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Single Application Form Getting Started

This document is intended to give you the information you need to submit your online
Single Application Form (SAF).

Don’t forget to use Context Sensitive Help (CSH) icons 0 that appear
throughout the system. They provide information that should help clarify what you
are being asked to complete.

Creating an account on Rural Payments and Services (RPS)

Online customers must create an account on RPS before they can access their SAF
online. Additional customer information is required from every existing and new
business (Rural Payments and Services — Your Business).

An online SAF can be completed/submitted by the following people —

Business Responsible Person

Business Representative with appropriate mandates

Advisory Firm Accountable Person with appropriate mandates
Advisory Firm Agent with appropriate mandates

The SAF online process ‘builds’ screens based on the options and information that
you supply. The system will highlight when supporting documentation is required
(for example a birth certificate or driving licence). You can upload these yourself
(preferable) or take them to your local area office.

Online SAFs to be completed and submitted by Advisory Firms or Business
Representatives require the relevant mandates to be in place. This will take the form
of two mandates:

Maintain Single Application Form To be able to complete the SAF
Applications

Submit Single Application Form To be able to submit the SAF
Applications

As an online customer you can apply these mandates or if you wish you can
complete form PFO5 - Business mandate form and hand this in to your local area
office on time to allow the application to be submitted on time.
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https://www.ruralpayments.org/publicsite/futures/topics/your-business/business-registration/
https://www.ruralpayments.org/publicsite/futures/topics/your-business/forms/pf05-business-mandate-form/

SAF 2016 — Updates

Within this document we will cover the process from beginning to end for Online or
submission of SAF for 2016.

The main online application changes for 2016 are:

e All supporting documentation must be supplied along with the application or
by the 16 May 2016 or penalties may apply. This includes the Seasonal
common grazing form required for any seasonal common grazing shares.

¢ An LMF will be required where the applicant has included new land (white
space), has a land boundary change or made a change to the internal
features.

e Annual recurrent claims for Agri-Environment Climate Scheme and Forestry
Grant Scheme will be made on the SAF. Please ensure you claim for all
relevant management items as no information has been pre-populated.

e At scheme selection section you must indicate if you let out any land. If you
do, you will have to indicate during land declaration where this applies.

¢ All claimants for the Basic Payment Scheme wishing to receive a Greening
payment must complete an annual nitrogen fertiliser and lime plan for fields of
permanent grassland.

e Customers are provided with an illustration of entittements. Any customer
making an application to the National Reserve for BPS entitlements (New
Entrants and Young Farmers only categories available) will have to do so on
the online SAF.

e Land declaration has been updated to provide a land summary screen which
allows access to make declaration against each land parcel or common
grazing share. The summary screen provides the ability to validate land
declared, indicates the status and number of errors (if any) of a land parcel
and allows you to filter your land parcels. It also has the function to print land,
which has been improved from 2015.

e To claim Less Favoured Area Support Scheme you must provide an area
against the land use, this is no longer a tick box.

e Greening calculations are based on Basic Payment Scheme claim areas.
There is a new greening requirement for Permanent Grassland were you must
complete an annual nitrogen fertiliser and lime plan for fields of permanent
grassland.

e There is a new question on Business Details section about the trading status
of the business.

¢ A new function has been introduced on the summary screen to allow an
application summary to be taken, which includes detail of the application as it
appears in the summary and the land print. This can be taken at any point
while completing the application. When the application is submitted a copy of

Page 3




this will be placed in the communication log as well as the acknowledgement
letter.

e Validation errors will either appear in the section they relate to or as a general
error in the validation error section. All errors will have to be addressed before
an application can be submitted.

e Asin 2015 there are certain selections or entries required before save and
continue is enabled. All sections must be completed using the save and
continue function to allow the section to be marked as complete.

Please ensure that for further scheme guidance you refer to the appropriate
guidance which is provided on RPS. There is also further information within the IACS
(1) booklet published on RPS that you should consider when making your
application.
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Completing an online Single Application Form

Accessing the Business

To access the Rural Payments and Services Portal, open your internet browser and
type the following in the address bar:

https://www.ruralpayments.org

0 Select Login
e Complete your login details

Accessing an application

° From the Home Page select your Business (or as an Advisory Firm the
appropriate Business from your Home Page)

<4 % ondiay | LogOut

Q search

» = { » | il | 1
| ) w1 - e !

Home Page Regular maintenance slot

We have a regular maintenance slot for the Rural
Business associations Payments and Services website to help minimise
disruption to customers.

Business name Business Reference Number (BRN) Role Status

The system may not be available between 6pm and Spm
Findlay Farms 232531 Responsible Person Proposed on Wednesdays.

o There may be some exceptions to this and, as always,

we will fry to keep these to a minimum. v
Registration Assign fo existing Business

(& ) Select Applications from the Business menu

Home Findlay Farms Business Details Applications Delegales Locations Other Opfions Entitlements Payments
BRN: 232531

B
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https://www.ruralpayments.org/

e Select Single Application Form from the dropdown menu
() Select Start

Home Findlay Farms

BRN: 232531 MLC: unknown

Applications

Start Application [ BT Q
Agri- Environment Climate Scheme
Forestry Grant Scheme
Scottish Suckler Beef Support Scheme (Mainland and Islands)

Scottish Upland Sheep Support Scheme
Single Application Form
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Getting Started

The first screen of the application:

Provides a note of what you need to complete the form
Provides general information on completing the form

Provides links to Guidance (which opens in a new window)
Explains we require all supporting documentation by 16 May 2016

Eligibility Question —Must be answered (see next section for more
information)
Once you have completed this page you can Continue to move on.

Single Application Form (2016) @ o
Getiing Atartad

Your completed form must be submitted by Monday 16 May 201&. If you miss this deadling substantial
penaities may apply.

This fiorm ks for Scotiish lamd use only.
To compleis this applics@on youll nesed:

* Your cument land map of =il feids e
* Information for any land you rent seasonally

*  your most up-to-deibs conbract schechle of works

* your Land Manager Oodons condnuing commments

= fhe numitess of ankrals on your Bokding on 1 March

Help = prowidied throug howt Bhis spplica@ion io give & short explassabon of whist o do and Indicated by ™ To vieaw kelp, click on 7

Besdor= compieting this form pow need 1o read e cument IACE guidsmcs AC301) and TACE] 18] along with e deinlsd geidance for any
Chemes. you wish to participabs in. These can be Tound Bt RHpsiwaw_ ruripa yments oy

A mach singe of e applicaion, & ravigation panel appears on the fghi-hand skde of the screen letbing pou move sround e applcaton.
Bt ALL seciions miest b complei=d Defions pou submik this applcaton

If yiou == an eror message, Bwill also =1 yow how o fic e =rror. Fiow can d@o tis at the ime or et e end of the application. But you
must fix all emoes: before sebmiFing your application.

H e =sk you for addibomsl suppariing documenbon (i 5 birh ceifficais or driving licence or EFA map) you can upload these during
your SAF applcabion or take them bo pour local area office. These must be sebmifed by Monday 18 May 3018, °

I you 'want 1o dsim Basic Payment Scherme andror Less Favoured Ares Support S0eme on SEasonsl Commaon Qrazings you and the
oificial sharehokder mest complebs Sessonal comenon grazing form found =t hipsswsway rumsipeymenis. ong. Yiou must uplcad the
compisted templabe with your online E4F or redorn it o your FFID anea offic= oy Momday 18 May 208

Mature OF Business e
To paticipsts In the Basic Fayment Scheme and related schsmes, s person moest be sn actve trmes, The following quesbons ame
designed o eafabiish This adigibify requirement.

Flesce ndicate B e neture of fhe business. any of the follcasing dz‘rnl:unn
Alrport

Parmansnt Eportc amd! or Recrsrdonsl Groundc

Rallway Berviosc

Angl Extatn Farviosc

Watsrorke

Home of e above

Schama asscion

Oooooon

Page 7



Eligibility Question

We ask you to declare the nature of your Business. If you choose any of the
definitions other than the last one, you will have to answer the subsequent question
on whether your business has agricultural activity.

To participate in the Basic Payment Scheme and related schemes, a person must be an active fammer. The following questions are
designed to establish this eligibility requirement.

Please indicate if the nature of the business any of the following definition e
Airport

Permanent Sports and/ or Recreational Grounds

Railway Services

Real Estate Services

WaterWorks

None of the above

Ooooo®O

You have indicated that your business is on the negative list. We may consider your business as eligible for direct
payment if you can supply verifiable evidence to support that your business has agricultural activity 0

i@} Yes. |am applying for Direct Payments support because my business has agricultural activity
3 No.lam not eligible to apply for Direct Payment support because | have no agricultural activity

You may be eligible for Direct Payments if you are able to demonstrate that you are
also actively farming. Selecting Yes will trigger a supporting document requirement
which should be provided with this application.

If you answer None of the above, the question does not appear and you can
Continue to the next section Scheme selection.

To participate in the Basic Payment Scheme and related schemes, a person must be an active farmer. The following questions are
designed to establish this eligibility requirement.

Please indicate if the nature of the business any of the following definition a
Airport

Permanent Sports and/ or Recreational Grounds

Railway Services

Real Estate Services

WaterWorks

None of the above

[ = ]

ROoooood

Page 8



Scheme selection section

This screen allows you to select the schemes you want to include in your application
and is split into 4 areas (not all areas will necessary display):

Single Application Form (2016) - schemes you can apply for g Ieehlintanatan

Bafore you start your SAF spplication, pleass let us know which schemes and clsims you would like to apphy for. T T e T
should read the guidance for amy
| am only completing this form to tell you about my business and agricultural land o Schemesy il oy elNs

I wish to claim Basic Payment Scheme (&)

o e chalming Easic Paymant SCRams you MUt unrbaraks 8 Graaning onligation SDprooriste i your land unlass s

|z your land registersd 3=
ki g
onganic?

':._.-' ez ':._.-' Mo

l:l Young Farmers Payment ﬂ

I:l | wish to claim Less Favoured Area Support Scheme (LFASS) ﬂ

Contracts and Continuing Commitments g

| wish to claim the following schems

I:l Agri- Environment Climate Scheme (AEC 5)
I:l Forestry Grant Scheme (FG5) e
I:l Land Managers Options [LMO)

These schemes are now closed to new spplications. | wish to apphy/claim for:

Rural Prigrities

RDC_RPATTZI63351/00 11/ 4882563/ 5002

Letting Land Qut

Please confirm if you are letting any of youwr land out to another business this year.

':._.-' Yes, | let out land to another business G
(i F

' Mo, | do not let any land out

Seasonal land @

Confirm if you would you like the details of the seasonal land which you supplied last year to be included in this
year's application?

V! Yes, include last years seasonal land information e

':._.-' No, let me enter new seasonal land information for this year

. s

| am only completing the form
Basic Payment Scheme
Less Favoured Area Support Scheme

Contracts and Continuing Commitments
Letting Land Out

Seasonal Land
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Let’s now look at each section in a bit more detail.

| am only completing the form... —selecting this option indicates you only wish to
supply us with information and are not making a claim. All other options become
disabled on the screen showing the no entry symbol if you hover over them.

| wish to claim Basic Payment Scheme (BPS)

When BPS is selected the screen will expand and request further information.

[] 1 am only completing this form to tell you about my business and agricultural land

] | wish to claim Basic Payment Scheme
If you are claiming Basic Payment Scheme you must undertake a Greening obligation appropriate to your land unless exempt

Is your land registered as organic?  ~ No (O Al Organic @ Partial e o
Do you want to use your partial ® Yes O No @

exemption on your organic land?
Under our proposed certification scheme, applicants need to comply with the standard Permanent Grassland requirement (not to plough legally
protected grasslands on Natural sites) plus an equivalent Muirient Management Plan requirement.
Do you have any permanent grass land parcels which do not contain any arable land or rough grazing?
® Yes (O No
Do you intend to apply inorganic fertiliser on any of your permanent grassland (exception for any fields which contain
arable land or rough grazing)?
O Yes O No
Do you intend to apply lime on any of your permanent grassland land (exception for any fields which contain arable land
or rough grazing)?

O Yes O No

M Young Farmers Paymeme e
Who is the Head of Business? Jodi Baines ﬂ 9
When did they become Head of Business? 15/03/2011 a

Date of Birth =****1356

1 1 wish to claim Less Favoured Area Support Scheme [LFASS)Q

o Is your land registered as Organic — No, All Organic, Partial

e All organic —if your land is organic or partially organic, you must be
registered with a UK Approved Organic Certification Body. If you
have organic land, you will need to provide your certification
document.

e partial only — if you select partial you will have an additional option
displayed Do you want to use your partial exemption on your
organic land - if you wish your organic land to be exempt from crop
diversification and ecological focus area requirements under
greening select Yes.

G Permanent grass land parcels

Do you have any permanent grass land parcels which do not contain any
arable land or rough grazing. If you say Yes you will be asked to answer
further questions on applying inorganic fertiliser and lime. Please refer to
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Greening guidance on Rural Payments for more information on what this
requirement entails.

Young Farmers Payment

If you have selected to claim for Young Farmers Payment you’re required
to tell us from the list of Business Members, who is the Head of
Business. You then have to select when they became Head of Business.
The Date of Birth will be populated from the details we hold about the
business member selected. If you previously supplied us with this, when
you applied in the previous year, the information will be pre-populated
when YFP selected.

If the Head of Business is not one of the members listed you will need to
exit this application (no information will be kept if this is your first time on
this page) and return to your Business details and add the Business
Member. Once this is done you will be able to return to Application and
start again.

Young Farmers F‘ayrnento

Who is the Head of Business?  George 5 Findlay ﬂ

When did they become Head of Business? 02/02/2015
Date of Birth ==**1258
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| wish to claim Less Favoured Area Support Scheme (LFASS)

LFASS is open to you if your business is farming livestock and actively
farming Less Favoured Area designated Scottish land.

Contracts and Continuing Commitments

Q Specify here whether you currently have a contract or commitment related
to Agri-Environment Climate Scheme (AECS), Forestry Grant Scheme
(FGS), Land Managers Options (LMO), Land Managers Option Animal
Welfare Management Programme (LMOAWMP) or Rural Priorities (RP).

The schemes will be preselected and contract number displayed where we
currently hold that you have an existing contact or commitments. Please
choose any other you have a contract for. When you enter your land details
you will have an opportunity to add your claim details for these schemes.
See Manage Land details for more information.

Contracts and Continuing Commitments @

| wish fo claim the followang scheme

[ Agri- Environment Climate Scheme (AECS) 0
¥ Forestry Grant Scheme (FGS)

These schemes are now closed to new applications. | wish to apply/claim for-

M Land Managers Options (LMO)
¥ Land Managers Options Animal Welfare Management Programme (LMOAWMP)
[+ Rural Priorities

Letting Land Out

° We need you to confirm whether you are letting any of your land out to
another business. If you say Yes, | let out land ... then a tick box will
appear within Manage land details to allow you to indicate which parts or
where all of the land parcel is let out.

Letting Land Out

Please confirm if you are letting any of your land out to another business this year.

® Yes, | let out land to another business o
3 Mo, | do not let any land out

As you have indieated that you bet land out you will be presented with 3 Land Let Out indication bax for each land use entry when declaring your land. Further

nfigrmation on when o use this bax is provided in the land declaration section
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Seasonal land

e This section will only be displayed if you had seasonal land last year, and if
you wish to include this in this year’s application then select Yes, include
last year’s seasonal land in this year’s SAF. You can exclude individual
land parcels or common grazing shares from the application when
completing the Manage land details section.

Note: This option will not be available again once Start Application is selected.

Seasonal Iande 9
Confirm if you would you like the details of tfie seasonal land which you supplied last year to be included in this year's
application?

” Yes, include last years seasonal land information

"~ No, let me enter new seasonal land information for this year

Note: If for any reason you have forgotten to choose any information on this page
you can return and reselect, apart from as we have already indicated the Seasonal
land question.

Start Application

o E=m

o Navigation displays where you will go when selecting a function for
example once you select Start application you will move to Entitlements
as indicated. You must select at least ONE option on these screens before
you can Start application. If the start application is not enable there must be
information on this section that you are required to provide before you can
continue.

IMPORTANT — it is only when you select Start Application that your
application will be saved. At this point the system will pull through any
existing information related to land into your application. If you are aware
of an outstanding land change you may wish to consider this before
starting your application.
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Navigation Pane — Your application sections

This area to the right hand side of the screen displays all
sections that are available within the application once
started. You can choose to move to any section from Your
application sections but remember that all sections must
be complete to allow your application to be submitted. The
current section will be displayed in bold.

Entitlements

Your application sections
Start page
Scheme Selections
Entitiements
Land Declaration
Greening
Declare Livestock
Business Details
Supporting Documents
Walidation Errors.

Summary

If you are an existing customer this screen will display an illustration of your
entittements. Please bear in mind this is an illustration. If you wish to discuss this
contact your Area Office.

If you applied for entitlements in 2015 the following is an illustration of what

entitlements are held.

Entitlements

llustration of Entitlements Heldo 0

Type Number OFf Entitlernents Uinit Value Total Value in€
Region1 155.06 35.86 5,560.45
Region3 8,679.69 9,02 78,290.80
(A ] If you do not currently hold any entitlements the following text will appear.

Entitlements

No Entitlements Currently Held
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National Reserve

You can only apply for National Reserve this year online. You must answer
this question.

Selecting No, | am not making an application will allow you to save and
continue to the next section.

e Should you choose Yes, | wish to make an application then the following
guestions will appear automatically.:

e New Entrants — if you select this option you will require to detail
when you commenced agricultural activities

e Young Farmers — if you select this option information will cascade
through from the Start page if you selected Young Farmers Payment

Do you wish to apply for an allocation of entitiement from National Reserve ? 0

) Mo, | am not making an application
@ Yes, lwish fo make an applicaiion

Ensure you have read the guidance on applications before applying

Which category do you wish to apply for?
[ Mew Enfranis

When did you commence agricultural activities?

05 Oct 2015

[¥ oung Fammers
Who is the application for? | Martha Bateman ﬂ
Date became head of Holding | 04/05/2015

Date of Birth *=**1345

Ex 0 o ==

e Save and Close - this function will save any information you have entered
and take you back to your application page.

e Save and Continue at the bottom of the screen will automatically take you
to the next section on the list (in the example above Land Declaration). You
must Save and Continue each section in order for the section to be
marked as complete.
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Land Declaration Summary

All land data that we currently hold for the Business will be available within the

application.

Q The Land Declaration Summary displays all land you currently hold.

e All locations currently associated with your Business will be displayed in
this list including Permanent, Seasonal (if applicable) and Common

Grazings.

e Hyperlinks for each land parcel or common grazing share takes you to the
Manage Land details screen where we need you to complete your claim

details.

° Each land parcel or common grazing share is given a completion status.

68/135/0005
(Pemanent)

68/139/0005
(Pemmanent)

65/139/0005
(Pemmanent)

6E/139/0005
(Pemmanent)

68/139/0005
(Pemrmanent)

NM/G64051/45628
MIG424 2145968
NM/G4466/456T2

NME4504/45361

NM/G45T 845632

Single Application Form (2016) - Land Declaration Summary @ Q

Mot Started o

Mot Started
Mot Started
Mot Started

Mot Started

“- S
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Manage Land Details

Select the hyperlink of the land you wish to add details and the following screen
displays:

Single Application Form (2016) - Manage land details @

1of 103 current land selectiono

PERMANENT 65/139/0005 NM64051/45625 _ ?

Gross Field Area (ha) 3.68 Excluded Land Area (ha) 0.12 BPS Eligible Area (ha) 3.56 e ° Exclude Land
Payment Regions Region1
Please declare your activity = Please select ﬂ 0 e LFA

Is the Land Organic O Yes O Mo 0

Please tell us how you use this land and your intended claims 0

Please select  [w| | EXCL- Generic Exclusion

Please select 1‘ PGRS - Penmanent Grassland A O Delete
Please select  [v] | RGR-Rough Grazing - O Delete
Total 042 L]

0
Add another Land use 0

Ecological Focus Area Show @
Rural Priorities Show @
Restore to last saved data 9 Retumn fo Land Declaration E

Q Counter displays which land parcel number you are viewing and how many
there are in total.

Q Title bar shows whether the land is Permanent, Seasonal or Common

Grazing, the Location code, Land Parcel ID or croft name, and any land

parcel name which you used to help identify this land parcel last year. You

can enter a name to use this year if you wish. Finally what status this land

parcel is in — Not Started, In Progress, Validated with Errors, Validation

Passed, Excluded.

Current details we hold of Gross field Area, Payment Region, any

Exclusion area and BPS Eligible Area. These details are not editable.

If the land has been removed from agricultural activity or no longer part of

your business (e.g.sold or seasonal let not taken this year) you can select

the Exclude land option. You will be prompted to confirm and provide a

reason for the exclusion. Remember to submit a Land Maintenance Form

for any changes that need to be notified e.g. sold parcel, removed from

agricultural production.

e LFA is not editable — it will automatically be selected if this is LFA land.
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Land Declaration

Please declare your activity = Please select ° ﬂ 0 LFA M4
Iz the Land Organic O Yes O Mo o e
Pleasze tell us how you use this land and your intended claims 0 G
e L T e
Please select  [w] | EXCL - Generic Exclusion 012
Please select Q PGRS - Permanent Grassland - O Delete G
Please select  [w| | RGR- Rough Grazing v O Delete
Total 0.12

0 ]
e Add another Land use 0

Ecological Focus Area Show @ °
Rural Priorities Show @

Restore to last saved data 0 Retumn to Land Declaration E

You need to provide land activity details for each land parcel. From the drop
down list choose the activity

Please select

Arable Cropping
Undertaking Alternative Practices
Undertaking a mixture of Production and Alternative Practices
MNo Activity
Undertaking Production Activities
Organic declaration — this should only appear when at Scheme selection
you have selected Partial and you are using your organic exemption.
Generic Exclusion will be prepopulated when we are aware of an exclusion
(for example trees, scree, water, roads) within the land parcel. This will
match the excluded land area. If you change the area then you must
complete a Land Maintenance Form to notify us of a change within the land
parcel. This area should not be increased to provide a ‘safety margin’
which you do not wish to claim. Instead you should enter the land use area
for the appropriate land use and reduce the area claimed for LFASS and/or
BPS.
Q Payment Region
This may already be prepopulated if your land has only one Payment
Region. Where you have multi region land you must choose the correct
payment region from the choices available.

Please select -

= win| ®

Land use
You can either select this from the drop
down list or key in text to match the option @ ¢ Eield Beans

WE - Winter Barley

you require. Where the land was in [ Wo - winter 0ats
permanent crop last year this will be k | WOSR - Winter Oilseed Rape
prepOpU|ated . WPEAS - Winter Peas for human consumption ]
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You must declare the land use for the whole parcel. Remember to enter the
appropriate land use and area for the land parcel/common grazing share.
You can choose to claim a smaller area for LFASS and/or BPS if you wish.

Land use area
In hectares provide us with the total area for this land use.

LFASS

In hectares tell us the area of LFASS you are claiming. The LFASS option
only appears if the land parcel is in an LFA area and LFASS selected at
scheme selection. If you do not wish to claim the full

BPS Eligible area
In hectares provide us with the total area you are claiming for this land use.
This option only appears when BPS was selected at scheme selection.

If you selected that Yes, | let land out to another business at scheme
selection then you should select this against the land use that is let out.
Once selected it will remove any BPS and LFASS claim areas for this land
use. If there is only one land use and you only let out part of the parcel (e.qg.
shared grazing) then you will have to provide the same land use twice,
provide the correct area and indicate which part is let out.

Use Delete to delete this row of land use.

To add a Land Use select Add another land use code. Add all relevant
land uses for the land displayed. The total land use should match Gross
Field Area.
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Manage Land details — Contracts and Commitments

Once you have completed this information you can now add in any other
management that is taking place on the land. In our example we have EFA
and Rural Priorities.

If any of these options are not Ecological Focus Area show @) -
displaying then you can return to Agri-Environment Climate Scheme  show @)

the Scheme Selections page and . R shon @
reselect the appropriate scheme(s). . e

EFA will be displayed when you LandianagerOstions snow @
have selected BPS. Fural Briorites show @

Select Show to expand this option and complete the details:

Select Add another option

Ecological Focus Area Hide

Practice | et evgting et Converied Area (ra)

EFABUF - EFA Buffer 1.50 Dele

Add another option

Select the Practice from the dropdown list
Enter the Claim Area, if you need to add any other practices repeat the
process.

RP and LMO will be populated with the current contract/commitment
information for the land parcel. Should you find this is not the case select
Add another option

Enter the Claim Units, if you need to add any other options repeat the
process

Note: No options will be prepopulated from AECS or FGS so you will have
to add all options to the correct land parcels as per your contract.
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Once you have completed all details for this land parcel then you have a choice:

Q Select Next, this will save what you have entered and move you to the next
land parcel, as indicated below the key. This is how we recommend you
move through all land parcels/common grazing shares first time through.

e Return to the Land Declaration this will save and return you to the
summary screen to review what you have completed so far and select
another land parcel if required.

e Save what you have done so far before editing further or moving away
from this screen.

° If you have made further changes after saving on this screen and decide
these are incorrect you can restore the screen back to your last saved data

Restore fo last saved data 0 e Retum fo Land Declaration E

Manage Land Details — Common Grazing

Below are the differences of what you will see within the Manage land details screen
for a Common Grazing.

Single Application Form (2016) - Manage land details @
3of 3 cumrent land selection

COMMON GRAZING 79/463/0370 Carmont Estate LAND CHANGE IN PROGRESS 7 Not Started

Gross Field Area (ha) 937.83 Excluded Land Area (ha) 0.5 BPS Eligible Area (ha) 936.98 Less Favoured area [ ° Exclude Land

Payment Regions Mo regions allocated

Special Common Grazing Arrangement [ Total Sheep Equivalent 9995 hectares

Shareholder location 79/463/0016 Croft Mame 1/2 of 3 Peinaha E

Shared TSE 2.91 e EPS Eligible area 27.27
Payment Regions Mo regions allocated

Please declare your activity | Please select E 0

Pleasze tell us how you use this land and your intended claims e

Payment Region [P r—— LFASS (ha) BPS Claim (ha) l
Total 0 0 0
Add another Land use e
Ecological Focus Area Show @

Restore to last saved data 0 Retum to Land Declaration E m

o Within the details related to GFA, Excluded, etc this will be the detail for the
whole Common Grazing. It will also detail whether this Common Grazing is
part of a Special Common Grazing Arrangement and the Total Sheep
Equivalent.
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e This area will display details for the share including the Share TSE and BPS
eligible area.

Note: If you have a contract (RP or AECS) where the management is taking place on
common grazing land parcels these will appear as part of your land declaration
where you will be able to claim the correct options. You will not be required to
complete land use and will not have access to claim LFASS, BPS or EFA on these
parcels. You can add common grazing land parcels to you application if required.

Land Declaration Summary Screen Updated

When we return to this summary screen we can now see which land parcels have
had details added (In Progress status), any Alias Name we have given our land and
the land we have still to work on (Not Started status).

Single Application Form (2016) - Land Declaration Summary @

Location code Alias Name Status Quitstanding
[ eecinovion ] e
6813597000 ) .
eRnIamans NM/64051/45628 0
(Permanent)

68/139/0005
{Permanent)

Baf 000
?3 139 E? NMGA456/45672 0
(Permanent)

NWE4242/45963 In Progress ]
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Filtering

To help you work with completing your land details information if you have a large
number of land parcels you can use the filter options:

Single Application Form (2016) - Land Declaration Summary @

Alias Name QOutstanding
5 Emmors

NMWE4051/45623 small field In Progress

65/139/0005
(Permanent)

o Location code — if you have multiple location codes select from the drop
down list and then Apply. This will narrow down your list to focus on one
location code land parcels.

You can select to search for an individual land parcel using the whole or
only part of the identifier.
Status of the land parcel:

Not Started To display only those land parcels with no data
entered
In Progress A land parcel which has details but has not yet

been validated

Mot Starfed
Validated with Error
Validation Passed

T

Validated with Those land parcels which have been validated

errors but have errors

Validated passed Those land parcels which have been validated
but have no outstanding errors

Excluded Land parcels which have been marked as

excluded on the application

° Select from the drop down list and Apply. This could help to identify those
land parcels which are Not Started and you need to complete or those
which have errors (Validated with Error). Select Reset to remove the filter
applied. When you have applied a filter and select a land parcel the
counter displays which land parcel number you are viewing and how many
there are in total on this filter list.

e The number of Outstanding Errors for this land parcel is displayed in the
next column.
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Completing Manage Land details

Previous _ 2 3 < B Meaxt Last 1
e Print land Add Mew Land 2 Validate

At the bottom of the Land Declaration Summary screen is a page counter if
you have a large number of land parcels to navigate to. You can also jump
to the Next or Last screen.

You can Add New Land from here. Please refer to Add New land for more
details

Select this option to provide a pdf of the land details you have provided.

At this point the system has not validated (checked) the information you
have entered on each of your land parcels or common grazing shares. To
do this check select Validate. The page will refresh updating the status and
indicate the number of errors (if any). Validation does not run where the
status is Not started or Excluded

Single Application Form (2016) - Land Declaration Summary @

Alias Name Outstanding
Ermrors

68/139/0005

N NM/G4051/45628 small field Validation Passed
{Permanent)
68139/0005
NMG4242/45963 Walidated with Emor 1
{Permanent)
£ar139/0003 NMVG4466/45672 Mot Started 0

(Permanent)

After this process if you return to a land parcel the middle function will now
be Save & Re-validate. This makes it easy to see when you correct data to
resolve an error if the error has been cleared without needing to return to the
summary screen. This will only validate the land parcel you are viewing.

Retum to Land Declaration Save & Re-validate m
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Add New Land

0 Choose the type of land, Permanent, seasonal Or Common Grazing. When
you select permanent or seasonal you should then provide the land parcel

identifier and reason for adding this land to your application

o If the land is not currently mapped (no land parcel identifier) you should
complete a Land Maintenance Form and provide the Alternative Land

Reference that you entered here.

Alternative Land reference NS 93077 77616

Use the format: grid reference or Location codefnumber {ppphhhhix)
Use the same reference as used on the Land Maintenance Form LMF

Add land

What type of land are you & Pemmanent & Seasonal & Common Grazing

adding?® e
Land Parcel Identifier MNI40223M10582

Allowed Format : NN12245/12345

OR
Alternative Land reference e
Use the format: grid reference or Location code/number (ppp/hhhhis)
Use the same reference as used on the Land Maintenance Form LMF
Is the land within the less- O Yes O Mo e
favoured area (LFA)?
Flease select

Reason for Adding
For more information, please refer to the Land

&

e Only when you add land that is not yet mapped you will also have to indicate

if the parcel is within the Less Favoured Area.

o You will require to add a Reason for Adding before you will be able to Finish.

e Finish to add the land

Note: A Land Maintenance Form must be submitted for the new land. If you have

added new land incorrectly you will be able to delete it.
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For Common Grazing land your first choice will be if you want to add a share (to
claim BPS or LFASS) or a land parcel (to claim RP, AECS or FGS). When you select
to add a share you will enter the Common Grazing Location, share Location (if
known) and the croft name, from the drop down list and a reason for adding.

Add New Land

What type of land are you adding ?

O Permanent O Seasonal ® Common Grazing

Please select one option you wish to add

@ Croft share(to claim BPS,LFASS) O Land parcel(to claim AECS.FGS,RP)

Commeon Grazing Location Code 79/443/0009 0

Allowed Formats : cc/ppp/hhhh, ppp/hhhh

If known,please enter the share

Location Allowed Formats : cc/ppp/hhhh, ppp/nhhh
Please select croft name 2 ALLASDALE
Reason for Adding The common grazing database requires to be updated as | have the occupa[¥|

For more information, please refer to the Land Maintenance Form (PFO6)

Q Added land is identified on the Land Declaration
Summary with the words Added and then the type
of land.

Added

0 (Permanent)

Added
(Seasonal)

Added
(Common Grazing))

Within the Manage Land details screen for this land parcel a reference that this
land is in a state of change.

PERMANENT 71/267/0018 NT/64227/44864 Plantin Knowe LAND CHANGE IN PROGRESS 7

Gross Field Area (ha) 8.15 Excluded Land Area (ha) 0.27 BPS Eligible Area (ha) 7.88 Less Favoured area [

Payment Regions Region1

A ‘LAND CHANGE IN PROGRESS’ can also be as a result of submitting a Land

Page 26



Maintenance Form to make a change to your land parcels and we haven't fully
processed these changes yet.

e The Delete Land option is only available for added land.

K

Gross Field Area (ha) 0.08 Excluded Land Area (ha) 0.00 BPS Eligible Area (ha) 0.03 e
Payment Regions Region2

If you delete land it will be permanently removed from your application but you
will always be prompted as to whether you wish to do this.

Q For other land you can exclude it from your application from the Manage Land
details screen.

PERMANENT 68139/0005 NM/G4051/45628 _ ?

Gross Field Area (ha) 368 Excluded Land Area (ha) 0.12 BPS Eligible Area (ha) 3.56 3 Exclude Land
Payment Regions Region1

A reason has to be provided for the land being excluded from your application

Exclude Land NT/85643/43360

Please provide the reason for excluding the land from your application and confirm, other wise please cancel

The latest information is incorrect, this business does not occupy this land parcel
| There is an outstanding update as | have already submitted a Land Maintenance Form
This is a seasonal land parcel which | no longer use

This land parcel has been sold and a Land Maintenance Form will be submitted

This parcel is not declared as it is not available for agricultural purposes

Make a choice and then choose to Yes, Exclude

You can easily see land which has been excluded from your application on the
Land Declaration Summary page

711263/0001 NT/85643/48360
(Permanent)

If you excluded this land in error then select the land parcel hyperlink and
choose the option Include land.

P —

Region1 Payment Regions

Gross Field Area (ha) 18,65 Excluded Land Area (ha) 000 BPS Eligible Area (ha) 1865 Include Land

N

Once all land parcels are complete you can Save and Continue to move to
Greening.
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Greening

The Greening screen is read-only. It is based on the BPS claim areas and other
information already provided by you on the application. It will display an indication of
whether or not you have met your Greening requirements and provide information.
You can find out more by reading the Greening guidance found on the Rural
Payments website.

Home Findlay Farms

ERM: 232531 MLC: unknown

Single Application Form (2016) - Greening @

The information provided by you in this application indicates that you are exempt from Ecological Focus Area and Crop
Diversification. One way to meet your greening requirements is by claiming over 75% of your Basic Payment Scheme claimed agricuttural
land as either grasses or other herbaceous forage,and the remaining claimed arable land (less temporary grass, fallow and herbaceous
forage) does not exceed 30 ha.You have cumrently claimed 100.00% and therefore are meeting the requirements. ¥ ou should ensure that
you have understood all requirements as detailed in the Greening guidance on Rural Payments and Services. We will perform further
validations after submission to venfy your application

Total Arable Area 0.00

Ecological Focus Area @

EFA Area Required

Weighting Factor

EFA Buffer 150 (7]

Total 0.00 0.00

The information provided by you in this application indicates that you are exempt . You have currently only
claimed 0.00 ha arable land and therefore you are exempt from Ecological Focus Area requirements. You

should ensure that you have understood all requirements as detailed in Greening guidance on Rural
Payments and Services. We will perform further validations after submission to verify your application.

Crop Diversification 0

Claim Grown Land Use % of Total Arable Area
Total 0.00 0.00
The information provided by you in this application indicates that you are exempt. You have currently only
claimed 0.00 ha arable land and therefore are exempt from Crop Diversification requirements. You should

ensure that you have understood all requirements as detailed in Greening guidance on Rural Payments and
Services. We will perform further validations after submission to verify your application.

s

Save and continue to move to Declare Livestock.
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Declare Livestock

Whether you intend to have livestock on your holding in 2016 or not you must tell us.

a If you have no livestock, poultry or beehives then select this option.

If you have livestock identify the species that have been or may be on your
land during 2016. Select the species and enter the numbers present on

your holding on 1 March 2016.

If you have LFA land also tell us the numbers on this land, for which you
have economic responsibility for, on 1 March 2016. This column will only
display if you have LFA land and selected LFASS.

a When you select a species and there are multiple boxes, please enter 0
(zero) if any do not apply. If you do not do this you will not be able to Save
and continue to move on to Customer Details.

When certain species are selected as well as providing numbers you will be asked
for additional information. If the Save and continue function is not enabled there

must still be an answer missing.

For sheep only we ask you to provide us with dates when your sheep are routinely
gathered. You can provide us with only 1 or up to 4 dates.

Home Findlay Farms

BRM: 232531 MLC: unknown

Please tell us about Livestock,
Poultry and Beehives held at any
time in 2016

[ Pigs
Indoor pigs (excluding un-weaned piglets)

Quidoor pigs (excluding un-weansd
piglets)

[ Cattle

[ Sheep

[0 Goats over & months old

[0 Llamas over & months old
[0 Alpacas over & months old
[0 Farmed Deer

[0 Horses and Ponies (Equine)
O Poultry

O Beehiueso

Single Application Form (2016) - Livestock, Poultry and Beehives @

This information is needed for your scheme apgplications and to idenfify the standards of Cross Compliance, under the Statutory Management
Requirements (SMRs) and Good Agricultural Environmental Conditions (GAECs), that apply to you. Please let us know if you will have
beehives on your land at any time this year. This information is important in the event of disease outbreaks.

Number present on 1 March
2016

O I have no livestock, pouliry or Beehives 0

40

L1

Number maintained on LFA
land as at 1 March 2016 (that
you have economic
responsibility for)
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Business Details

Information from your initial registration will be used to populate part of this section.
Check these details and amend if incorrect. This will automatically update your
Business Details held within Rural Payments and Services.

Q Select whether you hold land only in Scotland or elsewhere. If you have
land in another part of the UK tell us where and the business identifier
information. This is mandatory.

Q We need you to tell us whether you are a non-trading person or
organisation.
e Tell us whether you wish to receive your payments in Sterling or Euro. If

you have not provided any bank account details then an error will appear
requesting you update your business details.

Findlay Farms

BRM: 232531 MLC: unknown

Single Application Form (2016) - Business details @

Please fix these errors or select a justification reason, before submitting your application:

You have applied for at least one scheme on your SAF, but you have not nrovide bank accounts on ihe approp 'a
provided bank account details. This will not prevent submission of this

SAF, but if not resolved, will prevent payment. Please update in your e
Business Details.

Please tell us about your IACS business. Some of the information on this page comes from the details you supplied with your business
regisiration. Changes made on this screen may update your business record.

Do you have land elsewhere in the country?ﬂ

® | only have land in Scotland o

(1 1 hawe agricultural land and / or claim support payments on non-agricultural land in the following countries and need to fill in
forms.

1 All the land | have in other parts of the United Kingdom is non-agricultural land. | do not claim any support payments on this
land.

Please tell us about your businessa

Are you submitting your SAF 2016 as a Mon-trading person or organization?
) Yes
w® Mo

Please tell us how you would like to receive your funding

You can choose to receive your 20116 funding for direct payment support in euras. All other schemes will be paid in sterling.

Your chosen method of payment a
w  Sterling

) Euro e
v i i




Select Save and continue to move to Supporting documents.

Supporting Documents

Based on the information you have supplied within your application you may be

required to provide us with supporting documents.

During the application process

the system will identify which supporting documents are required and provide you
with a list. All documents must be provided by 16 May.

° Details of what has triggered the supporting document requirement and
what documents are acceptable.
e Documents can either be uploaded electronically, as part of this application

or previously, or provided to your local area office. Comments are
mandatory if you choose to provide documentation to the local office—

limited to 100 characters

Q You can view all supporting documents — these may be documents

provided for other applications.

Your supporting documents @ o

Young farmer payment and/or Young farmer

(National Reserve) e

Please supply two documents: one to prove that the person
selected as head of business took that position within the last five
years; and one to prove the date of birth of the head of business.

Proof of Head of Business
Birth Cerfificate
Photographic Driving License
Passport

You can provide supporting information electronically.

Control of grey squirrels - traps

Pleaze provide the following supporiing information, covering
peniod 1 January to SAF submission date:

Annual record of management form

You can provide supporting information electronically.

New Entrants category of Mational Reserve
application

Please provide evidence of when the business commenced
agriculiural activity.

Articles of association
Business Bank Account Statement
Herd flock regisiter

You can provide supporting information elecironically.

Uploaded documents

Date provided Category Reference

View all supporting documenis e

Brief description

According to what you have told us so far, you need to supply the following supporting documents

@ All documents are uploaded|either as part of this
application or previously)

(") Other documents will be provided later through post or
directly to area office{Please provide comments below
other)

Comments (Max 100 Characters)

) All documents are uploaded(either as part of this
application or previously)

@ Other documents will be provided later through post or
directly to area office{Pleaze provide comments below
other)

Comments (Max 100 Characters)

Information will be handed in to AO on 14/5/16

@ All documents are uploaded(either as part of this
application or previously)

) Other documents will be provided later through post or
directly to area office{Please provide comments below
other)

Comments (Max 100 Characters)
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Select this option to upload a new document electronically.
Browse to find documents on your computer to upload.
Document type — choose from the drop down list.

Enter a brief description of what the document contains — limited to 100
characters
Select Upload new document

Supporting documents

G BirthCertificate pdf

k] |have a virus scanner installed on my computer

Category @ Single Application Form
Reference  SAF2016

Document type | Birth Cerlificate G

Brief description In support of Young Farmer

application e

Cancel ° Upload new document

Files can be uploaded in the following formats

File formats File types

.doc, docx Word documents

Xls, xIsx Excel files

.ppt, .pptx Powerpoint files

pdf PDF files

Jjpey, jpg, .tiff, .png Picture files

.msg Message files (e.g. Microsoft Outlook)
Ixt Text files (e.g. Notepad)

Note: Individual document size cannot exceed 25Mb.

Select Save and continue to move to Validation Errors.
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Validation Errors

Throughout the process of entering information into your application the system will
be checking this data for possible errors. When validation is triggered if the error is
specific to a section then it will appear in that section at the top in a red panel, it will
not appear on this screen.

Q General Errors - these are errors that are triggered by information in
different parts of your application so are not associated to one section. As
per the example error, the message indicates where you may have to go to
resolve the error. All errors need to be resolved before you can submit your
application

e An indication is provided of how many outstanding errors there are in a
particular section. Use Your application sections panel to move to these
sections and resolve the errors.

e Please be aware there is a scroll bar to allow you to see further errors that
require your attention.

Findlay Farms

BRN: 232531 MLC: unknown

Single Application Form (2016) - Errors

Errors you must correct before submitting e

General Errors

* Land Managers Option Scheme has been applied for but no Land Managers Opfions have been claimed. Please amend you land
declarafion or deselect the scheme. e

* Rural Priorities Scheme has been selected but no Rural Priorities Oplions have been claimed. Please amend your land declaration
or deselect the scheme.

Errors in Scheme Selection section

Outstanding emors &

Errors in Land Detaigction

Mo emors

Errors In Greening Section

Mo emors

Errors in Livestock section

Mo emors

Errors in Customer Details section

Cwitstanding errors 1

s s o

Errors are resolved by either amending your application or by providing a justification
reason available in a drop down list. Read the error message to know how to
proceed.
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Validation Specific to a Section

As previously mentioned when validation is triggered if the error is specific to a
section then it will appear in that section at the top of the page in a red panel. It will
not appear on the Validation Errors screen, although you will be alerted to the fact
that there are errors in this section.

The example below is an error within the manage land details of a land parcel. The
error is related to the area declared not being equal to the share eligible area. The
customer can fix or justify this error.

Single Application Form (2016) - Manage land details @

Please fix these errors or select a justification reason, before submitting your application:

You have declared 0.85ha which is not equal to the share eligible area 27 27ha. Please review Select Justification ﬂ
your declared land use areas.

3 of 3 cumrent land selection

COMMON GRAZING  79/463/0370 Carmont Estate LAND CHANGE IN PROGRESS 7 Validated with Error

When you justify an error the screen will indicate you have selected a reason by
placing a green tick at the beginning (see below).

Pileass Mix thess errors or select a Justification reason, before submitiing yowr application:

fiou hzve eddec = lan ercel b0 pour apoilcation. Fizese seiect 2 reason. have purchased this land pance] and | will submit 2 Land Maint=nance For[s]
The Validation Errors counter appears within Your Your application sections
application sections displaying how many errors there are Start page
within your application. Scheme Seiectons
Entitlements
Land Declaration
Greening
Declare Livestock

Customer Details
Supporting Documents
Validation Errors 10

Summary

Select Save and continue to move to SAF Summary.
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Application Summary

Once you have completed your application you should review all your details within
your application summary screen.

Application summary screen

Show details allows you to expand the view and will display summary
level information from what you have provided in the application.

Select this option to provide a pdf of your application summary and land
details. You can request a print at any point during the application process.
You cannot Submit your application unless all errors have been
fixed/justified, all sections have been completed and ticked to say you have
read and understood the declarations and undertakings.

Single Application Form (2016) - Summary @ 5

The following sections must be completed before you can submit your application Please ensure you have used save and confinue on
each section

+ 5cheme Selections

* Land Declaration

*  Supporting Documents
Scheme selection e Show details Last updated by wser fawside at 05:50 on 14032016
Entitlements Show details Last updated by wser fawside at 05:50 on 14032016
Land details Show details Last updated by user fawside at 11:31 on 11/032016
Livestock Last updated by user fawside at 11:32 on 11/03/2016
Customer details Last updated by user fawside at 11:33 on 11/032016
Greening

Met Requirements

The informalion provided by you in this application indicates that you have met your Greening requirements. You should ensure that you
have understoed all requirements as detailed in Greening guidance on Rural Payments and Services. We will perform further validations
after submission to verify your application.

Supporting documents Last updated by user fawside at 05:54 on 14032016

You have not supplied the supporting documents required for this application

Errors Last updated by wser fawside at 05:50 on 14032016
You have 77 unresolved ermors

e Print Summary

° O | have read and understood the declarations and undertakings

| |
10 WOUr Sppacanons e
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Submitted application

You will be prompted before finally submitting your application.

SAF Submiszion Confirmation

Are you sure you want to submit your application? %ou will not be able o change your information once you have submitted it

Cancel Yes, submit my application

When you select Yes, submit my application you will move to the following screen.
It will provide you with your application reference number and your
acknowledgement letter and a copy of the application summary snapshot will be
stored in your Communication Log. You must check the acknowledgement letter and
tell us if anything is incorrect.

Home Findlay Farms

ERM: 232531 MLC: unknown

Thank you for your submission
Your application reference

Your application reference is 165AF00104

An acknowledgement and receipt has been generated with this reference number and a summary of your application

What happens next

Your application and any supporting documents you provided will be aszessed.

If you have any oulstanding supporting documents to attach to the application then you can post or deliver them to the office detailed on
your acknowledgement.

We will be in touch if we need you to provide any more information.

If you wish to view your application at any time, you can select it from the Manage My Applications screen.

Retum to my applications

You should select to Return to my applications and the application should now be
listed under Applications submitted in 2016. You can view this application at any time
by selecting the application reference number hyperlink.
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Applications

Start Application | Select an Application ] | |

Receipted and draft applicatinnso

Applications submitted in 231'3ﬂ

Type Name Reference Date Status
SAF 165AF00104 29 Feb 2016 Submitted

Other functions for draft application

When you have selected at any point to save and close or exit your application you
have to select the Resume function to return to the application. This will always
return you to the summary section but you will be able to navigate around your
application as mentioned before.

If there has been an update to your land details since you were last in your
application this will be reflected. This could update the details for a land parcel and
generate validation errors, if appropriate. For example if a new land parcel is now
associated with your business and error message will be generated that will highlight
that it needs to be added to you application.

If you are working on a draft application and decide that it would be better to delete
and start again then as long as you have not submitted you can delete from your
Applications screen. If you select this option all information provided in the
application will be lost.

Applications

Start Application | Select an Application v | |

Receipted and draft applications 0

Single Application Form-Draft Online
SAF Draft Cnling Last updated by fawside At 12:02 on 140372016 ‘ Delete ’ 0

Application Amendments

If you need to amend your SAF after it has been submitted you will need to notify
your area office by email or letter.

e You can amend your SAF up to and including 31 May 2016

e You can only add LMO options if you have applied for LMO on the scheme
selection section and the application was received on or before 16 May 2016.

e If we receive amendments after 31 May 2016, we will reduce the payments on
each land parcel amended by one per cent for each working day the
amendment is late.

e We will not accept any amendments after 10 June 2016.
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If you want to withdraw your SAF post submission, you can make this request to
your local area office. If you request to have your application withdrawn and are
looking to resubmit (when the application window is still open) please be aware that
when you restart the application no information will have been retained from the
withdrawn application.

For further detail on both amendments and withdrawal please refer to IACS (1) notes
for guidance 2016 on the website.

Assistance with your Draft Application

Our staff can assist you in completing your application. Guidance is only supplied in
helping you to understand how to complete the online application and not in what
content should be supplied.
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