E@ CottoniOnlinelProcessing System

User Guide

Section 1.7

User Maintenance

November 2005 — User Guide version 1.7



Cotton Online Processing System

Table of Contents

Section 1.7 USEI IMAINTENANCE .......ooueiiiiiieiieieiteite ettt b bbbttt sb e bbb n et e e s 3
N (11 7o To [0 o{ o] TSROSO 3
S T =TT USRS PR PR 3
1. HOme Page (A _HOM_100) .....ccuoiiiiiiieniieie ettt sttt sbe e sbeeae e nbeebesnessreeeesnes 3
2. User Maintenance Criteria (A_USR _100) fOr COre USEIS .......ccccoveieiieereeriesiesiesieseesie e sseeseeans 4
3. State User Maintenance Criteria (A_USR_110) for State USErS.........ccoocvevrrieenenieneenesie e 5
4. Multiple State User Maintenance Criteria (A_USR_115) for Multiple State Users ...................... 5
5. User Maintenance List (A_USR_120) fOr COre USEIS ........ccceieeriririieniiaie e sie e 6
6. User Maintenance List (A_USR_120) for Core Users - select All E-mail addresses .................... 7
7. User Maintenance List (A_USR_120) for State and Multiple State USers .........cccccceevvevveiveennnnne, 8
8.  User Maintenance List (A_USR_120) for a Single USEr..........cccccveiieiiieriieiie e 9
9. User Maintenance Details (A_USR_140) for a Single USEr .........cociiiiriiiieiienenie e 10
10. User Maintenance Details (A_USR_140) Core / State / Multiple State User ..........c..cccccvene.... 11
11. User Maintenance Details (A_USR_140) Core User / Buyer USEr.........cccovevriririeeieseennnnn, 12
12. Holder ID Maintenance (A_USR_150) Core User / Buyer USEr .........ccccovereereeieerieeniesiennnnns 13
13. Holder ID Maintenance (A_USR_150) with delete pop-Up ......cccovviiiieiieniee e, 13
14. User Maintenance List (A_USR_120) with Entity pop-up DOX.........cccoevvivviiiniiiciieie e, 14
15. User Maintenance Confirmation (A_USR_160) for update...........cccccererirninnnniniieiesieen, 15
16. User Maintenance Detail (A_USR_140) with Delete pop-Up ......cocevvereiienieirie e, 16
17. User Maintenance Confirmation (A_USR_160) for delete...........ccooeviiiiiiniiiiiiieiecieen, 16
18. User Maintenance Error (A _USR_160)........ccccciueiieieiiieieeieseeseseesiee e sseesae e sneesseessesneesneens 17
C. User Maintenance ACCESS INSIIUCTIONS ........cvoiviiiiiiiiieieie ettt 18
D.  FUNCLION TabIES TOF SCIEENS......ccviiiii ettt sttt e ste e st e sreeteeneesreeeeenes 24
1. Home Page (A_HOM _100) SCreen FUNCLIONS ........cccvciiiierieiie i ecie e se et ste e 24
2. User Maintenance Criteria (A_USR_100) (for Core User) Screen FUNCLIONS ...........cccccevvevenene. 24
3. State User Maintenance Criteria (A_USR_110) Screen FUNCLIONS .........ccccveieiieieeiieiiece e 24
4.  Multiple State User Maintenance Criteria (A_USR_115) Screen FUNCLIONS ...........cccceovevvevennnne. 25
5. User Maintenance List (A_USR_120) Screen FUNCLIONS .........cccoveieeiieiieie e e 25
6. User Maintenance Details (A_USR_140) Screen FUNCLIONS ........c.cocveierieerieeriesienesieseeseeee e 25
7. Holder Id Maintenance (A_USR_150) Screen FUNCLIONS .........ccovevveiieieeiireie e e 26
8.  User Maintenance Confirmation (A_USR_160) Screen FUNCLIONS.........cccccvevveiieresiieseeneeienens 26
9. User Maintenance Error (A_USR_160) Screen FUNCLIONS.........ccccvviieiieiicie e 27
E.  HISTOrY / REVISION LOG ... eieiiiiiitiitiiiieie ettt bbbt 28

November 2005 — User Guide version 1.7 Section 1.7 -2



Cotton Online Processing System

Section 1.7  User Maintenance
A. Introduction

The "User Maintenance™ link on the COPS Home Page provides the ability to display and update
user information.

B. Screens

1. Home Page (A_HOM_100)

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 ek - () - \ﬁ @ 0 | ) searth 5 ¢ Favorites @AY Media 4£%) ‘ - iz = [ J3
Jnddressl j Go |JLinIG
Bl
| COPS Home | Logoff |
United States Department of Agriculture
™t e ).- \I-j.-. N 'PWJ- nOCE j, — (< ey
X ' 1 1 v 0
cottoniOnlineirrocessing 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
Invaicing 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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Cotton Online Processing System

2. User Maintenance Criteria (A_USR_100) for Core Users

The User Maintenance Sort/Criteria screen is displayed for Core Users only. This screen
provides for Core Users the ability to use selection criteria and sorts to list users.

/3 User Maintenance Criteria - Microsoft Internet Explorer

File Edit “iew Favoites Took Help IR R @ ﬁ | @ @ @ ‘ %' o7 - Links **
Address I@ hitps:/#devntDl fza.usda.gov: 403/ servlet/maintenancelist ’R equest=generate aintenanceCriteria j @Go
| COPS Home | Administrative | Bale | Information | Invoicing | Receipts | Reports | Sales | Logoff \ I
United States Department of Agriculture
N ddma ) . Jj . -P_v}_ Y- j Y . SR
J \ VL 0
cotton Online frocessing System!
User Maintenance
Sort by Criteria
© User D Usora 1D —
L
© User Nor Last Marne ks
© Uger Mame Entity 1D | @6
© Entity ID User Type All Users VI =
Sort by Criteria

T State Marne State Name I*STATES* -

Sort by Criteria
€ Business Mame Business Name I Twin Word Mas.
Sort by Criteria
I(" Email Address Frail Addreas | 'LI

Fl (S
iaﬁlalll @ Novell Gro | (B Day Plariner | 2 Exploring - I L telence.us I &]User Ma... [ Microsoft |<ﬂ%ﬂﬁs N ¥ 454pM
' Business Name Business Name I Two Word Max.

Sort by Criteria

© Email Address Email Address I

List All Email Addresses o

List Clear
A_USR_100 =
4 | o

|&] Done [ [3 [ Intemet
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Cotton Online Processing System

3. State User Maintenance Criteria (A_USR_110) for State

state or users in a selected county.

3 State User Maintenance - Microsolt Internet Explorer

File Edt “iew Favortes Toolz Help

Users

The State User Maintenance Criteria screen to list state users only, all county users in

Cotton Online Processing System!
State User Maintenance

Sort By

Criteria
& Show All Counties

2 QHNAREIEIw- Liks
Addiess I@ https:/fdevntDl fsa.usda gov: 403/ servlet/maintenancelist PRequest=generateM aintenanceCriteria j @Gu
[ COPS Home I Administrative | Bale | Information [ Invoicing | Logoff

E United States Department of Agriculture

Enter County Code
© Show State Only
© Select a County

* Please include state code when entering a county code

List |

Clear
A_USR_110
| | _>|J
[&] Dore ,_ ’_|E|° Intemet

Multiple State User Maintenance Criteria (A_USR_115) for Multiple State
Users

a Multiple State Maintenance - Microsoft Internet Explorer

File Edt \iew Favoites Took Help |4:| - = - @ ﬁ | @ @ @ | @- oF -

The Multiple State User Maintenance screen for multi-state users to select a state to list
the state users, all county users in state or users in a selected county.

Cotton OnlineProcessing|System

Multiple State User Maintenance

Select a State: |STATES 7| = State code required.
Sort By Criteria

& Show All Counties Enter County Code

© Show State Only

* Please include state code when entering a county code
' Select a County

Click the Access button to view your user records,

ACCESS |
[

List | Clear |
A_USR_115

4
|&] Done

"
T
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Addiess I@ https: /#dexvntD] Fea.usda. gov: 403/ serviet/maintenancelist PR equest=generateMaintenanceCriteria j @Go
| COPS Home [ Administrative | Bale | Information [ Invoicing | Logoff | I
E United States Department of Agriculture
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Cotton Online Processing System

5. User Maintenance List (A_USR_120) for Core Users

The User Maintenance List screen will, for the Core Users, either list all users or only
list those users meeting the section criteria requirements. For non-Core Users, the User
Maintenance List will only list the user (see User Maintenance screen for single user).

3 COPS User List - Microsoft Internet Explorer [_[2] =]
Fle Edt View Favorites Tools Help ECRR A @ ﬁ | @ @ @ | %v | Links >
Addrass [2] htips //devnlD] fsa.usda gov:403/servlet/maintenanclit =] @oe
\ COPS Home | Administrative \ Bale | Information | Invoicing | Receipts | Reports | Sales | Logoff |
United States Department of Agriculture
F o PP W R ). t"ﬁ,.. n 'j).-.}.- NDEE j. Dok 5
4 y 1 [y | i »
CottoniOnline ProcessingSystem
; ;
User Maintenance List =
Links
List Criteria: vl 6o
Uszer Type = All Users d
Sorted by: User_Mame
Click User No. to Display user details , Click Enty ID to Display state and county I 007
User No. User Id Last Name First Name Enty Type Enty Id
11462 ACOPS1 ANDERSOM SHANMON State 12|
11448 MED375 AMDERSOM KARLA
74| MED447 BAKER KEM
11457 T BOB BILLY State 01
11452 MGD220 BOGGS NORRIS Buyer 80458
193 WWYC302 BORGMEYER WYENDY
10831 TESTER BOYDSTON SUSAMN County 131101 . e
58| MDD344 EOYDSTON SUSAN
7| WWCA00 EROMLEY LESTER v 801
10511 CWO377 BROWWN RICK Buyer 8126
10427 MOP123 CARMEGIE RICKY County 47001 =
4| [ I»
o §364
[&] Dore _ . . R Intermet
[ 10467 1APO00| WRIGHT]| GREG| Biuyer [
[ 179 MED178| Y OUNG| AIMEE|
[
Change Criteria.
A_USR_120
| 5
|&] Dore T
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Cotton Online Processing System

6. User Maintenance List (A_USR_120) for Core Users - select All E-mail
addresses

The User Maintenance List screen will include the e-mail addresses if the Core User has
selected the "List All Email Addresses" on the User Maintenance Sort/Criteria screen.

/3 COPS User List - Microsoft Internet Explorer

File Edit

Wiew

Favarites

Toolz:  Help

- QNN QAEIEFw -

‘ Links

3

Address I@ https: /Adevnt0] fza. usda. gov: 4037 servlet/maintenancelist

j @GU

| COPS Home |

Administrative

| Bale |

Infor|

| Invoicing | Receipts | Reports | Sales | Logoff | [~

List Criteria:

United States Department of Agriculture

Cotton Online Processing System

User Maintenance List

Il Email Addresses
Sorted by: Email_Address

Click User No. to Display user details

Click Enty ID to Display state and county

User No.| User Id Last Name First Name Enty Type Enty Id Email Address
150 MCGZ34 GRAHAM KA Buyer 8007 acsi@pcca.com
11359 MEDEIS ORLANDO LOUIE State 45| alice. shoni@nc. usda. gay
10810] w0200 WALKER FRAMNK Buyer 3364 bill. coleman@tnrmemphis.fsc. usda. goy
11358] MEDI99 DEWRIGHT DUDDLEY Buyer G855 chambers. lilai@al. usda. gov =X
11462 ACOPS1 ANDERSOM SHANMOMN State 12| cottonrules@usda =
11355 MED22Z DLCK DOMNALD County 29063| donna. kennedyigdms. usda. gov ‘ o
11452] MGD220 BOGGS NORRIS Buyer 8048 mbogys@peoplepc. com ﬁ
10811 CWO377 BROWM RICK] Buyer B8126| michael milner@ok.usda. gov —_
10531] TESTER! BOYDSTON SUSAN County 131101) patsy terry@tx. usda. gov tEtx. usda. gov [=]
11464]  TESTIM USERTA FEYY, County 48101 pfwilson@@fsa. usda. goy 2ri@ya. usda.goy
11447 CA4104 LIMBAUGH SHARCH County 01015] sharon. limbaughi@al. usda. gov > |tEtx usda. goy
4] | ¥ :scot.com
[&] Done [ & [ intemet th@al. usda.gov
11715 CWOB06 WWEBB BELIMDA)  Warehouse 227500 belindawebb@mecleskeycotton.com
115300  CWOBSS HUGHES DONMA|  Warehouse 517070| bergin@bpsnetwaorks.com
10734|  CARIFT BAGGETT BETH County 37091 beth. bagoett@nc. usda. gov
11759 CASFI FRAMCIS 104 County 51175 beth.francisi@va. usda. gov
11548 CAFBO1 LALUGHTER BETH County 28121 beth laughtenf@ms.usda. gov
10653 CAFZ2G WALS O EBETH County 28085 beth.wilson@ms. usda. gov
10553 CAFZZ9 WILSOM EETH! County 28037 beth.wilson@ms. usda. gav
10949  CA7FB43 ROBERTS BETTE 1O County 48163 bette roberts@tx usda. gov
11018]  CAD911 HAGGARD BETTY County 20159 betty. haggard@kec. fsa.usda. gov
10856  CADAaO1 HALE BETTY County 28107 betty halei@ms. usda.gov
10930| CAR1BE2 LUTZ BETTY County 37007 betty. lutzi@nc.usda. gov
11526| CAG212 RENDORN BETTY' County 35023 betty.rendon@nm. usda. gov
11384| CABESD BROWWH BETTYE County 28149 bettye brown@@ms. usda. gov
|
Mext 100 | Change Criteria |
A_USR_120
4 | »
|&] pone l_’_|—é_|° Inkernst
ﬁstart|a%ﬁﬁ ”c.”@c.. @D.| _%Hu‘.'.' L) e ey ) ;H?;D%@é 11:04 AM
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Cotton Online Processing System

7.

November 2005 — User Guide version 1.7

User Maintenance List (A_USR_120) for State and Multiple State Users

The User Maintenance List screen for a Multiple State User will list users based on the
selection criteria. The user list may contain all county users in the state, state users in the

state or specific county users in the state.

3 COPS User List - Microsoft Internet Explorer [_[2] =]

File Edt “iew Favoites Toos Help | <o + mp - @ ﬁ | @ @ @ | %v | {0 Lirks >
Addrass [8] Hiips //devnlD] fsa.usda gov:403/serviet/maintenanclit =] @oe
COPS Home | Administrative \ Bale \ Information | Invoicing | Logoff |
United States Department of Agriculture
PN ottt ras 331 Danmnrnsman e o e g
Ontt ) Jj‘_;)) Y- jt-. % N
cotton'Online krocessing yystem
User Maintenance List
List Criteria:
User ID = MED317
Sorted by: State-48-All_Counties
Click User No. to Display user details , Click Enty ID to Display state and county
User No. User Id Last Name First Name Enty Type Enty Id
11360 454554 GREER FHYLLIS County 45079
11464 TESTIN USERTH] NEW County 45101
|
Change Criteria |
A_USR_120 b
« I_'l_I
[&] Dore A 4 ntemet
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Cotton Online Processing System

8. User Maintenance List (A_USR_120) for a Single User

The User Maintenance List screen for displays the user's Name and Id's. If the User has
more than one entity type, all will be displayed.

3 COPS User List - Microsoft Internet Explorer
File Edit Wiew Favoites Tooks  Help CoRE N @ ﬁ | @ @ @ ‘ %v v - Lirks
Address [£] hiips://devntD] fsa.usda. gov-403/serviet/mairtenancelist FRrequest=generatehaintenanceriteria =] 6o
| COPS Home | Administrative | Bale | Information | Invoicing | Logoff \ Il
United States Department of Agriculture
cotton'Online r'rocessing System
User Maintenance List
List Criteria:
User |0 = MED317
Sorted by:
Click User No. to Display user details | Click Enty ID to Display state and county
| userNo. | User Id | Last Name [ First Name | Enty Type | Enty Id \
165 MED317| WILSON] PATRICIA County | 01077
[ \
A_USR_120
4 | _’I_I

[&] Daone EN
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Cotton Online Processing System

9.

User Maintenance Details (A_USR_140) for a Single User

The User Maintenance Detail screen for a single user displays the user's detail

information with the ability to update the information.

3 COPS User Details - Microsoft Internet Explorer

File Edit “iew Favortes Tooks Help

S-S -0 BEE B S

Links >

Address I@ hittps: 2Adewnt fsa usda gow: 403 semviet/maintenancelist ?Request=generateUl seretailtU seilbr=1 B5tS eqhlbr=1

j & Go

Administrative | Bale | Information | Invoicing |

Logoff \

I COPS Home [
United States Department of Agriculture
‘) PR P = T o o n . T L.--_) VI
Cotton!Online/Processing System:

User Maintenance Details

User Information

User ID: W

User Mbr: 165 Remote User: ¥

Ertity Type: m Entity ID Imﬂ??‘—
Last MNarne: W First Mame W
Middle Name IF— Fax Mbr: I—

Phaone Mbr: |(816) 823-2572

Ernail Address: Ipfwilsnn@kcc usda.gov

Address Information

Business Mame: ILAUDERDALE COUNTY FSA

Address 1: |2431 Darky Dr
<

| Links
d & Go
O
v

T

[&] Daone E

Business Name: ILAUDERDALE COUNTY FSA Address 1: |2431 Darkey Dr

Address 2: | City: Flarence

State IAIahama 'I Zip: 35630 I *Extension Optional

Update
Eack to List
£_USR_140 s
« | Ll_l
[&] Done

I_I_E [ Intemet
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Cotton Online Processing System

10. User Maintenance Details (A_USR_140) Core / State / Multiple State User

The User Maintenance Detail screen displays the information for the user selected on
the User Maintenance List screen. Only the Core User has the ability to delete the

information.
/] COPS User Details - Microsoft Intemnet Explorer BEE

File Edit Miew Favortes Toole Help

- - @NaaEER Sy -

Links ™

Address I@ hittps:/devnt0l fra. usda, gow: 400/ serviet/maintenancelist PR equest=generatellverD etailil) sebr=1135585 eqM br=14Mairtenance_Sorthy ﬂ PG

-

Lser Maintenance Details

| COPSHome | Administrative | Bale | Information | Invoicing = Receipts | Reports | Sales | Logoff | [~
United States Department of Agriculture
Nttt Nalteas Dannccosia Corotoin
Cotton Online Processing System!

User Information

Usger ID: IMEDEBS

Uger Mbr: 11358

Entity Type Im

Last Mame IW
Middle Mame IL—

Fhane Nbr:  |(316) 525-7504

- Links >
Ibr=14Maintenance_Sorthy vl & Go

Rerote User. Y ;I
Ertity 1D: |4E
First Name ILOU\E

Fax Mbr (262) 533-1099

Ernail Address Iahce.shon@nc.usda.gov

Address Information

Business Mame |AAAAAAA

4|

Address 1: |1234

[&] Done

AUOTESS £,

State

|7|7y|—5|0 Internet —

| (=) vy

Texas ~ Zip: 12345 *Extension Optional

Update Delete

A_USR_140

<

Back to List | Change Criteria |

s

[&] Daone
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Cotton Online Processing System

11. User Maintenance Details (A_USR_140) Core User / Buyer User

The User Maintenance Detail screen, for a Core User displays the information for the
user selected on the User Maintenance List screen. Only the Core User has the ability
to delete the information. If the user information displayed is for a Buyer, the "Holder
ID" button appear.

3 COPS User Details - Microsoft Internet Explorer

File Edit “iew Favorites Took Help

S-S -0 BEE B S

Address [€] hiips://devntD] fsa.usda, gov:403/serviet/mairtenancelst Fiequest=generateIseiDetailiL et bi=] 14528 Seq br=15User_Type=BtMaint (| @ Go

a

| COPS Home | Administrative \Bale \ Information | Invoicing | Receipts | Reports |Sa|es | Logoff \ Il
United States Department of Agriculture
I~ S~ (1 vy 0 Yy v vy oy (g e
Cotton'Online/ProcessingSystem

User Maintenance Details

User Information
User ID: hGD110]
User Mbr: 11452 Remote User: ¥ |
Ertity Type: Biuryer A Entity 1D: IDDDDDBME Eﬁ
Links
Last MNarne: BUYER First Mame ICO'ITON QJ
Iser_Type=BiMaint vl & Go
Middle Name Fax Mbr: (704) 555-7139 :j
Phone Mbr: (704) 555-7176 Erail Address Imbuyers@ﬁnl corm _
Buyer Status Cd: | Eligible 'I =
Address Information
- -
al i _l_l
iﬂSlarlI @ MNovell Group. | @Ekplunng -UG | Ld\r"lsua\ Source... I ¥ Microsoft \waor... II@CDPS User... |@(—ﬂ@g N %%@ 1:15 PM
Adldress Information
Business Mame: |C.M. BUYERS & S0MNS Address 1: |P.0. Box 12345
Address 2 | City Falls River
State Missouri - Tip: 64542 *Extension Optional
Update I Delete | Holder [ds |
Back to List | Change Criteria |
#_USR_140 -
4 | _’I_I
[&] Daone EN
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Cotton Online Processing System

12. Holder ID Maintenance (A_USR_150) Core User / Buyer User

The Holder ID Maintenance screen displays the Holder Ids for the Buyer on the User
Maintenance Detail screen. Only Core and the individual buyer have access.

/3 User Maintenance - Microsoft Intemnet Explorer

Eile  Edit “iew Favortes Took Help SRR A @ ﬁ | @ @ @ ‘ %v W - Links
Address I@ hitps:/#devntDl fza.usda.gov: 403/ servlet/maintenancelist ’R equest=FiocessD ata j @Go

-
| COPS Home | Administrative | Bale | Information | Invoicing | Receipts | Reports | Sales | Logoff \

Cotton'Online/Processing/System:

E United States Department of Agriculture

Holder ID Maintenance

* Please make all changes on the screen before updating.

Provider Holder Id
[caLcoT. LTD [M783533] I Check box 1o remove Holder Id.
IFAMERO ELECTROMICWAREHOUSE RECE I ™ Check box to remove Holder Id.
I\NTELLIGENT STORAGE SERVICES, INC. IM?99533U I Check box to remove Halder Id i
|EWR Ine IM?BBESS I Check box to remove Halder Id.
IF’LAINS COTTON COOPERATIVE ASSOCIAT I ™ Check box to remove Holder Id.

Update Holder Ids I Back to User Details |
A USR 150 id
4 | »

[E]Dane [ S [ memer

13. Holder ID Maintenance (A_USR_150) with delete pop-up

A Delete pop-up box to verify the delete of the Holder Id.

“J User Maintenance - Microsoft Intemnet Explorer

Eile  Edit “iew Favortes Took Help

$ -2 QAN BEI B G w -

Address I@ hitps:/#devntl fsa.usda.gov: 403/ servlet/maintenancelist 7R equest=PiocessD ata j G

| COPS Home | Administrative | Bale | Information | Invoicing | Receipts | Reports | Sales | Logoff \ I

E United States Department of Agriculture

Cotton Online/Processing System:

Holder ID Maintenance

" Please make all changes on the scr prey -
4 Microsoft Internet Explorer X

Provider

ICALCOT LTD Are you sure you want ta remove the checked holder ids? Id.
IFAMERO ELECTROMNICYWAREHD Id.

[NTELLGENT STORAGE SERVICI Cancel d

[Ewr Ine —ITTIT T CNETR DR Y0 TV O,
[PLAINS COTTON COOPERATIVE ASSOCIAT | I™ Check box 10 remove Holder Id.

Update Holder Ids Back to User Details |

A USR 150 =
| | »

[E]Dane [ S [ memer
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Cotton Online Processing System

14. User Maintenance List (A_USR_120) with Entity pop-up box

The Entity pop-up box will appear when the entity link is clicked.

3 COPS User List - Microsoft Internet Explorer 2] ]
File Edt “iew Favoites Tools  Help CURE A2 @ ﬁ | @ @ @ | %v v - Links >
Address [2] Hiips //devnlD] fsa.usda gov:403/serviet/mantenancelistHequest-generateUserListiS eaNbr=1 =] @oe
\ COPS Home | Administrative \ Bale \ Information | Invoicing | Logoff |
United States Department of Agriculture
Sttt nae i ), \ﬁ,., 5 IP..} i ﬁ, Y Y E,
{ o I Y J Y e
Cotton Online/Processing/System!
User Maintenance List
List Criteria: Microsoft Intemet Explorer
User ID = MED317
Sorted by: :}
State = Alsbama County = LAUDERDALE
Click User No. to | te and county
| UserNo. | Userld | Enty Type [ Entyld |
| 165 WMED317| County | 01077
[ |
A_USR_120
. |

4
I
3 Staltl @NDVEHGID...I @Day F'Iannell @Ekp\onngr...l Qtele.ncc us”@ COPS U_.. [V Microzoft .. | |4J’ﬂﬂ9 N2# ;ﬁ 4:50 PM
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Cotton Online Processing System

15. User Maintenance Confirmation (A_USR_160) for update

The User Maintenance Confirmation screen provides update status information.

3 COPS User Maintenance Confirmation - Microsoft Internet Explorer

Fle Edt View Favoites Tock Hepp |<:=- -=-DENRES RS w - ‘Limks ”‘
Address [&] hiips: //dewnD1 fsa usda.gov 403/servlet/maintenancelist7Fequest=FracessData =] @60
| cOPSHome | Administrative | Bale | Information | Inveicing | Receipts | Reports | Sales | Logoff | =
United States Department of Agriculture : -
Cotton Online Processing/System!

User Maintenance Confirmation

User Information has been successfully updated!

Go Back | Back to Criteria | -

A_USR_160

=
| | »

[&] Done [T S 4 Intemet

Warehouse specific User Maintenance Confirmation screen provides update status
information.

/J COPS User Maintenance Confirmation - Microsoft Internet Explorer =18l =]
File Edit View Favorites Tools Help | ",'
(Dpack - () - \ﬂ @ _;\J | /_-'7 Search \5":( Favarites (g Media €3| b :?. - 3
Address [2] https:/fels.tc Fsa usda. gov403/serviet/maintenancelst?Request=ProcessDeta I Be
COPS Home Administrative Bale Home Pages Information Invoicing Reports | Logoff
| | \ | | \ | |
United States Department of Agriculture
'ttt ), \ﬁ,., T P N ADDCC «j., 0 . N s
Cotton|Online/Processing System

User Maintenance Confirmation

User Information has been successfully updated!
Address Information was not updated.

Warehouse and Master Warehouse Address Information must be updated by KCCO
Contact KCCO at 816-226-6662 to have your Address Information changed.

Go Back

#_USR_160

E
| | »

‘@1 Done lilil—éila Inkernet
dsor| SFHEEBEE  elc Bul|&c| D] e | #a H20LaUOBH 2o
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16. User Maintenance Detail (A_USR_140) with Delete pop-up

The Delete pop-up box will appear to verify the delete. Only Core users have the
authority and ability to delete the user information.

3 COPS User Details - Microsoft Internet Explorer 2] ]
5 =

-2 QENAAEIE I -

Address |@ Pitps: /et fsa usda gow: 403/ servlebmaintenancelistRenuest=generatel IserDetailbd I serhbi=11 35985 eqhbi=1dMaintenance_Sertby | @ Ga

=l
UserD;  |MEDES8

User Mbr 11359 Remote User. ¥

Entity Type m Entity IC: |45—
Last Marne: W First MNarne ILOU\E—
hfiddle Marne: IL— Fax Mbr: IW
Phone Nbr:  [816) 525-7504 Ermail Address: [alice sharn@nc usda.gov

File Edt ‘“iew Favorites Tools Help

Address Information =

@ Are pou sure pou want to delete this user?
Business Mame: IAAAAAAA

Address 2: I H Can:ell
State ITexas vl T LSS | *Extension Optional

Update | Delete

Back to List | Change Criteria |

A_USR_140

-
4| [ I

[&] Dore A 4 ntemet

17. User Maintenance Confirmation (A_USR_160) for delete

The User Maintenance Delete Confirmation screen provides delete status information.

/] COPS User Maintenance Confirmation - Microsoft Internet Explorer

File Edit “iew Favoites Tools Help LCREN . A @ ﬁ | @ @ @ | @v W - ‘L\nks &
Address I@ https:/#devnt0].fsa. usda. gov: 403/ serviet/maintenancelist PRequest=ProcessData j @Bn
| COPSHome | Administrative | Bale | Information | Invoicing = Receipts | Reports | Sales | Logoff | [~
United States Department of Agriculture
cotton'Online F’rocessing System:

Liser Maintenance

User mformation has been deleted|
Address Information delete prohibited, in use by ancther record.

Go Back Back to Criteria. |

A_USR_180

=
| [ >

one ’?
November 20052 T 716

UOUI JUIUT VCOIOoIVII L. 1 JOUuULIVII L.
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18. User Maintenance Error (A_USR_160)

The User Maintenance Error screen appears when an update error occurs.

/3 COPS User Maintenance Confirmation - Microsoft Intemnet E xplorer

Eile  Edit “iew Favortes Took Help SRR A @ ﬁ | @ @ @ ‘ %v W - Links
Address I@ hitps:/#devntDl fza.usda.gov: 403/ serviet/maintenancelist ?R equest=updateHolderlds j @Go

-
| COPS Home | Administrative | Bale | Information | Invoicing | Receipts | Reports | Sales | Logoff \

Cotton Online'Processing/System

E United States Department of Agriculture

User Maintenance Error

Holder ID "M799533" is not valid, contact CALCOT, LTD. for your correct Holder ID.
If you do not use CALCOT, LTD. as a Provider delste the Holder ID

This error must be corrected for update to process.

Click the ' Go Back ' Buttan.

Gio Back

A_USR_180

=
| | »

[E]Dane [ S [ memer
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C. User Maintenance Access Instructions

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

Step

Action

Results

On the COPS Home Page, click
the "User Maintenance" link under
the Administration heading.

+ For non-Core/State Users, the User
Maintenance List screen will be
displayed (go to step 5).

+ For Core Users, the User
Maintenance Criteria screen will be
displayed (go to step 2).

+ For State Users the State
Maintenance Criteria screen will be
displayed (go to step 3).

+ For Multiple State Users the
Multiple State Maintenance
Criteria screen will be displayed (go
to step 4).

On the User Maintenance
Criteria screen for Core Users, do
the one of the following:

a. To list all users, select sort a
order, then click "List".

b. To list users based on specific
criteria, complete the criteria
section(s), select a sort order,
then click "List".

c. To list all e-mail addresses for
users, click "List All email
Addresses".

d. To reset and clear any
selection criteria that has been
entered, click "Clear".

a. The User Maintenance List screen
will be displayed (go to step 5).

b. The User Maintenance List screen
will be displayed with only the users
meeting the selection criteria (go to
step 5).

c. The User Maintenance List screen
with e-mail addresses will be
displayed (go to step 5).

d. The User Maintenance Criteria
screen text fields will be reset and
cleared. (continue with this step).

On the State User Maintenance
Criteria screen for Core Users, do
the one of the following:
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Step | Action Results

a. To list all users, select sort a The User Maintenance List screen
order, then click "List". will be displayed (go to step 5).

b. To list users based on specific . The User Maintenance L.ist screen
criteria, complete the criteria will be displayed with only the users
section(s), select a sort order, meeting the selection criteria (go to
then click "List". step 5).

c. To list all e-mail addresses for The User Maintenance List screen
users, click "List All email with e-mail addresses will be
Addresses". displayed (go to step 5).

d. To reset and clear any . The User Maintenance Criteria
selection criteria that has been screen text fields will be reset and
entered, click "Clear". cleared. (continue with this step).

4, On the Multiple State User

Maintenance Criteria screen for

Core Users, do the one of the

following:

a. To list all users, select sort a The User Maintenance List screen
order, then click "List". will be displayed (go to step 5).

b. To list users based on specific . The User Maintenance L.ist screen
criteria, complete the criteria will be displayed with only the users
section(s), select a sort order, meeting the selection criteria (go to
then click "List". step 5).

c. To list all e-mail addresses for The User Maintenance List screen
users, click "List All email with e-mail addresses will be
Addresses". displayed (go to step 5).

d. To reset and clear any . The User Maintenance Criteria
selection criteria that has been screen text fields will be reset and
entered, click "Clear". cleared. (continue with this step).

5. On the User Maintenance List

screen, do one of the following:

a. To view the user's detail The User Maintenance Details
information, click the link screen will be displayed for the
under "User No.". selected user (go to step 6).
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State User, to return to the
User Maintenance Criteria
screen, click "Change
Criteria".

Step | Action Results

b. To view the user's entity b. An Entity pop-up box will appear
information, click the link with the entity information (go to step
under "Entity Id". 7).

c. For the Core User, to change c. Returns to the User Maintenance
the list selection criteria, click Criteria screen (go to step 2).
"Change Criteria".

d. For the State User, to change d. Returns to the State User
the list selection criteria, click Maintenance Criteria screen (go to
"Change Criteria". step 3).

e. For the Multiple State User, to | e. Returns to the Multiple State User
change the list selection Maintenance Criteria screen (go to
criteria, click "Change step 4).

Criteria".
6. On the User Maintenance Details

screen, do one of the following:

a. To change the user's detail a. The User Maintenance
information, enter the change, Confirmation screen will appear to
then click "Update". notify of the successful update (go to

step 8). If there was an error with the
update, the User Maintenance Error
screen will appear (go to step 13)

b. To return to User b. Returns to the User Maintenance
Maintenance List screen, List screen (go to step 5).
click "Back to List".

c. For Core and Buyer User, if c. The Holder Id Maintenance screen
the detail is for a buyer, to see will be displayed (go to step 11).
the buyer's holder id(s), click
"Holder Ids".

d. Fora Core User, to delete the | d. A Delete pop-up box appears to
user's detail information, click verify the delete (go to step 9).
"Delete”

e. For a Core, State or Multiple e. - For Core User, returns to User

Maintenance Criteria screen (go to
step 2).

- For State User returns to State User
Maintenance Criteria screen (go to
step 3).
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Step

Action

Results

- For Multiple State User, returns to
Multiple State Criteria screen (go to
step 4).

On the Entity pop-up box, to
clear the pop-up window, click
"OK™".

+ The Entity pop-up box is closed (go
to step 6).

On the User Maintenance
Confirmation screen, do one of
the following:

a. Toreturn to the User
Maintenance Details screen,
click "Go Back".

b. For a Core or State or Multiple
State User, to return to the
User Maintenance Criteria
screen, click "Back to
Criteria".

c. For Core or Buyer users to
return to Holder Id
Maintenance screen, click
"Go Back".

a. Returns to the User Maintenance
Details screen (go to step 6).

b. - For Core User, returns to User
Maintenance Criteria screen (go to
step 2). For State User returns to
State User Maintenance Criteria
screen (go to step 3). For Multiple
State User, returns to Multiple State
Criteria screen (go to step 4).

c. Returns to Holder Id maintenance
screen (go to step 11).

On the Delete pop-up box for
Core Users, do one of the
following:

a. To continue with the delete of
the user's detail information,
click "OK".

b. To cancel the delete of the
user's detail information, click
"Cancel".

a. The User Maintenance Delete
Confirmation screen will be
displayed with delete status
information (go to step 10).

b. The Delete pop-up box is closed (go
to step 6).

10.

On the User Maintenance Delete
Confirmation screen for Core
Users, do one of the following:
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Step

Action

Results

a. Toreturn to the User
Maintenance Details screen,
click "Go Back".

b. To return to the User
Maintenance Criteria screen,
click "Back to Criteria".

Returns to the User Maintenance
Details screen (go to step 6).

Returns to the User Maintenance
Criteria screen (go to step 2).

11.

On the Holder Id Maintenance
screen, for Core and Buyer User,
do one of the following:

a. To add a Holder Id for the
buyer, enter the information,
then click "Update Holder
Ids™.

b. To change a Holder Id for the
buyer, modify the holder Id
information, then click
"Update Holder Ids".

c. To delete a Holder Id for the
buyer, click the check box
beside the holder Id to be
deleted, then click "Update
Holder Ids.

d. To return to the User
Maintenance Detail screen,
click "Back to User Details".

Either the User Maintenance
Confirmation screen will appear (go
to step 8) or, if there is an error, the
User Maintenance Error screen will
appear (go to step 13).

Either the User Maintenance
Confirmation screen will appear (go
to step 8) or, if there is an error, the
User Maintenance Error screen will
appear (go to step 13).

The Delete pop-up box will appear
for verification (go to step 12).

Returns to the User Maintenance
Detail screen (go to step 6).

12.

On the Delete pop-up for the
Holder I1d Maintenance screen,
do one of the following:

a. To continue with the delete,
click "OK".

b. To cancel the delete, click
"Cancel".

Either the User Maintenance
Confirmation screen will appear (go
to step 8) or, if there is an error, the
User Maintenance Error screen will
appear (go to step 13).

Returns to the Holder Id
Maintenance screen (go to step 11).
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Step | Action

Results

13. On the User Maintenance Error
screen, click "Go Back" to return
to the prior screen.

+ Returns to the prior screen. For
Holder 1d Maintenance screen
(go to step 11). For User
Maintenance Detail (go to step
6).
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D. Function Tables for Screens

1. Home Page (A_HOM_100) Screen Functions

Selection Description

Bale Invoice Search | Link to the Bale Invoice Search process. The Bale Invoice Search screen
will be opened.

Command Functions

Buttons

None

2. User Maintenance Criteria (A_USR_100) (for Core User) Screen Functions

Users ID Enter unique 1D for user

Last Name Enter last name of user

Entity ID Enter entity ID for user(s)

User Type Select User type

State Name Select state

Business Name Enter business name

Email Address Enter e-mail address

Command Functions

Buttons

Sort Select (User ID, User Number, User Name, Entity ID, State Name,
Business Name, E-mail Address) to sort list by

List All Email Will include e-mail address in listing

Addresses

List To list users meeting the selection criteria.

Clear Clears all information entered. Information can be entered again.

3. State User Maintenance Criteria (A_USR_110) Screen Functions

Selection Description

Command | Functions

Buttons

Sort by Select (Show All Counties, Show State Only, Select a County) for list
List To list users meeting the selection criteria.

Clear Clears all information entered. Information can be entered again.
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4. Multiple State User Maintenance Criteria (A_USR_115) Screen Functions

Selection
Select a State

‘ Description

Select a state from the dropdown box

Enter County Code | Enter county code (ssccc) with "Select a County”

Command Functions

Buttons

Sort by Select (Show All Counties, Show State Only, Select a County) for list
Access To view the User's information

List To list users meeting the selection criteria.

Clear Clears all information entered. Information can be entered again.

5. User Maintenance List (A_USR_120) Screen Functions

Selection ‘ Description

Users ID Unique ID for user(s)

Last Name Last name of user(s)

First Name First name of user(s)

Entity Type Entity type for user(s)

Entity ID Entity ID for user(s)

Email Address E-mail address(s)

Command Functions

Buttons

User No. link For user selected, the User Maintenance Details screen will appear.
Entity Id link Pop-up box displays the entity id information.

Change Criteria Returns to the User Maintenance Sort / Criteria screen.

6. User Maintenance Details (A_USR_140) Screen Functions

Selection
Users ID

‘ Description

Enter unique 1D for user

User Number

Unique user number assigned user

Remote User

Indicates if user is remote

Entity type Select entity type
Entity ID Enter entity ID
Last Name Enter last name
First Name Enter first name
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Middle Name Enter middle name or initial

Fax Nbr. Enter fax number

Phone Nbr. Enter phone number

Email Address Enter e-mail address

Business Name Enter business name

Addressl Enter 1% line of address

Address2 Enter 2" line of address

City Enter City

State Select state

Zip Enter zip code

Command | Functions

Buttons

Update To update the user's detail information

Delete To delete the user's detail information (only for Core Users)
Back to List Return to User Maintenance List screen.

Change Criteria Return to User Maintenance Criteria screen

Holder ID’s If for Buyer, list Holder ID’s (only for Buyer & Core Users)

7. Holder Id Maintenance (A _USR_150) Screen Functions

Selection

‘ Description

Update Holder Ids

Provider Provider name

Holder Id Unique holder Id for buyer with the provider
Check box If checked, will remove Holder ID on update.
Command Functions

Buttons

To process the update to the Holder 1d(s)

Back to User
Details

Returns to the User Maintenance Details screen

8. User Maintenance Confirmation (A_USR_160) Screen Functions

Selection

‘ Description

Text

Buttons

Go Back

Command

Message regarding the status of the update or delete of the user's detail
information

| Functions

Returns to the User Maintenance Details screen
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Back to Criteria

Returns to the User Maintenance Sort / Criteria screen

9. User Maintenance Error (A_USR_160) Screen Functions

Selection ‘ Description

Text

Command
Buttons

Go Back

Message regarding the status of the update or delete of the information

Functions

Returns to either the User Maintenance Details screen or the Holder Id
Maintenance screen, based on the update screen.
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E. History / Revision Log

Version # | Date Description
1.0 JUL 8, 2003 New version of User Guide for 2003 COPS
new look
1.1 AUG 1, 2003 New option CCC-719 added to COPS
Home Page.
+ Updated pages with Home Page
screens.
1.3 OCT 27, 2003 New option Duplicate Bales added to Home
Page
+ Updated pages with Home Page.
1.4 DEC 5, 2003 Two new options Invoice Certification &
Certification Recap added to Home Page
a. Updated pages with Home Page.
1.7 NOV 28, 2005 New option Bale Comments added COPS

Options/User Guide table.

+ Updated Home Page (A_HOM_100)
screen.

+ Updated document with warehouse
Specific User Maintenance
Confirmation (A_USR_160) Screen.

+ Added additional text for clarification
on access instructions & Function
Table.
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