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Authorized users will receive an email with a randomly generated temporary password. 
 
Download the application using Windows or Android device as noted. 
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Change your password at the sign on screen using forgot password. 
 
1. Click on 'Forgot password?' 

 
 
2. Enter your email address linked to your CEPS account and click 'Continue' 



 

PO Box 21272  • Wichita, Kansas  67208-7272 • (303) 300-1131 •  www.copas.org 
 

THE source of business and accounting solutions for the energy industry 

 
 
3. Check your email inbox for instructions to reset your password. 

 
 
4. The email will look as follow. Click on 'Confirm' 
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5. Enter your new password, then click 'Reset password' 

 
 
6. Password has been successfully changed. 
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7. You can now go back to the CEPS app and close this window. 

 
 
8. Click on 'Continue' 
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9. Enter your login credentials and click 'Continue' 
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This application allows users to remain connected for periods of time.  You can sign out 
when you are done with your session.  To sign out, click the three dots in the upper right 
hand corner and select diagnostics.  Click the three dots again and select Leave App. 

  

 
Users should not be concerned by any other items in this area. 
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General Navigation 
 

 
 
Press the three horizontal bars in the upper left corner to access your workspace.  The prior 
system used the Navigation button on the home screen. 
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Other navigation tips – look for right facing chevron shapes to access processed transaction reports. 

 
Click the “trash can” to archive a transaction for future reference.  (More on this later in the guide.) 

 
 
Click the left facing chevron in the upper left corner to return to the prior page. 

 
 
The material transfer workspace looks similar to the previous system.  Tubular and Equipment options are 
listed across the top. 
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Create a material transfer by selecting the tubular or equipment item. 
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From the “OD” line, begin entering the details of the tubing on the material transfer.  This will expand as 
you make selections.  Point your mouse to this box and left click.  We recommend this method of finding 
valid material combinations to save time. 

 
 
Alternatively, pre-selected options are listed if you scroll through the options and click the navigation 
arrow on the right.  This method is not recommended, as you will need to scroll through the full list to find 
all the 2 3/8 OD options.  They are not all grouped together. 
 
Example: 

 
Click the navigation arrow on the right to begin entering additional details about the material transfer such 
as transfer date, quantity, transfer reference number, rail point, taxes, add on charges. 
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Material Transfers can now be paused or put on hold for later processing.  Examples might 
include missing details on the MT, add-on charges that have not been received yet, etc. 
Click the Save Draft to hold the transaction. 

 
If all details have been entered, the transfer can be created.  Reports are identical to the current system. 
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Unlike the previous system, pricing reports are saved and even archived for later.  Archives will 
be retained for 36 months. 
 

Filters 
 
Many new filter options have been added to the system.  Filter completed transactions by date created or 
date transferred. 

 
 
Expand or contract the date range for past transactions.  Click the wheel to the right to effect the range. 

 
 
Many of the fields have filters for quick searches.  Click on the funnel icon. 

 

 
  



 

PO Box 21272  • Wichita, Kansas  67208-7272 • (303) 300-1131 •  www.copas.org 
 

THE source of business and accounting solutions for the energy industry 

Archive prior transactions 
 
 

Find a transaction that you want to archive and click the “trash can” icon. 
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Bulk Upload 
 
 

Perhaps the best new feature added to the system.  Using an upload template, you can now process your 
tubing and casing material transfers as a batch, saving time and increasing accuracy. 
 

 
 
Click to download the template.  Save it in a convenient place.  The template is an Excel file that can be 
reused. 
 

 
 

 

 

 
 
After selecting and uploading the bulk transfer sheet, the system will show the status as pending until the 
items are ready for upload. 
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Bulk upload items will show as Unmatched Transfer Items until pressing the checkmark to the right of the 
transactions.  Press the “Process” button to complete.  Press the back button, and items will now show in 
the Transfer Receipts area. 
 
If there is a mismatch of OD, weight, grade and end finish combinations, an error message will appear 
stating the combination cannot be found.  The item will not process and remain unmatched until the error 
is corrected. 

 
 
Processed bulk uploads appear in the Transfer Receipts page. 
 

 
 
Unmatched items (errors in the upload) – items where the OD, weight, grade and end finish combinations 
are invalid will not process.  Delete the transaction, correct the upload and reprocess just that item.  
Alternatively complete it manually. 
 
(The error in this example is the end finish should be BTC rather than EUE to be a valid combination.) 
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Accounting Documentation (Printing Reports) 
 
After processing a material transfer it can be printed.  (Remember processed reports are retained, and 
can be archived for up to 35 months.) 
 
As with the legacy CEPS system accounting reports are printed as easily as <CTRL> <P> (‘Control P’).  
Additionally, the report can be printed from the screen using the blue “Plus” button in the lower right 
corner. 
 

 
As the “Plus” button is expanded there is an option to print the material transfer created. 
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Reports can also be saved as a pdf as they are accessed.  In the same blue “Plus” button click the ‘disc’ 
icon.  Pick a location to save the file and assign a file name. 
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User Profile 
 
Like the legacy system, user profiles can be customized, especially if you process Material Transfers for a 
specific geographical region.  For example, you can set your state, rail point or sales tax rates to be active 
for all transactions.  If you desire to default to the same sales tax rates, slide the ‘using defaults’ button to 
the right to enable defaults.  Save your changes. 
 

 

 

 


