Paper Check Conversion Over the Counter

End-user Training Presentation
(Agency Name)
(Training Date)



Welcome to PCC OTC!

» Your instructors:

» Your office will begin using Paper Check Conversion Over the
Counter (PCC OTC) to deposit checks electronically

» Today you will learn to perform your role in making electronic
deposits and researching checks using PCC OTC




Logistics

» Today’s session will last until AM/PM ET

» Please ask questions!
—Any unanswered questions will be placed in a parking lot

» Maintain focus: silence cell phones and PDAs




Agenda

Queries

Getting Started 15 min
Point of Contact/ Administrator

Module 1: Confirming Successful Installation and Hardware Setup 25 min
Module 2: Accessing SAT and Managing Users 35 min
Module 3: Setting Up POS for Check Scanning 20 min
Check Scanning Staff

Module 4: Scanning Checks in POS 45 min
Module 5: Viewing and Transmitting Check Batches from Batch Manager| 30 min
Point of Contact/ Administrator and Check Scanning Staff

Module 6: Configure PCC OTC for Transmission to Production 25 min
Reporting and Research Staff

Module 7: ELVIS: Accessing, Logging on and Pulling Reports & Running 60 min




Getting Started

All Audiences
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PCC OTC Functions SV

» Electronically processes checks presented for cashing or
payment

» Automates the collection and settlement process

» Provides online reporting and research capability for
reconciliation and customer inquiries




PCC OTC Users

» Point of Contact/ Administrator
— Manages users
— Administers PCC OTC

» Check Scanning Staff
— Scans checks
— Uploads checks to PCC OTC

» Reporting and Research Staff
— Researches checks
— Runs queries
— Pulls reports

You may hold any
or all of these
roles at your
location!
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PCC OTC Elements SV

Internet Agency PC
ELVIS POS Client
(Electronic Verification Imaging Service) (Point of Sale Client)

(e (o




Electronic Check Deposit Process

PCC OTC Processing Flow

FRE Check
Department

Voo D0

CIRA- Central Image Research Archive
ELVIS- Electronic Verification Imaging System

L= HVQ,-S;QH

US Treasury
» IELVIS(CIRA)

CASHLINK

Agency User



Module 1:
Confirming Installation

and Hardware Setup

Point of Contact/Administrator



Module Objectives

1.1: Install PCC OTC 5.4 on PC(s)

1.2: Add ALC+2s to PCC OTC

1.3: Add Terminal IDs to PCC OTC

1.4: Confirm PCC OTC Components: SAT, POS, BM
1.5: Confirm that scanner is connected and on

1.6: Confirm that all external hardware is attached to PC and that PC
recognizes scanner
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PCC OTC Installation

» Confirm PC and network are prepared to support PCC OTC

» Insert CD and follow the instructions provided in the PCC OTC installation
wizard (if you have not already)

» When prompted for ALC+2s, add ALC+2:
» Add production ALC+2(s) provided by Deployment Specialist
» Add terminal ID ( ) provided by Deployment Specialist

References Q / ?

IT Setup Sheet
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Software and Hardware Install Confirmation

Software Installation

Confirm these three icons appear on
your desktop:

. ="'I-' E =
System Point-of-Sale
Administration

pu

Batch Manager

Hardware Installation

Confirm the following:

1. Scanner light is on and

2. When scanner is connected, PC
recognizes new hardware

Note: If using a Panini Scanner, you may have an
indicator light appear or not depending on the type
of Panini scanner you have. If it does appeatr, it will
reflect a green color as opposed to an orange color
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Module Objectives

¥] 1.1: Install PCC OTC 5.4 on PC(s)

i1 1.2: Add ALC+2s to PCC OTC

&1 1.3: Add Terminal IDs to PCC OTC

k1 1.4: Confirm PCC OTC Components: SAT, POS, BM
1 1.5: Confirm that scanner is connected and on

¥1 1.6: Confirm that all external hardware is attached to PC and that PC
recognizes scanner
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Module 2:
Configuring System Administration Tool

and Managing Users

Point of Contact/Administrator Training
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Module Objectives

2.1: Access SAT and describe the unique use of the Admin User ID

2.2: Configure SAT to refer to LVD as appropriate

2.3: Configure SAT to connect to secondary storage location

2.4: Configure SAT to print to desired printer

2.5: Configure SAT to use training ALC+2 as POS data entry screen

2.6: Configure SAT to connect to the QAE environment for training

2.7: Establish and follow naming convention for user accounts

2.8: Describe the privileges of each user role in PCC OTC

2.9: Create user accounts with appropriate roles

2.10: Change user account privileges as appropriate

2.11: Delete a user account

2.12: Review the Activity Log

15



System Administration Tool (SAT)

» SAT enables you to set the basic attributes for POS and Batch Manager:
— Location that receives uploaded checks
— ALC+2
— PC Terminal ID

» The first time you open SAT, the administrator login your Deployment
Specialist or instructor provides enables you to create your own local
administrator account

You are the local administrator
for PCC OTC at your location!

16



¥
System Administration Tool (SAT) ezt

SAT Main Window: System Configuration: General tab

=10l x| SAT System Setup Checklist

Confirm LVD/MVD Settings

=101 x|

@
@ ldentify Printer
®

Identify secondary storage location

S Genersl | DataErty Screens | S | (Flash drive/LAN drive)
LvD Usage@ r 4 [ConfirmALC+2 :
Persanal Check |N':'” Personal M axirmurm failed login atternpts: E:II .
Cust P i ] -
ustomer Presen r - g — 5 |[Confirm WSDL URL for training:
v Auto logout: inactive minutes: [15
Lustomer Not Present r ™ : - = https://qae.pccotc.gov/webcontext/[ndi

—Batch

SoapSB?WSDL

Delete age [days): 7_ = :
s Aam it [ 15 6 |Create Point of Contact
— Priniker Selectiun@ — dchivity Log (administrator) account
! ] {Ceaisenienlesi 5 7 |Create all other user accounts

— Secondary Storage 3 )

IE:"-.D acurments and Setings\5246685y DocurnentzhProjectshFKMS OTCAPCC OTC Saftware\Second gl

Apply | Cloze |

HANDS-ON
DEMO
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System Administration Tool (SAT)

User Manual
Ch.3p. 11-12

SAT Main Window: System Configuration: Data Entry Screens tab

=10l x|

System sers

= N

Activity FRecovery Reset VD

‘ '.ﬁ':':ﬁvstem Configuration

General Data Entry Screens

Tazks I

aLC Werzion Description

Biz
Test @

9393333362
=399939999TH  1012000...

1025000...

Edit

Set Default

SAT System Setup Checklist

Confirm LVD/MVD Settings

|dentify Printer

Identify secondary storage location
(Flash drive/LAN drive)

Confirm ALC+2 :

Confirm WSDL URL for training:
https://qae.pccotc.gov/webcontext/indi

SoapSB?WSDL

) Sutomatic. [T with preview

— Receipt Printing
[~ Perzon Frezent [~ Perzon Mat Present
! tanual ! [anual

) Butomatic [T with presview

Delete

Apply |

LCloze |

Create Point of Contact
(administrator) account

Create all other user accounts

HANDS-ON
DEMO

=,
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[ 4

7

System Administration Tool (SAT) CUV

SAT Main Window: System Configuration: Tasks tab
=10l x|

SAT System Setup Checklist

E System Configuration

General I Data Entry Screens Tazks I
N\
WSDL URL:  |ktps://qae pocote. govAwebcontestjndiS oapS B M5 DL @
Service Mame: |SoapSE Retry Count: |3_ ill
FPart M ame: SDEDSBPD“ HEtf_'r' |kkerseal [I'I'IS]: I-I DDDD_
Uzer Mame: USTUPLOAD
xxxxxxxxxxxxxxxxxxxx Use Prosy Server [T Advanced...

Pazzword: =

) v Execute On
Task Selection: | Application U pgrade ﬂ [~ StartUp [+ Cloze Batch

Apply | LCloze |

Confirm LVD/MVD Settings

|dentify Printer

Identify secondary storage location
(Flash drive/LAN drive)

Confirm ALC+2:

Confirm WSDL URL for training:

https://qae.pccotc.gov/webcontext/indi

SoapSB?WSDL

Create Point of Contact
(administrator) account

Create all other user accounts

E . HANDS-ON
n DEMO
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G
System Administration Tool (SAT) Usorana

SAT Main Window: User Administration
'_':':Paprcheck Conversion Over the Counter: System Administration [Mariz =101x]| SAT System Setup Check"st

~ 1 |Confirm LVD/MVD Settings

ctivity FRecovery ResetlVD 2

|dentify Printer

e > | » S 3 |ldentify secondary storage location
S bk | (Flash drive/LAN drive)

Full Name Lol 4 |Confirm ALC+2 :

Syzter Adminiztratar 101342008 7 26:38 . | 114252008 21-41:33 Adrmiriztrator
% M ariannel Cashier 104732008 8:25:19 . 11/22/2008 16:56:01 Cashier
8 Marianner POC 1041342008 2:24:58 .. 11/26/2008 09:60:02 | POC
8 Mariannes Supervizor 1041342008 8:25:43 .. Supervisar

5 |Confirm WSDL URL for training:
https://qae.pccotc.gov/webcontext/in
diSoapSB?WSDL

@ Create Point of Contact
(administrator) account

@ Create all

HANDS-ON
DEMO
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|Create and Edit Users

User Manual
Ch. 3 p. 18-28

SAT Main Window: User Administration

ﬁ Paper Check Conversion Over the Counter: System Administration [Marianne
File Window Help

=10l x|

P @[] 5 N

System Users Activity Recovery ResetlVD

E User Administration

£ € Pl
Mew Edit Delete Roles al
[ Lazt Acoess

Szt 1 shrato I 26:38 | 11/25/2008 21:41:33 Adrminiztrator
% M ariannel Cashier 104732008 8:25:19 . 11/22/2008 16:56:01 Cashier
8 Marianner POC 1041342008 2:24:58 .. 11/26/2008 09:60:02 | POC
8 Mariannes Supervizor 1041342008 8:25:43 .. Supervisar

Create New User

m Edit User Information

}{ Delete User
Delete

pin

Edit Role Privileges
Roles

HANDS-ON
DEMO
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/

[ ] [ ] [ ]
View Activity Lo ser Manual
Ch. 3 p. 39-43
SAT Main Window: System Activity Log
. . Flle Window  Help
» Review past activity
38 ﬁ
» Help Treasury OTC =10 x|
Support Center identify Date Range
. Event Types Modules | | | Sources |
ISSUes |£2B£2DDB j W arning DEY Eatch Manager
to Error DFL — Paint-0F-5 ale
I11a"25a"2008 j Infarmnation LaL System Administration
L hd| Tray Manager
Event Type Date % Time 1 Module Description Location |dzer Hame Source
b @ Information |17/26/2008 250:03 A | Lk Login Uzer 93333999TH  |Marianne POC Syztenn Adminiztration
@ |nformation |171/26/2008 317:22 A |LVD LWD Cleanup Tray b anager
@ Information |11/26/2008 31717 A |LAL Lal Cleanup Tray b anager
@ Information |11/26/2008 31714 AM | Tray Start Tray Manager Tray b anager
— Details
Logonwas successful, ;l
User Mame : Marianne POC
Uszer D {7C171A93-4F41-45A7-A39E-454B9B631010}
I4 Records Refresh... Export. HAN DS-ON
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Module Objectives

¥] 2.1: Access SAT and describe the unique use of the Admin User ID

i 2.2: Configure SAT to refer to LVD as appropriate

i 2.3; Configure SAT to connect to secondary storage location

1 2.4: Configure SAT to print to desired printer

1 2.5: Configure SAT to use training ALC+2 as POS data entry screen
i1 2.6: Configure SAT to connect to the QAE environment for training
¥] 2.7: Establish and follow naming convention for user accounts

k1 2.8: Describe the privileges of each user role in PCC OTC

1 2.9: Create user accounts with appropriate roles

1 2.10: Change user account privileges as appropriate

1 2.11: Delete a user account

i1 2.12: Review the Activity Log
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Module 3:

Configuring POS for Check Scanning

Point of Contact/Administrator

24



Module Objectives

3.1: Access POS and describe the features of the system main screen

3.2: Describe the three processing methods

3.3: Describe the two item types

1 3.5: Confirm Terminal ID

1 3.6: Set appropriate Cashflow options

3.7: Set appropriate check processing options

3.8: Set appropriate batch control options

3.9: Download data entry screen

- 3.4: Configure POS to work with the available scanner and perform franking

25
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POS Overview: Data Entry Fields CV

Point of Sale Window

Q Paper Check Conversion Over the Counter: Point-Of-Sale [Marianne POC] = | = 1[
File Tools Help

= SINGLE CHECK MODE

» Check data entry screen || , o T
PREASL 7 8 S User: Marianne POC /Tesl—,
» Includes the fields your ||E8.s ¢ oo Treeen

agency requested

Check: Personal — Proceszing Method

(% Custamer Present

" Custamer Mot Present

e’ Arotar I—D_EID " Back Office
Paver: l— Itemn Tyupe

U.8. Treasury FM3 5 F (r:' Personal ¢ Non Personal

Logo Payee: I vl

Payment Purpose: | j Start Scan |

Regi :I -
eglon: Yoid

Batch List

Batch Close

Lancel

View Log

Beceipt

Clear

HANDS-ON
DEMO

| Scanner offline | |Check USB setting/cabl| |
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POS Overview: Location

Point of Sale Window

Q Paper Check Conversion Over the Counter: Point-Of-Sale [Marianne POC] = | = 1[

} Locatlon IS the ALC+2 CEASL Y User. Marianne POC A _LOE;E%;Z::EE::TTDE
where the check funds
should be allocated

Person: Present

Check: Personal

(% Custamer Present

" Custamer Mot Present

. . :;{"‘“'"' Amount: ||j 00 i
} For tral nlng! ALC+2 IS U.S. Treasury FMS Payer: [ ﬁﬁ:ﬁ:m
Logo Payee: I—LI
» Your Deployment e — s |

Yoid

Specialist has provided o ————
you with “real” ALC+2s T

LCancel

View Log

Beceipt

Clear

Close

| Scanner o filine | | Check USB setting/cables | [11/2672008

27
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POS Overview: Processing Method 65,41

Point of Sale Window

Q Paper Check Conversion Over the Counter: Point-Of-Sale [Marianne POC] = | = 1[
File Tools Help

» Processing Method | j——
P REAST 5 User: Marianne POC
indicates how the check | & : person: Present
data |S entered Check: Personal _rrp:cusmn?;p::s:nt
Amowe fr—— L
u.s. T"Ei:'-:y FMS Pl::::: I . ({:‘ Persanal ¢ Non Persanal
Customer Customer has e s ,' _ r snsen |
Present presented check in Regiom: [ 3 o
person and is standing = A
at counter Soteh Clooe
Customer Customer has dropped | B
(\ ] R LT @ Off the check and is not I
available [ mew |
LClear
ETS o iil- W Customer presented _—
check in person and
check is being scanned
in a controlled back-
office environment | Scanner offline | | Check USB setting/cables | [11/2672008
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. &
POS Overview: Item Type User Manual

Point of Sale Window

» ltem Type indicates

4 Paper Check Conversion Over the Counter: Point-0f-Sale [Marianne POC] =17 =
whether the check
presented is a personal e e
or bUSIﬂGSS Check / Person: Present |
Check: Personal paseznalkicticd
» This determines whether | s S \ ot
the check is handled S i S e i
Payment Purpose: j Gtart sean l
X](r:ol_lljgh Check 21 or = — ]
| ——————
Personal Name on check is an : le
individual’'s name, not T
acting as an T
organization T
(\[e]a BT i Il Name on check is an Cle
organization, OR the
check is a money order,
traveler’s CheCk’ or |s ffli | | Check USB setting/cabl | [1172672008
thlrd_party CheCk canner offline ec setting/cables F26f
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POS Configuration

POS Configuration Menu Selection
E aper Check Conversion Over the Counter: Point-0f-Sale [Marianne POC]

POS Configuration
‘8 Configuration
Devices | Application | Report USEF METIEHF‘IE POC
— Scanner - Keypad .
RDM ECT000) =] | | Enabled Person: Present
f+ LSE Port = Pass Through Channel ChEI:k' PerSGnal
£~ Serial Part ICUW 'I * Serial Port ICUW "l )
[~ Franking
Amount: |[j_[j|[:|
Apply | Close | U.S. Treasury FMS Payer: |
Logo Payee: | |
POS Configuration: Panini Scanners Payment Purpose: | =
‘i Configuration | REg;IDIl: I j
Devices | Application | Beport
— Scanher — Keypad I
Pariri My\isiori< =l [~ Enabled
{* USE Port ) Fass Through Channel
= Serial Port I 'I = Seral Port ICUM3 "I
[ | Franking HAN DS'ON
DEMO
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POS Configuration: Hardware

POS Configuration: Devices tab

Set batch control options

l.'i' Configuration x|
@ ReNess | DL | S | POS Configuration Checklist
Scanner K.evpad - -
}’?5'_ @ Confirm scanner selection and port
| ROM EC7000i ~| N2/ Enabled type used
9 (0 FessilibpuchiEhente! (2) [Turn on check franking if desired
" Serial Part |COM1 =] (% Gerial Port | COM1 =l @ Do ot enable Yesno K r
0 not enable Yes/no Keypa
@I_ Franking : : yp
Franking is N/A for Panini Scanners 4 | Confirm Terminal 1D
5 |Set Cashflow options
Apply | Close | 6 |[Set check processing options
7
8

Scanner

ROk ECTO00

[

RO ECROO0;
RO ECEO00;

FC ECTO00

For Panini Installation and Troubleshooting Guide: https://www.pccotc.gov/pccotc/Downloads/r5.4sop/panini_r54.pdf

Select Panini MyVisionX from Scanner drop-down list if using a Panini

Download data entry screen

HANDS-ON
DEMO
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POS Configuration: Application

POS Configuration: Application tab

‘i’ Configuration
Devices Application | Bepart |
@ Temminal [0 Froceszing
6 )= Single T Batch
[
— Cazhiflow B atch Contral

{* Settle Best Method
@ [T Back Office Processing Only
£ Trunzate & lhems

7 )&+ Optional ¢ Mandatary

[~ Prompt on batch Create
[T Prompt on batch Close

POS Configuration Checklist

Confirm scanner selection and port
type used

Turn on franking if desired

Do not enable Yes/no Keypad

Confirm Terminal ID:

Set Cashflow options

Set check processing options

Apply |

Close |

Set batch control options

Select Batch from Processing options if using a Panini Scanner

Proceszing
|Vf" Single | = Batch

oo@@@ @w N

Download data entry screen

HANDS-ON
DEMO
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POS Configuration: Data Entry Screen

POS Configuration: Download Data Entry Screen

E Paper Check Conversion Over the Counter: Point-Of-5Sale [Marianne POC]

File | Tools Help

POS Configuration Checklist

mmml Chedkhost for # Application Upgrade 3

ey LVD Verification Records. ..

wser: Marianne POC
Person: Present

Check: Personal

Amount: II:I o0
U.S. Treasury FMS Payer: |
Logo Payee: I vl
Payment Purpose: | =]
Region: I -I

Confirm scanner selection and port
type used (1b. for Panini)

Turn on franking if desired

Do not enable Yes/no Keypad

Confirm Terminal ID

Set Cashflow options

Set check processing options

Set batch control options

Qﬂmmhwm

Download data entry screen

g . HANDS-ON
= DEMO
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Module Objectives

¥] 3.1: Access POS and describe the features of the system main screen
i/ 3.2: Describe the three processing methods
i 3.3: Describe the two item types

i1 3.4: Configure POS to work with the available scanner and perform franking

1 3.5: Confirm Terminal ID

i1 3.6: Set appropriate Cashflow options

¥] 3.7: Set appropriate check processing options
k4] 3.8: Set appropriate batch control options

1 3.9: Download data entry screen

34



Module 4:

Scanning Checks in POS

Check Scanning Staff

35



Module Objectives

4.1: Check scanning: Overview

4.2: Scan a check: Confirm a successful check image in the POS screen

4.3: Describe and complete all data entry fields in the data entry form

4.4: Void a duplicate check
4.5: View the batch list
4.6: Describe when it is appropriate to close a batch

 4.7: Close and transmit a batch

36



|Check Scanning: Overview

» You can perform several tasks in POS

Y

Manage Duplicate
Checks

Void a check

View a list of
checks in a batch

Close and
transmit a batch
of checks

37



= b2
Scannlng a Check e UM
(1) With check in hand, click | Point of Sale Window
Start S can ‘8’ Paper Check Conversion Over the Counter: Point-Of-Sale [Marianne POC] IS
(2) Insert check in scanner Ser Maranme POG s
Person: Present
(3) Confirm check image in Check. Personal

view window

(4) Enter check and check-
writer information in data
entry screen

(5) When finished entering
fields, press [ENTER] to
save the check data

U.8. Treasury FMS
Logo

Amount: IDIID—
Payer: l—
Payee: l—;l
Payment Purpose: | j

Region: I -

(% Custamer Present
" Custamer Mot Present
" Back Office

Item Type

|Scanner offline

| | Check USB setting/cab

HANDS-ON

DEMO
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Managing Check Duplicates

==n User Manual
. Ch.6 p. 76-77

» Occasionally a check may be scanned twice

» If the check is scanned twice and information entered for the same amount, PCC

OTC displays an error message containing both scanned images and requests
confirmation

» If the check is scanned twice and information entered for a different amount, PCC
OTC does not catch the error and will allow the duplicate entry

— Note: The Financial Institution will later reject one of the duplicate checks

& . HANDS-ON
i 1] b DEMO
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o User Manual
=== (Ch. 6 p. 86-89

Voiding a Check

» If the customer decides
after you have scanned the

=181 x|

check that he or she does P I —
nOt Want tO CaSh OI’ pay by e Person; Present -
check, or if you catch a Check: Personal e
mistake or duplicated —— " G
check, then you can void U, Tressury FuS P‘;m I—_II [ pa—"
the check Payment Purpose: | E s |
Region: I—;[ Veid
(1) Click Void | N ——"
(2) Open the check from the ——
batch list that appears
(3) Click Void BT

|y HANDS-ON
|Scanner offline | |Check USB setting/cabl| | _J e DEMO
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== User Manual
=== Ch. 6 p. 90-96

Viewing Checks in a Batch

Test

» The group of all checks you Point of Sale Window
have scanned without SLE
transmitting then is called a - =][ . Shetecreck oo
PREASL 7 8 User: Marianne POC 59999599 TH

batch
» A batch may contain one or

Person: Present

Check: Personal — Proceszing Method

(% Custamer Present

" Custamer Mot Present

many CheCkS k Amount: |D.EID t;" BaTck Office
U.S. Treasury FIS = | e py—
1 Logo Payee: l—;l
» To view and access any of e ] - st |
the checks in a batch, Regon: | - .
(1) Click Batch List ®:

|y HANDS-ON
|Scanner offline | |Check USB setting/cabl| | _J e DEMO
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[ 4

P

User Manual
L2238 Ch. 6 p. 97-106

|CIosing/Transmitting a Batch =g

» When you have finished Point of Sale Window
Scannlng Ch eCkS, your ‘#iPaper Check Conversion Over the Counter: Point-0f-Sale [Marianne POC] BEE
business process may call | I ———
on you to close and transmit SN vser: Marianne FOC
the batch

Test
Person: Present

Check: Personal — Proceszing Method

(% Custamer Present

" Custamer Mot Present

» Once the batch is  C— L
I I DA A e || # Persona | © Mon Persona I
transmitted, it cannot be Logo” o S [
recalled = |
j ist

» To close and transmit a G:
batch,

View Log

(1) Click Batch Close
(2) Click Close All N

Close

(3) Print the Batch List
(4) Click Close

gy HANDs-ON
|Scanner offline | |Check USB setting/cabl| | _J e DEMO
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Module Objectives

¥] 4.1: Check scanning: Overview

] 4.2: Scan a check: Confirm a successful check image in the POS screen
¥l 4.3: Describe and complete all data entry fields in the data entry form

/1 4.4: Void a duplicate check

] 4.5: View the batch list

1 4.6: Describe when it is appropriate to close a batch

1 4.7: Close and transmit a batch

43



Module 5:

Using Batch Manager to

View and Transmit Check Batches

Point of Contact/ Administrator
Check Scanning Staff

44



Module Objectives

5.1: Access Batch Manager

5.2: Describe the use of Batch Manager

5.3: Review previously transmitted batch in Batch Manager
5.4: Transmit unsent batch using Batch Manager

45



Batch Manager Overview

/l

User Manual
Ch. 4 p. 4-5

4

4

Batch Manager enables processing, editing, and management of check

batches

Most users can manage only their own batches; a supervisor or
administrator can manage other users’ batches

46



b
Using Batch Manager s Marie

» Log on to Batch Manager using the same user ID and password as for
POS

Batch Manager Window

ﬁ Paper Check Conversion Over the Counter: Batch Manager [Marianne Cashier] - | = |i|

File Wiew Bakch Item  Help

B © & &y ¢

Activate Close Adnowledge Upload \oid Ttem Show Ttem

20

Print  Refresh

Batch I | Creatar | Location | Created On Itern Caount Total Armount Statuz Statuz Data Aoty

E HANDS-ON
|| | 1 DEMO
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Using Batch Manager

/
User Manual
Ch.4p.5

>

Batch Manager offers several options for managing checks and batches

Prints the Deaptivates or re- Requests
selected activates a batch | acknowledgement
item or | 0 preventor allow of transmitted
batch transmission batch

File Yiew Batch Ikem Help

per Check Conversion Over the Counter: Batch I

lanager [Marianne Cashi

Voids the
selected item

A

Print  Refresh Activate
tﬁefr'eSheSf Closes a
'te view Od batch for
ltems an transmission
batches

g ©

Close Admnwledge

Upload Void Item Show

Transmits a Shows details of
closed batch the selected open
for processing or closed item

I ¢

Item

[ 4

References w

User Manual

48




>

P

/
Using Batch Manager e et
Ch. 4 p. 11
» The life cycle of a batch follows these steps:
Open Closed Sent Acknowledged
Batch Click Batch Click Batch Click Batch
Checks were Batch is closed = | Batch has been Batch has been
scanned in POS but has not transmitted to, = transmitted and
but the batch Close been Upload |yt not yet Acknowledde | 4cknowledged by
has not been transmitted acknowledged (optional) processing
closed by, processing system:;
system COMPLETE

49



Edit Check Information UCV

/l

4

4

You can edit incorrect information that was entered for a check, if the
check has not already been transmitted in a batch.

Steps:
— In Batch Manager, open the batch in which the check resides
— Select the check to edit
— Click Show Item
— In the data form fields, make any changes needed
— Click Apply

50



Module Objectives

¥] 5.1: Access Batch Manager

] 5.2: Describe the use of Batch Manager in the context of the agency
¥l 5.3: Review previously transmitted batch in Batch Manager

&1 5.4: Transmit unsent batch using Batch Manager

51



Module 6:

Configure PCC OTC for

Transmitting Real Checks

Point of Contact/Administrator



Module Objectives

6.1: Close any open batches

6.2: Delete any un-transmitted batches

6.3: Configure SAT to transmit to Production

6.4: Download Production data entry form to POS

6.5: Scan and confirm check transmission to Production
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Reset PCC OTC for Transmitting Checks

» Ineach PC that was used for training and will also be used for scanning
and transmitting real checks, perform the following tasks:

PCC OTC Post-Training Configuration Checklist

In Batch Manager. ..

1 |Check to see if there are any open OR closed and untransmitted batches

2 |Void any open items

3 |Transmit to Training any un-transmitted batches
In SAT...

4 |Delete training ALC+2:

5 |Confirm real ALC+2s have been entered

6 [Change WSDL URL to Production: https://www.pccotc.gov/webcontext/indiSoapSB?WSDL
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Module Objectives

6.1: Close any open batches

6.2: Delete any un-transmitted batches

6.3: Configure SAT to transmit to Production

6.4: Download Production data entry form to POS

N O VR U

6.5: Scan and confirm check transmission to Production

55



Module 7:

Accessing and Logging On

to ELVIS

Reporting Staff



Module Objectives

7.1: Describe the process for obtaining user accounts to ELVIS (through
security contact)

7.2:Log onto ELVIS

7.3: Run a CIRA query in ELVIS
7.4: Pull a report from ELVIS
7.5: Manipulate report results
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ELVIS Overview 4

Ch.5p.5-6

» The online Electronic Verification Imaging Service (ELVIS) enables you to
obtain valuable information about your transmitted checks

— SF215 reports
— SF5515 reports

— Seven years of historical data regarding checks, including check
images and agency-entered information

— MVD updates for check verification

» Your agency’s POC can work with the Treasury OTC Support Center to
obtain an account for you as needed

» ELVIS is available online from any location using your user ID and
password

» The first time you log on, you will be asked to confirm the User
Responsibility Statement
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Y/
|
ELVIS Overview User el
Ch.5p. 29
» ELVIS includes several elements that provide you with valuable
information
U.S. Treasury Paper Check Conversion Over the Counter Tuesday, December 2, 2008
Home
=
Home
®
CIRA (Central Image Research
Centralized " @ ArChwe) Query
Deployment
U.S. Treasury Enables you to locate and view
Paper Check Conversion Over tl specific check data and images
Reports
| |
WARNING: Information Prot @ Provides reports such as SF 215 and
You are using an Official United States Government Syg SF5515
only for authorized purposes. Unauthorized modificatio
stored on this system may result in criminal prosecution
monitor and audit the usage of this system, and all pen
that the use of this system constitutes consent to such
Unauthorized attempts to upload information and/or change information on
these web sites are strictly prohibited and are subject to prosecution under the
Computer Fraud and Abuse Act of 1986 and Title 18 W.5.C. Sec. 1001 and 1030.
@ 2007 U.S. Treasury All rights reserved. Rules of Behavior - Privacy Statement - Accessibility Statement
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Log on to ELVIS 4

Ch. 5 p. 15-21

Login: http://www.pccotc.gov

NVAGED

U.S. Treasury
Paper Check Conversion Over the Counter

ELVIS Main Page

U.S. Treasury Paper Check Conversion Over the Counter Tuesday, December 2, 2008 Welcomel Pleassjenteryourusernameiand password;
User Name: Password:
Home n 1 e
;I Change your Password
Home . %
e —
Location & ——

Convers,
Paper e countey
Over

gce 010

Verification

To learn more about PCC OTC

CIRA Query WARNING: Information Protection

Official United States Government System, which may be used only for authorized purposes. Unautharized
.y information stored on this system may result in criminal prosecution. The Government may monitor and
 this system, and all persans are hereby notified that the use of this system constitutes consent to such
uditing. Unauthorized atcempts to upload information and/or change information on these web sites are
and are subject to prosecution under the Computer Fraud and Abuse Act of 1986 and Title 18 U.5.C. Sec.

Reports

(Home |
[Location |
verfication |
cRAQuery |
[Reports |

7e
Deployment

Rules of Behavior - Privacy Statement - Accessibility Statement

Form Management + U.S. Treasury

— N Paper Check Conversion Over the Counter
Administration v

Scheduler

About PCC OT

WARNING: Information Protection

You are using an Official United States Government System, which may be used
only for authorized purposes. Unauthorized modification of any information
stored on this system may result in criminal prosecution. The Government may
monitor and audit the usage of this system, and all persons are hereby notified
that the use of this system constitutes consent to such monitoring and auditing.
Unauthorized attempts to upload information and/or change information on
these web sites are strictly prohibited and are subject to prosecution under the =
Computer Fraud and Abuse Act of 1986 and Title 18 U.S5.C. Sec. 1001 and 1030. _ HANDS'ON

[ : DEMO

Logout

2007 U.S. Treasury All rights reserved. Rules of Behavior - Privacy Statement - Accessibility Statement
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ELVIS Information

» CIRA Queries enable you to search for specific checks or groups of
checks

» Reports provide you with pre-formatted results for the information you
request

61



//

: Y/
|CIRA Queries Ch. 5 . 56.74

» CIRA Queries enable searching on many criteria, as shown

» Location (in agency hierarchy)

» Data entry fields, including agency- ELVIS: CIRA Query
SpeCifiC fieIdS U.S. Treasury Paper Check Conversion Over the Counter fuesday, December 2, 2008
CIRA Query - Criteria
> Account number Locat'lon|FederaIReserve ‘Q\ FormNameI-- Select Form -- j g
. cation Include Subordinate Locations Yes &  Ho O Deploy Date [ Select Version =l
» Bank routing number e —...
> Status : o —— e —
> IRN Account Ba"k“um‘;e; status [l |
. IRN l:l Cashier ID l:l Check Amount I Equal To j
» Cashier ID (Logged-on ID who credeumber_______] - steh) ‘
5515/ Debit Voucher Number l:l 215/ Deposit Ticket Number l:l
scanned the check) —
= & Settlement Date
» Check amount (or range) T
> Check number b :

» Batch ID
» 5515 or 215 number

» Date of receipt, check capture,
settlement, or return settlement
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Reports

//
User Manual
Ch. 5 p. 79-92

4

ELVIS provides you with several reports:

> Agency CIRA Report
» LVD Contents Report
» Location Hierarchy Report

» Location Check Cashing
Policy Report

» 215 Deposit Ticket Report
» 5515 Debit Voucher Report
» CIRA-CSV Report

Report Selection

CIRA Ouerv

Centralized

b

Deployment

Select Report:

CIRA Transmission Summary Report

ELVIS: Reports

U.S. Treasury Paper Check Conversion Over the Counter Tuesday, December 2, 2008

[ |

CIRA Transmission (Detailed) Summary

Report

LVD Contents Report

Location Hierarchy Report

Location Check Cashing Policy Report

Location Groups Report

User Accounts Report

MVD Configuration Report

Login Failure Report

MVD Returns Report

215 Deposit Ticket Report

5515 Debit Voucher Report

ERB/FMS Statistical Report

CIRA CSV Report

Adobe Reader is required to download and view reperts.

© 2007 U.5. Treasury All rights reserved. Rules of Behavior - Privacy Statement - Accessibility Statement
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/e
Reports e

» To run a report, first specify report criteria

Report Criteria: SF 215

L5, Treasury Paper Check Conversion Over the Counter Tuesday, Decemb

215 Deposit Ticket Report

715 Deposit Ticket Report
Location Run once daiby and covers all items Setthed that business day.
Varification
i Report Flters

CIRA Query Location Name: qx ¥ Include Subardinates
Start Date: 12/22/z2000 |

Centralized o

Deployment End Date: L2 |

Form Management Report Format: HTML -]

HIMI
FDF

Administration

Subirmit Request Cancel

Excel

Scheduler
oo

m o




/
Reports: Output User el

» Report output can be ELVIS Report Out

5. Treasury Paper Check Conversion Owver the Counter

naVigated here, or 215 Deposit Ticket Report

d OW n | O ad ed a n d PLEASE CHECK THE HTTP SJAWWW.PCCOTC.GOV WEBSITE FOR CURRENT INFORMATION ON THE PCC OTC PROGRAM
manipulated to meet your 215 Deposit icket Report
From Date: 12116/2009 To Date: 01/06/2010
215 - Deposit Ticket
ALC 1304000101 Deposit Ticket No: 000019 Fiscal Agent: FRB Cleveland Settlement Date: 12/22/2009
@ Go to Page 215 - Detail
ALC 1304000701 Location Name: BOC DC
. i Cashier ID Transaction Date Summary Count Summary Amount
Moves to a specific page in a [pospoc [ 1212112009 [ 1] §7,000 00
. Total ALC: 1304000101 1 §7.000.00
multiple-page report
215 - Deposit Ticket
All Pages ALC 9999999902 Deposit TicketNo: 100008 Fiscal Agent: FRE Cleveland  Settiement Date: 12/16/2009
215 - Detail
Retrleves a” a eS Of the re Ort ALC 9999999202 Location Name: IRS TEST ALC2
p g p Cashier ID Transaction Date Summary Count Summary Amount
pos poc 121472009 1 $7.007.77
@ Prev/Next/Last pos poc 1211512009 2 519199
Total ALC: 9999993902 3 §7,199.76
Moves between the pages of a 215 - Deposit Ticket
mu |t|p|e_page report ALC 3999999902 Deposit Ticket No: 100009 Fiscal Agent: FRB Cleveland Settlement Date: 121872009
215 - Detail
ALC 9999999202 Location Name: IRS TEST ALC2
Cashier ID Transaction Date Summary Count Summary Amount
pos poc 12H6/2009 -] $1,154.89
pos poc 121712009 2 STT.77
Trdtal Al - GO0HH00000T - T4 277 AR

Pagei  of ;ﬂl Fﬁ’ﬂl [
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Module Objectives

¥] 7.1: Describe the process for obtaining user accounts to ELVIS (through
security contact)

7.2:Log on to ELVIS

7.3: Run a CIRA query in ELVIS
7.4: Pull a report from ELVIS
7.5: Manipulate report results

NE B E
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Thank You!



Thank You!

» You have learned today to perform the critical tasks in PCC OTC that will
enable you to scan checks and transmit them to Treasury/FMS accounting
system

» This begins the process of quickly and efficiently moving check funds from
the customer’ account to the agency’s account

» If you encounter any difficulties with PCC OTC, please do not hesitate to
contact us:

Treasury OTC Support Center

By Phone:

*866-945-7920 (toll free)

*302-324-6442 (local number, Delaware)

*510-428-6824 (Military DSN) (choose option 4, option 5, option 4)

By Email:
FMS.OTCChannel@citi.com

68



