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Audience, Overview and Topics

Audience

The intended audience for the Introduction to OTCnet and Overview of OTCnet Participant User
Guide Content includes:

= Administration Users
= Deposit Processing and Reporting Users
= Check Capture, Check Processing and Reporting Users

= Viewers

Overview

Welcome to Introduction to OTCnet Overview and OTCnet Course Content. In this chapter, you
will learn:

=  The introduction to OTCnet

» The overview of OTCnet participant user guide content

Topics
This chapter is organized by the following topics:
1. Introduction to OTCnet

2. Overview of OTCnet Participant User Guide Content
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Topic 1. Introduction to OTCnet

Overview

The Bureau of the Fiscal Service (FS) Over the Counter Revenue Collection Division (OTCD)
provides Over the Counter Channel Application (OTCnet) financial' services to facilitate the
prompt electronic processing and reporting of deposits and transaction activity. OTCnet financial
services include retail transactions made at agency offices, face-to-face collection points, and
point of sale (POS) locations throughout the US and abroad.

The OTCD oversees the systems, networks, and program infrastructure which enables us to
provide world class OTCnet financial services to include the collection of checks, cash and
coins transacted at agency POS locations around the globe. The OTCD is responsible for
implementing a coordinated government wide strategy for the collection of over the counter
transaction and deposit activity (cash, card, check, foreign checks/currency, seized currency),
and the transition from paper checks to electronic mechanisms.

OTCnet financial services is a secure web-based system combining the functionality and
features of two former applications, Paper Check Conversion Over the Counter (PCC OTC),
which electronically processed US checks presented for cashing or payment; and Treasury
General Account Deposit Network (TGAnet), which processed US currency, foreign currency
cash and foreign check item deposits. OTCnet financial services offers agencies superior
customer service and high quality e-commerce solutions for collections and reporting needs.

OTCnet financial services will:
o Electronically process US checks presented for cashing, payment or deposit
o Process US currency, foreign currency cash and foreign check item deposits
e Automate the collection and settlement process
¢ Provide online reporting and research capability for reconciliation and inquiries

e Improve deposit history record keeping

3 Administration Version 1.5/June 2014
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OTCnet Elements

OTCnet is comprised of three elements; (1) Administration, (2) Check Capture, Check
Processing and Reporting and (3) Deposit Processing and Reporting. The Administration
element is a component of the Check Capture, Check Processing and Reporting as well as
Deposit Processing and Reporting, as demonstrated in Figure 1 below.

Figure 1. OTCnet Elements

Administration, Installation,
Set up and Management

Check Capturing, Processing
and Reporting

Deposit Processing and
Reporting

The three elements of OTCnet are defined as follows:

1. Administration allows for those with administrative permissions to install, setup users,
and manage OTCnet

2. Deposit Processing: permits Federal agencies the ability to create and submit deposits
for confirmation. This platform also allows for Financial Institutions to confirm those
deposits and create adjustments electronically. Deposits can be created for US
currency, foreign cash and foreign check items

3. Check Capturing, Check Processing: converts personal and business checks into
electronic fund transfers. Transactions can be consumer, consumer accounts receivable,
and business transactions.

OTCnet Process Flow: Check Capture, Check Processing
and Reporting

Check Capture and Check Processing involves converting paper checks received over the
counter or through the mail into electronic debits to the check writer's account. The process is
highly automated and greatly improves the collection, reconciliation, research and reporting
processes associated with Federal Agency check collections.

In OTCnet, your Agency uses a scanner to capture the front and back of each check. In OTCnet
Online, the image is available immediately; in OTCnet Offline, the image is stored locally. You
can also access Collections Information Repository (CIR) to retrieve deposit information.

Version 1.5/June 2014 Administration 4
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Note: CIR is formerly the Transaction Reporting System (TRS).

The captured image of the check is stored for seven years in OTCnet. You can search the
check images as well as the check capture and transaction data throughout the CIRA (Check
Image and Research Archive) Query feature within OTCnet.

OTCnet sends deposit voucher information to CIR. CIR sends accounting entries with Treasury
Account Symbol/Business Event Type Code (TAS/BETC) or Classification Keys (C-Keys) to
Central Accounting Reporting System/Government Wide Accounting (CARS/GWA).
CARS/GWA invokes Shared Account Module (SAM) to validate, translate or default the
TAS/BETC based on the accounting information received on the transaction.

OTCnet sends captured check data to Debit Gateway at the Federal Reserve Bank Cleveland
(FRB-C), who then sends the data to the appropriate Financial Institutions (FIs) either through
FedACH (personal check) or Check 21 (non-personal check) where the check was written.

FRB-C sends the accounting information to FRB CA$HLINK Il and makes your reporting
information available (eg. SF215 and SF5515) the next business day in OTCnet. FRB
CASHLINK sends the deposit information to TRS (see complete Check Capture and Check
Processing and Reporting Process flow in Figure 2 below).

If your Agency uses the Master Verification Database (MVD) (which provides downloads of prior
negative check information and blocked items) and is working offline, the information is passed
to the agency's Local Verification Database (LVD) when each batch is closed. The LVD is then
used to determine the check writer's status and implement your Agency's bad check policy if
applicable.

Note: OTCnet only captures TAS strings and C-Keys in Release 1.3 and above.

Figure 2. Check Capture, Check Processing, and Reporting Process Flow
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What is ACH?

The ACH Network is a nationwide batch-oriented electronic funds transfer system governed by
the NACHA (National Automated Clearing House Association) operating rules which provide for
the interbank clearing of electronic payments for participating depository financial institutions.
The Federal Reserve and Electronic Payments Network act as ACH Operators, central clearing
facilities through which financial institutions transmit or receive ACH entries. ACH payments
include:

o Direct Deposit of payroll, Social Security and other government benefits, and tax

refunds;

o Direct Payment of consumer bills such as mortgages, loans, utility bills and insurance
premiums;
Business-to-business payments;
E checks;
E commerce payments;
Federal, state and local tax payments.

What is Check 217?

Check 21, also known as ‘Check Clearing for the 21st Century’ Act, was signed into law on
October 28, 2003. Provisions of the law took effect on October 28, 2004. It is important to
understand the effects of Check 21 on OTCnet. Check 21 provides the legal framework for the
creation of substitute checks, which can be used in place of the original paper document,
without an agreement in place with other financial institutions. A substitute check is a paper
reproduction of the original check. To meet legal requirements, a substitute check must:
¢ Contain an image of the front and back of the original check.
e Bear alegend that states, “This is a legal copy of your check. You can use it the same
way you would use the original check.”
e Display a MICR line containing all information appearing on the MICR line of the original
check.
e Conform in paper stock, dimension, and otherwise, with generally applicable industry
standards for substitute checks.
e Be suitable for automated processing in the same manner as the original check.

Note: All non-personal items are processed via Check 21.

Overall, this legislation has modernized the nation’s check payments system. Check 21 is
designed to foster innovation in the payments system and to enhance its efficiency by reducing
some of the legal impediments to check truncation. ALL payment instruments are eligible for
processing under OTCnet, including Business Checks, Money orders, Treasury checks, Credit
card checks, Traveler's checks, Cashier’s checks, Official checks, Third-party checks, Payroll
checks and checks drawn on state or local government. Check 21 requires financial institutions
to accept a substitute check from a presenting institute and grant it equivalent status as the
original check, if the substitute check meets prescribed requirements. It also requires a
reconverting bank to meet the warranties and indemnities enacted through the legislation and
subsequent regulations. Check 21 requires financial institutions to provide education to
individual consumers on substitute checks and consumer recredit rights. For more information
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on Check 21, visit: http://www.frbservices.org/Retail/Check21.html

Table 1 below identifies acceptable forms of FedACH and Check 21 payment types.

Table 1: FedACH and Check 21

FedACH Check 21

E commerce payments
Federal, state and local tax payments

Third-party Checks

Payroll Checks

Checks drawn on state or local
government

Personal Check (No Notice)

e Personal Check (Opt Out)

e Direct Deposit of payroll, Social Security and e Business Checks
other government benefits, and tax refunds e Money Orders
e Direct Payment of consumer bills such e Treasury Checks
as mortgages, loans, utility bills and insurance e Credit Card Checks
premiums e Traveler's Checks
Business-to-business payments e Cashier's Checks
E checks e Official Checks
L]
L]
[ ]
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OTCnet Process Flow: Deposit Reporting

Deposit Processing electronically collects and automates US and Foreign funds which facilitates
the classification of Treasury collections on a daily basis.

As shown In Figure 3 below, the Deposit Preparer electronically reports the deposit to
Treasury using OTCnet and prints out the OTCnet deposit ticket. The bank deposit ticket,
OTCnet deposit ticket, cash, and checks (US and foreign) are taken to your Financial Institution
(F1). At the FI, the Deposit Confirmer confirms the deposit, rejects the deposit or creates an
adjustment to the deposit using OTCnet.

OTCnet sends commercial deposit voucher information to CIR. CIR receives commercial
deposit information from OTCnet for reconciliation and transmits to Treasury Cash Management
System (TCMS) for cash concentration purposes. TCMS receives the commercial deposit data
from CIR and initiates the cash concentration activity. Agencies can access CIR to view reports.
Note: CIR is formerly the Transaction Reporting System (TRS).

The Deposit Preparer and Deposit Viewer can access OTCnet to view their deposit ticket
information, as well as access reports, receive rejections, and view adjustments.

Figure 3. Deposit Reporting Process Flow
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OTCnet End Users

In OTCnet, there are three functional areas which allow users to focus on relevant tasks. The
role you will hold is based on the types of tasks you will perform. You may perform tasks that fall
under the following functionality of OTCnet; (1) Administration, (2) Check Capture, Processing
and Reporting and (3) Deposit Processing and Reporting.

Under Administration, six users with varying degrees of permission can perform administrative
duties which include tasks such as user management and system installation activities. They
include a Check Capture Administrator, Check Capture Supervisor, Primary Local Security
Administrator, Local Security Administrator, Accounting Specialist and Local Accounting
Specialist.

For Check Capture, Processing and Reporting access, seven roles have permission to capture
checks, process checks, access reports or edit /view the MVD.

Those who carry Deposit Processing and Reporting roles, can create deposits, approve, confirm
(reject or adjust), and/or view information. There are a total of five users who can perform these
functions. See Figure 4 for details.

Figure 4. User Roles

Administration Check Capture/ Check Deposit Processing and
Processing and Reporting Reporting

Agency Agency Agency
=  (Check Capture Supervisor = (Check Capture Operator »  Deposit Preparer
=  Check Capture Administrator = Check Capture Lead Operator »  DepositApprover
= Accounting Specialist/ Local =  (Check Capture Supervisor  Viewer

Accounting Specialist
= “*Batch Approver

Financial Institution/ Federal = "Batch Uploader Financial Institution/ Federal
Reserve
Reserve = Master Verification Database (MVD)
= Primary/ Local Security Administrator Editor »  DepositConfirmer
= Master Verification Database (MVD) . Viewer
Viewer

* Considered sub-roles. Assigned [0 users with existing roles
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OTCnet User Roles Guide for Agencies and Financial Institutions

OTCnet was developed to allow individual users access to be granted specific roles that will enable
them to perform the duties they need to carry out their job responsibilities. The following tables
illustrate which Check Capture, Check Processing, and Deposit Reporting roles can be combined
and assigned to individual Agency and Financial Institution (FI) users.

Table 2: OTCnet Agency and Financial Institution User Roles Guide

OTCnet Agency and Financial Institution User Roles Guide

Applicable For

Role Name

Accounting
Specialist

Role Description

The agency user in this role is an expert on the
organizational structure, reporting needs and accounting
rules for their agency. This role will establish and maintain
the organizational foundation, accounting data and
accounting relationships at the highest level of the agency
in OTCnet.

Assignable
By

Agency PLSA,
LSA

Deposit
Reporting

Agency Local
Security
Administrator (LSA)

The agency user in this role will maintain user access to an
organization, including assigning/removing user roles and
assigning/removing organization hierarchy access. LSAs
can also view security reports.

Agency PLSA

Agency Primary
Local Security
Administrator

(PLSA)

The agency user in this role has the same capabilities as
an LSA, with the additional capability of creating and
modifying LSAs for their organization. There can only be
one PLSA per agency.

OTCnet
Customer
Support
Team

Agency Manager

The agency user in this role can view/download CIRA CSV
reports, run CIRA queries and view other general reports
such as the SF215 Deposit Ticket and 5515 Dehit Voucher
reports , as well as view and download Historical reports.

Agency
PLSA, LSA

Batch Approver

The user assigned this role will have the ability to approve
a batch either prior to batch upload (from Offline) or when
a batch is uploaded/submitted to OTCnet but not yet
approved. This permission is granted especially when, in
offline mode, a user has configured the terminal to upload
a batch upon Batch Close. An example of this permission
applies to a Check Capture Operator: though a terminal
may be configured to upload upon close, an Operator is
able to close a batch but does not inherently have Upload
permissions, therefore the user's permissions will override
the terminal configuration, and the batch will not be
automatically uploaded. Providing this permission along
with Batch Uploader allows for the Check Capture
Operator to auto-upload the batch upon close. This role
should be granted in limited cases at sites where there is a
need for the Operator to perform this function without a
Supervisor present.

Note: This role only applies to the Offline version of
OTCnet.

Agency
PLSA, LSA

Version 1.5/June 2014
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Bureau of the Fiscal Service

OTCnet Agency and Financial Institution User Roles Guide

Role Name

Batch Uploader

Role Description

The user assigned this role will have the ability to upload a

batch from Offline OTCnet to the online database; this user
has no other permissions, and therefore should typically be
granted to a Check Capture Operator and Lead Operator.
This permission is granted especially when, in offline
mode, a user has configured the terminal to upload a batch
upon Batch Close. An example of this permission applies
to a Check Capture Operator: though a terminal may be
configured to upload upon close, an Operator is able to
close a batch but does not inherently have Upload
permissions, therefore the user's permissions will override
the terminal configuration, and the batch will not be
automatically uploaded. Providing this permission along
with Batch Approver allows for the Check Capture
Operator to auto-upload the batch upon close. This role
should be granted in limited cases at sites where there is a
need for the Operator to perform this function without a
Supervisor present.

Note: This role only applies to the Offline version of
OTCnet.

Assignable
By

Agency
PLSA,LSA

Applicable For

Check  Deposit
Capture Reporting

Check Capture
Administrator

The agency user in this role has the capability to define
and modify the check capture sites as well as manage
accounting codes and modify endpoint mappings. For
example, this user is able to setup the location policy and
location group. Additionally, this user is able to view,
modify, and import accounting codes and modify endpoint
mappings. This user can also configure the Check Capture
functions and perform upgrades of the application as well
as has the permission to download user profiles for the
site. Furthermore, this user can view/download CIRA CSV
reports, run CIRA queries and view other general reports
such as the SF215 Deposit Ticket and 5515 Dehit Voucher
reports, as well as view and download Historical reports.
Lastly, this user has the permission to download software
or firmware to the terminal using the Download Check
Capture application permission.

Agency
PLSA,LSA

Check Capture
Lead Operator

The agency user that has the authorization to in scan
checks into a batch, close a batch, balance check amounts
and enter batch control values during batch closing.
Additionally, the user can enter/apply the Accounting Code
at the time of scanning checks is established. However,
the user does not have authorization to accept duplicates,
make MICR corrections, authorize the use of out-of-date
LVD, or accept checks with poor quality.

Agency
PLSA,LSA

11

Administration

Version 1.5/June 2014



Bureau of the Fiscal Service OTCnet Participant User Guide — Introduction and Overview of OTCnet

OTCnet Agency and Financial Institution User Role Guide

Applicable For

Role Name

Check Capture
Operator

Role Description

The agency user that has the authorization to in scan
checks into a batch, close a batch, balance check amounts
and enter batch control values during batch closing.
Additionally, the user can enter/apply the Accounting Code
at the time of scanning checks is established. However,
the user does not have authorization to accept duplicates,
make MICR corrections, authorize the use of out-of-date
LVD, or accept checks with poor quality

Assignable
By

Agency
PLSA,LSA

Check
Capture

Deposit
Reporting

Check Capture
Supervisor

The agency user in this role is the most powerful user on
the Check Capture site. The user can perform almost all
the functions in Check Capture including accept
duplicates, make MICR corrections, authorize the use of
out-of-date LVD, accept checks with poor quality, as well
as view, modify, import, and modify endpoint mappings.
However, this user does not have any permissions
associated with scanning checks. To ensure “checks and
balances,” scanning checks is reserved for a Check
Capture Operator or Lead Operator only.

Agency
PLSA,LSA

CIRA Viewer

The agency user in this role can only view organization
endpoints and CIRA records. This is the check processing
role with the lowest level of access.

Agency
PLSA,LSA

Deposit Approver

The agency user in this role will approve the deposit report
and submit the information to the TGA financial institution.

Agency
PLSA,LSA

Deposit Preparer

The agency user in this role prepares the deposit ticket
and supporting information for transmission to the TGA
financial institution.

Agency
PLSA,LSA

FPA Viewer

The agency user in this role will only be able to search /
view deposit and adjustments, and produce reports from it.

Agency
PLSA,LSA

Local Accounting
Specialist

The agency user in this role is an expert on the
organizational structure, reporting needs and accounting
rules for its depositing and lower level endpoints. This role
will establish and maintain the organizational structure,
accounting code mappings to individual endpoints and the
processing options that one or more lower level endpoints
will use in OTCnet.

Agency
PLSA,LSA

MVD Editor

The agency user in this role can create, update and read
verification records. This role can also download CSV
formatted reports and view and download Historical
reports.

Agency
PLSA,LSA

MVD Viewer

The agency user in this role can read CIRA records in
addition to read verification records and read block records
containing only ABA permissions. This role also has the
permission to download CSV formatted reports, and view
and download Historical reports.

Agency
PLSA,LSA

Version 1.5/June 2014
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OTCnet Agency and Financial Institution User Role Guide

Applicable For

_r Assignable | """ T
Role Name Role Description By Check | Deposit
Capture | Reporting
View Renort The agency user in this role will have access to agency Agency . .
P reports with the exception of the CIRA CSV report. PLSA,LSA
The financial institution user in this role will verify the Financial
Deposit Confirmer submitted deposit ticket, reject the deposit ticket if Institution .
P necessary, forward the information to the Treasury, and
) PLSA,LSA
create adjustments, as necessary.
The financial institution user in this role will only be able to Financial
FI Viewer search / view deposit and adjustments, view Financial Institution .
Institution information and produce reports from it. PLSA,LSA
L _— The financial institution/federal reserve bank user in this . .
Financial Institution . - LT X Financial
. role will maintain user access to an organization, including -
Lol SEamiiy assigning/removing user roles and assigning/removin Institution ’
Administrator (LSA) gningiremoving gning g PLSA
organization hierarchy access.
Financial Institution | The financial institution/federal reserve bank user in this
. S . OTCnet
Primary Local role has the same capabilities as an LSA, with the Customer
Security additional capability of creating and modifying LSAs for .
- . o Support
Administrator their organization. There can only be one PLSA per Team
(PLSA) financial institution.
The FRB user in this role will verify the submitted deposit Financial
, ticket, reject the deposit ticket if necessary, forward the -
ARS) G} information to the Treasury, and create adjustments as Institution ’
Y ) PLSA, LSA
necessary.
The FRB user in this role will only be able to search / view Financial
FRB Viewer deposit and adjustments, view FRB information and Institution .
produce reports from it. PLSA,LSA
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OTCnet Agency Deposit Reporting User Roles Combinations

OTCnet was developed to allow individual users to be granted specific roles that will enable
them to perform the duties they need to carry out their job responsibilities. The following tables
illustrate which Deposit Reporting and Check Capture roles can be combined and assigned to
an individual Agency user. Start by viewing the user roles columns at the top. All cells that
contain a “¢” in the column denote that the corresponding user role in the row on the left can be
assigned to this user role.

Table 3: OTCnet Agency Deposit Processing User Roles

OTCnet Agency Deposit Reporting User Roles

Deposit Reporting and Agency | Agency Accounting Acé_ggr?tling Deposit Deposit  FPA
Check Capture User Roles PLSA LSA Specialist  Specialist  Preparer Approver Viewer
Agency PLSA * *
Agency LSA * *
Accounting Specialist * * * * *
Local Accounting Specialist * * * * *
Deposit Preparer * * . . .
Deposit Approver * * * * *
FPA Viewer . . * . . . .
Agency Manager
CIRA Viewer * * * *
View Report * * * *
MVD Editor . . . .
MVD Viewer . . * . . .
Check Capture Operator * * * *
Check Capture Lead Operator * * * *
Check Capture Administrator * * * * *
Check Capture Supervisor * * * *
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OTCnet Agency Check Capture User Roles

OTCnet was developed to allow individual users to be granted specific roles that will enable them to
perform the duties they need to carry out their job responsibilities. The following tables illustrate which
Deposit Reporting and Check Capture roles can be combined and assigned to an individual Agency
user. Start by viewing the user roles columns at the top. All cells that contain a “*” in the column
denote that the corresponding user role in the row on the left can be assigned to this user role.

Table 4: OTCnet Agency Check Capture User Roles

OTCnet Agency Check Capture User Roles

Deposit

Reporting Check
and Agency CIRA  View MWD  MvD MK casture C%g?ﬁ‘:e Ccz::;)?u(jlr(e

G Batch Batch
Check Manager Viewer Report Editor | Viewer P Lead L :
or Administrator Supervisor

Operator Approver Uploader

Capture User Operat
Roles
Agency PLSA .
Agency LSA . .
Accounting . . . . . . . ]
Specialist
Local
Accounting . . . . . . . .
Specialist
Deposit
L] [ ] [ ] L[] o o o .
Preparer
DepOSIt L] [ ] L] L] L] ] ] °
Approver
Agency . . . .
Manager
CIRA Viewer . . . . . . . .
View Report . . . . . . . .
MVD Editor . . . . . . . . .
MVD Viewer . . . . . . . .
Check Capture . . . . . . .
Operator
Check Capture . . . . . . . . .
Lead Operator
Check Capture . . . . . . . .
Administrator
Check Capture . . . . . . . .
Supervisor
Batch . .
Approver
Batch . .
Uploader
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OTCnet Financial Institution User Roles

OTCnet was developed to allow individual users to be granted specific roles that will enable
them to perform the duties they need to carry out their job responsibilities. The table below
illustrates which Financial Institution roles can be combined and assigned to an individual
Financial Institution user. Start by viewing the user roles columns at the top. All cells that

contain a “¢” in the column denote that the corresponding user role in the row on the left can be
assigned to this user role.

Table 5: OTCnet Financial Institution User Roles

OTCnet Financial Institution User Roles

Financial Institution Roles FI PLSA FI LSA FI Confirmer Fl Viewer
FI PLSA . *
FI LSA * ®
FI Confirmer * .
Fl Viewer * * * .

Table 6 provides a breakdown of permissions at the Federal Program Agency level as well as
the Financial Institution / Federal Reserve Bank Financial Institution level. They include Primary
Local Security Administrator, Local Security Administrator, Accounting Specialist, Local
Accounting Specialist, Deposit Preparer, Deposit Approver, Viewer and Deposit Confirmer.

Table 6: Deposit Processing and Reporting Roles

Federal Program Agency Financial Institution/ FRB FI
PLSA LSA Acc Acc Preparer Approver Viewer PLSA LSA Confirmer Viewer

Spec  Spec
Local

Add/Update/Delete
a User

Reset Password . . . .
Manage Own
Account

OTCnet Logon and
Homepage
Create/Modify
Deposit

Submit Deposit .
Confirm/Reject
Deposit

View
Deposit/Adjustment . . . . .
Detail

Search Deposit/
Adjustment
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Federal Program Agency Financial Institution/ FRB FI
PLSA LSA Acc Acc Preparer Approver Viewer PLSA LSA Confirmer Viewer

Spec  Spec
Local

Create Deposit/
Adjustment

Create Return Item
Adjustment

Modify
Organization . .
Hierarchy
Delete
Organization . .
Hierarchy

View Organization
Hierarchy

Search
Organization . .
Hierarchy

Modify Accounting
Codes

Import Accounting
Codes

View Accounting
Codes

Modify Endpoint
Mappings

Modify Custom
Labels

View Custom
Labels

Modify Processing
Options

View Processing
Options

Modify User
Defined Fields
View user Defined
Fields

View Financial
Institutions

View Business
Reports

View Security
Reports

View
Administrative . . . . .
Reports
Read/View Audit
Log

17 Administration Version 1.5/June 2014



Bureau of the Fiscal Service OTCnet Participant User Guide — Introduction and Overview of OTCnet

Table 7 specifies OTCnet Check Capture roles and permissions at the Agency level. They
include the Check Capture Operator, Check Capture Lead Operator, Check Capture
Administrator and Check Capture Supervisor roles.

Table 7: Check Capture Roles

Federal Program Agency

Check Check Check Check Batch Batch Online/Offline
Capture ~ Capture Capture Capture  Approver* Uploader*
Operator Lead Administrator | Supervisor
Operator

FIUETE Online/Offine
Duplicates
Authorize MICR . .
Correction Online/Offline
AT Online/Offline
Image Quality
EAAED CrEE Online/Offline
Amounts
Change Batch . .
Control Values Online/Offline
ST B Online/Offine
Status
Close Batch Online/Offline
Edit Batch Online/Offline
Change Mode Online/Offline
Configure Check
Capture System . Online/Offline
(settings)
View Check
Capture System . Online/Offline
Configuration
S B ‘ Online/Offiine
Manager
i Online/Offine
Verification
Process
Transactions (Scan Online/Offline
Checks)
Cog L Online/Offiine
Batch
View Batch List . Online/Offline
Void ltem During Online/Offline
Balancing
Void Transaction Online/Offline
Check Capture
System
Maintenance . Online/Offline
(Upgrade Scanner
Firmware)
Check Capture
System . Offline
Maintenance
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Federal Program Agency

Check Check Check Check Batch Batch Online/Offline
Capture ~ Capture Capture Capture  Approver* Uploader*
Operator Lead Administrator | Supervisor
Operator
(Upgrade
Application from
Online)
Check Capture
System
Maintenance . . Offline
(Upgrade Form
from Online)
Upload Batch . . Offline
Acknowledge Batch . . Offline
Recover From .
Secondary Storage ’ Offline
Reset LVD . . Offline
Update LVD . . Offline
Authorize Old .
Verification ) Offine
Download Check .
Capture Application ) Offine
View Activity Log . . Offline
Read/View Audit
Check Capture
Module (Partial - . . Offline
Access User's Own
Activities Only)
Manage Users . Offline
Download User i
Profiles * Offline
Update User . Offline
Profiles
Download OTC .
Endpoints ) Offline
Update OTC .
Eﬁdpoints (Offine) ' ' Offine
* Considered sub-roles. Assigned to users with existing roles.
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The final table below shows the OTCnet Check Processing and Reporting user roles and their
associated permissions. Table 8 provides a breakdown of permissions at the Agency level.
They include the Check Capture Operator, Check Capture Lead Operator, Check Capture
Administrator, Check Capture Supervisor, MVD Editor and MVD Viewer roles.

Manage Own
Account

Table 8: Check Processing and Reporting

Federal Program Agency
Agency | Check Check Check Check CIRA View MVD  MVD Batch

Manager | capture | Capture Capture Capture | Viewer* Reports* Editor | Viewer Approver*
Operator Lead | Administrator ~Supervisor
Operator

OTCnet
Logon and
Homepage

Modify
Organization
Hierarchy

Delete
Organization
Hierarchy

View
organization
Hierarchy

Search
Organization

Modify
Accounting
Codes

Import
Accounting
Codes

View
Accounting
Codes

Modify
Endpoint
Mappings

Create/Modify
Verification
Records

View
Verification
Records

Read Block
Record
Containing
Only an ABA

Create/Modify
Check
Capture Site

Download
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Federal Program Agency
Agency | Check Check Check Check CIRA View MVD  MVD Batch

Manager | capture | Capture Capture Capture | Viewer* Reports* Editor | Viewer Approver*
Operator Lead | Administrator ~Supervisor
Operator

Firmware
/OTCnet
Application
View CIRA . . . .
Read/View
Audit Admin .
(Partial)
Read/View
Audit Check .
Capture
Read/View
Audit Check
Capture .
Module
(Partial)
Read/View
Audit Check
Capture
Module . .
(Partial -
User's Own
Activity)
Read CIRA . .
CSV Report
Read Deposit . .
Ticket Report
Read Debit . .
Voucher . . .
Report

Read
General
Agency
Reports
(Agency
CIRA Report,
LVD Contents . . . . .
Report,
Organization
Hierarchy
Report, FMS
Statistical
Report
Download
CIRACSV
Historical
Report

* Considered sub-roles. Assigned to users with existing roles
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Topic 2. Overview of OTCnet Participant User Guide

Content

Introduction

This OTCnet Participant User Guide is intended to provide you with the skills you need to use
OTCnet, a system by which users can capture and process checks, and/or process deposits.
Users with appropriate permissions can install, setup, and manage OTCnet.

The Participant User Guide can be used independent of, or in conjunction with, the OTCnet
Web-based Training (WBT) or Instructor-led Training (ILT). In addition to the User Guides, you
may choose to use the Job Aids which provide you with a “quick tips” reference for creating
agency hierarchy, establishing depositing endpoints, processing options etc, for Deposit
Processing as well as a reference for configuring Check Processing settings. Both the
Participant User Guides and Job Aids are accessible through the OTCnet web site, OTCnet
Application Help link site, or through the Library button located within the WBT.

The Participant User Guides offer a series of 31 function related Chapters with individual topics
for Administration, Deposit Processing and Check Capture and Processing. Each OTCnet
Participant User Guide topic includes a textual description of the task addressed, with
screenshots as necessary, and a section providing step-by-step instructions for completing the
task.

Each chapter contains additional space designated for note-taking. Although separated by
segment, the User Guides may be printed individually, or as one complete manual. You are not
required to complete all 31 Chapters, but it is highly encouraged that you access the Chapters
that pertain to your user role.

Administration Participant User Guide
Eight Chapters make up the Administration Participant User Guide. These include Check

Capture, Check Processing and Deposit Processing Administrative functionality. Table 9
describes the related concepts covered in each Chapter:

Table 9. Administration Chapters

Chapter Description
In this chapter, you will learn about the background of
1. Introduction to OTCnet and OTCnet, the element and process flows that make up
Overview of OTCnet Participant User OTCnet as well as overview of the Participant User
Guide Content Guides.

In this chapter, you will learn how to log on, establish
security settings and how to use the OTCnet Main

2. Accessing and Navigating OTCnet Page.
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Chapter Cont’'d Description Cont’d

In this chapter, you will learn how to create a user
account, update a user account, and assign user
privileges

3. Managing User Accounts

In this chapter, you will learn how to create a
hierarchy, designate an OTC Endpoint, establish a
Financial Institution relationship, designate a check
capture location, create, import and view accounting
codes, and map accounting codes to OTC Endpoints.

4. Managing Your Agency’s Hierarchy and
Configuring Accounting Codes and
Endpoint Mappings

In this chapter, you will learn how to; establish
processing options and custom field labels; and

5. Configuring Deposit Processing Settings modifying a user defined field.

In this chapter, you will learn how to view Financial
6. Viewing Financial Institutions Institution details.

In this chapter, you will learn how to set up, modify
and view a terminal configuration, view an audit log

7. Configuring Check Processing Settings and download firmware.

In this chapter, you will learn how to a properly install
offline check capturing software; manage offline
check capturing; set up scanners; and configure
check capture settings in offline mode.

8. Setting Up and Configuring Check
Capture Offline

In addition to the Participant User Guides, the OTCnet Job Aids walk an Administrator through
the steps to setting up an organizational hierarchy and Check Capture and Processing
Administrative settings. These may be used in conjunction with the eight Administration
Chapters reviewed above.
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Deposit Processing and Reporting Participant User Guide

10 Chapters make up the Deposit Processing and Reporting Participant User Guide. Table 10
describes the related concepts covered in each Chapter:

Table 10. Deposit Processing Chapters

Chapter Description

In this chapter, you will learn about the
background of OTCnet, the element and
process flows that make up OTCnet as well as
overview of the Participant User Guides.

1. Introduction to OTCnet and Overview
of OTCnet Participant User Guide
Content

In this chapter, you will learn how to log on,
2. Accessing and Navigating OTCnet establish security settings and how to use the
OTCnet Main Page.

In this chapter, you will learn how to create and

3. Creating and Modifying Deposits modify deposits.

In this chapter, you will learn how to search for

4. Searching for Deposits and download deposits.

5. Approving Deposits or Returning In this chapter, you will learn how to approve
Deposits to Draft deposits or return deposits to draft.

In this chapter, you will learn how to confirm

6. Confirming, Rejecting or Adjusting deposits, adjust deposits, or apply a credit/ debit
Deposits adjustment for US Currency and Foreign Check
Items.

In this chapter, you will learn how to create a
7. Managing Adjustments returned item adjustment for US Currency and
Foreign Check Items.

In this chapter, you will learn how to search and

8. Searching Adjustments download adjustments.

In this chapter, you will learn how to view and

e Vanig N2 o pull administrative and business reports.

In this chapter, you will learn how to view
deposit drafts, deposits awaiting approval,

10. Viewing Deposits confirmed deposits, deposit adjustments,
rejected deposit details, submitted deposits and
how to download vouchers.
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Check Capture, Check Processing and Reporting Participant
User Guide

13 Chapters make up the Check Capture, Check Processing and Reporting Participant User
Guide. Table 11 describes the related concepts covered in each Chapter:

Table 11. Check Capture and Check Processing Chapters

Chapter Description

In this chapter, you will learn about the background of
OTCnet, the element and process flows that make up
OTCnet as well as overview of the Participant User

1. Introduction to OTCnet and Overview
of OTCnet Participant User Guide

G Guides.
In this chapter, you will learn how to prepare your system
2. Installation Requirements to use OTCnet and how to use OTCnet'’s check capture

components.

In this chapter, you will learn how to log on, establish

£ AEHESING S NEMEETTY e security settings and how to use the OTCnet Main Page.

In this chapter, you will learn how to capture/ recapture a
check online; choose an appropriate check processing
method and type; correct a MICR line; resolve a
4. Capturing and Managing Checks duplicate check; void a check; view a check batch list;
Online perform batch control/batch balancing; close a batch;
transmit a batch; activate/deactivate a batch; manually
close/upload/acknowledge a batch; edit a captured
check; and print a receipt.

In this chapter, you will learn how to edit a check item
5. Correcting Scanned Checks and how to correct a Magnetic Ink Character Recognition
(MICR) code line.

6. Managing Verification Records In this chapter, you will learn how to create, edit and
(MVD/LVD) search for a Master Verification Database (MVD) record.

In this chapter, you will learn how to log on to offline;
software components; capture/ recapture a check offline;
choose an appropriate check processing method and
7. Capturing and Managing Checks type; correct a MICR line, resolve a duplicate check; void
Offline a check; manage batch list; perform batch control/ batch
balancing; close a batch; transmit a batch; activate/
deactivate a batch; manually close/upload/acknowledge
a batch; edit a captured check; and print a receipt.

In this chapter, you will access and run reports, query
checks, and view a search result as well as view
historical reports.

8. Reporting on Scanned Checks and
Historical Reports

9. Troubleshooting In this chapter, you will learn how to acquire and regain
user access and passwords, as well as resolve problems
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transmitting and closing a batch. Additionally, you will
understand who to contact for access and scanner
issues. This Chapter will help you to decipher OTCnet
error messages and how to refill the ‘Electronically
Processed’ hand stamp if applicable.

In this chapter, you will understand administrative detail
for cost, paperwork, policy, training and customer
service, as well as password requirements and security
10. Appendix guidance.
This chapter also describes how to resolve check issues,
return equipment procedure and offers information about
using CIRA and the MVD.

In this chapter, you will learn how to properly scan a
11. RDM Scanner Appendix check using the RDM scanner, maintain your scanner
and contact the scanner support help desk.

In this chapter, you will learn how to properly scan a
12. Panini Scanner Appendix check using the Panini scanner, maintain your scanner
and contact the scanner support help desk.

In this chapter, you will learn how the queue interfacing

4. QUere (e functionality is used (if applicable to your Agency).
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Summary

In this chapter, you learned about:
*= The Introduction to OTCnet

= The Overview of OTCnet Participant User Guide Content

In the next module, you will learn how to access and navigate OTCnet.

Notes
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Glossary

>‘

Access Groups by Users Report - This report displays the roles and the corresponding
access groups of the role for a particular OTCnet user. The role assigns the permissions
(functions/features) that a user has access to in OTCnet. The access group governs the OTC
Endpoint(s) and the data that a user has permission to access.

Accounting Code - A unique agency classification code assigned to a transaction, which
identifies the FRB Account Key that is used within the Federal Reserve. In check capture, itis a
method of grouping individual check transactions into certain classifications. In deposit
reporting, the classification is being done at a voucher level, where a voucher is being classified
with one or many agency defined accounting codes or TAS.

Accounting Code Description - A brief explanation that provides further detail about an
accounting code.

Accounting Code Name - The title of the accounting code.

Accounting Key - The account number assigned to a deposit when it is submitted to FRB
CASHLINK. The FRB Account Key is used by FRB CASHLINK in combination with the RTN to
determine the appropriate CAN. The FRB Account Key is similar to the CAN, but is only used
for FRB financial activity.

Accounting Specialist - A user who is an expert on the organizational structure, reporting
needs and accounting rules for their agency. This role will establish and maintain the
organizational foundation, accounting data and accounting relationships at the highest level of
the agency in OTCnet.

Acknowledged Batch Status — Indicates the batch was transmitted and fully processed by the
OTCnet server without error.

Acknowledged Error Batch Status — Indicates the acknowledge batch process experienced
system errors and the acknowledgment was unsuccessful, or a user selected to cancel the
batch acknowledgment which resulted in a batch being updated to Acknowledgment Error.

Activity Type - The parameter indicates if a User Defined Field (UDF) is used for capturing
custom agency information for a deposit or during classifying the deposit with accounting codes.
OTCnet allows for the creation of three UDFs for the deposit activity, and two UDFs for the
deposit accounting subtotals activity.

Adjustment Activity (FI) Report - A business report that allows you to view adjustments made
by your financial institution (FI).

Adjustment Activity (FRB) Report - A business report that allows you view adjustments made
by your Federal Reserve Bank (FRB).
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Adjustments by OTC Endpoints Report - A business report that allows you to view
adjustments made by Agency Location Code (ALC) and Adjustment Types (Credit, Debit or
Return Item Adjustments). An adjustment was created when a deposit ticket has been received
by a financial institution and the amount of the deposit does not match the deposit amount
reported on the deposit ticlcket.

Agency CIRA Report - A check processing business report that allows you to view the batch
level transaction activity for a specified OTC Endpoint. A user can filter the report by Received
Date, Capture Date, Batch ID, or Check Capture Operator.

Agency Contact - A person designated by an agency as the primary contact regarding deposit-
related matters.

Agency Information - The optional comments or instructions, receipt processing dates,
alternate agency contact, and internal control number for your deposit.

Agency Location Code (ALC) - A numeric symbol identifying the agency accounting and/or
reporting office.

Agency Location Code plus 2 (ALC+2) - A numeric symbol identifying the agency accounting
and/or reporting office.

Agency Manager - A user that has authorization to view and download CIRA records and view
reports.

Alternate Agency Contact — A person designated by an agency as the secondary contact
regarding deposit-related matters.

American Bankers Association (ABA) - (also known as Bank Routing Number) A routing
transit number (RTN), routing number, or ABA number is a nine-digit bank code, used in the
United States, which appears on the bottom of negotiable instruments such as checks
identifying the financial institution on which it was drawn.

Approved Batch Status - Indicates that the batch is ready for settlement (online only).
Indicates that the batch is ready for upload and settlement (offline only).

Audit Log - A table that records all interactions between the user and OTCnet Deposit
Reporting, Check Capture, Check Processing, administrative actions and other processes that
take place in the application. Some entries also contain before and after values for actions
completed. The audit log is available for download to a comma separated value report (CSV)
and opened in a spreadsheet program or available to print in a formatted audit log report.

Automated Clearing House - A computerized network used by member financial institutions to
process payment orders in machine readable form. ACH processes both credit and debit
transactions between financial institutions in batches. ACH items are settled electronically and
do not require an image.

Awaiting Approval (AWAP) - A deposit that is waiting for deposit confirmation by a Deposit
Approver.
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B

Back Office Processing Method - Indicates that a customer presented a check in person, but
the check is being scanned in a controlled back-office environment away from the customer.

Batch - A file containing the transaction information and tiff images (collection of scanned
checks) of one or more checks, which will be sent for settlement.

Batch Approver - An agency user that has the authorization to approve a batch either prior to
batch upload from OTCnet Offline or when a batch is uploaded/submitted to OTCnet Online but
not yet approved. The Batch Approver permission must be applied to either a Check Capture
Lead Operator or Check Capture Operator roles and allows the operators to approve batches
that they have created. This role should be granted in limited cases at sites where there is a
need for the operator to perform this function without a Check Capture Supervisor present.

Batch Control/Batch Balancing - An optional feature (which can be configured to be
mandatory) that agencies can use as a batch balancing tool to perform checks and balances on
the number of checks that have been scanned, and ensure their respective dollar amounts and
check number totals have been accurately entered. The functionality is available for both single
item mode and batch mode.

Batch ID - The unique number assigned to a batch by OTCnet.

Batch List Report - A report that contains transaction information for each batch item, including
the Individual Reference Number (IRN), Iltem Type, ABA Number, Account Number, Check
Number, and Amount.

Batch Status - Reflects the current state of a batch during processing, transmission, and
settlement. The batch states for OTCnet Online are Open, Closed, Approved, and Forwarded.
The batch states for OTCnet Offline are Open, Closed, Approved, Sending, Sent,
Acknowledged, Send Error, and Acknowledgment Error (offline only).

Batch Uploader - An agency user that has the authorization to upload a batch from OTCnet
Offline to the online database. The Batch Uploader permission must be applied to either a
Check Capture Lead Operator or Check Capture Operator roles and allows the operators to
auto-upload the batch upon close (if terminal is configured to do so), or upload approved
batches. This role should be granted in limited cases at sites where there is a need for the
operator to perform this function without a Check Capture Supervisor present.

Blocked - A customer may no longer present checks for a specific ABA number and account
number due to manual entry by authorized persons into the MVD rather than the result of a
failed transaction. If desired, an authorized user can edit the transactional record to a clear
status.

Bureau of the Fiscal Service (FS) — (formerly FMS) The bureau of the United States
Department of Treasury that provides central payment services to federal agencies, operates
the federal government’s collections and deposit systems, provides government wide
accounting and reporting services, and manages the collection of delinquent debt owed to the
government.
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Business Event Type Code (BETC) - A code used in the CARS/GWA system to indicate the
type of activity being reported, such as payments, collections, borrowings, etc. This code must
accompany the Treasury Account Symbol (TAS).

C

CASHLINK Il - An electronic cash concentration, financial information, and data warehouse
system used to manage the collection of U.S. government funds and to provide deposit
information to Federal agencies.

CASHLINK Il Account Number (CAN) - The account number assigned to a deposit when it is
submitted to CASHLINK II.

Capture Date - The calendar date and time the payment is processed by the agency.
Cashier ID - The ID of the user that created the transaction.

Central Accounting Reporting System (CARS) — (formerly GWA)The system that addresses
the central accounting and reporting functions and processes associated with budget execution,
accountability, and cash/other asset management. This includes the collection and
dissemination of financial management and accounting information from and to federal program
agencies.

Central Image and Research Archive (CIRA) - The Central Image Research Archive (CIRA) is
an image archive of all items processed in the OTCnet System.

Characteristics - The properties of a user, organization, deposit, or financial institution.

Check 21 - Provides the legal framework for the creation of substitute checks which can be
used in place of the original paper document, without an agreement in place with other financial
institutions. A substitute check is a paper reproduction of the original check. Check 21 items
require an image before they can settle. Check 21 is also referred to as check truncation.

Check Amount - The dollar amount of the check.

Check Capture — The component of OTCnet used to process scan images of checks and
money orders through OTCnet for the electronic deposit of checks and money orders at
financial institutions. Check capture can be done online through the internet, or offline through
the user’s desktop.

Check Capture Administrator - An agency user that has the authorization to define and modify
the check capture sites; to manage accounting codes; to modify endpoint mappings; to
configure Check Capture functions and perform upgrades of the application; to create and
download user profiles; as well as download software or firmware to the terminal using the
Download Check Capture application permission.

Check Capture Lead Operator - An agency user that has the authorization to in scan checks
into a batch, close a batch, balance check amounts and enter batch control values during batch
closing. Additionally, the user is authorized to accept checks with poor quality, make MICR line
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corrections, and accept duplicate checks. This user is not authorized; however, to use an out-of-
date LVD.

Check Capture Offline — A web-based functionality in the offline Check Capture application
that resides in the user’s desktop for capturing check images for the electronic deposit of checks
and money orders. The check transactions are stored within a local database, and the check
information will need to be uploaded to OTCnet server when there is internet connectivity before
they can be deposited for settlement.

Check Capture Online — A web-based functionality within OTCnet to allow agencies users to

process scanned images of checks and money orders for the electronic deposit of checks and
money orders at financial institutions. The check transactions are directly saved to the OTCnet
online database, and no upload of batches of checks are needed.

Check Capture Operator - An agency user that has the authorization to perform only very
minimal Check Capture activities. This user has authorization to scan checks into a batch and
close a batch. This user does not have authorization to accept duplicates, make MICR
corrections, authorize the use of out-of-date LVD, or accept checks with poor quality.
Additionally, the user can enter/apply the Accounting Code at the time of scanning checks is
established.

Check Capture Supervisor - An agency user that has the authorization to perform all the
functions on the Check Capture. The user has authorization to accept duplicates (not
recommended), make MICR corrections, authorize the use of out-of-date LVD, and accept
checks with poor quality as well as view, modify, import, and modify endpoint mappings.

Check Number - The printed number of the check writer’s check.

CIRA CSV Historical Report - A check processing business report that allows you to query
check records that are associated with batches that have been forwarded for settlement more
than 18 months ago. The exported comma separated value report (CSV) data can be used to
import into other applications within an agency.

CIRA CSV Report - A check processing business report that allows you to export data based
on a query to a comma separated value report (CSV). The exported data can be used to import
into other applications within an agency.

CIRA Viewer - A user that has authorization to view CIRA records and download CSV files.

Clear - Indicates that a customer may present checks for a specific ABA Number and Account
Number, because the prior restrictions on the individual's check payments have been removed.
Note: Manually cleared items are permanently cleared. If a transaction is cleared in error,
manual suspend, block or deny records need to be created in its place to prevent transactions.

Closed Batch Status - Indicates the batch is closed and no new checks may be scanned into
that batch.

Collections Information Repository (CIR)- (formerly TRS) A collections reporting tool,
supplying the latest information on deposits and detail of collections transactions to federal
agencies. The system will allow financial transaction information from all collections systems
and settlement mechanisms to be exchanged in a single system.
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Comma Separated Values (CSV) - A computer data file used for storage of data structured in a
table form. Each line in the CSV file corresponds to a row in the table. Within a line, fields are
separated by commas, each field belonging to one table column.

Confirmed - A deposit that has been reviewed and then confirmed by a financial institution or
FRB.

Cost Center Work Unit (CCWU) — A Federal Reserve cost center work unit that processing the
FRB deposits and adjustments. It is normally abbreviated as CCWU, and provided only on non-
commercial (FRB settled) transactions. Debits and credits processed by FRB Cleveland will be
noted with the CCWU number 9910 on the daily accounting statement agencies receive from
the Federal Reserve Bank.

Custom Label - Text defined by OTCnet that describes a level in the organization hierarchy,
the internal control number, or agency accounting code.

Customer Not Present Processing Method - The processing method selected in OTCnet
when processing a check that has been presented by a check writer who is not present at the
agency location i.e., mail.

Customer Present Processing Method - The processing method used in the OTCnet when
the check writer is presenting the check in person.

D

Daily Voucher Report - A business report that allows you to view the daily voucher extract.
Data Type - The type of data that should be entered for a user defined field.

Date of Deposit - The date, prior to established cut off times, the user transmits a batch of
checks and money orders through check capture, or the date the agency sends the physical
negotiable instruments to the financial institution.

Debit Gateway - The financial settlement program that is responsible for the presenting and
settling of payment transactions acquired through the OTCnet application. The Debit Gateway
receives a transaction file from OTCnet and determines the proper path for settlement of each
item. Items are either converted to ACH for direct automated clearing house debit, or are
included in an image cash letter, which is sent to the Check 21 system for presentment to
paying banks. Once the file is processed, the Debit Gateway sends a Response Processing File
(RPF) to OTCnet with the status of each of the items.

Demand Deposit Account (DDA) - The account at a financial institution where an organization
deposits collections.

Denied - Indicates that OTCnet system permanently denies an individual from cashing a check
through OTCnet based on the combination of ABA number, account number, and User Defined
Field 1. User Defined Field 1 is usually the SSN number of an individual.
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Deny Date - Indicates when the verification record (MVD/LVD) expires, and OTCnet can start
accepting checks that will be presented by a check writer that has previously presented a bad
check. The Deny Date is calculated based on suspension periods configured in the Check
Cashing policy of an OTC Endpoint.

Deposit - A collection of over-the-counter receipts deposited to a Treasury General Account for
credit.

Deposit Activity (FI) Report - A business report that allows the financial institution to view
deposits submitted to its location.

Deposit Activity (FRB) Report - A business report that allows you to view deposits submitted
to your FRB.

Deposit Approver - A user who has authorization to review and submit deposits to a financial
institution.

Deposit Confirmer - A user at a financial institution that has authorization to verify the accuracy
of deposits received from an agency.

Deposit History by Status Report - A business report that allows you to view deposits by
status.

Deposit Information - The attributes that define a deposit: deposit status, voucher number,
deposit endpoint, ALC, voucher date, deposit total, check/money order subtotal, currency
subtotal, and subtotals by accounting code.

Deposit Preparer - A user that has authorization to prepare and save deposits for approval to a
Deposit Approver.

Deposit Total - The total amount of over-the-counter receipts included in the deposit.

Deposits by Accounting Code Report - A business report that allows you to view deposits by
accounting code.

Deposits by OTC Endpoint Report - A business report that allows you to view deposits by
OTC Endpoint.

Display Order Number - The order in which user defined fields (UDFs) should be displayed.
Draft - A deposit that is saved for modification at a later date by a Deposit Preparer.

F

Failed - The item was unable to be processed and/or settled by Treasury/FMS. These are item
that could not be collected such as foreign items or possible duplicate items. These items are
not included on your 215 Report.

Federal Program Agency - A permanent or semi-permanent organization of government that is
responsible for the oversight and administration of specific functions.
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Federal Reserve Bank (FRB) - A Federal Reserve Bank is one of twelve regulatory bodies
throughout the United States that make up the Federal Reserve System. Each Bank is given
power over commercial and savings banks in its area and is charged with making sure that
those banks comply with any and all rules and regulations.

Federal Reserve Bank-Cleveland (FRB-C) - FRB-C serves as the conduit for settlement of
transactions originating from the OTCnet application. FRB-C is responsible for receiving the
transaction data from OTCnet via forward file, and performing check clearing/transaction
settlement as the ‘debit gateway’.

Federal Reserve System's Automated Clearing House (ACH) System - Enables debits and
credits to be sent electronically between depository financial institutions.

Financial Institution (FI) - A bank, designated by the Treasury and a Treasury General
Account (TGA) of International Treasury General Account (ITGA), which collects funds to be
deposited in the Treasury General Account. These banks also include the Federal Reserve
Bank (FRB).

Financial Institution Information - The name, address, routing transit number, and the
demand deposit account number of a financial institution.

Firmware - A release used for initial download or upgrades to the scanner software that allows
a scanner to be used on a terminal. The firmware versions also contains a series of other back-
end installation files that should be installed on a terminal to enable it to be used for Check
Capture in OTCnet.

Fiscal Year - A 12-month period for which an organization plans the use of its funds.

FMS Statistical Report - A check processing administration report that allows you to view
statistical details for an OTC Endpoint. The report includes statistical information regarding the
total transactions, overall success rate, total returns sent back to the agency, and total returns
received. The report is available for 15 rolling days.

Forwarded Batch Status - Indicates the batch has been sent to Debit Gateway to initiate the
settlement process.

Forwarded File - A term that is assigned to a file that contains the check transactions that is
send from channel applications, such as OTCnet or ECP, to Debit Gateway for settlement
purposes.

Franker - An internal stamp unit that stamps a check with “Electronically Processed” after the
check is processed and scanned. Franker availability is based on the model of your scanner.

Franking - The process of stamping a check processed through Check Capture. The stamp
indicates that the check was electronically processed.

H

Highest Level Organization - The primary level of the organization hierarchy.
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IBM Tivoli Identity Manager (ITIM) - Refers to FMS’s Enterprise provisioning tool for user
account and identity management.

Individual Reference Number (IRN) - The auto-generated unique number used in OTCnet to
identify Check Capture transactions.

Input Length Maximum - The maximum number of characters that may be entered in a user
defined field.

Input Length Minimum - The minimum number of characters that may be entered in a user
defined field.

Internal Control Number - A customizable field for agency use to further describe a deposit.

Item Detail Report - A report that contains the information about an individual item (check)
associated with a batch. The report print-out will contain MICR information, data entered about
the check, and an image of the check obtained during scanning.

Item Type - Indicates whether the check presented is a personal or business check. This
determines whether the check is handled through Check 21 (non-personal) or FedACH
(personal).

L

Local Accounting Specialist - A user who is an expert on the organizational structure,
reporting needs and accounting rules for their depositing endpoint and its lower level OTC
Endpoints. This role will establish and maintain the organizational structure, accounting code
mappings to individual endpoints and the processing options that one or more lower level OTC
Endpoints will use in OTCnet.

Local Security Administrator (LSA) - An agency or financial institution/federal reserve bank
user who has authorization to maintain user access to an organization, including
assigning/removing user roles and assigning/removing organization hierarchy access. This user
is also able to request and create users for the organization.

Local Verification Database (LVD) - A database (specific to the endpoint using OTCnet) that is
downloaded from OTCnet and stored locally on the agencies network, which replicates the
information found in the Master Verification Database (MVD).

Lower Level Organization - Any organization created below the highest level organization.

LVD Contents Report - A check processing business report that allows you to view the
contents of a Local Verification Database (LVD) for a given OTC Endpoint.

M
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Magnetic Ink Character Recognition (MICR) - Digital characters on the bottom edge of a
paper check containing the issuing bank's ABA number and account number. The check
number may also be included.

Master Verification Database (MVD) - It is an online database specific to the agency that
maintains the agency hierarchy check cashing policy, information on bad check writers, and
manually entered blocked items based on an agency’s policy. Bad check information is
accumulated in the MVD as agencies process checks through Check Capture. The MVD
provides downloads of dishonored check information and blocked items via the Local
Verification Database (LVD) on a daily basis.

MVD Editor - A user that has the authorization to view, edit, and download CIRA records, view
verification records, and read blocked records containing only ABA permissions.

MVD Viewer - A user that has the authorization to view and download CIRA records, view
verification records, and read blocked records containing only ABA permissions.

N

Non-Personal Item Type - Indicates that the name on check is an organization, or the check is
a money order, traveler's check, or third-party check.

Non-Reporting OTC Endpoints Report - A business report that allows you to view OTC
Endpoints that have not reported a deposit.

O

Open Batch Status - Indicates the batch is open and accepting new checks.
Organization - The location or level within a Federal Program agency.
Organization Hierarchy - The structure of a Federal Program agency as defined in OTCnet.

Organization Hierarchy Report - A check processing business report that allows you to view
the target OTC Endpoint within the context of the current OTC Endpoint.

OTC Collections - Receipts that contain cash, checks, and/or money orders that are collected
over-the-counter by organization endpoints in exchange for goods or services.

OTC Endpoint - The endpoint (location) that collects over-the-counter (OTC) receipts and
deposits them to the Treasury’s General Account.

OTC Endpoint (CHK) - The endpoint (location) setup in OTCnet to use check capture.
OTC Endpoint (TGA) - The endpoint (location) setup in OTCnet to use Deposit Reporting.

OTC Endpoint Mapping - The assignment of accounting codes to an agency’s OTC Endpoint,
for which a deposit amount can be allocated.
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OTCnet Offline - Refers to the over the counter application that provides Check Capture
functionality to end users with limited internet connectivity, and provides the capability to upload
offline-captured batches to the Online OTCnet application for processing.

OTCnet Online - Refers to the web-based over the counter application that provides Check
Capture, Check Processing and Deposit Processing functions to end users (that have constant
internet connectivity).

Over the Counter Channel Application (OTCnet) - Refers to the over the counter application
that provide Check Capture and Deposit Reporting to end users.

P

Personal Item Type - Indicates that the name on check is an individual’'s name, not acting as a
business.

Personally Identifiable Information (PlI) - It is any piece of information which can potentially
be used to uniquely identify, contact, or locate a single person or can be used with other
sources to uniquely identify a single individual. Examples of PIl include but are not limited to
social security numbers, dates and places of birth, mothers’ maiden names, biometric records.

Primary Local Security Administrator (PLSA) - An agency or financial institution/federal
reserve bank user who has authorization to maintain user access to an organization, including
assigning/removing user roles and assigning/removing organization hierarchy access. This user
is also able to request and create users for the organization.

Processing Options - User-defined parameters for the deposit and adjustment processes.

Processing Options by OTC Endpoints Report - A business report that allows you to view
processing options defined for endpoints within the organization.

Q

Queue Interface — Used by military agencies that utilize the Deployable Disbursing System
(DDS) database bridge. It provides a single transaction input point, prevents data entry errors,
and discrepancy between both systems.

R

Received - The agency has sent this transaction through OTCnet. No settlement has been
performed for this transaction yet.

Received Date - The date the check was received by web-based OTCnet.

Rejected - A deposit that is returned by a financial institution or FRB to the Deposit Preparer to
create a new deposit.
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Represented - This transaction was returned with a reason code that allows for another
collection attempt to be made (see Appendix Chapter of the Participant User Guides for Reason
Codes). Depending on an agency'’s policy, the item is reprocessed in an attempt to collect the
funds from the check writer. Items with this status are in-process of collection.

Retired - This transaction was unable to be collected. The agency receives an SF5515 Debit
Voucher Report with a debit processed to Debit Gateway, the effective date and debit voucher
number. The offset to the agency’s debit is an ACH return or a paper return (Check 21) received
from the check writer’s financial institution. This transaction cannot be processed again through
OTCnet.

Return Reason Codes - Represent the numeric codes used in the ACH and paper return
processing, which specify the reason for the return of the transaction and Check 21 codes.

Return Settlement Date - The effective date of settlement of the returned check item.

Returned Item - A check that was originally part of an OTCnet deposit but returned to the
financial institution for non-sufficient funds, closed account, etc.

Routing Transit Number (RTN) - (also known as American Bankers Association (ABA)
Number or Bank Routing Number) - The nine-digit number used to identify a financial
institution.

S

Save as Draft - An option that allows a Deposit Preparer to save a deposit for modification at a
later date.

Save for Approval - An option that allows a Deposit Preparer to save a deposit for a Deposit
Approver to submit to a financial institution.

Send Error Batch Status — Indicates the batch was transmitted and fully processed by the
OTCnet server without error.

Sent Batch Status — Indicates the batch was uploaded online without error.
Separation of Duties - A concept used to ensure there are typically separate personnel with
authority to authorize a transaction, process the transaction, and review the transaction.

Settle Best Method - The option that allows OTCnet to decide the best settlement method for
personal and non-personal checks.

Settled - This transaction is complete and the funds have been credited to the agency’s
Treasury General Account. The effective date of the deposit and the SF215 Deposit Ticket
Report deposit ticket number are provided.

Settlement Date - The payment date of a check item, which is when the deposit is debited from
the check writer's account.

SF215 Deposit Ticket Report - The report presented to a financial institution by a U.S.
government agency with checks and other payment instruments to make a manual deposit. This
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report is manually generated for Deposit Reporting and auto-generated for Check capture. The
report is searchable for a duration of up to 45 days in OTCnet.

SF5515 Debit Voucher Report - The report used to debit the Treasury General Account (TGA)
to decrease the amount of a deposit made to that account. This report is manually generated for
Deposit Reporting and auto-generated for Check capture. The report is searchable for a
duration of up to 45 days in OTCnet.

Share Accounting Module (SAM) - The application that facilitates the process of validating or
deriving Treasury Account Symbol (TAS) and Business Event Type Code (BETC) combinations
to assist CARS/GWA in classifying financial transactions as they occur.

Short Name/Code - The user-defined text describing an organization. Short Names/Codes
must be unique within an organization hierarchy.

Submit - An option that allows a Deposit Approver to submit a deposit to a financial institution.

Submitted - A deposit that is submitted and waiting deposit confirmation by a Deposit
Confirmer.

Suspend - Indicates that an individual's record is set to a predetermined suspension period.
During this time, OTCnet prevents an individual from processing a check through OTCnet. The
individual's database record has a Trade Status of Suspend and the expiration date is set until a
specific date.

T

Terminal ID - The unique humber assigned to the workstation where a user performs functions
in OTCnet.

Trade Status - Represents the status of the verification records. There are four 4 possible trade
statuses in the system: Blocked, Denied, Suspended, and Cleared. The Trade Status D-
Suspended or D-Denied is assigned to auto generated Dynamic records.

Transaction History - Defines the time range that a Deposit Confirmer will be able to view the
historical deposit transactions for his or her financial institutions. For example, if the transaction
history is set at 45 days, the Deposit Confirmer will be able to view all the deposits that he or
she has confirmed for the past 45 days.

Treasury Account Symbol (TAS) - The receipt, expenditure, appropriation, and other fund
account symbols and titles as assigned by Treasury.

U

Universal Serial Bus (USB) - A connection port on a computer that is universally compatible
with many types of devices, such as printers, speakers, mouse, flash drives, etc.

US Dollar Equivalent (USE) - The deposit amount, in United States currency, which is equal to
the foreign currency for which it is being exchanged.
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US Treasury - The executive department and the Treasury of the United States federal
government.

User Defined Field (UDF) - A user-defined text that describes deposit activity or deposit
accounting activity.

User Information Report - A security report allows that you to view a user’s contact
information.

Users by Access Group (FI) Report - A security report that allows you to view users by
financial institution.

Users by Access Group (FPA) Report - A security report that allows you to view users by
OTC Endpoint.

Users by Role (FI) Report - A security report that allows you to view users by role for your
financial institution.

Users by Role (FPA) Report - A security report that allows you to view users by role for your
OTC Endpoint.

V

View CAS$HLINK Il File Status Report - An administration report that allows you to view the
status of deposit report files that have been processed by CA$HLINK Il or are ready for
CASHLINK II to process.

View FRB CAS$HLINK File Status Report - An administration report allows you to view the
status of deposit files that have been sent to FRB CA$SHLINK.

View TRS File Status Report - An administration report allows you to view the status of TRS
files that have been processed by Transaction Reporting System (TRS) or are ready for TRS to
process.

View Vouchers Completed Report - An administration report allows you to view the status of
deposit and adjustment vouchers that have completed processing through the FI System To
System Interface in the past 36 hours.

View Vouchers in Progress Report - An administration report allows you to view the status of
deposit and adjustment vouchers in progress.

Viewer - A user who has authorization to view OTCnet information and produce reports from it.

Voucher Date - The business processing day the check transaction is received by the Debit
Gateway from the channel applications.

Voucher Number - The number assigned to a deposit by OTCnet.
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Audience, Overview and Topics

Audience
The intended audience for Installation Requirements Participant User Guide includes:
= System Administrator
» Check Capture Administrator
= Check Capture Supervisor
» Lead Check Capture Operator

= Check Capture Operator

Overview
Welcome to Installation Requirements. In this chapter, you will learn:
= How to prepare your system to use OTCnet

* How to prepare your system to use OTCnet's check capture component

Topics
This chapter is organized by the following topics:
= Topic 1. OTCnet System Requirements
» Topic 2. OTCnet Check Capture System Requirements
= Topic 3. OTCnet Check Capture Hardware Requirements

= Topic 4. OTCnet Check Capture Printer Requirements
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Topic 1. OTCnet System Requirements

This document provides system and configuration requirements for the use of OTCnet for deposit
processing and check processing/ check scanning. This document also provides system and
configuration requirements for the offline version of OTCnet, which is available for users performing check
processing / check scanning in areas with low bandwidth and/or unreliable internet connectivity.

OTCnet General Requirements

This section details the system and configuration requirements necessary to utilize OTCnet for deposit
processing. Additional requirements are necessary for OTCnet check processing / check scanning.
Refer to the “OTCnet Check Processing Requirements” and “OTCnet Check Capture Offline Application
Requirements” sections on the next page for more information.

Operating System

The following operating systems are supported by OTCnet:

=  Windows XP*!
» Windows Vista!
=  Windows 72

1 XP and Vista operating systems for OTCnet are restricted to 32-bit
% For Windows 7, OTCnet supports both 32-bit and 64-bit versions of the operating system

System Requirements

The following are requirements necessary to operate OTCnet:

= Web Browser: Internet Explorer 7%, 8 or 92, 32-hit version only.
= Compatibility View or Browser Mode: If using IE9, Compatibility View must
be used or the Browser Mode must be set to IE8 when accessing OTCnet.
Further information is provided below in the Technical Reference Guide.
= Entrust Root Certificate: The Entrust (2048) Root Certificate must be installed in
the “Trusted Root Certification Authorities” certificate store on the “local machine” (all
user profiles) for the workstation. This certificate is normally installed by default with
Internet Explorer. If it has been removed, you will need to have your agency re-install
the certificate.
* Internet Options Security Settings:
= “Use SSL 3.0” or “Use TLS 1.0” must be enabled in the advanced tab of
Internet Options for all user profiles on the workstation. OTCnet is a secure
website and requires at least one of these settings to be enabled.
e If accessing ITIM in the QA environment, “Use TLS 1.0” must be
enabled.
e “Use TLS 1.0” does not have to be enabled to access ITIM or OTCnet
in the production environment, but if it is disabled, “Use SSL .0” must
be enabled.
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Ports: Router/Firewall Administrators must ensure and verify that outbound ACL
(Access Control List) has complete https access, on port 443.

Workstation Memory: 2 GB physical memory is required; 4 GB is recommended.
Free Disk Space: 20 MB of free disk space is required.

Window Resolution: Windows Resolution should be 1024x768 or 800x600.

! Internet Explorer 7 is not supported on Windows 7.
ZInternet Explorer 9 must be operated in Compatibility View or IE8 Browser Mode. Additional

information is provided below in the Technical Reference Guide.

Other Requirements

Users must have access to a unique email address to change their initial OTCnet passwords
and access the online system.
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Topic 2. OTCnet Check Capture System Requirements

The following system requirements are necessary for utilizing OTCnet check processing/check
scanning. Note that these requirements must be performed by a workstation administrator (a
user who is logged onto the workstation as a workstation administrator):

OTCnet Check Capture Application System Requirements

The following system requirements are necessary for utilizing OTCnet check processing.
Please note that these requirements must be performed by a workstation administrator (a user
who is logged onto the workstation as a workstation administrator):

= Treasury Root Certificate: The Treasury Root Certificate must be installed in the “Trusted
Root Certification Authorities” certificate store on the “local machine” (all user profiles) for the
workstation. Instructions for obtaining and installing the Treasury Root Certificate can be
found on the EMS OTCnet homepage under the OTCnet Onboarding Toolkit.

= Security Certificate: A security certificate that is required to use OTCnet Offline is due to
expire on June 14, 2014. All agencies using OTCnet Offline must run the Security Update
Installer — 2.0.0 to ensure continued functionality of OTCnet Offline after this date. For
detailed instructions on how to download and install the Security Update Installer — 2.0.0,
please reference the Download and Install OTCnet Security Update printable job aid located
under the OTCnet Onboarding Toolkit on the EMS OTCnet homepage.

= OTCnet URLs Added to Trusted Sites Zone: OTCnet URLs must be assigned to the
Trusted Sites zone for Windows Vista and Windows 7 for all user profiles on the workstation.
Note that this requirement is not necessary for Windows XP workstations. Instructions for
adding OTCnet URLSs to the trusted sites zone is provided below in the Technical Reference
Guide.

= ActiveX must be enabled in browser: This must be enabled for all user profiles on the
workstation that use OTCnet. ActiveX is typically enabled in the Trusted Sites Zone. Ifitis
not enabled in the Trusted Sites Zone or if the OTCnet URLs cannot be added the Trusted
Sites Zone, ActiveX will need to be explicitly enabled. Instructions for enabling ActiveX are
provided below in the Technical Reference Guide.

= ActiveX Filtering must be disabled in browser (IE9 only): If using IE9 (in Compatibility
View or IE8 Browser Mode), ActiveX Filtering must be disabled. Further information is
provided below in the Technical Reference Guide.

= Scanner Drivers (.MSl installation file): Scanner driver and firmware (provided in an .MSI
installation file) must be installed on the workstation. Instructions for obtaining and installing
the .MSil file will be provided in a separate document. Further information is provided below
in the Technical Reference Guide.

= Java Runtime Environment (JRE), 32-bit: The Java Runtime Environment (Java SE 6 or
Java SE 7, 32-bit) must be installed and enabled on the workstation. It is recommended
that the latest version of Java be maintained at all times to ensure the highest level of
security and functionality for your workstations. However, please reference your
agency’s internal policies and procedures prior to taking any action. Please note that
Java 6 is no longer supported by Oracle and is no longer receiving new security
updates. The content of some of the Java updates may cause issues and/or inconsistencies
with some browser/workstation combinations and OTCnet check scanning. The chart below
shows results of our latest Java compatibility testing.
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Java Version Compatibility

Operating System / Browser

Compatibility3’4’5

Compatibility3’4’5

Compatibility3’4’

Compatibility3’4’

. Windows 7 64
Java Version Windows XP 32- | Windows XP 32- | Windows Vista S bit / IE9
bit / IE7 bit/IE8 32-bit/IE8 (Compatibility
View Mode)
lavab | 60 0t01.6045 | C ible | ¢ ible” | ¢ ible” | ¢ ible"® c ible™
(32-bit) .6.0 0t0 1.6.0_ ompatible ompatible ompatible ompatible ompatible
Limited Limited Limited Limited Limited
1.7.0 0101.7.0_3 Compatibility™** | Compatibility™*® | Compatibility™> | Compatibility™** | Compatibility™
Limited Limited Limited Limited Limited
1.7.0_1 1.7.0_1 A
Java 7 7.0_10t0 1.7.0_19 Compatibilityz""5 Compatibilityz""5 Compatibilityz""5 Compatibilityz""5 Compatibilityz’
(32-bit) 1.7.0_21t0 1.7.0_40 Limited Limited Limited S Limited S Limited

Compatibility®

1.7.0_45

Compatible“’5

Compatib|e3’4’5

Compatible“’5

Compatible“’5

Com patib|e3‘4'

1.7.0_51

Compatible2

Compa\tible2

Compatible2

Compatible2

Compatible2

There is no Java security slider for these Java versions.

>The Java security slider in the Java Control Panel can be set to any value (Medium, High or Very
High) for these Java versions.

% The Java security slider in the Java Control Panel must be set to Medium for these Java versions in
order for OTCnet to function properly.
“Itis highly recommended that users on Java versions 1.7.0_0 to 1.7.0_45 update to the latest version
of Java to ensure full OTCnet functionality.
Features of OTCnet requiring Java may not have full functionality on Java versions 1.7.0_0 to

1.7.0_45.

®You may be prompted to accept security warnings to continue using OTCnet when using a Java
version below 1.7.0_51 on your workstation.

Please note that for users running OTCnet on Java versions below 1.7.0_51, Java security
warnings may appear on OTCnet pages where Java is required, but you should be able to
continue processing with OTCnet. If you are using OTCnet Offline with the latest version of
Java and upgraded or installed OTCnet Offline prior to March 14, 2014, please ensure that
the OTCnet Security Update - January 2014 is installed on your machine to ensure
compatibility with OTCnet.

Agencies upgrading to or installing OTCnet Offline Release 1.4 after March 14, 2014 need
to install OTCNET-1.4.0 and the Security Update Installer- 2.0.0. Agencies that upgraded to
or installed OTCnet Offline Release 1.4 prior to March 14, 2014 need to install the Security
Update Installer — 2.0.0 and the OTCnet Security Update — January 2014.

Furthermore, please note that the above results may not match the results from your specific
environments. If you experience additional issues with Java, please contact the Treasury
OTC Support Center.

To improve Java security, Oracle has implemented an automatic "expiration" of the current
Java version whenever a new release with security vulnerability fixes becomes available.
The current Java version (1.7.0_51) will automatically expire with the release of the next
critical patch update (security vulnerability fixes).

Check Capture and Check Processing
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For systems without connectivity to Oracle Servers via the internet, a secondary mechanism
containing a hard coded expiration date expires the previous version of Java one month
after the latest scheduled critical patch update is released.

After either condition is met (new release becoming available or hard coded expiration date
reached), Java will provide additional warnings and reminders to users to update to the
newest version.

= Adobe: All versions of Adobe are compatible with OTCnet, although Adobe X may
require web browser configuration changes.

= Adobe Reader’: Adobe Reader must be installed on the workstation to support receipt
printing. All versions of Adobe are compatible with OTCnet, although Adobe X may
require web browser configuration changes.

OTCnet Check Capture Offline Application System
Requirements

This section details the additional system and configuration requirements necessary to use the
offline version of OTCnet, which is available for users performing check processing / check
scanning in areas with low bandwidth and/or unreliable internet connectivity. These
requirements are only necessary for the OTCnet Check Capture Offline Application.

The following system requirements are necessary to use the offline version of OTCnet.

* Free Disk Space: 600 MB additional disk space. 350 MB is required to install the
application; 250 MB is recommended to accommodate transaction and audit log
data.

= Secondary Storage: Secondary storage is required. It is recommended that an
external hard drive or network drive is used instead of a local folder for storage on
the individual offline terminal. An external hard drive or network drive with 150 MB
free disk space or USB flash drive is advised.

= Java Access Bridge: For 508 users, the Java Access Bridge must be installed on
the workstation for Check Processing Offline to support the reading of a few browser
pop-up windows. To install the Java Access Bridge,
go to https://cds.sun.com/is-bin/INTERSHOP.enfinity/WFS/CDS-CDS_Developer-
Site/len_US/-/USD/ViewProductDetail-Start?ProductRef=accessbridge-2.0.1-oth-
JPR@CDS-CDS_Developer.

» Windows User Permissions: OTCnet users must not have Windows administrator
access to the workstation on which the Offline application is installed. In addition, all
workstation users must have “write” access to the following subfolders within the
Offline application’s main installation folder:

0 C:\OTCnet_prod\data
o C:\OTCnet_prod\log

0 C:\OTCnet_prod\server\logs
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All other folders and subfolders within the main Offline application folder must be set
to Read-only permissions for all OTCnet users on the workstation. Agencies assume
responsibility for application exploits resulting from the failure to follow this
requirement.

McAfee Exclusion: McAfee Antivirus users that experience slow application startup
times are advised to implement the following exclusions based on the Operating
System used at the terminal.

Windows XP:

C:\Documents and Settings\*\Local Settings\Temp\jetty-0.0.0.0-XXXX-otcnet-
offline.war-_otcnet-any-\

C:\Documents and Settings\*\Local Settings\Temp\JRCJINI\
C:\OTCnet_prod\

Windows 7:
C:\Users\*\AppData\Local\Temp\*\jetty-0.0.0.0-XXXX-otcnet-offline.war-_otcnet-any-\
C:\Users\*\AppData\Loca\Temp\*\JRCJINN\

C:\OTCnet_prod\

Please note that the McAfee Exclusion C:\OTCnet_prod\ is based on the default
install location for OTCnet. Users should apply the appropriate McAfee Exclusion
above based on the install location of OTCnet selected during the installation
process. During the installation process of OTCnet Offline, users have the option to
select the location to install.

Also, please note that users should apply the appropriate McAfee Exclusion above
based on the Server HTTPS Port used in the OTCnet Offline installation process.
During the installation process of OTCnet Offline, users have the option to input the
Server HTTPS Port or keep the default Port setting. Please note the McAfee
Exclusions above use the Server HTTPS Port XXXX, however users must use Port
inputted during the installation process.

OTCnet Bandwidth Requirements

This section provides the minimum internet connectivity recommendations for setting up and
utilizing OTCnet. Your agency’s OTCnet Point of Contact (POC) has the Deployment
Specialist’s contact information, should you require assistance.

The following are bandwidth requirements necessary to operate OTCnet:

A 1.2 MB connection is recommended to download the OTCnet Scanner Firmware
and/or the OTCnet Offline client

A 512 KBPS DSL connection is recommended to utilize the OTCnet Online
application
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¢ A 512 KBPS DSL connection is recommended to utilize the OTCnet Offline
application when uploading batches
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Topic 3. OTCnet Check Capture Hardware

Requirements

This section will layout some details around the hardware used in OTCnet Check Capture. For
more details, please refer to the scanner User Guides.

Printer Hardware

Access to a printer from the workstation where the Check Capture Operator or Check
Capture Lead Operator will be using OTCnet for Check Capture is necessary. OTCnet
requires a local/LAN printer configured on each system. The ability to print is required to
properly process daily work

Scanner Hardware

A compatible check scanner connected to the workstation with an available 9-Pin Serial Port,
PC Card Slot, or USB 2.0 port is needed to capture checks.

Table 1, shown below lists the check scanners and keypads compatible with OTCnet. It also
indicates which scanners are compatible with which operating systems. The following table lists
the check scanners compatible with OTCnet. The table also indicates which version of the
scanner driver and firmware is required for each combination of scanner and operating system.
Blacked out cells indicate INCOMPATIBLE scanner and operating system combinations.

Table 1. OTCnet Check Capture Scanner Compatibility

XP Vista® Windows 7
EC5000i 1.2.1
EC6000i (non-
RDM Gen2) ! 1.2.1
Scanners 2 L.2.1or
EC7000i 1.5.1 1.5.1 1.5.1
1.2.1or
Dl MyVision 1.5.1 1.5.1 1.5.1
VisionX 1.5.1 1.5.1 1.5.1

! Supported connection via COM (male) to Serial (female)
2 Supported connection via USB (male) to USB (male) or COM (male) to Serial (Female)
? Includes AGM Windows Vista Image

Note: USB-to-Serial adapters are not supported for any scanner device.
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Optional Battery Pack

An optional battery pack can be used for the EC7000i scanner. Agencies who work in
temporary housing or in areas where electricity may not always be available can utilize the
battery pack to power the scanner for over an hour between charges. The battery package
consists of a NiCd charger and a battery pack as seen below in Figure 1.

Figure 1. Optional Battery Pack

J-wway svvitch

Charging the Battery Pack

Prior to using the battery pack, the unit must be charged by plugging it into a wall outlet. There
is a 3-way switch on the battery pack. The switch has three symbols, = ,0, and —. Press the

switch to move it to the ‘=’ symbol for charging. The LED display on the NiCd charger glows
orange for several minutes then changes to red. When fully charged, the LED display changes
to green indicating that the battery pack is now ready for use.

Note: It takes approximately two hours to charge the battery pack. The battery pack provides
1.2 hours of continuous scanning, or approximately 497 checks, and has a continuous standby
time of five hours.

Connecting the Battery Pack

To connect the battery pack to the scanner, disconnect the A/C cable from the port marked
‘power’ on the back of the scanner. Connect the short cable on the battery pack to the same
‘power’ port of the scanner. Press the 3-way switch on the battery pack to the ‘=" symbol. The
scanner should power up as normal. The third switch on the battery pack is the middle position
(the o symbol). This is the off position.
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Optional Yes/ No Keypad

The Yes/No Keypad allows the customer to confirm the amount of the transaction during a
transaction when the OTCnet terminal is configured to enable this feature, while in Customer
Present mode. There are two models of Yes/No keypads used by OTCnet:

= Ingenico i3050°
= Ingenico eN—Crypt *

% Includes AGM Windows Vista Image
Note: Both keypads are compatible with Windows XP, Windows Vista, and Windows 7.
USB-to-Serial adapters are not supported for any keypad device.
The keypads are connected through the back of the scanner as shown in Figure 2 below.

Figure 2. Optional Keypad

Ingenico eN-Crypt 150 Ingenico 3050

Figwre 2.1

The confignration that is pictured below shows the Ingenico eN-Crypt 150 kevpad. The new
Ingenico keypad is sef up in the exact same manner.

2. Plug keypad cable
AC adapter mto power
Strip.

1. Connect the scammer
cable to the back of the
scanner {right port).

Plug in the scanner’s AC
adapier mto the power
stnp. Connect the 9-pm
scanner cable end mto
the PC or notebook s
serial port, or the USB
scanner cable into the
computer's USE port.
USB connectivity is only Keypad Cable
available for the
EC70001 scanner.

3. Connect the female end of
the keypad's AC adapter to the
male end of the kevpad cable.
Then connect the kevpad cable
mto the back of the scanner as
shown (left port).

For More Information

To learn more about OTCnet, please access our website at: www.fms.treas.gov/otcnet, email us
at fms.otcinformation@citi.com or call 1-866-945-7920.
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Topic 4. OTCnet Technical Reference Guide

This section provides further information to your agency system administrator on the system
and configuration requirements needed for the online use of OTCnet. Please note that the
Check Scanning and Check Processing requirements are only necessary if OTCnet is utilized
for check processing/check scanning. Your agency’s OTCnet Point of Contact (POC) has the
Deployment Specialist’s contact information, should you require assistance.

OTCnet General Requirements

= Entrust Root Certificate: Validate that the “Entrust 2048” Root Certificate is installed in
the “Trusted Root Certification Authorities” store for all user profiles on the workstation.
The full name on the certificate is “Entrust.net Certification Authority (2048)”. The
“Entrust 2048” Root Certificate is normally installed by default with Internet Explorer. If it
has been removed, you will need to have your agency re-install the certificate, which
can be obtained at: http://www.entrust.net/developer

» |nternet Options Security Settings: “Use TLS 1.0” must be enabled in the advanced
tab of Internet Options for all user profiles on the workstation. TLS (Transport Layer
Security) must be enabled in Internet Options for all user profiles on the workstation.
TLS is normally enabled by default.

Check Scanning and Check Processing

» Treasury Root Certificate: The Treasury Root Certificate must be installed on each
workstation, so that it appears in the “Trusted Root Certification Authorities” store for all
user profiles on the workstation. Please refer to the “RootCertificatelnstall-XP.docx” or
“RootCertificatelnstall-Vista.docx” documents for detailed instructions on how to install
the Treasury Root Certificate.

= OTCnet URL Added to Trusted Sites Zone: You can use the Group Policy Object
Editor or Group Policy Object Editor snap-in to add the OTCnet URL to the Trusted Sites
Zone. This step is necessary to ensure ActiveX is enabled for OTCnet check scanning
(ActiveX is typically enabled in the Trusted Sites Zone). Add the following OTCnet URL
to the Trusted Sites Zone for all user profiles on the workstation:
https://www.otcnet.fms.treas.qgov

= ActiveX must be enabled in browser: If you cannot add the OTCnet URL to the
Trusted Sites Zone, or if your organization does not enable ActiveX in the Trusted Sites
Zone for your workstations, you will need to enable ActiveX in all Zones for all user
profiles on each OTCnet workstation in order to support check processing. Use the
following browser security settings to securely enable ActiveX:

o0 Allow previously unused ActiveX controls to run without prompt -> Disable

Allow Scriptlets -> Disable

Automatic prompting for ActiveX controls -> Disable

Binary and script behaviors -> Enable

Display video and animation on a webpage that does not use external media

player -> Disable

Download signed ActiveX controls -> Prompt

Download unsigned ActiveX controls -> Disable

Initialize and script ActiveX controls not marked as safe for scripting -> Disable

O O0OO0O0

O 0O
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o0 Only allow approved domains to use ActiveX without prompt -> Enable (IE 8
only)
0 Run ActiveX controls and plug-ins -> Enable
0 Script ActiveX controls marked safe for scripting -> Enable
= Scanner Drivers (.MSl installation file): Scanner driver and firmware (provided in an
.MSI installation file) must be installed on the workstation. Instructions for obtaining and
installing the .MSI file can be found in the OTCnet Web Based Training, Module 6.3:
Download Firmware.
= Java Runtime Environment (JRE) 1.6.0_20 or 1.6.0_24: The Java Runtime
Environment 1.6.0 20 (Java SE 6 Update 20) or 1.6.0_24 (Java SE 6 Update 24) must
be installed and enabled on the workstation. If a JRE version higher than 1.6.0_24 is
being used, please contact OTCnet Customer Service for compatibility questions or
concerns.
= Adobe: All versions of Adobe are compatible with OTCnet, although Adobe X may
require web browser configuration changes.
= Adobe Reader’: Adobe Reader must be installed on the workstation to support receipt
printing.

! Adobe Reader Version 7.x or higher required.
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Summary

In this chapter, you learned:
= How to prepare your system to use OTCnet

= What you need to use OTCnet at your workstation

In the next module, you will learn how to use access and navigate OTCnet.

Last updated March 5, 2014. Please visit: http://www.fms.treas.gov/otcnet/training.html
for the most current information.

Notes
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Glossary

>‘

Access Groups by Users Report - This report displays the roles and the corresponding
access groups of the role for a particular OTCnet user. The role assigns the permissions
(functions/features) that a user has access to in OTCnet. The access group governs the OTC
Endpoint(s) and the data that a user has permission to access.

Accounting Code - A unigue agency classification code assigned to a transaction, which
identifies the FRB Account Key that is used within the Federal Reserve. In check capture, it is a
method of grouping individual check transactions into certain classifications. In deposit
reporting, the classification is being done at a voucher level, where a voucher is being classified
with one or many agency defined accounting codes or TAS.

Accounting Code Description - A brief explanation that provides further detail about an
accounting code.

Accounting Code Name - The title of the accounting code.

Accounting Key - The account number assigned to a deposit when it is submitted to FRB
CAS$HLINK. The FRB Account Key is used by FRB CASHLINK in combination with the RTN to
determine the appropriate CAN. The FRB Account Key is similar to the CAN, but is only used
for FRB financial activity.

Accounting Specialist - A user who is an expert on the organizational structure, reporting
needs and accounting rules for their agency. This role will establish and maintain the
organizational foundation, accounting data and accounting relationships at the highest level of
the agency in OTCnet.

Acknowledged Batch Status — Indicates the batch was transmitted and fully processed by the
OTCnet server without error.

Acknowledged Error Batch Status — Indicates the acknowledge batch process experienced
system errors and the acknowledgment was unsuccessful, or a user selected to cancel the
batch acknowledgment which resulted in a batch being updated to Acknowledgment Error.

Activity Type - The parameter indicates if a User Defined Field (UDF) is used for capturing
custom agency information for a deposit or during classifying the deposit with accounting codes.
OTCnet allows for the creation of three UDFs for the deposit activity, and two UDFs for the
deposit accounting subtotals activity.

Adjustment Activity (FI) Report - A business report that allows you to view adjustments made
by your financial institution (FI).

Adjustment Activity (FRB) Report - A business report that allows you view adjustments made
by your Federal Reserve Bank (FRB).
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Adjustments by OTC Endpoints Report - A business report that allows you to view
adjustments made by Agency Location Code (ALC) and Adjustment Types (Credit, Debit or
Return Item Adjustments). An adjustment was created when a deposit ticket has been received
by a financial institution and the amount of the deposit does not match the deposit amount
reported on the deposit ticlcket.

Agency CIRA Report - A check processing business report that allows you to view the batch
level transaction activity for a specified OTC Endpoint. A user can filter the report by Received
Date, Capture Date, Batch ID, or Check Capture Operator.

Agency Contact - A person designated by an agency as the primary contact regarding deposit-
related matters.

Agency Information - The optional comments or instructions, receipt processing dates,
alternate agency contact, and internal control number for your deposit.

Agency Location Code (ALC) - A numeric symbol identifying the agency accounting and/or
reporting office.

Agency Location Code plus 2 (ALC+2) - A numeric symbol identifying the agency accounting
and/or reporting office.

Agency Manager - A user that has authorization to view and download CIRA records and view
reports.

Alternate Agency Contact — A person designated by an agency as the secondary contact
regarding deposit-related matters.

American Bankers Association (ABA) - (also known as Bank Routing Number) A routing
transit number (RTN), routing number, or ABA number is a nine-digit bank code, used in the
United States, which appears on the bottom of negotiable instruments such as checks
identifying the financial institution on which it was drawn.

Approved Batch Status - Indicates that the batch is ready for settlement (online only).
Indicates that the batch is ready for upload and settlement (offline only).

Audit Log - A table that records all interactions between the user and OTCnet Deposit
Reporting, Check Capture, Check Processing, administrative actions and other processes that
take place in the application. Some entries also contain before and after values for actions
completed. The audit log is available for download to a comma separated value report (CSV)
and opened in a spreadsheet program or available to print in a formatted audit log report.

Automated Clearing House - A computerized network used by member financial institutions to
process payment orders in machine readable form. ACH processes both credit and debit
transactions between financial institutions in batches. ACH items are settled electronically and
do not require an image.

Awaiting Approval (AWAP) - A deposit that is waiting for deposit confirmation by a Deposit
Approver.
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B

Back Office Processing Method - Indicates that a customer presented a check in person, but
the check is being scanned in a controlled back-office environment away from the customer.

Batch - A file containing the transaction information and tiff images (collection of scanned
checks) of one or more checks, which will be sent for settlement.

Batch Approver - An agency user that has the authorization to approve a batch either prior to
batch upload from OTCnet Offline or when a batch is uploaded/submitted to OTCnet Online but
not yet approved. The Batch Approver permission must be applied to either a Check Capture
Lead Operator or Check Capture Operator roles and allows the operators to approve batches
that they have created. This role should be granted in limited cases at sites where there is a
need for the operator to perform this function without a Check Capture Supervisor present.

Batch Control/Batch Balancing - An optional feature (which can be configured to be
mandatory) that agencies can use as a batch balancing tool to perform checks and balances on
the number of checks that have been scanned, and ensure their respective dollar amounts and
check number totals have been accurately entered. The functionality is available for both single
item mode and batch mode.

Batch ID - The unique number assigned to a batch by OTCnet.

Batch List Report - A report that contains transaction information for each batch item, including
the Individual Reference Number (IRN), Iltem Type, ABA Number, Account Number, Check
Number, and Amount.

Batch Status - Reflects the current state of a batch during processing, transmission, and
settlement. The batch states for OTCnet Online are Open, Closed, Approved, and Forwarded.
The batch states for OTCnet Offline are Open, Closed, Approved, Sending, Sent,
Acknowledged, Send Error, and Acknowledgment Error (offline only).

Batch Uploader - An agency user that has the authorization to upload a batch from OTCnet
Offline to the online database. The Batch Uploader permission must be applied to either a
Check Capture Lead Operator or Check Capture Operator roles and allows the operators to
auto-upload the batch upon close (if terminal is configured to do so), or upload approved
batches. This role should be granted in limited cases at sites where there is a need for the
operator to perform this function without a Check Capture Supervisor present.

Blocked - A customer may no longer present checks for a specific ABA number and account
number due to manual entry by authorized persons into the MVD rather than the result of a
failed transaction. If desired, an authorized user can edit the transactional record to a clear
status.

Bureau of the Fiscal Service (FS) — (formerly FMS) The bureau of the United States
Department of Treasury that provides central payment services to federal agencies, operates
the federal government’s collections and deposit systems, provides government wide
accounting and reporting services, and manages the collection of delinquent debt owed to the
government.
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Business Event Type Code (BETC) - A code used in the CARS/GWA system to indicate the
type of activity being reported, such as payments, collections, borrowings, etc. This code must
accompany the Treasury Account Symbol (TAS).

C

CASHLINK Il - An electronic cash concentration, financial information, and data warehouse
system used to manage the collection of U.S. government funds and to provide deposit
information to Federal agencies.

CASHLINK Il Account Number (CAN) - The account number assigned to a deposit when it is
submitted to CASHLINK II.

Capture Date - The calendar date and time the payment is processed by the agency.
Cashier ID - The ID of the user that created the transaction.

Central Accounting Reporting System (CARS) — (formerly GWA)The system that addresses
the central accounting and reporting functions and processes associated with budget execution,
accountability, and cash/other asset management. This includes the collection and
dissemination of financial management and accounting information from and to federal program
agencies.

Central Image and Research Archive (CIRA) - The Central Image Research Archive (CIRA) is
an image archive of all items processed in the OTCnet System.

Characteristics - The properties of a user, organization, deposit, or financial institution.

Check 21 - Provides the legal framework for the creation of substitute checks which can be
used in place of the original paper document, without an agreement in place with other financial
institutions. A substitute check is a paper reproduction of the original check. Check 21 items
require an image before they can settle. Check 21 is also referred to as check truncation.

Check Amount - The dollar amount of the check.

Check Capture — The component of OTCnet used to process scan images of checks and
money orders through OTCnet for the electronic deposit of checks and money orders at
financial institutions. Check capture can be done online through the internet, or offline through
the user’s desktop.

Check Capture Administrator - An agency user that has the authorization to define and modify
the check capture sites; to manage accounting codes; to modify endpoint mappings; to
configure Check Capture functions and perform upgrades of the application; to create and
download user profiles; as well as download software or firmware to the terminal using the
Download Check Capture application permission.

Check Capture Lead Operator - An agency user that has the authorization to in scan checks
into a batch, close a batch, balance check amounts and enter batch control values during batch
closing. Additionally, the user is authorized to accept checks with poor quality, make MICR line

Release 1.5/June 2014 Check Capture and Check Processing 19



OTCnet Participant User Guide — Installation Requirements Bureau of the Fiscal Service

corrections, and accept duplicate checks. This user is not authorized; however, to use an out-of-
date LVD.

Check Capture Offline — A web-based functionality in the offline Check Capture application
that resides in the user’s desktop for capturing check images for the electronic deposit of checks
and money orders. The check transactions are stored within a local database, and the check
information will need to be uploaded to OTCnet server when there is internet connectivity before
they can be deposited for settlement.

Check Capture Online — A web-based functionality within OTCnet to allow agencies users to

process scanned images of checks and money orders for the electronic deposit of checks and
money orders at financial institutions. The check transactions are directly saved to the OTCnet
online database, and no upload of batches of checks are needed.

Check Capture Operator - An agency user that has the authorization to perform only very
minimal Check Capture activities. This user has authorization to scan checks into a batch and
close a batch. This user does not have authorization to accept duplicates, make MICR
corrections, authorize the use of out-of-date LVD, or accept checks with poor quality.
Additionally, the user can enter/apply the Accounting Code at the time of scanning checks is
established.

Check Capture Supervisor - An agency user that has the authorization to perform all the
functions on the Check Capture. The user has authorization to accept duplicates (not
recommended), make MICR corrections, authorize the use of out-of-date LVD, and accept
checks with poor quality as well as view, modify, import, and modify endpoint mappings.

Check Number - The printed number of the check writer’s check.

CIRA CSV Historical Report - A check processing business report that allows you to query
check records that are associated with batches that have been forwarded for settlement more
than 18 months ago. The exported comma separated value report (CSV) data can be used to
import into other applications within an agency.

CIRA CSV Report - A check processing business report that allows you to export data based
on a query to a comma separated value report (CSV). The exported data can be used to import
into other applications within an agency.

CIRA Viewer - A user that has authorization to view CIRA records and download CSV files.

Clear - Indicates that a customer may present checks for a specific ABA Number and Account
Number, because the prior restrictions on the individual's check payments have been removed.
Note: Manually cleared items are permanently cleared. If a transaction is cleared in error,
manual suspend, block or deny records need to be created in its place to prevent transactions.

Closed Batch Status - Indicates the batch is closed and no new checks may be scanned into
that batch.

Collections Information Repository (CIR)- (formerly TRS) A collections reporting tool,
supplying the latest information on deposits and detail of collections transactions to federal
agencies. The system will allow financial transaction information from all collections systems
and settlement mechanisms to be exchanged in a single system.
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Comma Separated Values (CSV) - A computer data file used for storage of data structured in a
table form. Each line in the CSV file corresponds to a row in the table. Within a line, fields are
separated by commas, each field belonging to one table column.

Confirmed - A deposit that has been reviewed and then confirmed by a financial institution or
FRB.

Cost Center Work Unit (CCWU) — A Federal Reserve cost center work unit that processing the
FRB deposits and adjustments. It is normally abbreviated as CCWU, and provided only on non-
commercial (FRB settled) transactions. Debits and credits processed by FRB Cleveland will be
noted with the CCWU number 9910 on the daily accounting statement agencies receive from
the Federal Reserve Bank.

Custom Label - Text defined by OTCnet that describes a level in the organization hierarchy,
the internal control number, or agency accounting code.

Customer Not Present Processing Method - The processing method selected in OTCnet
when processing a check that has been presented by a check writer who is not present at the
agency location i.e., mail.

Customer Present Processing Method - The processing method used in the OTCnet when
the check writer is presenting the check in person.

D

Daily Voucher Report - A business report that allows you to view the daily voucher extract.
Data Type - The type of data that should be entered for a user defined field.

Date of Deposit - The date, prior to established cut off times, the user transmits a batch of
checks and money orders through check capture, or the date the agency sends the physical
negotiable instruments to the financial institution.

Debit Gateway - The financial settlement program that is responsible for the presenting and
settling of payment transactions acquired through the OTCnet application. The Debit Gateway
receives a transaction file from OTCnet and determines the proper path for settlement of each
item. Items are either converted to ACH for direct automated clearing house debit, or are
included in an image cash letter, which is sent to the Check 21 system for presentment to
paying banks. Once the file is processed, the Debit Gateway sends a Response Processing File
(RPF) to OTCnet with the status of each of the items.

Demand Deposit Account (DDA) - The account at a financial institution where an organization
deposits collections.

Denied - Indicates that OTCnet system permanently denies an individual from cashing a check
through OTCnet based on the combination of ABA number, account number, and User Defined
Field 1. User Defined Field 1 is usually the SSN number of an individual.
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Deny Date - Indicates when the verification record (MVD/LVD) expires, and OTCnet can start
accepting checks that will be presented by a check writer that has previously presented a bad
check. The Deny Date is calculated based on suspension periods configured in the Check
Cashing policy of an OTC Endpoint.

Deposit - A collection of over-the-counter receipts deposited to a Treasury General Account for
credit.

Deposit Activity (FI) Report - A business report that allows the financial institution to view
deposits submitted to its location.

Deposit Activity (FRB) Report - A business report that allows you to view deposits submitted
to your FRB.

Deposit Approver - A user who has authorization to review and submit deposits to a financial
institution.

Deposit Confirmer - A user at a financial institution that has authorization to verify the accuracy
of deposits received from an agency.

Deposit History by Status Report - A business report that allows you to view deposits by
status.

Deposit Information - The attributes that define a deposit: deposit status, voucher number,
deposit endpoint, ALC, voucher date, deposit total, check/money order subtotal, currency
subtotal, and subtotals by accounting code.

Deposit Preparer - A user that has authorization to prepare and save deposits for approval to a
Deposit Approver.

Deposit Total - The total amount of over-the-counter receipts included in the deposit.

Deposits by Accounting Code Report - A business report that allows you to view deposits by
accounting code.

Deposits by OTC Endpoint Report - A business report that allows you to view deposits by
OTC Endpoint.

Display Order Number - The order in which user defined fields (UDFs) should be displayed.
Draft - A deposit that is saved for modification at a later date by a Deposit Preparer.

F

Failed - The item was unable to be processed and/or settled by Treasury/FMS. These are item
that could not be collected such as foreign items or possible duplicate items. These items are
not included on your 215 Report.

Federal Program Agency - A permanent or semi-permanent organization of government that is
responsible for the oversight and administration of specific functions.
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Federal Reserve Bank (FRB) - A Federal Reserve Bank is one of twelve regulatory bodies
throughout the United States that make up the Federal Reserve System. Each Bank is given
power over commercial and savings banks in its area and is charged with making sure that
those banks comply with any and all rules and regulations.

Federal Reserve Bank-Cleveland (FRB-C) - FRB-C serves as the conduit for settlement of
transactions originating from the OTCnet application. FRB-C is responsible for receiving the
transaction data from OTCnet via forward file, and performing check clearing/transaction
settlement as the ‘debit gateway’.

Federal Reserve System's Automated Clearing House (ACH) System - Enables debits and
credits to be sent electronically between depository financial institutions.

Financial Institution (FI) - A bank, designated by the Treasury and a Treasury General
Account (TGA) of International Treasury General Account (ITGA), which collects funds to be
deposited in the Treasury General Account. These banks also include the Federal Reserve
Bank (FRB).

Financial Institution Information - The name, address, routing transit number, and the
demand deposit account number of a financial institution.

Firmware - A release used for initial download or upgrades to the scanner software that allows
a scanner to be used on a terminal. The firmware versions also contains a series of other back-
end installation files that should be installed on a terminal to enable it to be used for Check
Capture in OTCnet.

Fiscal Year - A 12-month period for which an organization plans the use of its funds.

FMS Statistical Report - A check processing administration report that allows you to view
statistical details for an OTC Endpoint. The report includes statistical information regarding the
total transactions, overall success rate, total returns sent back to the agency, and total returns
received. The report is available for 15 rolling days.

Forwarded Batch Status - Indicates the batch has been sent to Debit Gateway to initiate the
settlement process.

Forwarded File - A term that is assigned to a file that contains the check transactions that is
send from channel applications, such as OTCnet or ECP, to Debit Gateway for settlement
purposes.

Franker - An internal stamp unit that stamps a check with “Electronically Processed” after the
check is processed and scanned. Franker availability is based on the model of your scanner.

Franking - The process of stamping a check processed through Check Capture. The stamp
indicates that the check was electronically processed.

H

Highest Level Organization - The primary level of the organization hierarchy.
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IBM Tivoli Identity Manager (ITIM) - Refers to FMS’s Enterprise provisioning tool for user
account and identity management.

Individual Reference Number (IRN) - The auto-generated unique number used in OTCnet to
identify Check Capture transactions.

Input Length Maximum - The maximum number of characters that may be entered in a user
defined field.

Input Length Minimum - The minimum number of characters that may be entered in a user
defined field.

Internal Control Number - A customizable field for agency use to further describe a deposit.

Item Detail Report - A report that contains the information about an individual item (check)
associated with a batch. The report print-out will contain MICR information, data entered about
the check, and an image of the check obtained during scanning.

Item Type - Indicates whether the check presented is a personal or business check. This
determines whether the check is handled through Check 21 (non-personal) or FedACH
(personal).

L

Local Accounting Specialist - A user who is an expert on the organizational structure,
reporting needs and accounting rules for their depositing endpoint and its lower level OTC
Endpoints. This role will establish and maintain the organizational structure, accounting code
mappings to individual endpoints and the processing options that one or more lower level OTC
Endpoints will use in OTCnet.

Local Security Administrator (LSA) - An agency or financial institution/federal reserve bank
user who has authorization to maintain user access to an organization, including
assigning/removing user roles and assigning/removing organization hierarchy access. This user
is also able to request and create users for the organization.

Local Verification Database (LVD) - A database (specific to the endpoint using OTCnet) that is
downloaded from OTCnet and stored locally on the agencies network, which replicates the
information found in the Master Verification Database (MVD).

Lower Level Organization - Any organization created below the highest level organization.

LVD Contents Report - A check processing business report that allows you to view the
contents of a Local Verification Database (LVD) for a given OTC Endpoint.

M
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Magnetic Ink Character Recognition (MICR) - Digital characters on the bottom edge of a
paper check containing the issuing bank's ABA number and account number. The check
number may also be included.

Master Verification Database (MVD) - It is an online database specific to the agency that
maintains the agency hierarchy check cashing policy, information on bad check writers, and
manually entered blocked items based on an agency’s policy. Bad check information is
accumulated in the MVD as agencies process checks through Check Capture. The MVD
provides downloads of dishonored check information and blocked items via the Local
Verification Database (LVD) on a daily basis.

MVD Editor - A user that has the authorization to view, edit, and download CIRA records, view
verification records, and read blocked records containing only ABA permissions.

MVD Viewer - A user that has the authorization to view and download CIRA records, view
verification records, and read blocked records containing only ABA permissions.

N

Non-Personal Item Type - Indicates that the name on check is an organization, or the check is
a money order, traveler's check, or third-party check.

Non-Reporting OTC Endpoints Report - A business report that allows you to view OTC
Endpoints that have not reported a deposit.

O

Open Batch Status - Indicates the batch is open and accepting new checks.
Organization - The location or level within a Federal Program agency.
Organization Hierarchy - The structure of a Federal Program agency as defined in OTCnet.

Organization Hierarchy Report - A check processing business report that allows you to view
the target OTC Endpoint within the context of the current OTC Endpoint.

OTC Collections - Receipts that contain cash, checks, and/or money orders that are collected
over-the-counter by organization endpoints in exchange for goods or services.

OTC Endpoint - The endpoint (location) that collects over-the-counter (OTC) receipts and
deposits them to the Treasury’s General Account.

OTC Endpoint (CHK) - The endpoint (location) setup in OTCnet to use check capture.
OTC Endpoint (TGA) - The endpoint (location) setup in OTCnet to use Deposit Reporting.

OTC Endpoint Mapping - The assignment of accounting codes to an agency’s OTC Endpoint,
for which a deposit amount can be allocated.
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OTCnet Offline - Refers to the over the counter application that provides Check Capture
functionality to end users with limited internet connectivity, and provides the capability to upload
offline-captured batches to the Online OTCnet application for processing.

OTCnet Online - Refers to the web-based over the counter application that provides Check
Capture, Check Processing and Deposit Processing functions to end users (that have constant
internet connectivity).

Over the Counter Channel Application (OTCnet) - Refers to the over the counter application
that provide Check Capture and Deposit Reporting to end users.

P

Personal Item Type - Indicates that the name on check is an individual’'s name, not acting as a
business.

Personally Identifiable Information (PlI) - It is any piece of information which can potentially
be used to uniquely identify, contact, or locate a single person or can be used with other
sources to uniquely identify a single individual. Examples of PIl include but are not limited to
social security numbers, dates and places of birth, mothers’ maiden names, biometric records.

Primary Local Security Administrator (PLSA) - An agency or financial institution/federal
reserve bank user who has authorization to maintain user access to an organization, including
assigning/removing user roles and assigning/removing organization hierarchy access. This user
is also able to request and create users for the organization.

Processing Options - User-defined parameters for the deposit and adjustment processes.

Processing Options by OTC Endpoints Report - A business report that allows you to view
processing options defined for endpoints within the organization.

Q

Queue Interface — Used by military agencies that utilize the Deployable Disbursing System
(DDS) database bridge. It provides a single transaction input point, prevents data entry errors,
and discrepancy between both systems.

R

Received - The agency has sent this transaction through OTCnet. No settlement has been
performed for this transaction yet.

Received Date - The date the check was received by web-based OTCnet.

Rejected - A deposit that is returned by a financial institution or FRB to the Deposit Preparer to
create a new deposit.
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Represented - This transaction was returned with a reason code that allows for another
collection attempt to be made (see Appendix Chapter of the Participant User Guides for Reason
Codes). Depending on an agency'’s policy, the item is reprocessed in an attempt to collect the
funds from the check writer. Items with this status are in-process of collection.

Retired - This transaction was unable to be collected. The agency receives an SF5515 Debit
Voucher Report with a debit processed to Debit Gateway, the effective date and debit voucher
number. The offset to the agency’s debit is an ACH return or a paper return (Check 21) received
from the check writer’s financial institution. This transaction cannot be processed again through
OTCnet.

Return Reason Codes - Represent the numeric codes used in the ACH and paper return
processing, which specify the reason for the return of the transaction and Check 21 codes.

Return Settlement Date - The effective date of settlement of the returned check item.

Returned Item - A check that was originally part of an OTCnet deposit but returned to the
financial institution for non-sufficient funds, closed account, etc.

Routing Transit Number (RTN) - (also known as American Bankers Association (ABA)
Number or Bank Routing Number) - The nine-digit number used to identify a financial
institution.

S

Save as Draft - An option that allows a Deposit Preparer to save a deposit for modification at a
later date.

Save for Approval - An option that allows a Deposit Preparer to save a deposit for a Deposit
Approver to submit to a financial institution.

Send Error Batch Status — Indicates the batch was transmitted and fully processed by the
OTCnet server without error.

Sent Batch Status — Indicates the batch was uploaded online without error.
Separation of Duties - A concept used to ensure there are typically separate personnel with
authority to authorize a transaction, process the transaction, and review the transaction.

Settle Best Method - The option that allows OTCnet to decide the best settlement method for
personal and non-personal checks.

Settled - This transaction is complete and the funds have been credited to the agency’s
Treasury General Account. The effective date of the deposit and the SF215 Deposit Ticket
Report deposit ticket number are provided.

Settlement Date - The payment date of a check item, which is when the deposit is debited from
the check writer's account.

SF215 Deposit Ticket Report - The report presented to a financial institution by a U.S.
government agency with checks and other payment instruments to make a manual deposit. This
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report is manually generated for Deposit Reporting and auto-generated for Check capture. The
report is searchable for a duration of up to 45 days in OTCnet.

SF5515 Debit Voucher Report - The report used to debit the Treasury General Account (TGA)
to decrease the amount of a deposit made to that account. This report is manually generated for
Deposit Reporting and auto-generated for Check capture. The report is searchable for a
duration of up to 45 days in OTCnet.

Share Accounting Module (SAM) - The application that facilitates the process of validating or
deriving Treasury Account Symbol (TAS) and Business Event Type Code (BETC) combinations
to assist CARS/GWA in classifying financial transactions as they occur.

Short Name/Code - The user-defined text describing an organization. Short Names/Codes
must be unique within an organization hierarchy.

Submit - An option that allows a Deposit Approver to submit a deposit to a financial institution.

Submitted - A deposit that is submitted and waiting deposit confirmation by a Deposit
Confirmer.

Suspend - Indicates that an individual's record is set to a predetermined suspension period.
During this time, OTCnet prevents an individual from processing a check through OTCnet. The
individual's database record has a Trade Status of Suspend and the expiration date is set until a
specific date.

T

Terminal ID - The unique humber assigned to the workstation where a user performs functions
in OTCnet.

Trade Status - Represents the status of the verification records. There are four 4 possible trade
statuses in the system: Blocked, Denied, Suspended, and Cleared. The Trade Status D-
Suspended or D-Denied is assigned to auto generated Dynamic records.

Transaction History - Defines the time range that a Deposit Confirmer will be able to view the
historical deposit transactions for his or her financial institutions. For example, if the transaction
history is set at 45 days, the Deposit Confirmer will be able to view all the deposits that he or
she has confirmed for the past 45 days.

Treasury Account Symbol (TAS) - The receipt, expenditure, appropriation, and other fund
account symbols and titles as assigned by Treasury.

U

Universal Serial Bus (USB) - A connection port on a computer that is universally compatible
with many types of devices, such as printers, speakers, mouse, flash drives, etc.

US Dollar Equivalent (USE) - The deposit amount, in United States currency, which is equal to
the foreign currency for which it is being exchanged.
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US Treasury - The executive department and the Treasury of the United States federal
government.

User Defined Field (UDF) - A user-defined text that describes deposit activity or deposit
accounting activity.

User Information Report - A security report allows that you to view a user’s contact
information.

Users by Access Group (FI) Report - A security report that allows you to view users by
financial institution.

Users by Access Group (FPA) Report - A security report that allows you to view users by
OTC Endpoint.

Users by Role (FI) Report - A security report that allows you to view users by role for your
financial institution.

Users by Role (FPA) Report - A security report that allows you to view users by role for your
OTC Endpoint.

V

View CAS$HLINK Il File Status Report - An administration report that allows you to view the
status of deposit report files that have been processed by CA$HLINK Il or are ready for
CASHLINK II to process.

View FRB CAS$HLINK File Status Report - An administration report allows you to view the
status of deposit files that have been sent to FRB CA$SHLINK.

View TRS File Status Report - An administration report allows you to view the status of TRS
files that have been processed by Transaction Reporting System (TRS) or are ready for TRS to
process.

View Vouchers Completed Report - An administration report allows you to view the status of
deposit and adjustment vouchers that have completed processing through the FI System To
System Interface in the past 36 hours.

View Vouchers in Progress Report - An administration report allows you to view the status of
deposit and adjustment vouchers in progress.

Viewer - A user who has authorization to view OTCnet information and produce reports from it.

Voucher Date - The business processing day the check transaction is received by the Debit
Gateway from the channel applications.

Voucher Number - The number assigned to a deposit by OTCnet.
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Audience, Overview and Topics

Audience

The intended audience for the Accessing and Navigating OTCnet Participant User Guide
includes:

= Al OTCnet Users

Overview

Welcome to Accessing and Navigating OTCnet. In this chapter, you will learn:
= How to log in to OTCnet Online/Offline
= How to access your User ID and reset your Password

= How to navigate the OTCnet Online/Offline home page

Topics
This chapter is organized by the following topics:
1. Logging in to OTCnet Online/Offline
2. Accessing a User ID and Resetting Passwords

3. Navigating the OTCnet Online/Offline Home Page
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Topic 1. Logging In to OTCnet Online/Offline

To access OTCnet Online you must have your FMS Single Sign On User ID and Password. To
obtain your user ID, contact your Primary Local Security Administrator (PLSA) or your Local
Security Administrator (LSA). After your User ID is created, you will receive an email with a
temporary password.

The first time you log in to OTCnet Online Single Sign On, you will be required to change your
password, accept the Rules of Behavior, provide challenge and response questions used for
secondary authentication, and enter a shared secret that is used when calling the FMS Help
Desk. Before accessing OTCnet Online, you must first accept the Rules of Behavior, answer the
challenge questions and shared secret.

To log in to OTCnet Offline, you must have your User ID and temporary password. Your User ID
is the same User ID you use to log in to OTCnet Online; however, your initial temporary
password is different from your permanent password used to access OTCnet Online. To obtain
your temporary password, contact your Check Capture Administrator (CCA).

After you obtain your temporary password, you can log in to OTCnet Offline. To log in to
OTCnet Offline, double-click the OTCnet Offline (Production or QA) icon on your terminal’s
desktop or click Start >Programs>0OTCnet Offline (Production or QA)>Start OTCnet Offline
(Production or QA).

If the icon does not reside in either location, contact your CCA to configure the terminal. If a
terminal has more than one version of the OTCnet Offline application (Production or QA), do not
run both at the same time as running more than one version at a time will cause errors.

As an added layer of security, you will need to first start and log in to the OTCnet Offline server
before accessing the OTCnet Offline application. To start the Offline server, enter your User ID
and Offline password. If this is the first time you are accessing OTCnet Offline, enter your
temporary password. Once you have successfully started up the Offline server, you will be
prompted to log in to the OTCnet Offline application.

If the Offline server has already been started, you will skip this step and log directly in to the
OTCnet Offline application. The first time you log in to the OTCnet Offline application you will be
required to change your password. After your permanent password is set you will use your
permanent password to startup the Offline server and/or Offline application.

Note: To stop the OTCnet Offline application, access the Start Menu, then Programs and click
Stop OTCnet Offline. Stopping the OTCnet Offline application ensures the application is
completely closed and that your OTCnet session is terminated securely.
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How to Log In for the First Time in OTCnet Online

Once you have received your User ID and generic password, you will want to access the
OTCnet application to create a permanent password.

To log in for the first time in OTCnet Online, complete the following steps:

1. Access https://otcnet.fms.treas.gov. and enter your User ID and Password in the
appropriate text boxes, and click Log In as shown in Figure 1.

Figure 1. FMS Single Sign On Page
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2. The Password Change: Create New Password page appears. Enter your temporary
Password, New Password, and Confirm New Password. See Figure 2 below.

Password Criteria

Must be at least 8 characters long

Must contain at least one upper case letter

Must contain at least one lower case letter

Must contain at least one numeric character

Must not repeat any of your last ten passwords.

Must not have been your password during the last ten days
Must not be a word in a language, slang, dialect, or jargon
Must not be related to personal identity, history, environment, or other personal
associations

Must not be shared or displayed in plain view.

S@ "m0 o0Tw

Click Change Password. A confirmation page appears stating your new password has
been set. Click Continue.

Figure 2. Password Change Page
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3. The GSS Rules of Behavior page appears. Read and accept the GSS Rules of Behavior
by clicking all 14 of the check boxes. Click Accept or Cancel as shown in Figure 3.

If Cancel is clicked, you will be logged out of OTCnet. If you attempt to login to OTCnet
again, the GSS Rules of Behavior page appears.

Figure 3. GSS Rules of Behavior Page
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4. The Need to Change your Password Challenge Response page appears. Click
Continue. See Figure 4 below.

You will not be able to proceed to OTCnet until the Rules of Behavior are accepted; the
Challenge questions and Share Secret are set.

Figure 4. Need to Change Your Password Challenge Response Page
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5. The Change Challenge/Response — Select and Provide Reponses to Questions page
appears. Select any three challenge questions you want to response to by clicking the

check boxes next to the questions.

Provide your responses in the Response and Confirm Response fields. Each
response must be at least three characters long and are case sensitive. Click
Save My Questions and Responses. See Figure 5 below.

Figure 5. Select and Provide Responses to Questions Page
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6. A Change Shared Secret page appears. Enter a Shared Secret phrase and Confirm
Shared Secret phrase (see Figure 6). The shared secret phrase must be at least three

characters.

You will not be able to proceed to OTCnet until the Challenge questions and Share

Secret are set. Click Save My Shared Secret as shown in Figure 6.

Figure 6. Challenge Shared Secret Page
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7. A confirmation page appears showing the challenge questions and responses and your
new shared secret were successfully saved. Click Logout, then Close Browser as
shown in Figure 7.

Figure 7. Logout and Close Browser

Enterprise Single Sign On

Change Challenge/Response

Change Challenge/| - C

“our new challenge questions and responses, as well as your new shared secret have been successfully saved,

.-'|\'-.\ Please wait 15 minutes prier to accessing your application,
.

Enterprise Single Sign On

Goodbye and have a nice day.

¥ou have successfully logged out. To end your session securely, please close your
browser.

Close Browser I

Accessibility | Contacts | Privacy Policy
U. 5. Department of the Treasury - Financial Management Sarvice

After your challenge questions and responses as well as your shared secret are successfully
saved, wait 15 minutes prior to accessing OTCnet.
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& Log In to OTCnet Online the First Time

To log in to FMS Single Sign On (OTCnet Online) for the first time, complete the following steps:

1. Access https://otcnet.fms.treas.gov.

2. Enter your User ID and Password in the appropriate text boxes, and click Log In. The
Password Change: Create New Password page appears.

3. Enter your temporary Password, New Password, and Confirm New Password.

Password Criteria
a. Must be at least 8 characters long
Must contain at least one upper case letter
Must contain at least one lower case letter
Must contain at least one numeric character
Must not repeat any of your last ten passwords
Must not have been your password during the last ten days
Must not be a word in a language, slang, dialect, or jargon
Must not be related to personal identity, history, environment, or other personal
associations
i. Must not be shared or displayed in plain view

S@"oao0oT

4. Click Change Password. A confirmation page appears stating your new password has
been set.

5. Click Continue. The GSS Rules of Behavior page appears.
6. Read and accept the GSS Rules of Behavior by clicking all the check boxes.

7. Click Accept or Cancel. The Need to Change your Password Challenge Response
page appears.

ADDIication Tip

If Cancel is clicked, you will be logged out of OTCnet. If you attempt to
login to OTCnet again, the GSS Rules of Behavior page will appear. You
will not be able to proceed to OTCnet until the Rules of Behavior are
accepted, and the Challenge questions and Share Secret are set.

8. Click Continue. The Change Challenge/Response — Select and Provide Reponses to
Questions page appears.
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9. Select any three challenge questions you want to respond to by clicking the check boxes
next to the questions, and provide your responses in the Response and Confirm
Response fields.

®ADDIication Tip

Each response must be at least three characters long and are case
sensitive.

10. Click Save My Questions and Responses. A Change Shared Secret page appears.

11. Enter a Shared Secret phrase and Confirm Shared Secret phrase.

@Application Tip

The shared secret phrase must be at least three characters. You will not be
able to proceed to OTCnet until the Challenge questions and Share Secret
are set.

12. Click Save My Shared Secret. A confirmation page appears showing the challenge
guestions and responses and your new shared secret were successfully saved.

13. Click Logout.

®Application Tip

After your challenge questions and responses as well as your shared secret
are successfully saved, wait 15 minutes prior to accessing OTCnet.

14. Click Close Browser.
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How to Log In to OTCnet Online

Once you have changed your password, responded to the challenge questions, and established
a shared secret, you can log in to OTCnet to access functionality for one or more of the
following:

e Administration
e Deposit Processing and Reporting
e Check Capture
e Check Processing
e Access User Identity (ID) and Reset Password
To log in to OTCnet Online, complete the following steps:

1. Access https://otcnet.fms.treas.gov and enter your User ID and Password in the
appropriate text boxes, and click Log In as shown in Figure 8.

Figure 8. FMS Single Sign On Page

L ] ] e ] gy e ] Gtaieey oo [P g
[#omars rme owmermst [ teret e v 0° [t [

2. The OTCnet Home Page appears. See Figure 9 below.

Figure 9. OTCnet Home Page
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Once you have logged in to OTCnet, you can review the Privacy Statement link at the bottom of
the page, as well as the Accessibility Statement link (see Figure 10 below for location).

Figure 10. OTCnet Home Page

VVARNING WARNING WARNING

You hawe accessed a United States Government computer, Unauthonzed use of this computer 15 a wolation of federal
law and may subject you to cmvil and crimanal penalties

This computer and the avlomated systems which run on it are monitored. Indeaduals are not guaranteed pmacy while
using government computers and should, therefore, not expect #. Communications made using this system may be

disclosed as allowed by federal law

Rules of BEhE‘.‘]DF' Prvacy Statement | Accessibility Statement | Contact | Text Version | About

Depiortmered of dhe Trvasury
Fimancial Management Service
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& Log In to OTCnet Online

To log in to FMS Single Sign On (OTCnet Online), complete the following steps:

1. Access https://otcnet.fms.treas.gov.

2. Enter your User ID and Password in the appropriate text boxes, and click Log In. The
OTCnet Home Page appears.
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How to Start the OTCnet Offline Server

As part of the logging in process, you will need to start the OTCnet Offline server. If the Offline
server has already been started, you will skip this step and log directly in to the OTCnet Offline
application. You can identify the Offline Server log in page, as it is smaller in size and the
Retrieve Admin Profile link does not appear on the page.

To log start the OTCnet Offline server, complete the following steps:

1. Double-click the OTCnet Offline (Production or QA) icon located on your terminal’s
desktop or click Start >Programs>0OTCnet Offline (Production or QA)>Start OTCnet
Offline (Production or QA) (see Figure 15 below).

If the icon does not reside in either location, contact your CCA to configure the terminal.
If a terminal has more than one version of the OTCnet Offline application (Production or

QA), do not run both at the same time as running more than one version at a time will
cause errors.

Figure 11. OTCnet Offline Icon
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2. The OTCnet Offline Server Startup page appears. Enter your User ID and Password in
the appropriate text boxes, and click Log In.

Figure 12. OTCnet Offline Server Startup
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User ID:
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Offline Password:

Depariment of the Treasury
Financial Management Service
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3. The OTCnet User Login page appears.

Figure 13. OTCnet Offline User Login Page
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& Start the OTCnet Offline Server

To start the OTCnet Offline server, complete the following steps:
1. Double-click the OTCnet Offline (Production or QA) icon located on your terminal’s desktop.
Or

Click Start>Programs>0TCnet Offline (Production or QA)>Start OTCnet Offline (Production
or QA).

s
D

OTCnek
ne

®Application Tip

If the icon does not reside in either location, contact your Check Capture
Administrator (CCA) to configure the offline terminal.

®Application Tip

If a terminal has more than one OTCnet Offline application installed
(Production or QA (training environment)), do not run both at the same
time as running more than one offline client at a time will cause errors.

2. Enter your User ID and Password in the appropriate text boxes, and click Log In. The OTCnet
Login page appears.

@Application Tip

The Offline Server Startup prompt appears as a standalone prompt, outside
of the browser.

®Application Tip

If you are a CCA and this is the first time starting the OTCnet Offline server
and logging in to OTCnet, enter the temporary password you created when
you created your CCA Offline Logon Profile.
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@Application Tip

If you are a non-CCA user and this is the first time starting the OTCnet
Offline server and logging in to OTCnet, enter your temporary password.

@Application Tip

After your credentials are successfully authenticated, the Offline Check
Capture application log in page is displayed.

@Application Tip

If the Offline server was previously started, you will skip this step and log
in to the OTCnet Offline application. Refer to the Log In to OTCnet Offline
for the First Time and Log In to OTCnet Offline printable job aids for more
details. If the Offline server was not been previously started, you will need
to enter your credentials to start up the Offline server.

®Application Tip

If you have forgotten your Offline password or you are not authorized to start
the OTCnet Offline application, contact your Check Capture Administrator
to reset/create your offline password.

s R
@ OTCnet Offline Server Startup Eli‘g
Help
OTCnet
Deposits Made Simple
User ID:
Offline Password:
Depurtment of the Treasury
Financial Management Service

‘ |
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How to Log In to OTCnet Offline for the First Time

Once you have received your User ID and temporary password from your CCA, you will want to
access the OTCnet Offline application to create a permanent password.

To log in to OTCnet Offline for the first time, complete the following steps.

1. Double-click the OTCnet Offline (Production or QA) icon located on your terminal’s
desktop or click Start >Programs>0OTCnet Offline (Production or QA)>Start OTCnet
Offline (Production or QA) (see Figure 11 below).

If the icon does not reside in either location, contact your CCA to configure the terminal.
If a terminal has more than one version of the OTCnet Offline application (Production or

QA), do not run both at the same time as running more than one version at a time will
cause errors.

Figure 14: OTCnet Offline Icon
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Qffline
Production

2. Enter your User ID and temporary Password in the appropriate text boxes, and click
Log In (see Figure 12 below).

If you are a CCA and this is the first time logging into OTCnet Offline or need to
download user profiles, click the Retrieve Admin Profile link.

Figure 15: OTCnet Offline User Login Page
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3. The Set Permanent Password page appears. Enter your temporary Password, New
Password, and Re-Enter New Password and click Save (see Figure 13 below).

Password Criteria

a.

S@moao0oT

Must be at least 8 characters long

Must contain at least one upper case letter

Must contain at least one lower case letter

Must contain at least one numeric character

Must not repeat any of your last ten passwords.

Must not have been your password during the last ten days

Must not be a word in a language, slang, dialect, or jargon

Must not be related to personal identity, history, environment, or other personal
associations

Must not be shared or displayed in plain view.

Figure 16: Set Permanent Password

Set Permanent Password

You must change your password before continuing. You will not be permitted to use your account until
you have completed this activity.

To reset password, please enter your login credentials and then enter your new password twice.

User ID: otcqefal

Password:

New Password:

Re-Enter New Password:
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4. A Confirmation page appears stating your new password has been set.
After the profile is successfully downloaded and password was reset, you will be

prompted to log in to the system with your new password. Click Return to Login Page
to login to the OTCnet Offline.

Figure 17: Password Reset Confirmation

Retrieve Admin Profile

otcqefa0, your new password has been set. Use this new passwaord the nesxt time you log
into your account.

Return to Login Page

To stop the OTCnet Offline application, click Start Menu>Programs> OTCnet Offline
(Production or QA)>Stop OTCnet Offline (Production or QA). Stopping the OTCnet
Offline application ensures the application is completely closed and that your OTCnet
session is terminated securely. It is recommended that after stopping OTCnet Offline,
wait at least one to two minutes before restarting.

If more than one version of the OTCnet Offline application resides on a terminal, be

sure to stop the correct version of the OTCnet Offline application (Stop OTCnet Offline
Production or QA).

19
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& Log In to OTCnet Offline for the First Time

To log in OTCnet Offline for the first time, complete the following steps:

1. Double-click the OTCnet Offline (Production or QA) icon located on your terminal’s
desktop.

Or

Click Start>Programs>0TCnet Offline (Production or QA)>Start OTCnet Offline
(Production or QA).

®Application Tip

If the icon does not reside in either location, contact your Check Capture
Administrator (CCA) to configure the terminal.

®Application Tip

If a terminal has more than one version of the OTCnet Offline application
(Production or QA), do not run both at the same time as running more than one
version at a time will cause errors.

@Application Tip

If the Offline server was not been previously started, you will need to enter your
User ID and password to start up the Offline server. Refer to the Start up the
OTCnet Offline Server printable job aid for more details.

2. Enter your User ID and temporary Password in the appropriate text boxes, and click
Log In. The Set Permanent Password page appeatrs.

@Application Tip

If you are a Check Capture Administrator and this is the first time logging into
OTCnet Offline or need to download user profiles, click the Retrieve Admin
Profile link.
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3. Enter your temporary Password, New Password, and Re-Enter New Password.

@Application Tip

Password Criteria
e Must be at least 8 characters long
Must contain at least one upper case letter
Must contain at least one lower case letter
Must contain at least one numeric character
Must not have more than two repeating characters.
Must not repeat any of your last ten passwords.
Must not have been your password during the last ten days
Must not be a word in a language, slang, dialect, or jargon
Must not be related to personal identity, history, environment,
or other personal associations
e Must not be shared or displayed in plain view.

4. Click Save. A Confirmation page appears stating your new password has been set.

®Application Tip

After the profile is successfully downloaded and password was reset, you will be
prompted to log in to the system with your new password.

®Application Tip

To stop the OTCnet Offline application, click Start Menu>Programs> OTCnet
Offline (Production or QA)>Stop OTCnet Offline (Production or QA). Stopping
the OTCnet Offline application ensures the application is completely closed and
that your OTCnet session is terminated securely. It is recommended that after
stopping OTCnet Offline, wait at least one to two minutes before restarting.

®Application Tip

If more than one version of the OTCnet Offline application resides on a terminal,
be sure to stop the correct version of the OTCnet Offline application (Stop
OTCnet Offline Production or QA).
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How to Log In to OTCnet Offline

After you have reset your temporary password, you can log in to OTCnet Offline. You can click
the Return to Login Page to be returned to the Login Page. If you choose not to immediately
access OTCnet Offline after resetting you temporary password, you can double-click the
OTCnet Offline icon or access your Start Menu under Programs.

To log in to OTCnet Offline, complete the following steps:
1. Double-click the OTCnet Offline (Production or QA) icon located on your terminal’s
desktop or click Start >Programs>0TCnet Offline (Production or QA)>Start OTCnet
Offline (Production or QA) (see Figure 15 below).

If the icon does not reside in either location, contact your CCA to configure the terminal.

If a terminal has more than one version of the OTCnet Offline application (Production or
QA), do not run both at the same time as running more than one version at a time will
cause errors.

Figure 18: OTCnet Offline Icon
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2. Enter your User ID and Password in the appropriate text boxes, and click Log In (see
Figure 16 below).The OTCnet Home Page appears.

Figure 19: OTCnet Offline User Login Page

43 OTCnet’

Deposits Made Simple

—User Login
User ID:

Password:

Retrigve Admin Profile

To stop the OTCnet Offline application, access the Start Menu, select
Programs>0OTCnet Offline and click Stop OTCnet Offline. Stopping the OTCnet
Offline application ensures the application is completely closed and that your OTCnet
session is terminated securely.
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& Log In to OTCnet Offline

To log in to OTCnet Offline, complete the following steps:

1. Double-click the OTCnet Offline (Production or QA) icon located on your terminal’s
desktop.

Or

Click Start>Programs>0OTCnet Offline (Production or QA)>Start OTCnet Offline
(Production or QA).

®Application Tip

If the icon does not reside in either location, contact your Check Capture
Administrator to configure the terminal.

®Application Tip

If a terminal has more than one version of the OTCnet Offline application
(Production or QA), do not run both at the same time as running more
than one version at a time will cause errors.

©Application Tip

If the Offline server was not been previously started, you will need to enter your
User ID and password to start up the Offline server. Refer to the Start up the
OTCnet Offline Server printable job aids for more details.

2. Enter your User ID and Password in the appropriate text boxes, and click Log In. The
OTCnet Home Page appears.

@Application Tip

To stop the OTCnet Offline application, click Start>Programs>0TCnet
Offline (Production or QA)>Stop OTCnet Offline (Production or QA).
Stopping the OTCnet Offline application ensures the application is
completely closed and that your OTCnet session is terminated securely. It
is recommended that after stopping OTCnet Offline, wait at least one to
two minutes before restarting.
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@Application Tip

If more than one version of the OTCnet Offline application resides on a
terminal, be sure to stop the correct version of the OTCnet Offline
application (Stop OTCnet Offline Production or QA).
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Topic 2. Accessing a User ID and Resetting

Passwords

If you forget your Single Sign On User ID for OTCnet Online, you can have your User ID
emailed to you. If you forget your online password, you can have a temporary password emailed
to you. Once you sign in with your temporary password, you will need to reset it.

Access a User ID
To access a user ID, complete the following steps:

1. From the Single Sign On page, click on the Forgot your User ID? link shown in
Figure 17 below.

Figure 20. Single Sign On Page (Forgot Your User ID? Link)
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2. The Treasury Self Service page appears. Enter the words you seen in the image in the
text box and click Next (see Figure 18).
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If you want to receive a hew image of the text, click on New Image. To hear the set of
words and enter them in the text box, click Audio Test. You can click on Help to receive
detailed instructions.

Figure 21. Treasury Self Service Page (Enter Image of Text)

) Treasury User Provisioning

Treasury Self Service

uSyon (Autumn

In the space below, enter the words that you see in the image above.

New Image H Audio Test H Help |

Next=> I Cancel

3. Enter your email address and click Next (shown in Figure 19 below). A confirmation
page appears showing your request for your User ID has been completed.

Figure 22. Forgot User ID (Enter Email Address)

¥ Treasury User Provisioning

Forgot User ID

Please Enter the Email || #*
Address

Cancel

Click Cancel to return to the Single Sign On page. No data will be saved.
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Resetting Passwords
To reset a password, complete the following steps:

1. From the Single Sign On page, click on the Forgot your Password? link as shown in
Figure 20 below.

Figure 23. Single Sign On Page (Forgot Your Password? Link)
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2. The Forgot your Password page appears. Click Click here to access ITIM for FMS
Employees and Non-FMS Employees who use ITIM. (see Figure 21 below).

Figure 24. Forgot Your Password Page

FMS5 Employess and Hon-FHS Employess who use ITIH) I'hni ik harg bo scoass [TIM ": angvar your challengs guesticons.,
Hon-FMS Employ whe usa T v Usar Provisioning System (UPS): Please Click hare bo pocadd UPS te answar vour challange quedtions.

3. The Self-Service Account/Password Reset page appears. Enter your User ID and click
Submit (see Figure 22 below).

Figure 25. Answer Challenge Response Questions - Enter User ID
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4. Click Close Browser.(see Figure 23 below).

You will receive an email to your official email address with further instructions to

complete the Self-Service Account/Password Reset process.

Figure 26. Self-Service Account/Password Reset - Process Initiated

Enterprise Single Sign On

Self-Service Account/Password Reset - Process Initiated

In order to move forward with your requast, please click Close Browser to exit.

Self-Service Account/Password Reset

An emzil has been sent to your official emzil zddress, Pleasze follow the instructions thersin to complete the Self-Service Account/Passwerd Reset process,

nzncial Man;

5. Check your email. After you received the email link to reset your password, copy and paste the

entire link (including the equal sign “=") in the web browser.

Each reset password web link is unique. The link shown below is for example purposes only.

Figure 27. Resetting Your Forgotten Password Email

[External] Resetting your Forgotten Password

ITIM <donotreply@fms.treas.gov>
Wed 10/24/2012 9:21 AM
B i [USA]

You have requested an automated password reset using the Forgot Password process. To reset your
password, please click the following link to return to the ITIM application and answer your Secondary
Authentication Questions. If the link does not work when selected, please copy and paste the entire
link, including the equal sign (=) at the end, into your browser window to continue the process.

https://regfp.fms.treas.gov/itimfp/ForgotPassword?

VUIEPWVIc2ty YTAXJIBIT|LhOTBkMzgl MCOXZGRKLTEXZTItYWU 20S0wMDAWMGEOMjkdM U=

initiated.

EMAIL.

Note: The above link will expire 24 hours after creation after which the process needs to be re-

This email has been generated by an automated notification system. PLEASE DO NOT REPLY TO THE
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6. The Answer Challenge/Responses Questions Provide Responses page appears. Enter
your answers for the challenge questions and click Reset My Password.

Figure 28. Answer Challenge/Response Questions - Provide Responses
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7. The Answer Challenge/Response Questions — Change Password page appears. Enter
your New Password and Confirm New Password and click Change My Password.

Figure 29. Answer Challenge/Response Questions - Change Password
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8. The Challenge/Response Questions — Completed page appears. Click Close Browser.

Figure 30. Answer Challenge/Response Questions - Completed
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& Reset Password

To reset your password, complete the following steps:

1. From the FMS Single Sign On page, click Forgot your Password?. The Forgot your
Password page appears.

2. Click Click here to access ITIM for FMS Employees and Non-FMS Employees who use
ITIM. The Self-Service Account/Password Reset page appears.

3. Enter your User ID and click Submit.

4. Click Close Browser.

@Application Tip

You will receive an email (Resetting your Forgotten Password) to your
official email address with further instructions to complete the Self-Service
Account/Password Reset process.

5. Check your email. After you received the email link to reset your password, copy and
paste the entire link (including the equal sign “=") in the web browser. The Answer
Challenge/Responses Questions Provide Responses page appears.

@Application Tip

Check your Junk E-mail folder if you do not receive an email with your
password. It is recommended that you add itim@fms.treas.qgov to your
Safe Senders or Safe Recipients list.

®Application Tip

The email is generated by an automated notification system. The link
expires 24 hours after creation after which the process needs to be
reinitiated.

6. Enter your answers for the challenge questions and click Reset My Password. The
Answer Challenge/Response Questions — Change Password page appears.
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®Application Tip

Three invalid attempts to answer your challenge questions will result in
your account being locked. If your account is locked, call the Customer
Support at 866-984-7920 or DSN 510-428-6824, Options 1, 2, 4 to re-
activate your account.

7. Enter your New Password and Confirm New Password and click Change My
Password. The Challenge/Response Questions — Completed page appears.

8. Click Close Browser.
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Topic 3. Navigating the OTCnet Online/Offline Home

Page

The OTCnet Online home page allows a user to process deposits, capture checks, process
checks, view reports, and perform administrative and security functions. Additionally, a user can
access information for training, help and update their profiles. The OTCnet Online home page is
accessible by users who can either view or perform any of the functionality above.

The OTCnet Offline home page allows a user to capture checks along with transaction data,
perform administrative functions and access information for help. The OTCnet Offline home
page is accessible by users who can either view or perform any of the functionality above.

OTCnet Online Main Menu

To access the OTCnet Main Menu, log in with your User ID and Password by accessing
https://otcnet.fms.treas.gov. Table 1 below provides a list of the Main Menu options are

available to you and accessible on the upper right corner of the OTCnet application (highlighted

in yellow).
Table 1. Main Menu Link Descriptions

Link Description
Home Allows a user to return to the OTCnet home page.

My Profile Allows a user to retrieve his or her User ID or reset a Password.

Training Allows_ a user to access the WBT training and other corresponding training

materials.
Print Allows a user to print the page.
Help Allows a user to access help for the page they are on.
Log Out Allows a user to log out of OTCnet.
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For an image of the Main Menu, see Figure 31 below. The links are accessible on the upper
right side of the OTCnet home page.

Figure 31. OTCnet Main Menu Page
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OTCnet Online Deposit Processing Tab Functionality

To access the OTCnet Deposit Processing functionality, log in with your user id and password.
Table 2 below provides a list of the Deposit Processing functions that are available to you.

Function

Create Deposit

Table 2. Deposit Processing Tab Descriptions
Description

Allows a user to create deposits for US Currency, Foreign Check Iltems, and/or
Foreign Currency Cash.

Search Deposits

Allows a user to search for deposits.

Search Adjustments

Allows a user to search for adjustments.

Create Returned Item
Adjustment

Allows a user to create a returned item adjustment.
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For an image of the Deposit Processing tab, see Figure 32 below. Depending on your user role,
you may not see all functionality shown in the image.

Figure 32. Deposit Processing Tab

Home | My Profie | Training | Print | Help | Log Out

.49 OTCnet’

Deposits Made Simple | Online Application | W Connection Status: Online

Welcome,

i Deposit Processing i Check Processing | Administration | Reports _

Create Deposit v Search Deposits Search Adjustments Create Returned ltem Adjustment »
Create Deposits for US Search for Search for Create Returned Item
Currency/Checks, Foreign Deposits Adjustments Adjustments

Check ltem and Foreign
Currency Cash

OTCnet Online Check Processing Tab Functionality

To access the OTCnet Check Processing functionality, log in with your user id and password.
Table 3 below provides a list of the Check Processing functions that are available to you.

Table 3. Check Processing Tab Descriptions

Function Description
Manage Verification Allows a user to search and/or create an MVD record.
CIRA Query Allows a user to view and/or modify a CIRA record.

Allows a user to search, view, close, approve and submit a batch. A user may

SR BEmEgRmE: edit and void an item within a batch with the proper permission.

Check Scan Allows a user to scan checks.

Allows a user to view transmission history for batches that are uploaded from

USSR LS el the offline check capture application.
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For an image of the Check Processing tab, see Figure 33 below. Depending on you user role,
you may not see all functionality shown in the image.

Figure 33. Check Processing Tab

OTC tw Home | MyProfie | Training | Print | Help | Log Out
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Records CIRA Records Submit Batch Checks History

OTCnet Online Administration Tab Functionality
To access the OTCnet Administration functionality, log in with your user id and password. Table
4 below provides a list of the Administration functions that are available to you.
Table 4. Administration Tab Descriptions
Function Description

Allows a user to manage Organization Hierarchy, Accounting Codes, Custom

GRS OIS Labels, Processing Options, and User Defined Fields.

Allows a user to create and/or modify a Financial Institution, transfer FI RTN
Manage FI Numbers, transfer CASHLINK accounts, and maintain FRB CA$HLINK
accounts.

Manage Users Allows a user to manage OTCnet user accounts and profiles.

Allows a user to manage OTCnet processes.

Management
Manage Check Allows a user to manage terminal configuration and forms.
Processing
Audit Allows a user to review the audit log history.
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For an image of the Administration tab, see Figure 34 below. Depending on your user role, you
may not see all functionality shown in the image.

Figure 34. Administration Tab
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Codes, Custom Labels, CA$HLINK Profiles Précesses Configuration
Processing Options and Accounts and Forms

User Defined Fields

OTCnet Online Reports Tab Functionality

To access the OTCnet Reports functionality, log in with your user id and password. Table 5
below provides a list of the Reports functions that are available to you. Depending on your user

role, you will only see reports that you have access to view and download.

Table 5. Reports Tab Descriptions

Function Description

Deposit Processing Allows a user to view and download Business, Security and Administration
Reports reports.

Check Processing Allows a user to access Check Processing reports.

Reports

. . Allows a user to query and download historical reports.
Historical Reports query p
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For an image of the Reports tab, see Figure 35 below. Depending on your user role, you may
not see all functionality shown in the image.

Figure 35. Reports Tab
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OTCnet Offline Administration Tab Functionality

To access the OTCnet Offline Administration functionality, log in with your user id and
password. Table 6 below provides a list of the Administration functions that are available to you.

Table 6. OTCnet Offline Administration Descriptions

Function Description
Manage OTC Allows a user to select and download OTC Endpoints.
Endpoints

. ) Allows a user to download, update, and manage user profiles.
User Administration

Manage Check Allows a user to manage terminal configuration and forms.
Processing
Audit Allows a user to review the audit log history.
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For an image of the Administration tab, see Figure 36 below. Depending on your user role, you
may not see all functionality shown in the image.

Figure 36: OTCnet Offline Administration
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OTCnet Offline Check Processing Functionality

To access the OTCnet Offline Check Processing functionality, log in with your user id and
password. Table 7 below provides a list of the Check Processing functions that are available to
you.

Table 7: OTCnet Offline Administration Descriptions

Function Description

Manage Verification Allows a user to select and download OTC Endpoints.

Allows a user to search, view, close, approve, upload and acknowledge a
Batch Management batch. A user may edit and void an item within a batch with the proper
permission.

Check Scan Allows a user to scan checks.
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For an image of the Administration tab, see Figure 37 below. Depending on your user role, you
may not see all functionality shown in the image.

Figure 37: OTCnet Offline Check Processing Descriptions
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Summary

In this chapter, you learned:
* How to log in to OTCnet Online/Offline
= How to access your User Id and reset your Password

* How to navigate the OTCnet Online/Offline home page

In the next chapter, you will learn how to capture and manage checks if applicable; otherwise
proceed to chapters 5-13.

Notes
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Glossary

>‘

Access Groups by Users Report - This report displays the roles and the corresponding
access groups of the role for a particular OTCnet user. The role assigns the permissions
(functions/features) that a user has access to in OTCnet. The access group governs the OTC
Endpoint(s) and the data that a user has permission to access.

Accounting Code - A unique agency classification code assigned to a transaction, which
identifies the FRB Account Key that is used within the Federal Reserve. In check capture, itis a
method of grouping individual check transactions into certain classifications. In deposit
reporting, the classification is being done at a voucher level, where a voucher is being classified
with one or many agency defined accounting codes or TAS.

Accounting Code Description - A brief explanation that provides further detail about an
accounting code.

Accounting Code Name - The title of the accounting code.

Accounting Key - The account number assigned to a deposit when it is submitted to FRB
CASHLINK. The FRB Account Key is used by FRB CASHLINK in combination with the RTN to
determine the appropriate CAN. The FRB Account Key is similar to the CAN, but is only used
for FRB financial activity.

Accounting Specialist - A user who is an expert on the organizational structure, reporting
needs and accounting rules for their agency. This role will establish and maintain the
organizational foundation, accounting data and accounting relationships at the highest level of
the agency in OTCnet.

Acknowledged Batch Status — Indicates the batch was transmitted and fully processed by the
OTCnet server without error.

Acknowledged Error Batch Status — Indicates the acknowledge batch process experienced
system errors and the acknowledgment was unsuccessful, or a user selected to cancel the
batch acknowledgment which resulted in a batch being updated to Acknowledgment Error.

Activity Type - The parameter indicates if a User Defined Field (UDF) is used for capturing
custom agency information for a deposit or during classifying the deposit with accounting codes.
OTCnet allows for the creation of three UDFs for the deposit activity, and two UDFs for the
deposit accounting subtotals activity.

Adjustment Activity (FI) Report - A business report that allows you to view adjustments made
by your financial institution (FI).

Adjustment Activity (FRB) Report - A business report that allows you view adjustments made
by your Federal Reserve Bank (FRB).

Version 1.5/June 2014 Administration 42



OTCnet Participant User Guide — Accessing and Navigating OTCnet Bureau of the Fiscal Service

Adjustments by OTC Endpoints Report - A business report that allows you to view
adjustments made by Agency Location Code (ALC) and Adjustment Types (Credit, Debit or
Return Item Adjustments). An adjustment was created when a deposit ticket has been received
by a financial institution and the amount of the deposit does not match the deposit amount
reported on the deposit ticlcket.

Agency CIRA Report - A check processing business report that allows you to view the batch
level transaction activity for a specified OTC Endpoint. A user can filter the report by Received
Date, Capture Date, Batch ID, or Check Capture Operator.

Agency Contact - A person designated by an agency as the primary contact regarding deposit-
related matters.

Agency Information - The optional comments or instructions, receipt processing dates,
alternate agency contact, and internal control number for your deposit.

Agency Location Code (ALC) - A numeric symbol identifying the agency accounting and/or
reporting office.

Agency Location Code plus 2 (ALC+2) - A numeric symbol identifying the agency accounting
and/or reporting office.

Agency Manager - A user that has authorization to view and download CIRA records and view
reports.

Alternate Agency Contact — A person designated by an agency as the secondary contact
regarding deposit-related matters.

American Bankers Association (ABA) - (also known as Bank Routing Number) A routing
transit number (RTN), routing number, or ABA number is a nine-digit bank code, used in the
United States, which appears on the bottom of negotiable instruments such as checks
identifying the financial institution on which it was drawn.

Approved Batch Status - Indicates that the batch is ready for settlement (online only).
Indicates that the batch is ready for upload and settlement (offline only).

Audit Log - A table that records all interactions between the user and OTCnet Deposit
Reporting, Check Capture, Check Processing, administrative actions and other processes that
take place in the application. Some entries also contain before and after values for actions
completed. The audit log is available for download to a comma separated value report (CSV)
and opened in a spreadsheet program or available to print in a formatted audit log report.

Automated Clearing House - A computerized network used by member financial institutions to
process payment orders in machine readable form. ACH processes both credit and debit
transactions between financial institutions in batches. ACH items are settled electronically and
do not require an image.

Awaiting Approval (AWAP) - A deposit that is waiting for deposit confirmation by a Deposit
Approver.
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B

Back Office Processing Method - Indicates that a customer presented a check in person, but
the check is being scanned in a controlled back-office environment away from the customer.

Batch - A file containing the transaction information and tiff images (collection of scanned
checks) of one or more checks, which will be sent for settlement.

Batch Approver - An agency user that has the authorization to approve a batch either prior to
batch upload from OTCnet Offline or when a batch is uploaded/submitted to OTCnet Online but
not yet approved. The Batch Approver permission must be applied to either a Check Capture
Lead Operator or Check Capture Operator roles and allows the operators to approve batches
that they have created. This role should be granted in limited cases at sites where there is a
need for the operator to perform this function without a Check Capture Supervisor present.

Batch Control/Batch Balancing - An optional feature (which can be configured to be
mandatory) that agencies can use as a batch balancing tool to perform checks and balances on
the number of checks that have been scanned, and ensure their respective dollar amounts and
check number totals have been accurately entered. The functionality is available for both single
item mode and batch mode.

Batch ID - The unique number assigned to a batch by OTCnet.

Batch List Report - A report that contains transaction information for each batch item, including
the Individual Reference Number (IRN), Iltem Type, ABA Number, Account Number, Check
Number, and Amount.

Batch Status - Reflects the current state of a batch during processing, transmission, and
settlement. The batch states for OTCnet Online are Open, Closed, Approved, and Forwarded.
The batch states for OTCnet Offline are Open, Closed, Approved, Sending, Sent,
Acknowledged, Send Error, and Acknowledgment Error (offline only).

Batch Uploader - An agency user that has the authorization to upload a batch from OTCnet
Offline to the online database. The Batch Uploader permission must be applied to either a
Check Capture Lead Operator or Check Capture Operator roles and allows the operators to
auto-upload the batch upon close (if terminal is configured to do so), or upload approved
batches. This role should be granted in limited cases at sites where there is a need for the
operator to perform this function without a Check Capture Supervisor present.

Blocked - A customer may no longer present checks for a specific ABA number and account
number due to manual entry by authorized persons into the MVD rather than the result of a
failed transaction. If desired, an authorized user can edit the transactional record to a clear
status.

Bureau of the Fiscal Service (FS) — (formerly FMS) The bureau of the United States
Department of Treasury that provides central payment services to federal agencies, operates
the federal government’s collections and deposit systems, provides government wide
accounting and reporting services, and manages the collection of delinquent debt owed to the
government.
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Business Event Type Code (BETC) - A code used in the CARS/GWA system to indicate the
type of activity being reported, such as payments, collections, borrowings, etc. This code must
accompany the Treasury Account Symbol (TAS).

C

CASHLINK Il - An electronic cash concentration, financial information, and data warehouse
system used to manage the collection of U.S. government funds and to provide deposit
information to Federal agencies.

CASHLINK Il Account Number (CAN) - The account number assigned to a deposit when it is
submitted to CASHLINK II.

Capture Date - The calendar date and time the payment is processed by the agency.
Cashier ID - The ID of the user that created the transaction.

Central Accounting Reporting System (CARS) — (formerly GWA)The system that addresses
the central accounting and reporting functions and processes associated with budget execution,
accountability, and cash/other asset management. This includes the collection and
dissemination of financial management and accounting information from and to federal program
agencies.

Central Image and Research Archive (CIRA) - The Central Image Research Archive (CIRA) is
an image archive of all items processed in the OTCnet System.

Characteristics - The properties of a user, organization, deposit, or financial institution.

Check 21 - Provides the legal framework for the creation of substitute checks which can be
used in place of the original paper document, without an agreement in place with other financial
institutions. A substitute check is a paper reproduction of the original check. Check 21 items
require an image before they can settle. Check 21 is also referred to as check truncation.

Check Amount - The dollar amount of the check.

Check Capture — The component of OTCnet used to process scan images of checks and
money orders through OTCnet for the electronic deposit of checks and money orders at
financial institutions. Check capture can be done online through the internet, or offline through
the user’s desktop.

Check Capture Administrator - An agency user that has the authorization to define and modify
the check capture sites; to manage accounting codes; to modify endpoint mappings; to
configure Check Capture functions and perform upgrades of the application; to create and
download user profiles; as well as download software or firmware to the terminal using the
Download Check Capture application permission.

Check Capture Lead Operator - An agency user that has the authorization to in scan checks
into a batch, close a batch, balance check amounts and enter batch control values during batch
closing. Additionally, the user is authorized to accept checks with poor quality, make MICR line
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corrections, and accept duplicate checks. This user is not authorized; however, to use an out-of-
date LVD.

Check Capture Offline — A web-based functionality in the offline Check Capture application
that resides in the user’s desktop for capturing check images for the electronic deposit of checks
and money orders. The check transactions are stored within a local database, and the check
information will need to be uploaded to OTCnet server when there is internet connectivity before
they can be deposited for settlement.

Check Capture Online — A web-based functionality within OTCnet to allow agencies users to

process scanned images of checks and money orders for the electronic deposit of checks and
money orders at financial institutions. The check transactions are directly saved to the OTCnet
online database, and no upload of batches of checks are needed.

Check Capture Operator - An agency user that has the authorization to perform only very
minimal Check Capture activities. This user has authorization to scan checks into a batch and
close a batch. This user does not have authorization to accept duplicates, make MICR
corrections, authorize the use of out-of-date LVD, or accept checks with poor quality.
Additionally, the user can enter/apply the Accounting Code at the time of scanning checks is
established.

Check Capture Supervisor - An agency user that has the authorization to perform all the
functions on the Check Capture. The user has authorization to accept duplicates (not
recommended), make MICR corrections, authorize the use of out-of-date LVD, and accept
checks with poor quality as well as view, modify, import, and modify endpoint mappings.

Check Number - The printed number of the check writer’s check.

CIRA CSV Historical Report - A check processing business report that allows you to query
check records that are associated with batches that have been forwarded for settlement more
than 18 months ago. The exported comma separated value report (CSV) data can be used to
import into other applications within an agency.

CIRA CSV Report - A check processing business report that allows you to export data based
on a query to a comma separated value report (CSV). The exported data can be used to import
into other applications within an agency.

CIRA Viewer - A user that has authorization to view CIRA records and download CSV files.

Clear - Indicates that a customer may present checks for a specific ABA Number and Account
Number, because the prior restrictions on the individual's check payments have been removed.
Note: Manually cleared items are permanently cleared. If a transaction is cleared in error,
manual suspend, block or deny records need to be created in its place to prevent transactions.

Closed Batch Status - Indicates the batch is closed and no new checks may be scanned into
that batch.

Collections Information Repository (CIR)- (formerly TRS) A collections reporting tool,
supplying the latest information on deposits and detail of collections transactions to federal
agencies. The system will allow financial transaction information from all collections systems
and settlement mechanisms to be exchanged in a single system.
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Comma Separated Values (CSV) - A computer data file used for storage of data structured in a
table form. Each line in the CSV file corresponds to a row in the table. Within a line, fields are
separated by commas, each field belonging to one table column.

Confirmed - A deposit that has been reviewed and then confirmed by a financial institution or
FRB.

Cost Center Work Unit (CCWU) — A Federal Reserve cost center work unit that processing the
FRB deposits and adjustments. It is normally abbreviated as CCWU, and provided only on non-
commercial (FRB settled) transactions. Debits and credits processed by FRB Cleveland will be
noted with the CCWU number 9910 on the daily accounting statement agencies receive from
the Federal Reserve Bank.

Custom Label - Text defined by OTCnet that describes a level in the organization hierarchy,
the internal control number, or agency accounting code.

Customer Not Present Processing Method - The processing method selected in OTCnet
when processing a check that has been presented by a check writer who is not present at the
agency location i.e., mail.

Customer Present Processing Method - The processing method used in the OTCnet when
the check writer is presenting the check in person.

D

Daily Voucher Report - A business report that allows you to view the daily voucher extract.
Data Type - The type of data that should be entered for a user defined field.

Date of Deposit - The date, prior to established cut off times, the user transmits a batch of
checks and money orders through check capture, or the date the agency sends the physical
negotiable instruments to the financial institution.

Debit Gateway - The financial settlement program that is responsible for the presenting and
settling of payment transactions acquired through the OTCnet application. The Debit Gateway
receives a transaction file from OTCnet and determines the proper path for settlement of each
item. Items are either converted to ACH for direct automated clearing house debit, or are
included in an image cash letter, which is sent to the Check 21 system for presentment to
paying banks. Once the file is processed, the Debit Gateway sends a Response Processing File
(RPF) to OTCnet with the status of each of the items.

Demand Deposit Account (DDA) - The account at a financial institution where an organization
deposits collections.

Denied - Indicates that OTCnet system permanently denies an individual from cashing a check
through OTCnet based on the combination of ABA number, account number, and User Defined
Field 1. User Defined Field 1 is usually the SSN number of an individual.
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Deny Date - Indicates when the verification record (MVD/LVD) expires, and OTCnet can start
accepting checks that will be presented by a check writer that has previously presented a bad
check. The Deny Date is calculated based on suspension periods configured in the Check
Cashing policy of an OTC Endpoint.

Deposit - A collection of over-the-counter receipts deposited to a Treasury General Account for
credit.

Deposit Activity (FI) Report - A business report that allows the financial institution to view
deposits submitted to its location.

Deposit Activity (FRB) Report - A business report that allows you to view deposits submitted
to your FRB.

Deposit Approver - A user who has authorization to review and submit deposits to a financial
institution.

Deposit Confirmer - A user at a financial institution that has authorization to verify the accuracy
of deposits received from an agency.

Deposit History by Status Report - A business report that allows you to view deposits by
status.

Deposit Information - The attributes that define a deposit: deposit status, voucher number,
deposit endpoint, ALC, voucher date, deposit total, check/money order subtotal, currency
subtotal, and subtotals by accounting code.

Deposit Preparer - A user that has authorization to prepare and save deposits for approval to a
Deposit Approver.

Deposit Total - The total amount of over-the-counter receipts included in the deposit.

Deposits by Accounting Code Report - A business report that allows you to view deposits by
accounting code.

Deposits by OTC Endpoint Report - A business report that allows you to view deposits by
OTC Endpoint.

Display Order Number - The order in which user defined fields (UDFs) should be displayed.
Draft - A deposit that is saved for modification at a later date by a Deposit Preparer.

F

Failed - The item was unable to be processed and/or settled by Treasury/FMS. These are item
that could not be collected such as foreign items or possible duplicate items. These items are
not included on your 215 Report.

Federal Program Agency - A permanent or semi-permanent organization of government that is
responsible for the oversight and administration of specific functions.
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Federal Reserve Bank (FRB) - A Federal Reserve Bank is one of twelve regulatory bodies
throughout the United States that make up the Federal Reserve System. Each Bank is given
power over commercial and savings banks in its area and is charged with making sure that
those banks comply with any and all rules and regulations.

Federal Reserve Bank-Cleveland (FRB-C) - FRB-C serves as the conduit for settlement of
transactions originating from the OTCnet application. FRB-C is responsible for receiving the
transaction data from OTCnet via forward file, and performing check clearing/transaction
settlement as the ‘debit gateway’.

Federal Reserve System's Automated Clearing House (ACH) System - Enables debits and
credits to be sent electronically between depository financial institutions.

Financial Institution (FI) - A bank, designated by the Treasury and a Treasury General
Account (TGA) of International Treasury General Account (ITGA), which collects funds to be
deposited in the Treasury General Account. These banks also include the Federal Reserve
Bank (FRB).

Financial Institution Information - The name, address, routing transit number, and the
demand deposit account number of a financial institution.

Firmware - A release used for initial download or upgrades to the scanner software that allows
a scanner to be used on a terminal. The firmware versions also contains a series of other back-
end installation files that should be installed on a terminal to enable it to be used for Check
Capture in OTCnet.

Fiscal Year - A 12-month period for which an organization plans the use of its funds.

FMS Statistical Report - A check processing administration report that allows you to view
statistical details for an OTC Endpoint. The report includes statistical information regarding the
total transactions, overall success rate, total returns sent back to the agency, and total returns
received. The report searchable for a duration of up to 15 days.

Forwarded Batch Status - Indicates the batch has been sent to Debit Gateway to initiate the
settlement process.

Forwarded File - A term that is assigned to a file that contains the check transactions that is
send from channel applications, such as OTCnet or ECP, to Debit Gateway for settlement
purposes.

Franker - An internal stamp unit that stamps a check with “Electronically Processed” after the
check is processed and scanned. Franker availability is based on the model of your scanner.

Franking - The process of stamping a check processed through Check Capture. The stamp
indicates that the check was electronically processed.

H

Highest Level Organization - The primary level of the organization hierarchy.

49 Administration Version 1.5/June 2014



Bureau of the Fiscal Service OTCnet Participant User Guide — Accessing and Navigating OTCnet

IBM Tivoli Identity Manager (ITIM) - Refers to FMS’s Enterprise provisioning tool for user
account and identity management.

Individual Reference Number (IRN) - The auto-generated unique number used in OTCnet to
identify Check Capture transactions.

Input Length Maximum - The maximum number of characters that may be entered in a user
defined field.

Input Length Minimum - The minimum number of characters that may be entered in a user
defined field.

Internal Control Number - A customizable field for agency use to further describe a deposit.

Item Detail Report - A report that contains the information about an individual item (check)
associated with a batch. The report print-out will contain MICR information, data entered about
the check, and an image of the check obtained during scanning.

Item Type - Indicates whether the check presented is a personal or business check. This
determines whether the check is handled through Check 21 (non-personal) or FedACH
(personal).

L

Local Accounting Specialist - A user who is an expert on the organizational structure,
reporting needs and accounting rules for their depositing endpoint and its lower level OTC
Endpoints. This role will establish and maintain the organizational structure, accounting code
mappings to individual endpoints and the processing options that one or more lower level OTC
Endpoints will use in OTCnet.

Local Security Administrator (LSA) - An agency or financial institution/federal reserve bank
user who has authorization to maintain user access to an organization, including
assigning/removing user roles and assigning/removing organization hierarchy access. This user
is also able to request and create users for the organization.

Local Verification Database (LVD) - A database (specific to the endpoint using OTCnet) that is
downloaded from OTCnet and stored locally on the agencies network, which replicates the
information found in the Master Verification Database (MVD).

Lower Level Organization - Any organization created below the highest level organization.

LVD Contents Report - A check processing business report that allows you to view the
contents of a Local Verification Database (LVD) for a given OTC Endpoint.

M
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Magnetic Ink Character Recognition (MICR) - Digital characters on the bottom edge of a
paper check containing the issuing bank's ABA number and account number. The check
number may also be included.

Master Verification Database (MVD) - It is an online database specific to the agency that
maintains the agency hierarchy check cashing policy, information on bad check writers, and
manually entered blocked items based on an agency’s policy. Bad check information is
accumulated in the MVD as agencies process checks through Check Capture. The MVD
provides downloads of dishonored check information and blocked items via the Local
Verification Database (LVD) on a daily basis.

MVD Editor - A user that has the authorization to view, edit, and download CIRA records, view
verification records, and read blocked records containing only ABA permissions.

MVD Viewer - A user that has the authorization to view and download CIRA records, view
verification records, and read blocked records containing only ABA permissions.

N

Non-Personal Item Type - Indicates that the name on check is an organization, or the check is
a money order, traveler's check, or third-party check.

Non-Reporting OTC Endpoints Report - A business report that allows you to view OTC
Endpoints that have not reported a deposit.

O

Open Batch Status - Indicates the batch is open and accepting new checks.
Organization - The location or level within a Federal Program agency.
Organization Hierarchy - The structure of a Federal Program agency as defined in OTCnet.

Organization Hierarchy Report - A check processing business report that allows you to view
the target OTC Endpoint within the context of the current OTC Endpoint.

OTC Collections - Receipts that contain cash, checks, and/or money orders that are collected
over-the-counter by organization endpoints in exchange for goods or services.

OTC Endpoint - The endpoint (location) that collects over-the-counter (OTC) receipts and
deposits them to the Treasury’s General Account.

OTC Endpoint (CHK) - The endpoint (location) setup in OTCnet to use check capture.
OTC Endpoint (TGA) - The endpoint (location) setup in OTCnet to use Deposit Reporting.

OTC Endpoint Mapping - The assignment of accounting codes to an agency’s OTC Endpoint,
for which a deposit amount can be allocated.
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OTCnet Offline - Refers to the over the counter application that provides Check Capture
functionality to end users with limited internet connectivity, and provides the capability to upload
offline-captured batches to the Online OTCnet application for processing.

OTCnet Online - Refers to the web-based over the counter application that provides Check
Capture, Check Processing and Deposit Processing functions to end users (that have constant
internet connectivity).

Over the Counter Channel Application (OTCnet) - Refers to the over the counter application
that provide Check Capture and Deposit Reporting to end users.

P

Personal Item Type - Indicates that the name on check is an individual’'s name, not acting as a
business.

Personally Identifiable Information (PlI) - It is any piece of information which can potentially
be used to uniquely identify, contact, or locate a single person or can be used with other
sources to uniquely identify a single individual. Examples of PIl include but are not limited to
social security numbers, dates and places of birth, mothers’ maiden names, biometric records.

Primary Local Security Administrator (PLSA) - An agency or financial institution/federal
reserve bank user who has authorization to maintain user access to an organization, including
assigning/removing user roles and assigning/removing organization hierarchy access. This user
is also able to request and create users for the organization.

Processing Options - User-defined parameters for the deposit and adjustment processes.

Processing Options by OTC Endpoints Report - A business report that allows you to view
processing options defined for endpoints within the organization.

Q

Queue Interface — Used by military agencies that utilize the Deployable Disbursing System
(DDS) database bridge. It provides a single transaction input point, prevents data entry errors,
and discrepancy between both systems.

R

Received - The agency has sent this transaction through OTCnet. No settlement has been
performed for this transaction yet.

Received Date - The date the check was received by web-based OTCnet.

Rejected - A deposit that is returned by a financial institution or FRB to the Deposit Preparer to
create a new deposit.
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Represented - This transaction was returned with a reason code that allows for another
collection attempt to be made (see Appendix Chapter of the Participant User Guides for Reason
Codes). Depending on an agency'’s policy, the item is reprocessed in an attempt to collect the
funds from the check writer. Items with this status are in-process of collection.

Retired - This transaction was unable to be collected. The agency receives an SF5515 Debit
Voucher Report with a debit processed to Debit Gateway, the effective date and debit voucher
number. The offset to the agency’s debit is an ACH return or a paper return (Check 21) received
from the check writer’s financial institution. This transaction cannot be processed again through
OTCnet.

Return Reason Codes - Represent the numeric codes used in the ACH and paper return
processing, which specify the reason for the return of the transaction and Check 21 codes.

Return Settlement Date - The effective date of settlement of the returned check item.

Returned Item - A check that was originally part of an OTCnet deposit but returned to the
financial institution for non-sufficient funds, closed account, etc.

Routing Transit Number (RTN) - (also known as American Bankers Association (ABA)
Number or Bank Routing Number) - The nine-digit number used to identify a financial
institution.

S

Save as Draft - An option that allows a Deposit Preparer to save a deposit for modification at a
later date.

Save for Approval - An option that allows a Deposit Preparer to save a deposit for a Deposit
Approver to submit to a financial institution.

Send Error Batch Status — Indicates the batch was transmitted and fully processed by the
OTCnet server without error.

Sent Batch Status — Indicates the batch was uploaded online without error.
Separation of Duties - A concept used to ensure there are typically separate personnel with
authority to authorize a transaction, process the transaction, and review the transaction.

Settle Best Method - The option that allows OTCnet to decide the best settlement method for
personal and non-personal checks.

Settled - This transaction is complete and the funds have been credited to the agency’s
Treasury General Account. The effective date of the deposit and the SF215 Deposit Ticket
Report deposit ticket number are provided.

Settlement Date - The payment date of a check item, which is when the deposit is debited from
the check writer's account.

SF215 Deposit Ticket Report - The report presented to a financial institution by a U.S.
government agency with checks and other payment instruments to make a manual deposit. This
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report is manually generated for Deposit Reporting and auto-generated for Check capture. The
report is searchable for a duration of up to 45 days in OTCnet.

SF5515 Debit Voucher Report - The report used to debit the Treasury General Account (TGA)
to decrease the amount of a deposit made to that account. This report is manually generated for
Deposit Reporting and auto-generated for Check capture. The report is searchable for a
duration of up to 45 days in OTCnet.

Share Accounting Module (SAM) - The application that facilitates the process of validating or
deriving Treasury Account Symbol (TAS) and Business Event Type Code (BETC) combinations
to assist CARS/GWA in classifying financial transactions as they occur.

Short Name/Code - The user-defined text describing an organization. Short Names/Codes
must be unique within an organization hierarchy.

Submit - An option that allows a Deposit Approver to submit a deposit to a financial institution.

Submitted - A deposit that is submitted and waiting deposit confirmation by a Deposit
Confirmer.

Suspend - Indicates that an individual's record is set to a predetermined suspension period.
During this time, OTCnet prevents an individual from processing a check through OTCnet. The
individual's database record has a Trade Status of Suspend and the expiration date is set until a
specific date.

T

Terminal ID - The unique humber assigned to the workstation where a user performs functions
in OTCnet.

Trade Status - Represents the status of the verification records. There are four 4 possible trade
statuses in the system: Blocked, Denied, Suspended, and Cleared. The Trade Status D-
Suspended or D-Denied is assigned to auto generated Dynamic records.

Transaction History - Defines the time range that a Deposit Confirmer will be able to view the
historical deposit transactions for his or her financial institutions. For example, if the transaction
history is set at 45 days, the Deposit Confirmer will be able to view all the deposits that he or
she has confirmed for the past 45 days.

Treasury Account Symbol (TAS) - The receipt, expenditure, appropriation, and other fund
account symbols and titles as assigned by Treasury.

U

Universal Serial Bus (USB) - A connection port on a computer that is universally compatible
with many types of devices, such as printers, speakers, mouse, flash drives, etc.

US Dollar Equivalent (USE) - The deposit amount, in United States currency, which is equal to
the foreign currency for which it is being exchanged.
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US Treasury - The executive department and the Treasury of the United States federal
government.

User Defined Field (UDF) - A user-defined text that describes deposit activity or deposit
accounting activity.

User Information Report - A security report allows that you to view a user’s contact
information.

Users by Access Group (FI) Report - A security report that allows you to view users by
financial institution.

Users by Access Group (FPA) Report - A security report that allows you to view users by
OTC Endpoint.

Users by Role (FI) Report - A security report that allows you to view users by role for your
financial institution.

Users by Role (FPA) Report - A security report that allows you to view users by role for your
OTC Endpoint.

V

View CAS$HLINK Il File Status Report - An administration report that allows you to view the
status of deposit report files that have been processed by CA$HLINK Il or are ready for
CASHLINK II to process.

View FRB CAS$HLINK File Status Report - An administration report allows you to view the
status of deposit files that have been sent to FRB CA$SHLINK.

View TRS File Status Report - An administration report allows you to view the status of TRS
files that have been processed by Transaction Reporting System (TRS) or are ready for TRS to
process.

View Vouchers Completed Report - An administration report allows you to view the status of
deposit and adjustment vouchers that have completed processing through the FI System To
System Interface in the past 36 hours.

View Vouchers in Progress Report - An administration report allows you to view the status of
deposit and adjustment vouchers in progress.

Viewer - A user who has authorization to view OTCnet information and produce reports from it.

Voucher Date - The business processing day the check transaction is received by the Debit
Gateway from the channel applications.

Voucher Number - The number assigned to a deposit by OTCnet.
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Audience, Overview and Topics

Audience

The intended audience for the Capturing and Managing Checks Online Participant User Guide
includes:

o Check Capture Operator (CCO)
o Check Capture Lead Operator (CCLO)
e Check Capture Supervisor (CCS)

Overview
Welcome to Capturing and Managing Checks Online. In this chapter, you will learn:
e The purpose of capturing and managing checks online
e How to capture a check online
e How to manage failed image quality
o How to resolve a duplicate check
e How to void a check
o How to override a Master Verification Record (MVD) Record
¢ How to perform batch control and batch balancing
e How to view and print a batch list /item
e How to activate/deactivate a batch
e How to close a batch
e How to approve a batch

e How to print a receipt
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Topics
This chapter is organized by the following topics:
1. Purpose of Capturing and Managing Checks Online
Capture a Check Online
Manage Failed Image Quality
Resolve a Duplicate Check
Void a Check
Override a Master Verification Record (MVD) record
Perform Batch Control and Batch Balancing

View and Print a Batch List / Item

© © N o o A w0 D

Activate/ Deactivate a Batch
10. Close a Batch
11. Approve a Batch

12. Print a receipt
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Topic 1. Purpose of Capturing and Managing Checks

Online

The Check Processing functionality is primarily used to capture images of a check along with
transaction data. There are two components under this tab within OTCnet. They include the
Scan Check and Batch Management functionality. Once the images and data are collected
under Scan Check, a user may access Batch Management to perform certain tasks prior to
forwarding the batch for settlement.

During check scanning, you may opt to use the Batch Control functionality which allows you to
balance your batch. If this option is configured to be optional or mandatory for your agency, the
Batch Control page appears during the processing of the check.

If you are assigned the role of Check Capture Operator (CCO) or Check Capture Lead
Operator (CCLO), you are the only authorized users who can capture a check.

As a CCO, you can scan checks into a Batch, change Processing Method (Customer Present /
Customer Not Present), change an Accounting Code, change Item Type (Personal / Non-
Personal checks), close a batch, and view a batch list.
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As a CCLO, you can conduct the same actions as the CCO stated above, as well as balance
batch and enter batch control values (total check count and total amount), accept duplicates,
make MICR code line corrections and accept checks with poor quality without approval (see

Table 1 below for details).

Table 1. Check Capture/Processing and Batch Permission Matrix

Check Capture Check Capture sl
Capture
Operator Lead Operator Supervisor
(CCO) (CCLO) (CCS)
Scan checks into a batch ° °
Change Processing Method (Customer
Present / Customer Not Present / Back ° °
Office)
Change Accounting Codes ° ° °

Change Item Type (Personal/Non-
Personal checks)

Make MICR code line corrections o °
Resolve a duplicate check

Accept checks with poor image quality
View a batch list °
Balance batch amount (total check count

and total amount) ® *
Enter batch control during batch closing ° °
Close a batch ° ° °
Approve a batch o' ol .
Upload a batch o’ o’ .
Acknowledge a batch o’ o’ .
Edit a batch ° °
Activate/Deactivate a batch °
Void a check °

= requires additional Batch Approver permission %= requires additional Batch Uploader permission
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Topic 2. Capture a Check Online

Introduction to Capturing a Check

As a CCO or CCLO, you can capture a check in two modes, single or batch. Once a Check
Capture Administrator (CCA) sets up your Terminal Configuration settings, you will be able
to scan a check in Single or Batch check mode. There are many other settings that your CCA
may have also instituted for your location. Many of which will be visible as you begin the check
scanning process, as we will review in this Topic for Capture a Check Online.

Logical Processing Order for Scanning a Check

When creating a batch, it is important that the proper steps be taken to ensure that the batch
reaches our system. Below is an outline of the logistics for creating a batch:

Batch Control — This function may or may not appear, based on the computer’s
configuration settings. If used, key in total dollar amount of checks and the total number
of checks to be scanned. This function can be setup in the configuration as disabled,
optional, or mandatory by the CCA. If this option is disabled, the Batch control screen
does not appear. If optional, the Batch control screen can be skipped.

If mandatory at Batch Create or Batch Close only, the user must enter the Batch Control
values. However, if a user selects to set Batch Control value at both Batch Create and
Batch Close, then it can only be deferred at the beginning of the batch. Batch control is
required prior to closing a batch in this case.

Scan the check (or checks if processing in batch mode).

Key in amount, configurable field data, and select accounting code information for
each check, if accounting codes are set up.

Cancel transactions while performing data entry, used only if necessary, i.e., image
of the check is not legible.

Print the receipt — Just after the item information is keyed into the data entry screen,
press Enter, then click the Receipt button to print a receipt of the item or items.

Void items — Used to delete invalid items only if necessary, prior to closing a batch if a
CCA is available to authorize the void. Once data entry has been performed and the
Enter key is pressed on a user’s keyboard, the item can no longer be cancelled and
must be voided.

Print the Batch list — A printout of the batch listing must be done prior to closing a
batch.

Pre-balance — Use the batch list that was just printed to reconcile all activity for this
batch of work. If reconciling with cash drawers, count and reconcile to ensure activity is
accurate.
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Batch Balancing — This screen only appears if the totals that are keyed into the Batch
Control screen do not match with what was actually keyed into the data entry screen, or
if the number of checks scanned does not match the number keyed into the Batch
Control screen.

Close — Closes the batch from further checks and prepared the batch for processing.

Approve - Indicates that the batch is ready for the settlement process. Once the batch is
approved, it is then sent to Debit Gateway to initiate the settlement process. The batch
status then becomes Forwarded.

An Agency may have multiple OTC Endpoints to process checks for. Each OTC Endpoint is
unique and batches can include items for multiple OTC Endpoints, however during the
configuration set up, one OTC Endpoint is chosen to be the default. The default OTC
Endpoint appears each time the CCO or CCLO begins the scanning process. However, they
may select an alternate OTC Endpoint before scanning begins.

Types of Acceptable and Unacceptable Checks

Checks that CAN be processed through OTCnet’'s Check Processing Functionality

All of the items listed below can be processed through OTCnet's Check Processing
Functionality.

These following check items should be processed as Non-personal:

Note

US Treasury Checks

Traveler's Checks

Money Orders (including Postal Money Orders)
Third-party Checks (even if drawn on a personal account)
State and Local Government Checks

Credit card Checks

'Do not ACH' Checks

Official Checks

Business Checks

Cashier’'s Checks

Other US Government Checks

Payroll Checks

. If a customer chooses to ‘opt out’ and does not want their checks to be processed via

ACH, that customer’s personal check should be processed as a non-personal item. This will
allow the check to clear their financial institution as a Check 21 item.
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The following item(s) should be processed as Personal check Items:
= Personal/Consumer Checks

List of Items that CANNOT be Processed through OTCnet's Check Processing
Functionality

The following ineligible item(s) cannot be processed using OTCnet’'s Check Processing
functionality and may need to be processed through the Deposit Processing tab within OTCnet
instead:

» Foreign items drawn on non-US Financial Institutions
= Check payable in non-US currency

Note: Apply any necessary stamps in a location that does not interfere with the dollar amount,
financial institution information, or the signature. Since these items are not deposited at your
bank, there is no need to stamp “For Deposit Only” on the back of the check. FRB-Cleveland
becomes the bank of first deposit for all OTCnet’'s Check Processing items scanned and
forwarded for settlement.

Batch Processing Modes

Single vs. Batch Processing Mode

Agencies can choose to process their checks in one of two processing modes. The Single
check mode allows checks to be processed one at a time, and Batch processing mode allows
for batches of checks to be scanned prior to data entry. The Batch mode processing works with
the EC6000i, EC601x, EC7000i, EC9000i, Panini Vision X, Panini MyVision X, and Panini I:
Deal scanners.

When scanning in Batch Processing Mode, ensure that the entire check image is visible on
the screen and the dollar amount must be legible (a check may successfully scan even though
the item was folded going into the device). If the image is not legible, click Cancel under
Scanner Controls and re-scan the check.

A best practice approach while scanning in Batch mode is to scan a smaller quantity of items.
For example, instead of scanning 150 items, scan 75. Then, perform the data input. Scan the
second group of 75 and perform the data input. Using the keyboard after the 75 items are
scanned may eliminate the system inactivity logout during batch processing. Because the
keyboard and mouse are typically not touched during the scanning process, the system
interprets this as inactivity and an auto logout takes place. To avoid this situation, move the
mouse every so often to simulate system activity during the scanning process. The default
setting is 15 minutes so the operator should move the mouse every 10 minutes or so to keep
the system active.

Note: The maximum number of items that should be included in one batch is 3,000 items, and
the maximum dollar amount per batch is $9,999,999,999.99. The max number of items is also
limited by the TIFF file.
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All processing method types can exist within a batch, although usually Back Office processing
types would be processed independently of other types. Not all agencies utilize all modes.
Furthermore, a site may choose not to use all modes every day, due to fluctuation in check
volume.

Processing Methods

Operators are able to choose the Processing Method to which they would like to scan checks.
This option indicates the mode of operation. They include Customer Present, Customer Not
Present, or Back Office.

The Customer Present method is used when the person is present, i.e., standing in front the
operator with their check. The Customer Not Present method is used when the writer of the
check is not present, i.e. when checks are received through the mail or unmanned dropbox.

The Back Office processing method allows Agencies to convert payments received at the
point-of-sale locations to ACH entries in a controlled, back-office environment.

The default is to allow all Processing Methods and Item Types but restrictions can be setup to
allow only the Back Office processing method or Non-personal items only. Operators need to
make certain that they are selecting the proper choices for each item to avoid returned
payments from the check writer’s financial institution.

Prior to scanning, checks should be pre-sorted by Customer present, Customer Not Present,
and Back Office. All processing method types can exist within a batch, although usually back
offices processing types would be processed independently of other types. Not all agencies
utilize all methods. Furthermore, your site may choose not to use all methods every day, due to
fluctuation in check volume scanning a check.

ltem Types

Before or after the check is scanned in Single mode, the user must choose the ltem Type. For
Batch mode scanning, a user cannot manually select Personal or Non Personal, the system
will use the default (previously established in the configurations). During the scanning process, if
the system detects an Item Type other than the established default, it will prompt the user for
confirmation.

The choices are Personal or Non Personal. This indicates the type of item to be processed.
When the operator clicks Personal, the Agency Form data entry screen displays, Check:
Personal.

If the operator clicks Non Personal, the Agency Form data entry screen displays, Check: Non
Personal. OTCnet can process both personal and non-personal checks within a batch. The
operator needs to make certain that they are selecting the proper choices for each item. Presort
all items into two groups (Personal and Non Personal) prior to scanning to avoid the pop-up
message indicating that it detected a different item type for the check. While most business
checks are typically larger in size, business checks can look the same as personal checks.
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Using OTCnet’s Terminal Configuration functionality, authorized users can limit the Item Type
to Non Personal only. When Non Personal Only is chosen under Terminal Configuration,
the ltem Type Personal is no longer available for the operator to choose from the drop-down
options. This can be set up for Agencies who never process personal checks. For more
information, please reach to your CCA or the Administration Chapter 7: Configuring Check
Processing Settings user guide.

Accounting Codes

By default, the Agency Accounting Code drop-down field displays a blank value. An
accounting code can be selected for a check transaction before or after scanning a check.

The Agency Accounting Codes drop-down list displays the full Agency Accounting Code
value (up to 50 alphanumeric characters) and some portion of the Description (up to 15
alphanumeric characters).

Accounting Codes are displayed in the drop-down field if they are mapped or inherited from
the higher level OTC Endpoint. Additionally, accounting codes that are designated as Treasury
Account Symbols (TASs) by the Agency are displayed if they are and have been validated by
Shared Account Module (SAM).

If no accounting codes are available for selection and the Agency is a GWA Reporter, an
operator cannot scan a check. If no accounting codes are available for selection, and the
Agency is not a GWA Reporter,an operator can still scan a check.

If an OTC Endpoint is associated with an ALC that is designated as a GWA Reporter, all check
transactions must be classified with an accounting code. If an ALC is not a GWA Reporter,
classifying it with an accounting code is optional.

The same accounting code is displayed after it is selected for the first time. The selected
accounting code is “sticky” (remains the same) between transactions, between batches within
the same check scanning session and prior to the next user login.
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Check Scanner Types and Check Placement

Your Agency may scan checks using one of nine scanner types (see Table 2 below). Some
scanners are designed to scan only in Batch mode, whereas others may only scan in Single
mode. The EC6000i, EC601x, EC7000i, EC 9000i, Panini MyVision X, Panini Vision X, and

Panini I: Deal, however, can scan checks in both modes.

Table 2. Scanner Types

This scanner will prompt you to scan both sides of a check and can scan only in

EC5000i .
single mode

This scanner will prompt you to scan the back side of a check and can scan in

EEeaR: single or batch mode (one or more checks in a batch)

This scanner will prompt you to scan the back side of a check and can scan in

EC601X single or batch mode (one or more checks in a batch)

This scanner will automatically scan both sides of a check and can scan in single

EC7000i or batch mode (one or more checks in a batch)

This scanner will automatically scan both sides of a check and can scan in single

e or batch mode (one or more checks in a batch)

This scanner will automatically scan both sides of a check and can scan in single
or batch mode (one or more checks in a batch)

Panini MyVision X

This scanner will automatically scan both sides of a check and can scan in single

Panini Vision X or batch mode (one or more checks in a batch)

This scanner will automatically scan both sides of a check and can scan in single

Panini |: Deal or batch mode (one or more checks in a batch)

EC5000i Scanner

Place the check in the left slot, with the MICR line of the check aligned on the bottom. The front
of the check should face right (as shown in Figure 1 below).

Figure 1. EC5000i
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EC6000i, EC601X, and EC7000i Scanners

Place the check in the scanner with the MICR line of the check aligned with the right side of the
scanner (shown in Figure 2 below). Gently push the check forward to allow the scanner to grasp
the check. Guide the left side of the check with your finger to prevent the document from being
skewed. The scanner automatically pulls the check through to begin the scan.

Figure 2. EC 7000i Scanner

Note: With the EC7000i scanner, both the front and the back of the check are scanned
automatically. For additional scanning information or troubleshooting using the EC6000i and
EC7000i scanners, reference Troubleshooting or Chapter 11: RDM Scanner Appendix. For
more detailed information regarding the scanner, such as scanner ports, scanning checks,
cleaning the scanner, etc., refer to the Chapter 11: RDM Scanner Appendix.
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EC 9000i Scanner

Place the check(s) into the hopper (right slot) with the MICR line of the check aligned on the
bottom. The front of the checks should face right towards the outside of the scanner (as shown
in Figure 3 below). For single mode, place one check into the insertion hopper until the scanner
pulls the check into the scanner. For batch mode, place up to 15 checks into the insertion
hopper and click Scan on your computer. If necessary, click Scan again for each document
remaining in the hopper. Each document is then processed.

Figure 3. EC9000i Scanner

Panini Vision X and MyVision X Scanners

A user needs to ensure that the check or checks are already in the hopper of the scanner, front
of the checks facing (as shown in Figure 4 below). The first green light on the scanner begins to
flash (if applicable).

Once the hopper is empty, the Hopper Empty message appears; the user can add more checks
to the hopper then click Yes to continue adding items to the batch, or click No if there are no
more checks to scan. When No is clicked, the system switches to the data entry phase and the
first check that was scanned appears on the screen.

Figure 4. Panini Scanner

Note: Use caution when clicking the Stop button during batch mode processing. Pressing too
quickly (before the scanner has a chance to catch up to the system) may cause the loss of the
last transaction.
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Panini I: Deal Scanner

Place the check face up with the MICR line aligned to the right side of the scanner (as shown in
in Figure 5 below). The scanner automatically detects the check and begins feeding. If the
check is not aligned, the scanner will automatically align the check to the proper position. When
using the franking feature, the Panini I: Deal scanner will frank the check as soon as it is
scanned, rather than waiting until the operator has saved the transaction. This is a change in
process from the EC6000i and EC7000i series scanners.

Figure 5. Panini I: Deal Scanner

Note: As the document is fed into the device, the scanner will detect if the document was not
automatically aligned correctly. If the document is skewed, the scanner will prevent further
processing, will stop the document, and will flash a red light. The check can be removed and
reinserted.

For additional information regarding scanners, keypads or franking, you can access any of the
Participant User Guide Chapters below:

o Chapter 9. Troubleshooting (for scanner / imaging issues)
e Chapter 11. RDM Scanner Appendix
e Chapter 12. Panini Scanner Appendix

Check Capture Acceptance

Once a user has successfully logged in to OTCnet, selected the appropriate OTC Endpoint to
scan a batch to, chosen the correct processing method and Item Type, the next step is to scan
the check.

Click the Start Scan under Scan Controls options (scanner light may turn green depending on
the type of scanner you have indicating that the scanner is ready to accept a check). Scan the
check and click Save under Scan Controls options. The bottom of the Agency Form entry
screen displays Scan front of Check.

Note: A Batch Control screen may appear, based on the Agency’s configuration settings.

13 Check Capture and Check Processing Version 1.5/June 2014



Bureau of the Fiscal Service OTCnet Participant User Guide — Capturing and Managing Checks Online

Capture a Check Online
To scan a check, complete the following steps:
1. Click the Check Processing tab.

2. Click Check Scan. The Check Scan-Select Open Batch page appears.

Figure 6. Check Processing> Check Scan

Batch Management I Check Scan

3. Under Select Open Batch, Click Select for the OTC Endpoint for which you want to scan a
check(s). Click Next. The Check Scan page appears.

If a batch is in use and another user attempts to access the same batch, a Batch Lock message
appears stating the batch is in use and he/she cannot access the batch.

Figure 7. Click Scan- Select Batch Page
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Figure 8: Agency Form Data Entry Fields
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Under ALC+2 (Agency Location Code +2),

o Verify the OTC Endpoint. If you need to change the OTC Endpoint, click Previous
and return to Step 2

Under Processing Method,
e Select the Customer Present, Customer Not Present, or Back Office

Processing Method indicates how the check data is entered. There are three
Processing Methods:

= Customer Present-Customer has presented a check in person i.e. standing in front
the operator with their check.

= Customer Not Present-Customer has dropped off the check and is not available i.e.
has submitted the check via mail or unmanned dropbox.

» Back Office-Customer presented a check in person and the check is being scanned
in a controlled back-office environment

Under Item Type,
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e Select Personal or Non-personal

Iltem Type indicates whether the check presented is a personal or non-personal check.
This determines whether the check is handled through Check 21 (non-personal) or

FedACH (personal).

Item Types are defined as follows:

= Personal -Name on the check is an individual’s name, not acting as an organization

= Non-Personal - Name on the check is an organization, or the check is a money
order, traveler’s check, or third-party check

Figure 9. FedACH and Check 21 Item Types

FedACH

Check 21

Direct Deposit of payroll, Social
Security and other government
benefits, and tax refunds

Direct Payment of consumer
bills such as mortgages, loans,
utility bills and insurance
premiums
Business-to-business payments
E checks

E commerce payments
Federal, state and local tax
payments

Business Checks

Money Orders

Treasury Checks

Credit Card Checks
Traveler's Checks
Cashier’s Checks

Official Checks
Third-party Checks
Payroll Checks

Checks drawn on state or
local government
Personal Check (No Notice)
Personal Check (Opt Out
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Under Scan Controls
e Click Start Scan, when ready to scan a check

Figure 10. Start Scan

Processing Mode
SINGLE CHECK MODE

Batch
Total ltem Count:28
Key Item Count:
OTC Endpoint:

Short name:
oTSs

Description:
OFFICE OF THIRFT SUPERVISION

ALC + 2:
2074000101

Processing Method:

Customer Present |

Item Type:

IF'erSDnaI j

Scan Controls:

Start Scan

Cancel
Receipt
Clear Form
Save

Scanner Config

If you use an EC6000i, EC601X, EC7000i, or EC9000 to scan checks in Batch mode, a READY
FOR BATCH SCAN Waiting for check dialog box appears. Insert the checks one at a time. The
dialog box shows the item count after each scan. When you finish scanning, click Stop.

Figure 11. Waiting for Check Image

READY FOR SIMNGLE CHECK SCAN
Waiting for check.

Cancel
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If you use a Panini I: Deal, Panini MyVision X, or Panini Vision X to scan checks in Batch
mode, a READY FOR BATCH SCAN Waiting for check dialog box appears. Insert the checks in
the hopper. The dialog box shows the item count after each scan. When the hopper is empty or
when you finish scanning, click Stop.

Table 3. Scan Controls Menu

Cancel Cancels the transaction. No data will be saved

Access a receipt for review or printing. This is only
available once the initial check is scanned

Receipt

Clear Form Clears the data entered

SEVE Saves the transaction

Provides scanner, printer and processing method
configuration information

Scanner Config

Under Scanned Check Image, optional

Click < to view the front of the check

Click > to view the back of the check

Click - to reduce the image of the check

Click + to increase the image of the check

Click Left Rotate to turn the image to the left
Click Right Rotate to turn the image to the right
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You can manipulate the image of the checks you capture, but using the options under Scanned
Check Image.

Figure 12. Scanner Check Image (Sample Images)

>
>
TEST IMAG E .- {\ View the front of the check
- o) View the back of the check
—— = Reduce the image of the
TEST IMAGE-TEST IMAGE-TEST IMAGE ¥ N | check
| s Pt orine. 3 + |Increase the image of the
— s % = M |check
.‘ —— W fi- 4.|_|' LT T 5 -
& ‘;L Y et g 5 Left rotate to turn the image
g e SAMPLE - HOT NEGOTIABLE 0 to the left
ROLO0003  00000THD) 472 o Right rotate to turn the image
to the right
—T =T =
o uoomo e 8
" 318VILOD3N LON - I1dWYS e (7 >
e ™ 3
gy —=| |8
& s — 4 2 s T
15w : o
TGS PR
FICAVLITATT T OTT T =TTMRFTATT 1 €97 1T ST rarT 1

Under Agency Form Data, enter the check data in the field(s) provided and click Save. After
saving the data, a message appears stating the transaction was successfully saved
along with the Individual Reference Number (IRN) and check amount.

o Enter the Amount, required

Note: Only numbers need input. For example, entering in 1290 would equal $12.90, and 56321
would be equal to $563.21. The maximum dollar amount that can be keyed into the data entry
screen is 99,999,999.99. The minimum amount is .01.

The Agency Form Data form is customizable and can include fields beyond the Amount field
(e.g. Social Security Number). If your agency has additional fields, they display under the
Amount field. Your Agency may deem the field(s) either mandatory or optional for you to
complete an entry. If your Agency requires additional fields, contact your Deployment Specialist
at 703-377-5586 or fms.otcdeployment@citi.com.

Note: Since the configuration field requirements are established by each Agency,
minimum/maximum requirements may exist for certain fields. If the operator does not satisfy
those minimum/maximum field requirements, an error message is displayed in the middle of the
screen and corrections must be made to the field before the transaction is accepted.

Recapture an image of a check if it inserted upside down; appears skewed; or the image is
illegible. Click Cancel and reinsert the check in the scanner. Then click Start Scan and re-enter
the necessary data.
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Upon scanning the check and using enter on your keyboard to finalize, you will notice that the
IRN, Bank Number, Check Number, Account Number, Date & Time fields automatically
populates located in the frame of the Agency Form Data). For details regarding your scanner
configurations, click on Scanner Config, under Scan Controls.

Under Agency Accounting Code,
e Select an Accounting Code

If no accounting codes are available for selection and the Agency is a GWA Reporter, an
operator cannot scan a check. If no accounting codes are available for selection, and the
Agency is not a GWA Reporter, an operator can still scan a check.

If an OTC Endpoint is associated with an ALC that is designated as a GWA Reporter, all check
transactions must be classified with an accounting code. If an ALC is not a GWA Reporter,
classifying it with an accounting code is optional.

The same accounting code is displayed after it is selected for the first time. The selected
accounting code is “sticky” (remains the same) between transactions, between batches within
the same check scanning session and prior to the next user login.
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4. Click Save to save the image of the check and the data you entered

Figure 13. Save Check

Check Scan

Check Scan - Perform Check Scan

Agency Form Data

Scanned Check Image

User ofcgef51
Processing Method: Customer Present

Item Type: Personal

Amount:
Social Security Number:

IR N: 170606770240300000132
Bank Number: 304083448
Check Number: 0682

TEST IMAGE-TEST IMAGE-TEST IMAGE

DAIL

ORDER OF

3i0L0A 3LLAR

Agency Accounting Code

O wndbud dellara

s —

SAMPLE - NOT NEGOTIABLE

LS?3E90 4" OBBC

Agency Accounting Code:
Description:

RO ,'00

Processing Mode
SINGLE CHECK MODE

Batch
Total ltem Count: 0
Key Item Count: 1/1
OTC Endpoint:

Short name:
oTs

Description:
OFFICE OF THIRFT SUPERVISION

ALC +2:
2074000101

Processing Method:

Customer Present j

Item Type:
Personal j

Scan Controls:
Start Scan

Cancel
Receipt
Clear Form

Save

Scanner Config

Enj 2|

Return Home
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Upon scanning the check and using enter on your keyboard to finalize, you will notice that the
IRN, Bank Number, Check Number, Account Number, Date & Time fields automatically
populates located in the frame of the Agency Form Data. For details regarding your scanner
configurations, click on Scanner Config, under Scan Controls.

Figure 14. Scanner Config Menu Option
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5. A message appears stating the transaction was successfully saved along with the
Individual Reference Number (IRN) and check amount

Figure 15. Transaction Saved Successfully

Transaction saved successfully. IRN: 181103770202500000290.
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& Capture a Check Online

To capture a check in online mode, complete the following steps:
1. Click the Check Processing tab.
2. Click Check Scan. The Check Scan-Select Open Batch page appears.

Under Select Open Batch,
e Click Select for the OTC Endpoint for which you want to scan a check(s)

@Application Tip

If a batch is in use and another user attempts to access the same batch, a
Batch Lock message appears stating the batch is in use and he/she cannot
access the batch.

®Application Tip

During the scanning process, if an operator only has access to scan
against a single OTC Endpoint, then the system will not prompt the user
to select an OTC Endpoint.

@Application Tip

If an operator has an OTC Endpoint with an Open batch then the batch
details (Void Count, Approved Count, and Amount) are displayed.

®Application Tip

If an Agency is associated with an OTC Endpoint that is designated as a
Government-Wide Accounting (GWA) Reporter and no accounting codes are
available for selection, an error message appears and the operator cannot
scan a check. If an Agency is associated with an OTC Endpoint is not a
GWA Reporter, the operator can scan checks and selecting an accounting
code is optional.
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3. Click Next. The Check Scan page appears.

Under ALC+2 (Agency Location Code +2),
o Verify the OTC Endpoint. If you need to change the OTC Endpoint, click
Previous and return to Step 2

Under Processing Method,
e Select the Customer Present, Customer Not Present, or Back Office

®Application Tip

Processing Method indicates how the check data is entered. You can
process checks one of three ways:

e Customer Not Present method: indicates that a Customer has submitted
the check via mail (unmanned dropbox) and is not available.

e Customer Present method: indicates that a Customer has
presented a check in person.

e Back Office method: indicates that a Customer presented a
check in person and the check is being scanned in a controlled back-
office environment.
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Under Item Type,

o Select the Personal or Non-personal

®Application Tip

The Item Type indicates whether the check presented is a personal or non-
personal check. This determines whether the check is handled through
Check 21 (non-personal) or FedACH (personal).

Personal method: indicates that the name on check is an individual’s

name, not acting as an organization

Non-personal method: indicates that the name on check is an
organization, or the check is a money order, traveler’s check, or

third-party check

Examples of FedACH and Check 21 Item Types are listed below.

FedACH
Direct Deposit of payroll, Social
Security and other government
benefits, and tax refunds
Direct Payment of consumer
bills such as mortgages, loans,
utility bills and insurance
premiums
Business-to-business payments
E checks
E commerce payments
Federal, state and local tax
payments

Check 21
Business Checks
Money Orders
Treasury Checks
Credit Card Checks
Traveler's Checks
Cashier’s Checks
Official Checks
Third-party Checks
Payroll Checks
Checks drawn on state or
local government
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Under Scan Controls,
e Click Start Scan, when ready to scan a check
e Insert the check in the scanner

®Application Tip

Scanner types include:

EC5000i: This scanner will prompt you to scan both sides of a check
and can scan only in single mode.

EC6000i: This scanner will prompt you to scan the back side of a
check and can scan in single or batch mode (one or more checks at
a time).

EC601X: This scanner will prompt you to scan the back side of a
check and can scan in single or batch mode (one or more checks at
a time).

EC7000i: This scanner will automatically scan both sides of a check
and can scan in single or batch mode (one or more checks at a
time).

EC9000i: This scanner will automatically scan both sides of a check
and can scan in single or batch mode (one or more checks at a
time).

Panini MyVision X: This scanner will automatically scan both sides
of a check and can scan in single or batch mode (one or more
checks at a time).

Panini Vision X: This scanner will automatically scan both sides
of a check and can scan in single or batch mode (one or more
checks at a time).

Panini I: Deals: This scanner will automatically scan both sides
of a check and can scan in single and batch mode (one or more
checks in a batch).

®Application Tip

The maximum number of check items that can be scanned per batch is
3,000.
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®Application Tip

Additional buttons under Scan Controls that help you perform other tasks:
e Click Cancel to cancel the transaction. No data will be saved.
e Click Receipt to access a receipt for review or printing. This is only
available once the initial check is scanned.
e Click Clear Form to clear the data entered.
e Click Save to save the transaction.

@Application Tip

Recapture an image of a check if it inserted upside down; appears
skewed; or the image is illegible. Click Cancel and reinsert the check in
the scanner. Then click Start Scan and re-enter the necessary data.

Under Scanned Check Image, optional

Click < to view the front of the check

Click > to view the back of the check

Click - to reduce the image of the check

Click + to increase the image of the check

Click Left Rotate to turn the image to the left
Click Right Rotate to turn the image to the right

Under Agency Form Data, enter the check data in the field(s) provided
o Enter the Amount, required

@Application Tip

OTCnet accepts two different Amount entry formats. If the deposit amount is
for thirty-five dollars and fifteen cents, enter 35.15. If no decimal point is
entered, OTCnet will add a decimal and two zeroes at the end and save it as
3515.00 (three thousand five hundred and fifteen dollars).

Version 1.5/June 2014 Check Capture and Check Processing 27



Bureau of the Fiscal Service OTCnet Participant User Guide —Capturing and Managing Checks Online

@Application Tip

The Agency Form Data form is customizable and can include fields beyond
the Amount field (e.g. Driver’s License Number). If your Agency has additional
fields, they are displayed under the Amount field. Your Agency may deem the
field(s) either mandatory or optional for you to complete an entry.

If you Agency requires additional fields, contact your Deployment Specialist
at 703-377-5586 or fms.otcdeployment@citi.com.

@Application Tip

Consider the following about Batch Mode:

e [f you use an EC6000i, EC601X, EC7000i, or EC9000i to scan checks in
Batch mode, a READY FOR BATCH SCAN, Waiting for check dialog box
appears. Insert the checks one at a time. The dialog box shows the item
count after each scan. When you finish scanning, click Stop.

e [f you use a Panini I: Deal, Panini MyVision X, or Panini Vision X to
scan checks in Batch mode, a READY FOR BATCH SCAN, Waiting for
check dialog box appears. Insert the checks in the hopper. The dialog
box shows the item count after each scan. When the hopper is empty
or when you finish scanning, click Stop.

Version 1.5/June 2014 Check Capture and Check Processing
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Under Agency Accounting Code,
e Select an Accounting Code

@Application Tip

Consider the following information about Agency Accounting Codes:

o By default, the Agency Accounting Code drop-down field displays a
blank value. An accounting code can be selected for a check transaction
before or after scanning a check.

e The Agency Accounting Codes drop-down list displays the full
Agency Accounting Code value (up to 50 alphanumeric characters)
and some portion of the Description (up to 15 alphanumeric characters).

e Accounting Codes are displayed in the drop-down field if they are
mapped or inherited from the higher level OTC Endpoint. Additionally,
accounting codes that are designated as Treasury Account Symbols
(TASs) by the Agency are displayed if they are and have been validated
by Shared Account Module (SAM).

¢ |f no accounting codes are available for selection and the Agency is
a GWA Reporter, an operator cannot scan a check. If no accounting
codes are available for selection, and the Agency is not a GWA Reporter,
an operator can still scan a check.

e [f an OTC Endpoint is associated with an ALC that is designated as
a GWA Reporter, all check transactions must be classified with an
accounting code. If an ALC is not a GWA Reporter, classifying it with an
accounting code is optional.

e The same accounting code is displayed after it is selected for the first
time. The selected accounting code is “sticky” (remains the same)
between transactions, between batches within the same check
scanning session and prior to the next user login.

4. Click Save to save the image of the check and the data you entered.

@Application Tip

Upon scanning the check and using enter on your keyboard to finalize, you
will notice that the IRN, Bank Number, Check Number, Account Number,
Date & Time fields automatically populates located in the frame of the
Agency Form Data.
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5. A message appears stating the transaction was successfully saved along with the
Individual Reference Number (IRN) and check amount.

®Application Tip

Additional button on the page that helps you perform other tasks:
e Click Return Home to return to the OTCnet Home Page.
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Topic 3. Manage Poor Check Image Quality

There are instances when the image of a scanned check is not captured successfully. OTCnet
image quality tests are performed on each check, as soon as the check is captured and the
image is available. If a check passes the image quality tests, the item processing continues. If
the check fails the image quality tests, an Image Quality Failed message is displayed.

It is vitally important that the check be fully visible and legible. The image that is on the screen is
the image that is submitted to the payor bank for collection. It is also stored in the archives for
future retrieval purposes once the check is returned to the customer or destroyed. If we are
unable to collect on the Agency’s behalf with the image that has been submitted, the debit
reverts back to the Agency and collection becomes the Agency’s responsibility.

If an Image Quality Failed message is displayed during the check scanning process and the
check image is skewed, illegible, or upside down, an operator may consider the following
options:

= Rescan the check (recommended to perform as many times as necessary)

= Cancel the check and opt to use the Deposit Processing functionality within OTCnet to
deposit the check

= Accept the check (requires a CCS or CCLO to log in to OTCnet to authorize)

A CCS or CCLO can choose to override a poor image in hopes that it will process anyway. The
following examples are of a poor image scan and an image of good quality. Agencies should be
aware that overriding a poor image may result in a returned item, depending upon the paying
financial institution.

Figure 16. Poor Image Quality
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Figure 17. Good Image Quality
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Managing a Check with Poor Image Quality
To manage a check with poor image quality, complete the following steps:

1. From the Check Scan — Perform Check Scan page, the Image Quality Failed message
appears. The following message appears to the right of the screen:

Metric ‘Image Too Light’ Threshold: “Black pixel percentage’ and Reason: ‘Value is less
than Limit’

A user has the option to click on one of the following:
= Rescan to rescan the check
Or

= Cancel to completely cancel the transaction

Or
= Accept to accept the image of the check (requires CCS or CCLO to log in OTCnet to
authorize)
Figure 18. Image Quality Failed Message
Image Quality Failed
Metric: Tmage Too Light' Threshold: ‘Black pixel percentage’ =]
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If you choose to click Accept to accept the image of the scanned check, the Login ID

and Password dialog box appears. Enter the Login ID and Password and click Login.

If a CCO scanned the check, OTCnet will prompt the operator for authorization from a
CCS or CCLO. If a CCLO scanned the check, additional authorization is not required. A
CCS and CCLO can accept a check with poor image quality.

The Login ID and Password dialog box only appears if a CCS or CCLO is overriding a
poor image check for a CCO.

Figure 19. Login ID and Password Dialog Box
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Check scanning tasks can resume after a CCS logs in to authorize the acceptance of the

poor image quality check. A CCO or CCLO may enter the check item details into the
form fields at this point.

Figure 20. Check Scan- Perform Check Scan Page
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& Manage a Check with Poor Image Quality

To manage a check with poor image quality, complete the following steps:

1. From the Check Scan — Perform Check Scan page, the Image Quality Failed
message appears. Click:

e Rescan to rescan the check

@Application Tip

Click Rescan if the check image is skewed, illegible, or upside down.

Or
o Cancel to completely cancel the transaction
Or

e Accept to accept the image of the check (requires CCS to log in). The Login
ID and Password dialog box appears. Enter the Login ID and Password and

click Login.

®Application Tip

If a Check Capture Lead Operator (CCLO) or Check Capture Operator
(CCO) scanned the check, OTCnet will prompt the operator for authorization.
Only a Check Capture Supervisor (CCS) can approve a check with poor
image quality. The CCS must key in his/her Login ID and Password before
approving the check.

2. Resume check scanning tasks and enter the check item details into the form fields.
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3. Click Save to save the image of the check and the data you entered.

®ADDIication Tip

Upon scanning the check and using enter on your keyboard to finalize, you
will notice that the IRN, Bank Number, Check Number, Account Number,
Date & Time fields automatically populates located in the frame of the

Agency Form Data)

@Application Tip

Additional buttons on the page that help you perform other tasks:
¢ Click Cancel to return to the OTCnet Home Page. No data will be saved.
e Click Previous to return to the previous page.
e Click Return Home to Return to the OTCnet Home Page.
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Topic 4. Resolve a Duplicate Check

If a duplicate check is detected, a Duplicate Check Detected prompt appears requesting that the
user resolve the issue. OTCnet determines and detects duplicate checks based on a match of
the MICR and the check amount.

If a check is scanned twice and the information entered is for the same amount, OTCnet
displays an error message containing both scanned images and requests confirmation. If the
check is scanned twice and information entered for a different amount, OTCnet does not catch
the error and will allow the duplicate entry. However, the financial institution will later reject one
of the duplicate checks.

To help prevent duplicate processing of checks, checks may be hand stamped (e.g.
Electronically Presented) after the transaction is complete and the check has been scanned.
The EC6000i, EC601X, EC7000i, EC9000i, and Panini |:Deal scanners can also be setup to
automatically stamp the front of the check with the words, once the transaction is complete. This
will require the purchase of a Franker.

If the MICR line was misread by the scanner leading the system to believe that the check is a
duplicate, it can be edited. To determine if the MICR line was misread, compare the two images
in the window. The top image depicts the current check, and the bottom image depicts the most
recently scanned check that is being deemed a duplicate by the system. Also, compare the
MICR line on the bottom check with the source document. If it has been determined to be a
misread of the MICR line that needs to be corrected, a CCS or CCLO can click the Edit MICR
button at the bottom of the window (for details, refer to the Edit MICR topic of the Correcting
Scanned Checks Participant User Guide).

If a Duplicate Check Detected prompt is displayed during the check scanning process, an
operator may consider the following options:

= Rescan the check (recommended to perform as many times as necessary)
» Edit MICR to correct the MICR line
= Accept the check (requires a CCS to log in to OTCnet to authorize)

=  Cancel the check

A CCS and CCLO are the only authorized users who can accept a duplicate check. Therefore,
before a CCO can accept a duplicate check, a CCS or CCLO must log in to authorize it. If a
CCLO scanned the check, additional authorization is not required. The Login ID and Password
dialog box only appears if a CCS or CCLO is accepting a duplicate check for a CCO.

Resolving a Duplicate Check

1. From the Check Scan — Perform Check Scan page, the Duplicate Check Detected
message appears. A user has the option to click on one of the following.
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e Accept to accept the image of the check

Or

e Edit MICR to correct the MICR line

Or

o0 Rescan to rescan the check

Or

e Cancel to completely cancel the transaction

Figure 21. Duplicate Check Detected

Duplicate Check Detected

Current Check
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TEST IMAGE-TEST IMAGE-TEST IMAGE C
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TRy ! +
| ’C) g";f;ﬂ'lﬂlw SAMPLE - NOT NEGOTIABLE A
= e
20,000 & 261l anoailame §e9Ly u
[
I Accept Edit MICR ReScan Cancel I
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4. Click Cancel to cancel the duplicate (advised). Click Cancel or Cancel All at the dialog box.
A Transaction cancelled successfully dialog box appears. Click Ok.

Figure 22.Cancel a Check Dialog Box

Cancel this one only? Cancel

Cancel remaining checks? Cancel All

Transaction cancelled successfully for
IRM[181103770202500000288]

Note: If you want to edit the MICR code line, click Edit MICR, a CCS or CCLO must
authorize a MICR line code correction (for details, refer to Edit a MICR line topic in
Correcting Scanned Checks of the Participant User Guide).

Continue to Step 5 below if you want to Accept the duplicate check, requiring a CCS or
CCLO tolog in (at the Login prompt).

5. Enter CCS Login ID and Password and click Login.

If a CCLO scanned the check, additional authorization is not required. The Login ID and
Password dialog box only appears if a CCS or CCLO is accepting a duplicate check for a
CCoO.

Figure 23. Accept Duplicate Prompt

Login ID
| OTCnets?

Password
cancel
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After the duplicate check is accepted, the CCO or CCLO can print a receipt if they
choose and continue scanning.

Figure 24. Check Scanning Proceeds (print receipt as necessary)

Agency Form Data

Transaction saved successfully. IRN: 181103770202500000339. Amount: $.50. Please click receipt button to continue.

Scanned Check Image

TEST IMAGE

User: otcqee20
Processing Method: Customer Present

ltem Type: Personal

Amount: (50
Social Security Number: [123456753

IRN:

Bank Number:
Check Number:
Account Number:
Date & Time:

181103770202500000339
041000124

1694

00001127

10 - 26 - 2010 16:06:54.

Q04,00

|

Processing Mode
SINGLE CHECK MODE

Batch
Total ltem Count: 2
Key ftem Count- 111

OTC Endpoint:
Short name:
DO 101st

Description:
Disbursing Office

ALC +2:
0000500601

Processing Method:

[Customer Present =]
Item Type:
IF‘ewscnaI =l

Scan Centrols:
Start Scan
Cancel
Receipt
Clear Form

Save
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&= Resolve a Duplicate Check

To resolve a duplicate check, complete the following steps:

1. Click Cancel to cancel the duplicate check. A Login ID and Password dialog box
appears.

®Aoplication Tip

Click Accept to continue processing the check. The Login ID and Password
dialog box only appears if a CCS or CCLO is accepting a duplicate check
for a CCO. If a CCLO scanned the check, additional authorization is not
required.

®Application Tip

Click Edit MICR to correct the MICR line. A CCS or CCLO must authorize
a MICR line code correction.

@Application Tip

It is important as the CCS or CCLO that if you opt to make a MICR
code line correction that you look at the MICR line image closely to ensure
all the characters are correctly entered in the code line Correction box.

2. Click Cancel or Cancel All. A Transaction cancelled successfully dialog box appears.

®Application Tip

Click Cancel to cancel the one duplicate check. Click Cancel All to cancel
all pending checks in the batch.
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3. Click OK. The Check Scan — Perform Check Scan page appears.

®Application Tip

Additional buttons on the page that help you perform other tasks:
e Click Previous to return to the previous page.
e Click Return to Home to return to the OTCnet Home page.
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Topic 5. Void a Check

As a CCS, you are the only authorized user who can void an erroneously scanned check.
Before you can void a check, you must first search for the batch in which the check resides. You
can search for batches by OTC Endpoint, Created On Date, Batch ID, Cashier ID, and/or
Batch Status. You can only void checks in batches for OTC Endpoints that you have
permission to access and only for items with an open or closed batch status.

Payments should only be entered for the amount of the item being processed. If a data-entry
error is made in one of the user-defined fields, or amount entered for the check differs from the
written amount of the check, two options are available:

1. Void the check and rescan with the corrected information during the check capture
process (requires CCS to sign in to approve).

2. If a CCS is not available to approve the void while the operator has scanning in progress, the
check will need to be voided via the Batch Management menu option. A CCS will need to
sign on to Batch Management and change the incorrectly typed amount with the correct
amount or update the user-defined field.

NOTE:

e  The minimum limit for reporting items that need to be adjusted by Treasury/FMS is
$25.00. If the adjustment is $25.00 or more, the check is only corrected to the written
dollar amount on the face of the check

e Voided items are not archived in the Central Image Retrieval Archive (CIRA) for long-
term storage.

¢ Do not scan the item a second time to process a second item for the amount difference.
Doing so would create processing errors at Treasury/FMS as well as at the check
writer’s financial institution.

e If afile containing the wrong amount has already been transmitted or if you ever
encounter a processing issue and need assistance, please contact the Treasury OTC
Support Center.
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Voiding a Check

To void a check, complete the following steps:

Click the Check Processing tab. Click Batch Management.

Figure 25. Check Processing> Batch Management (Voiding)

l (heck Procesing Adminisiration

Sgich Maragement

2. The Search Batch page appears. Select or enter the batch search conditions you would

like view.

Note: If you run a search with the default From and To Created On Date range values,
the search results include the most recent 30 days of batches that you have access to
view. If more than 1,000 batches are created within the 30 days then only the most
recent 1,000 batches appear.

If you run a search without specifying any criteria (with the exception of the Batch ID
field), the search results include the most recent 30 days of batches that you have
access to view. If more than 1,000 batches are created within 30 days then only the
most recent 1,000 batches appear.

Under Batch Search Conditions, optional

o Select the OTC Endpoint you want to Edit a batch for by checking the under the
Select column

Under Created On Date, optional

o Enter the Created On Date by entering the From and To date range

The Created On Date range cannot exceed 30 days. Additionally, if more than a 1,000
batches are created within 30 days then only the most recent 1,000 batches appear.

o Enter the Batch ID, optional

If the only search criteria entered is a valid Batch ID then only a single result appears
regardless of other search criteria specified

e Enter the Cashier ID
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Under Batch Status, optional

e Select the Status you want to view by checking the Open or Closed box under

the Select column, then click Search.

Figure 26. Search Batch Page

Search Batch

Batch Search Conditions

<<« 1-3>=»0f3 Records

Search Batch

SelectCheck all / Clear All ALC + 2 Description
[ 9999210801 Development Level 3
r 9999999903 Lower Level 3
r 9999999904 Lower Level 4
Created On Date
From Date:
S
To Date:
[2r07r2012 1=
Batch ID:
Cashier ID:
Select e
Check All / Clear Al StAtUS S
(l OFEM Open - accepting news checks
r CLOSED Closed - no new checks
(| APPROVED Approved - ready for settlement process
I FORWARDED Forwarded - sent for settlement
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3. The View Batches page appears. Click the Batch ID hyperlink.

Figure 27. View Batches Page (Voiding)

Summary of Batches

View Batches

<<First <Prev1 2 3 4 |5 MNext= | Last=> |1 outof49 pages|1to 15 out of 723 records | IE

I Batch D Creator OTC Endpoint = ALC+2 Created On > ltem Count
r I 528C62F3-ABEEI-4EIA7-EIAF3-SSDEID892GA31| atcnft66 9999999902 9999999902 9/23/2010 1:10:15 PM 1
r DEF20185-E8D6-444A-ATAF-TABD3006BA1E otcnft6? Devl3 9999210801 9/22/2010 6:24:53 PM 2
r 3TABA143-0B25-4ADC-AABS-AB23BES34B1F atcnftb6 9999999902 9999999902 9/22/2010 3:58:01 PM 10
r FFA222DE-1292-43C9-9B39-7F6256169B06 otcnft66 9999999901 9999999901 9/22/2010 2:52:40 PM 3
r F32CC475-E0B7-4D92-BESE-E315D805E953 atenft6? 9999999901 9999999901 9/22/2010 2:41:14 PM 2
(| AEA446431-T077-4746-A992-38F C6DBEEA42 otcnft66 9999999901 9999999901 9/22/2010 2:26:36 PM 3
r 968BBCCO-DDDE-428C-AB3A-4F3F16B22532 atenft6? 9999999901 9999999901 9/22/2010 1:12:54 PM 1
(| F3ETF136-255B-46FE-92F8-2CD95819E8BB4 otcnft6? 9999999901 9999999901 9/22/2010 12:44:25 PM 1
r 1CATECCB-1686-453E-B4CH6-4604AC5T24F0 atcnft6? 99999953901 9999999901 9/22/2010 12:14:50 PM - 1
(| 34718878-4F6A40C5-BE12-D4F33765A6E6 otcnft67 GT8 0000879701 9/22/2010 11:69:35 AM 3
r E9A35786-5A29-48C9-9697-3FCOADOFOTEZ atcnft6? 9999993301 9999999901 9/22/2010 11:30:46 AM 1
r 2428F00A-DA4D-4F3B-AB69-A45BB8A427C0 atenft67 Devl 3 9999210801 9/21/2010 5:33:54 PM 16
r 861A18CT-60F4-4290-ABC1-E0NETEC1CAFA otcnftG6 9999993801 9999999901 9/21/2010 4:12:25 PM

r 2FFCC2A2-6142-44EB-880F-24581854187F2 atcnftb6 SreelEnd2 9999999905 9/21/2010 4:02:54 PM 2
r E&98A3BD-3095-4107-AC40-451067904E21 otcnftG6 9999993801 9999999901 9/21/2010 3:28:54 PM 2
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4. The View Checks page appears. Click the Item ID of the scanned check you would like
to void.

If a batch is in use and another user attempts to access the same batch, a Batch Lock
message appears stating the batch is in use and he/she cannot access the batch.

Note: If you intend to void the entire batch, you can click on Void All, located under
Batch Commands on the right of the View Checks Page.

Figure 28. View Checks Page (Voiding)

Batch and Check Details ™
Batch Summary Batch Navigation
OTC Endpoint oTs @ @
Description OFFICE OF THIRFT SUPERVISION Batch Control
Acs2 2074000101 Batch Control Count |
Batch ID CEAG52E0-85C1-4539-BF37-
1568DS3BBFDB. Batch Control Amount lﬂﬂﬂ—
Creator otcqef51 Count Variance -3
Created On 7/3/2012 2:35:22 PM Amount Variance -210.00
Total rem Count 3 Balance
Total Amount 210.00
Approved Ttem Count 3 Batch Commands
Print Batch List
Approved Amaunt 210.00
Voided Ttem Count o
Voided Amount 0.00
Status OPEN
Active v

<<First<Prev 1 Next>Last=>| 1 out of 1 pages |1 to 3 out of 3 records | [10 /=

Item ID- OTC Endpoint = ALC +2 Proc. Method  Item Type  IRN Cashier ~ Captured Date ~ Account No Bank No. Check No. = Amount = Status SECCode Terminal ID
3 oTs 2074000101 gfiinmf' Personal  170606770240300000134  otcgefs1 Z@ﬁgfpm 45796554 044000024 0005 10000 Overriden E;’:””"‘ 009
2 ots 2074000101 | SeStomer Personal  17006770240300000133  oleqsf®l L aeuit. | 45796538 044000011 0694 1000 Approwed | DM g
1 oTs 2074000101 | Sstomer Personal | 170S0STTO0300000132  otcqefSl D eViZ . ASTRA01 304063448 | 0662 10000 Approved | SO gpg
4 | i)
Check Image Check Information
Show item | Receipt Print item
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5. An image and details of the check appear in a window below. Click Void to the right of

the check image to void the check.

Figure 29. Check Image/ Details

Batch and Check Details

ey |

Batch Summary Batch Navigation
| OTCEndpoint oTs @
‘ Description OFFICE OF THIRFT SUPERVISION Batch Control
| Mete 2073000101 Batch Control Count 3
Batch ID CEAG52E0-85C1-4539-BF37-
= 1568D83BBFDB Batch Control Amount 210.00
| Creator otcgefsl Count Variance L]
‘ Created On 7/3/2012 2:35:22 PM Amount Variance 0.00
Total Ttem Count 3
[ Batch Commands
‘ Total Amount 210.00 TR B
Approved Item Count 3
‘ Approved Amount 210.00
Voided Trem Count o
‘ Voided Amount 0.00
Status CLOSED
‘ Active v
<<First<Prev 1 Mext=Last>>| 1 out of 1 pages |10 3 out of 3 records | |10 =
Item IDx  OTC Endpoint = ALC +2 Proc. Method | Item Type | IRN Cashier ~ Captured Date  Account No. | Bank No Check Mo. ~ Amount | Status SECCode Terminal ID
Customer 70312012 Personal
3 oTs 2074000101 Drassni Personal 170606770240300000134  otcgefsl 2-33-08 PM 45796554 044000024 0005 100.00 Overriden POP 009
Customer 7/3/2012 Personal
2 aTs 2074000101 Prasent Personal 170606770240300000133  otcgef51 23712 PM 45796538 044000011 = 0694 10.00 Approved POP 009
Customer 7/3/2012 Personal
1 aTs 2074000101 Ditant Personal 170606770240300000132  otcgefsl 2:35:44 PM 45796901 304083448 0682 100 00 Approved POP 009
<l | i
Check Image Check Information
TEST IMAGE-TEST IMAGE-TEST IMAGE © Hame Valie
@ Amount 100.00
& kY g e = IRN 170606770240300000134
e b s (g |% (o0 = ssh 123456789
G O i ] T A o
e Wamplsgel obadlead : &
SAMPLE - NOT NEGOTIABLE 8 q | |
£0LLOO0D 24K L57AE55L” [ a
Show Item m Receipt Print Item
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6. Click Confirm at the prompt asking if you want to void the check.

Figure 30. Void Confirmation Dialog Box

Do you want to void check
170606770240300000134 with amount $100.007

7. Enter comments concerning the void request at the prompt and click OK.

Figure 31. Enter Comment Dialog Box

You must enter comments concerning the void request:

8. Click OK at the final prompt stating that the check is voided successfully.

Figure 32. Check Void Dialog Box

Check is voided successfully.
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&3~ Void a Check

To void a scanned check, complete the following steps:
1. Click the Check Processing tab.
2. Click Batch Management. The Search Batch page appears.

3. Select or enter the batch search conditions you would like view.

Under Batch Search Conditions, optional
e Select the OTC Endpoint you want to Edit a batch for by checking the under the
Select column

Under Created On Date, optional

e Enter the From and To date range

@Application Tip

The From and To Created On Date must be entered in MM/DD/YYYY
format.

®Application Tip

The Created On Date range cannot exceed 30 days. Additionally, if more
than a 1,000 batches are created within 30 days, then only the most recent
1,000 batches appear.

®Application Tip

If you run a search with the default From and To Created On Date range
values, the search results include the most recent 30 days of batches that
you have access to view. If more than 1,000 batches are created within the
30 days, then only the most recent 1,000 batches appear.

®Application Tip

If you run a search without specifying any criterion (with the exception of the
Batch ID field), the search results include the most recent 30 days of
batches that you have access to view. If more than 1,000 batches are
created within 30 days, then only the most recent 1,000 batches appear.
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5.

10.

e Enter the Batch ID, optional

@Application Tip

If the only search criteria entered is a valid Batch ID, then only a single
result appears regardless of other search criteria specified.

o Enter the Cashier ID, optional

Under Batch Status, optional

e Select the Status you want to view by checking the Open or Closed box under the
Select column

Click Search. The View Batch page appears.
Click the Batch ID hyperlink. The View Checks page appears.

Click the Item ID of the scanned check you would like to void. An image and details of the
check appear in a window below.

Click Void to the right of the check image to void the check.
Click Confirm at the prompt asking if you want to void the check.
Enter comments concerning the void request at the prompt and click OK.

Click OK at the final prompt stating that the check is voided successfully.

®Application Tip

Additional buttons on the pages that help perform other tasks:
e Click Cancel to return to the OTCnet Home Page. No data will
be saved.

Click Previous to return to the previous page.

Click Void All to void all items in the batch.

Click Print Batch List to print the batch list.

Click < to go to the first batch.

Click > to go to the next batch.

Click <<Image to return to the previous check.

Click >>Image to view the next check.

Click Zoom- to reduce the image size.

Click Zoom+ to enlarge the image size.

Click Rotate Left to turn the image to the left.

Click Rotate Right to turn the image to the right.

Click Show Item to view the check item details.

Click Void to void a single check item.

Click Receipt to print a receipt.

Click Print Item to print a batch list report.
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Topic 6. Override a Master Verification Database

(MVD) Record

If an Agency selects to use the Master Verification Database (MVD) feature, the Agency can
receive three types of check verification notifications if a check is identified as blocked,
suspended, or denied. The check verification notifications are Blocked, Suspended, or D-
Denied.

The CCS is the only authorized user who can override (if the transaction can be overridden) a
blocked, suspended, or denied notification. When an override of a blocked check is performed,
the override is a temporary, one-time event. The check remains blocked in the MVD database
unless an authorized person (Master Verification Database Editor [MVDE] or CCS) clears the
item out of the MVD database.

For the MVD override notification to appear the check item must meet established criteria for
blocked, suspended, or denied.

Blocked Check Notification

A blocked, suspended, or denied message appears after the CCLO or CCO scans the check,
enters the details, and saves the transaction.

A blocked message displays if the item matches all data as it was input on the blocked record:

= Routing Transit/ Account Number Data: If the blocked record is input with only the
routing transit number and account number, then that record is only flagged if the data
matches

= Configurable Field Data: If the blocked record was input with only configurable field 1
data (e.g. Social Security Number or Driver’s License Number), then only configurable
field 1 must match for the record

= Combination Data: If the blocked record input was for both pieces of information, then it
must match all combinations, i.e., routing transit and account along with configurable
field 1

Suspended or D-Denied Check Notification

The suspend or deny message displays if the item scanned matches the MVD information. This
is either the match of the combination of both the routing number and account number, or a
match against the configurable field 1.

Each OTC Endpoint that uses the MVD sets their policies to use certain return codes with a
defined number of days within the suspension period. During that pre-determined period, if the
check writer attempts to cash a check, a suspended notification appears on the OTCnet screen.
A typical check cashing policy may mandate that the check writer is suspended for 30 days
upon their first offense, 60 days upon their second offense and 90 days upon their third offense.
During the suspension period, they cannot cash a check at that OTC Endpoint. A denied item
occurs when the check writer has exceeded all suspension periods. A typical suspension policy
may specify that the check writer is suspended as referenced in the paragraph above.
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Override a MVD Record

To override an MVD record, complete the following steps:

1. Click Override to override the blocked, suspended, or denied check.

When an override of a blocked check is performed in check capture, the override is a
temporary, one-time event. The check remains blocked in the MVD database unless an
authorized person clears the item out of the MVD database.

Click Cancel to close the Check Verification window. If Cancel is clicked, return the check to the
customer. Click Print to print the Verification report.

Figure 33. Override Check Denial Box

Check Verification

SUSPENDED
Currart ltem
S5N
Bank Number 031100 200K

Account Mumber 12348 36X

Prablem tem

IRM

Uritil Date 12/01/2010 00:00:00 AM
WWD Date 0451672010 04:59:36 PM
Armount 1]

Reason

Comments Liang test

OTC Endpoint Devl3

Descrption Development Level 3
ALC + 2 9999210 XX
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2. An Override Check Denial dialog box appears. Enter the Login ID and Password and
click Login. A Comment dialog box appears.

Figure 34. Override Login Dialog Box

Login 1D
Jotcnet01

Password:

3. Enter a reason why the check was approved for processing and click OK. A notification
appears stating the override was successful.

Figure 35. Enter Comments Box
[ You must enter comments concerning the void request

Did not intend to =}
scan this check.

=

Cancel
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3= Override a MVD Record

To override a MVD Record, complete the following steps:

1. Click Override to override the blocked, suspended, or denied check. An Override Check
Denial dialog box appears.

@Application Tip

When an override of a blocked check is performed in check capture, the
override is a temporary, one-time event. The check remains blocked in
the MVD database unless an authorized person clears the item out of
the MVD database.

@Application Tip

Click Print to print the Verification report.

Yerification Report
Date: 06/25/2010 3:57:07 PM
Printed By:  frostip
Verification Status : BLOCKED
Current ltem
S5M
Bank Mumber 031100209
Account Number 12348302
Problem ltem
IRN
Until Date 12/01/2010 00:00-:00 AM
MVD Date 04/16/2010 04:59:36 P

@Application Tip

Click Cancel to close the Check Verification window. If Cancel is clicked,
return the check to the customer.
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2. Enter the Login ID and Password and click Login. A Comment dialog box appears.

@Application Tip

A Check Capture Supervisor must authorize the overriding of the blocked,
suspended, or denied check.

3. Enter a reason why the check was approved for processing and click OK. A notification
appears stating the override was successful.
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Topic 7. Perform Batch Control and Batch Balancing

A CCA can configure the terminal for Batch Control as optional or mandatory on batch create,
batch close, or both are an optional feature that your Agency can use as a batch balancing tool.

Batch Control can be used to perform balancing on the number of checks that have been
scanned, and ensure their respective dollar amounts have been accurately keyed. The Batch
Control options can be set up for each OTC Endpoint which an Agency processes. If it is used,
the feature applies to both processing modes, i.e., Single and Batch.

The batch control screen displays the OTC Endpoint Information such as the OTC Endpoint
short name, Description, and ALC+2 for the OTC Endpoint. Configuration settings for batch
control are established in the Terminal Configuration.

If Batch Control is set at the Batch Create either optional or mandatory, then the Batch
control screen will appear before scanning a batch of check and when a new batch is created.
Depending on the terminal configuration settings, the batch control fields can appear at the
beginning of a batch (prior to scanning the check), just prior to closing a batch, or both.

If Batch Control is set to optional, the Defer button appears on the page. If set to mandatory for
either Batch Create or Batch Close, the Defer button does not appear on the page and the user
cannot start scanning a batch or close the unbalanced batch. If set to mandatory for both Batch
Create and Batch Close, then the Defer button will appear during Batch Create, but a user must
enter the batch control value during the Batch Close action.

Set to Appear on Batch Create

If the batch control is set to appear on batch create, OTCnet prompts the CCLO or CCO to
enter the batch control total amount and count before scanning a check. If the batch control is
set to optional on batch create, the operators can choose to click the Next button to bypass this
step.

Set to Appear on Batch Close

If the batch control is set to appear on batch close, OTCnet prompts the CCO, CCLO or CCS to
enter the batch control total amount and count. Batch control balancing only occurs when
closing an open batch. If the batch control is set to optional on batch close, the operators, and
CCS can choose to click to Defer to skip this step.
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Batch Control Options

On Batch Create (Optional/ Mandatory)
1. From the Check Scan page,

Under Set Up New Batch,

= Enter the Batch Control Count
= Enter the Batch Control Amount

2. Click Next.
Figure 36. Batch Control Page (Batch Create)
Check Scan
" 0TC Endpoint Information |
OTC Endpoint DG6 Pseudo
Description DG6 Test Pseudo
ALC+2 8888888802

Set Up New Batch

Batch Control Count:*
0

Batch Control Amount:*
0.00

« Previous m

If Batch Control is set to mandatory, the CCLO or CCO must enter the Batch Control
count and amount. The Batch Control count and amount cannot be zero.

If Batch Control is set to optional, the CCLO or CCO can click the Defer button.
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3. The Check Scan-Perform Check Scan page appears. Perform check scanning as

needed.

Figure 37. Perform Check Scan Page (after Batch Control)

Check Scan

Agency Form Data

Scanned Check Image

Agency Accounting Code

User: otcqef51
Processing Method: Customer Mot Present

ltem Personal
Type:

Amount: [
Social Security Number:
Sales Date (DDMMYYYY): [33307013

Agency Accounting Code
Description

Rules of Behavior | Privacy Statement | Accessibility Statement | Centact | Text Version | About

Department of the Treasury
Financial Management Service

Processing Mode
SINGLE CHECK MODE

Batch
Total tem Count:32
Key ltem Count
‘OTC Endpoint:

Short name:
oTs

Description
OFFICE OF THIRFT SUPERVISION

ALC+2:
2074000101

Processing Method:

Customer Mot Prese x|

o Type:
Personal 1=
Scan Controls:
Start Scan
Cancel
Receipt
Clear Form
Save
Scanner Config

Check Scan - Perform Check Scan

Return Horme
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On Batch Close (Optional/ Mandatory)

1. From the Batch Control page,
Under Batch Detail,

= Enter the Batch Control Count
= Enter the Batch Control Amount

2. Click Next.

Figure 38. Batch Control Page (Batch Close)

Batch Control

Batch Control

Batch Control Setup

Batch Detail

OTC Endpoint DG6 Pseudo

Description DG6 Test Pseudo

ALC+2 ‘8888888802

Batch ID 3C77E7D4-7D92-462D-81B2-E771636F0559
Creator otcgef51

Created On 01/30/2014 12:54:51 PM ET

Total Item Count 1
Total Amount 100.00
Approved Ttem Count j b
Approved Amount 100.00
Voided Item Count o

Voided Amount 0.00

Batch Control Count: 1

Batch Control Amount: 100.00

If Batch Control is set to optional, the CCLO, CCO, or CCS can choose to click to Next
button without entering the Batch Control count and amount.

If the amount of a check item was incorrectly entered, click Cancel to return to the
OTCnet Home Page. No data is saved. Refer to refer to Chapter 5. Correcting Scanned
Checks of the OTCnet Participant User Guides.

If you are a CCLO or CCO and discover that the amount of the check item was
incorrectly entered, contact your CCS, and edit the check using the Show Item window.
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3. The Close Batch page appears. Verify the batch(es) to close and click Confirm. In
OTCnet, a user can close one or multiple batches at a time.

Figure 39. Close Batch Page (Batch Close)

Close Batch

Close Batch

Batches to be Closed

. Item Total
Batch ID OTC Endpoint ALC + 2 Count unt
3C77E7D4-7D92-462D-81B2-E771636F0559 DG6 Pseudo 8888888802 1 100.00

5. Click Print PDF Report or Export and click Confirm to close the batch.

After Print PDF Report or Export is clicked, the Confirm button is enabled. The batch
is not closed until Confirm is clicked.

Figure 40. Print Batch List Report (Batch Close)

Close Batch ElElalaE] |
Close Batch
Batch List to be Closed
Total Approved Voided
o7 Created Total Approved Voided
Description  ALC + 2 Batch 1D Creator Ttem Ttem Ttem
Endpoint on Count Amount oot Amount Count  Amount
066 DGE Test 8338388502 ICTETD-TDI2-46 208 1B2-E 77163670559 otcgefSl  01/30/2014 1 100,00 1 100.00 [ 0.00
Pseudo Pseudo 12:54:51
PMET
Please export or print the Batch List Report prior to selecting the ‘Confirm’ button
Export as
word [ | S|
B0 & e B g eoFw: Ao g BIF -
Eatch List
OTCoat Undport: DO Prandc - DOS Tast Prawdo Baeh ICTTETDA-TDE2-8820-5150-ETT 1636F 0555
Duea U LM
ALCeZ E533E8E800 Proced By otcra 1osaeC e Lasolp
KEY - [Sjuaes: [Nisproves, [Vl [Thvow: [Flansonal, [NjsePessonal Pracasing Waret Customer Prasest
stI - Capese D | Bk 1 [nosoum | Ehaci o | Amore | vserDotmsarimin | O™ | pecigion | cassir
BN Sl T B T o L ] e
.lm ——
Swb Total Cawnt 1 Amount 9000
Bateh Totl Comnt. 1 Amount §000.00
I LR Fagetol 2
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&= Perform Batch Control (Optional or Mandatory)

To perform batch control on batch create, complete the following steps:
1. From the Check Scan page,

Under Set Up New Batch,
= Enter the Batch Control Count
= Enter the Batch Control Amount

@Application Tip

If Batch Control is set to mandatory, the Check Capture Lead Operator or
Check Capture Operator must enter the batch control count and amount.
The batch control count and amount cannot be zero.

@Application Tip

If Batch Control is set to optional, the Check Capture Lead Operator or
Check Capture Operator can click the Defer button.

2. Click Next. Perform Check Scan. The Check Scan-Perform Check Scan page appears.

3. Scan check(s) as needed.

To perform batch control on batch close, complete the following steps:
1. From the Batch Control page,

e Under Batch Detail,
= Enter the Batch Control Count
= Enter the Batch Control Amount

2. Click Next. The Close Batch page appears.

@Application Tip

If Batch Control is set to optional, the Check Capture Lead
Operator, Check Capture Operator, or Check Capture Supervisor
can choose to click to Next button without entering the batch control
count and batch control amount.
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®Application Tip

If the amount of a check item was incorrectly entered, click Cancel to return
to the OTCnet Home Page. No data is saved. Refer to Chapter 5. Correcting
Scanned Checks of the OTCnet Participant User Guide. If you are a Check
Capture Lead Operator or Check Capture Operator and discover that the
amount of the check item was incorrectly entered, contact your Check
Capture Supervisor, and edit the check using the Show Item window.

3. Continue batch close process and print batch list report.
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Batch Balancing

If the totals that are keyed into the Batch Control screen do not match what was keyed into the
data entry screen, a Batch Balancing screen appears on batch close (see Figure 41 below).
This screen only appears if there is a discrepancy between the totals. To reconcile the
discrepancy, the operator must discover where the problem exists.

The Batch Control (balancing) screen displays the Batch Detail. Open fields include the
Batch Control Count and Batch Control Amount. If these fields do not match those which you
see to the right of the Approved Item Count and Approved Amount, then an error will display;
Failed to balance Batch (batch number), please check batch control (see Figure 41 below).

If batch control is set to Mandatory and the batch is not balanced at this point (Batch Control
Count and Batch Control Amount), a user may not proceed with closing a batch. However, if
Batch Control is set to Optional, a user may click Next below, to continue closing the batch.

Figure 41. Batch Balancing Screen (Failed to Balance)

Batch Control

Batch Control Setup
Batch Detail
OTC Endpoint
Description
ALC+2
Batch ID
Creator
Created On
Total Item Count
Total Amount
Approved Item Count
Approved Amount
Voided Ttem Count
Voided Amount

Batch Control Count:

Batch Control Amount:

Batch Control

@ Failed to balance Batch 5925F88A-0F45-4A43-9BE3-9E3651865C94, please check batch control.

Devl2

Development Level 2
9999973900
5925F88A-0F45-4A43-9BE3-9E3651865C94
otcnft6e

10/18/2010 03:30:19 PM ET
4

1260.92

4

1260.92

0

0.00

1206.92
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Below, are some important Batch Detail descriptions that you should know:

= Total Item Count: The number of checks that have been scanned in OTCnet.

= Batch Control Count: The number of checks keyed into the Batch Control screen by
the operator.

= Total Amount: The total dollar amount of the items as keyed into the Agency form data
fields when scanning checks.

= Batch Control Total: The total dollar amount of the checks keyed into the Batch Control
screen by the operator.

It must be determined if there is an erroneously scanned item, or if the batch should contain
both of the items. The operator needs to go back to the source documents for an answer. If it is
determined that the batch should contain both items, the operator would change the number in
the Batch Control Count field and/or the dollar amount in the Batch Control Total.

If it has been determined that the batch does include an erroneously scanned item, follow these
steps:

1. Click on the erroneous amount.
Click Void button.

Enter comments concerning the void request and click Ok.

0D

Click OK to confirm the void request. The Confirmation message appears.

Note: A CCS will need to log in at the prompt, if the Void option is clicked.

Version 1.5/June 2014 Check Capture and Check Processing 64



OTCnet Participant User Guide — Capturing and Managing Checks Online Bureau of the Fiscal Service

Topic 8. View and Print a Batch List/ Item Detail

Report

As a CCS, CCLO, and CCO, you can view and print a Batch List report and an Item Detail
report. An operator can print a Batch List for any deposits with any deposit status (i.e. Open,
Closes, Approved, Forward). A Batch List consists of all transactions that have been
processed. A user can view batch lists based on the search criteria applied.

The printing of a Batch List is part of the batch close procedure. During batch close, the system
prompts to make certain that the user acknowledges the printout of the Batch List. The Print
PDF Report button defaults to print in PDF format; however, a user may also opt to download
and save the report in an alternate format such as Word, HTML, Excel, etc.

From the Close Batch page, a user can perform several actions on the same screen (such as
Activate/Deactivate, Close and Approve Batches), based on their permissions.

Batch List Report

1. Click the Check Processing tab and click Batch Management.

Figure 42. Check Processing>Batch Management (View Batch)

[l CrockProcessing | aminiarrarion

Batch Management Check Scan
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2. The Search Batch page appears. Select or enter the batch search conditions you would
like view, and then click Search.

Figure 43. Search Batch Page (View Batch)

Search Batch
Search Batch

Batch Search Conditions

=L 1-3#=o0f 3Records
+
Check All / Clear Al OTC Endpoint ALC + 2 Description
[l 7896587423 7896587423 Form with Dynamic/Hidden Fields
] NFA 8273643227 No Form Assigned
] DGE Pseudo 8888888802 DG6 Test Pseudo

Created On Date
From Date:

01/01/2014 =

Tao Date:
01/30/2014 =

Batch 1D:

Cashier ID:

Batch Status:

Select .
Check All / Clear Al Status Description

] OPEN Open - accepting new checks
] CLOSED Closed - no new checks
[ APPROVED Approved - ready for settlement process
[ FORWARDED Forwarded - sent for settlement

Note: If you run a search with the default From and To Created On Date range values,
the search results include the most recent 30 days of batches that you have access to
view. If more than 1,000 batches are created within the 30 days then only the most
recent 1,000 batches appear.

If you run a search without specifying any criteria (with the exception of the Batch ID
field), the search results include the most recent 30 days of batches that you have
access to view. If more than 1,000 batches are created within 30 days then only the
most recent 1,000 batches appear.
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Under Batch Search Conditions, optional

e Select the OTC Endpoint you want to Edit a batch for by checking the under the
Select column

Under Created On Date, optional

e Enter the Created On Date by entering the From and To date range

The Created On Date range cannot exceed 30 days. Additionally, if more than 1,000
batches are created within 30 days then only the most recent 1,000 batches appear.

e Enter the Batch ID, optional

If the only search criteria entered is a valid Batch ID then only a single result appears
regardless of other search criteria specified.

e Enter the Cashier ID

Under Batch Status, optional

e Select the Status you want to view by checking the Open or Closed box under
the Select column, then click Search
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4. The View Batches page appears. Click the Batch ID hyperlink.

If a batch is in use and another user attempts to access the same batch, a Batch Lock
message appears stating the batch is in use and he/she cannot access the batch.

Figure 44. View Batches Page (View Batch)

Summary of Batches

<=First <Prev 1 Next> Last>> | 1 out of 1 pages | 1to 2 out of 2 records | |15 E
Select
Check &ll { Clesr 2 Batch 1D Creator OTC Endpoint ~ ALC+2 _
[ | 3C77ETD4-7D92-462D-81B2-E771636F0559 | otcqefsi DGB Pseudo 8888888802 1/30/2014 12:54:51 PM
El 53EC96CE-5D5A-402F-B511-96319D323F8E otcgefal DGB Pseudo 8888888802 1/30/2014 11:16:04 AM
4 1

5. The Batch and Check Details page appears. Click Print Batch List.

Figure 45. View Checks Page (View Batch)

Batch and Check Details

Batch Summary Batch Navigation
OTC Endpoint DG6 Pseudo @
Description DG6 Test Pseudo Batch Control
ALC+2 88883833802
Batch Control Count 1
Batch ID 3C77E7D4-7D92-462D-81B2-
E771636F0559 Batch Control Amount 100.00
Creator otcqefsl Count Variance 0
Created On 1/30/2014 12:54:51 PM Amount Variance 0.00
Total tem Count 1 Balance
Total Amount 100.00
Approved Ttem Count 1 Batch Commands
rint Batch List
Approved Amount 100.00
6 Voided Ttem Count 0

7. The Batch List Report page appears.
Under Export as,

Select Word, Excel, RTF, or PDF

Select All Pages or Select Pages Ending Page radio button.
Enter a Starting Page and Ending Page

Click Download

Or

e Click Print PDF Report.
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Figure 46. Batch List Report

Batch List Report

Export as

(o S
Stating Page

& AllPages |1

€ Select Pages_Ending Page
1

LEER

Batch List Report

SEEFEEYO PRIy ]« T

Batch List
OTCnet Encpant D05 Pean - DOS Teet Pauds Sacn
Cate: 13018 181 P

Privied By cienet ENECTRLENS

HEY - S [ApEroved, [V Thpe: Plrionsl, rewsing Srocessing Menon Cushomer Present

3CTTETD4 TOR SEI-B - ET TSR IS S

‘Accoursng

Hy =y Cagare Cate | Bk Nolaccont No | Crena | Amart | user Detnes Fem ote Descrpaon Canie
P Il i e e B (R [t ==
0 Tota: Count: 1 Aseunt: $10000
Batch Tots: Count: 1 Amcunt: $10000
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Item Detail Report

To run an item detail report, complete the following steps:

1. Click the Check Processing tab and click Batch Management.

Figure 47. Batch Management

i Check Processing I Administration ﬁ

Manage Verification

b

Batch Management

Upload Batch

Acknowledge Batch
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2. The Search Batch page appears. Select or enter the batch search conditions you would
like view, then click Search.

Figure 48. Search Batch

Search Batch

Search Batch

Batch Search Conditions

=z =1 -3>>=>0f3Records

SelectCheck All / Clear All ALC + 2 Description
r 9999210801 Development Level 3
r 9999999903 Lower Level 3
r 9999999904 Lower Level 4

Created On Date
From Date:

[proar2012 =]

To Date:

[0270772012 =]

Batch ID:
Cashier ID:
Select .
Check All / Clear Al Status Lall s

O OPEN Open - accepting new checks
Il CLOSED Closed - no new checks
O APPROVED Approved - ready for settlement process
r FORWARDED Forwarded - sent for settlement

Note: If you run a search with the default From and To Created On Date range values,
the search results include the most recent 30 days of batches that you have access to
view. If more than 1,000 batches are created within the 30 days then only the most
recent 1,000 batches appear.

If you run a search without specifying any criteria (with the exception of the Batch ID
field), the search results include the most recent 30 days of batches that you have
access to view. If more than 1,000 batches are created within 30 days, then only the
most recent 1,000 batches appear.
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Under Batch Search Conditions, optional

o Select the OTC Endpoint you want to Edit a batch for by checking the under the
Select column

Under Created On Date, optional

o Enter the Created On Date by entering the From and To date range

The Created On Date range cannot exceed 30 days. Additionally, if more than a 1,000
batches are created within 30 days, then only the most recent 1,000 batches appear.

o Enter the Batch ID, optional

If the only search criteria entered is a valid Batch ID, then only a single result appears
regardless of other search criteria specified.

e Enter the Cashier ID

Under Batch Status, optional

e Select the Status you want to view by checking the Open or Closed box under
the Select column, then click Search

3. The View Batches page appears. Click the Batch ID hyperlink.

Figure 49. Summary of Batches

Summary of Batches 0]

<<First <Prev 1 Next> Last>> | 1 out of 1 pages | 1to 1 out of 1 records | [15 5]

Select
Check il / Clear & _Batch ID. Creator OTC Endpoint ~ ALC+2 Created On ~ Total ltem C Total Amount  Status  Active Flag

- 3DCY7E1E-0C1C-4719-91A1-B0A201DAF283 Intl:qefﬂ oTs 2074000101 8/31/2011 44459 PM 39 10296 99 OPEN v

Close Batch
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4. The Batch and Item Details page appears. Click the Item ID of each scanned check, and
then click Print Item for the specific check item you want to print. If a batch is in use and
another user attempts to access the same batch, a Batch Lock message appears stating
the batch is in use and he/she cannot access the batch.

Figure 50. View Checks Page/ Item ID Select

Batch and Check Details OEA
Batch Summary Batch Nav.i_l_!alinn _
OTC Endpoint oS ':a io
Description OFFICE OF THIRFT SUPERVISION Batch Control
ME+2 2074000101 Batch Contral Count [
Baich D m:ﬁﬂg-4?l?-9lﬂl' Eateh Control Amount ,|‘3—
Creator oteqefst Count Vanance 2%
Crasted On B/ 312011 4:44:50 PM Amount Variance ~10395.56
Taotal Tem Count k) Balance
Total Amount 10296.99
Agpeoved Bem Count - Batch Commands ——
Appeoved Amounit 1029699
Volded em Count o
Voided Amount 0.00
Stotus OPEN
At w

ccFist Provi| 2 3[4 Nexts Last>x |1 out of 4 pages | 110 10 out of 39 records | [T05]

'IC Endpoint ALC + 2 Proc. Method Item Type RN Cashier Captured Date  Account No.  Bank No. Check No. Amourt  Status SECCode Tem

TR 0TS 2014000101 ST porgosl  151103770202900000531  oleqelS  Coools 4STRASN 12110209 8906 10000 Approved posondl g5
Present F51.05PM POP
174324655 OTS 2074000101 | Sustomer Personal  181103770202500000530 | olcqelSt T oo vz 25796553 121000358 0646 10000 | Owmden Lo2o™ | g5p
Present 34321PM POP
o ; Customer S .. ., BRE01Z A e y Personsl
174324636 OTS 2074000101 Personal  1B1103770202500000527 | olegel1 o 5o - 25796606 121000358 0622 W0.00  Cverriden 952
Present 24432 PM POP
c - Customer - . - = L, GEER01Z — - - - Personsl
17432454 O3 2004000101 S Personal  1G1103770202500000525  olcaefSl 550 ol o 222082 324079555 2627 10000 Approwd  poct 952
c ; Customer S .. ., BRI20Z . ; . y Personsl
174324590 OTS 2074000101 Personal  181103770202500000524 | otegelSt : 2R 324079555 2627 W0.00  Cverriden 952
Present 1922 PM POP
c - Customer - . - - ., BRER01Z Personsl
114324557 OTS 2004000101 S Personal  1811037TT0202500000523  oteqe1 202 IR 11IN6TH 1615 10000 Approwd  poct 952
7434556 OTS 2074000101 | SuHtemer Personal | 181103770202500000522  oleqels1 D20 2012 T3 102100400 1609 10000 | Approved  Lerso™dl | ggp
et Present . 6.39.25 PM POP
c - Cuslomer Nol . - . ., BS201Z — - - Personsl
174324409 0TS 2004000101 S Personal  161103770202500000521  olcaefS1 54293 2222308 074912603 2623 000 Appowed o0 952
74324408 OTS 2074000101 | SuMomerNel o onel | 1G11037T0202500000520  oleqelst oo 2012 22273081 OT4MZEDT IR 000 Approved  Lerondl | gep
et Present a 34724 PM ARC
c - Cuslomer Nol . - - ., BRS201Z — - Personsl
14324407 OTS 2004000101 S Personal  1G1103770202500000519  olenefS1 5 40 0d' 228 1NN 2619 0000 Approwd oo 952
4l | ]
Chack Image Chack Infermatian
Hama Value
TEST IMAGE-TEST IMAGE-TEST IMAGE O Amourt 100.00
- RN 1811037T0202500000531
s . ~
-'?;:'1‘-: " !!'r r‘lJ“ 0 ke ) % SalesDate-ddmmyyyy o1082012
(Do fpenartascd dodlmad - 6
SAMPLE - NOT NEGOTIABLE c ] I Bl
FBADEREAAL020IEE  RSTERAMS L3 Soow e | Recelol
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5. The Item Detail Report appears.

Figure 51. Item Detail report

Item Detail Report
Item Detail Report

Export as

m\iord = Download

Starting Page:
© All Pages |0
& Select Pages Ending Page:

0 Print PDF Report

1=N- 1=l - nnN - DEILLISV.CAE-1 = [

Item Detail

Batch:  3DCOTE1E-DCTC4718-01A1-B0AZ01DAF2ES
Date: 06/28/2012 25742 PM
Printed By:  otenet tenaeChkLeadOp

OTC Endpoint: aTs - OFFICE OF THIRFT SUPERVISION
+ 2074000101

ALC +2:
Pracessing Method: Customer Present
KEY - [S]latus: [jpproved, [V]ols: [Tlype: [Flersonal, [NjonPersonal

o Dk (g

o

et saatlaicd dndfizad

_u= TEST IMAGE

SAMPLE - NOT NEGOTIABLE

PEE0ERE L 2EL02DIEN LETENE R

EEIGE] Date Tme Bank Ne. | Ascount No. | Check No.| Amoun: | User Defined Fislds | Ageney Accounting Code | Description
4=(191105770202)  mizeri2 3EIPM (121102093 45764831 sans 10000 [SSH:
=00000531 alesDate-ddmmyyyy
piotz012
Front of Check Bach of Chesk
TEST IMAGE-TEST IMAGE-TEST IMAGE

Under Export as,

Select Word, Excel, RTF, or PDF

Select All Pages or Select Pages Ending Page radio button
Enter a Starting Page and Ending Page

Click Download

Or

e Click Print PDF Report
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&= View and Print a Batch List Report

To view and print a Batch List report, complete the following steps:
1. Click the Check Processing tab.
2. Click Batch Management. The Search Batch page appears.
3. Select or enter the batch search conditions you would like view.

Under Batch Search Conditions, optional
e Select the OTC Endpoint you want to Edit a batch for by checking the under the
Select column

Under Created On Date, optional

e Enter the From and To date range

@Application Tip

The From and To Created On Date must be entered in MM/DD/YYYY
format.

@Application Tip

The Created On Date range cannot exceed 30 days. Additionally, if more
than a 1,000 batches are created within 30 days, then only the most recent
1,000 batches appear.

®Application Tip

If you run a search with the default From and To Created On Date range
values, the search results include the most recent 30 days of batches that
you have access to view. If more than 1,000 batches are created within the
30 days, then only the most recent 1,000 batches appear.
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®Application Tip

If you run a search without specifying any criteria (with the exception of the
Batch ID field), the search results include the most recent 30 days of
batches that you have access to view. If more than 1,000 batches are
created within 30 days then only the most recent 1,000 batches appear.

e Enter the Batch ID, optional

@Application Tip

If the only search criteria entered is a valid Batch ID then only a single result
appears regardless of other search criteria specified.

Under Batch Status, optional

e Select the Status you want to view by checking the Open or Closed box under
the
Select column

4. Click Search. The View Batches page appears.

5. Click the Batch ID hyperlink. The Batch and Check Details page appears.

@Application Tip

If a batch is in use and another user attempts to access the same batch, a
Batch Lock message appears stating the batch is in use and he/she cannot
access the batch.

6. Click Print Batch List. The Batch List Report page appears.

7. Under Export as,

Select Word, Excel, RTF, or PDF
o Select All Pages or Select Pages Ending Page radio button
o Enter a Starting Page and Ending Page
e Click Download

Or

e Click Print PDF Report.
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®Application Tip

Additional buttons on the page that help you perform other tasks:
o Click Previous to return to the previous page.
¢ Click Cancel to cancel the transaction. No data will be saved.
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&= View and Print an Item Detail Report

To view and print an Item Detail report, complete the following steps:
1. Click the Check Processing tab.
2. Click Batch Management. The Search Batch page appears.
3. Select or enter the batch search conditions you would like view.

Under Batch Search Conditions, optional
e Select the OTC Endpoint you want to Edit a batch for by checking the under the
Select column

Under Created On Date, optional

e Enter the From and To date range

®Application Tip

The From and To Created On Date must be entered in MM/DD/YYYY
format.

@Application Tip

The Created On Date range cannot exceed 30 days. Additionally, if more
than a 1,000 batches are created within 30 days, then only the most recent
1,000 batches appear.

®Application Tip

If you run a search with the default From and To Created On Date range
values, the search results include the most recent 30 days of batches that
you have access to view. If more than 1,000 batches are created within the
30 days, then only the most recent 1,000 batches appear.
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®Application Tip

If you run a search without specifying any criteria (with the exception of the
Batch ID field), the search results include the most recent 30 days of
batches that you have access to view. If more than 1,000 batches are
created within 30 days, then only the most recent 1,000 batches appear.

e Enter the Batch ID, optional

®Application Tip

If the only search criteria entered is a valid Batch ID then only a single result
appears regardless of other search criteria specified.

o Enter the Cashier ID, optional

Under Batch Status, optional

e Select the Status you want to view by checking the Open or Closed box under
the
Select column

4. Click Search. The View Batches page appears.

5. Click the Batch ID hyperlink. The Batch and Item Details page appears.

6. Click the Item ID of each scanned check. An image of the check and details of the check

appear in the window below.

7. Click Print Iltem. The Item Detail Report appears.
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8. Under Export as,

e Select Word, Excel, RTF, or PDF
Select All Pages or Select Pages Ending Page radio button.
o0 Enter a Starting Page and Ending Page.
e Click Download

Or

e Click Print PDF Report.

©Application Tip

Additional buttons on the pages that help you perform other tasks:
e Click Previous to return to the previous page.
e Click Cancel to cancel the transaction. No data will be saved.
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Topic 9. Activate/Deactivate a Batch

A CCS can deactivate a batch if there is a problem with an item within the batch and further
research is needed. Deactivating a batch prevents it from being closed or approved for
settlement.

A deactivated batch must be activated before it can be closed or approved for settlement.
Additionally, a batch currently in use cannot be deactivated. A deactivated batch is retained in
the system indefinitely and can be searched for using Batch Management.

Activating/ Deactivating a Batch

1. Click the Check Processing tab and click Batch Management.

Figure 52. Check Processing>Batch Management (Activate/Deactivate)

] o | nannain

Batch Management

2. The Search Batch page appears. Select or enter the batch search conditions you would
like view and click Search. Only batches with an Open or Closed status can be
activated/deactivated.

Note: If you run a search with the default From and To Created On Date range values,
the search results include the most recent 30 days of batches that you have access to
view. If more than 1,000 batches are created within the 30 days then only the most
recent 1,000 batches appear.

If you run a search without specifying any criteria (with the exception of the Batch ID
field), the search results include the most recent 30 days of batches that you have
access to view. If more than 1,000 batches are created within 30 days then only the
most recent 1,000 batches appear.
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Under Batch Search Conditions, optional
e Select the OTC Endpoint you want to Edit a batch for by checking the under the
Select column

Under Created On Date, optional
e Enter the Created On Date by entering the From and To date range

The Created On Date range cannot exceed 30 days. If more than a 1,000 batches are
created within 30 days, then only the most recent 1,000 batches appear.

e Enter the Batch ID, optional

If the only search criteria entered is a valid Batch ID, then only a single result appears
regardless other search criteria specified.

e Enter the Cashier ID
Under Batch Status, optional

e Select the Status you want to view by checking the Open or Closed box under
the Select column, then click Search

Figure 53. Search Batch Page (Activate/Deactivate)

Search Batch
Search Batch

Batch Search Conditions

<<« 1-3>>>0f3 Records

SelectCheck All f Clear All ALC + 2 Description
r 9999210801 Development Level 3
r 9999999903 Lower Level 3
r 9999999904 Lower Level 4

Created On Date

From Date:
|01.509.f2012 =]
To Date:
|02.50?.f2012 (=]
Batch ID:
Cashier ID:
Select .
Check All / Clear all  Status Description
O OPEN Open - accepting new checks
i CLOSED Closed - no new checks
r APPROVED Approved - ready for settlement process
Il FORWARDED Forwarded - sent for settlement

Version 1.5/June 2014 Check Capture and Check Processing 82



OTCnet Participant User Guide — Capturing and Managing Checks Online Bureau of the Fiscal Service

3. The Summary of Batches page appears. Check the checkbox(es) of the Batch ID(s) you
want to activate or deactivate and click Activate/Deactivate.

If a batch is in use and another user attempts to access the same batch, a Batch Lock
message appears stating the batch is in use and he/she cannot access the batch.

If a batch is activated or deactivated, a check appears under the Active Flag column. If
a batch is deactivated, the Active Flag column is blank.

Figure 54. View Batches Page (Activate/Deactivate)

Summary of Batches

<eFirst <Prevl 203 406 Next» | Laste» \1outDHApagesIHoSoutofEBrecords\Iﬂ

[T | BatchiD Creator OTC Endpoint = ALC+2 Created On v ltem Count = Total Amount  Status = Active Flag
[0 | 6Add3910-0452-4bdd-a3e6-05 1448a01aT otenfté? Del3 9999210801 9132010 2:0948PM 3 123.85 OPEN ¥
[ | b8730295-d245-408a-b2af 93e6daaie2T3 otenfteh Del3 9999210801 9/3/2010 350:39PM 10 26565.72 OPEN v
[0 | ca3e8219-0407-4392-a095-6chabdc68 11 otentte? Day 12 9999978900 922010 35240PM 6 1477 56 OPEN ¢
M| 29468c20-2dad-41ea-bE%k-aaefaleli9d) otenftr 9999999902 9999999802  BA26/2010 3235TPM 1 100.00 OPEN ¥
" | 1d7ef2db-badd-4ddd-§128-a1aBahTAddf! otenft1d Del3 9999210801 8/23/201012:18:23PM 0 0.00 OPEN v

Previols Activate/Deactivate |l Close Batch

Figure 55. Activate/ Deactivate Batch Page

Activate/Deactivate Batch

Activate/Deactivate Batch

Batches to be Deactivated

. Ttem Total Active
Batch ID OTC Endpoint ALC +2 Count Amount  Status
5dd3910-9552-4bd9-a3e6-951448a91a7f Devl3 9999210801 3 123.85 Active

« Previous -
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4. A message appears stating the batch(es) have been deactivated/activated and the value
under Active Status updates to Active/lnactive.

Figure 56. Batch Activate/ Activate Confirmation
Activate/Deactivate Batch

Activate/Deactivate Batch

Batches that have been Deactivated

. Item Total Active
Batch ID OTC Endpoint ALC +2 Count Amount  Status
630d3910-8552-4bd9-a3e6-951448a91a7f Devl3 9999210801 3 123.85 Inactive

Return to Batch Summary
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&3~ Activate/Deactivate a Batch

To activate/deactivate, complete the following steps:
1. Click the Check Processing tab.

2. Click Batch Management. The Search Batch page appears.

®Application Tip

Before you can activate/deactivate batches offline, you must first access
the OTCnet Offline icon on your terminal’s desktop and enter your User
ID and password. After you have successfully logged on you can search
for the batch.

@Application Tip

To determine if your terminal is connected to the online OTCnet server,
refer to the Connection Status indicator located on the top-right of the
page. If the Connection Status is green, the terminal is connected to the
online OTCnet server. If the Connection Status indicator is red, the
terminal is not connected to the online OTCnet server.

3. Select or enter the batch search conditions you would like view.

Under Batch Search Conditions, optional

e Select the OTC Endpoint you want to activate/deactivate a batch for by checking
the box under the Select column

@Application Tip

Only batches with an Open or Closed status can be activated/deactivated.
Additionally, batches currently in use cannot be deactivated.

Under Created On Date, optional
e Enter the From and To date range

@Applica’[ion Tip

The From and To Created On Date must be entered in MM/DD/YYYY format.
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®Application Tip

The Created On Date range cannot exceed 30 days. Additionally, if more than
a 1,000 batches are created within 30 days then only the most recent 1,000

batches appear.

®Application Tip

If you run a search with the default From and To Created On Date range
values, the search results include the most recent 30 days of batches that you
have access to view. If more than 1,000 batches are created within the 30
days then only the most recent 1,000 batches appear.

®Application Tip

If you run a search without specifying any criteria (with the exception of the
Batch ID field), the search results include the most recent 30 days of batches
that you have access to view. If more than 1,000 batches are created within 30
days then only the most recent 1,000 batches appear.

e Enter the Batch ID, optional

@Applica’[ion Tip

If the only search criteria entered is a valid Batch ID then only a single result
appears regardless of other search criteria specified.

e Enter the Cashier ID

Under Batch Status, optional

e Select the Status you want to activate/deactivate by checking the Open and/or
Closed boxes under the Select column

®Application Tip

Only batches with an Open or Closed status can be activated/deactivated.
Additionally, batches currently in use cannot be deactivated.
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4. Click Search. The Summary of Batches page appears.

5. Check the checkbox of the Batch ID you want to activate or deactivate and click
Activate/Deactivate. The Activate/Deactivate Batch page appears.

®Application Tip

If a batch is activated or deactivated a check appears under the Active Flag
column. If a batch is deactivated, the Active Flag column is blank.

6. Click Confirm. A message appears stating the batch(es) have been activated/deactivated
and the value under Active Status updates to Active/lnactive.

@Application Tip

Additional buttons on the page that help you perform other tasks:
e Click Return to Batch Summary to return to the batch summary page.
o Click Return Home to return to the OTCnet homepage.
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Topic 10. Close a Batch

If you are assigned the role of CCS or CCLO, you are the only authorized users who can close

a batch or multiple batches. You can only close batches for OTC Endpoints you have
permission to access.

Before you can close a batch or multiple batches, you must first search for the batch. You can
search for batches by OTC Endpoint, Created On Date, Batch ID, Cashier ID, and/or Batch
Status.

There are four batch status types, see Table 4 for details below.

Table 4. Batch Status Types

Indicates the batch is open and you can continue scanning checks
to it.

Closed Indicates the batch is closed and no new checks are accepted.

Open

Approved Indicates the batch is ready for upload and settlement.

AW [ MM Indicates the batch has been sent to debit gateway to initiate the
settlement process.

Note: All batches with a Received Date older than 18 months, including batches with an Open
or Closed status, are saved in the Historical database and cannot be changed. Therefore, it is
important that you close and approve all batches in a timely manner. For more details about
Historical Reports refer to Chapter 8. Reporting on Scanned Checks and Viewing Historical
Reports, Topic 5. Historical Reports of the OTCnet Participant User Guide.
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Closing a Single Batch

1. Click the Check Processing tab and click Batch Management.

Figure 57. Check Processing > Batch Management
(Closing Single Batch)

Check Processing || Adminisvaton

Batch Management Check Scan

2. The Search Batch page appears. Select or enter the batch search conditions you would

like view and click Search.

If you run a search with the default From and To Created On Date range values, the
search results include the most recent 30 days of batches that you have access to view.
If more than 1,000 batches are created within the 30 days, then only the most recent
1,000 batches appear.

If you run a search without specifying any criterion (with the exception of the Batch ID
field), the search results include the most recent 30 days of batches that you have
access to view. If more than 1,000 batches are created within 30 days, then only the
most recent 1,000 batches appear.

If the only search criteria entered is a valid Batch ID, then only a single result appears
regardless of other search criteria specified.

Under Batch Search Conditions, optional

e Select the OTC Endpoint you want to Edit a batch for by checking the under the
Select column

Under Created On Date, optional

e Enter the Created On Date by entering the From and To date range

The Created On Date range cannot exceed 30 days. Additionally, if more than a 1,000
batches are created within 30 days, then only the most recent 1,000 batches appear.
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e Enter the Batch ID, optional

Note: If the only search criterion entered is a valid Batch ID, then only a single result
appears, regardless of other search criteria specified.

e Enter the Cashier ID

Under Batch Status, optional

e Select the Status you want to view by checking the Open or Closed box under
the Select column, then click Search

Figure 58. Search Batch Page (Closing Single Batch)

Search Batch
Search Batch
Batch Search Conditions
= 1-3#=o0f 3Records
Select . .
Check All / Clear Al OTC Endpoint ALC + 2 Description
[ 7896387423 7896587423 Form with Dynamic/Hidden Fields
] NFA 8273643227 No Form Assigned
] DGE Pseudo 8888888802 DG6 Test Pseudo
Created On Date
From Date:
01/01/2014  [E
To Date:
013002014 =
Batch 1D:
Cashier ID:
Batch Status:
Select .
Check All / Clear Al Status Description
] OPEN Open - accepting new checks
] CLOSED Closed - no new checks
[ APPROVED Approved - ready for settlement process
[ FORWARDED Forwarded - sent for settlement
B
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3. The View Batches page appears. Click the Batch ID hyperlink.

Figure 59. View Batches Page (Closing Single Batch)

Summary of Batches

<=First <Prev 1 Next> Last>> | 1 out of 1 pages | 1to 2 out of 2 records | |15 E
Select
Check &ll { Clesr 2 Batch 1D Creator OTC Endpoint ~ ALC+2 _
[ I 3CTTETD4-TD92-462D-81B2-E771636F0559 I otcgefal DGB Pseudo 8888888802 1/30/2014 12:54:51 PM
El 53EC96CE-5D5A-402F-B511-96319D323F8E otcgefal DGB Pseudo 8888888802 1/30/2014 11:16:04 AM
4 1

Previous

The View Checks page appears. Click the Item ID of each scanned check. An image of
the check and details of the check appear in the window below. Verify the details are
correct and click Previous to return to the View Batches page.

Figure 60. View Checks Page (Closing Single Batch)

Batch and Check Details B

<<Fitst <Prev 1 Next> Last>> | 1 out of 1 pages | 110 1 out of 1 records | [10[=]

[henD = OfcEnpom AC:2

Proc. Method | kem Type RN

Batch Summary Batch Navigation
rf &

OTC Endpoint DG6 Pseudo | |
Description D66 Test Pseudo Batch Control
ALC+2 B8589888802

’ Batch Control Count 1
Batch D 3ICTTETDA-TD92-4620-6182-

E771636F0559 Batch Control Amount 100.00
Creator otcgefs1 Count Variance o
Created On 1/30/2014 12:54:51 PM Amaunt Variance 0.00
Total Rem Count 1 Balance
Total Amount 100.00
A pproved Rem Court 1 Batch Commands )
Print Batch List

Approved Amount 100.00
Veided Bem Count o
Voided Amount 0.00
Status OPEN
Active v

VCaslI\e[ Captured Date: Account No,

Bt CreckloAmam S SECCué

| (sssmnsl DGsPsewda  GOBIBEND CCT puiswl  Z2100TTOZISNON0G deqe! IoTAClr  TUTBABIG 041200656 0708 1000 Agpowd ol
Chack Image Check Information
TEST IMAGE-PERSONAL-TEST IMAGE 0 Hame Value
® Amount 100.00
-
:.‘m".’-és]& s (0. 00 '\ RN 221003770215100000063
oy ﬁwﬁiﬁ%{ ol L) o 4.‘ TransactionType FFFD
g PortHame B
‘SAMPLE - NOT NEGOTIABLE - - o
""" (54 i
SOLLI00SEEE TTRELG TRV 0708 u

Showlem  Receipt  Printltem
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4. Select the batch you want to close by checking the box to the left of the Batch ID.
5. Click Close Batch. The Close Batch page appears.

Figure 61. Select to Close Batch
Summary of Batches
View Batches

<<First <Prev 1 Next> Last>> | 1 out of 1 pages | 1to 2 out of 2 records | |15 B

Select
Creck Al [ Ciesrsn Batch ID Creator OTC Endpoint  ALC+2
¥ 3CTTETD4-TD92-462D-81B2-E771636F0559 otcqefs1 DG6 Pseudo 8688888802 1/30/2014 12:54:51 PM

] 53EC96CE-5D5A-402F-B511-96319D329F8E otcqef51 DG6 Pseudo 8888888802 1/30/2014 11:16:04 AM

4 LI}

e B

6. Verify that you want to close the batch and click Confirm. The Batch Control page
appears with the batch details.

Figure 62. Confirm Close Batch

Close Batch a

Batch List to be Closed

Total Approved Voided ., _
E“‘;T(,I at Descripon  ALC+2 Batch ID Creator g’:‘t“" Ttem :"':L ot Item :"m"w" “t"“" Ttem :"’m"'“"“ nt
po Count Count Count
DGs DG6 Test 8888355802 3C77E7D4-TD92-462D-8182 77 1636F0552 otegefSi  03/30/2014 1 w000 1 100.00 0 0.00
Pseuda Pseudo 12:54:51
PMET

Please export or print the Batch List Report prior to selecting the 'Confirm’ button

7. Enter the Batch Control Count and Batch Control Amount, if your terminal is
configured for this action on batch close.
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8. Click Next. The Close Batch page appears.

Figure 63. Batch Control

Batch Control a

Batch Control

Batch Control Setup

Batch Detail

OTC Endpoint oTs

Description OFFICE OF THIRFT SUPERVISION
ALC+2 2074000101

Batch ID 901FE3B2-E83E-472A-A350-C239D5C596F6
Creator otcqef51

Created On 07/03/2012 04:49:33 PM ET
Total tem Count 1

Total Amount 100.00

Approved Ttem Count 1

Approved Amount 100.00

Voided Trem Count [}

Voided Amount 0.00

Batch Control Count: 1

Batch Control Amount: 100.00
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9. Click Print PDF Report or Export and click Confirm to close the batch.

After Print PDF Report or Export is clicked, the Confirm button is enabled. The batch
is not closed until Confirm is clicked.

Figure 64. Print PDF Report/Confirm Report Print

Close Batch
Close Batch

Batch List to be Closed

Voided

Total
¢ Descrigtion  ALC +2 Batch ID creator SO qrem 0P e prcatioglile B
DG6 DGE Test 6385383802 3CTTETD4-TD92-462D-8 1B2-E771636F0559 otegaf51 01/30/2014 1 100.00 1 100.00 0 0.00
Pseudo  Pseudo 12:5451
PMET

Please expart or print the Batch List Report prior to selecting the "Confirm’ button

Print POF Repart . Confirm

Bateh List
DTGt Encpore D06 Prause -D08 Tast Fawuss Baeh  BCTTETDATOSIMI0S1EIETTMOSFINSS
D VR P
A FEEHEEE Freted By cazean iengaChilasils
KEY - [Sjanas. [Ajspreved (Vs [Thype [Flarsseal, [NjenFancnal Frocesamg Marod  Customes Prasest
pre
sl ny Gagtore Dot |Back No Accout No| Coact s | Amcost | Uner Dwtoas P T | Descrpon | caner
I;;.“T.‘.W EXELL P o B [T pmpp— —
s “ioamein
Sub Tott Count 1 Aemaunt $100.00
Bath Totat Count 1 Amaunt: $100.00

10. A Close Batch page appears verifying the batch has been closed.

11. Click Return to Batch Summary. The View Batches page appears. If a CCLO or CCO
closes a batch, the batch status changes from Open to Closed. If a CCS closes a
batch, the batch status changes from Open to Approved. If Skip is clicked, the Status
remains Open and the batch is not closed.

Figure 65. Close Batch Confirmation

Close Batch

Close Batch

Batches that have been Closed

" Ttem Total
Batch I OTC Endpoint ALC + 2 Count Amount Status
901FE3B2-E83E-472A-A350-C239D5C596F6 oTs 2074000101 1 100.00 CLOSED

‘ Return to Batch Summary [ Retun Home
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Closing Multiple Batches

1. Click the Check Processing tab and click Batch Management.

2. The Search Batch page appears. Select or enter the batch search conditions you would
like view and click Search.

Note: If you run a search with the default From and To Created On Date range values,
the search results include the most recent 30 days of batches that you have access to
view. If more than 1,000 batches are created within the 30 days, then only the most
recent 1,000 batches appear.

If you run a search without specifying any criterion (with the exception of the Batch ID
field), the search results include the most recent 30 days of batches that you have
access to view. If more than 1,000 batches are created within 30 days, then only the
most recent 1,000 batches appear.
Under Batch Search Conditions, optional

e Select the OTC Endpoint you want to Edit a batch for by checking the under the

Select column

Under Created On Date, optional

e Enter the Created On Date by entering the From and To date range

The Created On Date range cannot exceed 30 days. If more than a 1,000 batches are
created within 30 days then only the most recent 1,000 batches appear.

e Enter the Batch ID, optional

If the only search criteria entered is a valid Batch ID then only a single result appears
regardless other search criteria specified.

e Enter the Cashier ID

Under Batch Status, optional

e Select the Status you want to view by checking the Open or Closed box under
the Select column, then click Search
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3. The View Batches page appears. Click the Batch ID hyperlink for each batch you would

like to review.

4. The View Checks page appears. Click the Item ID of each scanned check. An image of

the check and details of the check appear in the window below. Verify the details are

correct and click Previous to return to the View Batches page.

Note (if applicable only): If you are using the balancing feature for your OTC

Endpoint and it has been established as mandatory, you can balance your batch here.
Perform adjustments as needed and click Balance.

Once you have balanced the batch, the Batch Control Information dialog box appears.

You are offered two options after balancing the batch:

Option A. If you click Close Batch you are taken directly to the Close Batch

Page).

Option B. If you click OK (you return to the View Checks page. From the View

Checks page, click Previous to return to the View Batches page.

You can also click Print Batch List, under Batch Controls from the View Checks page.

5. Click Confirm the View Batches page appears. Select the batches you want to close by

checking the box to the left of the Batch ID for each batch and click Close Batch.

Figure 66. View Batches Page (Closing Multiple Batches)

Summary of Batches

View Batches

<<First <Prev 1 Next> Last>> | 1 out of 1 pages | 1 to 6 out of 6 records | 15
Select
Check All / Clear 4l Batch ID Creator QOTC Endpoint  ALC+2 Created On > Total tem C Total Amount  Status  Active Flag  Approve
3CTTETD4-TD92-462D-81B2-E771636F0559 otcgefsl DG6 Pseudo 8888888802 1/30/2014 12:5451 PM | 1 100.00 OPEN v
ATC15E56-8203-47B2-93CB-117BC42BB2A6 otcgefal GWA1E-Y 1601201301 1/29/2014 6:13:51 PM 2 494.89 OPEN v
B 2B699F38-4DF9-43F0-83EA-B6EIANCE580E otcgefsl 465 5100000432 1/27/2014 1111145 AM | 24 2516 OPEN v
] 5D9IE3F91-AA02-4B10-8746-DBB182A3CHA0 otcgefal kvl 5100000273 1/24/2014 1:46:11 PM = 1531.00 OPEN v
B DA10F009-D919-401D-8461-B1657CA4BAEF otcgefsl 319 5100000271 1/23/2014 5:32:20 PM 4 1919.00 OPEN v
] F194882D-8456-4E44-89F8-3D6D0B17C250 otcgefal Test1 9999999901 122/2014 11:45:42 AM 3 9.00 OPEN v
SH I ’
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6. The Close Batch page appears. Verify that you want to close the batch and click
Confirm.

Figure 67. Close Batch Confirmation (Closing Multiple Batches)

Close Batch
Close Batch

Batches to be Closed

2 Item Total
Batch ID OTC Endpoint ALC + 2 Count Amount
AFC15E56-8203-47B2-93CB-117BC42BB2A6 GWALE-Y 1601201301 2 404.89
3C77E7D4-7D92-462D-81B2-E771636F0559 DG6 Pseudo 8888888802 ik 100.00

Note: If the Batch Control settings were established as mandatory or optional, the Batch
Control page will appear for each batch, before closing a batch.

7. Click Next after balancing to proceed to closing the batches.

Click Skip to return to the Close Batch page, before returning to the View Batches page.
If Skip is clicked the Status remains Open and the batch is not closed.

Figure 68. Batch Control Setup (Closing Multiple Batches)

Batch Control o=
Batch Control Setup

Batch Detall

OTC Endpoint GWALL-Y

Description GWA Enabled - 16

ALC+2 1601201301

Batch ID ATCISES6 8203 4782 93CH- 117BCA2BB2AG

Creator otoqefsl

Created On 01/29/ 2014 06:13:51 PM ET

Tatal Rem Count 2

Tatal Amount A494.89

Approved Ttem Count 2

Approved Amaunt 494,89

Volded Trem Count o

Voided Amount n.on

Batch Control Count: 0

Batch Control Amount: 0.00
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If Batch Control is set to mandatory on batch close and you click Next from the Batch
Control page before balancing, the message below appears. The same is true for
closing single batches.

Figure 69. Failed to Balance Batch

Batch Control
Batch Control

@ Failed to balance Batch 2BD5F63C-579D-46BA-BD7F-5D027D8028808, please check batch control.

Batch Control Setup

Batch Detail
OTC Endpoint DO 101st
Description Disbursing Office

8. Close Batch page appears with the batch details. Click Print PDF Report or Export and
click Confirm to close the batches.

After Print PDF Report or Export is clicked, the Confirm button is enabled. The
batches are not closed until Confirm is clicked.

Figure 70. Confirm Report Print (Closing Multiple)

Close Batch mialajo) - |

Close Batch
DBatch List to be Closed

Created 1O qopy  MRroved o pped YOS yed

ote
Descrigtion  ALC + 2 Batch 12 Creator Hem item A Item A
Emdpolnt u Count Count Y Count
GWALET  GWA 160120101 WG LSS0 0-4T0 25 0 1 T4 MG otogefS1 U/ 2 Ha 2 B4 ] 0.00
Enabied - 16 061351
PMET
[ DGE Test 2338888800 ATETA-TA24620-8182 £77183F0550 oieoefS1 013072014 1 100.00 1 100,00 (] 0,00
Paeuds Peeudn 12:54:51
PMET

Please expart of print the Batch List Repont prior to selecting the ‘Confirm button

o]
Expart as
=
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7. A Close Batch page appears verifying the batches have been closed. Click Return to
the Batch Summary page. Click Return to Batch Summary. The View Batches page
appears. Click Return Home to return to the OTCnet Homepage.

Figure 71. Close Batch Confirmation (Closing Multiple)
Close Batch
Close Batch

Batches that have been Closed

g Ttem Total
Batch ID OTC Endpoint ALC + 2 it o= Status
A7C15E56-8203-4782-93CB-117BC42BB2A6 GWAL6-Y 1601201301 2 494,89 CLOSED
3C77E7D4-7D92-4620-81B2-E771636F0559 DG6 Pseudo 8888888802 1 100.00 CLOSED

Return to Batch Summary | Return Home
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&= Close a Single or Multiple Batch(es)

To close single or multiple batch(es), complete the following steps:
1. Click the Check Processing tab.
2. Click Batch Management. The Search Batch page appears.
3. Select or enter the batch search conditions you would like view.

Under Batch Search Conditions, optional
e Select the OTC Endpoint you want to Close a batch for by checking the under
the
Select column

Under Created On Date, optional

e Enter the From and To date range

@Application Tip

The From and To Created On Date must be entered in MM/DD/YYYY
format.

©Application Tip

The Created On Date range cannot exceed 30 days. Additionally, if more
than a 1,000 batches are created within 30 days, then only the most recent
1,000 batches appear.

®Application Tip

If you run a search with the default From and To Created On Date range
values, the search results include the most recent 30 days of batches that
you have access to view. If more than 1,000 batches are created within the
30 days then only the most recent 1,000 batches appear.
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9.

®Application Tip

If you run a search without specifying any criterion (with the exception of the
Batch ID field), the search results include the most recent 30 days of
batches that you have access to view. If more than 1,000 batches are
created within 30 days, then only the most recent 1,000 batches appear.

e Enter the Batch ID

@Application Tip

If the only search criteria entered is a valid Batch ID, then only a single result
appears regardless of other search criteria specified.

e Enter the Cashier ID

Under Batch Status, optional

e Select the Status you want to view by checking the Open or Closed box under
the Select column

Click Search. The View Batches page appears.
Click the Batch ID hyperlink. The View Checks page appears.

Click the Item ID of each scanned check. An image of the check and details of the check
appear in the window below.

Click Previous to return to the View Batches page.

@Application Tip

Repeat steps 5-7 as needed.

Select the batch(es) you want to close by checking the boxes to the left of the Batch
IDs.

Click Close Batch. The Close Batch appears.

10. Verify that you want to close the batches and click Confirm. The Batch Control page

appears.

11. Enter the Batch Control Count and Batch Control Amount, if applicable.

12. Click Next. The Close Batch page appears.
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13. Click Print PDF Report or Export and click Confirm to close the batch(es).

®Application Tip

After Print PDF Report or Export is clicked, the Confirm button is enabled.
The batch(es) is(are) not closed until Confirm is clicked.

@Application Tip

The system generates one report for all selected batches.

14. A Close Batch page appears verifying the batches have been closed.

15. Click Return to Batch Summary. The View Batches page appears.

16. Click Return Home to return to the OTCnet Homepage.

®Application Tip

If a CCLO or CCO closes a batch, the batch status changes from Open to
Closed. If a CCS closes a batch, the batch status changes from Open to
Approved. If Skip is clicked, the Status remains Open and the batch is not

closed.
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Topic 11. Approve a Batch

As a CCS, you are the only authorized user who can approve a batch or multiple batches. You
can only approve batches for OTC Endpoints that you have permission to access. Approving a
batch(es) indicates that the batch and check details are correct and that the batch(es) is/are
ready for settlement.

Before you can approve a batch or multiple batches, you must first search for the batch. You
can search for batches by OTC Endpoint, Created On Date, Batch ID, Cashier ID, and/or
Batch Status.

Additionally, a batch is only eligible for approval when the batch is has a Closed status. After a
batch is Approved and sent to Debit Gateway to initiate the settlement process, the status
becomes Forwarded. For a description of each of the four batch status types, refer to Table 4 in
the previous section of this Chapter.

Transactions processed before 9:30 p.m. EST are reflected on the next day’s deposit SF215.
Batches should be approved and forwarded for settlement on the same business day on which
the activity occurred in order to reflect on the SF215.

We recommend reviewing Batch Management to check the status of created batches. If batch
statuses within Batch Management show them to be successfully forwarded, then the funds
are included on the next day’s SF215 report.

Approve a Single Batch

1. Click the Check Processing tab and click Batch Management.

Figure 72. Check Processing>Batch Management
(Approving Single)

] creocponesig | naminsrion

Batch Management
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2. The Search Batch page appears. Select or enter the batch search conditions you would
like view and click Search.

Note: If you run a search with the default From and To Created On Date range values,
the search results include the most recent 30 days of batches that you have access to
view. If more than 1,000 batches are created within the 30 days, then only the most
recent 1,000 batches appear.

If you run a search without specifying any criteria (with the exception of the Batch ID
field), the search results include the most recent 30 days of batches that you have
access to view. If more than 1,000 batches are created within 30 days, then only the
most recent 1,000 batches appear.

Under Batch Search Conditions, optional

e Select the OTC Endpoint you want to Edit a batch for by checking the under the
Select column

Under Created On Date, optional

e Enter the Created On Date by entering the From and To date range

The Created On Date range cannot exceed 30 days. Additionally, if more than a 1,000
batches are created within 30 days, then only the most recent 1,000 batches appear.

e Enter the Batch ID, optional

If the only search criterion, entered is a valid Batch ID, then only a single result appears
regardless other search criteria specified.

e Enter the Cashier ID
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Under Batch Status, optional

e Select the Status you want to view by checking the Open or Closed box under
the Select column, then click Search

Figure 73. Search Batch Page (Approve Single)

Search Batch
Search Batch

Batch Search Conditions

<< < 1-3==of 3Records
Select . P
+
Check All / Clear All OTC Endpoint ALC + 2 Description
] 7896587423 7896587423 Form with Dynamic/Hidden Fields
O NFA 8273643227 No Form Assigned
] DG6 Pseudo 8888888802 DG6 Test Pseudo

Created On Date

From Date:

o101/2014 =

To Date:
013002014

Batch ID:

Cashier ID:

Batch Status:

Check ﬁljec(;ear All Status Description
] OPEN Open - accepting new checks
0 CLOSED Closed - no new checks
B APPROVED Approved - ready for settlement process
[ FORWARDED Forwarded - sent for settlement

3. The View Batches page appears. Click the Batch ID hyperlink.

Figure 74. View Batches Page (Approve Single)

Summary of Batches

] - |

<<First <Prev1 2| 3| 4 | Next= | Last=> |1 outof4 pages|1to 15 out of 50 records | 15|z[
Select C

Select  _, BatchID Croator O fom ALCi Cremed On Total 1M 12} Amount Status é\gé“ Approver Approved On
olcgefs! DB Pseudo 8388388602 1/30/2014 12.5451 PM 1 10000  CLOSED ¢
] 96CE-5D5A-402F-B -963190329F8 otcqefal DG6 Pseudo 8888888802 1/30/2014 11:16:04 AM 1 50.00 CLOSED v
m FE941C96-612B-43C8-BOC0O-6DEA3FFBATIF otcgefal GWA1E-Y 1601201301 1/30/2014 9:49:41 AM 2 100.67 OPEN v

Activate/ Deactivate Close Batch
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If a CCS closes a batch, it is automatically moved into Approved status. If a batch is
closed by a CCO or a CCLO without approver permission; however, an approve button

is available.

4. The View Checks page appears. Click the Item ID of each scanned check. An image of

the check and details of the check appear in the window below. Verify the details are

correct and click Previous to return to the View Batches page.

If a batch is in use and another user attempts to access the same batch, a Batch Lock
message appears stating the batch is in use and he/she cannot access the batch.

Figure 75. View Checks Page (Approve Single)

Batch and Check Details

Batch Summary
OTC Endpoint
Description
ALC+2

Batch ID

Creator

Created On

Total tem Count
Total Amount
Approved Ttem Count
Approved Amount
Voided lem Count
Voided Amount
Status

Active

ItemID__ > OTCEndpoint  ALC +2

Check Image

s TS
One. handred <ollg

DG6 Pseudo
DG6 Test Pseudo
‘8888888802

3CTTETDA-TDO2-4620-8182-
E771636F0559

otogefs1l
1/30/ 2014 12:54:51 PM

<<First <Prev 1 Next> Last>> | 1 out of 1 pages | 110 1 out of 1 records | |oz|

Proc. Method  ftem Type  IRN

[G5759008 DG6Pseudo 0880866802  CUStOMer Personal  221003770215100000063  otcqef51

Present

TEST IMAGE-PERSONAL-TEST IMAGE

s jfo. o
2/ ¢ _—

SAMPLE - NOT NEGOTIABLE

0L L 700SE 5 77784876 0708

Batch Navigation
(<
Batch Control
Batch Control Count
Batch Control Amount
Count Variance

Amount Variance

Batch Commands
Void All

®

Cashier  Captured Date ~ Account No
1/30/2014
1oseorpy  TITBST

Check Information

Lo, 700

Show ltem

Hame
Amount
IRN
TransactionType
Porthame

Void Receipt

Print Batch List

Bank Mo.

041200555

Print ftem

Check No

0708

ey |

View Checks

Amount  Status SECCode

Personal

10000 Approved  pod

Walue
100.00

221003770215100000063

FFFD
BN
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5. Select the batch you want to approve by checking the box to the left of the Batch ID
and click Approve.

Figure 76. View Batches (Approve Single)

Summary of Batches Eny : |

View Batches

<cFirst<Prev1 2 3 4 Next>  Last>> | 1out of 4 pages | 1to 15 out of 50 records | [15[=]

f_:l:it! T Batch ID Creator E.I:pu:nl ALC+2 Created On é‘:t::“"em Total Amount Status :'-\’ca\;a Approver Approved On
3CTTETDY-TD92-4620-81B2-E7TT1636F 0559 otcgefsl DG6 Pseudo 6336888802 1302014 1254:51PM 1 100.00 CLOSED v
53ECO6CE-SD5A-402F-B511.96319D329F6E otcgefs1 DGE Pseudo 8888888802 1/30/2014 11:16:04 AM 1 50.00 CLOSED v
FES41C96-6126-43C8-B0C0-6DEAIFFAATIF otegefS0 GWAITEY 1601201301 173072014 94941 AM 2 100.67 OPEN v

Activate/Deactivate Close Batch m

6. The Approve Batch page appears. Verify that you want to approve the batch and click
Confirm.

Figure 77. Confirm Batches to Approve (Approve Single)

Approve Batch

Approve Batch

Batches to be Approved
Number of Batches to be Approved: 1

g Item Total
Batch ID OTC Endpoint ALC + 2 Count A B
3C77E7D4-7D92-462D-81B2-E771636F0559 DG6 Pseudo 8888888802 1 100.00

B3
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7. The Approve Batch page appears with the batch details. Click Print PDF Report or
Export and click Confirm to approve.

After Print PDF Report or Export is clicked, the Confirm button is enabled. The batch
is not approved until Confirm is clicked.

Figure 78. Confirm Report Print To Approve (Approve Single)

Approve Batch

Batch Report

oTc
Endpomt  DESCILOD
oGk 068 Test
Poesdo Preuds

e

It appears vou dor’ have a POF slugen for this brawser.

Please export o pent the Batch List Raport pror ta selecting the Confirm button

EjEajeny - |

Total Approved Voided
ted Total Approved voided
A 2 Batehin creator o0 Item em tem
on Moo Amaunt Amount MM Amount
e ST D620 182 EFTISP0NS otgefS1 OUMROE L 000 1 wo00 0 000
125451

(== N =

N POy 2] = —

Rules of Behaior | Privacy Statement | Accessibility Statement | Cortact | Text Vession | About

rcparnacnt of the Freasry
Fimsacial Mamgement Service,
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8. An Approve Batch page appears verifying the batch has been approved. Click Return
to Batch Summary to return to View Batches page. After a batch is approved the
Status changes from Closed to Approved.

Figure 79. Approve Batch Page (Approve Single)

Approve Batch

Approve Batch

Batches that have been Approved
MNumber of Batches Approved: 1

oTC Item Total
My Endpoint ALC+2 Count  Amount
3C77E7D4-7D92-462D-8182-E771636F0559  DG6 Pseudo 8888888802 1 100.00

— s
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Approve Multiple Batches in OTCnet Online

1. Click the Check Processing tab and click Batch Management.

Figure 80. Batch Management (Approve Multiple Batches)

B Crockprocesams || nammsraion |

Manage Verification Bateh Management Upload Batch Acknowledge Batch

2. The Search Batch page appears. Select or enter the batch search conditions you would
like view and click Search.

Note: If you run a search with the default From and To Created On Date range values,
the search results include the most recent 30 days of batches that you have access to
view. If more than 1,000 batches are created within the 30 days, then only the most
recent 1,000 batches appear.

If you run a search without specifying any criteria (with the exception of the Batch ID
field), the search results include the most recent 30 days of batches that you have
access to view. If more than 1,000 batches are created within 30 days, then only the
most recent 1,000 batches appear.

Under Batch Search Conditions, optional

e Select the OTC Endpoint you want to Edit a batch for by checking the under the
Select column

Under Created On Date, optional

e Enter the Created On Date by entering the From and To date range

The Created On Date range cannot exceed 30 days. Additionally, if more than a 1,000
batches are created within 30 days, then only the most recent 1,000 batches appear.

e Enter the Batch ID, optional

If the only search criteria entered is a valid Batch ID, then only a single result appears
regardless other search criteria specified.

e Enter the Cashier ID
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Under Batch Status, optional

e Select the Status you want to view by checking the Open or Closed box under
the Select column, then click Search

Figure 81. Search Batches (Approve Multiple Batches)

Search Batch

Search Batch

Batch Search Conditions

B 1-3==0f 3Records
Select . P
+
Check All / Clear Al OTC Endpoint ALC + 2 Description
0o 7896587423 7806587423 Form with Dynamic/Hidden Fields
] NFA 8273643227 No Form Assigned
] DG6 Pseudo 8888888802 DG6 Test Pseudo

Created On Date

From Date:
01012014 &

To Date:
01/30/2014 &

Batch 1D:

Cashier ID:

Batch Status:

Check ﬁlfc(;ear All Status Description
[ OFEN Open - accepting new checks
] CLOSED Closed - no new checks
] APPROVED Approved - ready for settlement process
[ FORWARDED Forwarded - sent for settlement
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3. The View Batches page appears. Click the Batch ID hyperlinks for each batch you
want to Approve. If a batch is in use and another user attempts to access the same
batch, a Batch Lock message appears stating the batch is in use and he/she cannot
access the batch.

Figure 82. . View Batches Page (Approve Multiple Batches)

Summary of Batches [ 2 |

<<First <Prev1 2| 3 4| Next> | Last>> |1 outof4 pages|1to 15 out of 50 records | 15|z|

Select oT1C Total ltem Active

Batch ID Creator ALC+2 Created On Total Amount Status Approver Approved On
Check &ll / Clear Endpoint Count Flag
E 3CTTETD4-TD92-462D-81B2-E771636F0559 otcgef51 DG6 Pseudo 8888888802 1/30/2014 12:54:51 PM 1 100.00 CLOSED v
] 53EC96CE-5D5A-402F-B511-96319D329F8E otcgef51 DG6 Pseudo 8888888802 1/30/2014 11:16:04 AM 1 50.00 CLOSED v
O g =eE L LR s s L S W T otcgefal GWA1E-Y 1601201301 1/30/2014 9:49:41 AM 2 100.67 OPEN v

Activate/Deactivate Close Batch

Additional buttons on the page that help you perform other tasks:
¢ Click Cancel to return to the OTCnet Home Page. No data will be saved.
Click Previous to return to the previous page.
Click Activate/Deactivate to activate or deactivate a batch.
Click Close Batches to close a batch.
Click <<First to go to the first page. (Only appears if there are several pages
retrieved for the search results.)
¢ Click Next> to go to the next page. (Only appears if there are several pages
retrieved for the search results.)
e Click Last>> to return to the last page. (Only appears if there are several pages
retrieved for the search results.)
Click <<Image to return to the previous check.
Click >>Image to view the next check.
Click Zoom- to reduce the image size.
Click Zoom+ to enlarge the image size.
Click Rotate Left to turn the image to the left.
Click Rotate Right to turn the image to the right.
Click Show Item to view and update the check item details.
Click Void to void a single check item.
Click Receipt to print a receipt.
Click Print Item to print a batch list report.
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4. The View Checks page appears. Click the Item ID of each scanned check. An image of
the check and details of the check appear in the window below. Verify the details are
correct and click Previous to return to the View Batches page.

Repeat this step for each batch you intend to approve.

5. Select the batches you want to approve by checking the box to the left of the Batch ID
and click Approve.

Figure 83. View Batches (Approve Multiple)

Summary of Batches () : |

<<First<Prev1 2 3 4  Next> | Last>> |1outof4 pages|1to 15 out of 50 records | [15[=]
Select Batch ID Creatar ot ALC+2 Created On Total Mem ) Amount Status Active  orover Approved On
Craci Al | Cluae A8 Endpant Count Fla
ig 3CTTETD4-7D92-4620-8182-E771636F 0559 otcqefs1  DGE Pssudo 538888602 1/30/2014 125451 PM 1 100.00 CLOSED ¢
= 53ECIECE-SD5A-402F-B511-96319D329F6E olcqeli1  DGE Pssudo BASSERBEO02 1/30/2014 11:16.04 AM 1 50.00 CLOSED ¢
FES41CH6-612B43C6-BICO-G0EAIFFAATIF otcqefS0  GWATEY 1601201301 130/2014 S4941AM 2 10067 OPEN v

6. The Approve Batch page appears. Verify that you want to approve the batches and
click Confirm.

Figure 84. Confirm Batches (Approve Multiple)

Approve Batch
Approve Batch
Batches to be Approved
Mumber of Batches to be Approved: 2

" Item Total
Batch ID OTC Endpoint ALC + 2 o =
A7C15E56-8203-4782-93C8-117BC428B2A6 GWA16-Y 1601201301 2 494.89
3C77E7D4-7D92-462D-81B2-E771636F0559 DG6 Pseudo 8858888802 1 100.00
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7. The Approve Batch page appears with the batches’ details. Click the Print PDF Report
or Export and click Confirm to approve.

After Print PDF Report or Export is clicked, the Confirm button is enabled. The
batches are not approved until Confirm is clicked.

Figure 85. Confirm Report to Approve (Approve Multiple)

Approve Batch DEo@A
Approve Botch
Batch Report
Total Approved Voided
oTc Created Total Approved Vaided
Description ALC + 2 Batch 1D Creator Item Item Ttem
Endpoint On Count Mmoumt Amount Count Amount
GWAIEY  GWA 1601201301 ATCLSES6-203-4762-9308- 11 TBC4EE 246 otegefSl 029014 2 9459 1 49459 o .00
Enabled - 16 06:1%51
PMET
0G5 DG Test 3383838807 KTEDA-TON 46208 1B2ETT16F0559 oteoefS1 013072014 1 100,00 1 $00.00 o 0.00
Preudo Peeuda &gﬂ
o

Please export or print the Batch List Report prior to selecting the ‘Confirm’ button

print PO Report ] confirm

Expont as

Whrdg

SEA0E o YR eeFT Lw GBI

Bamn ATCISESEANIATESICHNITICAIBRIAL
Baw 05 38 PU
Brted By stttk e

WY » St (Ao, [t [Thvpe: Forsamal Porernins Frasening Marad Bac Ofise
g - Capturn Doe | Baek o | hecmrntin| Chacatio | Amouen | UserOutned Fwity | SRS | gasergson | Casver
o) [FTIeey eiteey P x| s e =T [rre—— ==

[ ]| Eentermamee [man i [ [ammans s 150 04| s ammaarTTY = e T ot =
L NED

Sl Totw Cowre 7 Ao freT)

Baten Totst Coes 3 e freTe)

EeTTE T Fagetafy

Rules of Behawor | Prvacy Statement | Accessibilty Statement | Contact | Text Versson | About

Deparmment of the Treasury
Financial Management Service,
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8. An Approve Batch page appears verifying the batches have been approved. Click
Return to Batch Summary. Verify that you want to approve the batch and click
Confirm. After a batch is approved, the Status changes from Closed to Approved and
The Approve Batch page appears with the batch details.

Figure 86. Approve Batch Confirmation (Approve Multiple)

Approve Batch
Approve Batch

Batches that have been Approved

Mumber of Batches Approved: 2

. Item Total

Batch ID OTC Endpoint ALC + 2 Count Amount
AJC15E56-8203-47B2-93CB-117BC42BB2A6 GWALG-Y 1601201301 2 494,89
3C77E7D4-7D92-462D-81B2-E771636F0559 DG6 Pseudo 8888888802 1 100.00

Return to Batch Summary
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& Approve Single or Multiple Batch(es) Online

To approve single or multiple batch(es), complete the following steps:
1. Click the Check Processing tab.
2. Click Batch Management. The Search Batch page appears.
3. Select or enter the batch search conditions you would like view.

Under Batch Search Conditions, optional
o Select the OTC Endpoint you want to Close a batch for by checking the box
under the Select column

Under Created On Date, optional
o Enter the From and To date range

®Application Tip

The From and To Created On Date must be entered in MM/DD/YYYY
format.

@Application Tip

The Created On Date range cannot exceed 30 days. Additionally, if more
than a 1,000 batches are created within 30 days then only the most recent
1,000 batches appear.

©Application Tip

If you run a search with the default From and To Created On Date range
values, the search results include the most recent 30 days of batches that
you have access to view. If more than 1,000 batches are created within the
30 days, then only the most recent 1,000 batches appear.

®Application Tip

If you run a search without specifying any criteria (with the exception of the
Batch ID field), the search results include the most recent 30 days of
batches that you have access to view. If more than 1,000 batches are
created within 30 days, then only the most recent 1,000 batches appear.
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e Enter the Batch ID

®Application Tip

If the only search criterion entered is a valid Batch ID, then only a single
result appears, regardless of other search criteria specified.

e Enter the Cashier ID

Under Batch Status,
e Select the Status you want to close by checking the Closed box under the
Select column

4. Click Search. The View Batch page appears.

5. Click the Batch ID hyperlink. The View Checks page appears.

®Application Tip

Additional buttons on the page that help you perform other tasks:
e Click Cancel to return to the OTCnet Home Page. No data will be saved.
Click Previous to return to the previous page.
Click Activate/Deactivate to activate or deactivate a batch.
Click Close Batches to close a batch.
Click <<First to go to the first page. (Only appears if there are several
pages retrieved for the search results.)
o Click Next> to go to the next page. (Only appears if there are several
pages retrieved for the search results.)
e Click Last>> to return to the last page. (Only appears if there are several
pages retrieved for the search results.)
Click <<Image to return to the previous check.
Click >>Image to view the next check.
Click Zoom- to reduce the image size.
Click Zoom+ to enlarge the image size.
Click Rotate Left to turn the image to the left.
Click Rotate Right to turn the image to the right.
Click Show Item to view and update the check item details.
Click Void to void a single check item.
Click Receipt to print a receipt.
Click Print Item to print a batch list report.

6. Click the Item ID of each scanned check. An image of the check and details of the check
appear in the window below.

7. Verify the details are correct and click Previous to return to the View Batch page.

8. Select the batch you want to approve by checking the box to the left of the Batch ID.
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9. Click Approve. The Approve Batch page appears.

10. Verify that you want to approve the batch and click Confirm. The Approve Batch page
appears with the batch details.

11. Click Print PDF Report or Export and click Confirm to approve the batch.

®Application Tip

After Print PDF Report or Export is clicked, the Confirm button is enabled.
The batch is not approved until Confirm is clicked.

12. An Approve Batch page appears verifying the batch has been approved.

13. Click Return to Batch Summary.

@Application Tip

After a batch is approved, its status changes from Closed to Approved.

To approve multiple batches, complete the following steps:
1. Click the Check Processing tab.
2. Click Batch Management. The Search Batch page appears.
3. Select or enter the batch search conditions you would like view.
Under Batch Search Conditions, optional

e Select the OTC Endpoint you want to Close a batch for by checking the box
under the Select column
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Under Created On Date, optional
e Enterthe From and To date range

©Application Tip

The From and To Created On Date must be entered in MM/DD/YYYY
format.

®Application Tip

The Created On Date range cannot exceed 30 days. Additionally, if more
than a 1,000 batches are created within 30 days, then only the most recent
1,000 batches appear.

©Application Tip

If you run a search with the default From and To Created On Date range
values, the search results include the most recent 30 days of batches that
you have access to view. If more than 1,000 batches are created within the
30 days, then only the most recent 1,000 batches appear

®Application Tip

If you run a search without specifying any criteria (with the exception of the
Batch ID field), the search results include the most recent 30 days of
batches that you have access to view. If more than 1,000 batches are
created within 30 days, then only the most recent 1,000 batches appear.

e Enter the Batch ID

®Application Tip

If the only search criteria entered is a valid Batch ID, then only a single result
appears regardless of other search criteria specified.

e Enter the Cashier ID

Under Batch Status,
o Select the Status you want to approve by checking the Closed box under the
Select column
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4. Click Search. The View Batch page appears.
5. Click the Batch ID hyperlink. The View Checks page appears.

6. Click the Item ID of each scanned check. An image of the check and details of the check
appear in the window below.

®Application Tip

Additional buttons on the page that help you perform other tasks:
e Click Cancel to return to the OTCnet Home Page. No data will be saved.

Click Previous to return to the previous page.

Click Activate/Deactivate to activate or deactivate a batch.

Click Close Batches to close a batch.

Click <<First to go to the first page. (Only appears if there are several

pages retrieved for the search results.)

o Click Next> to go to the next page. (Only appears if there are several
pages retrieved for the search results.)

e Click Last>> to return to the last page. (Only appears if there are several

pages retrieved for the search results.)

Click <<Image to return to the previous check.

Click >>Image to view the next check.

Click Zoom- to reduce the image size.

Click Zoom+ to enlarge the image size.

Click Rotate Left to turn the image to the left.

Click Rotate Right to turn the image to the right.

Click Show Item to view and update the check item details.

Click Void to void a single check item.

Click Receipt to print a receipt.

Click Print Item to print a batch list report.

7. Verify the details are correct and click Previous to return to the View Batch page.
8. Select the batch you want to approve by checking the box to the left of the Batch ID.
9. Click Approve. The Approve Batch page appears.

10. Verify that you want to approve the batches and click Confirm. The Approve Batch page
appears with the batch details.

11. Click Print PDF Report or Export and click Confirm to approve the batches.

®Application Tip

After Print PDF Report or Export is clicked, the Confirm button is enabled.
The batches are not approved until Confirm is clicked.
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12. An Approve Batch page appears verifying the batches have been approved.

13. Click Return to Batch Summary.

@Application Tip

After a batch is approved, its Status changes from Closed to Approved.
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Topic 12. Print a Receipt

Receipts are available for printing if the CCA configures the terminal beforehand in OTCnet. If
your Agency requires a specific receipt layout, contact your Deployment Specialist at
fms.otcdeployment@eciti.com or 703-377-5586. All receipts are printed in PDF format, as well as
saved or attached to a new email message.

After the terminal is configured, CCOs, CCLOs, and CCSs can print a receipt in single mode or
batch mode through the Check Scan and Batch Management functionality, as well as via the
Show Item to print a receipt. Receipts are available for printing in OTCnet after the operators
enter and save the pertinent details and can be either handed to or mailed to the customer.

Receipt Printing from Check Scan (Singe/Batch Mode)

1. Scan the check, input, and save the pertinent details.

2. Under Scan Controls, click Receipt. A Printing...Please wait message appears and the
receipt prints to the default printer.

You have eight seconds to click the Receipt button. If the Receipt button is not clicked

within the allotted time, the button grays out. If a receipt is still needed, access the Batch
Management function.

Figure 87. Receipt Print Image (Scan Check)

Transaction saved successfully. IRN: 181103770202500000290. Amount: $.95. Please click receipt button to continue.
Agency Form Data Processing Mode
tem Type: Personal 4la] SINGLE CHECK MODE
Batch
Total ltem Count: 3
Amount: | 95 Key Item Count: 1/1
Program Code: {1234
. OTC Endpoint:
Reference Transaction Code: |021
Short name:
Description: [Training Check GT8
Check Date(mmddyyyy): 09102010 Description
GT8
ALC+2Z:
0000879701
IR N: 181103770202500000280
Bank Number: 041200555 == Processing Method:
- ICustcmew Present j
S d Check |
canned Check Image - Item Type:
O I Personal j
(_:, Scan Controls:
JOVINI 1S3 JI=
‘\ Cancel
S
~
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3. The receipt appears. Click Print to print the receipt and close the receipt.

Figure 88. Print Receipt
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If you are printing a receipt in batch mode repeat steps 1-5 until finished.

If there are more than five characters in the account number, the system will mask all but the
last four. f | there are five characters or less, the system will mask all but the last character.

Receipt Printing from Batch Management (Singe/Batch Mode)

1. Click the Check Processing tab and click Batch Management.

Figure 89. Check Processing>Batch Management (Receipt)

Batch Management I Check Scan

2. Select or enter the batch search conditions you would like view and click Search.

If you run a search with the default From and To Created On Date range values, the
search results include the most recent 30 days of batches that you have access to view.
If more than 1,000 batches are created within the 30 days then only the most recent
1,000 batches appear.

If you run a search without specifying any criteria (with the exception of the Batch ID
field), the search results include the most recent 30 days of batches that you have
access to view. If more than 1,000 batches are created within 30 days, then only the
most recent 1,000 batches appear.

Under Batch Search Conditions, optional

o Select the OTC Endpoint you want to Edit a batch for by checking the under the
Select column
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Under Created On Date, optional

e Enter the Created On Date by entering the From and To date range

The Created On Date range cannot exceed 30 days. Additionally, if more than a 1,000
batches are created within 30 days then only the most recent 1,000 batches appear.

e Enter the Batch ID, optional

If the only search criteria entered is a valid Batch ID then only a single result appears
regardless other search criteria specified.

e Enter the Cashier ID

Under Batch Status, optional

e Select the Status you want to view by checking the Open or Closed box under
the Select column, then click Search

Figure 90. Search Batch (Receipt)

Search Batch

Search Batch

Batch Search Conditions

<< =1-3=»>=0f3Records

SelectCheck All f Clear All ALC + 2 Description
r 9999210801 Development Level 3
r 9999999903 Lower Level 3
r 9999999904 Lower Level 4
Created On Date
From Date:

Il]1|’[]9l"2l]12 =
To Date:

|02.l’0 72012 [

Batch ID:

Cashier ID:

Check i\‘lal,?c(;ear All . Description
[ OPEN Open - accepting new checks
r CLOSED Closed - no new checks
[ APPROVED Approved - ready for settlement process
r FORWARDED Forwarded - sent for settlement
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3. The View Batch page appears. Click the Batch ID hyperlink. If a batch is in use and
another user attempts to access the same batch, a Batch Lock message appears stating
the batch is in use and he/she cannot access the batch.

Figure 91. View Batches (Receipt)

Summary of Batches

<«First «Prev1 2 3 4 & MNext= Last>> |1 outof49 pages|1to 15 out of 730 records | |15 -
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Activate/Deactivate

4. The View Checks page appears. Click the Item ID of each scanned check and click
Receipt. An image of the check and details of the check appear in the window below.

Figure 92. View Checks Page (Receipt)
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Click Show Item to view more details about the check.

5. The receipt appears. Click Print to print the receipt and close the receipt window.

Figure 93. Print Receipt
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If there are more than five characters in the account number, the system will mask all but

the last four. If there are five characters or less, the system will mask all but the last
character.
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&= Print a Receipt

To print a receipt from Check Scan functionality, complete the following steps: Single Mode
1. Scan the check, input, and save the pertinent details.

2. Under Scan Controls, click Receipt. A Printing...Please wait message appears and the
receipt prints to the default printer.

@Application Tip

You have eight seconds to click the Receipt button. If the Receipt button is
not clicked within the allotted time, the button grays out. If a receipt is still
needed, access the Batch Management function.

3. Click Receipt. The receipt appears.
4. Click Print to print the receipt.

5. Click Close to close the receipt.

@Application Tip

If you are printing a receipt in batch mode repeat steps 1-5 until finished.

&= Print a Receipt in Batch Management

To print a receipt using Batch Management, complete the following steps:
1. Click the Check Processing tab and click Batch Management.
2. Select or enter the batch search conditions you would like view.
Under Batch Search Conditions, optional

e Select the OTC Endpoint you want to Edit a batch for by checking the under the
Select column

Under Created On Date, optional

e Enter the From and To date range
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@Aoplication Tip

The From and To Created On Date must be entered in
MM/DD/YYYY format.

@Application Tip

The Created On Date range cannot exceed 30 days. Additionally, if more
than a 1,000 batches are created within 30 days then only the most recent
1,000 batches appear.

@Application Tip

If you run a search with the default From and To Created On Date range
values, the search results include the most recent 30 days of batches that
you have access to view. If more than 1,000 batches are created within the
30 days then only the most recent 1,000 batches appear.

®Application Tip

If you run a search without specifying any criteria (with the exception of the
Batch ID field), the search results include the most recent 30 days of
batches that you have access to view. If more than 1,000 batches are
created within 30 days then only the most recent 1,000 batches appear.

e Enter the Batch ID, optional

@Application Tip

If the only search criteria entered is a valid Batch ID then only a single result
appears regardless of other search criteria specified.

e Enter the Cashier ID, optional

Under Batch Status, optional

e Select the Status you want to view by checking the Open or Closed box under
the Select column
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3. Click Search. The View Batch page appears.

4. Click the Batch ID hyperlink. The View Checks page appears.

@Application Tip

If a batch is in use and another user attempts to access the same batch, a
Batch Lock message appears stating the batch is in use and he/she cannot
access the batch.

5. Click the Item ID of each scanned check. An image of the check and details of the check
appear in the window below.

6. Click Receipt. The receipt appears.

7. Click Print to print the receipt.

®Application Tip

Account numbers and User Defined Fields (UDFs) that are marked as
Personally Identifiable Information (PIl) are masked. If there are more than
five characters, OTCnet masks all but the last four characters. If there are
five characters or less, the system will mask all but the last character.

8. Click Close to close the receipt.

®Application Tip

Click Show Item to view more details about the check. Under Server
Controls, click Receipt to print the receipt.
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In this chapter, you learned:

The purpose of capturing and managing checks online
How to capture a check online

How to manage failed image quality

How to resolve a duplicate check

How to void a check

How to override a Master Verification Record (MVD) Record
How to perform batch control and batch balancing
How to view and print a batch list / item

How to activate/deactivate a batch

How to close a batch

How to approve a batch

How to print a receipt

In the next chapter, you will learn how to correct scanned checks.

Notes
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Glossary

>‘

Access Groups by Users Report - This report displays the roles and the corresponding
access groups of the role for a particular OTCnet user. The role assigns the permissions
(functions/features) that a user has access to in OTCnet. The access group governs the OTC
Endpoint(s) and the data that a user has permission to access.

Accounting Code - A unique agency classification code assigned to a transaction, which
identifies the FRB Account Key that is used within the Federal Reserve. In check capture, it is a
method of grouping individual check transactions into certain classifications. In deposit
reporting, the classification is being done at a voucher level, where a voucher is being classified
with one or many agency defined accounting codes or TAS.

Accounting Code Description - A brief explanation that provides further detail about an
accounting code.

Accounting Code Name - The title of the accounting code.

Accounting Key - The account number assigned to a deposit when it is submitted to FRB
CASHLINK. The FRB Account Key is used by FRB CASHLINK in combination with the RTN to
determine the appropriate CAN. The FRB Account Key is similar to the CAN, but is only used
for FRB financial activity.

Accounting Specialist - A user who is an expert on the organizational structure, reporting
needs and accounting rules for their agency. This role will establish and maintain the
organizational foundation, accounting data and accounting relationships at the highest level of
the agency in OTCnet.

Acknowledged Batch Status — Indicates the batch was transmitted and fully processed by the
OTCnet server without error.

Acknowledged Error Batch Status — Indicates the acknowledge batch process experienced
system errors and the acknowledgment was unsuccessful, or a user selected to cancel the
batch acknowledgment which resulted in a batch being updated to Acknowledgment Error.

Activity Type - The parameter indicates if a User Defined Field (UDF) is used for capturing
custom agency information for a deposit or during classifying the deposit with accounting codes.
OTCnet allows for the creation of three UDFs for the deposit activity, and two UDFs for the
deposit accounting subtotals activity.

Adjustment Activity (FI) Report - A business report that allows you to view adjustments made
by your financial institution (FI).

Adjustment Activity (FRB) Report - A business report that allows you view adjustments made
by your Federal Reserve Bank (FRB).
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Adjustments by OTC Endpoints Report - A business report that allows you to view
adjustments made by Agency Location Code (ALC) and Adjustment Types (Credit, Debit or
Return Item Adjustments). An adjustment was created when a deposit ticket has been received
by a financial institution and the amount of the deposit does not match the deposit amount
reported on the deposit tic1cket.

Agency CIRA Report - A check processing business report that allows you to view the batch
level transaction activity for a specified OTC Endpoint. A user can filter the report by Received
Date, Capture Date, Batch ID, or Check Capture Operator.

Agency Contact - A person designated by an agency as the primary contact regarding deposit-
related matters.

Agency Information - The optional comments or instructions, receipt processing dates,
alternate agency contact, and internal control number for your deposit.

Agency Location Code (ALC) - A numeric symbol identifying the agency accounting and/or
reporting office.

Agency Location Code plus 2 (ALC+2) - A numeric symbol identifying the agency accounting
and/or reporting office.

Agency Manager - A user that has authorization to view and download CIRA records and view
reports.

Alternate Agency Contact — A person designated by an agency as the secondary contact
regarding deposit-related matters.

American Bankers Association (ABA) - (also known as Bank Routing Number) A routing
transit number (RTN), routing number, or ABA number is a nine-digit bank code, used in the
United States, which appears on the bottom of negotiable instruments such as checks
identifying the financial institution on which it was drawn.

Approved Batch Status - Indicates that the batch is ready for settlement (online only).
Indicates that the batch is ready for upload and settlement (offline only).

Audit Log - A table that records all interactions between the user and OTCnet Deposit
Reporting, Check Capture, Check Processing, administrative actions and other processes that
take place in the application. Some entries also contain before and after values for actions
completed. The audit log is available for download to a comma separated value report (CSV)
and opened in a spreadsheet program or available to print in a formatted audit log report.

Automated Clearing House - A computerized network used by member financial institutions to
process payment orders in machine readable form. ACH processes both credit and debit
transactions between financial institutions in batches. ACH items are settled electronically and
do not require an image.

Awaiting Approval (AWAP) - A deposit that is waiting for deposit confirmation by a Deposit
Approver.
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B

Back Office Processing Method - Indicates that a customer presented a check in person, but
the check is being scanned in a controlled back-office environment away from the customer.

Batch - A file containing the transaction information and tiff images (collection of scanned
checks) of one or more checks, which will be sent for settlement.

Batch Approver - An agency user that has the authorization to approve a batch either prior to
batch upload from OTCnet Offline or when a batch is uploaded/submitted to OTCnet Online but
not yet approved. The Batch Approver permission must be applied to either a Check Capture
Lead Operator or Check Capture Operator roles and allows the operators to approve batches
that they have created. This role should be granted in limited cases at sites where there is a
need for the operator to perform this function without a Check Capture Supervisor present.

Batch Control/Batch Balancing - An optional feature (which can be configured to be
mandatory) that agencies can use as a batch balancing tool to perform checks and balances on
the number of checks that have been scanned, and ensure their respective dollar amounts and
check number totals have been accurately entered. The functionality is available for both single
item mode and batch mode.

Batch ID - The unique number assigned to a batch by OTCnet.

Batch List Report - A report that contains transaction information for each batch item, including
the Individual Reference Number (IRN), Iltem Type, ABA Number, Account Number, Check
Number, and Amount.

Batch Status - Reflects the current state of a batch during processing, transmission, and
settlement. The batch states for OTCnet Online are Open, Closed, Approved, and Forwarded.
The batch states for OTCnet Offline are Open, Closed, Approved, Sending, Sent,
Acknowledged, Send Error, and Acknowledgment Error (offline only).

Batch Uploader - An agency user that has the authorization to upload a batch from OTCnet
Offline to the online database. The Batch Uploader permission must be applied to either a
Check Capture Lead Operator or Check Capture Operator roles and allows the operators to
auto-upload the batch upon close (if terminal is configured to do so), or upload approved
batches. This role should be granted in limited cases at sites where there is a need for the
operator to perform this function without a Check Capture Supervisor present.

Blocked - A customer may no longer present checks for a specific ABA number and account
number due to manual entry by authorized persons into the MVD rather than the result of a
failed transaction. If desired, an authorized user can edit the transactional record to a clear
status.

Bureau of the Fiscal Service (FS) — (formerly FMS) The bureau of the United States
Department of Treasury that provides central payment services to federal agencies, operates
the federal government’s collections and deposit systems, provides government wide
accounting and reporting services, and manages the collection of delinquent debt owed to the
government.
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Business Event Type Code (BETC) - A code used in the CARS/GWA system to indicate the
type of activity being reported, such as payments, collections, borrowings, etc. This code must
accompany the Treasury Account Symbol (TAS).

C

CASHLINK 1l - An electronic cash concentration, financial information, and data warehouse
system used to manage the collection of U.S. government funds and to provide deposit
information to Federal agencies.

CASHLINK Il Account Number (CAN) - The account number assigned to a deposit when it is
submitted to CASHLINK II.

Capture Date - The calendar date and time the payment is processed by the agency.
Cashier ID - The ID of the user that created the transaction.

Central Accounting Reporting System (CARS) — (formerly GWA)The system that addresses
the central accounting and reporting functions and processes associated with budget execution,
accountability, and cash/other asset management. This includes the collection and
dissemination of financial management and accounting information from and to federal program
agencies.

Central Image and Research Archive (CIRA) - The Central Image Research Archive (CIRA) is
an image archive of all items processed in the OTCnet System.

Characteristics - The properties of a user, organization, deposit, or financial institution.

Check 21 - Provides the legal framework for the creation of substitute checks which can be
used in place of the original paper document, without an agreement in place with other financial
institutions. A substitute check is a paper reproduction of the original check. Check 21 items
require an image before they can settle. Check 21 is also referred to as check truncation.

Check Amount - The dollar amount of the check.

Check Capture — The component of OTCnet used to process scan images of checks and
money orders through OTCnet for the electronic deposit of checks and money orders at
financial institutions. Check capture can be done online through the internet, or offline through
the user’s desktop.

Check Capture Administrator - An agency user that has the authorization to define and modify
the check capture sites; to manage accounting codes; to modify endpoint mappings; to
configure Check Capture functions and perform upgrades of the application; to create and
download user profiles; as well as download software or firmware to the terminal using the
Download Check Capture application permission.

Check Capture Lead Operator - An agency user that has the authorization to in scan checks
into a batch, close a batch, balance check amounts and enter batch control values during batch
closing. Additionally, the user is authorized to accept checks with poor quality, make MICR line
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corrections, and accept duplicate checks. This user is not authorized; however, to use an out-of-
date LVD.

Check Capture Offline — A web-based functionality in the offline Check Capture application
that resides in the user’s desktop for capturing check images for the electronic deposit of checks
and money orders. The check transactions are stored within a local database, and the check
information will need to be uploaded to OTCnet server when there is internet connectivity before
they can be deposited for settlement.

Check Capture Online — A web-based functionality within OTCnet to allow agencies users to

process scanned images of checks and money orders for the electronic deposit of checks and
money orders at financial institutions. The check transactions are directly saved to the OTCnet
online database, and no upload of batches of checks are needed.

Check Capture Operator - An agency user that has the authorization to perform only very
minimal Check Capture activities. This user has authorization to scan checks into a batch and
close a batch. This user does not have authorization to accept duplicates, make MICR
corrections, authorize the use of out-of-date LVD, or accept checks with poor quality.
Additionally, the user can enter/apply the Accounting Code at the time of scanning checks is
established.

Check Capture Supervisor - An agency user that has the authorization to perform all the
functions on the Check Capture. The user has authorization to accept duplicates (not
recommended), make MICR corrections, authorize the use of out-of-date LVD, and accept
checks with poor quality as well as view, modify, import, and modify endpoint mappings.

Check Number - The printed number of the check writer’s check.

CIRA CSV Historical Report - A check processing business report that allows you to query
check records that are associated with batches that have been forwarded for settlement more
than 18 months ago. The exported comma separated value report (CSV) data can be used to
import into other applications within an agency.

CIRA CSV Report - A check processing business report that allows you to export data based
on a query to a comma separated value report (CSV). The exported data can be used to import
into other applications within an agency.

CIRA Viewer - A user that has authorization to view CIRA records and download CSV files.

Clear - Indicates that a customer may present checks for a specific ABA Number and Account
Number, because the prior restrictions on the individual's check payments have been removed.
Note: Manually cleared items are permanently cleared. If a transaction is cleared in error,

manual suspend, block or deny records need to be created in its place to prevent transactions.

Closed Batch Status - Indicates the batch is closed and no new checks may be scanned into
that batch.

Collections Information Repository (CIR)- (formerly TRS) A collections reporting tool,
supplying the latest information on deposits and detail of collections transactions to federal
agencies. The system will allow financial transaction information from all collections systems
and settlement mechanisms to be exchanged in a single system.
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Comma Separated Values (CSV) - A computer data file used for storage of data structured in a
table form. Each line in the CSV file corresponds to a row in the table. Within a line, fields are
separated by commas, each field belonging to one table column.

Confirmed - A deposit that has been reviewed and then confirmed by a financial institution or
FRB.

Cost Center Work Unit (CCWU) — A Federal Reserve cost center work unit that processing the
FRB deposits and adjustments. It is normally abbreviated as CCWU, and provided only on non-
commercial (FRB settled) transactions. Debits and credits processed by FRB Cleveland will be
noted with the CCWU number 9910 on the daily accounting statement agencies receive from
the Federal Reserve Bank.

Custom Label - Text defined by OTCnet that describes a level in the organization hierarchy,
the internal control number, or agency accounting code.

Customer Not Present Processing Method - The processing method selected in OTCnet
when processing a check that has been presented by a check writer who is not present at the
agency location i.e., mail.

Customer Present Processing Method - The processing method used in the OTCnet when
the check writer is presenting the check in person.

D

Daily Voucher Report - A business report that allows you to view the daily voucher extract.
Data Type - The type of data that should be entered for a user defined field.

Date of Deposit - The date, prior to established cut off times, the user transmits a batch of
checks and money orders through check capture, or the date the agency sends the physical
negotiable instruments to the financial institution.

Debit Gateway - The financial settlement program that is responsible for the presenting and
settling of payment transactions acquired through the OTCnet application. The Debit Gateway
receives a transaction file from OTCnet and determines the proper path for settlement of each
item. Items are either converted to ACH for direct automated clearing house debit, or are
included in an image cash letter, which is sent to the Check 21 system for presentment to
paying banks. Once the file is processed, the Debit Gateway sends a Response Processing File
(RPF) to OTCnet with the status of each of the items.

Demand Deposit Account (DDA) - The account at a financial institution where an organization
deposits collections.

Denied - Indicates that OTCnet system permanently denies an individual from cashing a check
through OTCnet based on the combination of ABA number, account number, and User Defined
Field 1. User Defined Field 1 is usually the SSN number of an individual.
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Deny Date - Indicates when the verification record (MVD/LVD) expires, and OTCnet can start
accepting checks that will be presented by a check writer that has previously presented a bad
check. The Deny Date is calculated based on suspension periods configured in the Check
Cashing policy of an OTC Endpoint.

Deposit - A collection of over-the-counter receipts deposited to a Treasury General Account for
credit.

Deposit Activity (FI) Report - A business report that allows the financial institution to view
deposits submitted to its location.

Deposit Activity (FRB) Report - A business report that allows you to view deposits submitted
to your FRB.

Deposit Approver - A user who has authorization to review and submit deposits to a financial
institution.

Deposit Confirmer - A user at a financial institution that has authorization to verify the accuracy
of deposits received from an agency.

Deposit History by Status Report - A business report that allows you to view deposits by
status.

Deposit Information - The attributes that define a deposit: deposit status, voucher number,
deposit endpoint, ALC, voucher date, deposit total, check/money order subtotal, currency
subtotal, and subtotals by accounting code.

Deposit Preparer - A user that has authorization to prepare and save deposits for approval to a
Deposit Approver.

Deposit Total - The total amount of over-the-counter receipts included in the deposit.

Deposits by Accounting Code Report - A business report that allows you to view deposits by
accounting code.

Deposits by OTC Endpoint Report - A business report that allows you to view deposits by
OTC Endpoint.

Display Order Number - The order in which user defined fields (UDFs) should be displayed.
Draft - A deposit that is saved for modification at a later date by a Deposit Preparer.

F

Failed - The item was unable to be processed and/or settled by Treasury/FMS. These are item
that could not be collected such as foreign items or possible duplicate items. These items are
not included on your 215 Report.

Federal Program Agency - A permanent or semi-permanent organization of
government that is responsible for the oversight and administration of specific
functions.
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Federal Reserve Bank (FRB) - A Federal Reserve Bank is one of twelve regulatory bodies
throughout the United States that make up the Federal Reserve System. Each Bank is given
power over commercial and savings banks in its area and is charged with making sure that
those banks comply with any and all rules and regulations.

Federal Reserve Bank-Cleveland (FRB-C) - FRB-C serves as the conduit for settlement of
transactions originating from the OTCnet application. FRB-C is responsible for receiving the
transaction data from OTCnet via forward file, and performing check clearing/transaction
settlement as the ‘debit gateway’.

Federal Reserve System's Automated Clearing House (ACH) System - Enables debits and
credits to be sent electronically between depository financial institutions.

Financial Institution (FI) - A bank, designated by the Treasury and a Treasury General
Account (TGA) of International Treasury General Account (ITGA), which collects funds to be
deposited in the Treasury General Account. These banks also include the Federal Reserve
Bank (FRB).

Financial Institution Information - The name, address, routing transit number, and the
demand deposit account number of a financial institution.

Firmware - A release used for initial download or upgrades to the scanner software that allows
a scanner to be used on a terminal. The firmware versions also contains a series of other back-
end installation files that should be installed on a terminal to enable it to be used for Check
Capture in OTCnet.

Fiscal Year - A 12-month period for which an organization plans the use of its funds.

FMS Statistical Report - A check processing administration report that allows you to view
statistical details for an OTC Endpoint. The report includes statistical information regarding the
total transactions, overall success rate, total returns sent back to the agency, and total returns
received. The report is available for a duration of up to 15 days.

Forwarded Batch Status - Indicates the batch has been sent to Debit Gateway to initiate the
settlement process.

Forwarded File - A term that is assigned to a file that contains the check transactions that is
send from channel applications, such as OTCnet or ECP, to Debit Gateway for settlement
purposes.

Franker - An internal stamp unit that stamps a check with “Electronically Processed” after the
check is processed and scanned. Franker availability is based on the model of your scanner.

Franking - The process of stamping a check processed through Check Capture. The stamp
indicates that the check was electronically processed.

H

Highest Level Organization - The primary level of the organization hierarchy.
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IBM Tivoli Identity Manager (ITIM) - Refers to FMS’s Enterprise provisioning tool for user
account and identity management.

Individual Reference Number (IRN) - The auto-generated unique number used in OTCnet to
identify Check Capture transactions.

Input Length Maximum - The maximum number of characters that may be entered in a user
defined field.

Input Length Minimum - The minimum number of characters that may be entered in a user
defined field.

Internal Control Number - A customizable field for agency use to further describe a deposit.

Iltem Detail Report - A report that contains the information about an individual item (check)
associated with a batch. The report print-out will contain MICR information, data entered about
the check, and an image of the check obtained during scanning.

Item Type - Indicates whether the check presented is a personal or business check. This
determines whether the check is handled through Check 21 (non-personal) or FedACH
(personal).

L

Local Accounting Specialist - A user who is an expert on the organizational structure,
reporting needs and accounting rules for their depositing endpoint and its lower level OTC
Endpoints. This role will establish and maintain the organizational structure, accounting code
mappings to individual endpoints and the processing options that one or more lower level OTC
Endpoints will use in OTCnet.

Local Security Administrator (LSA) - An agency or financial institution/federal reserve bank
user who has authorization to maintain user access to an organization, including
assigning/removing user roles and assigning/removing organization hierarchy access. This user
is also able to request and create users for the organization.

Local Verification Database (LVD) - A database (specific to the endpoint using OTCnet) that is
downloaded from OTCnet and stored locally on the agencies network, which replicates the
information found in the Master Verification Database (MVD).

Lower Level Organization - Any organization created below the highest level organization.

LVD Contents Report - A check processing business report that allows you to view the
contents of a Local Verification Database (LVD) for a given OTC Endpoint.

M
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Magnetic Ink Character Recognition (MICR) - Digital characters on the bottom edge of a
paper check containing the issuing bank's ABA number and account number. The check
number may also be included.

Master Verification Database (MVD) - It is an online database specific to the agency that
maintains the agency hierarchy check cashing policy, information on bad check writers, and
manually entered blocked items based on an agency’s policy. Bad check information is
accumulated in the MVD as agencies process checks through Check Capture. The MVD
provides downloads of dishonored check information and blocked items via the Local
Verification Database (LVD) on a daily basis.

MVD Editor - A user that has the authorization to view, edit, and download CIRA records, view
verification records, and read blocked records containing only ABA permissions.

MVD Viewer - A user that has the authorization to view and download CIRA records, view
verification records, and read blocked records containing only ABA permissions.

N

Non-Personal Item Type - Indicates that the name on check is an organization, or the check is
a money order, traveler’s check, or third-party check.

Non-Reporting OTC Endpoints Report - A business report that allows you to view OTC
Endpoints that have not reported a deposit.

O

Open Batch Status - Indicates the batch is open and accepting new checks.
Organization - The location or level within a Federal Program agency.
Organization Hierarchy - The structure of a Federal Program agency as defined in OTCnet.

Organization Hierarchy Report - A check processing business report that allows you to view
the target OTC Endpoint within the context of the current OTC Endpoint.

OTC Collections - Receipts that contain cash, checks, and/or money orders that are collected
over-the-counter by organization endpoints in exchange for goods or services.

OTC Endpoint - The endpoint (location) that collects over-the-counter (OTC) receipts and
deposits them to the Treasury’s General Account.

OTC Endpoint (CHK) - The endpoint (location) setup in OTCnet to use check capture.

OTC Endpoint (TGA) - The endpoint (location) setup in OTCnet to use Deposit Reporting.
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OTC Endpoint Mapping - The assignment of accounting codes to an agency’s OTC Endpoint,
for which a deposit amount can be allocated.

OTCnet Offline - Refers to the over the counter application that provides Check Capture
functionality to end users with limited internet connectivity, and provides the capability to upload
offline-captured batches to the Online OTCnet application for processing.

OTCnet Online - Refers to the web-based over the counter application that provides Check
Capture, Check Processing and Deposit Processing functions to end users (that have constant
internet connectivity).

Over the Counter Channel Application (OTCnet) - Refers to the over the counter application
that provide Check Capture and Deposit Reporting to end users.

P

Personal Item Type - Indicates that the name on check is an individual’s name, not acting as a
business.

Personally Identifiable Information (PII) - It is any piece of information which can potentially
be used to uniquely identify, contact, or locate a single person or can be used with other
sources to uniquely identify a single individual. Examples of Pll include but are not limited to
social security numbers, dates and places of birth, mothers’ maiden names, biometric records.

Primary Local Security Administrator (PLSA) - An agency or financial institution/federal
reserve bank user who has authorization to maintain user access to an organization, including
assigning/removing user roles and assigning/removing organization hierarchy access. This user
is also able to request and create users for the organization.

Processing Options - User-defined parameters for the deposit and adjustment processes.

Processing Options by OTC Endpoints Report - A business report that allows you to view
processing options defined for endpoints within the organization.

Q

Queue Interface — Used by military agencies that utilize the Deployable Disbursing System
(DDS) database bridge. It provides a single transaction input point, prevents data entry errors,
and discrepancy between both systems.

R

Received - The agency has sent this transaction through OTCnet. No settlement has been
performed for this transaction yet.

Received Date - The date the check was received by web-based OTCnet.
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Rejected - A deposit that is returned by a financial institution or FRB to the Deposit Preparer to
create a new deposit.

Represented - This transaction was returned with a reason code that allows for another
collection attempt to be made (see Appendix Chapter of the Participant User Guides for Reason
Codes). Depending on an agency’s policy, the item is reprocessed in an attempt to collect the
funds from the check writer. Items with this status are in-process of collection.

Retired - This transaction was unable to be collected. The agency receives an SF5515 Debit
Voucher Report with a debit processed to Debit Gateway, the effective date and debit voucher
number. The offset to the agency’s debit is an ACH return or a paper return (Check 21) received
from the check writer’s financial institution. This transaction cannot be processed again through
OTCnet.

Return Reason Codes - Represent the numeric codes used in the ACH and paper return
processing, which specify the reason for the return of the transaction and Check 21 codes.

Return Settlement Date - The effective date of settlement of the returned check item.

Returned Item - A check that was originally part of an OTCnet deposit but returned to the
financial institution for non-sufficient funds, closed account, etc.

Routing Transit Number (RTN) - (also known as American Bankers Association (ABA)
Number or Bank Routing Number) - The nine-digit number used to identify a financial
institution.

S

Save as Draft - An option that allows a Deposit Preparer to save a deposit for modification at a
later date.

Save for Approval - An option that allows a Deposit Preparer to save a deposit for a Deposit
Approver to submit to a financial institution.

Send Error Batch Status — Indicates the batch was transmitted and fully processed by the
OTCnet server without error.

Sent Batch Status — Indicates the batch was uploaded online without error.
Separation of Duties - A concept used to ensure there are typically separate personnel with
authority to authorize a transaction, process the transaction, and review the transaction.

Settle Best Method - The option that allows OTCnet to decide the best settlement method for
personal and non-personal checks.

Settled - This transaction is complete and the funds have been credited to the agency’s
Treasury General Account. The effective date of the deposit and the SF215 Deposit Ticket
Report deposit ticket number are provided.

Settlement Date - The payment date of a check item, which is when the deposit is debited from
the check writer’s account.
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SF215 Deposit Ticket Report - The report presented to a financial institution by a U.S.
government agency with checks and other payment instruments to make a manual deposit. This
report is manually generated for Deposit Reporting and auto-generated for Check capture. The
report is searchable for a duration of up to 45 days.

SF5515 Debit Voucher Report - The report used to debit the Treasury General Account (TGA)
to decrease the amount of a deposit made to that account. This report is manually generated for
Deposit Reporting and auto-generated for Check capture. The report is searchable for a
duration of up to 45 days.

Share Accounting Module (SAM) - The application that facilitates the process of validating or
deriving Treasury Account Symbol (TAS) and Business Event Type Code (BETC) combinations
to assist CARS/GWA in classifying financial transactions as they occur.

Short Name/Code - The user-defined text describing an organization. Short Names/Codes
must be unique within an organization hierarchy.

Submit - An option that allows a Deposit Approver to submit a deposit to a financial institution.

Submitted - A deposit that is submitted and waiting deposit confirmation by a Deposit
Confirmer.

Suspend - Indicates that an individual's record is set to a predetermined suspension period.
During this time, OTCnet prevents an individual from processing a check through OTCnet. The
individual's database record has a Trade Status of Suspend and the expiration date is set until a
specific date.

T

Terminal ID - The unique number assigned to the workstation where a user performs functions
in OTCnet.

Trade Status - Represents the status of the verification records. There are four 4 possible trade
statuses in the system: Blocked, Denied, Suspended, and Cleared. The Trade Status D-
Suspended or D-Denied is assigned to auto generated Dynamic records.

Transaction History - Defines the time range that a Deposit Confirmer will be able to view the
historical deposit transactions for his or her financial institutions. For example, if the transaction
history is set at 45 days, the Deposit Confirmer will be able to view all the deposits that he or
she has confirmed for the past 45 days.

Treasury Account Symbol (TAS) - The receipt, expenditure, appropriation, and other fund
account symbols and titles as assigned by Treasury.

U

Universal Serial Bus (USB) - A connection port on a computer that is universally compatible
with many types of devices, such as printers, speakers, mouse, flash drives, etc.
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US Dollar Equivalent (USE) - The deposit amount, in United States currency, which is equal to
the foreign currency for which it is being exchanged.

US Treasury - The executive department and the Treasury of the United States federal
government.

User Defined Field (UDF) - A user-defined text that describes deposit activity or deposit
accounting activity.

User Information Report - A security report allows that you to view a user’s contact
information.

Users by Access Group (FI) Report - A security report that allows you to view users by
financial institution.

Users by Access Group (FPA) Report - A security report that allows you to view users by
OTC Endpoint.

Users by Role (FI) Report - A security report that allows you to view users by role for your
financial institution.

Users by Role (FPA) Report - A security report that allows you to view users by role for your
OTC Endpoint.

V

View CAS$HLINK Il File Status Report - An administration report that allows you to view the
status of deposit report files that have been processed by CASHLINK Il or are ready for
CASHLINK II to process.

View FRB CAS$HLINK File Status Report - An administration report allows you to view the
status of deposit files that have been sent to FRB CA$HLINK.

View TRS File Status Report - An administration report allows you to view the status of TRS
files that have been processed by Transaction Reporting System (TRS) or are ready for TRS to
process.

View Vouchers Completed Report - An administration report allows you to view the status of
deposit and adjustment vouchers that have completed processing through the FI System To
System Interface in the past 36 hours.

View Vouchers in Progress Report - An administration report allows you to view the status of
deposit and adjustment vouchers in progress.

Viewer - A user who has authorization to view OTCnet information and produce reports from it.

Voucher Date - The business processing day the check transaction is received by the Debit
Gateway from the channel applications.

Voucher Number - The number assigned to a deposit by OTCnet.
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Audience, Overview and Topics

Audience

The intended audience for the Correcting Scanned Checks Participant User Guide includes:
o Check Capture Supervisor (CCS)
e Check Capture Lead Operator (CCLO)

Overview
Welcome to Correcting Scanned Checks. In this chapter, you will learn:
e The purpose of correcting scanned checks
e How to edit a Magnetic Ink Character Recognition (MICR) code line

e How to edit a check item

Topics

This chapter is organized by the following topics:
1. Purpose of Correcting Scanned Checks
2. Edit a Magnetic Ink Character Recognition (MICR) code line
3. Edit a Check Item

1 Check Capture and Check Processing Release 1.5/June 2014
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Topic 1. Purpose of Correcting Scanned Checks

As a Check Capture Supervisor (CCS) and Check Capture Lead Operator (CCLO) you are
the only authorized users who can correct a scanned check. Correcting a check that you may
have permission for can involve one or more of the following resolves:

= Adjusting the Magnetic Ink Character Recognition (MICR) code line (CCS and CCLO)
= Editing a check after it is entered and saved into OTChet (CCLO and CCS)

Agency users who have permission to make corrections to checks should know the risks of
submitting a check with incorrect information. They include debiting another individual’s/
company’s or Agency’s account and an increased likelihood of a returned check.

To avoid these risks, a CCS and CCLO are able to adjust a MICR line and edit a check after it
has been scanned by either a CCLO or CCO.
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Topic 2. Edit a Magnetic Ink Character Recognition

(MICR) Code line

As a CCS or CCLO, you can make Magnetic Ink Character Recognition (MICR) line corrections.
You will be prompted to key in your Login ID and Password before correcting the MICR line.

If a CCO scans the check and if the scanner detects a problem with the MICR code line data
(such as certain characters or all characters could not read by the scanner), the operator is
prompted to have the code line corrected.

If a CCLO scanned the check, additional authorization is not required. The Login ID and
Password dialog box only appears if a CCS or CCLO is editing a MICR line for a CCO.

When a Check Processing Error or Unsupported Bank Number message appears, the operator
has the option to correct the code line, rescan the check, or cancel the scan. It is recommended
that before attempting to correct the code line, the operator rescan the check. Rescanning the
check usually corrects the error.

If the error message continues to appear after the check is rescanned, contact your Check
Capture Supervisor to discuss options for capturing a check (e.g. rescanning the check again,
correcting the MICR code line or using the deposit processing functionality). If problem persists,
and the decision is made to correct the MICR code line, table 1 below provides the symbol
replacement codes to make the necessary corrections. If the scanner continues to have
difficulty reading the characters in the code line, you can create a deposit using the Deposit
Processing tab within OTCnet. The Deposit Processing tab only appears if your Agency and
appropriate users have permission to create deposits using this functionality.

For detailed support, reach the OTCnet Customer Support Center at fms.otcchannel@citi.com
or call toll free at 866-945-7920.

Table 1. Code Symbol Descriptions

Code | Symbol Description

.- Beginning or ending of a transit number. Also
known as Routing number or ABA number.

The On-Us field contains the account number and

O ® |may also contain a serial number and transaction
code.
A . Displays the amount of an amount-encoded
o check.
D s |Dash separates the values of the other fields.
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Correct a MICR Code Line
1. From the Check Scan — Perform Check Scan page, the Check Processing Error:
Reject Characters Detected (or Unsupported Bank Number) message appears (see
Figure 1 below).
Click:

= Yes to correct the code line
Or

= Rescan to rescan the check
Or

= Cancel to completely cancel the transaction

For Unsupported Bank Number error message, you will only be able to click Yes or

Cancel.
Figure 1. Check Processing Error Message Types
Check Processing Error: Check Processing Errar:
Reject Charactars Detected. Lnsupported Bank Number.
Would you like to correct the codeline? Would you like to correct the codeline?
Yes ReScan Cancel Yes Cancel

2. The Login ID and Password dialog box appears. Enter the Login ID and Password and
click Login (see Figure 2 below).

If a CCO scanned the check, OTCnet will prompt the operator for authorization. The

CCS or CCLO must key in hisfher Login ID and Password before correcting the MICR
line. If a CCLO scanned the check, additional authorization is not required.

Figure 2. Login ID and Password Dialog Box

Login ID
I CCS/CCLO Login

is Required if a CCO
Scanned the Check

Password

| Login | Cancel
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3. The Code Line Correction box appears. Enter the correct numbers and click OK (see
Figure 3 below). Resume check scanning.

OTCnet will indicate the character(s) that are illegible by replacing it with a question

mark(s). Look at the MICR line image closely to ensure all the characters are
correctly captured. If they are not captured, click Cancel and rescan the check.

Figure 3. Code Line Correction Box

L0LLOOOD 24 0CoOO7LOM Mi72

Please correct MICR line

ITU44UUUUZ4T 00000Q47?Q 1172
s

The cursor is at the end of the line on the bottom (in this example, after the numbers
...1172). That is the editable line. A compare of what was read by the scanner is
displayed in the top line. Click on the number(s) that need to be edited and type the
corrected number. Accuracy is of the utmost importance. Double check to make sure
that the correct numbers are being typed and that extra numbers are not left behind.

Check Capture and Check Processing Release 1.5/June 2014
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$3=“Correct a MICR Line

To correct a MICR line, complete the following steps:

1. From the Check Scan — Perform Check Scan page, the Check Processing Error:
Reject Characters Detected/Unsupported Bank Number message appears. Click
Yes to correct the code line.

Or

Click Rescan to rescan the check (applies only to Reject Characters Detected
message).

®Application Tip

Click Rescan if the check image is skewed, illegible, or upside down.

Or
Click Cancel to completely cancel the transaction.

2. The Login ID and Password dialog box appears. Enter the Login ID and Password
and click Login.

®Application Tip

If a Check Capture Operator scanned the check, OTCnet will prompt
the operator for authorization. Only a Check Capture Supervisor (CCS)
or Check Capture Lead Operator (CCLO) can perform MICR line
corrections. The CCS or CCLO must key in his/her Login ID and
Password before correcting the MICR line. If a CCLO scanned the

check, additional authorization is not required.

3. The Code Line Correction box appears. Enter the correct numbers and click OK.

®Application Tip

It is important as the CCS or CCLO that if you opt to make a MICR code line
correction that you look at the MICR line image closely to ensure all the
characters are correctly entered in the Code Line Correction box.
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®Application Tip

OTCnet will indicate the character(s) that are illegible by replacing it with
a question mark(s). Look at the MICR line image closely to ensure all the
characters are correctly captured. If they are not captured or marked
with a question mark, click Cancel and rescan the check.

If the scanner continues to have difficulty reading the characters in the
code line, the operator can create a deposit using the Deposit Processing
tab within OTCnet. Note the Deposit Processing tab only appears if your
agency and appropriate users have permission to create deposits for
over-the-counter collections.

®Application Tip

The following illustrates what symbols are within the MICR line.

Code Symbol | Description

T s Beginning or ending of a transit number, also
known as a Routing number or ABA number.

@) 1L The On-Us field contains the account number
and may also contain a serial number and
transaction code.

A N Displays the amount of an amount-encoded
check.

D m Dash separates the values of the other fields.

4. The Code Line Correction box closes and the scanned check image appears.
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Topic 3. Edit a Check Item

As a Check Capture Supervisor or Check Capture Lead Operator, you are the only
authorized users who can edit a check within a batch. You can only edit checks in batches for
OTC Endpoints that you have permission to access. You may choose to edit a check if the data
entered in the amount or user defined fields were found to be incorrect.

Before you can edit a check, you must first search for the batch in which the check resides. You
can search for batches by OTC Endpoint, Created On Date, Batch ID, Cashier ID, and/or
Batch Status. You can only edit checks that carry an open or closed batch status (see Figures
4 and 5 below).

Figure 4: Batch Status Types for OTCnet Online

Open Indicates the batch is open and accepting new checks
Closed Indicated the batch is closed and no new checks are accepted
Approved Indicates the batch is ready for settlement
Eorwarded !Srgililcear;e:nih; (E)?Et)cszrsl has been sent to debit Gateway to initiate the
Figure 5: Batch Status Types for OTCnet Offline
Open Indicates the batch is open and you can continue scanning
Closed Indicates the batch is closed and no new checks are accepted
Approved Indicates the batch is ready for upload and settlement.
Sent Indicates the batch was uploaded online without error.

Acknowledged

Indicates the batch was transmitted and fully processed by the
OTCnet server without error.

Send Error

Indicates the batch upload experienced system errors and the batch
was not successfully uploaded, or a user selected to cancel the batch
upload and the system halted the upload.

Acknowledge
Error

Indicates the acknowledge batch process experienced system errors
and the acknowledgment was unsuccessful, or a user selected to
cancel the batch acknowledgment which results in a batch being
updated to Acknowledgment Error.

Release 1.5/June 2014
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Edit a Check Item

1. Click the Check Processing tab.
2. Click Batch Management (see Figure 6 below).

Figure 6. Check Processing> Batch Management

I (heck Processing I Administration

Baich Management

3. The Search Batch page appears. Select or enter the batch search conditions you
would like view (see Figure 7 below).

Under Batch Search Conditions, optional
e Select the OTC Endpoint you want to Edit a batch for by checking the under
the Select column
Under Created On Date, optional
e Enter the From and To date range
e Enter the Batch ID, optional

e Enter the Cashier ID, optional
Under Batch Status, optional

e Select the Status you want to view by checking the Open or Closed box
under the Select column

Note: The From and To Created On Date must be entered in MM/DD/YYYY format.
The Created On Date range cannot exceed 30 days. Additionally, if more than a
1,000 batches are created within 30 days then only the most recent 1,000 batches
appear.

If you run a search with the default From and To Created On Date range values,
the search results include the most recent 30 days of batches that you have access
to view. If more than 1,000 batches are created within the 30 days then only the most
recent 1,000 batches appear.

If you run a search without specifying any criteria (with the exception of the Batch
ID field), the search results include the most recent 30 days of batches that you have
access to view. If more than 1,000 batches are created within 30 days then only the
most recent 1,000 batches appear.
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If the only search criteria entered is a valid Batch ID then only a single result
appears regardless of other search criteria specified.

Only batches in Open or Closed status can be edited.

4. Click Search (see Figure 7 below).

Figure 7. Search Batch Page

Search Batch

Search Batch

Batch Search Conditions

<<<1-3>3>>0f3Records

7 SelectCheck All / Clear All ALC + 2 Description

‘ c 9999210801 Development Level 3
r 9999999903 Lower Level 3
r 9999999904 Lower Level 4

Created On Date
From Date:

[or0ar2012 1=

To Date:

|02/ 07/2012 =

Batch ID:
Cashier ID:
Select o e
Check All / Clear Al Status Descrmtion

O OPEN Open - accepting new checks
r CLOSED Closed - no new checks
- APPROVED Approved - ready for settlement process
[] FORWARDED Forwarded - sent for settlement

cancel m
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5. The View Batches page appears. Click the Batch ID hyperlink (see Figure 8 below).

Figure 8. View Batches Page

Summary of Batches
View Batches

<<First <Prev 1 Next> Last>> | 1 out of 1 pages | 1to 10 out of 10 records | m

Select

Check All / Clearall  Batch ID Creator OTC Endpoint  ALC+2 Created On ~ Totalltem C Total Amount  Status  Active Flag
[ I 8864D48A-EBDB8-4915-9376-D6093DF 30604 I otcqefal oTs 2074000101 7/2/2012 2:02:05 PM 1 10.00 OPEN v
r 9183088F-3366-45AF-B497-F4D035A504E5 otcqefal PllTest2 1111111113 77272012 1:27-13 PM 2 172.00 OPEN v
r 34E404D9-687F-4D3D-8830-69ABE13F2D11 otcgefal DG1 1000000001 6/28/2012 1:14:17 PM 3 1044.02 OPEN v
r 8B6D31FD-887F-428A-9BAD-09515C788B30 otcgefsl FWS-GWA 1416000611 6/28/2012 1:08:07 PM 1 44 50 OPEN
- 3311ED48-3EB4-4271-87CD-68CF3FTC198A otcgefsl CAS 14160006R9 6/28/2012 12:38:34 PM 3 98.15 OPEN v
[} AASFD82C-ECDF-4239-BD7F-2C55E0F5C437 otcgefs1 QTSDDS 1401000601 6/25/2012 4:18:04 PM 2 1331.02 OPEN v
- T136C516-BB2C-4041-9805-C5CCED1413EE otcgefal TestPI499 AARRRARERES 6/25/2012 12:29:08 PM = 2 704.72 OPEN v
[} 822CE9E6-3E61-4D4C-8BDB-14COESTTEE49 otcgefs1 DG7 0000467301 6/25/2012 12:06:49 PM 1 945 OPEN
r 1842A058-503B-446A-96C8-069E4CE0BFEY otcqefal PllTest1 M2 6/21/2012 1:54:36 PM 2 50.00 OPEN v
r 0A344320-33F5-43A6-9CE3-DCTITDEDETAE otcgefal NFA 8273643227 6/21/2012 11:57-06 AM 1 32.00 OPEN v

11 Check Capture and Check Processing Release 1.5/June 2014



Bureau of the Fiscal Service

OTCnet Participant User Guide — Correcting Scanned Checks

6. The View Checks page appears. Click the Item ID of the scanned check you would
like to edit. An image and details of the check appear in a window below.

7. Click Show Item to the right of the check image to edit.

Figure 9. View Checks Page

Batch and Check Details

3]
View Checks
Batch Summary Batch Navigation
OTC Endpaint oTs ) @
Description OFFICE OF THIRFT SUPERVISION Batch Control
Alc+2 2074000101 Batch Control Count |
Batch ID 8864D48A-EBDB-4915-9376-
D6093DF306D4 Batch Control Amount 0.00
Creator omqefs] Count Variance -1
Created On 7/2/2012 2:02:05 PM Amount Variance 10.00
Total Trem Count 1 Balance
Total Amount 10.00
Batch Commands
Approved Ttem Count 1 Print Batch List
Approved Amount 10.00
Voided Item Count 0
Voided Amount 0.00
Status oPEN
Active v
<<First <Prev 1 Next> Last>> | 1 out of 1 pages | 1to 1 out of 1 records | [10 =
ltem D ~ OTC Endpoint ALC +2 Proc. Method Item Type RN Cashier Captured Date Account No. |~ Bank Mo. Check No.  Amount  Status SECCode Ten
174324745 ] OTS 2074000101 Customer Personal  181103770202500000636  otcqefs [/ 22012 45796688 266075342 0670 10.00 oy CEIn) 952
Present 2:03:21 PM
Kl | Ja|
Check Image Check Information
O Name Value
TEST IMAGE-TEST IMAGE-TEST IMAGE Q Amount 10.00
= IRN 181103770202500000536
e ~
;‘;"_’K&' ﬂiim—l 8 lCO - +* SeN 122456782
o =)
" e umdasd dollons .:;
SAMPLE - NOT NEGOTIABLE c L] | |
s R
E25E0753L 21 LE79LLAA OE7G |_:| Receint print ltem
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8. The Show Item page appears. Update the necessary form data.

To edit the form data, do the following:

Under Agency Form Data, update the check data in the field(s) provided, if
applicable

e Enter the Amount
e Enter the UDF details

Under Agency Accounting Code, if applicable
e Select an Accounting Code

Under Server Controls, required
e Click Update

Figure 10. Update Form Fields

Show Item

Agency Form Data

Item ID

174324745

Teint
User: otcqef51
Processing Method: Customer Present 01
ltem Type: Personal 1g Method
Amount: [100.00 Present
Social Security Number: ,W
0202500000536
IR N: 181103770202500000536
Bank Number: 256073342
Check Number: 0670 —yate
Account Number: 45796688

=|202:03:21 PM

Scanned Check Image Account Number

TEST IMAGE-TEST IMAGE-TEST IMAGE

|
DATE

.r-,w':'O'lHt Q/Cbi‘, ChQC‘J?\ 1$ 100 ——

QRDER OF

o Ome hurdaed dallans —— e

Receipt

Bank Routing Number
256075342

Check Number
0670

Item Type
Personal

Lo, 00

SAMPLE - NOT NEGOTIABLE

1of1

Agency Accounting Code «

Agency Accounting Code:
Description:

PrevioLs Return to Batch Summary
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Note: The Agency Form Data form is customizable and can include fields

beyond the Amount field (e.g. Driver’s License Number). If your Agency has additional
fields, they are displayed under the Amount field. Your Agency may deem the field(s)
either mandatory or optional for you to complete an entry.

If an OTC Endpoint is associated with an ALC that is designated as a Government-Wide
Accounting (GWA) Reporter, all check transactions must be classified with an
accounting code. If an ALC is not a GWA Reporter, classifying it with an accounting
code is optional.

The Agency Accounting Codes drop-down list displays the full Agency Accounting
Code value (up to 50 alphanumeric characters) and some
portion of the Description (up to 15 alphanumeric characters).

In the event an Agency becomes a GWA Reporter in between a check being captured
and an operator selecting to save updates, if an accounting code is not specified and is
available for selection, an overlay message appears asking, “Would you like to classify
the check transaction with Accounting information?”

If Yes is clicked, you are returned to the Show Item page and allowed to select an
accounting code.

If No is clicked, a Comment dialog box appears. Enter a reason why an accounting
code is not classified for the transaction.
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9.

Click Confirm to validate that you want to update the check’s data

Figure 11. Confirm Check Update Dialog Box

Do you want to update check 1811037702025000005367

15
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10. Enter comments concerning the updated request at the prompt and click OK

Figure 12. Enter Comments Dialog Box

“¥ou must enter comments concerning the update request:

B

[ |

Cancel
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11. Click OK at the confirmation prompt stating that the check has been updated
successfully.

Figure 13. OK for Check Update Dialog Box

Check 181103770202500000936
has been updated successiully.
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& Edit a Check Item

To edit a check item, complete the following steps:
1. Click the Check Processing tab.
2. Click Batch Management. The Search Batch page appears.

3. Select or enter the batch search conditions you would like to view.

Under Batch Search Conditions, optional

e Select the OTC Endpoint you want to Edit a batch for by checking the under the

Select column

Under Created On Date, optional

e Enter the From and To date range

@Application Tip

The From and To Created On Date must be entered in MM/DD/YYYY
format.

@Application Tip

The Created On Date range cannot exceed 30 days. Additionally, if more
than a 1,000 batches are created within 30 days then only the most recent
1,000 batches appear.

@Application Tip

If you run a search with the default From and To Created On Date range
values, the search results include the most recent 30 days of batches that
you have access to view. If more than 1,000 batches are created within the
30 days then only the most recent 1,000 batches appear.

Release 1.5/June 2014 Check Capture and Check Processing
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@Application Tip

If you run a search without specifying any criteria (with the exception of the
Batch ID field), the search results include the most recent 30 days of
batches that you have access to view. If more than 1,000 batches are
created within 30 days then only the most recent 1,000 batches appear.

e Enter the Batch ID, optional

@Application Tip

If the only search criteria entered is a valid Batch ID then only a single result
appears regardless of other search criteria specified.

e Enter the Cashier ID, optional

Under Batch Status, optional

e Select the Status you want to view by checking the Open or Closed box under
the Select column

@Application Tip

Only batches in Open or Closed status can be edited.

4. Click Search. The View Batches page appears.
5. Click the Batch ID hyperlink. The View Checks page appears.

6. Click the Item ID of the scanned check you would like to edit. An image and details of
the check appear in a window below.

7. Click Show Item to the right of the check image to edit. The Show Item page appears.
8. Update the necessary form data.
To edit the form data, do the following:

Under Agency Form Data, update the check data in the field(s) provided, if
applicable

e Enter the Amount

e Enter the UDF details
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@Application Tip

The Agency Form Data form is customizable and can include fields

beyond the Amount field (e.g. Driver’'s License Number). If your Agency has
additional fields, they are displayed under the Amount field. Your Agency may
deem the field(s) either mandatory or optional for you to complete an entry.

Under Agency Accounting Code, if applicable
e Select an Accounting Code

®Application Tip

If an OTC Endpoint is associated with an ALC that is designated as a
Government-Wide Accounting (GWA) Reporter, all check transactions must be
classified with an accounting code. If an ALC is not a GWA Reporter,
classifying it with an accounting code is optional.

@Application Tip

The Agency Accounting Codes drop-down list displays the full Agency
Accounting Code value (up to 50 alphanumeric characters) and some
portion of the Description (up to 15 alphanumeric characters).

@Application Tip

If an Agency is not a GWA Reporter and becomes a GWA Reporter and an
OTCnet Endpoint has not submitted a batch and the batch does not have an
specified accounting code, an overlay message appears asking, “Would you
like to classify the check transaction with Accounting information?”

If Yes is clicked, you are returned to the Show Item page and allowed to
select an accounting code.

If No is clicked, a Comment dialog box appears. Enter a reason why an
accounting code is not classified for the transaction.

Under Server Controls, required
e Click Update
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9. Click Confirm to confirm that you want to update the check’s data.
10. Enter comments concerning the updated request at the prompt and click OK.

11. Click OK at the confirmation prompt stating that the check has been updated
successfully.

©Application Tip

Additional buttons on the pages that help you perform other tasks:
e Click Cancel to return to the OTCnet Home Page. No data will be saved.

Click Previous to return to the previous page.

Click Void All to void all items in the batch.

Click Print Batch List to print the batch list.

Click < to go to the first batch.

Click > to go to the next batch.

Click <<Image to return to the previous check.

Click >>Image to view the next check.

Click Zoom- to reduce the image size.

Click Zoom+ to enlarge the image size.

Click Rotate Left to turn the image to the left.

Click Rotate Right to turn the image to the right.

Click Show Item to view the check item and perform update.

Click Void to void a single check item.

Click Receipt to print a receipt.

Click Print Item to print an Item List report.

Additional buttons on the Show Item page that help you perform other tasks:
Click -Front to return to the previous check.

Click Back+ to view the next check.

Click -Zoom to reduce the image size.

Click Zoom+ to enlarge the image size.

Click Rotate Left+ to turn the image to the left.

Click Rotate Right+ to turn the image to the right.
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Summary

In this chapter, you learned:
e The purpose of correcting scanned checks
e How to edit a Magnetic Ink Character Recognition (MICR) code line

e How to edit a check item

In the next chapter, you will learn how to pull reports for scanned checks.

Notes
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Glossary

>‘

Access Groups by Users Report - This report displays the roles and the corresponding
access groups of the role for a particular OTCnet user. The role assigns the permissions
(functions/features) that a user has access to in OTCnet. The access group governs the OTC
Endpoint(s) and the data that a user has permission to access.

Accounting Code - A unigue agency classification code assigned to a transaction, which
identifies the FRB Account Key that is used within the Federal Reserve. In check capture, it is a
method of grouping individual check transactions into certain classifications. In deposit
reporting, the classification is being done at a voucher level, where a voucher is being classified
with one or many agency defined accounting codes or TAS.

Accounting Code Description - A brief explanation that provides further detail about an
accounting code.

Accounting Code Name - The title of the accounting code.

Accounting Key - The account number assigned to a deposit when it is submitted to FRB
CASHLINK. The FRB Account Key is used by FRB CASHLINK in combination with the RTN to
determine the appropriate CAN. The FRB Account Key is similar to the CAN, but is only used
for FRB financial activity.

Accounting Specialist - A user who is an expert on the organizational structure, reporting
needs and accounting rules for their agency. This role will establish and maintain the
organizational foundation, accounting data and accounting relationships at the highest level of
the agency in OTCnet.

Acknowledged Batch Status — Indicates the batch was transmitted and fully processed by the
OTCnet server without error.

Acknowledged Error Batch Status — Indicates the acknowledge batch process experienced
system errors and the acknowledgment was unsuccessful, or a user selected to cancel the
batch acknowledgment which resulted in a batch being updated to Acknowledgment Error.

Activity Type - The parameter indicates if a User Defined Field (UDF) is used for capturing
custom agency information for a deposit or during classifying the deposit with accounting codes.
OTCnet allows for the creation of three UDFs for the deposit activity, and two UDFs for the
deposit accounting subtotals activity.

Adjustment Activity (FI) Report - A business report that allows you to view adjustments made
by your financial institution (FI).

Adjustment Activity (FRB) Report - A business report that allows you view adjustments made
by your Federal Reserve Bank (FRB).
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Adjustments by OTC Endpoints Report - A business report that allows you to view
adjustments made by Agency Location Code (ALC) and Adjustment Types (Credit, Debit or
Return Item Adjustments). An adjustment was created when a deposit ticket has been received
by a financial institution and the amount of the deposit does not match the deposit amount
reported on the deposit ticlcket.

Agency CIRA Report - A check processing business report that allows you to view the batch
level transaction activity for a specified OTC Endpoint. A user can filter the report by Received
Date, Capture Date, Batch ID, or Check Capture Operator.

Agency Contact - A person desighated by an agency as the primary contact regarding deposit-
related matters.

Agency Information - The optional comments or instructions, receipt processing dates,
alternate agency contact, and internal control number for your deposit.

Agency Location Code (ALC) - A numeric symbol identifying the agency accounting and/or
reporting office.

Agency Location Code plus 2 (ALC+2) - A numeric symbol identifying the agency accounting
and/or reporting office.

Agency Manager - A user that has authorization to view and download CIRA records and view
reports.

Alternate Agency Contact — A person designated by an agency as the secondary contact
regarding deposit-related matters.

American Bankers Association (ABA) - (also known as Bank Routing Number) A routing
transit number (RTN), routing number, or ABA number is a nine-digit bank code, used in the
United States, which appears on the bottom of negotiable instruments such as checks
identifying the financial institution on which it was drawn.

Approved Batch Status - Indicates that the batch is ready for settlement (online only).
Indicates that the batch is ready for upload and settlement (offline only).

Audit Log - A table that records all interactions between the user and OTCnet Deposit
Reporting, Check Capture, Check Processing, administrative actions and other processes that
take place in the application. Some entries also contain before and after values for actions
completed. The audit log is available for download to a comma separated value report (CSV)
and opened in a spreadsheet program or available to print in a formatted audit log report.

Automated Clearing House - A computerized network used by member financial institutions to
process payment orders in machine readable form. ACH processes both credit and debit
transactions between financial institutions in batches. ACH items are settled electronically and
do not require an image.

Awaiting Approval (AWAP) - A deposit that is waiting for deposit confirmation by a Deposit
Approver.
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B

Back Office Processing Method - Indicates that a customer presented a check in person, but
the check is being scanned in a controlled back-office environment away from the customer.

Batch - A file containing the transaction information and tiff images (collection of scanned
checks) of one or more checks, which will be sent for settlement.

Batch Approver - An agency user that has the authorization to approve a batch either prior to
batch upload from OTCnet Offline or when a batch is uploaded/submitted to OTCnet Online but
not yet approved. The Batch Approver permission must be applied to either a Check Capture
Lead Operator or Check Capture Operator roles and allows the operators to approve batches
that they have created. This role should be granted in limited cases at sites where there is a
need for the operator to perform this function without a Check Capture Supervisor present.

Batch Control/Batch Balancing - An optional feature (which can be configured to be
mandatory) that agencies can use as a batch balancing tool to perform checks and balances on
the number of checks that have been scanned, and ensure their respective dollar amounts and
check number totals have been accurately entered. The functionality is available for both single
item mode and batch mode.

Batch ID - The unigue number assigned to a batch by OTCnet.

Batch List Report - A report that contains transaction information for each batch item, including
the Individual Reference Number (IRN), Item Type, ABA Number, Account Number, Check
Number, and Amount.

Batch Status - Reflects the current state of a batch during processing, transmission, and
settlement. The batch states for OTCnet Online are Open, Closed, Approved, and Forwarded.
The batch states for OTCnet Offline are Open, Closed, Approved, Sending, Sent,
Acknowledged, Send Error, and Acknowledgment Error (offline only).

Batch Uploader - An agency user that has the authorization to upload a batch from OTCnet
Offline to the online database. The Batch Uploader permission must be applied to either a
Check Capture Lead Operator or Check Capture Operator roles and allows the operators to
auto-upload the batch upon close (if terminal is configured to do so), or upload approved
batches. This role should be granted in limited cases at sites where there is a need for the
operator to perform this function without a Check Capture Supervisor present.

Blocked - A customer may no longer present checks for a specific ABA number and account
number due to manual entry by authorized persons into the MVD rather than the result of a
failed transaction. If desired, an authorized user can edit the transactional record to a clear
status.

Bureau of the Fiscal Service (FS) — (formerly FMS) The bureau of the United States
Department of Treasury that provides central payment services to federal agencies, operates
the federal government’s collections and deposit systems, provides government wide
accounting and reporting services, and manages the collection of delinquent debt owed to the
government.
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Business Event Type Code (BETC) - A code used in the CARS/GWA system to indicate the
type of activity being reported, such as payments, collections, borrowings, etc. This code must
accompany the Treasury Account Symbol (TAS).

C

CASHLINK II - An electronic cash concentration, financial information, and data warehouse
system used to manage the collection of U.S. government funds and to provide deposit
information to Federal agencies.

CASHLINK Il Account Number (CAN) - The account number assigned to a deposit when it is
submitted to CASHLINK 1.

Capture Date - The calendar date and time the payment is processed by the agency.
Cashier ID - The ID of the user that created the transaction.

Central Accounting Reporting System (CARS) — (formerly GWA)The system that addresses
the central accounting and reporting functions and processes associated with budget execution,
accountability, and cash/other asset management. This includes the collection and
dissemination of financial management and accounting information from and to federal program
agencies.

Central Image and Research Archive (CIRA) - The Central Image Research Archive (CIRA) is
an image archive of all items processed in the OTCnet System.

Characteristics - The properties of a user, organization, deposit, or financial institution.

Check 21 - Provides the legal framework for the creation of substitute checks which can be
used in place of the original paper document, without an agreement in place with other financial
institutions. A substitute check is a paper reproduction of the original check. Check 21 items
require an image before they can settle. Check 21 is also referred to as check truncation.

Check Amount - The dollar amount of the check.

Check Capture — The component of OTCnet used to process scan images of checks and
money orders through OTCnet for the electronic deposit of checks and money orders at
financial institutions. Check capture can be done online through the internet, or offline through
the user’s desktop.

Check Capture Administrator - An agency user that has the authorization to define and modify
the check capture sites; to manage accounting codes; to modify endpoint mappings; to
configure Check Capture functions and perform upgrades of the application; to create and
download user profiles; as well as download software or firmware to the terminal using the
Download Check Capture application permission.

Check Capture Lead Operator - An agency user that has the authorization to in scan checks
into a batch, close a batch, balance check amounts and enter batch control values during batch
closing. Additionally, the user is authorized to accept checks with poor quality, make MICR line
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corrections, and accept duplicate checks. This user is not authorized; however, to use an out-of-
date LVD.

Check Capture Offline — A web-based functionality in the offline Check Capture application
that resides in the user’s desktop for capturing check images for the electronic deposit of checks
and money orders. The check transactions are stored within a local database, and the check
information will need to be uploaded to OTCnet server when there is internet connectivity before
they can be deposited for settlement.

Check Capture Online — A web-based functionality within OTCnet to allow agencies users to
process scanned images of checks and money orders for the electronic deposit of checks and
money orders at financial institutions. The check transactions are directly saved to the OTCnet
online database, and no upload of batches of checks are needed.

Check Capture Operator - An agency user that has the authorization to perform only very
minimal Check Capture activities. This user has authorization to scan checks into a batch and
close a batch. This user does not have authorization to accept duplicates, make MICR
corrections, authorize the use of out-of-date LVD, or accept checks with poor quality.
Additionally, the user can enter/apply the Accounting Code at the time of scanning checks is
established.

Check Capture Supervisor - An agency user that has the authorization to perform all the
functions on the Check Capture. The user has authorization to accept duplicates (not
recommended), make MICR corrections, authorize the use of out-of-date LVD, and accept
checks with poor quality as well as view, modify, import, and modify endpoint mappings.

Check Number - The printed number of the check writer's check.

CIRA CSV Historical Report - A check processing business report that allows you to query
check records that are associated with batches that have been forwarded for settlement more
than 18 months ago. The exported comma separated value report (CSV) data can be used to
import into other applications within an agency.

CIRA CSV Report - A check processing business report that allows you to export data based
on a query to a comma separated value report (CSV). The exported data can be used to import
into other applications within an agency.

CIRA Viewer - A user that has authorization to view CIRA records and download CSV files.

Clear - Indicates that a customer may present checks for a specific ABA Number and Account
Number, because the prior restrictions on the individual's check payments have been removed.
Note: Manually cleared items are permanently cleared. If a transaction is cleared in error,

manual suspend, block or deny records need to be created in its place to prevent transactions.

Closed Batch Status - Indicates the batch is closed and no new checks may be scanned into
that batch.

Collections Information Repository (CIR)- (formerly TRS) A collections reporting tool,
supplying the latest information on deposits and detail of collections transactions to federal
agencies. The system will allow financial transaction information from all collections systems
and settlement mechanisms to be exchanged in a single system.
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Comma Separated Values (CSV) - A computer data file used for storage of data structured in a
table form. Each line in the CSV file corresponds to a row in the table. Within a line, fields are
separated by commas, each field belonging to one table column.

Confirmed - A deposit that has been reviewed and then confirmed by a financial institution or
FRB.

Cost Center Work Unit (CCWU) — A Federal Reserve cost center work unit that processing the
FRB deposits and adjustments. It is normally abbreviated as CCWU, and provided only on non-
commercial (FRB settled) transactions. Debits and credits processed by FRB Cleveland will be
noted with the CCWU number 9910 on the daily accounting statement agencies receive from
the Federal Reserve Bank.

Custom Label - Text defined by OTCnet that describes a level in the organization hierarchy,
the internal control number, or agency accounting code.

Customer Not Present Processing Method - The processing method selected in OTCnet
when processing a check that has been presented by a check writer who is not present at the
agency location i.e., mail.

Customer Present Processing Method - The processing method used in the OTCnet when
the check writer is presenting the check in person.

D

Daily Voucher Report - A business report that allows you to view the daily voucher extract.
Data Type - The type of data that should be entered for a user defined field.

Date of Deposit - The date, prior to established cut off times, the user transmits a batch of
checks and money orders through check capture, or the date the agency sends the physical
negotiable instruments to the financial institution.

Debit Gateway - The financial settlement program that is responsible for the presenting and
settling of payment transactions acquired through the OTCnet application. The Debit Gateway
receives a transaction file from OTCnet and determines the proper path for settlement of each
item. Items are either converted to ACH for direct automated clearing house debit, or are
included in an image cash letter, which is sent to the Check 21 system for presentment to
paying banks. Once the file is processed, the Debit Gateway sends a Response Processing File
(RPF) to OTCnet with the status of each of the items.

Demand Deposit Account (DDA) - The account at a financial institution where an organization
deposits collections.

Denied - Indicates that OTCnet system permanently denies an individual from cashing a check
through OTCnet based on the combination of ABA number, account number, and User Defined
Field 1. User Defined Field 1 is usually the SSN number of an individual.
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Deny Date - Indicates when the verification record (MVD/LVD) expires, and OTCnet can start
accepting checks that will be presented by a check writer that has previously presented a bad
check. The Deny Date is calculated based on suspension periods configured in the Check
Cashing policy of an OTC Endpoint.

Deposit - A collection of over-the-counter receipts deposited to a Treasury General Account for
credit.

Deposit Activity (FI) Report - A business report that allows the financial institution to view
deposits submitted to its location.

Deposit Activity (FRB) Report - A business report that allows you to view deposits submitted
to your FRB.

Deposit Approver - A user who has authorization to review and submit deposits to a financial
institution.

Deposit Confirmer - A user at a financial institution that has authorization to verify the accuracy
of deposits received from an agency.

Deposit History by Status Report - A business report that allows you to view deposits by
status.

Deposit Information - The attributes that define a deposit: deposit status, voucher number,
deposit endpoint, ALC, voucher date, deposit total, check/money order subtotal, currency
subtotal, and subtotals by accounting code.

Deposit Preparer - A user that has authorization to prepare and save deposits for approval to a
Deposit Approver.

Deposit Total - The total amount of over-the-counter receipts included in the deposit.

Deposits by Accounting Code Report - A business report that allows you to view deposits by
accounting code.

Deposits by OTC Endpoint Report - A business report that allows you to view deposits by
OTC Endpoint.

Display Order Number - The order in which user defined fields (UDFs) should be displayed.
Draft - A deposit that is saved for modification at a later date by a Deposit Preparer.

F

Failed - The item was unable to be processed and/or settled by Treasury/FMS. These are item
that could not be collected such as foreign items or possible duplicate items. These items are
not included on your 215 Report.

Federal Program Agency - A permanent or semi-permanent organization of government that is
responsible for the oversight and administration of specific functions.
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Federal Reserve Bank (FRB) - A Federal Reserve Bank is one of twelve regulatory bodies
throughout the United States that make up the Federal Reserve System. Each Bank is given
power over commercial and savings banks in its area and is charged with making sure that
those banks comply with any and all rules and regulations.

Federal Reserve Bank-Cleveland (FRB-C) - FRB-C serves as the conduit for settlement of
transactions originating from the OTCnet application. FRB-C is responsible for receiving the
transaction data from OTCnet via forward file, and performing check clearing/transaction
settlement as the ‘debit gateway’.

Federal Reserve System's Automated Clearing House (ACH) System - Enables debits and
credits to be sent electronically between depository financial institutions.

Financial Institution (FI) - A bank, designhated by the Treasury and a Treasury General
Account (TGA) of International Treasury General Account (ITGA), which collects funds to be
deposited in the Treasury General Account. These banks also include the Federal Reserve
Bank (FRB).

Financial Institution Information - The name, address, routing transit number, and the
demand deposit account number of a financial institution.

Firmware - A release used for initial download or upgrades to the scanner software that allows
a scanner to be used on a terminal. The firmware versions also contains a series of other back-
end installation files that should be installed on a terminal to enable it to be used for Check
Capture in OTCnet.

Fiscal Year - A 12-month period for which an organization plans the use of its funds.

FMS Statistical Report - A check processing administration report that allows you to view
statistical details for an OTC Endpoint. The report includes statistical information regarding the
total transactions, overall success rate, total returns sent back to the agency, and total returns
received. The report is available for 15 rolling days.

Forwarded Batch Status - Indicates the batch has been sent to Debit Gateway to initiate the
settlement process.

Forwarded File - A term that is assigned to a file that contains the check transactions that is
send from channel applications, such as OTCnet or ECP, to Debit Gateway for settlement
purposes.

Franker - An internal stamp unit that stamps a check with “Electronically Processed” after the
check is processed and scanned. Franker availability is based on the model of your scanner.

Franking - The process of stamping a check processed through Check Capture. The stamp
indicates that the check was electronically processed.

H

Highest Level Organization - The primary level of the organization hierarchy.
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IBM Tivoli Identity Manager (ITIM) - Refers to FMS’s Enterprise provisioning tool for user
account and identity management.

Individual Reference Number (IRN) - The auto-generated unique number used in OTCnet to
identify Check Capture transactions.

Input Length Maximum - The maximum number of characters that may be entered in a user
defined field.

Input Length Minimum - The minimum number of characters that may be entered in a user
defined field.

Internal Control Number - A customizable field for agency use to further describe a deposit.

Item Detail Report - A report that contains the information about an individual item (check)
associated with a batch. The report print-out will contain MICR information, data entered about
the check, and an image of the check obtained during scanning.

Item Type - Indicates whether the check presented is a personal or business check. This
determines whether the check is handled through Check 21 (non-personal) or FedACH
(personal).

L

Local Accounting Specialist - A user who is an expert on the organizational structure,
reporting needs and accounting rules for their depositing endpoint and its lower level OTC
Endpoints. This role will establish and maintain the organizational structure, accounting code
mappings to individual endpoints and the processing options that one or more lower level OTC
Endpoints will use in OTCnet.

Local Security Administrator (LSA) - An agency or financial institution/federal reserve bank
user who has authorization to maintain user access to an organization, including
assigning/removing user roles and assigning/removing organization hierarchy access. This user
is also able to request and create users for the organization.

Local Verification Database (LVD) - A database (specific to the endpoint using OTCnet) that is
downloaded from OTCnet and stored locally on the agencies network, which replicates the
information found in the Master Verification Database (MVD).

Lower Level Organization - Any organization created below the highest level organization.

LVD Contents Report - A check processing business report that allows you to view the
contents of a Local Verification Database (LVD) for a given OTC Endpoint.

M
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Magnetic Ink Character Recognition (MICR) - Digital characters on the bottom edge of a
paper check containing the issuing bank's ABA number and account number. The check
number may also be included.

Master Verification Database (MVD) - It is an online database specific to the agency that
maintains the agency hierarchy check cashing policy, information on bad check writers, and
manually entered blocked items based on an agency’s policy. Bad check information is
accumulated in the MVD as agencies process checks through Check Capture. The MVD
provides downloads of dishonored check information and blocked items via the Local
Verification Database (LVD) on a daily basis.

MVD Editor - A user that has the authorization to view, edit, and download CIRA records, view
verification records, and read blocked records containing only ABA permissions.

MVD Viewer - A user that has the authorization to view and download CIRA records, view
verification records, and read blocked records containing only ABA permissions.

N

Non-Personal Item Type - Indicates that the name on check is an organization, or the check is
a money order, traveler’s check, or third-party check.

Non-Reporting OTC Endpoints Report - A business report that allows you to view OTC
Endpoints that have not reported a deposit.

O

Open Batch Status - Indicates the batch is open and accepting new checks.
Organization - The location or level within a Federal Program agency.
Organization Hierarchy - The structure of a Federal Program agency as defined in OTCnet.

Organization Hierarchy Report - A check processing business report that allows you to view
the target OTC Endpoint within the context of the current OTC Endpoint.

OTC Collections - Receipts that contain cash, checks, and/or money orders that are collected
over-the-counter by organization endpoints in exchange for goods or services.

OTC Endpoint - The endpoint (location) that collects over-the-counter (OTC) receipts and
deposits them to the Treasury’s General Account.

OTC Endpoint (CHK) - The endpoint (location) setup in OTCnet to use check capture.
OTC Endpoint (TGA) - The endpoint (location) setup in OTCnet to use Deposit Reporting.

OTC Endpoint Mapping - The assignment of accounting codes to an agency’s OTC Endpoint,
for which a deposit amount can be allocated.
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OTCnet Offline - Refers to the over the counter application that provides Check Capture
functionality to end users with limited internet connectivity, and provides the capability to upload
offline-captured batches to the Online OTCnet application for processing.

OTCnet Online - Refers to the web-based over the counter application that provides Check
Capture, Check Processing and Deposit Processing functions to end users (that have constant
internet connectivity).

Over the Counter Channel Application (OTCnet) - Refers to the over the counter application
that provide Check Capture and Deposit Reporting to end users.

P

Personal Item Type - Indicates that the name on check is an individual’'s name, not acting as a
business.

Personally Identifiable Information (PIl) - It is any piece of information which can potentially
be used to uniquely identify, contact, or locate a single person or can be used with other
sources to uniquely identify a single individual. Examples of PIl include but are not limited to
social security numbers, dates and places of birth, mothers’ maiden names, biometric records.

Primary Local Security Administrator (PLSA) - An agency or financial institution/federal
reserve bank user who has authorization to maintain user access to an organization, including
assigning/removing user roles and assigning/removing organization hierarchy access. This user
is also able to request and create users for the organization.

Processing Options - User-defined parameters for the deposit and adjustment processes.

Processing Options by OTC Endpoints Report - A business report that allows you to view
processing options defined for endpoints within the organization.

Q

Queue Interface — Used by military agencies that utilize the Deployable Disbursing System
(DDS) database bridge. It provides a single transaction input point, prevents data entry errors,
and discrepancy between both systems.

R

Received - The agency has sent this transaction through OTCnet. No settlement has been
performed for this transaction yet.

Received Date - The date the check was received by web-based OTCnet.

Rejected - A deposit that is returned by a financial institution or FRB to the Deposit Preparer to
create a new deposit.
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Represented - This transaction was returned with a reason code that allows for another
collection attempt to be made (see Appendix Chapter of the Participant User Guides for Reason
Codes). Depending on an agency'’s policy, the item is reprocessed in an attempt to collect the
funds from the check writer. Items with this status are in-process of collection.

Retired - This transaction was unable to be collected. The agency receives an SF5515 Debit
Voucher Report with a debit processed to Debit Gateway, the effective date and debit voucher
number. The offset to the agency’s debit is an ACH return or a paper return (Check 21) received
from the check writer’s financial institution. This transaction cannot be processed again through
OTCnet.

Return Reason Codes - Represent the numeric codes used in the ACH and paper return
processing, which specify the reason for the return of the transaction and Check 21 codes.

Return Settlement Date - The effective date of settlement of the returned check item.

Returned Item - A check that was originally part of an OTCnet deposit but returned to the
financial institution for non-sufficient funds, closed account, etc.

Routing Transit Number (RTN) - (also known as American Bankers Association (ABA)
Number or Bank Routing Number) - The nine-digit number used to identify a financial
institution.

S

Save as Draft - An option that allows a Deposit Preparer to save a deposit for modification at a
later date.

Save for Approval - An option that allows a Deposit Preparer to save a deposit for a Deposit
Approver to submit to a financial institution.

Send Error Batch Status — Indicates the batch was transmitted and fully processed by the
OTCnet server without error.

Sent Batch Status — Indicates the batch was uploaded online without error.
Separation of Duties - A concept used to ensure there are typically separate personnel with
authority to authorize a transaction, process the transaction, and review the transaction.

Settle Best Method - The option that allows OTCnet to decide the best settlement method for
personal and non-personal checks.

Settled - This transaction is complete and the funds have been credited to the agency’s
Treasury General Account. The effective date of the deposit and the SF215 Deposit Ticket
Report deposit ticket number are provided.

Settlement Date - The payment date of a check item, which is when the deposit is debited from
the check writer’s account.

SF215 Deposit Ticket Report - The report presented to a financial institution by a U.S.
government agency with checks and other payment instruments to make a manual deposit. This
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report is manually generated for Deposit Reporting and auto-generated for Check capture. The
report is searchable for a duration of up to 45 days in OTCnet.

SF5515 Debit Voucher Report - The report used to debit the Treasury General Account (TGA)
to decrease the amount of a deposit made to that account. This report is manually generated for
Deposit Reporting and auto-generated for Check capture. The report is searchable for a
duration of up to 45 days in OTCnet.

Share Accounting Module (SAM) - The application that facilitates the process of validating or
deriving Treasury Account Symbol (TAS) and Business Event Type Code (BETC) combinations
to assist CARS/GWA in classifying financial transactions as they occur.

Short Name/Code - The user-defined text describing an organization. Short Names/Codes
must be unique within an organization hierarchy.

Submit - An option that allows a Deposit Approver to submit a deposit to a financial institution.

Submitted - A deposit that is submitted and waiting deposit confirmation by a Deposit
Confirmer.

Suspend - Indicates that an individual's record is set to a predetermined suspension period.
During this time, OTCnet prevents an individual from processing a check through OTCnet. The
individual's database record has a Trade Status of Suspend and the expiration date is set until a
specific date.

T

Terminal ID - The unique number assigned to the workstation where a user performs functions
in OTCnet.

Trade Status - Represents the status of the verification records. There are four 4 possible trade
statuses in the system: Blocked, Denied, Suspended, and Cleared. The Trade Status D-
Suspended or D-Denied is assigned to auto generated Dynamic records.

Transaction History - Defines the time range that a Deposit Confirmer will be able to view the
historical deposit transactions for his or her financial institutions. For example, if the transaction
history is set at 45 days, the Deposit Confirmer will be able to view all the deposits that he or
she has confirmed for the past 45 days.

Treasury Account Symbol (TAS) - The receipt, expenditure, appropriation, and other fund
account symbols and titles as assigned by Treasury.

U

Universal Serial Bus (USB) - A connection port on a computer that is universally compatible
with many types of devices, such as printers, speakers, mouse, flash drives, etc.

US Dollar Equivalent (USE) - The deposit amount, in United States currency, which is equal to
the foreign currency for which it is being exchanged.
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US Treasury - The executive department and the Treasury of the United States federal
government.

User Defined Field (UDF) - A user-defined text that describes deposit activity or deposit
accounting activity.

User Information Report - A security report allows that you to view a user’s contact
information.

Users by Access Group (FI) Report - A security report that allows you to view users by
financial institution.

Users by Access Group (FPA) Report - A security report that allows you to view users by
OTC Endpoint.

Users by Role (FI) Report - A security report that allows you to view users by role for your
financial institution.

Users by Role (FPA) Report - A security report that allows you to view users by role for your
OTC Endpoint.

V

View CASHLINK Il File Status Report - An administration report that allows you to view the
status of deposit report files that have been processed by CA$HLINK Il or are ready for
CASHLINK Il to process.

View FRB CA$HLINK File Status Report - An administration report allows you to view the
status of deposit files that have been sent to FRB CA$HLINK.

View TRS File Status Report - An administration report allows you to view the status of TRS
files that have been processed by Transaction Reporting System (TRS) or are ready for TRS to
process.

View Vouchers Completed Report - An administration report allows you to view the status of
deposit and adjustment vouchers that have completed processing through the FI System To
System Interface in the past 36 hours.

View Vouchers in Progress Report - An administration report allows you to view the status of
deposit and adjustment vouchers in progress.

Viewer - A user who has authorization to view OTCnet information and produce reports from it.

Voucher Date - The business processing day the check transaction is received by the Debit
Gateway from the channel applications.

Voucher Number - The number assigned to a deposit by OTCnet.
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Audience, Overview and Topics

Audience

The intended audience for the Managing Verification Records Participant User Guide includes:
e MVD Editor
o MVD Viewer
e Check Capture Administrator (CCA)

o Check Capture Supervisor (CCS)

Overview
Welcome to Managing Verification Records (MVD/LVD). In this chapter, you will learn:
¢ The purpose of managing verification records
¢ How to create a master verification database (MVD) record
e How to search for a master verification database record
e How to edit a master verification database record
¢ How to download an local verification database (LVD) record

e How to reset an LVD record

Topics
This chapter is organized by the following topics:
1. Purpose of Managing Verification Records (MVD/LVD)
2. Create a MVD Record
Search for a MVD Record

3

4. Edita MVD Record
5. Download an LVD
6

Reset an LVD

1 Check Capture and Check Processing Release 1.5/June 2014
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Topic 1. Purpose of Managing Verification Records

(MVD/LVD)

The Master Verification Database (MVD) aids the agency in determining the history of a
particular check writer. The verification database is an optional Online database that maintains
the agency hierarchy check cashing policy, dishonored check information, and manually entered
blocked items based on an agency’s policy.

The MVD provides the OTCnet application information to ensure a presented check is
acceptable. The MVD is a “negative” Online database specific to an agency that contains
“return” information on:

= Checks and accounts that have failed to clear in a previous OTCnet transaction attempt

» Blocked accounts/routing numbers or individuals that have been identified where future
transactions are not desired

The LVD is a verification database that resides locally on each terminal. The information in the
LVD prevents checks from being cashed on accounts, or other agencies specified criteria, that
are in violation of the agency’s policy. Verification information is available for download.

Verification records are derived from returns of previously processed payments originated
through the OTCnet application, as well as manually entered records (i.e. blocked, suspended,
or denied record). The bad check information is accumulated in the MVD as agencies start to
process checks through Check Capture.

If an item is identified as a red flag item, you have the ability to set an MVD/LVD Record’s Trade
Status (see Table 1 below):

Table 1. MVD/LVD Record Trade Status

Suspend Indicates that an individual's record is set to a predetermined suspension
periad. During this time, the OTCnet system prevents anindividual from
cashing a check through OTCnet. The individual's database record has a
Trade Status of Suspend and the expiration date is set until a spedfic date

Denied Indicates that an individual's record is setto a pemmanent deny date of
9/09/2099. The OTCnet system pemmanently denies this person fram cashing
a check through OTCnet

Blocked Indicates a manual entry by authorized persons inta the MYD rather than the
result of a failed transaction. If desired, an authorized user can edit the
transactional record to a clear status

If you are assigned the role of MVD Editor, you can create, search, and edit MVD records. As
a MVD Viewer, you can search and view MVD records only.
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How Does the MVD Work?

Verification records are derived from returns of previous processed payments originated through
OTCnet, as well as manually entered records (i.e. blocked, suspended, or denied record).
Blocked, suspended, or denied data is entered manually by an authorized person from an
agency’s location, region or even the Treasury OTC Support Center.

By default a OTC Endpoint receives all blocked, suspended, and denied records created at the
location; all blocked, suspended, and denied records of the OTC Endpoint’s subordinate sites;
all blocked records created at all Parent Level OTC Endpoints: and any blocked, suspended, or
denied records from any OTC Endpoint and their subordinates in the requesting organization’s
OTC Verification Group. An OTC Verification Group typically includes OTC Endpoints from the
hierarchy of respective OTC Endpoint’s agency. See Figure 1 below for MVD lifecycle.

Figure 1. MVD Lifecycle
Automated MVD Updates

Terminal

3 \
Settled and returned transaction
status records and status updates

Transaction records

2

VAL

FRBC Operations

1. Check transactions are processed in OTCnet.
2. Check transaction data is sent from OTCnet to the Treasury/FMS.

3. The negative returns on check transactions are sent from the Treasury/FMS operations
to the MVD.

4. Verification record is completed with information from original payment transaction.
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How does the LVD Work?

Blocked, suspended, or denied data is entered manually Online by an authorized person from a
site, a region, an agency, or even the Treasury OTC Support Center. By default a location
receives all blocked, suspended and denied records created at the location; all blocked,
suspended, and denied records of the location’s subordinate sites; all blocked records created
at all direct ancestors above the location; and any blocked, suspended, or denied records from
any location and their subordinates in the requesting location’s location group.

The LVD Download task allows a user to download updates to the Local Verification Database
(LVD), if the agency uses this optional feature. This task can be setup to execute at either the
point of application ‘Start up’ or ‘Close Batch’. The default is set to execute on ‘Close Batch’.
When the LVD Download task selection is active, an additional field appears. This field allows
the Agency to choose the number of days the old LVD is allowed to become before an override
is required from a supervisor. The default is 30 days with a maximum allowed period of 100
days. After the LVD has reached its override age, it is considered to be stale and a new LVD
must be downloaded. The operator is prompted to download an updated LVD. If the operator
chooses to use the existing LVD without an update, the system requires a supervisor to approve
(override) by supplying their login and password each time the application is launched.

If an agency is utilizing the check verification process through the LVD download, there will be
occasions where a new LVD is required. LVD downloads will contain only new items received
by the MVD. If there is a change in the location’s policy, an entire new LVD should be obtained
and needs to be requested manually. In order to accurately recognize red flags, the LVD must
be up to date.

Figure 2. LVD Lifecycle
MVD Administration and LVD Distribution

FRE

Web connected computer
accessing OTCnet

OTCnet

Terminal
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OTC Verification Group Management

An OTC Verification Group represents a listing of any OTC Endpoints outside the requesting
OTC Endpoint’s hierarchy that share records. The MVD restricts the display of data based on
the OTC Endpoint of the user. A user only sees records which are associated with OTC
Endpoints at or below the user's OTC Endpoint in the hierarchy or at OTC Endpoints specified
in the OTC Verification Group. Depending on the type of data being requested, different rules
apply, as appropriate.

What is Included in an OTC Endpoint’s Policy?

An OTC Endpoint’s policy helps automate an agency’s check cashing/collection policy. The
OTC Endpoint’s policy is based upon the agency's overall program or policy to ensure a
consistent application of an agency-wide check verification, including returned reason codes,
suspension periods, and the inclusion of expired items. As part of the agency’s participation in
the OTCnet program, the agency provides the Treasury OTC Support Center, via the Agency
Site Profile (ASP), their check collection policy regarding:

= Number of returns permissible by the agency
= Length of time for each suspension period
Generate Verification records based on:
» The inclusion of Represented and Retired checks
» The inclusion of Retired checks only
= The number and timing of representments
An agency chooses when MVD records are created — either:
= With any return item - or -
=  When items are retired to the agency

The final piece of information required in an OTC Endpoint’s policy is what other OTC Endpoints
are included in the “OTC Verification Group”. The OTC Verification Group typically includes
OTC Endpoints from the hierarchy of the respective higher level organization.

The OTC Endpoint’s policy is established during the set-up of an OTC Endpoint in the MVD
system. Treasury OTC Support Center administers the set-up of all endpoints based on the
agency’s and the OTC Endpoint’'s ASP. Treasury OTC Support Center administers all edits or
moadifications to an OTC Endpoint, including the OTC Endpoint’s policy.
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Special Character Handling (when creating, searching or editing an MVD record)

Special Character(s)

Table 2. Special Character Handling
Handling
Valid if surrounded by alpha characters.
Exception: The hyphen (dash) is only permitted for the fields associated

with the MICR, Raw MICR, account number, routing number, and check
number. The hyphen shall be permitted in the Batch ID field if surrounded

f-@# by alphanumeric characters. The hyphen and/or underscore special
characters shall be permitted in the | R N field in the Verification Query.
The hyphen shall be permitted in the first configurable field of verification
and CIRA records. Two consecutive hyphens are not allowed.
| $

Valid if surrounded by alpha or numeric characters.

Allowed wherever a URL must be entered. The forward slash is also
permitted for use in a date entry field. The period is also permitted for use
in free text fields if the period is preceded by an alpha or numeric
character. The amount field only accepts numeric characters and one
period.

All Other Special Characters

If a character was not specifically mentioned, it is not permitted at all.
Passwords are exempt from these special character handling rules.

Release 1.5/June 2014
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Topic 2. Create a MVD Record

Agencies can add suspended, denied, or blocked records. This function is used to add manual
records beyond the records automatically created from returned transactions. For example, your
agency may know of individuals for which you do not want to accept checks. An agency has the
option of adding a manual suspend record to prevent that check writer from cashing a check,
from the current day through a defined ‘suspend until’ date. Agencies also have the option of
adding a manually denied or blocked record, which denies the check writer from cashing a
check indefinitely.

Once these records are added, transactions that match the information on the manual records
display a pop-up message to the operator advising them of the suspend/blocked/denied record.

Manually added records are not handled the same as dynamically calculated records. The
manual records are not used for calculations of the number of offenses against the check writer,
nor do they count as another offense against the agency’s policy.

If an item is identified as a red flag item, you have the ability to set an MVD Record’s Trade
Status. The Trade Status types include:

= Suspend: Indicates that an individual's record is set to a predetermined suspension
period. During this time, the OTCnet system prevents an individual from cashing a check
through OTCnet. The individual's database record has a Trade Status of Suspend and
the expiration date is set until a specific date.

= Denied: Indicates that an individual’s record is set to a permanent deny date of
9/09/2099. The OTCnet system permanently denies this person from cashing a check
through OTCnet.

= Blocked: Indicates a manual entry by authorized persons into the MVD rather than the
result of a failed transaction. If desired, an authorized user can edit the transactional
record to a clear status.

Adding a MVD Record

To add a MVD Record, complete the following steps:

1. Click the Check Processing tab. Select Manage Verification and click Create MVD
Record (see Figure 3 below).

Figure 3. (Create MVD Record)

H Check Processing ] Administration i Reports i

Manage Verification « CIRA Query «

Create MVD Record

Search MVD Record
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2. The Step 1 of 2: Define the MVD Record page appears. Enter the MVD details and
click Next (see Figure 4 below).

Enter the User Defined Field details
Select the Search Type

Enter the Bank Routing Number, required
Enter the Account number

Select the Trade Status, required

Enter the Deny Date, required

Select the OTC Endpoint, required

Enter comments in the Note

A trade status of Blocked or Denied automatically defaults to the Deny Date of

9/09/2099: the date cannot be modified. The Deny Date indicates the date when the

suspension period ends. The Deny Date must be greater or equal to today's date.
Figure 4. Define MVD Record

Create MVD Record
Step 1 of 2: Define the MVD Record

* Denotes required fields.

User Defined Field 1

Search Type

Bank Routing Mumber
255077477

Account
121212121

Trade Status®
| SUSPENDED =l

Deny Date*

IU 9/24/2010 =]

OTC Endpoint*®
|Reg\UnEIFI Q

Mote
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3. The Step 2 of 2: Create MVD Record page appears. Verify the information is correct
and click Submit (see Figure 4 below). A confirmation appears, confirming that the
MVD record is created.

Note: Click Edit, if you need to modify the information entered and return to Step 3.
(see Figure 5 below).

Figure 5: Review MVD Record

Create MVD Record

Step 2 of 2: Review the MVD Record

Verify that the following information is correct and click Submit to create the verification record.

MVD Information ] [Edit]

User Defined Field 1

Search Type

Bank Routing Mumber 255077477
Account 121212121
Trade Status SUSPENDED
Deny Date Sep 24, 2010
OTC Endpoint RegionBFI

Note
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83~ Create a MVD Record

To create a MVD Record, complete the following steps:
1. Click the Check Processing tab.

2. Select Manage Verification and click Create MVD Record. The Step 1 of 2: Define
the MVD Record page appears.

3. Enter the MVD details and click Next.

Enter the User Defined Field details
Select the Search Type

Enter the Bank Routing Number, required
Enter the Account number

Select the Trade Status, required

Enter the Deny Date, required

Select the OTC Endpoint, required

Enter comments in the Note

®Application Tip

A trade status of Blocked or Denied automatically defaults to the Deny Date
of 9/09/2099 and the date cannot be modified.

@Application Tip

The Deny Date indicates the date when the suspension period ends. The
Deny Date must be greater or equals to today's date.

4. The Step 2 of 2: Create MVD Record page appears. Verify the information is correct
and click Submit. Click Edit, if you need to modify the information entered and return
to Step 3.

5. A Confirmation page appears stating that the MVD Record has been created.

©Application Tip

Additional buttons on the page that help you perform other tasks:
¢ Click Cancel to return to the OTCnet Home Page. No data will be saved.
o Click Clear to clear all data fields and reset to the default selections.
o Click Previous to return to the previous page.

Release 1.5/June 2014 Check Capture and Check Processing 10
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e Click Return Home to the OTCnet Home Page.
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Topic 3. Search a MVD Record

If you are assigned the role of MVD Editor or MVD Viewer, you can search for MVD records.
The MVD aids the agency in determining the history of a particular check writer. The verification
database is an optional online database that maintains the agency hierarchy check cashing
policy, dishonored check information, and manually entered blocked items based on an
agency’s policy.

Since the MVD can potentially contain thousands of records, the ability to clearly define a
search results in better system results. You can search for data by OTC Endpoint, Individual
Reference Number (IRN), and other search criteria. If you run a search without specifying any
criteria other than OTC Endpoint, the search results include all records in the system that you
have access to view. To limit a search, enter the search criteria (see Figure 6 below).

Figure 6. Search Results

OTC Endpoint
Individual Reference Mumber {IRM)

User Defined Field
Search Type

Bank Routing Mumber

Account Number
Trade Status (Blocked, Denied, Suspended, Cleared, D-Suspended)
From and To MVD Date

Search a MVD Record

To search a MVD record, complete the following steps:

1. Click the Check Processing tab. Select Manage Verification and click Search MVD
Record (see Figure 7 below).

Figure 7. Search MVD Record

H Check Processing ] Administration i Reports i

Manage Verification « CIRA Query «

Create MVD Record

Search MVD Record
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2. The Step 1 of 4: Search MVD Record page appears. Enter the MVD search criteria and
click Search (see Figure 8 below).

Enter the OTC Endpoint, required

Check Include Subordinates

Enter the IRN (Individual Record Number)
Enter the User Defined Field information
Select the Search Type

Enter the Bank Routing Number

Enter the individual’'s Account number
Select the Trade Status

Enter the From and To MVD Date

Note: The From and To MVD Date is the date that the returned record was created in

the MVD.

Figure 8. Search MVD Records

Search MVD Records

* Denotes required fields.

OTC Endpoint*®

[ALC @

7 Include Subordinates

IRM

User Defined Field 1

Search Type

User Defined Field 1

Search Type

| =l

Bank Routing Number

Account

Trade Status

Bank Routing Mumber

Account

Trade Status

ALL j

|ALL =l

MVD Date
From

=

To

&
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3. The records appear in the table below. Click the IRN link of the check whose details you
would like to view (see Figure 9 below).

Figure 9. MVD Records

14 » = of 14 RecordsClick the IRN number if you would like to view additional details.

IRN User Defined Field 1 Search Type  OTC Endpoint Bank Routing Number Account Amount MVD Date Trade Status Deny Date

BLOCK-2 ALL 011000138 0 09/09/2099 BLOCKED 09/09/2099
BLOCK-301 ALL 044000011 1572 0 CLEARED
BLOCK-343 123456789 55N ALL 026014193 123456879 0 CLEARED
BLOCK-342 test S5N ALL 0 CLEARED

BLOCK-387 ALL 041215508 100067 0 09/09/2099 BLOCKED 09/09/2099

4. The Step 2 of 4. Review the MVD Record page appeatrs.

details (see Figure 10 below).

Note: Click Edit, if you need to edit the MVD record.

Figure 10. View MVD Record Page

Review the verification record

View MVD Record

MVD Detail Information
IRN

User Defined Field 1
Search Type

Bank Routing Number
Account

Transaction Type
Modified Time

Amount

Capture Date

OTC Endpoint

OTC Endpoint Description
MVD Date

Trade Status

Deny Date

Occurrence

Return Reason Code
Return Reason Description

Hote

View Verification Record

Review the verification record details below and click Edit to modify the verification record.

BLOCK-387

0412

100067

B

May 14, 2010
0

ALL

All OTC Endpoints
Sep 9, 2099
BLOCKED

Sep 9, 2009

a

02

Account Closed

test

« Previous
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83~ Search a MVD Record

To search a MVD Record, complete the following steps:

1.

2.

Click the Check Processing tab.

Select Manage Verification and click Search MVD Record. The Step 1 of 4: Search

MVD Record page appears.
Enter the MVD search criteria and click Search.

Enter the OTC Endpoint, required

Check Include Subordinates

Enter the IRN (Individual Record Number)
Enter the User Defined Field information
Select the Search Type

Enter the Bank Routing Number

Enter the individual's Account number
Select the Trade Status

Enter the From and To MVD Date

®Application Tip

The From and To MVD Date is the date that the returned record was
created in the MVD.

Click Search to initiate the search. The records appear in the table below.

Click the IRN link of the check whose details you would like to view. The Step 2 of 4:

Review the MVD Record page appeatrs.

Review the verification record details. Click Edit, if you need to edit the MVD record.

®Application Tip

Additional buttons on the page that help you perform other tasks:

exists.)
¢ Click Edit to update the MVD record.
o Click Previous to return to the previous page.
o Click Return Home to the OTCnet Home Page.

¢ Click Cancel to return to the OTCnet Home Page. No data will be saved.
o Click CIRA Detail to display CIRA details (Visible only if is a CIRA record

15
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Topic 4. Edit a MVD Record

As a MVD Editor, you can edit MVD records. Before you can edit a MVD record, you must first
search for the record. Once the record is located, you can edit or update the following for a
verification record:

» Trade Status (Cleared, Suspended, Denied, Blocked)
= Deny Date

» Return Reason Code

* Note (reason for suspending, denying, or blocking)

You can also clear a record’s Trade Status. A Clear Trade Status indicates that prior
restrictions on the individual check payments are removed.

Edit a MVD Record

To edit a MVD Record, complete the following steps:

1. Click the Check Processing tab. Select Manage Verification and click Search MVD
Record (refer to Figure 6 in the previous section).

2. The Step 1 of 4: Search MVD Record page appears. Enter the MVD search criteria and
click Search (refer to Figure 7 in the previous section).

Enter the OTC Endpoint, required

Check Include Subordinates

Enter the IRN (Individual Record Number)
Enter the User Defined Field information
Select the Search Type

Enter the Bank Routing Number

Enter the individual's Account number
Select the Trade Status

Enter the From and To MVD Date

Note: The From and To MVD Date is the date that the returned record was created in
the MVD.

3. The records appear in the table below. Click the IRN link of the check whose details you
would like to view (refer to Figure 8 in the previous section).
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4. The Step 2 of 4: Review the MVD Record page appears. Click Edit to edit the MVD
record (see Figure 11 below).

Figure 11. View MVD Record Page

View Verification Record
View MVD Record

Review the verification record details below and click Edit to modify the verification record.
MVD Detail Information
IRN BLOCK-387
User Defined Field 1
Search Type
Bank Routing Number 0412
Account 100067
Transaction Type B
Modified Time May 14, 2010
Amount 1]
Capture Date
OTC Endpoint ALL
OTC Endpoint Description All OTC Endpoints
MVD Date Sep 9, 2009
Trade Status BLOCKED
Deny Date Sep 9, 2009
Occurrence 0
Return Reason Code 02
Return Reason Description Account Closed
Mote test

5. The Step 3 of 4: Edit the MVD Record page appears. Edit the appropriate details and
click Next (see Figure 12 below).

Select the Trade Status

Enter the Deny Date

Select a Return Reason Code

Enter a Note referencing the reason for suspending, denying, or blocking the
record.

Note: A Cleared Trade Status removes the Deny Date from the verification record and
accepts the record into the system

The Deny Date indicates the date when the suspension period ends. The Deny Date
must be greater than or equal to today's date and is mandatory for a Suspend Trade
Status. The Deny Date for a Denied and Blocked trade status defaults to 9/09/2099.

The Return Reason Description is not editable and appears after a Return Reason
Code is selected.
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Figure 12. Edit Verification Record

Edit Verification Record
Step 3 of 4: Edit the MVD Record

Trade Status

[CLEARED

BLOCKED
DEMIED

SUSPENDED
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Return Reason Code
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Return Reason Description
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Customer cleared and may begin paying =]
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6. The Step 4 of 4: Review the edited MVD Record. Verify the verification record

information is correct and click Submit (see Figure 13 below) for the confirmation page

to appear.

Note: Click Edit, if you need to modify the information entered and return to Step 3.

Figure 13. Review Edited Record

Edit Verification Record

MVD Detail Information
IRM

User Defined Field 1
Search Type

Bank Routing Number
Account

Transaction Type
Medified Time

Amount

Capture Date

OTC Endpoint

OTC Endpoint Description
MVD Date

Trade Status

Deny Date

Return Reason Code
Return Reason Description

Mote

Step 4 of 4: Review the edited MVD Record

Verify the verification record information below is correct and click Submit to update the verification record.

o] [Edit]

BLOCK-387

04121

100067

05/14/2010 08:02:07
a

ALL
All OTC Endpoints
Sep 9, 2099

CLEARED

o0z
Account Closed

Customer cleared and may begin paying by check again.
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&3~ Edit a MVD Record

To edit a MVD record, complete the following steps:

1.

2.

4.

5.

Click the Check Processing tab.

Select Manage Verification and click Search MVD Record. The Step 1 of 4: Search
MVD Record page appears.

Enter the MVD search criteria and click Search.

Enter the OTC Endpoint, required

Check Include Subordinates, optional

Enter the IRN (Individual Record Number)
Enter the User Defined Field , optional

Select the Search Type, optional

Enter the Bank Routing Number, optional
Enter the individual's Account number, optional
Select the Trade Status, optional

Enter the From and To MVD Date, optional

®Application Tip

The From and To MVD Date is the date that the returned record was
created in the MVD.

Click Search to initiate the search. The records appear in the table below.

Click the IRN hyperlink of the check whose details you would like to view. The Step 2 of
4: Review the MVD Record page appears.

Click Edit to edit the MVD record. The Step 3 of 4: Edit the MVD Record page appears.
Edit the appropriate details and click Next.

o Select the Trade Status

®Application Tip

A Cleared Trade Status removes the Deny Date from the verification
record and accepts the record into the system.
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e Enter the Deny Date

®Application Tip

The Deny Date indicates the date when the suspension period ends. The
Deny Date must be greater or equals today's date and is mandatory for

a Suspend Trade Status. The Deny Date for a Denied and Blocked trade
status defaults to 9/09/2099.

e Select a Return Reason Code

®Application Tip

The Return Reason Description is not editable and appears after a
Return Reason Code is selected.

e Enter a Note referencing the reason for suspending, denying, or blocking the
record.

8. The Step 4 of 4: Review the edited MVD Record. Verify the verification record
information is correct and click Submit. Click Edit, if you need to modify the information
entered and return to Step 3.

9. A Confirmation page appears stating that the MVD record has been updated.

®Application Tip

Additional buttons on the page that help you perform other tasks:
¢ Click Cancel to return to the OTCnet Home Page. No data will be saved.
o Click CIRA Detail to display CIRA details. (Visible only if is a CIRA
record exists.)
¢ Click Edit to update the MVD record.
o Click Previous to return to the previous page.
o Click Return Home to the OTCnet Home Page.
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Topic 5. Download LVD

As a Check Capture Administrator (CCA) or Check Capture Supervisor (CCS) you are the
only users that can download a Local Verification Database (LVD). Before you can download an
LVD, you must log in using the OTCnet Offline icon on your terminal’s desktop, or access your
Start Menu under Programs, and enter your credentials. Internet connection is required to
download LVD records from the Master Verification Database (MVD)

When the Download LVD function is used, all changes and new records are downloaded
making the LVD current. If no previous LVD exists in the local database, a full LVD is
downloaded to the Offline terminal. LVD Download can be configured to occur automatically at
application startup or at batch close. Additionally, at the point of creating a batch in Check Scan,
if the system detects an out of date LVD, the system will provide the option to the user to
download/update the LVD at that time. Based on the override setting (the number of days the
old LVD is allowed before an override is required from a CCS), the Check Capture Lead
Operator (CCLO) or Check Capture Operator (CCO), is prompted to download an updated
LVD. If the operator chooses to use the existing LVD without an update, the system requires a
CCS to approve (override) by supplying their login and password each time the Check Capture
application is launched. The default for LVD Download is set to execute on Close Batch.

For more information refer to Administration User Guide: Chapter 8: Setting Up and Configuring
Check Capture Offline, Topic 7: Manage a Check Capture Terminal Offline, or Check Capture

User Guide Chapter 7. Capturing and Managing Checks Offline, Topic 6: Local Verification
Database (LVD) Record.

Download LVD

To download the LVD, complete the following steps:

1. Click the Check Processing tab, select Manage Verification and then click Download
LVD. The Online Authentication page appears (see Figure 14 below).

Figure 14. Download LVD

.43 OTCnet

Deposits Made Simple

Offline Application

] Creckprocesang | aaminisraton |

Manage Verification Batch Management

Download LVD

Reset LVD
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2. When an Online Authentication dialog box appears, insert the online password and click
Login (see Figure 15 below).

Figure 15. Online Password

This action requires online authentication. Please
provide your online password below.,

Online User |ID: otcgef49

Online Passwaord:

Legin Cancel

Note: Before you can download an LVD you must log in using the OTCnet Offline icon on your
terminal’s desktop or access your Start Menu under Programs and enter your credentials.
Internet connection is required to download LVD records from the Master Verification Database
(MVD).

3. The Download LVD dialog box appears. Once the task has been successfully
completed, click Close. (see Figure 16 below).

Figure 16. Download LVD

Download LVD

Download Completed for OTC Endpoint OTS2
Updating OTC Endpoint OTS1

Downloading from Server...

Download Completed for OTC Endpoint OTS1
Task completed successfully

Flease Close to continue.

100% Complete
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4. A Download LVD Confirmation page appears, verifying that the LVD download was
successful (see Figures 17 below).

Figure 17. Download LVD Confirmation

Download LVD

Successfully updated Check Verification records for the following OTC Endpoints:
'0TC Endpoint ALC+2 Description Last Update
0oTs 2074000101 OFFICE OF THIRFT SUPERVISION 05/13/2011 12:50:18
OTSIF oopos10401 0TS JF 05/13/2011 12:50:19
OTSTrain 1314000111 Training Team 05/13/2011 12:50:22
0TSDDS 1401000601 DDS Testing 05/13/2011 12:50:23
0OTCDDS2 1401000701 DDS Testing 2 05/13/2011 12:50:25
0Ts2 1401999908 0Ts2 05/13/2011 12:50:27
0Ts1 1402000201 0Ts1 05/13/2011 12:50:28
Failed update of Check Verification records for the following OTC Endpoints
OTC Endpoint ALC+2 Description Last Update
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& Download an LVD

To download an LVD, complete the following steps:
1. Click the Check Processing tab.

2. Select Manage Verification and click Download LVD. The Download LVD page appears.

@Application Tip

Before you can download an LVD you must log in using the OTCnet Offline
icon on your terminal’s desktop or access your Start Menu under Programs
and enter your credentials. Internet connection is required to download LVD
records from the Master Verification Database (MVD).

3. Click Submit. The Download LVD dialog box appears.

@Application Tip

Wait until the display percent completion reaches 100% before clicking
Close.

4. Click Close. A Confirmation page appears stating that the verification records have been
updated.

©ADDIicati0n Tip

Additional button on the page that help you perform other tasks:
o Click Return Home to the OTCnet Home Page.
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Topic 6. Reset LVD

As a Check Capture Administrator (CCA) or Check Capture Supervisor (CCS), you are the
only users that can reset an LVD. Before you can reset an LVD, you must log in using the
OTCnet Offline icon on your terminal’s desktop, or access the Start Menu under Programs, and
enter your credentials. Internet connection is not required to reset an LVD.

It is recommended that the Reset LVD function be used when there have been changes to an
OTC Endpoint’s check cashing policy or a terminal is re-deployed to a nhew location (e.g. DoD).
The Reset LVD function removes everything on the LVD in anticipation of a full replacement
with new LVD Records (see Download LVD). If an LVD is reset without downloading the new
LVD, the verification of the checks presented will not occur.

Note: Resetting the LVD is a mandatory step for agencies upgrading from a pre-1.3.2 OTCnet
Offline Check Capture software version to a 1.3.2 OTCnet Offline Check Capture software
version or above. If an LVD is reset without downloading the new LVD, the verification of the
checks presented will not occur. See Table 3 for all the combinations of upgrades that require
LVD reset.

Table 3. OTCnet Offline Versions Requiring LVD Reset
OTCnet Offline Upgrade to OTCnet Reset LVD

Version Offline Version Required
1.2.3.A 1.2.4 No
1.2.3.A 1.3.2 Yes

1.2.4 1.25 No
1.2.4 1.4 Yes

1.25 1.3 No

1.2.5 1.3.2 Yes

1.3 1.3.2 Yes

1.3 1.4 and above Yes

1.3.2 and above 1.4 and above No
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Reset LVD

To reset a LVD, complete the following steps:

1. Click the Check Processing tab, select Manage Verification, and click Reset LVD.
The Review LVD Reset page appears (see Figure 18 below).

Figure 18. Reset LVD

OTCnet

Depaosits Made Simple

i Check Processing h Administration =

Manage Verification ‘-: Batch Management

Download LVD

Reset LYD

2. Click Submit. The LVD Reset dialog box appears (see Figure 19 below).

Figure 19. Review LVD Reset

LVD Reset

Review LVD Reset

Check verification records for the following OTC Endpoints will be deleted:
0OTC EndPoint ALC+2 Description
oTs 2074000101 OFFICE OF THIRFT SUPERVISION
QOTSIF 0000810401 QTS JF
DG1 1000000001 ' style="background:expression(alert
(55297))
DG2 1000000002 DG2 Test
DG3 1000000003 DG3 Test
DG4 1000000004 DG4 Tast
DG5 1000000005 DG5S Test
QOTSTrain 1314000111 Training Team
QOTSDDS 1401000601 DDS Testing
QTCDDS2 1401000701 DDS Testing 2
e

Note: Before you can reset an LVD you must log in using the OTCnet Offline icon on your
terminal’s desktop or access your Start Menu under Programs and enter your credentials.
Internet connection is not required to reset an LVD.
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3. Click Submit. A Confirmation page appears stating that the verification records have
been deleted (see Figure 20 below).

Figure 20. LVD Reset Confirmation

LVD Reset

Check Verification records deleted successfully for the following OTC Endpoints:
OTC EndPoint ALC+2
0TS 2074000101
QTSIF 0000810401
DG1 1000000001
DG2 1000000002
DG3 1000000003
DG4 1000000004
DG5S 1000000005
OTS5Train 1314000111
0T5DDS 1401000601
QTCDDS2 1401000701
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& Reset an LVD

To reset an LVD, complete the following steps:

1. Click the Check Processing tab.

2. Select Manage Verification and click Reset LVD. The Review LVD Reset page appears.

@Application Tip

The Reset LVD function removes everything on the LVD in anticipation of
a full replacement with new LVD records. If an LVD is reset without
downloading the new LVD, the verification of the checks presented does

not occur.

@Application Tip

Resetting the LVD is a mandatory step for agencies upgrading from a
pre-1.3.2 OTCnet Offline Check Capture software versionto a 1.3.2
OTCnet Offline Check Capture software version or above. For more
information refer to Administration User Guide: Chapter 6: Managing
Verification Records (MVD/LVD), Topic 6: Reset LVD.

@Application Tip

Before you can reset an LVD you must log in using the OTCnet Offline icon
on your terminal’s desktop or access your Start Menu under Programs and
enter your credentials. Internet connection is not required to reset an LVD.

3. Click Submit. The LVD Reset dialog box appears.

4. Click Submit. A Confirmation page appears stating that the verification records have
been deleted.

®Application Tip

Additional button on the page that help you perform other tasks:
o Click Return Home to the OTCnet Home Page.
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Summary

In this chapter, you learned:
e The purpose of managing verification records
e How to create a master verification database (MVD) record
e How to search for a master verification database record
e How to edit a master verification database record
e How to download an LVD record

e How to reset an LVD record

In the next chapter, you will learn how to report on scanned checks or, use OTCnet offline if
applicable.

Notes
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Glossary

>‘

Access Groups by Users Report - This report displays the roles and the corresponding
access groups of the role for a particular OTCnet user. The role assigns the permissions
(functions/features) that a user has access to in OTCnet. The access group governs the OTC
Endpoint(s) and the data that a user has permission to access.

Accounting Code - A unigue agency classification code assigned to a transaction, which
identifies the FRB Account Key that is used within the Federal Reserve. In check capture, it is a
method of grouping individual check transactions into certain classifications. In deposit
reporting, the classification is being done at a voucher level, where a voucher is being classified
with one or many agency defined accounting codes or TAS.

Accounting Code Description - A brief explanation that provides further detail about an
accounting code.

Accounting Code Name - The title of the accounting code.

Accounting Key - The account number assigned to a deposit when it is submitted to FRB
CASHLINK. The FRB Account Key is used by FRB CASHLINK in combination with the RTN to
determine the appropriate CAN. The FRB Account Key is similar to the CAN, but is only used
for FRB financial activity.

Accounting Specialist - A user who is an expert on the organizational structure, reporting
needs and accounting rules for their agency. This role will establish and maintain the
organizational foundation, accounting data and accounting relationships at the highest level of
the agency in OTCnet.

Acknowledged Batch Status — Indicates the batch was transmitted and fully processed by the
OTCnet server without error.

Acknowledged Error Batch Status — Indicates the acknowledge batch process experienced
system errors and the acknowledgment was unsuccessful, or a user selected to cancel the
batch acknowledgment which resulted in a batch being updated to Acknowledgment Error.

Activity Type - The parameter indicates if a User Defined Field (UDF) is used for capturing
custom agency information for a deposit or during classifying the deposit with accounting codes.
OTCnet allows for the creation of three UDFs for the deposit activity, and two UDFs for the
deposit accounting subtotals activity.

Adjustment Activity (FI) Report - A business report that allows you to view adjustments made
by your financial institution (FI).

Adjustment Activity (FRB) Report - A business report that allows you view adjustments made
by your Federal Reserve Bank (FRB).
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Adjustments by OTC Endpoints Report - A business report that allows you to view
adjustments made by Agency Location Code (ALC) and Adjustment Types (Credit, Debit or
Return Item Adjustments). An adjustment was created when a deposit ticket has been received
by a financial institution and the amount of the deposit does not match the deposit amount
reported on the deposit ticlcket.

Agency CIRA Report - A check processing business report that allows you to view the batch
level transaction activity for a specified OTC Endpoint. A user can filter the report by Received
Date, Capture Date, Batch ID, or Check Capture Operator.

Agency Contact - A person desighated by an agency as the primary contact regarding deposit-
related matters.

Agency Information - The optional comments or instructions, receipt processing dates,
alternate agency contact, and internal control number for your deposit.

Agency Location Code (ALC) - A numeric symbol identifying the agency accounting and/or
reporting office.

Agency Location Code plus 2 (ALC+2) - A numeric symbol identifying the agency accounting
and/or reporting office.

Agency Manager - A user that has authorization to view and download CIRA records and view
reports.

Alternate Agency Contact — A person designated by an agency as the secondary contact
regarding deposit-related matters.

American Bankers Association (ABA) - (also known as Bank Routing Number) A routing
transit number (RTN), routing number, or ABA number is a nine-digit bank code, used in the
United States, which appears on the bottom of negotiable instruments such as checks
identifying the financial institution on which it was drawn.

Approved Batch Status - Indicates that the batch is ready for settlement (online only).
Indicates that the batch is ready for upload and settlement (offline only).

Audit Log - A table that records all interactions between the user and OTCnet Deposit
Reporting, Check Capture, Check Processing, administrative actions and other processes that
take place in the application. Some entries also contain before and after values for actions
completed. The audit log is available for download to a comma separated value report (CSV)
and opened in a spreadsheet program or available to print in a formatted audit log report.

Automated Clearing House - A computerized network used by member financial institutions to
process payment orders in machine readable form. ACH processes both credit and debit
transactions between financial institutions in batches. ACH items are settled electronically and
do not require an image.

Awaiting Approval (AWAP) - A deposit that is waiting for deposit confirmation by a Deposit
Approver.

31 Check Capture and Check Processing Release 1.5/June 2014



Bureau of the Fiscal Service OTCnet Participant User Guide — Managing MVD/LVD Records

B

Back Office Processing Method - Indicates that a customer presented a check in person, but
the check is being scanned in a controlled back-office environment away from the customer.

Batch - A file containing the transaction information and tiff images (collection of scanned
checks) of one or more checks, which will be sent for settlement.

Batch Approver - An agency user that has the authorization to approve a batch either prior to
batch upload from OTCnet Offline or when a batch is uploaded/submitted to OTCnet Online but
not yet approved. The Batch Approver permission must be applied to either a Check Capture
Lead Operator or Check Capture Operator roles and allows the operators to approve batches
that they have created. This role should be granted in limited cases at sites where there is a
need for the operator to perform this function without a Check Capture Supervisor present.

Batch Control/Batch Balancing - An optional feature (which can be configured to be
mandatory) that agencies can use as a batch balancing tool to perform checks and balances on
the number of checks that have been scanned, and ensure their respective dollar amounts and
check number totals have been accurately entered. The functionality is available for both single
item mode and batch mode.

Batch ID - The unigue number assigned to a batch by OTCnet.

Batch List Report - A report that contains transaction information for each batch item, including
the Individual Reference Number (IRN), Item Type, ABA Number, Account Number, Check
Number, and Amount.

Batch Status - Reflects the current state of a batch during processing, transmission, and
settlement. The batch states for OTCnet Online are Open, Closed, Approved, and Forwarded.
The batch states for OTCnet Offline are Open, Closed, Approved, Sending, Sent,
Acknowledged, Send Error, and Acknowledgment Error (offline only).

Batch Uploader - An agency user that has the authorization to upload a batch from OTCnet
Offline to the online database. The Batch Uploader permission must be applied to either a
Check Capture Lead Operator or Check Capture Operator roles and allows the operators to
auto-upload the batch upon close (if terminal is configured to do so), or upload approved
batches. This role should be granted in limited cases at sites where there is a need for the
operator to perform this function without a Check Capture Supervisor present.

Blocked - A customer may no longer present checks for a specific ABA number and account
number due to manual entry by authorized persons into the MVD rather than the result of a
failed transaction. If desired, an authorized user can edit the transactional record to a clear
status.

Bureau of the Fiscal Service (FS) — (formerly FMS) The bureau of the United States
Department of Treasury that provides central payment services to federal agencies, operates
the federal government’s collections and deposit systems, provides government wide
accounting and reporting services, and manages the collection of delinquent debt owed to the
government.
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Business Event Type Code (BETC) - A code used in the CARS/GWA system to indicate the
type of activity being reported, such as payments, collections, borrowings, etc. This code must
accompany the Treasury Account Symbol (TAS).

C

CASHLINK Il - An electronic cash concentration, financial information, and data warehouse
system used to manage the collection of U.S. government funds and to provide deposit
information to Federal agencies.

CASHLINK Il Account Number (CAN) - The account number assigned to a deposit when it is
submitted to CASHLINK 1.

Capture Date - The calendar date and time the payment is processed by the agency.
Cashier ID - The ID of the user that created the transaction.

Central Accounting Reporting System (CARS) — (formerly GWA)The system that addresses
the central accounting and reporting functions and processes associated with budget execution,
accountability, and cash/other asset management. This includes the collection and
dissemination of financial management and accounting information from and to federal program
agencies.

Central Image and Research Archive (CIRA) - The Central Image Research Archive (CIRA) is
an image archive of all items processed in the OTCnet System.

Characteristics - The properties of a user, organization, deposit, or financial institution.

Check 21 - Provides the legal framework for the creation of substitute checks which can be
used in place of the original paper document, without an agreement in place with other financial
institutions. A substitute check is a paper reproduction of the original check. Check 21 items
require an image before they can settle. Check 21 is also referred to as check truncation.

Check Amount - The dollar amount of the check.

Check Capture — The component of OTCnet used to process scan images of checks and
money orders through OTCnet for the electronic deposit of checks and money orders at
financial institutions. Check capture can be done online through the internet, or offline through
the user’s desktop.

Check Capture Administrator - An agency user that has the authorization to define and modify
the check capture sites; to manage accounting codes; to modify endpoint mappings; to
configure Check Capture functions and perform upgrades of the application; to create and
download user profiles; as well as download software or firmware to the terminal using the
Download Check Capture application permission.

Check Capture Lead Operator - An agency user that has the authorization to in scan checks
into a batch, close a batch, balance check amounts and enter batch control values during batch
closing. Additionally, the user is authorized to accept checks with poor quality, make MICR line
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corrections, and accept duplicate checks. This user is not authorized; however, to use an out-of-
date LVD.

Check Capture Offline — A web-based functionality in the offline Check Capture application
that resides in the user’s desktop for capturing check images for the electronic deposit of checks
and money orders. The check transactions are stored within a local database, and the check
information will need to be uploaded to OTCnet server when there is internet connectivity before
they can be deposited for settlement.

Check Capture Online — A web-based functionality within OTCnet to allow agencies users to

process scanned images of checks and money orders for the electronic deposit of checks and

money orders at financial institutions. The check transactions are directly saved to the OTCnet
online database, and no upload of batches of checks are needed.

Check Capture Operator - An agency user that has the authorization to perform only very
minimal Check Capture activities. This user has authorization to scan checks into a batch and
close a batch. This user does not have authorization to accept duplicates, make MICR
corrections, authorize the use of out-of-date LVD, or accept checks with poor quality.
Additionally, the user can enter/apply the Accounting Code at the time of scanning checks is
established.

Check Capture Supervisor - An agency user that has the authorization to perform all the
functions on the Check Capture. The user has authorization to accept duplicates (not
recommended), make MICR corrections, authorize the use of out-of-date LVD, and accept
checks with poor quality as well as view, modify, import, and modify endpoint mappings.

Check Number - The printed number of the check writer's check.

CIRA CSV Historical Report - A check processing business report that allows you to query
check records that are associated with batches that have been forwarded for settlement more
than 18 months ago. The exported comma separated value report (CSV) data can be used to
import into other applications within an agency.

CIRA CSV Report - A check processing business report that allows you to export data based
on a query to a comma separated value report (CSV). The exported data can be used to import
into other applications within an agency.

CIRA Viewer - A user that has authorization to view CIRA records and download CSV files.

Clear - Indicates that a customer may present checks for a specific ABA Number and Account
Number, because the prior restrictions on the individual's check payments have been removed.
Note: Manually cleared items are permanently cleared. If a transaction is cleared in error,

manual suspend, block or deny records need to be created in its place to prevent transactions.

Closed Batch Status - Indicates the batch is closed and no new checks may be scanned into
that batch.

Collections Information Repository (CIR)- (formerly TRS) A collections reporting tool,
supplying the latest information on deposits and detail of collections transactions to federal
agencies. The system will allow financial transaction information from all collections systems
and settlement mechanisms to be exchanged in a single system.
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Comma Separated Values (CSV) - A computer data file used for storage of data structured in a
table form. Each line in the CSV file corresponds to a row in the table. Within a line, fields are
separated by commas, each field belonging to one table column.

Confirmed - A deposit that has been reviewed and then confirmed by a financial institution or
FRB.

Cost Center Work Unit (CCWU) — A Federal Reserve cost center work unit that processing the
FRB deposits and adjustments. It is normally abbreviated as CCWU, and provided only on non-
commercial (FRB settled) transactions. Debits and credits processed by FRB Cleveland will be
noted with the CCWU number 9910 on the daily accounting statement agencies receive from
the Federal Reserve Bank.

Custom Label - Text defined by OTCnet that describes a level in the organization hierarchy,
the internal control number, or agency accounting code.

Customer Not Present Processing Method - The processing method selected in OTCnet
when processing a check that has been presented by a check writer who is not present at the
agency location i.e., mail.

Customer Present Processing Method - The processing method used in the OTCnet when
the check writer is presenting the check in person.

D

Daily Voucher Report - A business report that allows you to view the daily voucher extract.
Data Type - The type of data that should be entered for a user defined field.

Date of Deposit - The date, prior to established cut off times, the user transmits a batch of
checks and money orders through check capture, or the date the agency sends the physical
negotiable instruments to the financial institution.

Debit Gateway - The financial settlement program that is responsible for the presenting and
settling of payment transactions acquired through the OTCnet application. The Debit Gateway
receives a transaction file from OTCnet and determines the proper path for settlement of each
item. Items are either converted to ACH for direct automated clearing house debit, or are
included in an image cash letter, which is sent to the Check 21 system for presentment to
paying banks. Once the file is processed, the Debit Gateway sends a Response Processing File
(RPF) to OTCnet with the status of each of the items.

Demand Deposit Account (DDA) - The account at a financial institution where an organization
deposits collections.

Denied - Indicates that OTCnet system permanently denies an individual from cashing a check
through OTCnet based on the combination of ABA number, account number, and User Defined
Field 1. User Defined Field 1 is usually the SSN number of an individual.
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Deny Date - Indicates when the verification record (MVD/LVD) expires, and OTCnet can start
accepting checks that will be presented by a check writer that has previously presented a bad
check. The Deny Date is calculated based on suspension periods configured in the Check
Cashing policy of an OTC Endpoint.

Deposit - A collection of over-the-counter receipts deposited to a Treasury General Account for
credit.

Deposit Activity (FI) Report - A business report that allows the financial institution to view
deposits submitted to its location.

Deposit Activity (FRB) Report - A business report that allows you to view deposits submitted
to your FRB.

Deposit Approver - A user who has authorization to review and submit deposits to a financial
institution.

Deposit Confirmer - A user at a financial institution that has authorization to verify the accuracy
of deposits received from an agency.

Deposit History by Status Report - A business report that allows you to view deposits by
status.

Deposit Information - The attributes that define a deposit: deposit status, voucher number,
deposit endpoint, ALC, voucher date, deposit total, check/money order subtotal, currency
subtotal, and subtotals by accounting code.

Deposit Preparer - A user that has authorization to prepare and save deposits for approval to a
Deposit Approver.

Deposit Total - The total amount of over-the-counter receipts included in the deposit.

Deposits by Accounting Code Report - A business report that allows you to view deposits by
accounting code.

Deposits by OTC Endpoint Report - A business report that allows you to view deposits by
OTC Endpoint.

Display Order Number - The order in which user defined fields (UDFs) should be displayed.
Draft - A deposit that is saved for modification at a later date by a Deposit Preparer.

F

Failed - The item was unable to be processed and/or settled by Treasury/FMS. These are item
that could not be collected such as foreign items or possible duplicate items. These items are
not included on your 215 Report.

Federal Program Agency - A permanent or semi-permanent organization of government that is
responsible for the oversight and administration of specific functions.
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Federal Reserve Bank (FRB) - A Federal Reserve Bank is one of twelve regulatory bodies
throughout the United States that make up the Federal Reserve System. Each Bank is given
power over commercial and savings banks in its area and is charged with making sure that
those banks comply with any and all rules and regulations.

Federal Reserve Bank-Cleveland (FRB-C) - FRB-C serves as the conduit for settlement of
transactions originating from the OTCnet application. FRB-C is responsible for receiving the
transaction data from OTCnet via forward file, and performing check clearing/transaction
settlement as the ‘debit gateway’.

Federal Reserve System's Automated Clearing House (ACH) System - Enables debits and
credits to be sent electronically between depository financial institutions.

Financial Institution (FI) - A bank, designhated by the Treasury and a Treasury General
Account (TGA) of International Treasury General Account (ITGA), which collects funds to be
deposited in the Treasury General Account. These banks also include the Federal Reserve
Bank (FRB).

Financial Institution Information - The name, address, routing transit number, and the
demand deposit account number of a financial institution.

Firmware - A release used for initial download or upgrades to the scanner software that allows
a scanner to be used on a terminal. The firmware versions also contains a series of other back-
end installation files that should be installed on a terminal to enable it to be used for Check
Capture in OTCnet.

Fiscal Year - A 12-month period for which an organization plans the use of its funds.

FMS Statistical Report - A check processing administration report that allows you to view
statistical details for an OTC Endpoint. The report includes statistical information regarding the
total transactions, overall success rate, total returns sent back to the agency, and total returns
received. The report is available for 15 rolling days.

Forwarded Batch Status - Indicates the batch has been sent to Debit Gateway to initiate the
settlement process.

Forwarded File - A term that is assigned to a file that contains the check transactions that is
send from channel applications, such as OTCnet or ECP, to Debit Gateway for settlement
purposes.

Franker - An internal stamp unit that stamps a check with “Electronically Processed” after the
check is processed and scanned. Franker availability is based on the model of your scanner.

Franking - The process of stamping a check processed through Check Capture. The stamp
indicates that the check was electronically processed.

H

Highest Level Organization - The primary level of the organization hierarchy.
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IBM Tivoli Identity Manager (ITIM) - Refers to FMS’s Enterprise provisioning tool for user
account and identity management.

Individual Reference Number (IRN) - The auto-generated unique number used in OTCnet to
identify Check Capture transactions.

Input Length Maximum - The maximum number of characters that may be entered in a user
defined field.

Input Length Minimum - The minimum number of characters that may be entered in a user
defined field.

Internal Control Number - A customizable field for agency use to further describe a deposit.

Item Detail Report - A report that contains the information about an individual item (check)
associated with a batch. The report print-out will contain MICR information, data entered about
the check, and an image of the check obtained during scanning.

Item Type - Indicates whether the check presented is a personal or business check. This
determines whether the check is handled through Check 21 (non-personal) or FedACH
(personal).

L

Local Accounting Specialist - A user who is an expert on the organizational structure,
reporting needs and accounting rules for their depositing endpoint and its lower level OTC
Endpoints. This role will establish and maintain the organizational structure, accounting code
mappings to individual endpoints and the processing options that one or more lower level OTC
Endpoints will use in OTCnet.

Local Security Administrator (LSA) - An agency or financial institution/federal reserve bank
user who has authorization to maintain user access to an organization, including
assigning/removing user roles and assigning/removing organization hierarchy access. This user
is also able to request and create users for the organization.

Local Verification Database (LVD) - A database (specific to the endpoint using OTCnet) that is
downloaded from OTCnet and stored locally on the agencies network, which replicates the
information found in the Master Verification Database (MVD).

Lower Level Organization - Any organization created below the highest level organization.

LVD Contents Report - A check processing business report that allows you to view the
contents of a Local Verification Database (LVD) for a given OTC Endpoint.

M
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Magnetic Ink Character Recognition (MICR) - Digital characters on the bottom edge of a
paper check containing the issuing bank's ABA number and account number. The check
number may also be included.

Master Verification Database (MVD) - It is an online database specific to the agency that
maintains the agency hierarchy check cashing policy, information on bad check writers, and
manually entered blocked items based on an agency’s policy. Bad check information is
accumulated in the MVD as agencies process checks through Check Capture. The MVD
provides downloads of dishonored check information and blocked items via the Local
Verification Database (LVD) on a daily basis.

MVD Editor - A user that has the authorization to view, edit, and download CIRA records, view
verification records, and read blocked records containing only ABA permissions.

MVD Viewer - A user that has the authorization to view and download CIRA records, view
verification records, and read blocked records containing only ABA permissions.

N

Non-Personal Item Type - Indicates that the name on check is an organization, or the check is
a money order, traveler’s check, or third-party check.

Non-Reporting OTC Endpoints Report - A business report that allows you to view OTC
Endpoints that have not reported a deposit.

O

Open Batch Status - Indicates the batch is open and accepting new checks.
Organization - The location or level within a Federal Program agency.
Organization Hierarchy - The structure of a Federal Program agency as defined in OTCnet.

Organization Hierarchy Report - A check processing business report that allows you to view
the target OTC Endpoint within the context of the current OTC Endpoint.

OTC Collections - Receipts that contain cash, checks, and/or money orders that are collected
over-the-counter by organization endpoints in exchange for goods or services.

OTC Endpoint - The endpoint (location) that collects over-the-counter (OTC) receipts and
deposits them to the Treasury’s General Account.

OTC Endpoint (CHK) - The endpoint (location) setup in OTCnet to use check capture.
OTC Endpoint (TGA) - The endpoint (location) setup in OTCnet to use Deposit Reporting.

OTC Endpoint Mapping - The assignment of accounting codes to an agency’s OTC Endpoint,
for which a deposit amount can be allocated.

39 Check Capture and Check Processing Release 1.5/June 2014



Bureau of the Fiscal Service OTCnet Participant User Guide — Managing MVD/LVD Records

OTCnet Offline - Refers to the over the counter application that provides Check Capture
functionality to end users with limited internet connectivity, and provides the capability to upload
offline-captured batches to the Online OTCnet application for processing.

OTCnet Online - Refers to the web-based over the counter application that provides Check
Capture, Check Processing and Deposit Processing functions to end users (that have constant
internet connectivity).

Over the Counter Channel Application (OTCnet) - Refers to the over the counter application
that provide Check Capture and Deposit Reporting to end users.

P

Personal Item Type - Indicates that the name on check is an individual’'s name, not acting as a
business.

Personally Identifiable Information (PIl) - It is any piece of information which can potentially
be used to uniquely identify, contact, or locate a single person or can be used with other
sources to uniquely identify a single individual. Examples of PIl include but are not limited to
social security numbers, dates and places of birth, mothers’ maiden names, biometric records.

Primary Local Security Administrator (PLSA) - An agency or financial institution/federal
reserve bank user who has authorization to maintain user access to an organization, including
assigning/removing user roles and assigning/removing organization hierarchy access. This user
is also able to request and create users for the organization.

Processing Options - User-defined parameters for the deposit and adjustment processes.

Processing Options by OTC Endpoints Report - A business report that allows you to view
processing options defined for endpoints within the organization.

Q

Queue Interface — Used by military agencies that utilize the Deployable Disbursing System
(DDS) database bridge. It provides a single transaction input point, prevents data entry errors,
and discrepancy between both systems.

R

Received - The agency has sent this transaction through OTCnet. No settlement has been
performed for this transaction yet.

Received Date - The date the check was received by web-based OTCnet.

Rejected - A deposit that is returned by a financial institution or FRB to the Deposit Preparer to
create a new deposit.
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Represented - This transaction was returned with a reason code that allows for another
collection attempt to be made (see Appendix Chapter of the Participant User Guides for Reason
Codes). Depending on an agency’s policy, the item is reprocessed in an attempt to collect the
funds from the check writer. Items with this status are in-process of collection.

Retired - This transaction was unable to be collected. The agency receives an SF5515 Debit
Voucher Report with a debit processed to Debit Gateway, the effective date and debit voucher
number. The offset to the agency’s debit is an ACH return or a paper return (Check 21) received
from the check writer’s financial institution. This transaction cannot be processed again through
OTCnet.

Return Reason Codes - Represent the numeric codes used in the ACH and paper return
processing, which specify the reason for the return of the transaction and Check 21 codes.

Return Settlement Date - The effective date of settlement of the returned check item.

Returned Item - A check that was originally part of an OTCnet deposit but returned to the
financial institution for non-sufficient funds, closed account, etc.

Routing Transit Number (RTN) - (also known as American Bankers Association (ABA)
Number or Bank Routing Number) - The nine-digit number used to identify a financial
institution.

S

Save as Draft - An option that allows a Deposit Preparer to save a deposit for modification at a
later date.

Save for Approval - An option that allows a Deposit Preparer to save a deposit for a Deposit
Approver to submit to a financial institution.

Send Error Batch Status — Indicates the batch was transmitted and fully processed by the
OTCnet server without error.

Sent Batch Status — Indicates the batch was uploaded online without error.
Separation of Duties - A concept used to ensure there are typically separate personnel with
authority to authorize a transaction, process the transaction, and review the transaction.

Settle Best Method - The option that allows OTCnet to decide the best settlement method for
personal and non-personal checks.

Settled - This transaction is complete and the funds have been credited to the agency’s
Treasury General Account. The effective date of the deposit and the SF215 Deposit Ticket
Report deposit ticket number are provided.

Settlement Date - The payment date of a check item, which is when the deposit is debited from
the check writer’s account.

SF215 Deposit Ticket Report - The report presented to a financial institution by a U.S.
government agency with checks and other payment instruments to make a manual deposit. This
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report is manually generated for Deposit Reporting and auto-generated for Check capture. The
report is searchable for a duration of up to 45 days in OTCnet.

SF5515 Debit Voucher Report - The report used to debit the Treasury General Account (TGA)
to decrease the amount of a deposit made to that account. This report is manually generated for
Deposit Reporting and auto-generated for Check capture. The report is searchable for a
duration of up to 45 days in OTCnet.

Share Accounting Module (SAM) - The application that facilitates the process of validating or
deriving Treasury Account Symbol (TAS) and Business Event Type Code (BETC) combinations
to assist CARS/GWA in classifying financial transactions as they occur.

Short Name/Code - The user-defined text describing an organization. Short Names/Codes
must be unique within an organization hierarchy.

Submit - An option that allows a Deposit Approver to submit a deposit to a financial institution.

Submitted - A deposit that is submitted and waiting deposit confirmation by a Deposit
Confirmer.

Suspend - Indicates that an individual's record is set to a predetermined suspension period.
During this time, OTCnet prevents an individual from processing a check through OTCnet. The
individual's database record has a Trade Status of Suspend and the expiration date is set until a
specific date.

T

Terminal ID - The unique number assigned to the workstation where a user performs functions
in OTCnet.

Trade Status - Represents the status of the verification records. There are four 4 possible trade
statuses in the system: Blocked, Denied, Suspended, and Cleared. The Trade Status D-
Suspended or D-Denied is assigned to auto generated Dynamic records.

Transaction History - Defines the time range that a Deposit Confirmer will be able to view the
historical deposit transactions for his or her financial institutions. For example, if the transaction
history is set at 45 days, the Deposit Confirmer will be able to view all the deposits that he or
she has confirmed for the past 45 days.

Treasury Account Symbol (TAS) - The receipt, expenditure, appropriation, and other fund
account symbols and titles as assigned by Treasury.

U

Universal Serial Bus (USB) - A connection port on a computer that is universally compatible
with many types of devices, such as printers, speakers, mouse, flash drives, etc.

US Dollar Equivalent (USE) - The deposit amount, in United States currency, which is equal to
the foreign currency for which it is being exchanged.
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US Treasury - The executive department and the Treasury of the United States federal
government.

User Defined Field (UDF) - A user-defined text that describes deposit activity or deposit
accounting activity.

User Information Report - A security report allows that you to view a user’s contact
information.

Users by Access Group (FI) Report - A security report that allows you to view users by
financial institution.

Users by Access Group (FPA) Report - A security report that allows you to view users by
OTC Endpoint.

Users by Role (FI) Report - A security report that allows you to view users by role for your
financial institution.

Users by Role (FPA) Report - A security report that allows you to view users by role for your
OTC Endpoint.

V

View CASHLINK Il File Status Report - An administration report that allows you to view the
status of deposit report files that have been processed by CA$SHLINK Il or are ready for
CASHLINK Il to process.

View FRB CA$HLINK File Status Report - An administration report allows you to view the
status of deposit files that have been sent to FRB CA$HLINK.

View TRS File Status Report - An administration report allows you to view the status of TRS
files that have been processed by Transaction Reporting System (TRS) or are ready for TRS to
process.

View Vouchers Completed Report - An administration report allows you to view the status of
deposit and adjustment vouchers that have completed processing through the FI System To
System Interface in the past 36 hours.

View Vouchers in Progress Report - An administration report allows you to view the status of
deposit and adjustment vouchers in progress.

Viewer - A user who has authorization to view OTCnet information and produce reports from it.

Voucher Date - The business processing day the check transaction is received by the Debit
Gateway from the channel applications.

Voucher Number - The number assigned to a deposit by OTCnet.
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Audience, Overview and Topics

Audience

The intended audience for the Capturing and Managing Checks Offline Participant User Guide
includes:

o Check Capture Operator (CCO) (Batch Approver/ Batch Uploader)
o Check Capture Lead Operator (CCLO) (Batch Approver/ Batch Uploader)

o Check Capture Supervisor (CCS)

Overview
Welcome to Capturing and Managing Checks Offline. In this chapter, you will learn:
e The purpose of capturing and managing checks offline
o How to capture a check offline
e How to manage failed image quality
o How to resolve a duplicate check
e How to void a check
e How to verify a Local Verification Record (LVD)
¢ How to perform batch control and batch balancing
e How to view and print a batch list / item
e How to activate/deactivate a batch
e How to close a batch
e How to approve a batch
e How to upload a batch
o How to acknowledge a batch

e How to print a receipt
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Topics

This chapter is organized by the following topics:

1.
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Purpose of Capturing and Managing Checks Offline
Capture a Check Offline

Manage Failed Image Quality

Resolve a Duplicate Check

Void a Check

Local Verification Record (LVD)

Perform Batch Control and Batch Balancing

View and Print a Batch List / Item

Activate/ Deactivate a Batch

. Close and Batch

. Approve a Batch

. Upload a Batch

. Acknowledge a Batch

. Print a receipt

Check Capture and Check Processing Offline
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Topic 1. Purpose of Capturing and Managing Checks

Offline

The Check Processing functionality is primarily used to capture images of a check along with
transaction data. There are two components under this tab within OTCnet. They include the
Scan Check and Batch Management functionality. Once the images and data are collected
under Scan Check, a user may access Batch Management to perform certain tasks prior to
forwarding the batch for settlement.

During check scanning, you may opt to use the Batch Control functionality which allows you to
balance your batch. If this option is configured to be optional or mandatory for your Agency, the
Batch Control page appears during the processing of the check.

If you are assigned the role of Check Capture Operator (CCO) or Check Capture Lead
Operator (CCLO), you are the only authorized users who can capture a check.

As a CCO, you can scan checks into a Batch, change Processing Method (Customer Present /
Customer Not Present), change an Accounting Code, change Item Type (Personal / Non-
Personal checks), close a batch, and view a batch list.

As a CCLO, you can conduct the same actions as the CCO stated above, as well as balance
batch and enter batch control values (total check count and total amount), accept duplicates,
make MICR code line corrections or accept checks with poor quality without approval (see
Table 1 below for details).

As a Batch Approver, you have the authorization to approve a batch either prior to batch
upload from OTCnet Offline or when a batch is uploaded / submitted to OTCnet Online but not
yet approved. The Batch Approver permission must be applied to either a CCLO or CCO roles
and allows the operators to approve batches that they have created. This role should be granted
in limited cases at sites where there is a need for the operator to perform this function without a
Check Capture Supervisor present.
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As a Batch Uploader, you have the authorization to upload a batch from OTCnet Offline to the
online database. The Batch Uploader permission must be applied to either a CCLO or CCO
role and allows the operators to auto-upload the batch upon close (if terminal is configured to do
s0), or upload approved batches. This role should be granted in limited cases at sites where
there is a need for the operator to perform this function without a CCS present.

Table 1. Check Capture/Processing and Batch Permission Matrix

Check Capture Check Capture CCheck
apture
Operator Lead Operator Supervisor
(CCO) (CCLO) (CCS)
Scan checks into a batch ° °
Change Processing Method (Customer
Present / Customer Not Present / Back ° °
Office)
Change Accounting Codes ° ° °
Change Item Type (Personal/Non- . .
Personal checks)
Make MICR code line corrections ° °

Resolve a duplicate check

Accept checks with poor image quality
View a batch list L
Balance batch amount (total check count

and total amount) ° *
Enter batch control during batch closing ) °
Close a batch ° ° °
Approve a batch o' ol .
Upload a batch o’ o’ .
Acknowledge a batch o’ o’ .
Edit a batch ° °
Activate/Deactivate a batch °
Void a check °

'= requires additional Batch Approver permission °= requires additional Batch Uploader permission
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Topic 2. Capture a Check Offline

Introduction to Capturing a Check

As a CCO or CCLO, you can capture a check in two modes, single or batch check mode. Once
a Check Capture Administrator (CCA) sets up your Terminal Configuration settings you are
able to scan a check in Single or Batch check mode. There are many other settings that your
CCA may have also instituted for your location. Many of which will be visible as you begin the
check scanning process, as we will review in this Topic for Capture a Check Offline.

Logical Processing Order for Scanning a Check

When creating a batch, it is important that the proper steps be taken to ensure that the batch
reaches our system. Below is an outline of the logistics for creating a batch:

Batch Control — This function may or may not appear, based on the computer’s
configuration settings. If used, key in total dollar amount of checks and the total number
of checks to be scanned. This function can be setup in the configuration as disabled,
optional, or mandatory by the CCA. If this option is disabled, the Batch control screen
does not appear. If optional, the Batch control screen can be skipped.

If mandatory at Batch Create or Batch Close only, the user must enter the Batch Control
values. However, if a user selects to set Batch Control value at both Batch Create and
Batch Close, then it can only be deferred at the beginning of the batch. Batch control is
required prior to closing a batch in this case.

Scan the check (or checks if processing in batch mode).

Key in amount, configurable field data, and select accounting code information for
each check, if accounting codes are set up.

Cancel transactions while performing data entry, used only if necessary, i.e., image
of the check is not legible.

Print the receipt — Just after the item information is keyed into the data entry screen,
press Enter, then click the Receipt button to print a receipt of the item or items.

Void items — Used to delete invalid items only if necessary, prior to closing a batch if a
CCS is available to authorize the void. Once data entry has been performed and the
Enter key is pressed on a user’s keyboard, the item can no longer be cancelled and
must be voided.

Print the Batch list — A printout of the batch listing must be done prior to closing a
batch.

Pre-balance — Use the batch list that was just printed to reconcile all activity for this
batch of work. If reconciling with cash drawers, count and reconcile to ensure activity is
accurate.
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Batch Balancing — This screen only appears if the totals that are keyed into the Batch
Control screen do not match with what was actually keyed into the data entry screen, or
if the number of checks scanned does not match the number keyed into the Batch
Control screen.

Close — Closes the batch from further checks and prepared the batch for processing.

Approve - Indicates that the batch is ready for the settlement process. Once the batch is
approved the batch status then becomes Sent.

Upload — Indicated that the batch(es) selected in the Batch Upload menu in OTCnet
Offline have been successfully to the OTCnet Online server.

Acknowledge — Indicates the batch was transmitted and fully processed by the
OTCnet Online server, without error.

An Agency may have multiple OTC Endpoints to process checks for. Each OTC Endpoint is
unique and batches can include items for multiple OTC Endpoints, however during the
configuration set up, one OTC Endpoint is chosen to be the default. The default OTC Endpoint
appears each time the CCO or CCLO begins the scanning process. However, they may select
an alternate OTC Endpoint before scanning begins.

Types of Acceptable and Unacceptable Checks

Checks that CAN be processed through OTCnet’'s Check Processing Functionality

All of the items listed below can be processed through OTCnet's Check Processing
Functionality.

These following check items should be processed as Non-personal:

US Treasury Checks

Traveler's Checks

Money Orders (including Postal Money Orders)
Third-party Checks (even if drawn on a personal account)
State and Local Government Checks

Credit card Checks

'Do not ACH' Checks

Official Checks

Business Checks7

Cashier’s Checks

Other US Government Checks

Payroll Checks

Note: If a customer chooses to ‘opt out’ and does not want their checks to be processed via
ACH, that customer’s personal check should be processed as a non-personal item. This will
allow the check to clear their financial institution as a Check 21 item.
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The following item(s) should be processed as Personal check Items:
e Personal/Consumer Checks

List of ltems that CANNOT be Processed through OTCnet’s Check Processing
Functionality

The following ineligible item(s) cannot be processed using OTCnet’'s Check Processing
functionality and may need to be processed through the Deposit Processing tab within OTCnet
instead:

e Foreign items drawn on non-US Financial Institutions
o Check payable in non-US currency

Note: Apply any necessary stamps in a location that does not interfere with the dollar amount,
financial institution information, or the signature. Since these items are not deposited at your
bank, there is no need to stamp “For Deposit Only” on the back of the check. FRB-Cleveland
becomes the bank of first deposit for all OTCnet’'s Check Processing items scanned and
forwarded for settlement.

Batch Processing Modes
Single vs. Batch Processing Mode

Agencies can choose to process their checks in one of two processing modes. The Single
check mode allows checks to be processed one at a time, and Batch processing mode allows
for batches of checks to be scanned prior to data entry. The Batch mode processing works with
the EC6000i, EC601X, EC7000i, EC9000i, Panini Vision X, Panini MyVision X, and Panini I:
Deal scanners.

When scanning in Batch Processing Mode, ensure that the entire check image is visible on
the screen and the dollar amount must be legible (a check may successfully scan even though
the item was folded going into the device). If the image is not legible, click Cancel under
Scanner Controls and re-scan the check.

A best practice approach while scanning in Batch mode is to scan a smaller quantity of items.
For example, instead of scanning 150 items, scan 75. Then, perform the data input. Scan the
second group of 75 and perform the data input. Using the keyboard after the 75 items are
scanned may eliminate the system inactivity logout during batch processing. Because the
keyboard and mouse are typically not touched during the scanning process, the system
interprets this as inactivity and an auto logout takes place. To avoid this situation, move the
mouse every so often to simulate system activity during the scanning process. The default
setting is 15 minutes so the operator should move the mouse every 10 minutes or so to keep
the system active.

Note: The maximum number of items that should be included in one batch is 3,000 items, and
the maximum dollar amount per batch is $9,999,999,999.99. The max number of items is also
limited by the TIFF file.
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All processing method types can exist within a batch, although usually Back Office processing
types would be processed independently of other types. Not all agencies utilize all modes.
Furthermore, a site may choose not to use all modes every day, due to fluctuation in check
volume.

Processing Methods

Operators are able to choose the Processing Method to which they would like to scan checks.
This option indicates the mode of operation. They include Customer Present, Customer Not
Present, or Back Office.

The Customer Present method is used when the person is present, i.e., standing in front the
operator with their check. The Customer Not Present method is used when the writer of the
check is not present, i.e. when checks are received through the mail as payments.

The Back Office processing method allows Agencies to convert payments received at the
point-of-sale locations to ACH entries in a controlled, back-office environment.

The default is to allow all Processing Methods and Item Types but restrictions can be setup to
allow only the Back Office processing method or Non-personal items only. Operators need to
make certain that they are selecting the proper choices for each item to avoid returned
payments from the check writer’s financial institution.

Prior to scanning, checks should be pre-sorted by Customer present, Customer Not Present,
and Back Office. All processing method types can exist within a batch, although usually back
offices processing types would be processed independently of other types. Not all agencies
utilize all methods. Furthermore, your site may choose not to use all methods every day, due to
fluctuation in check volume scanning a check.

ltem Types

Before or after the check is scanned in Single mode, the user must choose the ltem Type. For
Batch mode scanning, a user cannot manually select Personal or Non Personal, the system
will use the default (previously established in the configurations). During the scanning process, if
the system detects an Item Type other than the established default, it will prompt the user for
confirmation.

The choices are Personal or Non Personal. This indicates the type of item to be processed.
When the operator clicks Personal, the Agency Form data entry screen displays, Check:
Personal.

If the operator clicks Non Personal, the Agency Form data entry screen displays, Check: Non
Personal. OTCnet can process both personal and non personal checks within a batch. The
operator needs to make certain that they are selecting the proper choices for each item. Presort
all items into two groups (Personal and Non Personal) prior to scanning to avoid the pop-up
message indicating that it detected a different item type for the check. While most business
checks are typically larger in size, business checks can look the same as personal checks.
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Using OTCnet’s Terminal Configuration functionality, authorized users can limit the Item Type
to Non Personal Only. When Non Personal Only is chosen under Terminal Configuration,
the ltem Type Personal is no longer available for the operator to choose from the drop-down
options. This can be set up for Agencies who never process personal checks. For more
information, please reach to your CCA or the Configuring Check Capture Participant User
Guide.

Accounting Codes

By default, the Agency Accounting Code drop-down field displays a blank value. An
accounting code can be selected for a check transaction before or after scanning a check.

The Agency Accounting Codes drop-down list displays the full Agency Accounting Code
value (up to 50 alphanumeric characters)
and some portion of the Description (up to 15 alphanumeric characters).

Accounting Codes are displayed in the drop-down field if they are mapped or inherited from
the higher level OTC Endpoint. Additionally, accounting codes that are designated as Treasury
Account Symbols (TASs) by the Agency are displayed if they are and have been validated by
Shared Account Module (SAM).

If no accounting codes are available for selection and the Agency is a GWA Reporter, an
operator cannot scan a check. If no accounting codes are available for selection, and the
Agency is not a GWA Reporter,

an operator can still scan a check.

If an OTC Endpoint is associated with an ALC that is designated as a GWA Reporter, all check
transactions must be classified with an accounting code. If an ALC is not a GWA Reporter,
classifying it with an accounting code is optional.

The same accounting code is displayed after it is selected for the first time. The selected
accounting code is “sticky” (remains the same) between transactions, between batches within
the same check scanning session and prior to the next user login.
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Check Scanner Types and Check Placement

You Agency may scan checks using one of nine scanner types (see Table 2 below). Some
scanners are designed to scan only in Batch mode, whereas others may only scan in Single
mode. The EC6000i, EC601x, EC7000i, EC 9000i, Panini MyVision X, Panini Vision X, and
Panini I: Deal, however, can scan checks in both modes.

Table 2. Scanner Types

This scanner will prompt you to scan both sides of a check and can scan only in

EC5000i .
single mode

This scanner will prompt you to scan the back side of a check and can scan in

EEeaR: single or batch mode (one or more checks in a batch)

This scanner will prompt you to scan the back side of a check and can scan in

EC601X single or batch mode (one or more checks in a batch)

This scanner will automatically scan both sides of a check and can scan in single

EC7000i or batch mode (one or more checks in a batch)

This scanner will automatically scan both sides of a check and can scan in single

e or batch mode (one or more checks in a batch)

This scanner will automatically scan both sides of a check and can scan in single
or batch mode (one or more checks in a batch)

Panini MyVision X

This scanner will automatically scan both sides of a check and can scan in single

Panini Vision X or batch mode (one or more checks in a batch)

This scanner will automatically scan both sides of a check and can scan in single

Panini |: Deal or batch mode (one or more checks in a batch)

EC5000i Scanner

Place the check in the left slot, with the MICR line of the check aligned on the bottom. The front
of the check should face right (as shown in Figure 1 below).

Figure 1. EC5000i
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EC6000i, EC601X and EC7000i Scanners

Place the check in the scanner with the MICR line of the check aligned with the right side of the
scanner (shown in Figure 2 below). Gently push the check forward to allow the scanner to grasp
the check. Guide the left side of the check with your finger to prevent the document from being
skewed. The scanner automatically pulls the check through to begin the scan.

Figure 2. EC 7000i Scanner

Note: With the EC7000i scanner, both the front and the back of the check are scanned
automatically. For additional scanning information or troubleshooting using the EC6000i, and
EC7000i scanners, reference Troubleshooting or Chapter 11: RDM Scanner Appendix. For
more detailed information regarding the scanner, such as scanner ports, scanning checks,
cleaning the scanner, etc., refer to the Chapter 11: RDM Scanner Appendix.
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EC 9000i Scanner

Place the check(s) into the hopper (right slot) with the MICR line of the check aligned on the
bottom. The front of the checks should face right towards the outside of the scanner (as shown
in Figure 3 below). For single mode, place one check into the insertion hopper until the scanner
pulls the check into the scanner. For batch mode, place up to 15 checks into the insertion
hopper and click Scan on your computer. If necessary, click Scan again for each document
remaining in the hopper. Each document is then processed.

Figure 3. EC 9000i Scanner

Panini Vision X and Panini MyVision X Scanners

A user needs to ensure that the check or checks are already in the hopper of the scanner, front
of the checks facing (as shown in Figure 4 below). The first green light on the scanner begins to
flash (if applicable).

Once the hopper is empty, the Hopper Empty message appears; the user can add more checks
to the hopper then click Yes to continue adding items to the batch, or click No if there are no
more checks to scan. When No is clicked, the system switches to the data entry phase and the
first check that was scanned appears on the screen.

Figure 4. Panini Scanner

Note: Use caution when clicking the Stop button during batch mode processing. Pressing too
quickly (before the scanner has a chance to catch up to the system) may cause the loss of the
last transaction.
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Panini I: Deal Scanner

Place the check face up with the MICR line aligned to the right side of the scanner (as shown in
in Figure 5 below). The scanner automatically detects the check and begins feeding. If the
check is not aligned, the scanner will automatically align the check to the proper position. When
using the franking feature, the Panini I: Deal scanner will frank the check as soon as it is
scanned, rather than waiting until the operator has saved the transaction. This is a change in
process from the EC6000 and EC7000 series scanners.

Figure 5. Panini I: Deal Scanner

Note: As the document is fed into the device, the scanner will detect if the document was not
automatically aligned correctly. If the document is skewed, the scanner will prevent further
processing, will stop the document and will flash a red light. The check can be removed and
reinserted.

For additional information regarding scanners, keypads or franking, you can access any of the
Participant User Guide Chapters below:

o Chapter 9. Troubleshooting (for scanner / imaging issues)
e Chapter 11. RDM Scanner Appendix
o Chapter 12. Panini Scanner Appendix

Check Capture Acceptance

Once a user has successfully logged in to OTCnet Offline, selected the appropriate OTC
Endpoint to scan a batch to, chosen the correct processing method and Item Type, the next
step is to scan the check.

Click the Start Scan under Scan Controls options (scanner light may turn green depending on
the type of scanner you have indicating that the scanner is ready to accept a check). Scan the
check and click Save under Scan Controls options. The bottom of the Agency Form entry
screen displays Scan front of Check.
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Note: A Batch Control screen may appear, based on the Agency’s configuration settings.
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Capture a Check Offline

To scan a check, complete the following steps:
1. Click the Check Processing tab.

2. Click Check Scan. The Check Scan-Select Open Batch page appears.

Figure 6. Check Processing> Check Scan

Cnet’

Made Sim

H Check Processing h Administration ﬁ

Mznage Verification Batch Management Check Scan

Note: If there is internet connectivity and the terminal’s Local Verification Database (LVD) is
out of date, a message appears asking, The Check Verification Database is out of date, would
you like to update the database now?

If Yes is clicked, the Download LVD task initiates and the latest copy of
the LVD downloads to the terminal. After the download is complete, click Close.

If No is clicked, a message appears asking whether to use the existing database. If Yes is
clicked, the out of date LVD is used. If No is clicked, a CCS must enter his online credentials
and authorize the use of the out of date LVD.

During the scanning process, if an operator only has access to scan against a single OTC
Endpoint, then the system will not prompt the user to select an OTC Endpoint.

If an operator has OTC Endpoint has with an Open batch then the batch details (Void Count,
Approved Count, and Amount) are displayed.

Version 1.5/June 2014 Check Capture and Check Processing Offline 15



OTCnet Participant User Guide — Capturing and Managing Checks Offline Bureau of the Fiscal Service

3. Under Select Open Batch, Click Select for the OTC Endpoint for which you want to scan a
check(s). Click Next. The Check Scan page appears.

Figure 7. Click Scan- Select Batch Page

Check Scan
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If a batch is in use and another user attempts to access the same batch, a Batch Lock message
appears stating the batch is in use and he/she cannot access the batch.

Figure 8: Agency Form Data Entry Fields

Check Scan
Check Scan - Perform Check Scan
Agency Form Data Processing Mode
SINGLE CHECK MODE
= Batch
User otcgef51 Total ltem Count:28
Key ltem Count:
Processing Customer Present
Method: QOTC Endpoint:
ltem Personal Short name:
Type: oTs
Description:
L VAGE Amount: [T OFFICE OF THIRFT SUPERVISION
US. T EMs Secial Security Number: |— ALC + 2
.9. lreasul
Logory SalesDate MDMMYVYY):[— L 2074000101
Processing Method:
IRN: Customer Present _~|
: |
Item Type:
Scanned Check Image
Personal =
Scan Controls:
Start Scan
Cancel
Receipt
Clear Form
Save
Scanner Config
Agency Accounting Code

Agency Accounting Code
Description:

Refurn Home

Under ALC+2 (Agency Location Code +2),
o Verify the OTC Endpoint. If you need to change the OTC Endpoint, click Previous
and return to Step 2

Under Processing Method,
e Select the Customer Present, Customer Not Present, or Back Office

Processing Method indicates how the check data is entered. There are three Processing
Methods:

e Customer Present-Customer has presented a check in person and is standing at
counter

e Customer Not Present-Customer has dropped off the check and is not available

o Back Office-Customer presented a check in person and the check is being scanned in a
controlled back-office environment
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Under Item Type,
o Select the Personal or Non-personal

Item Type indicates whether the check presented is a personal or business check. This
determines whether the check is handled through Check 21 (non-personal) or FedACH
(personal).

Item Types are defined as follows:

e Personal -Name on the check is an individual’s name, not acting as an organization

¢ Non-Personal - Name on the check is an organization, or the check is a money
order, traveler’s check, or third-party check

Figure 9. FedACH and Check 21 Item Types

FedACH

Check 21

Direct Deposit of payroll, Social
Security and other government
benefits, and tax refunds

Direct Payment of consumer
bills such as mortgages, loans,
utility bills and insurance
premiums
Business-to-business payments
E checks

E commerce payments
Federal, state and local tax
payments

Business Checks
Money Orders
Treasury Checks
Credit Card Checks
Traveler's Checks
Cashier’s Checks
Official Checks
Third-party Checks
Payroll Checks
Checks drawn on state or
local government
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Under Scan Controls,
e Click Start Scan, when ready to scan a check

If you use an EC6000i, EC601X, EC7000i, or EC9000, to scan checks in Batch mode, a
READY FOR BATCH SCAN Waiting for check dialog box appears. Insert the checks one at a
time. The dialog box shows the item count after each scan. When you finish scanning, click

Stop.

Figure 10. Start Scan
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SINGLE CHECK MODE

Batch
Total ltem Count:28
Key Item Count:
OTC Endpoint:

Short name:
OTS

Description:
OFFICE OF THIRFT SUPERVISION
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Processing Method:

Customer Present j

Item Type:

Personal =

Scan Controls:
Start Scan

Cancel
Receipt
Clear Form
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Scanner Config

Figure 11. Waiting for Check Image
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Cancel
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If you use an EC6000i, EC 601X, Panini I: Deal, Panini MyVision X, or Panini Vision X to
scan checks in Batch mode, a READY FOR BATCH SCAN Waiting for check dialog box
appears. Insert the checks in the hopper. The dialog box shows the item count after each scan.
When the hopper is empty or when you finish scanning, click Stop.

Table 3. Scan Controls Menu

Cancel Cancels the transaction. No data will be saved

Access a receipt for review or printing. This is only
available once the initial check is scanned

Clear Form Clears the data entered

Receipt

SEVE Saves the transaction

Provides scanner, printer and processing method
configuration information

Scanner Config

Under Scanned Check Image, optional

Click < to view the front of the check

Click > to view the back of the check

Click - to reduce the image of the check

Click + to increase the image of the check

Click Left Rotate to turn the image to the left
Click Right Rotate to turn the image to the right
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You can manipulate the image of the checks you capture, but using the options under Scanned
Check Image

Figure 12. Scanner Check Image (Sample Images)
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Under Agency Form Data, enter the check data in the field(s) provided and click Save. After
saving the data, a message appears stating the transaction was successfully saved along with
the Individual Reference Number (IRN) and check amount.

e Enter the Amount, required

Note: OTCnet accepts two different Amount entry formats. If the deposit amount is for thirty-
five dollars and fifteen cents, enter 35.15. If no decimal point is entered, OTCnet will add a
decimal and two zeroes at the end and save it as 3515.00 (three thousand five hundred and
fifteen dollars).

Only numbers need input. For example, entering in 1290 would equal $12.90, and 56321 would
be equal to $563.21. The maximum dollar amount that can be keyed into the data entry screen
is 99,999,999.99. The minimum amount is .01.

The Agency Form Data form is customizable and can include fields beyond the Amount field
(e.g. Social Security Number). If your Agency has additional fields, they display under the
Amount field. Your Agency may deem the field(s) either mandatory or optional for you to
complete an entry. If you Agency requires additional fields, contact your Deployment Specialist
at 703-377-5586 or fms.otcdeployment@citi.com.

Since the configuration field requirements are established by each Agency, minimum/maximum
requirements may exist for certain fields. If the operator does not satisfy those
minimum/maximum field requirements, an error message is displayed in the middle of the
screen and corrections must be made to the field before the transaction is accepted.
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Recapture an image of a check if it inserted upside down; appears skewed; or the image is
illegible. Click Cancel and reinsert the check in the scanner. Then click Start Scan and re-enter
the necessary data.

Upon scanning the check and using enter on your keyboard to finalize, you will notice that the
IRN, Bank Number, Check Number, Account Number, Date & Time fields automatically
populates located in the frame of the Agency Form Data). For details regarding your scanner
configurations, click on Scanner Config, under Scan Controls.

Under Agency Accounting Code,
e Select an Accounting Code

If no accounting codes are available for selection and the Agency is a GWA Reporter, an
operator cannot scan a check. If no accounting codes are available for selection, and the
Agency is not a GWA Reporter, an operator can still scan a check.

If an OTC Endpoint is associated with an ALC that is designated as a GWA Reporter, all check
transactions must be classified with an accounting code. If an ALC is not a GWA Reporter,
classifying it with an accounting code is optional.

The same accounting code is displayed after it is selected for the first time. The selected
accounting code is “sticky” (remains the same) between transactions, between batches within
the same check scanning session and prior to the next user login.
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4. Click Save to save the image of the check and the data you entered.

Figure 13. Save Check

Check Scan
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Upon scanning the check and using enter on your keyboard to finalize, you will notice that the
IRN, Bank Number, Check Number, Account Number, Date & Time fields automatically
populates located in the frame of the Agency Form Data). For details regarding your scanner
configurations, click on Scanner Config, under Scan Controls.

Figure 14. Scanner Config Menu Option
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5. A message appears stating the transaction was successfully saved along with the
Individual Record Number (IRN) and check amount.

Figure 15. Transaction Saved Successfully

Transaction saved successfully. IRN: 181103770202500000290.
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&= Capture a Check Offline

To capture a check in offline mode, complete the following steps:

1. Click the Check Processing tab.

2. Click Check Scan. The Check Scan-Select Open Batch page appears.

@Application Tip

If there is internet connectivity and the terminal’s Local Verification
Database (LVD) is out of date, a message appears asking, “The Check
Verification Database is out of date, would you like to update the database
now?”

If Yes is clicked, the Download LVD task initiates and the latest copy of
the LVD downloads to the terminal. After the download is complete, click
Close.

If No is clicked, a message appears asking whether to use the existing
database. If Yes is clicked, the out of date LVD is used. If No is clicked, a
Check Capture Supervisor must enter his online credentials and authorize
the use of the out of date LVD.

Under Select Open Batch,

Click Select for the OTC Endpoint for which you want to scan a check(s)

®Application Tip

If a batch is in use and another user attempts to access the same batch, a
Batch Lock message appears stating the batch is in use and he/she cannot
access the batch.

@Application Tip

During the scanning process, if an operator only has access to scan
against a single OTC Endpoint, then the system will not prompt the user
to select an OTC Endpoint.

®Application Tip

If an operator has OTC Endpoint has an Open batch then the batch details
(Void Count, Approved Count, and Amount) are displayed.

Version 1.5/June 2014 Check Capture and Check Processing Offline
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@Application Tip

If an Agency is associated with an OTC Endpoint that is designated as a
Government-Wide Accounting (GWA) Reporter and no accounting codes are
available for selection, an error message appears and the operator cannot
scan a check. If an Agency is associated with an OTC Endpoint is not a
GWA Reporter, the operator can scan checks and selecting an accounting
code is optional.

3. Click Next. The Check Scan page appears.

Under ALC+2 (Agency Location Code +2),
o Verify the OTC Endpoint. If you need to change the OTC Endpoint, click
Previous and return to Step 2

Under Processing Method,

e Select the Customer Present, Customer Not Present, or Back Office

@Application Tip

Processing Method indicates how the check data is entered. You can
process checks one of three ways:

e Customer Not Present method: indicates that a Customer has submitted
the check via mail (unmanned dropbox) and is not available.

e Customer Present method: indicates that a Customer has presented a
check in person.

o Back Office method: indicates that a Customer presented a check in
person and the check is being scanned in a controlled back-office
environment.
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Under Item Type,

o Select the Personal or Non-personal

®Application Tip

Personal method: indicates that the name on check is an individual’s
name, not acting as an organization

The Item Type indicates whether the check presented is a personal or non-
personal check. This determines whether the check is handled through
Check 21 (non-personal) or FedACH (personal).

Non-personal method: indicates that the name on check is an
organization, or the check is a money order, traveler’s check, or

third-party check

Examples of FedACH and Check 21 Item Types are listed below.

FedACH

Direct Deposit of payroll, Social
Security and other government
benefits, and tax refunds
Direct Payment of consumer
bills such as mortgages, loans,
utility bills and insurance
premiums
Business-to-business payments
E checks

E commerce payments
Federal, state and local tax
payments

Check 21

Business Checks
Money Orders
Treasury Checks
Credit Card Checks
Traveler's Checks
Cashier’s Checks
Official Checks
Third-party Checks
Payroll Checks
Checks drawn on state or
local government
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Under Scan Controls,
e Click Start Scan, when ready to scan a check
e Insert the check in the scanner

@Application Tip

Scanner types include:

EC5000i: This scanner will prompt you to scan both sides of a check
and can scan only in single mode.

EC6000i: This scanner will prompt you to scan the back side of a
check and can scan in single or batch mode (one or more checks at
a time).

EC601X: This scanner will prompt you to scan the back side of a
check and can scan in single or batch mode (one or more checks at
a time).

EC7000i: This scanner will automatically scan both sides of a check
and can scan in single or batch mode (one or more checks at a
time).

EC9000i: This scanner will automatically scan both sides of a check
and can scan in single or batch mode (one or more checks at a
time).

Panini MyVision X: This scanner will automatically scan both sides
of a check and can scan in single or batch mode (one or more
checks at a time).

Panini Vision X: This scanner will automatically scan both sides
of a check and can scan in single or batch mode (one or more
checks at a time).

Panini I: Deals: This scanner will automatically scan both sides
of a check and can scan in single and batch mode (one or more
checks in a batch).

®Application Tip

The maximum number of check items that can be scanned per batch is
3,000.
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@Application Tip

Additional buttons under Scan Controls that help you perform other tasks:
e Click Cancel to cancel the transaction. No data will be saved.
o Click Receipt to access a receipt for review or printing. This is only
available once the initial check is scanned.
e Click Clear Form to clear the data entered.
e Click Save to save the transaction.

@Application Tip

Recapture an image of a check if it inserted upside down; appears
skewed; or the image is illegible. Click Cancel and reinsert the check in
the scanner. Then click Start Scan and re-enter the necessary data.

Under Scanned Check Image, optional

Click < to view the front of the check

Click > to view the back of the check

Click - to reduce the image of the check

Click + to increase the image of the check

Click Left Rotate to turn the image to the left
Click Right Rotate to turn the image to the right

Under Agency Form Data, enter the check data in the field(s) provided

e Enter the Amount, required

®Application Tip

OTCnet accepts two different Amount entry formats. If the deposit amount is
for thirty-five dollars and fifteen cents, enter 35.15. If no decimal point is
entered, OTCnet will add a decimal and two zeroes at the end and save it as
3515.00 (three thousand five hundred and fifteen dollars).
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@Application Tip

The Agency Form Data form is customizable and can include fields beyond
the Amount field (e.g. Driver’s License Number). If your Agency has additional
fields, they are displayed under the Amount field. Your Agency may deem the
field(s) either mandatory or optional for you to complete an entry.

If you Agency requires additional fields, contact your Deployment Specialist
at 703-377-5586 or fms.otcdeployment@citi.com.

@Application Tip

Consider the following about Batch Mode:

e [f you use an EC6000i, EC601X, EC7000i, or EC9000i to scan checks in
Batch mode, a READY FOR BATCH SCAN, Waiting for check dialog box
appears. Insert the checks one at a time. The dialog box shows the item
count after each scan. When you finish scanning, click Stop.

e [f you use a Panini I: Deal, Panini MyVision X, or Panini Vision X to
scan checks in Batch mode, a READY FOR BATCH SCAN, Waiting for
check dialog box appears. Insert the checks in the hopper. The dialog box
shows the item count after each scan. When the hopper is empty or when
you finish scanning, click Stop.
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Under Agency Accounting Code,
e Select an Accounting Code

®Application Tip

Consider the following information about Agency Accounting Codes:

e By default, the Agency Accounting Code drop-down field displays a
blank value. An accounting code can be selected for a check transaction
before or after scanning a check.

e The Agency Accounting Codes drop-down list displays the full
Agency Accounting Code value (up to 50 alphanumeric characters)
and some portion of the Description (up to 15 alphanumeric characters).

e Accounting Codes are displayed in the drop-down field if they are
mapped or inherited from the higher level OTC Endpoint. Additionally,
accounting codes that are designated as Treasury Account Symbols
(TASs) by the Agency are displayed if they are and have been validated
by Shared Account Module (SAM).

¢ If no accounting codes are available for selection and the Agency is
a GWA Reporter, an operator cannot scan a check. If no accounting
codes are available for selection, and the Agency is not a GWA Reporter,
an operator can still scan a check.

e [f an OTC Endpoint is associated with an ALC that is designated as
a GWA Reporter, all check transactions must be classified with an
accounting code. If an ALC is not a GWA Reporter, classifying it with an
accounting code is optional.

e The same accounting code is displayed after it is selected for the first
time. The selected accounting code is “sticky” (remains the same)
between transactions, between batches within the same check
scanning session and prior to the next user login.

4. Click Save to save the image of the check and the data you entered.

@Application Tip

Upon scanning the check and using enter on your keyboard to finalize, you
will notice that the IRN, Bank Number, Check Number, Account Number,
Date & Time fields automatically populates (located in the frame of the
Agency Form Data)
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5. A message appears stating the transaction was successfully saved along with the
Individual Reference Number (IRN) and check amount.

®Application Tip

Additional button on the page that helps you perform other tasks:
¢ Click Return Home to return to the OTCnet Home Page.
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Topic 3. Manage Poor Check Image Quality

There are instances when the image of a scanned check is not captured successfully. OTCnet
Image quality tests are performed on each check, as soon as the check is captured and the
image is available. If a check passes the image quality tests, the item processing continues. If
the check fails the image quality tests, an Image Quality Failed message is displayed.

It is vitally important that the check be fully visible and legible. The image that is on the screen is
the image that is submitted to the payor bank for collection. It is also stored in the archives for
future retrieval purposes once the check is returned to the customer or destroyed. If we are
unable to collect on the Agency’s behalf with the image that has been submitted, the debit
reverts back to the Agency and collection becomes the Agency’s responsibility.

If an Image Quality Failed message is displayed during the check scanning process and the
check image is skewed, illegible, or upside down, an operator may consider the following
options:

= Rescan the check (recommended to perform as many times as necessary)

= Cancel the check and opt to use the Deposit Processing functionality within OTCnet to
deposit the check

= Accept the check (requires a CCS or CCLO to Log in to OTCnet to authorize)

A CCS or CCLO can choose to override a poor image in hopes that it will process anyway. The
following examples are of a poor image scan and an image of good quality. Agencies should be
aware that overriding a poor image may result in a returned item, depending upon the paying
financial institution.

Figure 16. Poor Image Quality
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Figure 17. Good Image Quality
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Manage a Check with Poor Image Quality

To manage a check with poor image quality, complete the following steps:

1. From the Check Scan — Perform Check Scan page, the Image Quality Failed message
appears. The following message appears to the right of the screen:

Metric ‘Image Too Light’ Threshold: “Black pixel percentage’ and Reason: ‘Value is less
than Limit’

A user has the option to click on one of the following
= Rescan to rescan the check

Or
= Cancel to completely cancel the transaction

Or

= Accept to accept the image of the check (requires CCS or CCLO to log in)

Figure 18. Image Quality Failed Message
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2. If you choose to click Accept to accept the image of the scanned check, the Login ID
and Password dialog box appears. Enter the Login ID and Password and click Login
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If a CCO scanned the check, OTCnet will prompt the operator for authorization from a
CCS or CCLO. If a CCLO scanned the check, additional authorization is not required. A
CCS and CCLO can accept a check with poor image quality.

The Login ID and Password dialog box only appears if a CCS or CCLO is overriding a
poor image check for a CCO.

Figure 19. Login ID and Password Dialog Box
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3. Check scanning tasks can resume after a CCS logs in to authorize the acceptance of the

poor image quality check. A CCO or CCLO may enter the check item details into the form
fields at this point

Figure 20. Check Scan- Perform Check Scan Page
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& Manage a Check with Poor Image Quality

To manage a check with poor image quality, complete the following steps:

1. From the Check Scan — Perform Check Scan page, the Image Quality Failed
message appears. Click:

e Rescan to rescan the check

@Application Tip

Click Rescan if the check image is skewed, illegible, or upside down.

Or
o Cancel to completely cancel the transaction
Or

e Accept to accept the image of the check (requires CCS to log in). The Login
ID and Password dialog box appears. Enter the Login ID and Password and

click Login.

®ADDIication Tip

If a Check Capture Lead Operator (CCLO) or Check Capture Operator
(CCO) scanned the check, OTCnet will prompt the operator for authorization.
Only a Check Capture Supervisor (CCS) can approve a check with poor
image quality. The CCS must key in his/her Login ID and Password before
approving the check.

2. Resume check scanning tasks and enter the check item details into the form fields.
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3. Click Save to save the image of the check and the data you entered.

®ADDIication Tip

Upon scanning the check and using enter on your keyboard to finalize, you will
notice that the IRN, Bank Number, Check Number, Account Number, Date
& Time fields automatically populates located in the frame of the Agency
Form Data)

©Application Tip

Additional buttons on the page that help you perform other tasks:
o Click Cancel to return to the OTCnet Home Page. No data will be saved.
e Click Previous to return to the previous page.
o Click Return Home to Return to the OTCnet Home Page.
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Topic 4. Resolve a Duplicate Check

If a duplicate check is detected, a Duplicate Check Detected prompt appears requesting that the
user resolve the issue. OTCnet determines and detects duplicate checks based on a match of
the MICR and the check amount.

If a check is scanned twice and the information entered is for the same amount, OTCnet
displays an error message containing both scanned images and requests confirmation. If the
check is scanned twice and information entered for a different amount, OTCnet does not catch
the error and will allow the duplicate entry. However, the financial institution will later reject one
of the duplicate checks.

To help prevent duplicate processing of checks, checks may be hand stamped (e.g.
Electronically Presented) after the transaction is complete and the check has been scanned.
The EC6000i and EC7000i scanners can also be setup to automatically stamp the front of the
check, once the transaction is complete. This will require the purchase of a Franker.

If the MICR line was misread by the scanner leading the system to believe that the check is a
duplicate, it can be edited. To determine if the MICR line was misread, compare the two images
in the window. The top image depicts the current check, and the bottom image depicts the most
recently scanned check that is being deemed a duplicate by the system. Also, compare the
MICR line on the bottom check with the source document. If it has been determined to be a
misread of the MICR line that needs to be corrected, a CCS or CCLO can click the Edit MICR
button at the bottom of the window (for details, refer to the Edit MICR topic of the Correcting
Scanned Checks Participant User Guide).

If a Duplicate Check Detected prompt is displayed during the check scanning process, an
operator may consider the following options:

» Rescan the check (recommended to perform as many times as necessary)
= Edit MICR to correct the MICR line

= Accept the check (requires a CCS or CCLO to log in to OTCnet to authorize)

= Cancel the check

A CCS and CCLO are the only authorized users who can accept a duplicate check. Therefore,
before a CCO can accept a duplicate check, a CCS or CCLO must log in to authorize it. If a
CCLO scanned the check, additional authorization is not required. The Login ID and Password
dialog box only appears if a CCS or CCLO is accepting a duplicate check for a CCO.

Resolve a Duplicate Check

To resolve a duplicate check, complete the following steps:

1. From the Check Scan — Perform Check Scan page, the Duplicate Check Detected
message appears. A user has the option to click on one of the following
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o Accept to accept the image of the check
Or

e Edit MICR to correct the MICR line
Or

e Rescan to rescan the check
Or

e Cancel to completely cancel the transaction

Figure 21. Duplicate Check Detected
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4. Click Cancel to cancel the duplicate (advised). Click Cancel or Cancel All at the dialog box.
A Transaction cancelled successfully dialog box appears. Click Ok.

Figure 22.Cancel a Check Dialog Box

Cancel this one only? Cancel

Cancel remaining checks? Cancel All

Transaction cancelled successfully for
IRM[181103770202500000288]

Note: If you want to edit the MICR code line, click Edit MICR, a CCS or CCLO must
authorize a MICR line code correction (for details, refer to Edit a MICR line topic in
Correcting Scanned Checks of the Participant User Guide).

Continue to Step 4 below if you want to Accept the duplicate check, requiring a CCS or
CCLO to log in (at the Login prompt).

5. Enter CCS Login ID and Password and click Login.

If a CCLO scanned the check, additional authorization is not required. The Login ID and
Password dialog box only appears if a CCS or CCLO is accepting a duplicate check for a
CCo.

Figure 23. Accept Duplicate Prompt
Login ID:
IOTCnftG? CCSI/CCLO Login

is Requiredifa CCO
Scanned the Check

Password:

Login Cancel
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After the duplicate check is accepted, the CCO or CCLO can print a receipt if they

choose and continue scanning checks.

Figure 24. Check Scanning Proceeds (print receipt as necessary)

Agency Form Data

Transaction saved successfully. IRN: 181103770202500000339. Amount: §.50. Please click receipt button to continue.

User: otcgee20
Processing Method: Customer Present

ltem Type: Personal

Amount: | 50
Social Security Number: (123456759

IRN: 181103770202500000339
Bank Number: 041000124
Check Number: 1694
Account Number: 00001127
Date & Time: 10 - 26 - 2010 16:06:54.

=l

1<l

Processing Mode
SINGLE CHECK MODE

Batch
Total ltem Count: 2
Key tem Count: 1/1

OTC Endpoint:

Short name:
DO 101st

Description:
Disbursing Office

ALC+2:
0000500601

Processing Method:

ICustsma Present =l
Scanned Check Image tem Type:
O IF‘assnaI =l
TEST I MAG E (_) Scan Controls:
~ Start Scan
+ -
. Cancel
O Receipt
c Clear Form
‘j Save
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&= Resolve a Duplicate Check in OTCnet

To resolve a duplicate check, complete the following steps:

1. Click Cancel to cancel the duplicate check. A Login ID and Password dialog box
appears.

®Application Tip

Click Accept to continue processing the check. The Login ID and Password
dialog box only appears if a CCS or CCLO is accepting a duplicate check
for a CCO. If a CCLO scanned the check, additional authorization is not
required.

©Application Tip

Click Edit MICR to correct the MICR line. A CCS or CCLO must authorize
a MICR line code correction.

©Application Tip

It is important as the CCS or CCLO that if you opt to make a MICR
code line correction that you look at the MICR line image closely to ensure
all the characters are correctly entered in the code line correction box.

2. Click Cancel or Cancel All. A Transaction cancelled successfully dialog box appears.

®Application Tip

Click Cancel to cancel the one duplicate check. Click Cancel All to cancel
all pending checks in the batch.
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3. Click OK. The Check Scan — Perform Check Scan page appears.

®Application Tip

Additional buttons on the page that help you perform other tasks:
e Click Previous to return to the previous page.
e Click Return to Home to return to the OTCnet Home page.
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Topic 5. Void a Check

As a CCS, or a CCLO with Batch Approver permission, you are the only authorized user who
can void an erroneously scanned check. Before you can void a check, you must first search for
the batch in which the check resides. You can search for batches by OTC Endpoint, Created
On Date, Batch ID, Cashier ID, and/or Batch Status. You can only void checks in batches for
OTC Endpoints that you have permission to access and only for items with an open or closed
batch status.

Payments should only be entered for the amount of the item being processed. If a data-entry
error is made in one of the user-defined fields, or amount entered for the check differs from the
written amount of the check, two options are available:

1. Void the check and rescan with the corrected information during the check capture
process (requires CCS to sign in to approve).

2. If a CCS is not available to approve the void while the operator has scanning in progress, the
check will need to be voided via the Batch Management menu option. A CCS will need to sign
on to Batch Management and change the incorrectly typed amount with the correct amount or
update the user-defined field.

NOTE:

¢  The minimum limit for reporting items that need to be adjusted by Treasury/FMS is
$25.00. If the adjustment is $25.00 or more, the check is only corrected to the written
dollar amount on the face of the check

¢ Voided items are not archived in the Central Image Retrieval Archive (CIRA) for long-
term storage.

¢ Do not scan the item a second time to process a second item for the amount difference.
Doing so would create processing errors at Treasury/FMS as well as at the check
writer’s financial institution.

e If afile containing the wrong amount has already been transmitted or if you ever
encounter a processing issue and need assistance, please contact the Treasury OTC
Support Center.
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Void a Check

To void a check, complete the following steps:

1. Click the Check Processing tab. Click Batch Management.

Figure 25. Batch Management (Voiding)

W CreckProcessio [ acministaton _

Manage Verification Batch Management Upload Batch Acknowledge Batch

2. The Search Batch page appears. Select or enter the batch search conditions you would
like view.

Note: If you run a search with the default From and To Created On Date range values,
the search results include the most recent 30 days of batches that you have access to
view. If more than 1,000 batches are created within the 30 days then only the most
recent 1,000 batches appear.

If you run a search without specifying any criteria (with the exception of the Batch ID
field), the search results include the most recent 30 days of batches that you have
access to view. If more than 1,000 batches are created within 30 days then only the
most recent 1,000 batches appear.

Under Batch Search Conditions, optional

e Select the OTC Endpoint you want to Edit a batch for by checking the under the
Select column

Under Created On Date, optional

o Enter the Created On Date by entering the From and To date range

The Created On Date range cannot exceed 30 days. Additionally, if more than a 1,000
batches are created within 30 days then only the most recent 1,000 batches appear.

o Enter the Batch ID, optional

If the only search criteria entered is a valid Batch ID then only a single result appears
regardless of other search criteria specified

e Enter the Cashier ID
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Under Batch Status, optional

e Select the Status you want to view by checking the Open or Closed box under
the Select column, then click Search.

Figure 26. Search Batch Page

Search Batch
Search Batch

Batch Search Conditions
<=z 1-2===0f2Records
SelectCheck All / Clear Al OTC Endpoint ALC + 2 Description
i 0000638714 0000638714 Kaiserslautern
Il oTs 2074000101 OFFICE OF THIRFT SUPERVISION
Created On Date
From Date:
[osiodr201z =
To Date:
[orioz2012 =
Batch 1D:
Cashier ID:
Batch Status:
SelectCheck All / Clear All  Status Description
r OPEN Open - accepting new checks
r CLOSED Closed - no new checks
r APPROVED Approved - ready for settlement process
r SENT Successfully uploaded to host
r ACKNOWLEDGED Acknowledge that upload was complete
r SEND ERROR Error during upload
r ACKNOWLEDGED ERROR Error from host with the upload
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3. The View Batches page appears. Click the Batch ID hyperlink

Figure 27. View Batches Page (Voiding)

Summary of Batches

View Batches

<=First «Prev1 2 3 4 & Mext= Last=> |1 outof49 pages|1to 15 out of 723 records | IE

- Batch ID Creator OTC Endpoint =~ ALC+2 Created On > ltem Count
- 528C62F3-A83B-4BAT-BAF3-86DBD8926A31 otcnftés 9999999902 9999999902 9/23/2010 1:10:15 PM 1
- DEF20185-E8D6-444A-ATAF-TABD3006BATE otcnft67 Devl3 9999210801 9/22/2010 6:24:53 PM 2
- 3TABA143-0B25-4ADC-AABE-AB23BES34B1F otcnft6 9999999902 9999999902 9/22/2010 3:58:01 PM 10
- FFA222DE-1292-43C9-9B39-7F625B169806 otcnft6s 9999999901 9999999901 9/22/2010 2:52:40 PM 3
- FB2CC475-E0BT4D92-BEBE-E315D805E953 otcnft67 9999999901 9999999901 9/22/2010 2:41:14 PM 2
[ AE446431-7077-4746-A992-38FCED6EEA42 otcnft6b 9999999901 9999999901 9/22/2010 2:26:36 PM 3
- 968BBCC0-DDDE428C-A83A-4F3F 16622832 otenft67 9999999901 9999999901 9/22/2010 1:12:54 PM 1
- F3E7F136-255B-46FE-92F8-2CD9819E8BB4 otcnft67 1 1 9/22/2010 12:44:25 PM 1
[ 1CATSCCH-1686-453E-B4C6-4604ACET24F0 otcnft67 9999999901 9999999901 9/22/2010 12:14:50 PM - 1
- 34718878-4F6A-40C5-BE12-D4F33765A6EG otenft67 GT8 0000879701 9/22/2010 11:59:35 AM 3
- E9A35786-0A29-48C9-9697-3FCOADOFOTER otcnft67 9999999901 9999999901 9/22/2010 11:30:46 AM 1
- 2428F00A-DA4D-4F3B-A669-A46BB8A427C0 otcnft67 Devl3 9999210801 9/21/2010 5:33:54 PM 16
[ 861A18C7-60F4-4290-ABC1-E01ETECICAFA otcnft6s 9999999901 9999999901 9/21/2010 4:12:25 PM 3
r 2FFCC2A2-6142-44EB-880F-2481854187F2 otcnft66 SreelLEnd2 9999999905 9/21/2010 4:02:54 PM 2
- E598A3BD-3095-4107-AC40-451067904E21 otcnft66 9999999901 9999999901 9/21/2010 3:28:54 PM 2
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4. The View Checks page appears. Click the Item ID of the scanned check you would like

to void.

If a batch is in use and another user attempts to access the same batch, a Batch Lock
message appears stating the batch is in use and he/she cannot access the batch.

Note: If you intend to void the entire batch, you can click on Void All, located under
Batch Commands on the right of the View Checks Page.

Figure 28. View Checks Page (Voiding)

Batch and Check Details ™
Batch Summary Batch Navigation
OTC Endpoint oTs @
Description OFFICE OF THIRFT SUPERVISION Batch Control
ALC +2 2074000101
Batch Control Count i
Batch ID CEAG52E0-85C1-4539-BF37-
1568DS3BBFDB. Batch Control Amount 0.00
Creator otcgef51 Count Variance -3
Created On 7/3/2012 2:35:22 PM Amount Variance -210.00
Total rem Count 3 Balance
Total Amount 210.00
Approved Ttem Count 3 Batch Commands
Print Batch List
Approved Amaunt 210.00
Voided Ttem Count 0o
Voided Amount 0.00
Status OPEN
Active v
<<First<Prev 1 Next>Last>>| 1 out of 1 pages |1 to 3 out of 3 records | [70 =
Item ID- OTC Endpoint  ALC +2 Proc. Method  Item Type  IRN Cashier ~ Captured Date ~ Account No Bank No. Check No. = Amount = Status SECCode Terminal ID
Customer 77312012 Personal
3 oT8 2074000101 Present Personal 170806770240300000134  otcgefsl 238.08 PM 45796554 044000024 0005 10000 Overriden POP 009
Customer 7/3/2012 Personal
2 o018 2074000101 Present Personal 170606770240300000133  otcqefdt 23712 PM 45796538 044000011 0694 10.00 Approved PoOP 009
Customer 71312012 - Personal
1 QTS 2074000101 Present Personal 170606770240300000132  otcqefdt 23544 PM 45796901 304083448 0682 100.00 Approved POP 009
il I |
Check Image Check Information
Show ftem | Receipt Print tem
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5. An image and details of the check appear in a window below. Click Void to the right of
the check image to void the check.

Figure 29. Check Image/ Details

Batch and Check Details

Batch Summary Batch Navigation
| OTCEndpoint oTs @
‘ Description OFFICE OF THIRFT SUPERVISION Batch Control
| AlGre it Batch Control Count 3
Batch ID CEAG52E0-85C1-4539-BF37-
s 1568D83BBFDB Batch Control Amount 210.00
| Creator otcgefsl Count Variance L]
‘ Created On 7/3/2012 2:35:22 PM Amount Variance 0.00
Total tem Count 3
| Batch Commands
‘ Total Amount 210.00 TR B
Approved Ttem Count 3
‘ Approved Amount 210.00
Voided Ttem Count o
‘ Voided Amount 0.00
Status CLOSED
| Active v
<<First<Prev 1 Mext=Last>>| 1 out of 1 pages |10 3 out of 3 records | |10 =
tem [D OTC Endpoint | ALC +2 Proc. Mathod | ltem Typs = IRN Cashier  Captured Date  AccountNo. | BankNo.  CheckMNo  Amount = Status | SECCode | Terminal ID
Customer 7032012 Personal
q o1 2074000101 oS0 Personsl  170606770240300000134  ofegefSt . 3a o, 45796554 044000024 000§ 10000 Overiden & 009
2 oTs 2074000101 Customer Personal | 170606770240300000133  otcqefst | 1192012 45796538 | 044000011 | 0694 1000 | Approved | 2@ gog
Present 2 23T12PM i s POP
Customer 732012 Personal
1 oTs 2074000101 oo Personsl | 170606770240300000132  alcgefs1 73 i 45796901 | 304083448 0682 10000 | Approved | Fo° 009
< | 1]
Check Image Check Information
TEST IMAGE-TEST IMAGE-TEST IMAGE © Name Value
@ Amount 100.00
& kY g e = IRN 170606770240300000134
e b s (g |% (o0 = ssh 123456789
e i y 5 i . %
e Wamplsgel obadlead : &
SAMPLE - NOT NEGOTIABLE 8 q | "
£OLLDOOD 4 WSPAESShe 0005 =
Showltem ~ Void Receipt  Printltem
Version 1.5/June 2014 Check Capture and Check Processing Offline 49



OTCnet Participant User Guide — Capturing and Managing Checks Offline Bureau of the Fiscal Service

6. Click Confirm at the prompt asking if you want to void the check.

Figure 30. Void Confirmation Dialog Box

Do you want to void check
170606770240300000134 with amount $100.007

7. Enter comments concerning the void request at the prompt and click OK.

Figure 31. Enter Comment Dialog Box

“ou must enter comments concerning the void request:

8. Click OK at the final prompt stating that the check is voided successfully.

Figure 32. Check Void Dialog Box

Check is voided successfully.
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83~ Void a Check

To void a scanned check, complete the following steps:
1. Click the Check Processing tab.
2. Click Batch Management. The Search Batch page appears.
3. Select or enter the batch search conditions you would like view.

Under Batch Search Conditions, optional

e Select the OTC Endpoint you want to Edit a batch for by checking the under the

Select column

Under Created On Date, optional

e Enter the From and To date range

@Application Tip

The From and To Created On Date must be entered in MM/DD/YYYY
format.

@Application Tip

The Created On Date range cannot exceed 30 days. Additionally, if more
than a 1,000 batches are created within 30 days, then only the most recent
1,000 batches appear.

®Application Tip

If you run a se