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Section 4.4
Certification Recap

a. Introduction

The "Certification Recap" link on the COPS Home Page provides the ability to create a recap listing of warehouse certifications using selection criteria.  Access to this link is secured and limited to only Core and Warehouse Users.

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.
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Certification Recap Criteria (I_CRCP_100) - Core Users
The Certification Recap Criteria screen provides the ability for Core Users to create a recap listing of invoices and their certification status using either or all of the selection criteria of certification date, warehouse code and last name of certifying officer.
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Certification Recap Criteria (I_CRCP_100) - Warehouse  Users
The Certification Recap Criteria screen provides the ability for Warehouse Users to create a recap listing of invoices and their certification status using either or all of the selection criteria of certification date and last name of certifying officer.

[image: image4.png]b e DEARGES]

dtes [B] e /e vt o AU et equest-bdnCerecssiitera o Qs

Certification Recap Criteria

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

Certification Date

Warehouse Code

mmiddfyyyy

Last Name of Certifier

Generate Pecap |

I

Clear |

Lcree_too

fof”

«
& Dome

T T 1B @ e




Certification Recap (I_CRCP_110) 
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The Certification Recap screen contains a recap listing of only invoices meeting the selection criteria with totals for Invoice amount and interest due.  For Core Users it will list those with status code equal to "C" and for Warehouse Users it will list those with status code of "W".

c. Certification Recap 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  "Certification Recap" link under the Invoicing heading.
	· The Certification Recap Criteria screen will be displayed (go to step 2).  



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

a. If a Core User, select a list of invoices by completing the selection criteria with a certification date and/or a warehouse code and/or the last name of the certifier, then click "Generate Recap'.

b. If a Warehouse User, select a list of invoices by completing the selection criteria with a certification date and/or the last name of the certifier, then click "Generate Recap'.

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


	a. The Certification Recap screen will be displayed with only the invoices for the selection criteria and based the User requesting.  For Core Users will list those with status code = "C"(go to step 3).

b. The Certification Recap screen will be displayed with only the invoices for the selection criteria and based the User requesting.  For Warehouse User will only list those with a status code of "W" (go to step 3).

c. The Certification Recap Criteria screen text fields will be reset and cleared.  (continue with this step).

	3.
	On the Certification Recap  screen, do the one of the following:

d. To return to the Home Page, on the navigation/menu bar at the top of the page, click "Home Page".

e. To Log off the COPS system, on the navigation/menu bar at the top of the page, click "Log off".
	a. The Home Page screen will be displayed.

b. The Log Off screen will be temporarily displayed, followed the Logon screen.




Function Tables for Screens

1. Home Page (A_HOM_100) Screen Functions

	Selection
	Description

	Certification Recap
	Link to Certification Recap process.  The Certification recap screen will be opened.

	Command Buttons
	Functions

	None
	


2. Certification Recap Criteria (I_CRCP_110) Screen Functions

	Selection
	Description

	Criteria

	Certification Date
	Enter a certification date (mm/dd/yyyy format)

	Warehouse Code
	Enter the Warehouse Code. (does not appear for Warehouse Users)

	Last Name of Certifier 
	Enter the Last Name of the Certifier 

	Command Buttons
	Functions

	Generate Recap 
	To list invoices meeting the selection criteria.

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


3. Certification Recap (I_CRCP_110) Screen Functions

	Selection
	Description

	Invoice Payment Status Code
	Status code for invoice:

· C - Certification completed by Certifying Officer

· W - Certification completed by Warehouse Certifier

	Certification Date
	Certification Date (only shown if selected in criteria)

	Warehouse code / Master Warehouse code
	Contains Code for Warehouse or Master Warehouse for User 

(only shown for Warehouse or  Master Warehouse User.)

	Invoice Number
	Unique number for invoice.

	Warehouse Code
	Warehouse Code for Invoice

	Certification Name
	Last Name of Certifier on the Invoice

	Certification Date
	Date of certification of invoice.

	Invoice Amount
	Amount for Invoice

	Interest Due
	Amount for Interest Due for Invoice

	Totals
	Grand totals for all invoices on Certification Recap list.

	Command Buttons
	Functions

	None
	Use Navigation / Menu bare to return to COPS Home Page, Logoff or another option.


d. History / Revision Log

	Version #
	Date
	PSR #
	By
	Description

	1.4
	12/31/2003
	784
	DJR
	New version of User Guide for new COPS menu option to provide Invoice Certification Recap information.
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