Intro to E-File




 All Entities must establish an eAuth Account before using
the E-File system

* [Instructions to apply are on the GIPSA website -
http://www.gipsa.usda.gov

* The website address for E-File Is
http://forms.sc.eqov.usda.gov

e CRU is the point of contact at 303-375-4264

Program Information



http://forms.sc.egov.usda.gov/

Instruction for obtaining
e-authentication account

The Packers and Stockyards Program will be implementing a new option for submitting required
Annual Report forms. This new option will allow regulated entities to submit their forms
electronically using a program called E-file. In order to begin using this new feature, regulated
entities will need to establish an E-Authentication account with USDA. An E-Authentication
account is a way for you to interact with USDA websites online and allows you the ability to
identify yourself to the USDA via your User 1D and password. More information about USDA's
E-Authentication can be found at https:/fwww.eauth.usda.gov/ .

There are two levels of E-Authentication which include Level 1 and Level 2. In order to use E-
file, entities will nead Level 2 Access. An account with Level 2 access allows the user to enter
USDA Web site portals and applications that have been determined to have the need of higher
security requirements or restrictions and the need of a verified identity for each User ID and
profile. In order to register for E-Authentication Level 2 access, please do the following:

STEP 1: Go to https://identitymanager.eems.usda.gov/registration/index.aspx to access the
CREATE AN ACCOUNT page. Once there, select the Register for a Level 2 Account.

STEP 2: You should complete the information on the new four screens to create a USDA E-
Authentication account.

STEP 3: Once you completed this information, you will then receive a confirmation email from
USDA asking you to respond to the email to confirm your account within seven (7) days. If you
do not respond to this email asking you to confirm your account within seven (7) days, you will
have to restart the registration process by creating another profile and will need to select a new
User ID.

STEP 4: The next step in the Level 2 process is to make an appointment with a Local
Registration Authority (LRA) at a USDA Service Center. To locate a center convenient to you,

please go to http://offices.sc.egov.usda.gov/locator/app?type=Ira .

STEP 5: Once your account has been verified, then you may log onto the Efile software to begin
the process of filing your report electronically. For instructions on how to use Efile please click
the link on the GIPSA website.




CUSTOMER LOGIN

When you login to the E-Files website to submit your annual report,
be sure to close all other browser windows and tabs. You will not
be able to save your form otherwise.




This screen will
pop-up when you
first enter the
website. You can
just browse the
forms, or you can
login to the E-files
system. If you
have not yet
obtained you e-
authentication 1D,
you may also
register for it at this
point.

Login for E-File website is hiips://forms.sc.egov.usda.gov



https://forms.sc.egov.usda.gov/
https://forms.sc.egov.usda.gov/

\

Enter the user name you
created when you set up
your E-Authentication
account as the User ID,
and enter the Password
you created.

Login for E-File website is hitps://formsadmin.sc.egov.usda.gov



https://formsadmin.sc.egov.usda.gov/

This is the Home p%‘
view for the E-File site.
To start an annual
report, click on

“Browse forms” in the
gray Nav Bar on the
left side of the page. If
a form has already
been started and
saved, go to the
“‘Saved Forms” link to
access the form.




The forms can be
searched by
selecting the

Agency Name
and/or Program

Name from the pull

down menu, or by

entering the Form
Number, if it is
known.




Forms By Type of Operation

« PSP3001 — Dealer or Market Agency Buying on Commission
(Order Buyer)

« PSP3002 — Live Poultry Dealer

« PSP3003 — Market Agency Selling on Commission (Auction
Market, Commission Firm)

« PSP3004 — Packers

« PSP3005 - Form used for additional slaughter facilities for
Packers

« The examples on the following pages were created using the form
for Packers. Always use the form for your operations




For this example
only, the 3004
form (Annual
Report of
Packers) was
entered. Click on
the Search button,
which loads the
results from the
selected filters.




When you search by
form number, you
will only see the
form number you
entered in the
Browse Forms list.
Select the
hyperlinked form
number to begin
entering data.
Select the button
under the Help I Instructions I
column, for the

instructions. Select
the New Search

button to return to

the Browse Forms

page.




Each of the annual report
forms have the same look
as the 3004 form. There
will be Close and Save
buttons at the top and
bottom of each page.
When you Save the form,
it will close and be
available under the left
Nav options Saved Forms
link on the home screen.
Each time you save the
form, it will close. To return
to the previous page to
open the instructions, you
will need to save the form
first.
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This is what the completed
first page of the form looks
like. The new fields
Business Entity ID and
Filing Preference boxes
must be completed, in
addition to all other
information on the form.
Once the form is complete,
the form should be saved.
It may then be retrieved
from the Saved forms page
for further updates and
changes.
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This page shows the
first time you save
your form. After
saving the form, you
will return to the
Saved Forms page
to retrieve the form.
All subsequent saves
that you make will
return you to the
Saved Forms page.




Once you have
completed filling out
your form and saved
the information, you
will create a package

to send the annual
report to PSP. Click
on the Custom
Package button to
start assembling your
package.




Tips for Creating Packages

 When selecting forms to create a package, include only
one entity per package. If you include multiple entities
within a single package, it will create processing errors,
and could cause issues with reports not being received.




As you see, the form
just created is shown
in this list of saved
forms. Additional
forms for the same firm
have also been
created using the 3005
Supplement to Packer
Annual Report. Select
the name of the annual
report form you
created to create the
package. Do not select
any supplemental
forms in this step of the
process. Click the
Continue button once
the correct report is
selected.




The Create Package
page opens again
when you click the

Continue Button.
Enter the name for
your form, including
reporting year, as
shown to the right.
Then select the
receiving agency
from the drop down
list and click Create
Package. Note:

Package Name and
Form name can be

the same.

T

Receiving Agency




If you need to add
Supplemental forms
to the package, you
can select the
package name in
the left column to
add those =
documents. Oir, if
you are ready to S Submit forms T
submit the package, >lppofling
select the Submit
icon under the
Actions column.




The action you just
completed takes you
to this page in the
application. Select
the Add button. This
takes you to the
Saved Forms list
where all the forms
are located. This
function is used most
commonly with a
Packer Annual
Report when adding
the supplemental
form 3005.

Adding Additional forms




This page lists all the
available forms that
may be added to a
package. Select the
supplemental forms
you created for your
package, then select

the Add button.




Once you have
created the package,
you will return to the

Saved Packages
page, which shows
the documents
contained in the
package. You may
add additional forms
to the package, if
needed, or select
Close to return to the
Submit Package

page.




The package has
been completed.
Select the Submit

button. I

Submitting the package




Using the map,
select the Service
Center or Office you
would like to submit
the form. For the
annual report forms,
the system will
recognize the
package should be
submitted to “WRO
Central Reporting
Unit, PO Box
110639, Aurora, CO
80042”




You may add any
comments to your package
prior to submission. You
can also see which
documents and forms you
have added to your
package. When you click
the Add button, you may
add additional documents
such as financial
statements, ownership
information, etc. to the
package. Click the Add
button.




If you clicked the Add
button on the
previous slide, you
will be presented with
this page where you
can browse your
computer for
additional documents
to add to the
package. Select your
document, enter the
description , click
Add, and you will
return to the previous
page to submit your
package.




The Saved Packages
page now shows all
the forms and
documents you have
added to your
package. Select the
Submit button.




Once you click submit,
you will receive this
confirmation message
to confirm you are
submitting a package.
Click the Confirm
button, and it is on its
way.




Congratulations!
You've successfully
submitted your
annual report form to
PSP. Your
Confirmation Number
will be needed for
any contact with
CRU regarding your
annual report. You
will receive e-mails
showing the progress
of your annual report
package with this
number.




Once you have submitted your annual report package, CRU will do a
preliminary review for completeness prior to accepting the package.
« If any necessary fields are incomplete, the package will be returned to you

for correction. You will receive an e-mail that the package has been returned
and waiting in your Inbox in the E-Files system.

* Once the necessary corrections have been made and the package
resubmitted, CRU will again review the form, and if complete, will Accept the
form for further review and processing

You will receive a message the package has been reviewed and
accepted as complete for further processing.

You will receive e-mails showing the progress of your annual report
package with this number.

CRU will complete a further review on the annual report before it is
accepted as final.

You will be notified if you require a bond increase, or other issues, once
the report is accepted as final.




* |f you have any questions regarding this process,
please contact the Central Reporting Unit (CRU), at

303-375-4264.
» The URL for E-File is https://forms.sc.egov.usda.gov

Contact Information



https://forms.sc.egov.usda.gov/

Thank you for participating in the E-Files process to
complete and submit you annual report. We look
forward to working with you.

Central Reporting Unit




