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[bookmark: _Toc456169392][bookmark: _Toc464807354][bookmark: _Toc466449887]Audience, Overview and Topics
[bookmark: _Toc256982317][bookmark: _Toc257931613][bookmark: _Toc257984815][bookmark: _Toc258446513][bookmark: _Toc261219902][bookmark: _Toc270276342][bookmark: _Toc270780300][bookmark: _Toc283107496][bookmark: _Toc410136695][bookmark: _Toc464807355][bookmark: _Toc466449888]Audience
The intended audience for the Agency Viewer Participant User Guide includes:
· Agency Viewer

[bookmark: _Toc256982318][bookmark: _Toc257931614][bookmark: _Toc257984816][bookmark: _Toc258446514][bookmark: _Toc261219903][bookmark: _Toc270276344][bookmark: _Toc270780301][bookmark: _Toc283107497][bookmark: _Toc410136696][bookmark: _Toc464807356][bookmark: _Toc466449889]Overview
Welcome to the Agency Viewer Participant User Guide. In this guide, you will learn:
· The introduction to OTCnet
· The overview of the OTCnet Participant User Guide content
· How to log in to OTCnet 
· How to access your User ID and reset your Password
· How to navigate the OTCnet home page
· The purpose of viewing deposits  
· How to view a deposit draft
· How to view a deposit awaiting approval 
· How to view a submitted deposit 
· How to view a confirmed deposit
· How to view a deposit adjustment
· How to view a rejected deposit details
· How to search for and locate deposits using one or more search criteria
· How to download deposit voucher(s) as an XML or CSV file
· The purpose of searching adjustments
· How to search and locate adjustments using one or more search criteria
· How to download adjustment voucher(s) as an XML or CSV file
· The purpose of viewing reports  
· The various types of reports you can access by role
· The types of reports
· The detail each report provides and how to view and download those reports
[bookmark: _Toc256982319][bookmark: _Toc257931615][bookmark: _Toc257984817][bookmark: _Toc258446515][bookmark: _Toc261219904][bookmark: _Toc270276345][bookmark: _Toc270780302][bookmark: _Toc283107498][bookmark: _Toc410136697][bookmark: _Toc251088641][bookmark: OLE_LINK9][bookmark: OLE_LINK10][bookmark: _Toc464807357][bookmark: _Toc466449890]
Topics
This guide is organized by the following topics:
· Topic 1. Introduction to OTCnet
· Topic 2. Overview of OTCnet Participant User Guide Content
· Topic 3. Logging in to OTCnet
· Topic 4. Accessing a User ID and Resetting Passwords
· Topic 5. Navigating the OTCnet Home Page
· Topic 6. Viewing Deposits
· Topic 7. Searching Deposits
· Topic 8. Searching Adjustments
· Topic 9. Viewing Reports
· Topic 10. Reports by Access Type
· Topic 11. Types of Reports
· Topic 12. Viewing Reports
[bookmark: _Toc456169393]

[bookmark: _Toc464807358][bookmark: _Toc466449891][bookmark: _Toc456169394]Topic 1.  Introduction to OTCnet
[bookmark: _Toc464807359][bookmark: _Toc466449892]Overview
The Bureaus of the Fiscal Service (BFS) 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.

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.  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:
· Electronically process US checks presented for cashing, payment or deposit
· Process US currency, foreign currency cash and foreign check item deposits
· Automate the collection and settlement process
· Provide online reporting and research capability for reconciliation and inquiries
· Improve deposit history record keeping
[bookmark: _Toc261190467][bookmark: _Toc456169395][bookmark: _Toc464807360][bookmark: _Toc466449893]
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. 
Figure 1. OTCnet Elements
[image: ]

The three elements of OTCnet are:

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. This is not an element of OTCnet you will use.


[bookmark: _Toc261190470][bookmark: _Toc270571127][bookmark: _Toc456169396][bookmark: _Toc464807361][bookmark: _Toc466449894]OTCnet Process Flow: Deposit Reporting
[bookmark: _Toc261190472]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 2 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 (FI). 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.

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 2. Deposit Reporting Process Flow
[image: ]


[bookmark: _Toc456169397][bookmark: _Toc464807362][bookmark: _Toc466449895]

OTCnet Users
[bookmark: _Toc261207603]OTCnet has three functional areas: 1) Administration, 2) Check Capture, Processing and Reporting and 3) Deposit Processing and Reporting. Each of these functional areas has restrictions based on the user role assigned. The user role you will hold is based on the types of tasks you will perform.

There are six user roles with varying degrees of permissions for performance of administrative duties. Administrative duties include user management and system installations. The roles are 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 user 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 five user roles with permissions to perform these functions. See Figure 3 for details.
[bookmark: _Ref467231269][bookmark: _Toc520134662][bookmark: _Toc282519875]Figure 3. User Roles
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 3. User Roles.png]
 
The next page details the OTCnet Deposit Processing and Reporting roles with their associated permissions. Table 1 and Table 2 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.



[bookmark: _Ref467231404][bookmark: _Toc464735190][bookmark: _Toc520134745]Table 1. Deposit Processing and Reporting by Federal Program Agency Roles
	Role 
	PLSA
	LSA
	Accounting Specialist
	Local Accounting Specialist
	Deposit Preparer
	Deposit Approver
	Viewer

	Add/Update/Delete 
a User
	•
	•
	blank
	blank
	blank
	blank
	blank

	Reset Password
	•
	•
	blank
	blank
	blank
	blank
	blank

	Manage Own Account
	•
	•
	•
	•
	•
	•
	•

	OTCnet Logon and Homepage
	•
	•
	•
	•
	•
	•
	•

	Create/Modify Deposit
	blank
	blank
	blank
	blank
	•
	blank
	blank

	Submit Deposit
	blank
	blank
	blank
	blank
	blank
	•
	blank

	Confirm/Reject Deposit
	blank
	blank
	blank
	blank
	blank
	blank
	blank

	View Deposit / Adjustment Detail
	blank
	blank
	blank
	blank
	•
	•
	•

	Search Deposit / Adjustment
	blank
	blank
	blank
	blank
	•
	•
	•

	Create Deposit Adjustment
	blank
	blank
	blank
	blank
	blank
	blank
	blank

	Create Return Item Adjustment
	blank
	blank
	blank
	blank
	blank
	blank
	blank

	Modify Organization Hierarchy
	blank
	blank
	•
	•
	blank
	blank
	blank

	Delete Organization Hierarchy
	blank
	blank
	•
	•
	blank
	blank
	blank

	View Organization Hierarchy
	blank
	blank
	•
	•
	blank
	blank
	blank

	Search Organization Hierarchy
	blank
	blank
	•
	•
	blank
	blank
	blank

	Modify Accounting Codes
	blank
	blank
	•
	blank
	blank
	blank
	blank

	Import Accounting Codes
	blank
	blank
	•
	blank
	blank
	blank
	blank

	View Accounting Codes
	blank
	blank
	•
	•
	blank
	blank
	blank

	Modify Endpoint Mappings
	blank
	blank
	•
	•
	blank
	blank
	blank

	Modify Custom Labels
	blank
	blank
	•
	blank
	blank
	blank
	blank

	View Custom Labels
	blank
	blank
	•
	•
	blank
	blank
	blank

	Modify Processing Options
	blank
	blank
	•
	•
	blank
	blank
	blank

	View Processing Options
	blank
	blank
	•
	•
	blank
	blank
	blank

	Modify User Defined Fields (UDF)
	blank
	blank
	•
	blank
	blank
	blank
	blank

	View User Defined Fields (UDF)
	blank
	blank
	•
	•
	blank
	blank
	blank

	View Financial Institution
	blank
	blank
	blank
	blank
	blank
	blank
	blank

	View Business Reports
	blank
	blank
	•
	•
	•
	•
	•

	View Security Reports
	•
	•
	blank
	blank
	blank
	blank
	blank

	View Administrative Reports
	blank
	blank
	blank
	blank
	•
	•
	•

	Read/View Audit Log
	•
	•
	blank
	blank
	blank
	blank
	blank

	View GWA Reporters Flag 
	blank
	blank
	•
	•
	blank
	blank
	blank




[bookmark: _Toc456169398]

[bookmark: _Ref467231421][bookmark: _Toc464735191][bookmark: _Toc520134746]Table 2. Deposit Processing and Reporting by Financial Institution/
Federal Reserve Bank Financial Institution Roles
	Role 
	PLSA
	LSA
	Confirmer
	Viewer

	Add/Update/Delete 
a User
	•
	•
	blank
	blank

	Reset Password
	•
	•
	blank
	blank

	Manage Own Account
	•
	•
	•
	•

	OTCnet Logon and Homepage
	•
	•
	•
	•

	Create/Modify Deposit
	blank
	blan
	blank
	blank

	Submit Deposit
	blank
	blank
	blank
	blank

	Confirm/Reject Deposit
	blank
	blank
	•
	blank

	View Deposit / Adjustment Detail
	blank
	blank
	•
	•

	Search Deposit / Adjustment
	blank
	blank
	•
	•

	Create Deposit Adjustment
	blank
	blank
	•
	blank

	Create Return Item Adjustment
	blank
	blank
	•
	blank

	Modify Organization Hierarchy
	blank
	blank
	blank
	blank

	Delete Organization Hierarchy
	blank
	blank
	blank
	blank

	View Organization Hierarchy
	blank
	blank
	blank
	blank

	Search Organization Hierarchy
	blank
	blank
	blank
	blank

	Modify Accounting Codes
	blank
	blank
	blank
	blank

	Import Accounting Codes
	blank
	blank
	blank
	blank

	View Accounting Codes
	blank
	blank
	blank
	blank

	Modify Endpoint Mappings
	blank
	blank
	blank
	blank

	Modify Custom Labels
	blank
	blank
	blank
	blank

	View Custom Labels
	blank
	blank
	blank
	blank

	Modify Processing Options
	blank
	blank
	blank
	blank

	View Processing Options
	blank
	blank
	blank
	blank

	Modify User Defined Fields (UDF)
	blank
	blank
	blank
	blank

	View User Defined Fields (UDF)
	blank
	blank
	blank
	blank

	View Financial Institution
	blank
	blank
	•
	•

	View Business Reports
	blank
	blank
	•
	•

	View Security Reports
	•
	•
	blank
	blank

	View Administrative Reports
	blank
	blank
	•
	•

	Read/View Audit Log
	blank
	blank
	blank
	blank

	View GWA Reporters Flag 
	blank
	blank
	blank
	blank




[bookmark: _Toc464807363][bookmark: _Toc466449896]Topic 2.  Overview of OTCnet Participant User Guide Content
[bookmark: _Toc261190474][bookmark: _Toc456169399][bookmark: _Toc464807364][bookmark: _Toc466449897]Introduction
This OTCnet Participant User Guides are 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). The Participant User Guides 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 Check Processing. Each OTCnet Participant User Guide topic includes a textual description of the task addressed, with screenshots as necessary, and ends with a wrap-up steps section providing step-by-step instructions for completing the task as appropriate.

Each Chapter contains additional space designated for note-taking if you choose. 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.

In addition to the above-mentioned guides that you may access, this OTCnet Participant User Guide was created to support Agency Viewer specific instruction.  Below, you will be introduced to the related Deposit Processing OTCnet functionality.

[bookmark: _Toc261190475][bookmark: _Toc456169400][bookmark: _Toc464807365][bookmark: _Toc466449898]
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 3 describes the related concepts covered in each Chapter:
[bookmark: _Ref436924726][bookmark: _Toc283064840][bookmark: _Toc464735192][bookmark: _Toc520134747]Table 3. Administration Chapters
	Chapter
	Description

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

	2. Accessing and Navigating OTCnet

	In this Chapter, you will learn how to log in, establish security settings and how to use the OTCnet Main Page.

	3. Managing User Accounts

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

	4. Managing Your Agency’s Hierarchy, Accounting Codes, and Processing Options

	In this Chapter, you will learn how to create a hierarchy, designate an OTC Endpoint, establish a Financial Institution relationship, and designate a check capture location, modify and import accounting codes, modify endpoint mappings, and modify and view processing options.

	5. Configuring Deposit Processing Settings

	In this Chapter, you will learn how to create, import and map accounting codes; establish processing options and custom field labels; and modifying a user defined field.

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

	7. Configuring Check Processing Settings

	In this Chapter, you will learn how to set up, modify and view a terminal configuration, view an audit log and download firmware.

	8. Installing Scanner and Offline Functions

	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.




In addition to the Participant User Guides, the OTCnet Job Aid walks 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. 

[bookmark: _Toc282519425][bookmark: _Toc456169401][bookmark: _Toc464807366][bookmark: _Toc466449899]

Deposit Processing and Reporting Participant User Guide 
10 Chapters make up the Deposit Processing and Reporting Participant User Guide. Table 4 describes the related concepts covered in each Chapter:  
[bookmark: _Ref436924742][bookmark: _Toc283064841][bookmark: _Toc464735193][bookmark: _Toc520134748]Table 4. Deposit Processing Chapters
	Chapter
	Description

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

	2. Accessing and Navigating OTCnet

	In this Chapter, you will learn how to log in, establish security settings and how to use the OTCnet Main Page.

	3. Creating and Modifying Deposits
	In this Chapter, you will learn how to create and modify deposits.

	4. Searching for Deposits
	In this Chapter, you will learn how to search for and download deposits.

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

	6. Confirming, Rejecting or Adjusting Deposits
	In this Chapter, you will learn how to confirm deposits, adjust deposits, or apply a 	credit/ debit adjustment for US Currency and Foreign Check Items. 

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

	8. Searching Adjustments
	In this Chapter, you will learn how to search and download adjustments.

	9. Viewing Reports
	In this Chapter, you will learn how to view and pull administrative and business reports. 

	10. Viewing Deposits

	In this Chapter, you will learn how to view deposit drafts, deposits awaiting approval, confirmed deposits, deposit adjustments, rejected deposit details, submitted deposits and how to download vouchers.


[bookmark: _Toc456169402]


[bookmark: _Toc464807367][bookmark: _Toc466449900]Topic 3. Logging In to OTCnet 
To access OTCnet you must have your 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 into 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 Help Desk.
You must first accept the Rules of Behavior, answer the challenge questions and shared secret, before accessing OTCnet. 

[bookmark: _Toc270335622][bookmark: _Toc456169403][bookmark: _Toc464807368][bookmark: _Toc466449901]How to Log In for the First Time
Once you have received your User ID and generic password, you will want to access the OTCnet application to create a permanent password. 

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 4.

[bookmark: _Ref442777864][bookmark: _Toc520134663]Figure 4. Single Sign On Page
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 4. Single Sign On Page.png]


2. The Password Change: Create New Password page appears. Enter your temporary Password, New Password, and Confirm New Password and click Change Password (see Figure 5).

Password Criteria
· Must be at least 12 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.
[bookmark: _Ref442778281][bookmark: _Toc520134664]Figure 5. Password Change Page
[image: ]

3. [bookmark: _Ref443413281]A Confirmation page appears stating your new password has been set. Click Continue (see Figure 6 ). 
[bookmark: _Ref467231500][bookmark: _Toc520134665]Figure 6. Password Change: Password Set Page
[image: ]

4. 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 you 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 7).
[bookmark: _Ref436924869][bookmark: _Toc270335645][bookmark: _Toc520134666]Figure 7. Select and Provide Responses to Questions Page
[image: ]


5. A Change Shared Secret page appears. Enter a Shared Secret phrase, a Confirm Shared Secret phrase, and click Save My Shared Secret (see Figure 8). 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.
[bookmark: _Ref436924909][bookmark: _Toc520134667]Figure 8. Challenge Shared Secret Page
[image: ]

6. The Change Challenge/Response-Completed page appears. Click Logout.

After you answer your Challenge Questions and enter a Shared Secret, you will need to log back in to OTCnet and read and accept the Rules of Behavior.

7. Click Close Browser (see Figure 9).
[bookmark: _Ref443413768][bookmark: _Toc520134668]Figure 9. Close Browser Page
[image: ]

8. Access https://otcnet.fms.treas.gov and enter your User ID and Password in the appropriate text boxes, and click Log In (See Figure 4).

By logging in with your PIV, SecurID, or User ID and Password, you acknowledge and agree that you have read, understand, and agreed to abide by the Rule of Behavior. 


[bookmark: _Toc464807369][bookmark: _Toc466449902][image: MCj04420720000[1]]	Log In to OTCnet the First Time
To log in to Fiscal Service 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 12 characters long
b. Must contain at least one uppercase letter
c. Must contain at least one lowercase letter
d. Must contain at least one numeric character
e. Must not have more than two repeating characters
f. Must not repeat any of your last ten passwords
g. Must not have been your password during the last ten days
h. Must not be a word in a language, slang, dialect, or jargon
i. Must not be related to personal identity, history, environment, or other personal associations
j. Must not be shared or displayed in plain view

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

5. Click Continue. The Change Challenge/Response – Select and Provide Reponses to Questions page appears.

6. 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. 

	[image: MCj04421280000[1]]Application Tip
Each response must be at least three characters long and are case sensitive.





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

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

	[image: MCj04421280000[1]]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.




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

10. Click Logout.

11. Click Close Browser.

	[image: MCj04421280000[1]]Application Tip
After you answer your Challenge Questions and enter a Shared Secret, 
you will need to log back in to OTCnet and read and accept the Rules of Behavior.



12. Access OTCnet (https://otcnet.fms.treas.gov), enter your User ID and Password in the appropriate text boxes, and click Log In. 

	[image: MCj04421280000[1]]Application Tip
By logging in with your PIV, SecurID, or User ID and Password, you acknowledge and agree that you have read, understand, and agreed to abide by the Rule of Behavior.




[bookmark: _Toc270335623][bookmark: _Toc456169404][bookmark: _Toc464807370][bookmark: _Toc466449903]Log In to OTCnet
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:

· Administration
· Deposit Processing and Reporting 
· User Identity (ID) and Reset Password
 
To log in to OTCnet, 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 (see Figure 10).
[bookmark: _Ref425621658][bookmark: _Toc270335648][bookmark: _Toc520134669]Figure 10. Single Sign On Page
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 12. Single Sign On Page.png]



2. The OTCnet Home Page appears (see Figure 11).

[bookmark: _Ref425621673][bookmark: _Toc270335649][bookmark: _Toc520134670]Figure 11. OTCnet Home Page
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 13. OTCnet Home Page.png]

[bookmark: _Toc464807371][bookmark: _Toc466449904][bookmark: _Toc270335624][image: MCj04420720000[1]]  Log In to OTCnet Online
To log in to Fiscal Service 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.

[bookmark: _Toc456169405][bookmark: _Toc464807372][bookmark: _Toc466449905]Topic 4. Accessing a User ID and Resetting Passwords
To obtain your user ID or reset your password, contact your PLSA or LSA. You can also have your User ID, or a temporary password emailed to you. Once you sign in with your temporary password, you will need to reset it.

[bookmark: _Toc270335625][bookmark: _Toc456169406][bookmark: _Toc464807373][bookmark: _Toc466449906]Access a User ID
1. From the Single Sign On page, click on the Forgot your User ID? link (see Figure 12). 
[bookmark: _Ref442781432][bookmark: _Toc520134671]Figure 12. Single Sign On Page (Forgot Your User ID? Link)
[image: ]

2. The Treasury Self Service page appears. Enter the characters that you see in the image in the text box and click Next (see Figure 13).

If you want to receive a new image of the text, click on New Image. To hear the set of characters and enter them in the text box, click Audio Test. You can click on Help to receive detailed instructions. 



[bookmark: _Ref442781660][bookmark: _Toc520134672]Figure 13. Treasury Self Service Page (Enter Image of Text) 
[image: ]

3. Enter your email address and click Next (see Figure 14). A confirmation page appears showing your request for your User ID has been completed.
[bookmark: _Ref442782040][bookmark: _Toc520134673]Figure 14. Forgot User ID (Enter Email Address) 
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 16. Forgot User ID (Enter Email Address).png]


4. Click Finish.


[bookmark: _Toc464807374][bookmark: _Toc466449907][image: MCj04420720000[1]]  Access User ID
To obtain your user ID or reset your password, contact your PLSA or LSA. You can also have your User ID, or a temporary password emailed to you. Once you sign in with your temporary password, you will need to reset it.

1. From the Fiscal Service Single Sign On page, click Forgot your User ID?. The Self-Service Account/Password Reset page appears.

2. Enter the words that you see in the image in the text box and click Next. The Treasury Enterprise ID page appears.

3. Enter your email address and click Next. A confirmation page appears showing your request for your User ID has been completed. 

4. Click Finish.

[bookmark: _Toc270335626][bookmark: _Toc456169407][bookmark: _Toc464807375][bookmark: _Toc466449908]
Resetting Passwords
1. From the Single Sign On page, click on the Forgot your Password? link (see Figure 15).
[bookmark: _Ref442783207][bookmark: _Toc520134674]Figure 15. Single Sign On Page (Forgot Your Password? Link) 
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 17. Single Sign On Page (Forgot Your Password Link).png]


2. The Treasury Self Service page appears. Enter your Treasury Login (User ID) and click Next (see Figure 16).
[bookmark: _Ref442783979][bookmark: _Toc520134675]Figure 16. Forgot Your Password Page
[image: ]


3. The Treasury Enterprise ID page appears. Enter your Treasury Login (User ID) and click Next (see Figure 17).
[bookmark: _Ref442784402][bookmark: _Toc520134676]Figure 17. Enter Treasury Enterprise ID (User ID) 
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 19. Enter Treasury Enterprise ID (User ID).png]


4. A confirmation page appears. Click Finish (see Figure 18).

You will receive an email to your official email address with further instructions to complete the Self-Service Account/Password Reset process. 
[bookmark: _Ref442784645][bookmark: _Toc520134677]Figure 18. Password Request Confirmation
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 20. Password Request Confirmation.png]

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.


[bookmark: _Toc520134678]Figure 19. Resetting Your Forgotten Password Email
[image: ]

6. The Answer Challenge/Responses Questions Provide Responses page appears. Enter your answers for the challenge questions and click Reset My Password (see Figure 20).
[bookmark: _Ref442785327][bookmark: _Toc520134679]Figure 20. Answer Challenge/Response Questions – Provide Responses
[image: ]

7. 
The Answer Challenge/Response Questions – Change Password page appears. Enter your New Password and Confirm New Password and click Change My Password (see Figure 21).
[bookmark: _Ref464810088][bookmark: _Toc520134680]Figure 21. Answer Challenge/Response Questions – Change Password
[image: ]

8. The Challenge/Response Questions – Completed page appears. Click Close Browser (see Figure 22).
[bookmark: _Ref464810188][bookmark: _Toc520134681]Figure 22. Answer Challenge/Response Questions - Completed
[image: ]

[bookmark: _Toc464807376][bookmark: _Toc466449909]
[image: MCj04420720000[1]]  Reset Password
To obtain your user ID or reset your password, contact your PLSA or LSA. You can also have your User ID, or a temporary password emailed to you. Once you sign in with your temporary password, you will need to reset it.

To reset your password, complete the following steps:

1. From the Fiscal Service Single Sign On page, click Forgot your Password?. The Self-Service Account/Password Reset page appears.

2. Enter the words that you see in the image in the text box and click Next. The Treasury Enterprise ID page appears.

3. Enter your Treasury Login (User ID) and click Next. A confirmation page appears. 

4. Click Finish.

	[image: MCj04421280000[1]]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.

	[image: MCj04421280000[1]]Application Tip
Check your Junk E-mail folder if you do not receive an email with your password. It is recommended that you add donotreply@fiscal.treasury.gov to your Safe Senders or Safe Recipients list.



	[image: MCj04421280000[1]]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. 

	[image: MCj04421280000[1]]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 866-945-7920 or DSN 510-428-6824, Options 1, 3, 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.

[bookmark: _Toc270335627][bookmark: _Toc456169408]

[bookmark: _Toc464807377][bookmark: _Toc466449910]Topic 5. Navigating the OTCnet Home Page
The OTCnet 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 profile. The OTCnet home page is accessible by users who can either view or perform any of the functionality above.

[bookmark: _Toc270335628][bookmark: _Toc456169409][bookmark: _Toc464807378][bookmark: _Toc466449911]OTCnet Main Menu 
To access the OTCnet Main Menu, log in with your User ID and Password by accessing https://otcnet.fms.treas.gov. Table 5 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).
[bookmark: _Ref425621935][bookmark: _Toc270335636][bookmark: _Toc464735194][bookmark: _Toc520134749]Table 5. 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.





For an image of the Main Menu (see Figure 23). The links are accessible on the upper right side of the OTCnet home page.
[bookmark: _Ref442792090][bookmark: _Toc520134682]Figure 23. OTCnet Main Menu Page
[image: ]

[bookmark: _Toc270335629][bookmark: _Toc456169410][bookmark: _Toc464807379][bookmark: _Toc466449912]Deposit Processing Tab Functionality
To access the OTCnet Deposit Processing functionality, log in with your user id and password. Table 6 provides a list of the Deposit Processing functions that are available to you. 
[bookmark: _Ref425621980][bookmark: _Toc270335637][bookmark: _Toc464735195][bookmark: _Toc520134750]Table 6. Deposit Processing Tab Descriptions
	Function
	Description

	Create Deposit
	Allows a user to create deposits for US Currency, Foreign Check Items, 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.





The Deposit Processing tab is shown in Figure 24. Depending on your user role, you may not see all functionality shown in the image.
Figure 24. Deposit Processing Tab
[image: ]
[bookmark: _Toc270335630][bookmark: _Toc456169411][bookmark: _Toc464807380][bookmark: _Toc466449913]Check Processing Tab Functionality
Table 7 provides a list of the Check Processing functions that exist within OTCnet. 
[bookmark: _Ref425622040][bookmark: _Toc270335638][bookmark: _Toc464735196][bookmark: _Toc520134751]Table 7. 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.

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

	Check Scan
	Allows a user to scan checks.

	Transmission History
	Allows a user to view transmission history for batches that are uploaded from the offline check capture application.





The Check Processing tab is shown in Figure 25. You may not have access to this functionality at this time. 
Figure 25. Check Processing Tab
[image: ]
[bookmark: _Toc270335631][bookmark: _Toc456169412][bookmark: _Toc464807381][bookmark: _Toc466449914]Administration Tab Functionality
To access the OTCnet Administration functionality, log in with your user id and password. Table 8 below provides a list of the Administration functions that are available. 
[bookmark: _Ref425622083][bookmark: _Toc270335639][bookmark: _Toc464735197][bookmark: _Toc520134752]Table 8. Administration Tab Descriptions
	Function
	Description

	Manage Organizations
	Allows a user to manage Organization Hierarchy, Accounting Codes, Custom Labels, Processing Options, and User Defined Fields.

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

	Manage Users
	Allows a user to manage OTCnet user accounts.

	Management
	Allows a user to manage OTCnet processes.

	Manage Check Processing
	Allows a user to manage terminal configuration and forms.

	Audit
	Allows a user to review the audit log history.





The Administration tab is shown in Figure 26. You may not have access to this functionality at this time. 
Figure 26. Administration Tab
[image: ]
[bookmark: _Toc270335632][bookmark: _Toc456169413][bookmark: _Toc464807382][bookmark: _Toc466449915]Reports Tab Functionality
To access the OTCnet Reports functionality, log in with your user id and password. Table 9 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.
[bookmark: _Ref425622131][bookmark: _Toc270335640][bookmark: _Toc464735198][bookmark: _Toc520134753]Table 9. Reports Tab Descriptions
	Function
	Description

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

	Check Processing Reports
	Allows a user to access Check Processing reports. You may not have access to this functionality at this time. 




The Reports tab is shown in Figure 27. Depending on you user role, you may not see all the functionality shown in the image.
Figure 27. Reports Tab
[image: ]

[bookmark: _Toc456169414]

[bookmark: _Toc464807383][bookmark: _Toc466449916]Topic 6. Viewing Deposits
As an Agency Viewer, you can view deposit vouchers. You may view deposits to locate those in process or see deposit transactions belonging to others in the organization.

You will you have permission to view only certain deposits. The deposit status types available for viewing are included in Table 10. 
[bookmark: _Ref425622242][bookmark: _Toc256983161][bookmark: _Toc464735199][bookmark: _Toc520134754]Table 10: Deposit Statuses
	Deposit Status
	Description

	Draft
	A deposit that is saved for modification at a later date by a Deposit Preparer

	Awaiting Approval
	A deposit that is waiting for deposit confirmation by a Deposit Approver

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

	Confirmed
	A deposit that has been reviewed and then confirmed by a Financial Institution or FRB

	Rejected
	A deposit that is returned by a Financial Institution or FRB to the Deposit Preparer to create a new deposit


[bookmark: _Toc256982322][bookmark: _Toc140379729]
[bookmark: _Toc456169415][bookmark: _Toc464807384][bookmark: _Toc466449917]
View a Deposit 
1. Click the Deposit Processing tab and click View Deposits (see Figure 28).
[bookmark: _Ref414883194][bookmark: _Toc520134687][bookmark: _Toc251088493][bookmark: _Toc251088809]Figure 28: Select View Deposits 
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 29. Select View Deposits.png]

2. The View Deposits page appears. From the Select Display drop-down menu, select My Deposits in Process, Adjustments in Error, Deposits in Error, or Deposits Within My Organization.

· My Deposits in Process: Displays deposits that require further action (e.g. Draft, Awaiting Approval, Submitted, Rejected, and Confirmed). This option is available based on user permissions.

If a user only has an FI Viewer or FRB Viewer user role, this option will not display results. If a user is a Deposit Confirmer or FRB Confirmer, the table displays a Confirm column to allow multiple selections and confirmations at the same time. For all other user roles, this column is hidden.

· Adjustments in Error: Displays adjustments that have validation errors awaiting resolution and acknowledgement by the financial institution. 

The Adjustments in Error page displays any CA$HLINK II validation errors that require resolution and acknowledgment by the financial institution. No results will display if there are no CA$HLINK II validation errors. To document the cause and resolution of the error, select the Voucher Number link. This page only returns results for users with Deposit Confirmer and FI Viewer roles. Other roles will have the ability to select this page from the dropdown but will see no results.  Vouchers displayed in this section are also displayed in the History section of the page with the appropriate deposit status (Confirmed).

· Deposits in Error: Displays deposits that have validation errors awaiting acknowledgement by the financial institution that the error has been resolved. If you have Deposit Confirmer or FI Viewer privileges, the Deposits in Error details appears.

The Deposits in Error page displays any CA$HLINK II validation errors that need acknowledgment by the financial institution that the error has been resolved.  No results appear if there are not any CA$HLINK II validation errors. To document why the error occurred and how the error was resolved, select the Voucher Number link is selected. This page only returns results for the Deposit Confirmer and FI Viewer roles. Other roles will have the ability to select this page from the dropdown but will see no results.  Vouchers displayed in this section are also displayed in the History section of the page with the appropriate deposit status (Confirmed).

· Deposits Within My Organization: Displays a list of deposits that have been entered in the system, based on the agency endpoint or financial institution to which the user has access. If you have Deposit Confirmer or FI Viewer privileges, the Deposits Within My Organization details appears.

The Deposits Within My Organization page displays voucher dates in reverse chronological order (including future dated deposits) and the status within (i.e. Draft, Submitted, Rejected, and Confirmed).  The number of deposits displayed is based upon the display days processing options defined for the OTC Endpoint that the agency user has permission to view.  If the user has permission for more than one OTC Endpoint, the processing option with the greatest number of days is used.  If the user is an FI Viewer or an FS Viewer, the number of display days is set at 45.

3. Click the Voucher Number of the deposit which you would like to view. By default, up to 10 records are displayed per page. To change the number of records displayed per page, select from the drop-down menu options next to the record count (see Figure 29).  
[bookmark: _Ref414021747][bookmark: _Toc416432058][bookmark: _Toc520134688]Figure 29. View Deposits Page
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 30. View Deposits Page.png]



[bookmark: _Toc464807385][bookmark: _Toc466449918][image: ]	View a Deposit 
To view a deposit:

1. Click the Deposit Processing tab.

2. Click View Deposits. The View Deposit page appears. 

From the Select Display drop-down menu, select My Deposits in Process, Adjustments in Error, Deposits in Error, or Deposits Within My Organization.

	[image: MCj04421280000[1]]Application Tip
If you have the Viewer role, selecting My Deposits in Process or Adjustments in Error will not display any deposits.



3. Click the Voucher Number of the deposit which you would like to view.

	[image: MCj04421280000[1]]Application Tip
By default, up to 10 records are displayed per page. To change the number of records displayed per page, select from the drop-down menu options next to the record count.



	[image: MCj04421280000[1]]Application Tip
If your Financial Institution makes an adjustment to a deposit it appears in the Adj. column of the Deposit Transactions section of the table. To view additional details, click the appropriate Voucher Number. The View Confirmed Deposit page appears. Under Adjustment Information, click the Voucher Number to view the deposit adjustment details.



	[image: MCj04421280000[1]]Application Tip 
Additional buttons on the page help you perform other tasks:
· Click Cancel to return to the OTCnet Home Page. No data 
will be saved. 
· Click Confirm to confirm a deposit (Visible if a user has 
Deposit Confirmer privileges)
· Click Clear to clear all data fields and reset to the default selections.
· Click Delete to eliminate the deposit. (Visible if a user has Deposit Preparer privileges.)
· Click Print Deposit Ticket to print a formatted deposit ticket.
· Click View Voucher Event Log to view the history of the deposit voucher.
· Click Voucher Event State to view voucher details.
· Click Next to advance to the next page.
· Click Previous to return to the previous page.
· Click Return Home to return to the OTCnet Home Page. 
· Click Reject to reject a deposit (Visible if a user has Deposit Confirmer privileges.)
· Click Save as Draft to save the information without submitting the deposit (Visible if a user has Deposit Preparer privileges.) 
· Click Submit to complete the process and display the Confirmation page. (Visible if a user has Deposit Approver privileges.)
· Click Update CAN/ACCT Key to update the account number assigned to a deposit. (Visible if a user has Deposit Confirmer privileges.)
· Click Add Adjustment to adjust a deposit. (Not visible for Foreign Check Items.)


 

[bookmark: _Toc456169416][bookmark: _Toc464807386][bookmark: _Toc466449919]Topic 7. Searching Deposits
As an Agency Viewer, you can search for a deposit voucher as well as download and save the searched deposit voucher(s) as an XML or CSV file.

To search for a deposit, select the Search Deposits function. The Search Deposits function enables you to search for a deposit voucher using one or more criteria. If you do not specify any criteria, the search results will include all deposits in the system that you have access to view. You can run additional searches; the Search Results table that appears will be cleared and re-populated with the results of the new search. See Table 11 for search criteria fields.
[bookmark: _Ref425622363][bookmark: _Toc464735200][bookmark: _Toc520134755]Table 11: Search Criteria Fields
	Search Criteria Groupings
	Search Criteria Fields

	Search Conditions
	· Organization
· OTC Endpoint
· ALC
· Prepared by
· Voucher Number
· Deposit Status
· Agency Block 6 
· Deposit Type

	Voucher Date
	· From and To Date 

	Deposit Date
	· From and To Date

	Deposit Total
	· From and To Total 

	Financial Institution Information
	· Routing Transit Number
· Demand Deposit Account
· CA$HLINK II Account Number
· FRB Account Key 
· FRB Cost Center Work Unit



Under the Search Deposits function, if you run a search without specifying any criteria, the search results include all deposits in the system that you have access to view (see Table 12).


[bookmark: _Ref425622379][bookmark: _Toc464735201][bookmark: _Toc520134756]Table 12: Search Results Deposit Statuses
	Draft
	A deposit that is saved for modification at a later date by a Deposit Preparer

	Awaiting Approval
	A deposit that is waiting for deposit confirmation by a Deposit Approver

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

	Confirmed
	A deposit that has been reviewed and then confirmed by a Financial Institution or FRB

	Rejected
	A deposit that is returned by a Financial Institution or FRB to the Deposit Preparer to create a new deposit



[bookmark: _Toc456169417][bookmark: _Toc464807387][bookmark: _Toc466449920]Search and Locate Deposits Using One or More Criteria
1. Click the Deposit Processing tab and select Search Deposits to enter the search criteria for your deposit (see Figure 30).
[bookmark: _Ref425622400][bookmark: _Toc520134689]Figure 30: Search Deposits 
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 31. Search Deposits.png]



2. Enter the optional search criteria for the deposit you would like to view and click Search.

	Search Conditions fields (see Figure 31) include selecting the,

· Select an Organization from the drop-down list
· Select an OTC Endpoint from the drop-down list
· Select Deposit Status from the drop-down list
· Enter an ALC (Agency Location Code) in the field provided
· Enter the Prepared by name in the field provided
· Enter a Voucher # in the field provided
· Enter Agency Use (Block 6) details in the field provided
· Select Deposit Status from the drop-down list
[bookmark: _Ref414885213][bookmark: _Toc520134690]Figure 31: Search Conditions
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 32. Search Conditions.png]

You may also search by entering Financial Institution Information which includes the RTN (Routing Transit Number), DDA (Demand Deposit Account), CAN (CA$HLINK Account Number), FRB Account Key and FRB CCWU (Cost Center Work Unit) (see Figure 32). 
[bookmark: _Ref414885229][bookmark: _Toc520134691]Figure 32: Financial Institution Information
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 33. Financial Institution Information.png]

[bookmark: _Ref414885240]You can search by selecting or entering Voucher Date, Deposit Date or Deposit Total ranges (see Figure 33). If you enter a Voucher From date that is more than five years prior to the current date, the system will provide a message requesting a change to the Voucher From date. 
[bookmark: _Ref464802215][bookmark: _Toc520134692]Figure 33: Voucher Date, Deposit Date and Deposit Total
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 34. Voucher Date, Deposit Date, and Deposit Total.png]




Additional criteria search options for deposits include User Defined Field Information, if designated by your agency (see Figure 34).
[bookmark: _Ref414885253][bookmark: _Toc520134693]Figure 34: User Defined Field Information
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 35. User Defined Field Information.png]

3. The Search Results table appears (see Figure 35). Click the Voucher Number of the deposit details you would like to view. 
[bookmark: _Ref414885288][bookmark: _Toc520134694]Figure 35: Search Results Table
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 36. Search Results Table.png]

To download the information, you retrieved when searching for deposits, refer to the
Downloading Deposit Information section in this Topic.

See the Deposit Processing User Participant Guide, for additional to search for deposit information.



[bookmark: _Toc464807388][bookmark: _Toc466449921][image: ]	Search for a Deposit
To search for a deposit, complete the following steps:

1. Click the Deposit Processing tab.

2. Click Search Deposit. The Search Deposit page appears.

3. Enter the search criteria for the deposit you would like to view and click Search. 

Under Search Conditions, optional
· Select the Organization
· Select the OTC Endpoint
· Enter the ALC (Agency Location Code)
· Enter Prepared by details
· Enter the Voucher #
· Select the Deposit Status
· Enter Agency Use (Block 6) details
· Select the Deposit Type
· Enter the From and To Voucher Date
· Enter the From and To Deposit Date
· Enter the From and To Deposit Total

	[image: MCj04421280000[1]]Application Tip
Voucher From date must be 5 years or less from the current date. Vouchers more than five years old can be viewed from the Historical Reports menu.



Under Financial Institution Information, optional
· Enter the RTN (Routing Transit Number)
· Enter the DDA (Demand Deposit Account)
· Enter the CAN (CA$HLINK II Account Number)
· Enter the FRB Account Key (Federal Reserve Bank Account Key)
· Enter the FRB CCWU (Federal Reserve Bank Cost Center Work Unit)



Under User Defined Field Information, if applicable, optional 
· Enter the Deposit UDF (User Defined Fields)
· Enter the Accounting Subtotal UDF details

	[image: MCj04421280000[1]]Application Tip
User Defined Fields (UDFs) will only display to users who have access to an organization that has previously defined UDFs. UDFs will appear at the bottom of the page. Up to three UDFs can be displayed for Deposit and two for Accounting Subtotal.


4. The Search Results table appears. Click the Voucher Number of the deposit whose details you would like to view.

	[image: MCj04421280000[1]]Application Tip
Deposit totals will not be displayed for unconfirmed foreign check items for which “Other” was selected for the Country of Deposit during deposit creation.



	[image: MCj04421280000[1]]Application Tip
Click Download to save the search deposit results as an XML or CSV file. To view detailed steps for downloading a search deposit, refer to Download Search Results for a Deposit printable job aid.



	[image: MCj04421280000[1]]Application Tip
Additional buttons on the page that help you perform other tasks:
· Click Edit to modify the deposit draft. (Visible if a user has Deposit
· Preparer privileges.)
· Click Previous to return to the previous page.
· Click Print Deposit Ticket to print a formatted deposit ticket.
· Click Return Home to return to the OTCnet Home Page.
· Click View Voucher Event Log to view the history of the deposit voucher events.





[bookmark: _Toc456169418][bookmark: _Toc464807389][bookmark: _Toc466449922]Downloading Deposit Information
After you have searched for your deposit, you can download the retrieved information.
To download the results of a deposit, first use the Search Deposits function.

1. Click the Deposit Processing tab and select Search Deposits to enter the search criteria for your deposit (refer to Figure 30).

2. Enter the optional search criteria for the deposit you wish to view and click Search.

	To search criteria under Search Conditions, refer to Figure 31.

	To enter search criteria under Financial Institution Information details, refer to Figure 32.

	To enter User Defined Field Information details, refer to Figure 34.

3. The Search Results table appears. Click the Download button (see Figure 36). 

Deposit Total will not be displayed for foreign check items that are associated with a country of deposit of “Other”.
[bookmark: _Ref425622682][bookmark: _Toc520134695]Figure 36: Download Button
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 37. Download Button.png]


4. 
Select the XML file or CSV file as the file format (see Figure 37).
[bookmark: _Ref425622688][bookmark: _Toc520134696]Figure 37: File Format
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 38. File Format.png]

5. Check the desired attributes that you want to download for Deposit Information, Financial Institution Information, Agency Information, Accounting Subtotals and User Defined Data and Foreign Deposit Information (see Figure 38) then click Submit.
[bookmark: _Ref466450063][bookmark: _Toc520134697]Figure 38. Download Adjustments
[image: ]

6. The File Download dialog box appears. Click Open or Save (see Figure 39).

If you click Open, the content of the file appears. If you click Save, choose the location where you want to save the file.
[bookmark: _Ref416347532][bookmark: _Toc520134698]Figure 39: File Download
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 40. File Download.png]



[bookmark: _Toc464807390][bookmark: _Toc466449923][image: MCj04420720000[1]]	Download the Search Results for a Deposit  
To download deposit search results:

1. Perform the steps for Search for a Deposit. The Search Results table will display.
 
	[image: MCj04421280000[1]]Application Tip
Deposit Total will not be displayed in the Search Results table for foreign check items that are associated with a country of deposit of Other.


2. Click Download. 
3. The Download Deposits page appears. Select XML file or CSV file as the file format.
4. Select the attributes you wish to download from the following categories: 
· Deposit Information
· Financial Institution Information
· Agency Information
· Accounting Subtotals and User Defined Data
· Foreign Deposit Information
5. Click Submit. 
6. The File Download dialog box appears. Click Open or Save.

	[image: MCj04421280000[1]]Application Tip
If you click Open, the content of the file displays. If you click Save, choose the location where you want to save the file.




	[image: MCj04421280000[1]]Application Tip
Additional buttons on the page help you perform other tasks:
· Click Cancel to return to the OTCnet Home Page. No data will be saved. 
· Click Clear to clear all data fields and reset to the default selections.
· Click Download to download the search results. 
· Click Previous to return to the previous page.
· Click Print Deposit Ticket to print a formatted deposit ticket.
· Click Search to display the deposits that match the search criteria.
· Click Return Home to return to the OTCnet Home Page.
· Click View Voucher Event Log to view the history of the deposit voucher events.


[bookmark: _Toc456169419][bookmark: _Toc464807391][bookmark: _Toc466449924]Topic 8. Searching Adjustments
As an Agency Viewer, you can search for and view adjustments as well as download and save the searched adjustment voucher(s) as an XML or CSV file. You may review adjustments to understand why a deposit is adjusted and what corrections were made.

To search for an adjustment to a US Currency or Foreign Check Items deposit, click the Search Adjustments function. The Search Adjustments function enables you to search for a deposit voucher using one or more criteria. If you do not specify any criteria, the search results include all deposits in the system that you have access to view. If you run additional searches, the Search Results table repopulates with the results of the new search. See Table 13 below for search criteria fields.
[bookmark: _Ref436928468][bookmark: _Ref425622816][bookmark: _Toc464735202][bookmark: _Toc520134757]Table 13: Search Criteria Fields
	Search Criteria Groupings
	Search Criteria Fields

	Search Conditions
	· Organization
· OTC Endpoint
· ALC
· Adjustment Category
· Voucher Number
· Adjustment Type
· Prepared By
· Adjustment Reason

	Voucher Date
	· Date Range

	Adjustment Amount
	· Total Range 

	Deposit Date
	· Date Range

	Original Deposit Date
	· Date Range

	Financial Institution Information
	· Routing Number
· Demand Deposit Account
· CA$HLINK II Account Number
· FRB Account Key 
· FRB Cost Center Work Unit



[bookmark: _Toc456169420][bookmark: _Toc464807392][bookmark: _Toc466449925]
Searching Adjustments
Under the Search Adjustments function, if you run a search without specifying any criteria, the search results include all deposits in the system that you have access to view.

1. Click the Deposit Processing tab and click Search Adjustments to enter the search criteria (see Figure 40). 
[bookmark: _Ref416353814][bookmark: _Toc520134699]Figure 40: Search Adjustments
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 41. Search Adjustments.png]

2. The Search Adjustments page appears. Enter the optional search criteria for the adjustment you would like to view and click Search. 

Search Conditions fields (see Figure 41) include selecting any or all of the following:

· Select an Organization from the drop-down list
· Select an OTC Endpoint from the drop-down list 
· Enter an ALC (Agency Location Code) in the field provided
· Select an Adjustment Category from the drop-down list 
· Enter a Voucher # in the field provided
· Select an Adjustment Type from the drop-down list 
· Enter the Prepared by name in the field provided
· Select an Adjustment Reason from the drop-down list 
[bookmark: _Ref414629808]

[bookmark: _Ref464744326][bookmark: _Toc520134700]Figure 41: Search Conditions
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 42. Search Conditions.png]
	


You may also search by entering Adjustment Amount range, Deposit Date, Original Deposit Date and Financial Institution Information, which includes the RTN (Routing Transit Number), DDA (Demand Deposit Account), CAN (CA$HLINK Account Number) FRB Account Key and FRB CCWU (Cost Center Work Unit) (see Figure 42).
[bookmark: _Ref416353849][bookmark: _Ref464744368][bookmark: _Toc520134701]Figure 42: Additional Search Criteria 
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 43. Additional Search Criteria.png]


3. The Search Results table appears (see Figure 43). Click the Voucher Number of the adjustment whose details you would like to view.
[bookmark: _Ref414629855][bookmark: _Toc520134702]Figure 43: Search Results Table
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 44. Search Results Table.png]



[bookmark: _Toc464807393][bookmark: _Toc466449926][image: ]	Search and View an Adjustment
To search for and view an adjustment, complete the following steps:

1. Click the Deposit Processing tab.

2. Click Search Adjustments. The Search Adjustments page appears. 

3. Enter the search criteria and click Search.

Under Search Conditions, optional
· Select an Organization
· Select an OTC Endpoint
· Enter an ALC (Agency Location Code)
· Select an Adjustment Category
· Enter a Voucher #
· Select an Adjustment Type
· Enter the Prepared by name
· Select an Adjustment Reason
· Enter the From: and To: Voucher Dates
· Enter the From: and To: Adjustment Amount
· Enter the From: and To: Deposit Date
· Enter the From: and To: Original Deposit Date

4. The Search Results table appears. Click the Voucher Number of the adjustment whose details you would like to view. 

	[image: MCj04421280000[1]]Application Tip
Click Download to save the adjustment results as an XML or CSV file. To view detailed steps for downloading a search deposit, refer to the Download Search Results for a Deposit printable job aid.



	[image: MCj04421280000[1]]Application Tip
Additional buttons on the page help you perform other tasks:
· Click Cancel to return to the OTCnet Home Page. No data will be saved. 
· Click Clear to clear all data fields and reset to the default selections.
· Click Download to download the search results. 
· Click Previous to return to the previous page.
· Click Return Home to return to the OTCnet Home Page.
· Click View Voucher Event Log to view the history of the deposit voucher.





[bookmark: _Toc456169421][bookmark: _Toc464807394][bookmark: _Toc466449927]Downloading Adjustments Information
To download your search results, first use the Search Adjustments function. After you have searched for your adjusted deposit, you can download the retrieved information.

1. Click the Deposit Processing tab and click Search Deposits to enter the search criteria for your adjusted deposit (refer to Figure 32).

2. Enter the optional search criteria for the adjusted deposit you would like to view and click Search. All references to figures can be found under Topic 6 of the previous section.

To search criteria under Search Conditions, refer to Figure 43.

	To enter additional search criteria, refer to Figure 44.

3. The Search Results table appears. Click the Download button (see Figure 44). The Download Adjustments page appears.
[bookmark: _Ref416355320][bookmark: _Toc520134703]Figure 44: Download Button
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 45. Download Button.png]

4. Select the XML file or CSV file as the file format (see Figure 45).
[bookmark: _Ref416355298][bookmark: _Toc520134704]Figure 45: File Format
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 46. File Format.png]



Check the desired attributes that you want to download for Adjustment Information, Original Deposit Information, Financial Institution Information, and Foreign Return Item Information (see Figure 46), then click Submit.
[bookmark: _Ref416355450][bookmark: _Toc520134705]Figure 46: Attributes for Download
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 47. Attributes for Download.png]

5. The File Download dialog box appears. Click Open or Save (see Figure 47). If you click Open, the content of the file appears. If you click Save, choose the location where you want to save the file.
[bookmark: _Ref416355421][bookmark: _Toc520134706]Figure 47: File Download
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 48. File Download.png]



[bookmark: _Toc464807395][bookmark: _Toc466449928][image: MCj04420720000[1]]	Downloading Adjustments Information
To download adjustments, search results:

1. Perform the steps for Searching Adjustments.

2. When the Search Results table appears, click Download. The Download Adjustments page appears.

3. Select XML file or CSV file as the file format.

4. Check the desired attributes that you want to download for

5. Check the desired attributes for the following sections:

· Adjustment Information
· Original Deposit Information
· Financial Institution Information
· Foreign Return Item Information

6. Click Submit. The File Download dialog box appears.

7. Click Open or Save.

	[image: MCj04421280000[1]]Application Tip
If you click Open, the content of the file appears. If you click Save, choose the location where you want to save the file.



	[image: MCj04421280000[1]]Application Tip 
Additional buttons on the page help you perform other tasks:
· Click Cancel to return to the OTCnet Home Page. No data will be saved. 
· Click Clear to clear all data fields and reset to the default selections.
· Click Previous to return to the previous page.
· Click Return Home to return to the OTCnet Home Page. 
· Click Search to display the deposits that match the search criteria.
· Click View Voucher Event Log to view the history of the deposit voucher.





[bookmark: _Toc456169422][bookmark: _Toc464807396][bookmark: _Toc466449929]Topic 9. Viewing Reports
As a user or viewer of the Deposit Processing functionality, you may access one or more of the Business Reports, Security Reports, Administration Reports or Historical Reports. You may need to view or download report for adjustment activity, user information, voucher status, or for any another reason. Each report provides deposit information specific to the select type of data requested. Table 14 below describes each report type.
[bookmark: _Ref414616252][bookmark: _Toc270414058][bookmark: _Toc464735203][bookmark: _Toc520134758]Table 14. Types of Reports
	Report
	Purpose of Report

	Business  
	Provides specific reporting detail for deposit and adjustment activity by type, status and processing options for Agencies and Financial Institutions

	Administration
	Provides specific reporting detail for interfaces with CIR*, as well as detailed information about completed and in progress vouchers

	Historical
	Provides historical deposit, deposit adjustment and returned item adjustment transaction data



*The Collections Information Repository (CIR) was formerly referred to as the Transaction Reporting System (TRS).


[bookmark: _Toc270414046][bookmark: _Toc456169423][bookmark: _Toc464807397][bookmark: _Toc466449930]Topic 10. Reports by User Role
[bookmark: _Toc270414047]Access to view reports in OTCnet is dependent on your user role. Table 15 below shows the OTCnet user roles that have access to each OTCnet report. Reports are grouped into the following categories:

· Business Reports
· Security Reports
· Administration Reports
· Historical Reports
[bookmark: _Ref436928703][bookmark: _Toc464735204][bookmark: _Toc520134759]Table 15. Business Reports by Federal Program Agency User Roles
	Business Reports
	Deposit
Preparer
	Deposit Approver
	Accounting 
Specialist
	Local 
Accounting
Specialist
	FPA 
Viewer
	Agency 
LSA
	Agency 
PLSA

	Adjustment Activity (FI) 
	blank
	blank
	blank
	blank
	blank
	blank
	blank

	Adjustments By OTC Endpoint 
	•
	•
	blank
	blank
	•
	blank
	blank

	Daily Voucher Report
	blank
	blank
	•
	•
	blank
	blank
	blank

	Deposit Activity (FI) 
	blank
	blank
	blank
	blank
	blank
	blank
	blank

	Deposits By Accounting Code 
	•
	•
	blank
	blank
	•
	blank
	blank

	Deposits By OTC Endpoint 
	•
	•
	blank
	blank
	•
	blank
	blank

	Deposit History By Status (FPA) 
	•
	•
	blank
	blank
	•
	blank
	blank

	Non-Reporting OTC Endpoint 
	•
	•
	•
	•
	•
	blank
	blank

	Processing Options by Agency EP 
	blank
	blank
	•
	•
	blank
	blank
	blank



[bookmark: _Toc464735205][bookmark: _Ref465160701][bookmark: _Toc520134760]Table 16. Business Reports by Financial Institution/Federal Reserve Bank as Financial Institution User Roles
	Business Reports
	FI 
Confirmer
	FRB 
Confirmer
	FI 
Viewer
	FRB 
Viewer
	LSA
	PLSA

	Adjustment Activity (FI) 
	•
	blank
	•
	blank
	blank
	blank

	Adjustments By OTC Endpoint 
	blank
	blank
	blank
	blank
	blank
	blank

	Daily Voucher Report
	blank
	blank
	blank
	blank
	blank
	blank

	Deposit Activity (FI) 
	•
	blank
	•
	blank
	blank
	blank

	Deposits By Accounting Code 
	blank
	blank
	blank
	blank
	blank
	blank

	Deposits By OTC Endpoint 
	blank
	blank
	blank
	blank
	blank
	blank

	Deposit History By Status (FPA) 
	blank
	blank
	blank
	blank
	blank
	blank

	Non-Reporting OTC Endpoint 
	blank
	blank
	blank
	blank
	blank
	blank

	Processing Options by Agency EP 
	blank
	blank
	blank
	blank
	blank
	blank


[bookmark: _Ref465160801][bookmark: _Toc464735206][bookmark: _Toc520134761]Table 17. Security Reports by Federal Program Agency User Roles
	Security Reports
	Deposit
Preparer
	Deposit Approver
	Accounting Specialist
	Local 
Accounting
 Specialist
	FPA 
Viewer
	Agency 
LSA
	Agency 
PLSA

	Primary Access Groups without a PLSA 
	blank
	blank
	blank
	blank
	blank
	blank
	blank

	Users by Access Group (FI) 
	blank
	blank
	blank
	blank
	blank
	blank
	blank

	Users by Access Group (FPA) 
	blank
	blank
	blank
	blank
	blank
	•
	•

	Users by Role (FI) 
	blank
	blank
	blank
	blank
	blank
	blank
	blank

	Users by Role (FPA) 
	blank
	blank
	blank
	blank
	blank
	•
	•

	User Information 
	blank
	blank
	blank
	blank
	blank
	•
	•


[bookmark: _Ref465160880][bookmark: _Toc464735207][bookmark: _Toc520134762]Table 18. Security Reports by Financial Institution/Federal Reserve Bank as Financial Institution User Roles
	Security Reports
	FI 
Confirmer
	FRB 
Confirmer
	FI 
Viewer
	FRB 
Viewer
	LSA
	PLSA

	Primary Access Groups without a PLSA 
	blank
	blank
	blank
	blank
	blank
	blank

	Users by Access Group (FI) 
	blank
	blank
	blank
	blank
	•
	•

	Users by Access Group (FPA) 
	blank
	blank
	blank
	blank
	blank
	blank

	Users by Role (FI) 
	blank
	blank
	blank
	blank
	•
	•

	Users by Role (FPA) 
	blank
	blank
	blank
	blank
	blank
	blank

	User Information 
	blank
	blank
	blank
	blank
	•
	•


[bookmark: _Ref465160913][bookmark: _Toc464735208][bookmark: _Toc520134763]Table 19. Administration Reports by Federal Program Agency User Roles
	

Admin. Reports/ Misc.
	Deposit
Preparer
	Deposit Approver
	Accounting Specialist
	Local 
Accounting
 Specialist
	FPA 
Viewer
	Agency 
LSA
	Agency 
PLSA

	View TRS File Status1
	blank
	blank
	blank
	blank
	blank
	blank
	blank

	View Vouchers Complete
	•
	•
	blank
	blank
	•
	blank
	blank

	View Voucher Event Log
	•
	•
	blank
	blank
	•
	blank
	blank

	View Voucher Event Detail
	•
	•
	blank
	blank
	•
	blank
	blank

	View Vouchers In Progress
	•
	•
	blank
	blank
	•
	blank
	blank

	View Voucher Event Log
	•
	•
	blank
	blank
	•
	blank
	blank

	View Voucher Event Detail
	•
	•
	blank
	blank
	•
	blank
	blank

	Change Current State
	blank
	blank
	blank
	blank
	blank
	blank
	blank

	Acknowledge Error Resolution
	blank
	blank
	blank
	blank
	blank
	blank
	blank



Legend: 1 The Collections Information Repository (CIR) was formerly referred to as the Transaction Reporting System (TRS).

[bookmark: _Ref465160931][bookmark: _Toc464735209][bookmark: _Toc520134764]Table 20. Administration Reports by Financial Institution/Federal Reserve Bank as Financial Institution User Roles
	Admin. Reports/ Misc.
	FI 
Confirmer
	FRB 
Confirmer
	FI 
Viewer
	FRB 
Viewer
	LSA
	PLSA

	View TRS File Status1
	•
	•
	•
	•
	blank
	blank

	View Vouchers Complete
	•
	•
	•
	•
	blank
	blank

	View Voucher Event Log
	•
	•
	•
	•
	blank
	blank

	View Voucher Event Detail
	•
	•
	•
	•
	blank
	blank

	View Vouchers In Progress
	•
	•
	•
	•
	blank
	blank

	View Voucher Event Log
	•
	•
	•
	•
	blank
	blank

	View Voucher Event Detail
	•
	•
	•
	•
	blank
	blank

	Change Current State
	blank
	blank
	blank
	blank
	blank
	blank

	Acknowledge Error Resolution
	•
	•
	blank
	blank
	blank
	blank



Legend: 1 The Collections Information Repository (CIR) was formerly referred to as the Transaction Reporting System (TRS).
[bookmark: _Ref465160941][bookmark: _Toc464735210][bookmark: _Toc520134765]Table 21. Historical Reports by Federal Program Agency User Roles
	
Historical Reports
	Deposit
Preparer
	Deposit Approver
	Accounting Specialist
	Local 
Accounting
 Specialist
	FPA 
Viewer
	Agency 
LSA
	Agency 
PLSA

	Deposit Historical Report 
	•
	•
	blank
	blank
	•
	blank
	blank

	Adjustment Historical Report 
	•
	•
	blank
	blank
	•
	blank
	blank


[bookmark: _Ref465160952][bookmark: _Toc464735211][bookmark: _Toc520134766]Table 22. Table 23. Historical Reports by Financial Institution/Federal Reserve Bank as Financial Institution User Roles
	Historical Reports
	FI 
Confirmer
	FRB 
Confirmer
	FI 
Viewer
	FRB 
Viewer
	LSA
	PLSA

	Deposit Historical Report 
	•
	•
	•
	•
	blank
	blank

	Adjustment Historical Report 
	•
	•
	•
	•
	blank
	blank



[bookmark: _Toc456169424][bookmark: _Toc464807398][bookmark: _Toc466449931]Topic 11. Types of Reports
[bookmark: _Toc270414048][bookmark: _Toc456169425][bookmark: _Toc464807399][bookmark: _Toc466449932]Business Reports 
As an Agency Viewer, you may access one or more of the reports listed in Table 24. To obtain specific details for which reports each role may view or download, please refer to Table 15 – Table 16. Business Reports by Financial Institution/Federal Reserve Bank as Financial Institution User Roles
[bookmark: _Ref414881001][bookmark: _Toc270414060][bookmark: _Toc464735212][bookmark: _Toc520134767]Table 24. Business Reports and Purpose
	Business Report
	Purpose of Business Report

	Adjustment Activity (FI)
	Allows you to view adjustments made by your Financial Institution (FI).

	Adjustments by OTC Endpoints
	Allows you to adjustments made by your Agency Location Code (ALC). 

	Daily Voucher Report
	Allows you to view the daily voucher extract

	Deposit Activity (FI)
	Allows you to view deposits submitted to your FI. 

	Deposits by Accounting Code
	Allows you to view deposits by accounting code. 

	Deposits by OTC Endpoint
	Allows you to view deposits by OTC Endpoint.

	Deposit History by Status
	Allows you to view deposits by status

	Non-Reporting OTC Endpoints
	Allows you to view OTC Endpoints that have not reported a deposit. 

	Processing Options by OTC Endpoints
	Allows you to view processing options defined for endpoints within the organization. 

	Deposit Historical Report
	Allows you to view historical deposit transaction data. 

	Adjustment Historical Report
	Allows you to view historical deposit adjustment and returned item adjustment transaction data.



[bookmark: _Toc414038427][bookmark: _Toc414117224][bookmark: _Toc456169426][bookmark: _Toc464807400][bookmark: _Toc466449933]
Security Reports 
If you are an Agency Primary Security Administrator (PLSA), Agency Local Security Administrator (LSA), FI/FRB PLSA or FI/FRB LSA, you may access one or more of the reports listed in Table 25. To obtain specific details for which reports each role may view or download, refer to Table 17 – Table 18.
[bookmark: _Ref414114280][bookmark: _Toc414203196][bookmark: _Toc464735213][bookmark: _Toc520134768]Table 25. Security Reports
	Security Report
	Purpose of Security Report

	Users by Access Group (FI)
	Allows you to view users by Financial Institution.

	Users by Access Group (FPA)
	Allows you to view users by OTC Endpoint.

	User Information 
	Allows that you to view a user’s contact information.

	Users by Role (FI)
	Allows you to view users by role for your Financial Institution.

	Users by Role (FPA)
	Allows you to view users by role for your OTC Endpoint.



[bookmark: _Toc270414050][bookmark: _Toc456169427][bookmark: _Toc464807401][bookmark: _Toc466449934]Administration Reports
As an Agency Viewer, you may access one or more of the reports listed in Table 26. For details on which user roles have access to view or download the reports, refer to Table 19 – Table 20.
[bookmark: _Ref414631188][bookmark: _Toc270414062][bookmark: _Toc464735214][bookmark: _Toc520134769]Table 26. Administration Reports and Purpose
	Administration Report
	Purpose of Administration Report

	View CIR File Status
	The status of CIR files that have been processed by Collections Information Repository (CIR) or are ready for CIR to process.

	View Vouchers Completed
	Allows you to view the status of deposit and adjustment vouchers that have completed processed through the FI System To System Interface in the past 36 hours. 

	View Vouchers in Progress 
	Allows you to view the status of deposit and adjustment vouchers in progress. 



[bookmark: _Toc435709117][bookmark: _Toc436042730][bookmark: _Toc456169428][bookmark: _Toc270414051]

[bookmark: _Toc464807402][bookmark: _Toc466449935]Historical Reports
As a Financial Reserve Bank Viewer, you have access to the reports listed in Table 27 below. For details on which reports each role may view and download, refer to Table 21 – Table 22.
[bookmark: _Ref435701681][bookmark: _Toc435710604][bookmark: _Toc436042764][bookmark: _Toc464735215][bookmark: _Toc520134770]Table 27. Deposit Processing Historical Report
	Deposit Processing Historical Report
	Purpose of Report

	Deposit Historical Report
	Allows you to view historical deposit transaction data. 

	Adjustment Historical Report
	Allows you to view historical deposit adjustment and returned item adjustment transaction data.




[bookmark: _Toc414038428]
[bookmark: _Toc456169429]

[bookmark: _Toc464807403][bookmark: _Toc466449936]Topic 12. Viewing Reports
[bookmark: _Toc270414052][bookmark: _Toc456169430][bookmark: _Toc464807404][bookmark: _Toc466449937]Business Reports
There are five Business Reports you may choose to view. To print Business Reports after downloading, right-click using a mouse, and click the Print option.


[bookmark: _Toc415327290][bookmark: _Toc456169431][bookmark: _Toc464807405][bookmark: _Toc466449938]Adjustments by OTC Endpoint
1. Click the Reports tab and click Deposit Processing Reports. The View Reports page appears. Under Business Reports, click Adjustments by OTC Endpoint (see Figure 48).
[bookmark: _Ref442185127][bookmark: _Toc520134707]Figure 48. Select Adjustments by OTC Endpoint from Reports Menu
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 49. Select Adjustments by OTC Endpoint from Reports Menu.png]


2. The Adjustments by OTC Endpoint parameters page appears. Enter the search criteria you would like to view (see Figure 49).

Under search criteria, you cannot exceed 15 months for the date range for Adjustment Date and Deposit Date.
· Select the Organization, required 
· Select the Adjustment Type, required
· Enter the ALC (Agency Location Code)
· Enter the From: and To: Adjustment Date range
· Enter the From: and To: Deposit Date range
· Enter the From: and To: Adjustment Amount range
· Click Yes or No for Report With Children


For Report with Children, the Yes option generates a report that contains data for the selected OTC Endpoint as well as all of the lower level OTC Endpoints. If No is clicked, the report will only contain data for the selected OTC Endpoint. 

[bookmark: _Ref454736766][bookmark: _Toc520134708]Figure 49. Adjustments by OTC Endpoint Parameters Page
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 50. Adjustments by OTC Endpoint Parameters Page.png]

3. [bookmark: _Toc415327206][bookmark: _Ref416349125]Click an OTC Endpoint to initiate the report. The Adjustments by OTC Endpoint preview page appears (see Figure 50). 

Under Export as, 
· Select a PDF, Excel or Word
· Click Download

Or

Click Print PDF Report


The report will only display non-archived adjustments associated with deposits or returned item adjustments with a voucher date that is not more than five years previous to the current date.

[bookmark: _Ref454736938][bookmark: _Toc520134709]Figure 50. Adjustments by OTC Endpoint Parameters Page
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 51. Adjustments by OTC Endpoint Parameters Page.png]


[bookmark: _Toc464807406]

[bookmark: _Toc466449939][image: ]	View Business Reports: Adjustments by OTC Endpoint

To view adjustments by OTC Endpoint report, complete the following steps:

1. Click the Reports tab.

2. Click Deposit Processing Reports. The View Reports page appears. 

3. Under Business Reports, click Adjustments by OTC Endpoint. The Adjustments by OTC Endpoint parameters page appears.

4. Enter the search criteria you would like to view.

· Select the Organization, required 
· Select the Adjustment Type, required 
· Select the ALC (Agency Location Code)
· Enter the From: and To: Adjustment Date range
· Enter the From: and To: Deposit Date range
· Enter the From: and To: Adjustment Amount range

	[image: MCj04421280000[1]]Application Tip 
The date range for Adjustment Date and Deposit Date cannot exceed 15 months.


· Select Yes or No for Report With Children

	[image: MCj04421280000[1]]Application Tip 
Click the Yes option to generate a report that contains data for 
the selected OTC Endpoint as well as all of the lower level OTC Endpoints. 
Click the No option to generate a report that contains data only for the selected OTC Endpoint.


5. Click an OTC Endpoint to initiate the report. The report appears in a new window.

	[image: MCj04421280000[1]]Application Tip
TGA denotes a deposit processing OTC Endpoint; CHK denotes a check capture OTC Endpoint; M denotes a mapped accounting code; an open lock [image: unlock-clipart2]denotes access permission; and a closed lock [image: lock-clipart2]denotes no access permission.





Under Export as, 
· Select a PDF, Excel or Word
· Click Download

Or

Click Print PDF Report

	[image: MCj04421280000[1]]Application Tip 
The report will only display non-archived adjustments associated with deposits or returned item adjustments with a voucher date that is not more than five years previous to the current date. 



	[image: MCj04421280000[1]]Application Tip 
Additional button on the page that helps you perform other tasks:
· Click Previous to return to the previous page.





[bookmark: _Toc456169432][bookmark: _Toc464807407][bookmark: _Toc466449940]Deposits by Accounting Code
1. Click the Reports tab and click Deposit Processing Reports. The View Reports page appears. Under Business Reports, click Deposits by Accounting Code (see Figure 51).
[bookmark: _Ref454737321][bookmark: _Toc520134710]Figure 51. Select Deposits by Accounting Code from Reports Menu
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 52. Select Deposits by Accounting Code from Reports Menu.png]


2. The Deposits by Accounting Code parameters page appears.  Enter the search criteria you would like to view (see Figure 52).

Under search criteria, you cannot exceed 15 months for the date range for Voucher Date.
· Select the Organization, required 
· Select the ALC (Agency Location Code)
· Select the Accounting Code, required
· Enter the From: and To:  Voucher Date range
· Enter the From: and To: Deposit Total range
· Click Yes or No for Report With Children

For Report with Children, the Yes option generates a report that contains data for the selected OTC Endpoint as well as all of the lower level OTC Endpoints. If No is clicked, the report will only contain data for the selected OTC Endpoint.

[bookmark: _Ref454738675]

[bookmark: _Ref466450144][bookmark: _Toc520134711]Figure 52. Deposits by Accounting Code Parameters Page
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 53. Deposits by Accounting Code Parameters Page.png]



3. Click an OTC Endpoint to initiate the report (refer to Figure 52). The Deposits by Accounting Code preview page appears (see Figure 53

Under Export as, 
· Select a PDF, Excel or Word
· Click Download

Or
Click Print PDF Report
[bookmark: _Ref454738647][bookmark: _Toc520134712]Figure 53. Deposits by Accounting Code Report Preview Page
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 54. Deposits by Accounting Code Report Preview Page.png]



[bookmark: _Toc464807408][bookmark: _Toc466449941][image: ]	View Business Reports: Deposits by Accounting Code
To view a deposit by accounting code report, complete the following steps:

1. Click the Reports tab.

2. Click Deposit Processing Reports. The View Reports page appears. 

3. Under Business Reports, click Deposits by Accounting Code. The Deposits by Accounting Code parameters page appears.

4. Enter the search criteria you would like to view.

· Select the Organization, required 
· Select the ALC (Agency Location Code)
· Select the Account Code, required
· Enter the From: and To: Voucher Date range
· Enter the From: and To: Deposit Total range
· Click Yes or No for Report With Children

	[image: MCj04421280000[1]]Application Tip 
The date range for Voucher Date cannot exceed 15 months.



	[image: MCj04421280000[1]]Application Tip 
Click the Yes option to generate a report that contains data for the selected OTC Endpoint as well as all of the lower level OTC Endpoints. 
Click the No option to generate a report that contains data only for the selected OTC Endpoint.



5. Click an OTC Endpoint to initiate the report. The report appears in a new window.

	[image: MCj04421280000[1]]Application Tip 
TGA denotes a deposit processing OTC Endpoint; CHK denotes a check capture OTC Endpoint; M denotes a mapped accounting code; an open lock [image: unlock-clipart2]denotes access permission; and a closed lock [image: lock-clipart2]denotes no access permission.



6. 
Under Export as, 
· Select PDF, Excel or Word format
· Click Download

Or

Click Print PDF Report

	[image: MCj04421280000[1]]Application Tip 
Deposits with a voucher date older than five years will not display on the report but they may be viewed from the Historical Reports page (Home>Reports>Historical Reports) if your user role has access to Historical Reports.



	[image: MCj04421280000[1]]Application Tip 
Unconfirmed Foreign Check items entered with a Country of Deposit value of Other will not display values in the Voucher Amount column.



	[image: MCj04421280000[1]]Application Tip 
Additional button on the page that helps you perform other tasks:
· Click Previous to return to the previous page.





[bookmark: _Toc456169433][bookmark: _Toc464807409][bookmark: _Toc466449942]Deposits by OTC Endpoint
1. Click the Reports tab and click Deposit Processing Reports. The View Reports page appears. Under Business Reports, click Deposits by OTC Endpoint (see Figure 54).
[bookmark: _Ref467500334][bookmark: _Toc520134713]Figure 54. Select Deposits by OTC Endpoint 
from Reports Menu
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 55. Select Deposits by OTC Endpoint from Reports Menu.png]

2. The Deposits by OTC Endpoint parameters page appears. Enter the search criteria you would like to view (see Figure 55).

Under search criteria, you cannot exceed 15 months for the date range for Voucher Date.
· Select the Organization, required 
· Select the ALC (Agency Location Code)
· Enter the From: and To:  Voucher Date range
· Enter the From: and To: Deposit Total range
· Click Yes or No for Report With Children 

For Report with Children, the Yes option generates a report that contains data for the selected OTC Endpoint as well as all of the lower level OTC Endpoints. If No is clicked, the report will only contain data for the selected OTC Endpoint.


[bookmark: _Ref466450174][bookmark: _Toc520134714]Figure 55. Deposits by OTC Endpoint Parameters Page
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 56. Deposits by OTC Endpoint Parameters Page.png]

3. Click an OTC Endpoint to initiate the report (refer to Figure 55). The Deposit by Endpoint preview page appears (see Figure 56).

Under Export as, 
· Select PDF, Excel or Word format
· Click Download

Or

Click Print PDF Report


[bookmark: _Ref466450241][bookmark: _Toc520134715]Figure 56. Deposits by OTC Endpoint Preview Page
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 57. Deposits by OTC Endpoing Preview Page.png]

[bookmark: _Toc464807410]

[bookmark: _Toc466449943][image: ]	View Business Reports: Deposits by OTC Endpoint

To view a deposit by OTC Endpoint report, complete the following steps:

1. Click the Reports tab.

2. Click Deposit Processing Reports. The View Reports page appears. 

3. Under Business Reports, click Deposits by OTC Endpoint. The Deposits by OTC Endpoint parameters page appears.

4. Enter the search criteria you would like to view.

· Select the Organization, required 
· Select the ALC (Agency Location Code)
· Enter the From: and To: Voucher Date range
· Enter the From: and To: Deposit Total range

	[image: MCj04421280000[1]]Application Tip 
The date range for Voucher Date cannot exceed 15 months.



· Click Yes or No for Report With Children.

	[image: MCj04421280000[1]]Application Tip 
Click the Yes option to generate a report that contains data for the selected OTC Endpoint as well as all of the lower level OTC Endpoints. 
Click the No option to generate a report that contains data only for the selected OTC Endpoint.



5. Click an OTC Endpoint to initiate the report. The Deposits by OTC Endpoint preview page appears.

	[image: MCj04421280000[1]]Application Tip 
TGA denotes a deposit processing OTC Endpoint; CHK denotes a check capture OTC Endpoint; M denotes a mapped accounting code; an open lock [image: unlock-clipart2]denotes access permission; and a closed lock [image: lock-clipart2]denotes no access permission.



6. 
Under Export as, 
· Select PDF, Excel or Word format
· Click Download

Or

Click Print PDF Report

	[image: MCj04421280000[1]]Application Tip 
Deposits with a voucher date older than five years will not display on the report but they may be viewed from the Historical Reports page (Home>Reports>Historical Reports).



	[image: MCj04421280000[1]]Application Tip 
Unconfirmed Foreign Check items entered with a Country of Deposit value of “Other” will not display values in the Voucher Amount column.



	[image: MCj04421280000[1]]Application Tip 
Additional button on the page that helps you perform other tasks:
· Click Previous to return to the previous page





[bookmark: _Toc456169434]Deposit History by Status
1. Click the Reports tab and click Deposit Processing Reports. The View Reports page appears. Under Business Reports, click Deposit History by Status (see Figure 57).

[bookmark: _Ref464807028][bookmark: _Toc520134716]Figure 57. Select Deposit History by Status from Reports Menu
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 58. Select Deposit History by Status from Reports Menu.png]

2. The Deposit History by Status parameters page appears.  Enter the search criteria you would like to view (see Figure 58).

· Select the Organization, required 
· Select the ALC (Agency Location Code)
· Select the Status, required
· Enter the From: and To:  Status Date range
· Enter the From: and To: Deposit Total range
· Click Yes or No for Report with Children

For Report with Children, the Yes option generates a report that contains data for the selected OTC Endpoint as well as all of the lower level OTC Endpoints. If No is clicked, the report will only contain data for the selected OTC Endpoint.


[bookmark: _Ref454746434][bookmark: _Toc520134717]Figure 58. Deposit History by Status Parameters Page
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 59. Deposit History by Status Parameters Page.png]

3. Click an OTC Endpoint to initiate the report (refer to Figure 58). The Deposit History by Status preview page appears (see Figure 59).
[bookmark: _Ref442723690]
Under Export as, 
· Select PDF, Excel or Word format
· Click Download

Or

Click Print PDF Report

Deposit Amount will be blank for unconfirmed foreign currency check deposits that are associated with a country of deposit of “Other”. Otherwise, the Deposit Amount is calculated based on the exchange rate and foreign currency amount.


[bookmark: _Ref454746623][bookmark: _Toc520134718]Figure 59. Deposit History by Status Preview Page
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 60. Deposit History by Status Preview Page.png]


[bookmark: _Toc464807411][bookmark: _Toc466449944][image: ]	View Business Reports: Deposit History by Status

To view a deposit history by status report, complete the following steps:

1. Click the Reports tab.

2. Click Deposit Processing Reports. The View Reports page appears. 

3. Under Business Reports, click Deposit History by Status. The Deposit History by Status parameters page appears.

4. Enter the search criteria you would like to view.

· Select the Organization, required 
· Select the ALC (Agency Location Code)
· Select the Status, required
· Enter the From: and To: Status Date range
· Enter the From: and To: Deposit Total range
· Click Yes or No for Report With Children.

	[image: MCj04421280000[1]]Application Tip 
Click the Yes option to generate a report that contains data for the selected OTC Endpoint as well as all of the lower level OTC Endpoints. Click the No option to generate a report that contains data only for the selected OTC Endpoint.



5. Click an OTC Endpoint to initiate the report. The Deposit History by Status preview page appears.

	[image: MCj04421280000[1]]Application Tip 
TGA denotes a deposit processing OTC Endpoint; CHK denotes a check capture OTC Endpoint; M denotes a mapped accounting code; an open lock [image: unlock-clipart2]denotes access permission; and a closed lock [image: lock-clipart2]denotes no access permission.



6. 
Under Export as, 
· Select a PDF, Excel or Word
· Click Download

Or

Click Print PDF Report
	[image: MCj04421280000[1]]Application Tip 
Deposits with a voucher date older than five years will not display on the report but they may be viewed from the Historical Reports page (Home>Reports>Historical Reports) if your user role allows access to Historical Reports.



	[image: MCj04421280000[1]]Application Tip 
Deposit Amount will be blank for unconfirmed foreign currency check deposits that are associated with a Country of Deposit of Other. Otherwise, the Deposit Amount is calculated based on the exchange rate and foreign currency amount.



	[image: MCj04421280000[1]]Application Tip 
Additional button on the page that helps you perform other tasks:
· Click Previous to return to the previous page 





[bookmark: _Toc456169435][bookmark: _Toc464807412][bookmark: _Toc466449945]Non-Reporting OTC Endpoints
1. Click the Reports tab and click Deposit Processing Reports. The View Reports page appears. Under Business Reports, click Non-Reporting OTC Endpoints (see Figure 60).
[bookmark: _Ref454747140][bookmark: _Toc520134719]Figure 60. Non-Reporting OTC Endpoints from Reports Menu 
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 61. Non-Reporting OTC Endpoints from Reports Menu.png]

2. The Non-Reporting OTC Endpoints parameters page appears. Enter the search criteria you would like to view (see Figure 61).

Under search criteria, you cannot exceed 15 months for the date range for Deposit 	Date.

· Enter the From: and To: Deposit Date range
· Click Yes or No for Report with Children

For Report with Children, the Yes option generates a report that contains data for the selected OTC Endpoint as well as all of the lower level OTC Endpoints. If No is clicked, the report will only contain data for the selected OTC Endpoint. 



[bookmark: _Ref464807161][bookmark: _Toc520134720]Figure 61. Non-Reporting OTC Endpoints Parameters Page 
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3. Click an OTC Endpoint to initiate the report. The Non-Reporting OTC Endpoints preview page appears (see Figure 62).

Under Export as, 
· Select a PDF, Excel or Word
· Click Download

Or

Click Print PDF Report


[bookmark: _Ref464807210][bookmark: _Toc520134721]Figure 62. Non-Reporting OTC Endpoints
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 63. Non-Reporting OTC Endpoints.png]


[bookmark: _Toc464807413][bookmark: _Toc466449946][image: ]	View Business Reports: Non-Reporting OTC Endpoints

To view a non-reporting OTC Endpoint report, complete the following steps:

1. Click the Reports tab.

2. Click Deposit Processing Reports. The View Reports page appears. 

3. Under Business Reports, click Non-Reporting OTC Endpoints. The Non-Reporting OTC Endpoints parameters page appears.

4. Enter the search criteria you would like to view.

· Enter the From: and To: Deposit Date range
· Click Yes or No for Report With Children.

	[image: MCj04421280000[1]]Application Tip 
The date range for Deposit Date cannot exceed 15 months.



	[image: MCj04421280000[1]]Application Tip 
Click the Yes option to generate a report that contains data for the selected OTC Endpoint as well as all of the lower level OTC Endpoints. Click the No option to generate a report that contains data only for the selected OTC Endpoint.



5. Click an OTC Endpoint to initiate the report. Non-Reporting OTC Endpoints preview page appears.

	[image: MCj04421280000[1]]Application Tip 
TGA denotes a deposit processing OTC Endpoint; CHK denotes a check capture OTC Endpoint; M denotes a mapped accounting code; an open lock [image: unlock-clipart2]denotes access permission; and a closed lock [image: lock-clipart2]denotes no access permission.



6. 
Under Export as, 
· Select a PDF, Excel or Word
· Click Download

Or

Click Print PDF Report

	[image: MCj04421280000[1]]Application Tip 
Additional button on the page that helps you perform other tasks:
· Click Previous to return to the previous page.






[bookmark: _Toc270414054][bookmark: _Toc456169436][bookmark: _Toc464807414][bookmark: _Toc466449947]Administration Reports
This section will provide you with detail of how to view and download Administration Reports. There are six Administration Reports you may choose to view. To print Administration Reports after downloading, right-click using a mouse and select the Print option.

[bookmark: _Toc456169437][bookmark: _Toc464807415][bookmark: _Toc466449948]View Vouchers Completed 
1. Click the Reports tab and click Deposit Processing Reports. The View Reports page appears. Under Administration Reports, click View Vouchers Completed (see Figure 63).
[bookmark: _Ref425623619][bookmark: _Toc270414127][bookmark: _Toc520134722]Figure 63. View Vouchers Completed from Reports 
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2. The View Vouchers Completed page appears. Click the Voucher # hyperlink to view the Voucher Event Log page and additional voucher information (see Figure 64).	
[bookmark: _Ref425623653][bookmark: _Toc270414128][bookmark: _Toc520134723]Figure 64. View Vouchers Completed Page 
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3. 
The View Voucher Event Log page appears (see Figure 65). Click the Voucher # hyperlink to view the details of the deposit or adjustment. The Voucher Details Information page or the View Adjustment Details page appears. Or, click a Voucher Event State hyperlink to view the voucher event details. The Voucher Event Details page appears (see Figure 66)

[bookmark: _Ref414613067][bookmark: _Toc270414129][bookmark: _Toc520134724]Figure 65. View Voucher Event Log
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[bookmark: _Ref414613079][bookmark: _Toc270414130][bookmark: _Toc520134725]Figure 66. Voucher Event Details
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[bookmark: _Toc464807416][bookmark: _Toc466449949][image: MCj04420720000[1]]  View Administration Reports: Vouchers Completed

To view a voucher’s completed report, complete the following steps:

1. Click the Reports tab.

2. Click Deposit Processing Reports. The View Reports page appears. 

3. Under Administration Reports, click View Vouchers Completed. The View Vouchers Completed page appears.

4. Click the Voucher # hyperlink to view the Voucher Event Log page and additional voucher information. The View Voucher Event Log page appears.

	[image: MCj04421280000[1]]Application Tip
The View Voucher Event shows additional information about the
voucher and the history of the voucher events through the FI System 
to System Interface.


5. Click the Voucher # hyperlink to view the details of the deposit or adjustment. The Voucher Details Information page or the View Adjustment Details page appears.

Or

Click a Voucher Event State hyperlink to view the voucher event details. The Voucher Event Details page appears.

	[image: MCj04421280000[1]]Application Tip
The Voucher Event Details page shows processing errors associated with the voucher event and additional information about the voucher and 
the transmission associated with the voucher events through the FI 
System To System Interface, and the Collections Information Repository (CIR) interface.





	[image: MCj04421280000[1]]Application Tip
Additional buttons on the pages that help you perform other tasks:
· Click Cancel to return to the OTCnet Home Page. No data will be saved. 
· Click Clear to clear all data fields and reset to the default selections.
· Click Previous to return to the previous page.
· Click Refresh to redisplay the page with any additional vouchers that 
are in-process.
· Click Return Home to return to the previous page.





[bookmark: _Toc456169438][bookmark: _Toc464807417][bookmark: _Toc466449950]View Vouchers in Progress 
1. Click the Reports tab and click Deposit Processing Reports. The View Reports page appears. Under Administration Reports, click View Vouchers in Progress (see Figure 67).
[bookmark: _Toc270414131][bookmark: _Ref414628755][bookmark: _Toc520134726]Figure 67. View Vouchers in Progress from Administration Reports
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 68. View Vouchers in Progress from Administration Reports.png]


2. The View Vouchers in Progress page appears (see Figure 68). The page will only display non-archived deposits or adjustments with a voucher date that is five years or less from to the current date. Click the Voucher # hyperlink to view the Voucher Event Log page and additional voucher information.

[bookmark: _Ref414628644][bookmark: _Toc270414132][bookmark: _Toc520134727]Figure 68. View Vouchers In Progress
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 69. View Vouchers in Progress.png]


3. 
The View Voucher Event Log page appears (see Figure 69). Click the Voucher # hyperlink to view the details of the deposit or adjustment. The Voucher Details Information page or the View Adjustment Details page appears. Or, click a Voucher Event State hyperlink to view the voucher event details. The Voucher Event Details page appears (see Figure 70).
[bookmark: _Ref414628594][bookmark: _Toc270414133][bookmark: _Toc520134728]Figure 69. In Progress View Voucher Event Log Page
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 70. In Progress View Voucher Event Log Page.png]

[bookmark: _Ref425623693][bookmark: _Toc270414134][bookmark: _Toc520134729]Figure 70. In Progress Voucher Event Details Report Output
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 71. In Progress Voucher Event Details Report Output.png]
 


[bookmark: _Toc464807418][bookmark: _Toc466449951][image: MCj04420720000[1]]  View Administration Reports: Vouchers in Progress
To view a voucher in progress report:

1. Click the Reports tab.

2. Click Deposit Processing Reports. The View Reports page appears. 

3. Under Administration Reports, click View Vouchers In Progress. The View Vouchers in Progress page appears.

	[image: MCj04421280000[1]]Application Tip
The Vouchers In Progress page will only display non-archived deposits or adjustments with a voucher date that is five years or less from the current date. 


4. Click the Voucher # hyperlink to view the Voucher Event Log page and additional voucher information. The View Voucher Event Log page appears.

	[image: MCj04421280000[1]]Application Tip
The View Voucher Event shows additional information about the
voucher and the history of the voucher events through the FI System-
to-System Interface.


5. Click the Voucher # hyperlink to view the details of the deposit or adjustment. The Voucher Details Information page or the View Adjustment Details page appears.

Or

Click a Voucher Event State hyperlink to view the voucher event details. The Voucher Event Details page appears.


	[image: MCj04421280000[1]]Application Tip
The Voucher Event Details page shows processing errors associated with the voucher event and additional information about the voucher and the transmission associated with the voucher events through the FI System 
To System Interface, and the Collections Information Repository (CIR) interface.



	[image: MCj04421280000[1]]Application Tip
Additional buttons on the pages that help you perform other tasks:
· Click Cancel to return to the OTCnet Home Page. No data will be saved. 
· Click Clear to clear all data fields and reset to the default selections.
· Click Previous to return to the previous page.
· Click Refresh to redisplay the page with any additional vouchers that 
are in-process.
· Click Return Home to return to the previous page.



[bookmark: _Toc435709121][bookmark: _Toc436042738][bookmark: _Toc456169439][bookmark: _Toc464807419][bookmark: _Toc466449952]
Historical Reports
This section will provide you with detail of how to generate and view previously generated Check Processing and Deposit Processing Historical Reports. 

[bookmark: _Toc436042739][bookmark: _Toc456169440][bookmark: _Toc464807420][bookmark: _Toc466449953]Check Processing Historical Report 
Check Processing Historical reports are used to query check records that are associated with batches that have a Received Date older than 18 months. All batches including batches with an Open or Closed status with a Received Date older than 18 months are saved in the Historical database. 

[bookmark: _Hlk507574581]Check Transactions with a received date older than the minimum data retention period, as specified by Fiscal Service, may not be displayed on the report as these transactions are eligible to be deleted. As a result, this queried check information may not be accessible and will be removed from the archival database. 

Historical reports are generated asynchronously (not occurring at the same time), allowing you to continue to use OTCnet. 

Note: Depending on the volume of data requested, it can take between 5 and 20 minutes for the report to generate.

If you are assigned the role of Agency Manager, Check Capture Administrator, MVD Editor, MVD Viewer, FS Viewer or FI Viewer, you are authorized to query and download CIRA CSV Historical reports.

You can search for check records by OTC Endpoint, User Defined Fields, Account Number, Bank Routing Number, Individual Reference Number (IRN), and other search criteria. If you run a search without specifying any criteria other than an OTC Endpoint, the search results include all checks in the system that you have access to view.

When the report request is submitted, its status is set to Submitted. After the report is successfully generated, the status is set to Completed and the report is available for download in CSV format.


1. From the Reports tab, click Historical Reports and select Generate Historical Reports (see Figure 71).
[bookmark: _Ref464807519][bookmark: _Toc436042829][bookmark: _Toc520134730]Figure 71. Select Generate Historical Reports
 [image: ]
2. 
From the Check Processing Historical Reports section of the page, click CIRA CSV Historical Report (see Figure 72).
[bookmark: _Ref436932439][bookmark: _Toc436042830][bookmark: _Toc520134731]Figure 72. Select Deposit Historical Report
 [image: ]

3. The CIRA CSV Historical Report page appears (see Figure 73). Enter the report criteria.
· Select an OTC Endpoint, (required)

If you do not know the full name of OTC Endpoint, you can enter a partial name search (as few as one letter) in the Starts with text box and click the Select From List icon (magnifying glass). The configured OTC Endpoints appear according to the user’s access. Click the appropriate OTC Endpoint radio button.
· Check/uncheck the Include Subordinates check box

By default, the Include Subordinates check box is checked. Add a check mark to generate a report that contains data for the subordinate OTC Endpoints. Remove the check mark to generate a report that contains data only for the selected OTC Endpoint.
· To search for a transaction using the CIRA CSV Historical Report the following search criteria may be defined:
· Select a Form Name
· Select a Deploy Date
· Under User Defined Fields:
· Enter User Defined Field 1
· Enter User Defined Field 2
· Enter User Defined Field 3
· Enter User Defined Field 4
· Enter the Account number
· Enter the Bank Routing Number
· Enter the IRN (Individual Record Number)
· Enter the Check Number
· Under Check Amount:
· Select a condition from the drop-down list (Equal to, Not Equal to, Greater than or equal to, Greater than, Less than or equal to, Less than) and enter the amount
· Select a Settlement Status (All, Receive, Failed, Settled, Represented, Retired)
· Enter the 5515/Debit Voucher Number
· Enter the 215/Deposit Ticket Number
· Enter the Cashier ID
· Enter the Batch ID
· Select one of the date types (Received Date, Check Capture Date, Settlement Date, or Return Settlement Date) by clicking the corresponding radio button and setting the corresponding date range by using either From or On for the start date by selecting From or On from the drop-down list and selecting dates.
· To query for an ACR transaction:
· Click CIRA CSV Historical Report - ACR to expand the section
· Select an ACR Type (All ACR, Adjustment, Correction, Rescission)
· Select an ACR Reason Code (Duplicate Transaction Processed, Non-Cash Item, Representment, Transaction Amount Correction, Warranty Indemnity Claim, Account Switch, Transaction Account Switch, Voucher Date Change, Voucher Number Change, ACH Reversal)
· Enter an ACR Voucher Number
· Enter the From (or On) and To ACR Settlement date range, required 

4. Click Submit Request (see Figure 75Figure 77). Once a request has been submitted you will not be able to submit the same request again for seven days. If a duplicate request is submitted within seven days, the following message will display: “Duplicate Request: You have submitted a report request based on identical report criteria in the last 7 days. Please revise your report criteria or access the previously generated report request.”

[bookmark: _Ref436932403][bookmark: _Toc436042831]

[bookmark: _Ref464807555][bookmark: _Toc520134732]Figure 73. CIRA CSV Historical Report Criteria Page
 [image: ]


5. Once the request has been submitted, navigate to Previously Generated Historical Reports (Reports tab>Historical Reports>View Previously Generated Historical Reports) and download the report in CSV format by clicking the CSV icon ([image: ]) in the Download column for the report.



[bookmark: _Toc464807421][bookmark: _Toc466449954][image: MCj04420720000[1]]  Check Processing Historical Report
To generate a Check Processing historical report:
1. From the Reports tab, select Historical Reports and click Generate Historical Reports. 
2. The Generate Historical Reports page appears. From the Check Processing Historical Reports section of the page, click CIRA CSV Historical Report. 
	[image: MCj04421280000[1]]Application Tip
The Check Processing historical report is generated asynchronously (not occurring at the same time) allowing you to continue using the OTCnet application. The time 
it takes to generate a report depends on the volume of data queried and will vary.  



3. The CIRA CSV Historical Report page appears. Enter the search criteria for the report you wish to view.
· Select an OTC Endpoint (required)

	[image: MCj04421280000[1]]Application Tip
If you do not know the full name of OTC Endpoint, you can enter a partial name search (as few as one letter) in the Starts with text box and click the Select From List icon (magnifying glass). The configured OTC Endpoints appear according to the user’s access. Click the appropriate OTC Endpoint radio button.



· Check/uncheck the Include Subordinates check box

	[image: MCj04421280000[1]]Application Tip
By default, the Include Subordinates check box is checked. Add a check mark to generate a report that contains data for the subordinate OTC Endpoints. Remove the check mark to generate a report that contains data only for the selected OTC Endpoint.



4. To search for a transaction:
A. Using the CIRA CSV Historical Report search criteria:

	[image: MCj04421280000[1]]Application Tip
By default, the CIRA CSV Historical Report screen is expanded. If the CIRA CSV Historical Report - ACR screen is expanded, the CIRA CSV 
Historical Report screen is collapsed. 



· Under CIRA CSV Historical Report:
· Select a Form Name
· Select a Deploy Date

	[image: MCj04421280000[1]]Application Tip
By default, the most recent Deploy Date and Form Version will populate the Deploy Date field, once the Form Name is selected. 



· Under User Defined Fields:
· Enter User Defined Field 1
· Enter User Defined Field 2
· Enter User Defined Field 3
· Enter User Defined Field 4

	[image: MCj04421280000[1]]Application Tip
The User Defined Fields are visible based on the selected OTC Endpoint Form Name and Deploy Date.



· Enter the Account number
· Enter the Bank Routing Number
· Enter the IRN (Individual Record Number)
· Enter the Check Number

	[image: MCj04421280000[1]]Application Tip
If an IRN and a date range (Received Date, Capture Date, Settlement Date, and Return Settlement Date) are entered, OTCnet ignores the date range during report generation.  



· Under Check Amount:
· Select a condition from the drop-down list (Equal to, Not Equal to, Greater than or equal to, Greater than, Less than or equal to, Less than) and enter the amount 

· Select a Settlement Status (All, Receive, Failed, Settled, Represented, Retired)
· Enter the 5515/Debit Voucher Number

	[image: MCj04421280000[1]]Application Tip
The 5515/Debit Voucher Number represents items returned to agency 
due to unsuccessful collection efforts.



· Enter the 215/Deposit Ticket Number

	[image: MCj04421280000[1]]Application Tip
The 2515/Deposit Ticket Number represents items credited into FRB CA$HLINK for a given agency on a given day.



· Enter the Cashier ID
· Enter the Batch ID or select one of the date range types (Received Date, Check Capture Date, Settlement Date, or Return Settlement Date) by clicking the corresponding radio button and set the corresponding date range by using either From or On for the start date by selecting From or On from the drop-down list and selecting dates.

	[image: MCj04421280000[1]]Application Tip
If a Batch ID and a date range (Received Date, Capture Date, Settlement Date, or Return Settlement Date) are entered, OTCnet will use the Batch ID and ignore the date range during report generation. 




	[image: MCj04421280000[1]]Application Tip
Consider the following information about selecting and setting one of the date range types (Received Date, Capture Date, Settlement Date, or Return Settlement Date):

· If one of the date range types is selected, OTCnet does not 
validate any date range values entered for the other date range types.

· The From and To fields represent the following date ranges:
a. Received Date: when the check was received in OTCnet
b. Check Capture Date: when the check was processed by 
the Check Capture Lead Operator or Check Capture Operator
c. Settlement Date: when the payment amount was debited from the check writer’s account
d. Return Settlement Date: when the check item was 
returned
· The On field, if selected from the drop-down list, represents the following single specific dates:
a. Received Date: when the check was received in OTCnet
b. Check Capture Date: when the check was processed by the Check Capture Lead Operator or Check Capture Operator
c. Settlement Date: when the payment amount was debited from the check writer’s account
d. Return Settlement Date: when the check item was returned
· The From and To fields are searchable for a duration up to 31 days.
· The From and To dates must be older than 18 months from the current date.



B. To query for an ACR transaction:
· Click CIRA CSV Historical Report - ACR to expand the section

	[image: MCj04421280000[1]]Application Tip
By default, the CIRA CSV Historical Report - ACR (Adjustment, Correction, and Rescission) section of the page is collapsed. If the CIRA CSV Historical Report - ACR screen is expanded, by clicking on it, the CIRA CSV Historical Report screen will be collapsed. 


· Select an ACR Type (All ACR, Adjustment, Correction, Rescission)

· Select an ACR Reason Code (Duplicate Transaction Processed, Non-Cash Item, Representment, Transaction Amount Correction, Warranty Indemnity Claim, Account Switch, Transaction Account Switch, Voucher Date Change, Voucher Number Change, ACH Reversal)
· Enter an ACR Voucher Number

	[image: MCj04421280000[1]]Application Tip
The maximum numeric characters value for ACR Voucher Number is six. 



· Enter the From (or On) and To ACR Settlement date range (required) 

	[image: MCj04421280000[1]]Application Tip
The From and To ACR Settlement fields are searchable for a duration up to 90 days. Additionally, the From and To ACR Settlement dates must be older than 18 months from the current date.


5. Click Submit Request.

	[image: MCj04421280000[1]]Application Tip
Once a request has been submitted you will not be able to submit the same request again for seven days. If a duplicate request is submitted within seven days, the following message will display: “Duplicate Request: You have submitted a report request based on identical report criteria in the last 7 days. Please revise your report criteria or access the previously generated report request.”



	[image: MCj04421280000[1]]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.
· Click Clear to clear all data fields and reset to the default selections.



6. Once the request has been submitted, navigate to Previously Generated Historical Reports (Reports tab>Historical Reports>View Previously Generated Historical Reports) and download the report in CSV format by clicking the CSV icon ([image: ]) in the Download column for the report.



[bookmark: _Toc436042740][bookmark: _Toc456169441][bookmark: _Toc464807422][bookmark: _Toc466449955]Deposit Processing Historical Reports 
Deposit Processing Historical reports are used to query and download deposit information with a specified Voucher Date from the archival database. Deposit transactions with a Voucher Date older than the minimum data retention period, as specified by Fiscal Service, may not be displayed on the report as these transactions are eligible to be deleted. As a result, this deposit information may not be accessible and will be removed from the archival database. 

Historical reports are generated asynchronously (not occurring at the same time), allowing you to continue to use OTCnet.

Note: Depending on the volume of data requested, it can take between 5 and 20 minutes for the report to generate.

If you are assigned the role of Deposit Preparer, Deposit Approver, FI Confirmer, FRB Confirmer, FRB Viewer or FI Viewer, you are authorized to query and download Deposit Processing Historical reports.

You can search for check records by Organization, OTC Endpoint, Agency Location Code (ALC), Prepared by, Voucher Number, Deposit Status, Agency Use (Block 6), Deposit Type, Voucher Date, Deposit Date, Deposit Total, and Financial Institution Information search criteria. 

When the report request is submitted, its status is set to Submitted. After the report is successfully generated, the status is set to Completed and the report is available for download in CSV format. 
[bookmark: _Toc436042741][bookmark: _Toc456169442]
[bookmark: _Toc464807423][bookmark: _Toc466449956]Deposit Processing Historical Report 

1. Click the Reports tab, click Historical Reports. From the Historical Reports menu, select Generate Historical Reports (see Figure 74). 
[bookmark: _Toc436042832][bookmark: _Toc520134733]Figure 74. Select Generate Historical Reports
[image: ]


2. 
From the Deposit Processing Historical Reports section of the page, click Deposit Historical Report (see Figure 75).
[bookmark: _Ref436932541][bookmark: _Toc436042833][bookmark: _Toc520134734]Figure 75. Select Deposit Historical Report 
[image: ]

3. The Deposit Historical Report page appears. Enter the search criteria (see Figure 76) and click Submit Request.

Once a request has been submitted you will not be able to submit the same request again for seven days. If a duplicate request is submitted within seven days, the following message will display: “Duplicate Request: You have submitted a report request based on identical report criteria in the last 7 days. Please revise your report criteria or access the previously generated report request.”
[bookmark: _Ref436932594][bookmark: _Toc436042834]

[bookmark: _Ref464808392][bookmark: _Toc520134735]Figure 76. Deposit Historical Report Criteria Page 
[image: ]


4. Once the request has been submitted, navigate to Previously Generated Historical Reports (Reports tab>Historical Reports>View Previously Generated Historical Reports) and download the report in CSV format by clicking the CSV icon ([image: ]) in the Download column for the report.


[bookmark: _Toc464807424][bookmark: _Toc466449957][image: MCj04420720000[1]]  Deposit Historical Report
To generate a Deposit historical report:
1. From the Reports tab, select Historical Reports and click Generate Historical Reports. The Generate Historical Reports page appears.

2. From the Deposit Processing Historical Reports section of the page, click Deposit Processing Historical Report. The Deposit Historical Report page appears.

	[image: MCj04421280000[1]]Application Tip
The Deposit Historical Report is generated asynchronously (not occurring at the same time) allowing you to continue using the OTCnet application. The time it takes to generate a report depends on the volume of data queried and will vary.  



3. Enter the search criteria for the report you would like to view.

Under Search Conditions:
· Select an Organization
· Select an OTC Endpoint
· Enter an ALC
· Enter the Prepared by
· Enter the Voucher #
· Select a Deposit Status
· Enter the Agency Use (Block 6) details
· Select a Deposit Type
· Enter the From and To Voucher Date, required

	[image: MCj04421280000[1]]Application Tip
The Voucher Date is a required field and the maximum date range for the From and To Voucher Date is one year. The Voucher Date must be entered in MM/DD/YYYY format. 



· Enter the From and To Deposit Date

	[image: MCj04421280000[1]]Application Tip
The From and To Deposit Date must be entered in MM/DD/YYYY format. 



· Enter the From and To Deposit Total


Under Financial Institution Information, optional
· Enter the RTN (Routing Transit Number)
· Enter the DDA (Demand Deposit Account)
· Enter the CAN (CA$HLINK II Account Number)
· Enter the FRB Account Key (Federal Reserve Bank Account Key)
· Enter the FRB CCWU (Federal Reserve Bank Cost Center Work Unit)

	[image: MCj04421280000[1]]Application Tip
The FRB Account Key must be three digits in length. The FRB Account Key field will not display for FI Deposit Confirmers or FI Viewers.



	[image: MCj04421280000[1]]Application Tip
The FRB CCWU must be four digits in length. If it is less than four digits, enter a zero at the beginning of the CCWU number (e.g. 0123). The FRB Account Key field will not display for FI Deposit Confirmers or FI Viewers.



Under User Defined Field Information, if applicable, optional 
· Enter the Deposit UDF (User Defined Field) details
· Enter the Accounting Subtotal UDF details

	[image: MCj04421280000[1]]Application Tip
User Defined Fields (UDFs) will only display to users who have access 
to an organization that has previously defined UDFs. UDFs will appear 
at the bottom of the page. Up to three UDFs can be displayed for Deposit and two for Accounting Subtotal.



4. Click Submit Request. A “Your report request has been successfully received” message appears.

	[image: MCj04421280000[1]]Application Tip
Once a request has been submitted you will not be able to submit the same request again for seven days. If a duplicate request is submitted within seven days, the following message will display: “Duplicate Request: You have submitted a report request based on identical report criteria in the last 7 days. Please revise your report criteria or access the previously generated report request.”






	[image: MCj04421280000[1]]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.
· Click Clear to clear all data fields and reset to the default selections.




5. Once the request has been submitted, navigate to Previously Generated Historical Reports (Reports tab>Historical Reports>View Previously Generated Historical Reports) and download the report in CSV format by clicking the CSV icon ([image: ]) in the Download column for the report.




[bookmark: _Toc436042742][bookmark: _Toc456169443][bookmark: _Toc464807425][bookmark: _Toc466449958]Adjustment Historical Report 
Adjustments associated to deposits with a Voucher Date older than the minimum data retention period, as specified by Fiscal Service, may not be displayed on the report as these transactions are eligible to be deleted. As a result, this adjusted deposit information may not be accessible and will be removed from the archival database. 

1. From the Reports tab, click Historical Reports and select Generate Historical Reports (see Figure 77). 
[bookmark: _Ref436932660][bookmark: _Toc436042835][bookmark: _Toc520134736]Figure 77. Select Generate Historical Reports
[image: ]

2. From the Deposit Processing Historical Reports section of the page, click Adjustment Historical Report (see Figure 78).
[bookmark: _Toc436042836][bookmark: _Toc520134737]Figure 78. Select Adjustment Historical Report 
[image: ]

3. The Adjustment Historical Report page appears. Enter the search criteria (see Figure 79) and click Submit Request.

[bookmark: _Toc436042837]Once a request has been submitted you will not be able to submit the same request again for seven days. If a duplicate request is submitted within seven days, the following message will display: “Duplicate Request: You have submitted a report request based on identical report criteria in the last 7 days. Please revise your report criteria or access the previously generated report request.”

[bookmark: _Toc520134738]Figure 79. Adjustment Historical Report Criteria Page
[image: ]

4. Once the request has been submitted, navigate to Previously Generated Historical Reports (Reports tab>Historical Reports>View Previously Generated Historical Reports) and download the report in CSV format by clicking the CSV icon ([image: ]) in the Download column for the report.



[bookmark: _Toc464807426][bookmark: _Toc466449959][image: MCj04420720000[1]]  Adjustment Historical Report
To generate an Adjustment historical report:

1. From the Reports tab, select Historical Reports and click Generate Historical Reports. 
2. From the Deposit Processing Historical Reports section of the page, click Adjustment Historical Report. The Adjustment Historical Report page appears.
	[image: MCj04421280000[1]]Application Tip
The Adjustment Processing historical report is generated asynchronously (not occurring at the same time) allowing you to continue using the OTCnet application. The time it takes to generate a report depends on the volume of data queried and will vary.  



3. Enter the search criteria for the report you would like to view.

Under Search Conditions
· Select an Organization
· Select an OTC Endpoint
· Enter an ALC
· Select an Adjustment Category



	[image: MCj04421280000[1]]Application Tip
Tips about Adjustment Category options:
· If Deposit Adjustment is selected, deposit adjustments will be included in the search results. The Deposit Adjustment search can be further limited by the user by selecting either Debit or Credit from the Adjustment Type drop-down list.
· If Returned Item Adjustment is selected, only returned item adjustments (US Currency and Foreign Check Item) will be included in the search results. The Returned Item Adjustment search does not have to be further qualified using the Adjustment Type drop-down list since returned item adjustments always have an Adjustment Type of Debit. If the user selects Credit from the Adjustment Type drop-down list after selecting a Returned Item Adjustment, then no results will appear since Credit returned item adjustments do not exist.
· If RIA – Foreign Currency is selected, only returned item adjustments related to Foreign Check Items will be included in the search results.  
If RIA – US Currency is selected, then only US Currency Returned Item Adjustments will be included in the search results. 
· If no Adjustment Category is selected (e.g., Select...), both deposit and returned item adjustments will be included in the search results. However, if Adjustment Type Debit is selected, then all debit deposit adjustments and returned item adjustments will be included in the search results. If Credit is selected, only credit deposit adjustments will be included in the search results.


· Enter the Voucher #
· Select an Adjustment Type
· Enter the Prepared by
· Select an Adjustment Reason
· Enter the From and To Voucher Date, required

	[image: MCj04421280000[1]]Application Tip
The Voucher Date is a required field and the maximum date range for the From and To Voucher Date is one year. The Voucher Date must be entered in MM/DD/YYYY format. 



· Enter the From and To Adjust Amount Date
· Enter the From and To Deposit Date

	[image: MCj04421280000[1]]Application Tip
The From and To Deposit Date must be entered in MM/DD/YYYY format. 


· Enter the From and To Deposit Date
· Enter the From and To Original Deposit Date

Under Financial Institution Information, optional
· Enter the RTN (Routing Transit Number)
· Enter the DDA (Demand Deposit Account)
· Enter the CAN (CA$HLINK II Account Number)
· Enter the FRB Account Key (Federal Reserve Bank Account Key)
· Enter the FRB CCWU (Federal Reserve Bank Cost Center Work Unit)

	[image: MCj04421280000[1]]Application Tip
The FRB Account Key must be three digits in length. The FRB Account Key field will not display for FI Deposit Confirmers or FI Viewers.



	[image: MCj04421280000[1]]Application Tip
The FRB CCWU must be four digits in length. If it is less than four digits, enter a zero at the beginning of the CCWU number (e.g. 0123). The FRB Account Key field will not display for FI Deposit Confirmers or FI Viewers.



4. Click Submit Request. A “Your report request has been successfully received” message appears.

	[image: MCj04421280000[1]]Application Tip
Once a request has been submitted you will not be able to submit the same request again for seven days. If a duplicate request is submitted within seven days, the following message will display: “Duplicate Request: You have submitted a report request based on identical report criteria in the last 7 days. Please revise your report criteria or access the previously generated report request.”



	[image: MCj04421280000[1]]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.
· Click Clear to clear all data fields and reset to the default selections.



5. Once the request has been submitted, navigate to Previously Generated Historical Reports (Reports tab>Historical Reports>View Previously Generated Historical Reports) and download the report in CSV format by clicking the CSV icon ([image: ]) in the Download column for the report.

[bookmark: _Toc436042743][bookmark: _Toc456169444][bookmark: _Toc464807427][bookmark: _Toc466449960]Previously Generated Historical Reports

1. From the Reports tab, click Historical Reports and select View Previously Generated Reports (see Figure 80). 
[bookmark: _Ref436932678][bookmark: _Toc436042838][bookmark: _Toc520134739]Figure 80. Select Generate Historical Reports
[image: ]

2. The View Previously Generated Reports page appears (see Figure 81). Click the CSV icon ([image: ]) in the Download column for the report you wish to download.
[bookmark: _Ref436932712][bookmark: _Toc436042839][bookmark: _Toc520134740]Figure 81. View Previously Generated Reports
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 82. View Previously Generate Reports.png]

3. 
The File Download dialog box appears. Click Open, Save, or Cancel (see Figure 82).
[bookmark: _Ref436932844][bookmark: _Toc436042840][bookmark: _Toc520134741]Figure 82. File Download
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 83. File Download.png]




[bookmark: _Toc464807428][bookmark: _Toc466449961][image: MCj04420720000[1]]  View Previously Generated Historical Reports

To view previously generated historical reports:

1. From the Reports tab, select Historical Reports and click View Previously Generated Reports. 

	[image: MCj04421280000[1]]Application Tip
Consider the following information about Historical Reports:
· When a report request is submitted, its status is Submitted. 
· When a report is successfully generated, the status is Completed and available for download. 
· When a report request is submitted, and the Historical Database is unavailable, an informational message appears stating, “Historical Database is currently unavailable. All reports in Submitted status will be processed when the Historical Database is available.” Report requests that are in Submitted status will remain in Submitted status until the database is available and the report is generated. After the report is generated a Completed status is displayed.
· When a report request is submitted, and the report could not generate, its status is Error. Resubmit your report request to ensure your report is generated. If a report displays an Error status, the request can be resubmitted at any time without receiving a duplicate request message.
· Report requests are user specific and are not viewable by other users.



2. The View Previously Generated Reports page appears. The page lists reports that were requested within the last 7 days. Click the CSV icon ([image: ]) in the Download column for your desired report. 

	[image: MCj04421280000[1]]Application Tip
After the CSV file is downloaded, it can be opened using Excel or Notepad. 



	[image: MCj04421280000[1]]Application Tip
Duplicate report requests based on identical report parameters cannot be made within seven days. After seven days a duplicate report request can be submitted.





3. The File Download dialog box appears. Click Open, Save, or Cancel.

	[image: MCj04421280000[1]]Application Tip
If you click Open, the content of the file displays. If you click Save, choose the location where you want to save the file. If you click Cancel, the dialog box closes, and no data will be saved.


[bookmark: _Toc425681005][bookmark: _Toc456169445]


[bookmark: _Toc464807429][bookmark: _Toc466449962]Topic 13.  Viewing Financial Institutions
As a FRB Viewer, you can locate and view Financial Institution details for which you have access to. You can only view a Financial Institution that has an Active status.

Viewing a Financial Institution allows you to see related details such as:
· Institution Information
· Routing Transit Numbers (RTN) and Status
· CAN/Acct Key Relationships 

[bookmark: _Toc270756208][bookmark: _Toc425681006][bookmark: _Toc456169446][bookmark: _Toc464807430][bookmark: _Toc466449963]View a Financial Institution
1. Click the Administration tab, select Manage FI, select Financial Institution, and click View (see Figure 83).
[bookmark: _Ref426408046][bookmark: _Toc425681103][bookmark: _Toc520134742]Figure 83. Select Administration>Manage FI>Financial Institution>View
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 84. Select Administration - Manage FI - Financial Institution - View.png]


2. The View the Financial Institution page appears. View details for Financial Institutions as show in Figure 84 and Figure 85.
[bookmark: _Ref415328826][bookmark: _Toc425681104][bookmark: _Toc520134743]Figure 84. View FRB Detail
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\FIgure 85. View FRB Detail.png]


[bookmark: _Ref464808760][bookmark: _Toc520134744]Figure 85. View Financial Institution Detail
[image: C:\Users\584013\Documents\OTCnet\UG formatting TO-DO\viewer_ug_agency_viewer_2_3_082016_PICTURES\Figure 86. View Financial Institution Detail.png]



[bookmark: _Toc464807431][bookmark: _Toc466449964]View a Financial Institution
To view a Financial Institution:

1. Click the Administration tab.

2. Select Manage FI menu, select Financial Institution, and click View.  The View the Financial Institution page appears.

	[image: MCj04421280000[1]]Application Tip
Only Active Financial Institutions display for the selection.



	[image: MCj04421280000[1]]Application Tip
FI Confirmers, FRB Confirmers, FI Viewers, and FRB Viewers can view Institution Information, Routing Transit Numbers (RTN) and Status, and CAN/Acct Key Relationships.



	[image: MCj04421280000[1]]Application Tip
Additional button on the page that helps you perform other tasks:
· Click Return Home to return to the OTCnet Home Page.



[bookmark: _Toc456169447]

[bookmark: _Toc464807432][bookmark: _Toc466449965]Summary
This guide provided information on: 

· The Introduction to OTCnet
· The Overview of OTCnet Participant User Guide Content
· How to log on to OTCnet 
· How to access your User Id and reset your Password
· How to navigate the OTCnet home page
· The purpose of viewing deposits  
· How to view a deposit draft
· How to view a deposit awaiting approval 
· How to view a submitted deposit 
· How to view a confirmed deposit
· How to view a deposit adjustment
· How to view a rejected deposit details
· How to search for and locate deposits using one or more search criteria
· How to download deposit voucher(s) as an XML or CSV file. 
· The purpose of searching adjustments
· How to search and locate adjustments using one or more search criteria
· How to download adjustment voucher(s) as an XML or CSV file
· The purpose of viewing reports  
· The various types of reports you can access by role
· The types of reports
· The detail each report provides and how to view and download those reports
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[bookmark: _Toc410153028][bookmark: _Toc456169448][bookmark: _Toc464807433][bookmark: _Toc466449966]Glossary
[bookmark: _Toc455135980][bookmark: _Hlk25477298]A

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 CA$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, which 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. This role can also establish, maintain, and view processing options that one or more lower level endpoints will use 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.

ACR Activity Report – A check processing business report that allows you to view detailed information about transactions that were adjusted, corrected, or reversed/rescinded. Users can generate a report that covers a maximum period of 45 calendar days.

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 Historical Report – A deposit processing report that allows you to view historical deposit adjustment and returned item adjustment transaction data.

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 ticket.
 
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) – The agency location code plus a unique two-digit number that is used in OTCnet to identify a cashflow at a location within an ALC. This plus two digits accommodates the fact that one ALC can represent many locations and allows the agency to identify those locations specifically.

Agency Manager – A user that has authorization to view and download CIRA CSV reports and ACR Activity reports, run CIRA queries and view other general reports such as the SF215 Deposit Ticket and 5515 Debit Voucher reports, as well as view and download Historical Reports. The agency user can view if an endpoint is designated for summary level classification, and the agency comments associated to an endpoint. 

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.

[bookmark: _Toc455135981]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), 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.

Business Event Type Code (BETC) – A code used in the CARS system to indicate the type of activity being reported, such as payments, collections, borrowings, etc. This code must accompany the Treasury Account Symbol (TAS).

[bookmark: _Toc455135982]C

CA$HLINK 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.

CA$HLINK II Account Number (CAN) – The account number assigned to a deposit when it is submitted to CA$HLINK II.

Capture Date – The calendar date and time the payment is processed by the agency.

Card Acquiring Service (CAS) – (formerly Plastic Card Network) A Bureau of the Fiscal Service federal program that provides federal agencies with payment card (credit, debit, electronic benefit transfer (EBT) and store-value (gift cards) cards) acceptance capabilities. 

Card Administrator – An agency user that has the authorization to manage endpoints for card processing, set up and view terminal configuration and read and view audit log information.

[bookmark: _Hlk9339520][bookmark: _Hlk9521334]Card Invoice ID –The unique Invoice ID for a processed card transaction. The default on terminals is set to 10 characters, a max of 40 characters can be configured for MX terminals. It can be used to track transactions in OTCnet. 

[bookmark: _Hlk18600587]Card Operator – An agency user that has the authorization to start card processing, query, void, and refund any card transaction, as well as reboot and check terminal connection status.

[bookmark: _Hlk9590158]Card Processing – A functionality available in OTCnet that allows agencies to provide customers with an option to make payments with a credit, debit or Visa/Mastercard gift card. The card transactions are directly sent to WorldPay. WorldPay sends all approved OTCnet transactions via a Card Acquiring Service (CAS) flat file to Collections Information Repository (CIR) for deposit reporting.
[bookmark: _Hlk60905756](80mm) Card Receipt Printer– A printer that can be selected by a Card Operator or Kiosk Operator; the 80mm printer provides the ability to print standard-sized card receipts on 3.125in (80mm) paper. 

[bookmark: _Hlk18600759][bookmark: _Hlk9496512]Card Uploader: A full vendor kiosk server system role that is authorized to transmit card data from an external kiosk system to OTCnet. This role requests acknowledgement of the data transmitted; the system account with this role has no other permissions. 
Cashier ID – The ID of the user that created the transaction.

Central Accounting Reporting System (CARS) – 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. 

[bookmark: _Hlk60905197]Central Image and Research Archive (CIRA) Query – An online query function that allows users to search for all check transactions (includes mobile check transactions) processed in the OTCnet application that have been settled less than18 months ago.

[bookmark: _Hlk18600831]Chain Code aka Chain Number: An alphanumeric designator (e.g. 0F123B) assigned by acquirer to reflect a unique channel of processing. The chain code is assigned at lower level endpoints and an agency may have multiple chain codes. 

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. Furthermore, this user can view checks at the item level or a batch at the summary level classified with multiple accounting codes, view/download CIRA CSV reports and ACR Activity reports, run CIRA queries and view other general reports such as the SF215 Deposit Ticket and 5515 Debit Voucher reports, as well as view and download Historical Reports. The agency user can view if an endpoint is designated for summary level classification, and the agency comments associated to an endpoint. Lastly, this user has the ability to create the CCA offline user logon profile using OTCnet online.

Check Capture Lead Operator – An agency user that has the authorization to in scan checks into a batch, view and classify checks at the item level or batch at the summary level with multiple accounting codes, close a batch, edit 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 corrections, and accept duplicate checks. This user is not authorized; however, to use an out-of-date LVD. This role can also establish, maintain, and view processing options for an endpoint pertaining to summary level classification and agency comments.

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 view and classify checks at the item level or a batch at the summary level with multiple accounting codes, close a batch, balance check amounts and enter batch control values during batch closing. The agency user can also view is an endpoint is designated for summary level classification, and the agency comments associated to an endpoint. Additionally, the user can enter/apply the Accounting Code at the time of scanning checks is established. 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. 

Check Capture Supervisor – An agency user that has the authorization to perform almost all the functions on the Check Capture including view and classify checks at the item level or a batch at the summary level with multiple accounting codes, 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. This role can also establish, maintain, and view processing options for an endpoint pertaining to summary level classification and agency comments. 

Check Image Report – A check processing business report that allows you to view the front and back images of a check for an Individual Reference Number (IRN) that you request.

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

[bookmark: _Hlk60905288]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 the data into other applications within an agency. The report has been enhanced to provide users the option to solely retrieve mobile check transactions.

[bookmark: _Hlk60905261]CIRA CSV Report – A check processing business report that allows users to search for all transactions in the system (including mobile check transactions) and allows users to export the results to a comma separated value report (CSV) file.

CIRA Viewer – A user that has authorization to view CIRA records and download CSV files. The agency user can view if an endpoint is designated for summary level classification, and the agency comments associated to an endpoint.

Classification Key (C-Key) – A unique agency accounting code assigned to a transaction. Agencies establish C-Keys in SAM for collection transactions that will be used to derive the appropriate values of TAS-BETC(s).

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.

Client ID/GCI Number – An ID used by the deposit end point when requesting a currency conversion for foreign check to the US dollar Equivalent (USE) with the foreign currency exchange gateway for foreign check items or currency conversion service for foreign currency cash.
	
Client Order ID – A unique ID assigned by OTCnet to maintain uniqueness while requesting/accepting a foreign currency conversion quote for foreign checks the foreign currency exchange gateway.

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.

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. 

Credentials – Evidence of authority, status, rights, or entitlement to privileges. Credentials are typically in written form (e.g., OLB credentials such as a login or password). 

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.

[bookmark: _Toc455135983]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.

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 United States Department of 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 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.

Deposit Historical Report – A deposit processing report that allows you to view historical deposit transaction data.

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.

[bookmark: _Hlk18603143]Division Number: A three-digit (e.g. 001) value assigned at lower level endpoints under the chain code to designate unique lines of accounting. 

[bookmark: _Toc455135984]E

Exchange Rate – The decimal value used to convert foreign currency to the US dollar Equivalent (USE).

[bookmark: _Toc455135985]F

Failed – The item was unable to be processed and/or settled by United States Department of Treasury/Bureau of the Fiscal Service (BFS). 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. 

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.

[bookmark: _Hlk18603253][bookmark: _Hlk18603235]Financial Institution (FI) – A bank, designated by the United States Department of 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 contain 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.

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.

[bookmark: _Toc455135986]H

Highest Level Organization – The primary level of the organization hierarchy.

[bookmark: _Toc455135987]I

IBM Security Identity Manager (ISIM) – Refers to Fiscal Service’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.

Internet Protocol (IP) address – A unique number or address that computing devices, (e.g., computers, laptops, tablets, etc.) connected to a computer network, use to identify themselves and communicate with other devices in an IP-based network (e.g., the Internet). 

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).
K

Kiosk Operator User Role – A user with limited permissions for the OTC Kiosk tablet. Permissions include logging into the OTCnet Kiosk application, deposit processing, scanning checks, processing card payments and printing receipts.

Kiosk Lockdown Software – A process used to lock down the Windows Surface Pro workstation for use with the OTCnet Kiosk Tablet application. This involves removing the options, “Lock”, “Sign out”, “Change a password” and “Task Manager” when CTRL-ALT-Delete is pressed. This process only needs to be implemented once, as part of the initial workstation configuration. Locking down the tablet ensures that users cannot access any outside information or applications from the OTC Kiosk Tablet (e.g., checking email or accessing any other websites).
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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, maintain, and view 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.

[bookmark: _Toc455135989]M

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. 

[bookmark: _Hlk60905310]Manual Card Entry – An option available in OTCnet for card processing, it allows agency users to manually enter a card number on behalf of the card holder so a card payment can be processed. It is only to be used as a contingency if all other payment methods fail.  

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. 

[bookmark: _Hlk18603470]Merchant Identification Number (MID): A unique designator (e.g. 44450XXXXXXXXX) assigned by the acquirer to reflect the card processing location and may contain up to 13 characters. An ALC can be associated with multiple Merchant IDs; however, each Merchant ID must be unique for each lower level endpoint.

[bookmark: _Hlk60905338]Mobile Check Capture – A functionality in OTCnet; it allows the processing of mobile check transactions from the FedRevCollect mobile application (Mobile Server).  

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, view other general reports such as the SF215 Deposit Ticket report,5515 Debit Voucher report, the ACR Activity report as well as view and download Historical Reports. The agency user can view if an endpoint is designated for summary level classification, and the agency comments associated to an endpoint. 

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. This role also has the permission to download CSV formatted reports, view other general reports such as the 215 Deposit Ticket report, 5515 Debit Voucher report, the ACR Activity report, as well as view and download Historical Reports. The agency user can view if an endpoint is designated for summary level classification, and the agency comments associated to an endpoint.
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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. 
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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.

[bookmark: _Hlk18604005]OTC Endpoint – The endpoint (location) that collects over-the-counter (OTC) receipts and deposits them to the United States Department of Treasury General Account.

[bookmark: _Hlk18604024]OTC Endpoint Credit-Debit-Card (CDC) – The endpoint (location) setup in OTCnet for use in card processing.

OTC Endpoint Check (CHK) – The endpoint (location) setup in OTCnet for use in check capture.

OTC Endpoint Treasury General Account (TGA) – The endpoint (location) setup in OTCnet for use in deposit reporting. 

OTC Endpoint Mapping – The assignment of accounting codes to an agency’s OTC Endpoint, for which a deposit amount can be allocated. 

OTC Kiosk Tablet – A lightweight collections mobile tablet terminal that features OTCnet Check Processing and Card Processing with receipt printing functionalities. It allows agency customers to make check (personal only) and card payments (credit, debit and gift) independent of an agency representative.

OTCnet Generated Eight-Character Pairing Pin – A pairing pin is a unique eight-character OTCnet-generated number used to pair OTCnet and the card terminal. The number is entered the card terminal. 

OTCnet Local Bridge (OLB) Application – Refers to an application installed on a workstation, used to facilitate communication between the browser and the operating system/workstation.

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, Deposit Processing, and Card 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.
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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 PII 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. 

[bookmark: _Toc455135993]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.

[bookmark: _Toc455135994]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.
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.
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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 United States Department of 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 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.

[bookmark: _Hlk18604228]SF5515 Debit Voucher Report – The report used to debit the United States Department of 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 in for a duration of up to 45 days.

Share Accounting Module (SAM) – The application that facilitates the process of validating or deriving United States Department of Treasury Account Symbol (TAS) and Business Event Type Code (BETC) combinations to assist CARS 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.

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 searchable for a duration of up to 15 days.

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.

[bookmark: _Toc455135996]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 can 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 can view all the deposits that he or she has confirmed for the past 45 days.

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

[bookmark: _Toc455135997]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.

US Treasury – The executive department and the United States Department of 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.

[bookmark: _Toc455135998]V

View CIR File Status Report – An administration report allows you to view the status of CIR files that have been processed by Collections Information Repository (CIR) or are ready for CIR to process. 

View CIR Transmission Status for Check Processing – A check processing administration report that allows you to view the status of CIR files that have been processed by CIR or are ready for CIR processing.

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. 

[bookmark: _GoBack]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 day that Debit Gateway receives transactions from OTCnet. 

Voucher Number – The number assigned to a deposit by OTCnet.

W

WorldPay: (formerly Vantiv) A credit card, debit card and gift card merchant processor who is responsible for the creation of card acquiring service (CAS) accounts including chain codes and merchant IDs. 
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A Please wait 15 minutes prior to accessing your application.
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[External] Resetting your Forgotten Password
ISIM <donotreply@fms.treas.gov>

‘Wed 10/24/20129:21 AM
@ s (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 ISIM 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://isimpreprod.fiscal treasury .gov/itimfp/ForgotPassword?
VUIEPWO0Y25xZTAS5JIBJT|110GUYyMmQ4MC02NGU3LTEXZTgtOTczNioOwMDUWNTY50DM2Njc=

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

This email has been generated by an automated notification system. PLEASE DO NOT REPLY TO
THE EMAIL.
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Before we can reset your password, we need to verify some additional information about you. Answer the three (3) Challenge Questions below with the responses that you provided when you activated your account. After you
have completed providing your responses, dlick Reset My Password. The system will verify that your responses match, and if successful, you will be prompted to change your password.

Please note: Three (3) invalid attempts to answer your Challenge Questions will result in your account being locked, and require a call to the BFS Service Desk at 304-480-7777 to re-activate your account.
‘You may click Cancel if you do not wish to continue.
Challenge Question

Response

What was the name of the company or orgaization where you heid your first b | —
What was the name of your i pet? [ —

What was the name of the street you lived on when you grew up?
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‘Your responses were successfully validated.

Please create a new password with the following requirements and click Change My Password:

Must be at least 12 characters long.
Must contain at least one uppercase letter.

Must contain at least one lowercase letter.

Must contain at least one numeric character.

Must contain at least one special character from this set:
Must not repeat any of your last ten (10) passwords.
Must not have been your password during the last ten (10) days.
Must not be a word in 2 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.

@#5%~=()_+

You may click Cancel if you do not wish to contine.

New Password

Confirm New Password

s
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A request has been submitted to reset your password.

Click Close Browser to end the Self-Service Account/Password process.
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