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• You must dial-in to the conference line for audio

1-855-750-1027 

PIN 717513#

• Please mute your phone to reduce disruptions

• Time is reserved for questions and answers at the 

end, but feel free to ask questions anytime either 

in the webinar chat or on the conference line

• The slides used during the webinar will be 

available afterwards in the COPOS Help section
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• To use the chat feature within the webinar, look for 

this icon in the bottom left corner:

• Clicking the icon will open the Conversation pane:
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• To see the list of webinar participants, click this 

icon in the top left corner:

• Change the layout and size of the presentation 

with these icons in the top right corner:
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• Highlights of reporting and printing upgrades

• Organizational Standard improvements

• Updated ED approval process

• COPOS user IDs, passwords, and certification

• Tripartite Board and Agency Key Staff module

• Future COPOS enhancements

• COPOS reminders
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• 2018 Major COPOS releases are scheduled for 

May, August and November

• The first 2018 major release for COPOS will occur 

on May 21, 2018

• COPOS system will be unavailable for the promote: 

May 16, 2018 at Noon to May 21, 2018 at 8 AM to 

ensure a successful Go Live

• Today’s webinar will cover the major highlights of 

that release.
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• May 21 release will include the following items:

– OS History Report Print Option

– OS Report “# of Met Standards” Counter at top

– “Notes” may not be added to OS while it is “ED 

Approved”

– Align User IDs & Passwords with Commonwealth 

Standards

– User Access Certification Document in COPOS

– Download Report Content Screen Redesign

– Board Management and Agency Key Staff – New!
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• Agencies have the option to print their OS History
– Capability was requested for print out to show Board Members & others

– On the OS History screen, simply select the “Download” or send to e-mail
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• The report you receive will show status for the past 12 months appearing as 

follows: 
__________________________________________________________________________________________________________________________________
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Accessing the OS Report under Organizational Standards will allow you to see 

the number of standards met without scrolling through each one:

At the top of the OS page, a Standards in Compliance counter has been added.
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When you open an Organizational Standard to make changes, the current 

status can be updated after clicking Edit:
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• Once in Edit mode, notes cannot be added to an ED-approved OS

• You will need to first Undo Approval

• Add your note and the ED must then Approve the OS

• This was incorporated to be consistent with other sections of COPOS
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• Passwords will be extended to 12 characters to 

align with higher security standards.

• You may continue to use your current password 

until it expires.

• Impact: The next time you change your password, 

you will be required to use a 12 character 

password.

• The new password requires at least one upper-

case letter, a lower-case letter, and a symbol.
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• To ensure that User IDs align with Commonwealth 

standards, the system will automatically create the 

User ID when adding a new user.  This field will 

not be accessible to the Local Admin who creates 

a new User ID.
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• A small number of Users who have User IDs that 

are not fully compliant with the standard will 

receive a new User ID in the near future.  They 

will be notified of their new User ID and must use 

the new User ID for all future COPOS logins.
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• COPOS has incorporated a new User Access 

Certification document.

• This will allow you to sign the COPOS user 

agreement electronically.

• Local Administrators or EDs will not be required to 

collect signatures and send to DCED - it will 

instead be completed in and maintained by 

COPOS.

• The process will be similar to user agreements 

used for other on-line systems (such as Netflix, 

eBay, or Amazon, etc.)
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• The signature will be required the first time you 

login after May 21st.

• You will not be prompted to sign the document 

again until your first login after January 1st.

• The agreement will be signed each subsequent 

calendar year.
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• Once User ID and password are entered, COPOS will 

display:

• Scroll through to read and sign document.
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• Electronically sign the COPOS User Agreement:
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• An e-mail will be sent to address on file with the 

full document, including signature page:
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• The Download Report Content was changed for 

easier use:



MAY 21 PROMOTION – DOWNLOAD REPORT CONTENT REDESIGN

23

• Click on arrows at far right to expand selection & 

choose report:
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• For a specific report section report choose the corresponding 

Module:
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• Board Management Module is a new module in 

COPOS to track current board members & key 

staff

– Routinely update tripartite board membership and 

agency key staff as changes occur

– Replaces manual processes at the time of monitoring

– Additional details and specific requirements will be 

forthcoming in revised CSBG Directive C2018-05, 

Reporting Requirements
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• The Board Management and Agency Key Staff 

Module will be available for your use beginning 

May 21st

• The forthcoming CSBG Directive 2018-05, 

Reporting Requirements, will set forth 

expectations that the module is maintained 

accurately and certified quarterly by the agency’s 

Executive Director

• DCED will routinely review board and key staff 

changes throughout the year and during annual 

program monitoring
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• When opening the new “Edit Organization 

Information, 3 tabs will be displayed

– Board Management  (new!)

– Key Staff Management  (new!)

– Organization Management (exists currently)
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• The new Board Management tab showing “All 

Sectors” will be the default display.  From this 

display, you may click on a different tab or click on 

a new radial to see only that sector of the board
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• The first time accessing COPOS, you will need to 

set up the “Number of Board Members Established 

in bylaws” under Organization Management.

– Click the “Organization Management” tab
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– Scroll to bottom to update “Number of Board Members 

Established in bylaws:

• Click Update

• Click Edit

• Enter Appropriate # for each type & click update to save
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• After entering agency board member information, add 

current board members

– Click on “Board Management” tab

– Scroll down and click on “New” to add board member
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• These are the available fields which may be entered:
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• Once the screens are completed the system will 

track the status on a monthly date and be saved 

at the top of the board management screen.

– Screen shot on next screen
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Agency Key Staff Management
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• Future Release Enhancements

• August Release:

– Create a new section to Annual Report; there are some 

questions which were previously asked in Section D 

(eliminated with the Annual Report) that we are still required 

to collect

– Improve COPOS performance and faster implementation

– Automate a “Manage Documentation Archival Process”

– Improved Module 3 Report for ALL Agency Initiatives

– Improved Monthly e-mail for the Organizational Standards
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• November Release:

– Add the FNPIs & SRVs Numbering to the COPOS 

Annual Report to aid in data entry for January 2019 and 

forward

• Future Releases - Ongoing planning for future 

needs and releases roughly three (3) per year 

following May, August, and November schedule.  

We welcome your feedback
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Your CSBG Program Specialist should be your first 

stop for technical assistance, questions, and 

guidance related to COPOS reporting.



COPOS REMINDERS

39

John Winters, johwinters@pa.gov

717-720-1471

Kathleen Bodek, kbodek@pa.gov

717-720-7441

Melissa Tabb, mtabb@pa.gov

717-425-7598

For fastest response, please also CC our resource 

account: 

RA-DCEDOCS@PA.GOV

mailto:johwinters@pa.gov
mailto:kbodek@pa.gov
mailto:mtabb@pa.gov
mailto:RA-DCEDOCS@PA.GOV
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The COPOS Help section contains a library of 

resources including the COPOS User Manual and 

Instruction Manuals for CSBG Annual Report 

Modules 2, 3, and 4.
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For technical issues related to COPOS functionality 

such as cell errors, override requests, system-

related concerns, and to offer feedback, use the 

COPOS Questions/Comments Form:
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• Agencies should have a back-up plan for COPOS 

data entry responsibilities.

• We recommend two Local Administrators at each 

agency

• Remember that your agency’s COPOS Local 

Administrator can reset passwords, activate 

inactive COPOS accounts, and add new COPOS 

users

• Refer to the COPOS User Manual
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We covered:

• Highlights of reporting and printing upgrades

• Organizational Standard improvements

• Updated ED approval process

• COPOS user IDs, passwords, and certification

• Tripartite Board and agency Key Staff module

• Future COPOS enhancements

• COPOS reminders
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Comments & Questions ??
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