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Cotton Online Processing System
A. Section 1.0 An Introduction to COPS Introduction

The purpose of the Introduction to COPS section is to provide the COPS User more

information regarding the Cotton Online Processing System (COPS). Included in this
section will be:

+ Background information and an overview of COPS
+ COPS Internet Address information
+ General information
+ About Downloading files from COPS
+ Printing information from COPS screens
+ Access and Logon information to the COPS Home Page
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B. Background Information

The Cotton Online Processing System (COPS) provides Internet access to entities within
the Cotton Industry. COPS is accessed by State, County, Cooperative Marketing
Associations (CMA), Loan Servicing Agents (LSA), Warehouse, Master Warehouse,
Warehouse Examiner, Cotton Merchants, USDA Core, WDC and Guests Users.

Major business functions are to:

+ Provide access to Cotton loan and bale detail information, including classing, error
and transaction history information.

+ Provide access to electronic warehouse receipt information.
Provide access to electronically generated invoices which can be downloaded as text
files.

+ Provide ability to view the loan, receipt and invoice information through selection
criteria.

+ Provide ability for certified buyers to bid on eligible cotton bales in an online sales
catalog and receive electronic notification of the award.

+ Provide a method for certifying officers to approve invoices online, and enter

electronic payment directly, thus expediting the process.

Provide access to cotton sale reporting.

Provide ability for Core to create and view accounting reports.

Provide ability for Commodity Credit Corporation (CCC) to do forecasting.

Provide ability for a User to change his/her password.

Provide ability to view and work with emails within the Web site.

* & & o o

COPS has been designed to provide information on a "need to know" basis and thus the
options available are based on security designed around the user's NITC Id and entity
type. The COPS User's Guide will reference the access limitations within each individual
option section.

The defined user entity types are:
+ Guest Users (Limited access to COPS options)
State and County Users
CMAVJ/LSA Users
Warehouse Users
Master Warehouse Users
Warehouse Examiner Users
Cotton Merchant (Buyer) Users
Electronic Warehouse Receipt Provider Users
USDAV/FSA Core (APD, CCC, FOD, FAD) Users
WDC Price Support Division Users

* & & & & o o o o
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C. General Information - Downloads

Throughout COPS, the ability to download information will be available. By clicking the
link (indicated by an underscore below the key information, such as, loan number,
invoice number, individual gin code/gin tag or an option link for the User Guide sections)
the download process will open.

There are two types of downloads:

+ File downloads, where the information is converted to a file format for downloading
to the User's PC.

+ Document downloads, where the information is an actual document to be saved on
the User's PC.

1. A File Download

The links will be associated with data information for downloading. By clicking the link,
a data file of the associated information will be built and a Microsoft file download pop-
up box will appear.

The options will be to:

+ open - view the comma delimited file in text format

+ save - download the file to a folder on the user's PC

+ cancel - cancel the download request

+ more info - display more information about downloading.

2. A Document Download

On a document download, such as the User Guide section, the links on the options related
to the sections of the User Guide will actually open a Microsoft Word document to either
view (read online) or proceed to save to the User's PC by clicking 'file’ then 'save' have
the document file saved to a folder on the user's PC. See "About the User Guide™ section
1.1 for further information and instructions.

3. A Generated Report Download

On many of the screens a button is available to ‘generate a report’. When this button is
clicked, a PDF document will be created using Adobe Acrobat Reader. If you do not
have Adobe Acrobat Reader on your PC, a pop-up window points the user to the
‘Experiencing Problems’ option on the Home Page which provided the ability to
download it to your PC. Once the document is created in Acrobat Reader, you may save
or print using the icon options on the Acrobat Reader tool bar.
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D. General Information - Printing
Some of the screens will have a "Print" button at the bottom of the page. When the
"Print" button is selected, the complete page of the information is sent to the user's local
printer.

E. Access and Logon Information for COPS - Internet Address

The Internet address for the COPS site is https://www.fsa.usda.gov/cotton
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F. Access and Logon Information for COPS - Screens

1.

COPS Logon (A_LOG_100) Screen

The COPS Internet address is https://www.fsa.usda.gov/cotton

Note: Type the address into the address field on the Internet browser. When the site
opens, “Bookmark’ or ““Add to Favorites” is recommended.

The COPS Logon screen appears requiring the User to enter a User ID and password. If
the user does not have an assigned User Id or password, they may logon as a Guest User.

/8 COPS Secure Logon Page - Microsoft Internet Enplorer _[&] x|

Fle Edt View Favortes Toos Help | &
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H Botton|Online Processing System

Please enter your User ID and Password.
Section 508 Access: [

Ueerio: [
Password: GuestLogan

Note: Your User 1D and Password will be encrypted for transmission over the Intermet
If you need to have your password reset, contact FSA Security office at816.926 6537,

WARNING: You will be automatically logged off if your COPS browser session is inactive far more than 1 hour.

Information Security Statements:

The use of this computer system and associated networks, computer resources, or data is restricted ta authorized users. User activity is manitored and
recorded by system personnel. Anyone using this network expressly consents to such monitoring and recarding

BE ADVISED' if possible criminal activity is detected, system records, along with certain personal information, may be provided 1o law enforcement officials

1999 - United States Department of Agriculture

COPS Information Collection Statements:

Paperwork Reduction Burden

The authority for collecting the fallowing infarmation is Pub. L 107-171. This authority allows for the callection of information without prior OME approval
mandated by the Paperwork Reduction Act of 1395, The time required to complete this information collection is estimated to average 5 to 30 minutes per
response, including the time for reviewing instructions, searching existing data sources, gathering and maintaining the data needed, and completing and
reviewing the collection of information,

Privacy Act

The following statement is made in accordance with the Privacy Act of 1874 (5 USC 552a). The authority for requesting the following information is 15 U.S.C.
714 and regulations promulgated thereunder (7 CFR Parts 1427 and 1403). The information will be used to complete the terms of an agreement between the
warehouse operator and CCC. Furnishing the requested information is voluntary, however, without it, eligibility to enter into an agreement with CCC cannot be
deterrmined. This information may be provided to other agencies, IRS, Department of Justice, or other State and Federal enfarcement agencies, and in response
to a court magistrate or administrative tribunal. The provisions of crirminal and civil fraud statutes, including 18 USC 286, 371, 641, 1001; 15 USC 714m; and 31
USC 3729, may be applicable to the information provided

Mondiscrimination Statement: (Revised 6/8/2005)

The U.5. Department of Agriculture (USDA) prohibits discrimination in all its programs and activities on the basis of race, color, national origin, age, disability,
and where applicable, sex, marital status, familial status, parental status, religion, sexual orientation, genetic infarmation, political beliefs, reprisal, or because
all or part of an individual's income is derived from any public assistance programs. (Not all prohibited bases apply to all programs.) Persons with disabilities
who require alternative means for communication of program information (Braille, large print, audiotape, etc ) should contact USDA's TARGET Center at (203)
720-2600 (voice and TDD). To file a complaint of discrimination, write to USDA, Director, Ofiice of Civil Rights, 1400 Independence Avenue, SW., Washington,
D.C. 20250-3410 or call {800) 7953272 (voice) or (202) 720-6382 (TDD). USDA is an equal opportunity provider and employer

A_LO&_100
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The "Section 508 Access" box when checked will assist those users requiring the COPS
screens formatted to meet the requirements for Section 508 of Rehabilitation Act
Amendments of 1998 for the American Disability Act.

The Information Security Statement is published below the Logon area.

Information Collection statements regarding the Paperwork Reduction Act of 1995, the
Privacy Act of 1974 and USDA regarding discrimination are published at the bottom of
the Logon screen.

2. Home Page (A_HOM_100) (from User Id & password logon)

The COPS Home Page allows the User to select options based on their User ID. The
allowed options will be underlined, showing that the link is available.

Along with the Home Page, there will appear on all screens (except on pop-up screens)
along the top, a Menu / Navigation bar to assist in proceeding through the various menu

<2 Cotton Online Processing System - Microsoft Internet Explorer =181 x|
J File Edit View Favorites Tools Help | :,'
J Qe - ) - (=] 2] | ) ssarch 7 Favortes @Y vedia 42 ‘ = 3
Jnddressl j Go |JLinIG
Bl
| COPS Home | Logoff |
United States Department of Agriculture
Yttt rnae i B P | P I . PR
Cotton!Online/Processing Syster
cotton Onlineirrocessing System:
Welcome PATRICIA WILSON. You have access to COPS as a Core User.
Administrative Bale Home Pages Infarmation
+ Change Your Password ¢ Bale Comrments |° Warehouse Horme | + Accessibility Staternent
+ Internal Communications + Bale Infarrmation + Availahility
+ Request Review ¢ Bale lnvoice Search + CCR Buyer Setup
+ Systern Access Reguest ¢ Duplicate Bales + Experiencing Problems?
+ User Maintenance * Error Information + Mews Bulleting
* igw E-mail * Loan Infarmation + Related Links
+ User Guide
Invoicing Receipts Reports
« Certification Recap * Bale Reclass « Accounting Reparts
+ Invoice Certification « EAD Status + Bale Irwoice Search
* Invoice Payrnent * Receipt Release + LCC-719
+ Invoice Review + CCR Reports
+ Forecasting
+ Sale Reports

A_HOM_100

& 78 [ et
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3. Home Page (A_HOM_100) (from Guest Logon)

The COPS Home Page allows the User to select options based on their User ID. The
allowed options will be underlined, showing that the link is available. Guest Users will
have limited access to the Home Page options.

Cotton Online Processing System - Microsoft Internet Explorer ;IEIEI

J eEack - O - @ @ :b ‘ pSearch ‘Z{\\?Favorites eMed\a @| D:f_év ; I_J .ﬁ
Jnddress IE https:/fdintd1 . fsa,usda.gov Fhome. jsp j G0 H Links
-
COPS Home \ Logoft | (W

CottoniOnline Processing System

Welcome. You have access to COPS as a Guest User.

I
E ./,,, L United States Department of Agriculture

Administrative Bale Home Pages Information
+ Change Your Password = Bale Comments « YWyarehouse Home = Accessibility Statement
= Internal Communications = Bale Information = Availability
= Request Review = Bale Invoice Search = CCR Buyer Setup
« System Access = Duplicate Bales = Experiencing Problems?
Request = Error Information * Mews Bulletins
= User Maintenance * Loan Information » Related Links
= Wiew E-mail » User Guide
Invoicing Receipts Reports Sales
+ Cedtification Recap + Bale Reclass ¢ Accounting Reports + Forecasting
+ Inwoice Certification + EAD Status * Bale Invoice Search + Sale Information
+ Invoice Payment + Receipt Release + CCC-718 + Sale Reports
+ Invoice Review ¢+ Forecasting
* Sale Reports i

I | B
J I _>l_I
i start| BT 8 B Bo®m Sz - I@ Cotton On... QH:\MaVaW...I [ 3 microse... v| Gl e z0m

4. COPS Logon (A_LOG_100) Screen (with pop-up regarding 508)
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Please enter your User ID and Password.
Section 808 Access: ¥
User ID: LOGON I
Password:[ | Guestbeges

Mot Your User D and Passwend wil ba ancrypted for ransmission ovir the ntemat
W yaw need 80 have your password reset, comtact F5A Securlty office at 16 976 6537,

o ) ek

WWARNING: Y wil ba sutcenasicaly logged off i youe COPS browsse sh#1ion it inbctin foe snord Than 1 hour.
Information Sucurity Ststomants: K - ]

Tha uté of this Computier eystem and 3465¢ nictad 16 sutherzed usars. Lisar sctivty is mondoned and
rogandsd by system personeal Anyona usie g\ Shedinthe b sereute ring i TeCondng

BE ALMISED. f pastibli cimisal sctivty it “m:'m :&m""‘:& ansl information, miy be grovded 1o lew srfarcament oficisk

1999 - Usited States Depariment of Agricub

COPS Infarmatien Colloction Statemant.

Eageeark Beduction Suiden.

Tha autharty for callecting tha fellowing infsmation fs Pub. L 107.171. Thes athonty alows for tha cellection of inkemation wihout prior OME appeoval
mandated by thin Paprework Radustion Act of 1965 Tha tiew reasned 10 compbeti thes mforrecticn cellection i aitimated 1o vrige 5 to 50 rnues pre
responte, imchuding The lime for reviewing inslructions, searching existing data sources, gathenng and manlanisg the data reeded, snd completing and

Tvewing the cobacton of isformatien.

The following states
714 and ragelation
waeshcuse aperator and

1 is made in accordance with the Privacy Act of 1974 (5 USE 5523). The authorty for requesting the folowing information is 16 U5 ¢
erashatied thisionder (7 CFR Parts 1427 ded 1403). Tha inforrsation will ba wsed B complete thi lermss of an igrawssrd betwistn the
CCC. Fumishing the requested indomation is volentary, howswer, without it, ebgiblity to erter into an agreemant with CCC cannct be
determinad This infarmatios: may be peovidd to other ageachs, 5. Depanment of Justice. or other State and Federsl sréorcement agencars, and i resgonss
m rubgisiraty o admnistrative tribunal. The privissors of erimenal ard el e 280atas, meluding 18 USC 286, 371641, 1001, 15 USC T1am, sed 31
USE 3729, may be appcable 1o the indmaton prowded

Hsodiesmisatien Siemest. (Revsed BEI00S)

Tha U5 Dapartemant of Ageculture (LISDA] prehibits discrimination in all it programs and actites en the Basis of race, color, nagonal cign, age, disabity.

et wharn ephcable, 1ax, martsl seber amitsl et paesntsl wiatus, rabgian, saxusl crentation. gesatic information, poktical Babet, mpaasl_or becauie
all o part of an indmiduals incom it dered from any public sssistince programs. (Net all probibted bases apply to all programs. ) Persons wath deabiltins
wha reguire allemalive means for cemmunicatien of program informatien (Biradia, large pont, sudictape, efc | shoukd contact USCA's TARGET Center at (2012)
7202600 frsic ared TOOY To fle & compluint of dascrmnation, wety 1o US04, Dirctor, Ofica of Crvl Rights, 1400 Independence Avenue, SW.. Washington,
0.C. 20250-8410 or call (BO0) 795-3272 (voace) or (202) 7206382 (TDO). LISDA is an equal oppostunity provider and emplayer.
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5. COPS Logon (A _LOG_100) Screen (with 508 Access)

After clicking on "OK" on 508 pop-up screen, Logon screen reappears for User logon.

g Pasge - Mool ik et [iplares

=18 x|
i O3 vew Fawetes Took el i
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H Cotton|Online ProcessingSystem

Please enter your User ID and Password.
Section 508 Access: F
Userio: _
Password:

Pagpword wil b anceyphed for Srasamistion over the b

rtirriet
hmw password reset, contact FSA Security office at 816926 8537,

hoazed wsers. User activty is monicred and

COPS Information Collection Statements

Pigareut Syducton Berden

e autherity fee eellectics) tha ol

ation witheut priot OMB approvel
ated 10 Iwrage S 1o 50 mirtes pe
9 the data needed, and completing snd

nd n resptash
B41,1001; 15 USC T1ém; ard 31
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n:'!\ USC 286, 371

108 _s0

5 [ reerret

o s FERDE " Hee. | S | Guesr | Braae. | e | e | Eaae [Eoesss (g eseyem e 20 0 A @ B OS 007

6. Example of a 508 Compliant - Bale List (B_INF_110) Screen

For 508 compliance, instead of data listed under column heading, it is listed with a label
before each data element for each individual row of information. Software, such as
JAWS, will read the information left to right from top to bottom of the page.

3 Bale List Results starting with linez 1 - Microsoft Internet Explorer

QRN DG B

Address Ia hittps: # /et Fsa usda. gov: 403/zervlet/baleinfa?R equest=generatel aleList

File Edit “iew Favortes Tools Help

| COPS Home [

United States Department of Agriculture

Cotton/Online/Processing'S;

jem’
Bale List

Today's Date: Tue Jun 17 14:53:55 COT 2003

Report Criteria{multscreen=false, crop ear=2002}

Report Sorted by: Crop Year, then by Gin Code, then by Gin Tag

Report Limitations: Maximum number of records retrieved per query=100

Click Line No. to view bale details.

Line Mumber 1 Lo Monberroall Crop Vesrzoill 2002 Typerwll State/ County rall ¢ Gin Code roall 01000 3in Tagzwll 0100001 Warhouse Code roall 125501 Receipt

Hhomber poall 100001 Statas yoall Blake 00000

Line Murmber 2 Lo Homber il Crop Yesromll 2002 Type mll _State/ Comty yoall £ G Cods roall 01000 Gin Tazzwll 0100002 Warshouse Code ol 125501 Receipt

homber roall 100002 Statue yoall Blade 0000)

Line Mumber 3 Lom Homber il Crop Yesromll 2002 Type mll _State/ Conmty yoall £ G Cods roall 01000 Gin Tazzwll 0100003 Warshouse Code ponll 125501 Receipt

homber roall 100002 Statue roall Blade 0000)

Ling Murmber 4 Lom Hamher varll  Crop Year roill 2002 Type raull  Statef Conmiy vl / Gin Code roill 01000 Gin Tag rarll 0100004 Warshouse Cods rarll 125501 Receipt
4]

| ;l_l
|&) Done

[ 3 [ inemet
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G. Access and Logon Information - Access Instructions

If the Action is a letter (a), the corresponding results will have the same letter (a).

Step

Action

Results

1.

From the PCs Internet browser
(MS Internet Explorer or
Netscape) do the following:

Type the COPS Internet
address
(https://www.fsa.usda.gov/cot
ton) into the address field on
the Internet browser and click
"GO".

The COPS Logon screen will appear
(continue to step 2).

On the COPS Logon screen, do
the one of the following:

a.

Users with a User Id and
password established, enter the
Logon Id and password, click
"Logon".

Guest Users, click on "Guest
Logon™.

Users requiring 508 assistance,
click to check the "Section 508
Access" box.

The COPS Home Page screen will
be displayed with limited allowed
option access links underlined (go to
step 3).

. A pop-up box will appear on the

Logon screen informing the users
that they will be viewing COPS using
the 508 compliant accessibility
technology (go to step 4).

On the COPS Home Page, do one
of the following:

a.

To proceed, click an
underlined link option.

To close and log off COPS, on
the navigation / menu bar (at
top of screen), click the
"Logoff" option.

The chosen option will open (refer to
the User Guide section for the option
chosen).

. The Cops Home Page screen will

close and the Logon screen will
appear (go to step 1 to logon again)

On the Logon screen 508 pop-up
box, do the following:

October 2005 — User Guide version 1.6
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Step

Action

Results

+ Click on "OK", to continue.

+ The Logon screen will appear with
the Section 508 Access box checked
(go to step 2 and do either a or b).

October 2005 — User Guide version 1.6
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H. Access and Logon Information - Function Tables for Screens

1. Logon (A_LOG_100) Screen Functions

Selection Description

Section 508 Access | Check box to indicate if user requires COPS screens to be formatted for
508 compliance.

User Id Enter User Id

Password Enter password

Command Functions

Buttons

LOGON Will validate User Id and Password to logon the user on COPS

Guest Logon For Guest Users not assigned a User Id and password. Will provide limited
access to some of the COPS options.

2. Home Page (A_HOM_100) Screen Functions

Selection Description

links Underlined links to the COPS options allowed to the user based on their
User Id and entity type(s).

Command Functions

Buttons
Top of screen ‘ Navigation / Menu bar with allowable options to navigate through COPS.

3. Logon (A_LOG_100) Screen Functions (with pop-up regarding 508)

Selection ‘ Description

Command Functions
Buttons

Continues with the logon. Information on COPS will be viewed using 508
compliant accessibility technology.
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I. History / Revision Log

Version # | Date Description
1.0 JUN 30, 2003 | New version of User Guide for 2003 COPS new
look.

11 AUG 1, 2003 | New option CCC-710 COPS Home Page.

+ Updated pages with Home Page screens.

1.3 NOV 1, 2003 | New option Duplicate Bales added to Home Page.

+ Updated pages with Home Page screen and
COPS Options/User Guide table.

14 DEC 1, 2003 | Two new options Invoice Certification &

Certification Recap added to Home Page.

+ Updated pages with Home Page screen and
COPS Options/User Guide table.

1.6 JUL 25, 2005 | To COPS Logon Screen, additional statements

added regarding Paper Reduction Act, Privacy Act

and USDA and discrimination.

New option Warehouse on Home Page.

+ Updated pages with Home page and logon
screens.

1.6 OCT 11, 2005 | New COPS Logon screen

+ Implemented the change to COPS Logon
screen and removal of second screen after
logon.
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