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Section 4.1  Invoice Payment

A. Introduction

The "Invoice Payment" link on the COPS Home Page provides the ability to access the Invoice
Payment screen to enter payment data for the invoice. Access to this link is secured and limited to only
a specific group of authorized USDA-FSA Core User with Invoice payment authority.

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

options.
3 Cotton Online Processing System - Microsoft Internet Explorer & EI
J File Edit View Favorites Tools Help ‘ .','
J (Doack - () - Iﬂ IEL‘ ;\1 | /T\JSear’ch \i‘\-\/ Favorites Y Media €}| = L3R
| adress | B ||k
|
| COPS Home [ Logoff |
United States Department of Agriculture
- 1 [y X ¥ *
cotton'Online rrocessingsystem
Welcome PATRICIA WILSON. You have access to COPS as a Core User.
Administrative Bale Home Pages Information
+ Change Your Passward + Bale Comments ‘- Warehause Home | + Accessibility Staternent
+ Internal Communications + Bale Information + Awailability
+ Request Review + Bale Invoice Search + CCR Buyer Setup
+ System Access Request + Duplicate Bales + Experiencing Problerms?
= User Maintenance = Error Information = Mews Bulleting
= Wiew E-mail = Loan Information + Related Links
=+ User Guide
Invoicing Receipts Reports
+ Certification Recap + Bale Reclass + Accounting Reports
+ Inwaice Cerification + EAD Status + Bale Invoice Search
+ [nwaice Payment + Receipt Release +CCC-719
+ Invoice Review + CCR Reports
+ Forecasting
+ Sale Reports
A_HOM_100
- |
& [ 3 |4 ntemet
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2. Invoice Payment (I_PAY_100)

The Invoice Payment screen provides a method to either view invoice payment history
or, for an authorized Core User, to enter receivable information for a Producer Collection
Invoice or to enter payment information for a Buyer Invoice.

/2 INVOICE PAYMENT - Microsoft Intemnet Explorer MEE
Fle Edit “iew Favoites Tooks Help |5 - =) - @ ﬁ | @ @ ® | @- 7 - Links *
Address I@ https: /fdevntll fsa usda.gov: 403/ serviet/invaicelist YR equest=generatel nvaicePayment j @Go

| COPS Home | Administrative | Bale | Informati | Invoicing | Receipts | Reports | Sales | Logoff | B

United States Department of Agriculture

Nattnss Malino Dounnacass - ) e

Cotton Online'Processing System
Invoice Payment

Ta enter an invoice payment or to view invoice payment history, enter an invoice number and click "Submit”

Invoice Number I‘

I_Par_100

4 | o
|&] Done [ 15 [ Irtemet
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3. Invoice Payment (I_PAY_120) (for Producer Collection Invoice)

For the Producer Collection Invoice the Invoice Payment screen provides the status and
history of payment(s) on the invoice. The ability to enter receivable information for the
invoice is limited to authorized Core Users.

3 INVOICE PAYMENT - Microsoft Internet Explorer [_[&]x]
J File Edt View Favoites Tools  Help |

I S o R T A B B B S5 SAE R A

Back Farward Stop  Refresh  Home | Search Favortes  History Mail Frint Exdi
JAgdress I@ hitps: //devnt fza usda.gov: 402/ servlet/invoicelist j @Go “Links ?

-

| COPSHome | Administrative | Bale | Information | Invoicing | Receipts = Reports | Sales | Logoff | -

United States Department of Agriculture

Cotton/Online/Processing|System:

) ME
Invoice Payment ﬁ
Invoice Number: 2003000000088 County Code: 06703 Invoice Type: PC
Invoice Status:  (A) Awaiting Payment ~| 6o JLinks »
Receivahle Date: mméddlyyyy
Receivahle Number: Update Receivahle e Type: PC
Re-enter Receivable Number: I

Invoice Amount: Total Paid: Amount Due: Due Date:
$346.50 §0.00 $346.50 020152002
zivahle |
| | =
| | _’l_l
3] ’_|—é_|0 Internet
#histan| @1o | BT [ (i [ EET.. | & n | @yee | agmi | BDT. | iaFi [feq.. g NZEDES 138PM | Due Date:
$34b.50 $U.U $3aK.50 02/01/2002

To Invoice Details

|_Fav_120 =
q | »

&1 ’_|—é_|0 Internet
fisten| 210 [ BT [(gvi. [ET. [ @n. ] oy agmi [ BT [orffey wui] G HI@IN#2D®S rapy
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4. Invoice Payment (I_PAY_120) (for Producer Collection Invoice / pop-upl)

For the Producer Collection Invoice the Invoice Payment screen a pop-up window will
appear when the authorized Core User enters Receivable information if the receivable
numbers entered do not match.

“J INVOICE PAYMENT - Microsoft Internet E xplorer MEE3
File Edt \iew Favoites Took Help |4:| - = - @ ﬁ | @ @ @ | @- W - |Limks >
Addiess I@ https: #dewntD] Fea.usda. gov: 4037 servietdinvoicelist j @Go
| COPSHome | Administrative | Bale | Information | Inwoicing | Receipts | Reports | Sales | Logoff | I
United States Department of Agriculture
cotton online rocessing System

Invoice Payment

Invoice Number: e ety .~ e o L Tume: PC

nvoice Rumber Microsoft Internet Explorer E ype

Invoice Status: (&) Awail o : .
Please enter idertical Receivable Number in Re-enter Receivable Mumber field.

Receivahle Date:

ivahle |

Receivahle Number:
Re-enter Receivable Number: [1234b5758

Invoice Amount: Total Paid: Amount Due: Due Date:
$18.57 $0.00 $18.57 03A18/2002

To Invoice Details |
4] | _>|_|

|&] Done T
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5. Invoice Payment (I_PAY_120) (for Producer Collection Invoice / pop-up2)

For the Producer Collection Invoice the Invoice Payment screen will have a pop-up
window appear to verify the update of the invoice to "Receivable Established', after the

authorized Core User enters the receivable information and clicks "Update Receivable™.

“J INVOICE PAYMENT - Microsoft Internet E xplorer MEE3
File Edt Visw Favortes Tools  Help |4:I - = - @ ﬁ | @ @ @ | %- W - |Limks >
Address I@ https: ##devnt0l fza.usda.gov: 403/ servietdinvoicelist j o Go
Is] NUVLVIITNIIILIIC A UWVC I G\ Y OV 31E A

Invoice Payment
Invoice Number: 2003000007 244 County Code: 06019 Invoice Type: PC

Invoice Status:  (A) Awaiting Payment

Receivable Date: 03/18/2002 rmrndddfyyyy

Receivahle Number: Microsoft Internet Explorer [x][ceivable |

Re-enter Receivable Number

@ Are pou sure you want to update this invoice to ‘Receivable Established'?
Invoice Amount: Due Date:
C |
§16.94 Coneel| 03/18/2002
To Invoice Details |

L_Pav_120

| | _>|_|
& [ & | intemet
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6. Invoice Receivable Confirmation (I_PAY_130)

After an authorized Core User has enter the receivable information, clicks "Update
Receivable" and clicks "OK" on the pop-up screen, the Invoice Receivable
Confirmation screen will provide confirmation information

-3 INVDICE RECEIVABLE CONFIRMATION - Microsolt Internet Explorer HEE

File Edt View Favoites Tools Help ‘Q:I L @ ﬁ | @ @ @ | @v ¥ -

Address I@ https:/fdevntD fsa.uzda gov: 403/ serviet/invoicelist PRequest=updateR eceivabledFizcaly'ear=2003% nvcNbr=000007 2443 CntpCd=0801 S&j @GD

Links >

-

| COPSHome | Administrative | Bale | Information | Inwoicing | Receipts | Reports | Sales | Logoff | [~
United States Department of Agriculture
Ynttnes MNealiaan I sannas s Csint e
CottoniOnline Processing/System
Invoice Receivable Confirmation Eﬁ
Links
Invoice Number: 2003000007 244 County Code: DB019 Invoice Type: PC m @G0
. . ) ]
Invoice Status:  [V) Receivable Established ::] ~
311

Invoice 2003000007244 has successfully been updated.

[&] Dore ,_ ’_|E|Q Intemet o

I_pa_130 B
4 | »

[&] Daone EN
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7. Invoice Payment (I_PAY _120) (for Buyer Invoice)

For the Buyer Invoice the Invoice Payment screen provides the status and history of
payment(s) on the invoice. The ability to enter payment information for the invoice is
limited to authorized Core Users.

Eile  Edit “iew Favortes Took Help

/3 INVOICE PAYMENT - Microsoft Internet Explorer [_[5]x]

¢ QEHNBEIBH I -

Lirks >

Address I@ hitps:/#devntDl fza.usda.gov: 403/ serviet/invoicelist TR equest=generatel nvcPymitHistorvéField_Long_Invoice_Nbr=2003000003197

j & Go

| COPS Home | Administrative

[ Bale | Information | Invoicing | Receipts | Reports | Sales | Logoff \ I

Invoice Payment
Invoice Number:
[A) Awaiting Payment

Invoice Status:

Date Payment Received

2003000003197

Time Payment Received g =| . |00 vI IAM vI

Department of Agriculture

United States
E Cotton Online Processing/System

Buyer Code: G604

rarmdddfyyyy
CENTRAL TIME

Payment Amount

Invoice Amount:
$2,108 263.06

Frocess Payment |

Amount Due:
$9.263.00

Total Paid:
$2,100,000.06

PAYMENT HISTORY

HEIE

- Links >
br=2003000003157 ~| @Go

[ |

Invoice Type: Bl

Due Date:

10/30/2002
Due Date:
10/30,/2002

Payment # Amount Paid Date Paid Date Entered
1 $2,000,000.00 1043042002 06/30/2003
J p) $100 000 1R 104302007 [IFETZIE | Ll;ltie Entered
3/30/2003
D | e ——
kel Done — 41 ] 1,158 ntemet | 502003
Ta Invoice Details To Callection Letter
L_PaY_120
| | _>|_|
& [ & | intemet
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8. Invoice Payment (I_PAY_120) (Confirmation of payment)

After an authorized Core User has enter the payment data and clicks "Process Payment”,
the Invoice Payment screen will provide confirmation information.

/3 INVOICE PAYMENT - Microzoft Internet Explorer HEE
FEile Edit “iew Favorites Tools Help CoRRA A @ ﬁ | @ @ @ ‘ @v W - Links **
Address I@ hitps:/Adevnt] fza.usda gov 403/ servlet/invoicelist j @ Go
| COPSHome | Administrative | Bale | Information | Invoicing | Receipts | Reports | Sales | Logoff | [~
United States Department of Agriculture
Cotton Onlihe Processing Syster
vorton'onlinerrocessing System
Invoice Payment
Invoice Number: 2003000003196 Buyer Code: 3164 Invoice Type: Bl
Invoice Status: (&) Awaiting Payment
Payment on invoice 2003000003196 has successfully been updated.
I_PaY_120
4 | o
[&] Dane [ [ @ Intemet
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C. Invoice Payment 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 "Invoice Payment™ link under
the Invoice heading.

The Invoice Payment screen will be
displayed (go to step 2).

On the Invoice Payment screen,
enter the Invoice Number for the
invoice and click " Submit".

Based on the invoice type, different
formats of the Invoice Payment screen
will appear (for Producer Collection
Invoice, go to step 3), (for Buyer Invoice,
go to step 5).

On the Invoice Payment screen
for the Producer Collection
Invoice, do one of the following:

a. To view the invoice details,
click "To Invoice Details".

b. For the Authorized Core User
to establish a receivable, enter
the receivable date, receivable
number and re-enter receivable
number, then click "Update
Receivable".

a. Producer Collection Invoice Detail
screen will appear (go to step 7).

b. For the Authorized Core User
entering receivable information, a
pop-up window will appear to verify
that the invoice is to be updated to
'Receivable Established' (go to step
4).

On the Invoice Payment pop-up
window to verify updating the
invoice to 'Receivable Established,
do one of the following:

a. To update the invoice to
'Receivable Established, click
IIOKII.

b. To cancel and close the pop-
up, click "Cancel”

a. The Invoice Receivable
Confirmation screen will appear
(use the Navigation/Menu bar at the
top of the screen to close the screen
and to go another option).

b. The pop-up window will close on the
Invoice Payment screen for a
Producer Collection Invoice (go to
step 3)

5.

On the Invoice Payment screen

January 2006 — User Guide version 1.7
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Step

Action

Results

for the Buyer Invoice, do one of
the following:

c. To return to the Buyer Invoice
Collection Letter, click "To
Collection Letter".

d. To view the invoice details,
click "To Invoice Details".

e. For the Authorized Core User
to enter Buyer Invoice
payment information, enter the
date payment received, time
payment received and the
amount, then click "Process
Payment".

c. The Buyer Collection Letter screen
will appear (go to step 7).

d. The Buyer Invoice Detail screen will
appear (go to step 7).

e. For the Authorized Core User
entering payment information, the
Invoice Payment screen will display
payment confirmation information
(go to step 6).

On the Invoice Payment screen
with payment confirmation
information, do the following:

+ Use the Navigation/Menu bar
at the top of the screen to go to
another option.

+ The Invoice Payment screen will
close and the selected option screen
will appear.

For further access information on
the Producer Collection Invoice,
Buyer Collection Letter and
Buyer Invoice Detail screens,
refer to User Guide section 4.2
Invoice Review.

January 2006 — User Guide version 1.7
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D. Function Tables for Screens

1. Home Page (A_HOM_100) Screen Functions

2.

3.

Selection

Invoice Payment

Command
Buttons

None on screen

Description

appear.

Functions

Link to the Invoice payment process. The Invoice Payment screen will

Invoice Payment (I_

Selection
Invoice Number

Command
Buttons

Submit

PAY_100) Screen Functions
’ Description
Enter the Invoice Number.

Functions

receivable or Buyer Invoice payments.

Based on the type of invoice, the format of the Invoice Payment screen
that appears will be for either Producer Collection Invoice to establish a

Invoice Payment (I_PAY_120) for Producer Collection Invoice Screen Functions

Selection

Invoice Number

‘ Description

Unique number assigned the invoice

County Code

The State and County code

Invoice type

Type code of invoice = PC (Producer Collection Invoice)

Invoice Status

Current status of invoice

Invoice Payment

Receivable Date

Entered by Core User, the receivable date. .mm/dd/yyyy format

Receivable Number

Entered by Core User, the receivable number.

Re-enter Receivable
Number

Entered by Core User, the receivable number re-entered..

Invoice Totals

Invoice Amount

Amount of invoice

Command

‘ Functions

January 2006 — User Guide version 1.7

Total Paid Total amount paid on invoice
Amount Due Amount of invoice less total amount paid = amount due
Due Date Date payment is due
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Buttons |
Update Receivable For Core User to update the invoice to "receivable established".

To Invoice Details Return to Producer Collection Invoice screen.

4. Invoice Payment (I_PAY_120) for Producer Collection Invoice pop-up Screen
Functions

Selection ‘ Description

Command Functions
Buttons

OK Verification to continue and update the Producer Collection Invoice to
"Receivable Established".

Cancel To cancel the process to update the Production Collection Invoice to
"Receivable Established"..

5. Invoice Receivable Confirmation (I_REV_130) for Producer Collection Invoice Screen
Functions

Selection ‘ Description

Invoice Number Unique number assigned the invoice

County Code The State and County code

Invoice type Type code of invoice

Invoice Status Current status of invoice

Message Confirmation or problem message regarding the processing of the invoice

receivable update.

Command Functions

Buttons

none

6. Invoice Payment (I_PAY_120) for Buyer Invoice Screen Functions

Selection ‘ Description

Invoice Number Unique number assigned the invoice
Buyer Code The Buyer's code

Invoice type Type code of invoice

Invoice Status Current status of invoice

Invoice Payment

Date Payment Entered by Core User, the date the invoice payment was received. If wire
transfer of funds, the date wire received by the Federal Reserved Bank.

January 2006 — User Guide version 1.7 Section4.1- 14
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7.

January 2006 — User Guide version 1.7

Received

Mm/dd/yyyy format

Time Payment
Received

Entered by Core User, the time the invoice payment was received. If wire
transfer of funds, the time wire received by the Federal Reserved Bank.
(Central Standard Time)

Payment Amount

Entered by Core User, the amount received as payment on the invoice.

Invoice Totals

Invoice Amount

Amount of invoice

Total Paid Total amount paid on invoice
Amount Due Amount of invoice less total amount paid = amount due
Due Date Date payment is due

Payment History

Payment # Order of payments

Amount Paid Amount paid on invoice.

Date Paid Date payment received.

Date Entered Date payment entered by Core User
Command | Functions

Buttons

Process Payment

For Core User to process the payment data entered for the invoice.

To Invoice Details

Returns to either Producer Collection Invoice or Buyer Invoice Details
screen.

To Collection Letter

Returns to Buyer Collection Letter screen.

Invoice Payment - Confirmation (I_REV_120) for Buyer Invoice Screen Functions

Selection ‘ Description

Invoice Number

Unique number assigned the invoice

Buyer Code

The Buyer's code

Invoice type

Type code of invoice

Invoice Status

Current status of invoice

Message

Command

Buttons

none

Confirmation or problem message regarding the processing of the invoice
payment.

Functions

Section 4.1 - 15
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E. 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 on 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.
14 DEC 1, 2003 Two new options Invoice Certification &

Certification Recap added to Home Page
+ Updated pages with Home Page screen.

1.7 JAN 5, 2006 New options on Home page
+ Updated Home Page (A_HOM_100)
screen.
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