is not a control county for the customer

more than 1 county and State, and there isnota |county with the lowest State and cou