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Section 4.3
Invoice Certification

a. [image: image2.wmf]Introduction

The "Invoice Certification " link on the COPS Home Page provides the ability to certify a single invoice or a group of invoices.  Access to this link is secured and limited to only a specific group of authorized Users based on the type of invoice and the certification stage.  

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.

Invoice Certification (B_CERT_100)

The Invoice Certification screen provides a listing of invoices staged to be certified.  When the user is a Core Certifying Officer, the list will be those invoices requiring certification before payment.  When the user is a Warehouse or Master Warehouse, the list will be storage invoices certifying receipt of payment.  When the user is a Provider, the list will be quarterly payment invoices verifying payment. 

The Invoice Certification screen provides the ability to select all invoices for certification, de-select all invoices from certification or select and de-select individual invoices for certification.  The "Certify Invoices" button will begin the certification process.
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Invoice Certification (B_CERT_100) (with verification pop-up)

When the "Certify Invoices" button is clicked on Invoice Certification screen, a pop-up window will appear requesting verification of the certification.
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Invoice Certification

Warehouseman’s Claim and Certification

1 certify that the selected invoices have been verified in detail and that all services for which payment has been
received have been performed. | have read and understand the penalty provisions in exhibit 36 of the handbook for
cotton warehousemen and hereby claim the amounts shown herein.

Select Invoice Invoice Number Warehouse Code Invoice Amount
] 2003000006608 928532 475.00
] 2003000007263 177505 7359
] 2003000007265 177505 291.32
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Invoice Certification Confirmation (B_CERT_110)
Upon completion of the certification, the Invoice Certification Confirmation screen will appear with a listing of all invoices certified and totals for the invoice amount and interest due. 
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c. Invoice Certification Access Instructions

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

	Step
	Action
	Results

	1.
	On the COPS Home Page, click  the "Invoice Certification" link under the Invoice heading.
	· The Invoice Certification screen will be displayed with a listing of invoices based on the user.  For Core Certify Officer lists those invoices requiring certification for payment.  For Warehouse and Master Warehouse lists storage invoices to certify receipt of payment.  For Providers list quarterly payment invoices to certify payment (go to step 2).  



	2.
	On the Invoice Certification screen, do the one of the following:

a. To select all invoices in list, click ‘Select All Invoices’ button.

b. To remove the check in the ‘Select Invoice’ box and deselect all invoices in the list, click “De-select All Invoices” button.

c. To select an individual invoice or invoices, click the box under ‘Select Invoice’ before the invoice(s).

d. To de-select an individual invoice or invoices that have a check in the ‘Select Invoice’ box, click the box under ‘Select Invoice’ before the invoices(s) to remove the check.

e. After all invoice for certification have been selected and to process the certification, click the “Certify Invoices” button.


	a. All invoices in the list will have the ‘Select Invoice’ box checked (continue with this step).

b. All invoices in the list will have the ‘Select Invoice’ box cleared (continue with this step).

c. Only those invoices selected in the list will have the ‘Select Invoice’ box checked (continue with this step). 

d. Those invoices in the list de-selected will have the ‘Select Invoice’ box cleared (continue with this step).

e. A pop-up window will appear to verify certification (go to step 3).



	3.
	On the Invoice Certification pop-up window screen, do the one of the following:

a. To continue the certification process, click “OK”.

b. To cancel the certification process, click “Cancel”.


	a. The Invoice Certification Confirmation screen will appear (to go step 4).

b. The pop-up window will close, returning to the Invoice Certification screen (go to step 2).



	4.
	On the Invoice Certification Confirmation screen, do the one of the following:

a. To return to the Invoice Certification list screen, click “Back to Invoice Certification”.

b. To return to the Home Page, on the navigation/menu bar at the top of the page, click on “Home Page”.

c. To Log off the COPS system, on the navigation/menu bar at the top of the page, click “Log off”.


	a. The Invoice Certification screen will be displayed with a listing of invoices still to be certified (go to step 2).

b. The Home Page screen will appear.

c. The Log off screen will be temporarily displayed, followed by the Log on screen.


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 Buttons
	Functions

	None
	


2. Invoice Certification (B_CERT_100) Screen Functions

	Selection
	Description

	List Report Criteria

	Select Invoice
	Box if checked indicates the invoice is selected for certification.

	Invoice Number
	Unique number for invoice to be certified

	Warehouse Code
	Warehouse Code on invoice to be certified.

	Invoice Amount
	Total amount for invoice to be certified.

	Command Buttons
	Functions

	Select All Invoices
	To select all invoices in list for certification.

	De-Select All Invoices
	Clears all checked boxes under ‘Select Invoice’ column on all invoice in list.

	Certify Invoices
	Begin process to certify all invoices in list with check in ‘Select Invoice’ box.


3. Invoice Certification Confirmation (B_CERT_110) Screen Functions

	Selection
	Description

	Invoice Number
	Unique number for invoice(s) that was certifier.

	Warehouse Code
	Appears only on storage invoices.

	Certification Name
	Last Name of person completing the certification.

	Certification Date
	Date of certification.

	Invoice Amount
	Total amount for certified invoice.

	Interest Due
	Total amount of interest due for certified invoice.

	Totals
	Grand totals for amount and interest due for certification process.

	Command Buttons
	Functions

	Back to Invoice Certification
	Returns to Invoice Certification screen listing remaining invoices to be certified.


d. History / Revision Log

	Version #
	Date
	PSR #
	By
	Description

	1.4
	12/31/2004
	
	DJR
	New version for User Guide for new COPS menu option for Invoice Certification.
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Invoice Certification Confirmation

The following invoices have been certfied successfully

[ COPS Home™ | Adminirative™ | Gale | information” | rvotcing | Receiys | Reors | Saies | Logo|

Invoice Warehouse cation | Invoice | Interest
Number Code Date Amount Due
2003000006608 | 928532 WILSON 120412003 475.00 000
Totals: 475.00 0.00
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