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 ELVIS   

What is PCC OTC?  

There are two major components in PCC OTC that are used to process a check from presentment to collection. 
ELVIS is used for researching check images and settlement history, and POS is the software used on the Agency’s 
computer to process check transactions. The entire family of products consisting of ELVIS and POS is known as PCC 
OTC. 

What is ELVIS? 

The first component is ELVIS — ELectronic Verification Imaging System. ELVIS is the host application where all 
check images are stored. This storage subsystem is called the Central Image Research Archive (CIRA). ELVIS also 
houses the Master Verification Database (MVD) which is a listing of returned PCC OTC transactions. In addition, 
ELVIS receives batches,  creates files that are needed to complete the item collection process, and is used for creating 
reports.   

What is the POS? 

The second component is the POS — Point Of Sale. The POS is the PC-based software that contains its own 
components in the form of three separate modules.  1) The SAT stands for System Administration Tool.  This 
component is used by the Agency’s administrators to grant access to individual users. Other security type functions 
are also performed within the SAT.  2) Batch Manager is a component that is used to update or delete batches. 3) The 
POS is used to capture images of the check along with transaction data. The transactions are collected in a batch and 
transmitted to ELVIS via a secured transmission over the internet.  The following diagram (Figure 5.0) illustrates how 
the components within PCC OTC are related: 
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Figure 5.0 

  

Central Image Research Archive (CIRA) 

The CIRA contains an archive of all check images processed by participating agencies and locations of the PCC OTC 
program. The archived batches originate from multiple POS applications deployed at various locations. During the 
‘Batch Close’ process, transactions are transmitted into ELVIS and are available for viewing within minutes. (Volume 
and system activity affects the amount of time it takes to view the batch in CIRA.).  Authorized users can perform 
searches and view groups of specific checks that have been archived.  Access to the CIRA should be limited to 
authorized users due to the confidential nature of the items. 

Master Verification Database (MVD) 

The Master Verification Database (MVD) provides the PCC OTC POS system information to ensure a presented 
check is acceptable.  This feature is optional for Agencies to use. The MVD is a “negative” database containing 
“return” information on checks and accounts that have failed to clear in a previous PCC OTC transaction attempt, and 
“blocked” accounts/routing numbers or individuals that have been identified where future transactions are not desired.  
The essence of this service is to advise the PCC OTC operator that the customer has had a prior transaction returned. 
This information can be used to determine whether or not the transaction should be completed on the POS.  
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How Does the MVD Work? 

Verification records are derived from returns of previous processed payments originated through the PCC OTC 
system, as well as manually entered records (i.e. blocked, suspended, or denied record). A subset of the MVD, based 
on requesting location and defined configurable filter parameters, is forwarded to the local POS application (See 
Figure 5.1). This subset is known as the Local Verification Database (LVD). Blocked, suspended, or denied data is 
entered manually by an authorized person from a site, a region, an agency, or even the Treasury OTC Support Center.  
The transactional and blocked information is distributed to a POS computer based upon the site’s position in the 
agency’s hierarchy and upon an agency’s policy (See Figure 5.1.1).  By default a location receives all blocked, 
suspended and denied records created at the location; all blocked, suspended, and denied records of the location’s 
subordinate sites; all blocked records created at all direct ancestors above the location; and any blocked, suspended, or 
denied records from any location and their subordinates in the requesting location’s location group. A location group 
typically includes locations from the hierarchy of respective location’s agency. Upon processing a check, the POS 
application queries this information, known as the Local Verification Database or (“LVD”), for known negative 
payment history. 

 

 
Figure  5.1 

 
1. Check transactions are processed at the POS and sent to ELVIS. 
2. Check transaction data is sent from ELVIS to the Treasury/FMS. 
3. The negative returns on check transactions are sent from the Treasury/FMS operations to the MVD. 
4. Verification record is completed with information from original payment transaction. 
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Figure  5.1.1 

 

• Treasury/FMS or the Agency submits blocked, suspended or denied records to the MVD. 

• Periodically, the POS system requests an update from the Verification Server to keep the POS system’s 
Local Verification Database (LVD) up-to-date. 

• When checks are processed at the POS, the routing number/account and the agency’s required configurable 
field information  is validated against the Local Verification Database. 

 

What is Included in a Location’s Policy? 

A location’s policy helps automate an Agency’s check cashing/collection policy. The location’s policy is based 
upon the agency's overall program or policy to ensure a consistent application of an agency-wide check 
verification including returned reason codes, suspension periods, and the inclusion of expired items.  As part of 
the agency’s participation in the PCC OTC program, the agency provides the Treasury OTC Support Center, via 
the Agency Site Profile (A S P), their check collection policy regarding: 
 

• Number of returns permissible by the agency  

• Length of time for each suspension period   

• Generate Verification records based on: 

• The inclusion of Represented and Retired checks 

• The inclusion of Retired checks only 

• The number and timing of representments 
 
An Agency chooses when MVD records are created – either: 

• With any return item  - or - 
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• When items are retired to the Agency 
 
The final piece of information required in a location’s policy is what other locations are included in a location’s LVD, 
known as the “location group”.  The location group typically includes locations from the hierarchy (see below for 
explanation of location hierarchy) of the respective location’s agency, as well as locations from another agency’s 
hierarchy that may be in close proximity or service similar customers.  

The location’s policy is established during the set-up of a location in the MVD system.  Treasury OTC Support 
Center administers the set-up of all locations based on the agency’s and the location’s Agency Site Profile (A S 
P).  Treasury OTC Support Center administers all edits or modifications to a location, including the location’s 
policy.  

Location Hierarchy 

Security within ELVIS is based on location hierarchy.  Starting at the lowest level of this hierarchy is a POS 
device or collection of POS devices at a single physical location.  The next level of the hierarchical tree is a 
logical grouping of POS’s for an agency or branch of an agency.  Each larger grouping progresses through an 
agency, up to a Bureau or Division, then up to a Department within the Federal Government.  
 
 The number of levels within the hierarchy varies depending on the structure of a given Federal agency.  This 
hierarchical structure is used when determining access to records and reports within ELVIS as well as 
populating records in a download of Master Verification Database records to an individual POS terminal. 
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PCC OTC Roles for ELVIS 

 
In order for users to have access to ELVIS, a PCC OTC Access Request form must be completed by the Agency’s 
Security Contact. Once received, the Treasury OTC Support Center issues users their User Name and temporary 
password. The PCC OTC Access Request form can be downloaded from the PCC OTC information website at 
https://www.pccotc.gov/pccotc/index.htm. Your agency may utilize any role (listed across the top) from the one of the 
following two grids as applicable to your business.   

 
The following Roles are without MVD (Master Verification Database) permissions. Agencies who are not using our 
optional negative list should select roles from this area. 
 

Roles without MVD Permission 

 

 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

ELVIS Permissions 
Agency 

Manager1 CIRA 
CIRA / 
Reports 

CIRA / 
Reports/CSV 

POS 
Download 

Read Locations Y Y Y Y  

Read CIRA records Y Y Y Y  

Read Agency Statistical 
Reports Y   Y 

Y  

Read CIRA CSV Report Y     Y  

Read Deposit Ticket Report Y   Y Y  

Read Debit Voucher Report Y   Y Y  

Read General Agency Reports Y   Y Y  

POS Download        Y 
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The following Roles include MVD permissions. Agencies who are using our optional negative list should select roles from 
this area. 
 

Roles with MVD Permission 
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Read Locations Y Y Y Y Y Y Y Y Y   

Read CIRA records Y   Y Y Y   Y Y Y   

Read Agency Statistical 
Reports Y     Y Y     Y Y   

Read CIRA CSV Report Y       Y       Y   

Read Deposit Ticket 
Report Y     Y Y     Y Y   

Read Debit Voucher 
Report Y     Y Y     Y Y   

Read General Agency 
Reports 

 
Y     Y Y     Y Y   

Create Verification 
Records Y Y Y Y Y           

Update Verification 
Records Y Y Y Y Y           

Read Verification Records Y Y Y Y Y Y Y Y Y   

Read Block record 
containing only ABA  Y  Y  Y Y Y 

Y
   Y Y Y   

POS Download                  Y 
 
 
Note:  The POS Download permission is given only to certain individual and gives them the capability to log on to 
ELVIS and download an updated Release of the POS software whenever it is available.  This permission requires a 
separate user name.  This separate user name can only perform the POS download function. 
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Problem Accessing ELVIS 

If a user experiences difficulty in accessing ELVIS or obtaining images once on the ELVIS website:  
Try to access another web site to ensure that Internet access is available.  
 

• Shut the computer down and restart it using the ‘Turn Off Computer’ option from the Windows ‘Start’ 
menu.  Click the ‘Restart’ button.  If you are still unable to access the site after the computer restarts but 
able to access other sites, contact the System Administrator. 

• Check your POS version.  POS versions below 5.0 have not been tested and are not guaranteed to work with 
ELVIS 5.5 and your POS may need to be upgraded. 

• Make sure that you are accessing the correct URL to access ELVIS: 
      https://www.pccotc.gov/pcc5webapp/.  This URL is set in the system configuration settings.  For further 

instruction on how to change the system configuration, please refer to the SAT chapter of this User Manual.  

• Ensure that you are not attempting to transmit or access ELVIS during our maintenance window which is 
every Sunday between 2:00am and6:00am ET. 

• Be certain that you are typing the correct password as it is case sensitive. If the account is locked, call the 
Treasury OTC Support Center at (866)945-7920, or 302-324-6442, or military DSN at 510-428-6824, 
option 4, option 5, option 4 or via email at FMS.OTCChannel@citi.com. 
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What’s new for ELVIS 5.5? 

Effective February 6, 2010, all PCC OTC reports accessed through ELVIS will use an Enterprise Reporting 
Solution, Web Focus.  The new reports will provide users with the same ability to track and manage PCC OTC 
activity. However, due to the inherent differences between the current and new reporting software, the report 
interfaces and features may appear and behave slightly different.  
 
This change does not impact the content of reports or data in the system, but there are some changes to how 
users navigate the system.  

 

Supported Browsers 

To ensure the security of the ELVIS system, a 128 bit encrypted browser must be used. The following browsers 
support 128 bit encryption: 
 
Internet Explorer 6.0,  Internet Explorer 7.0, or Internet Explorer 8.0 
  
Note:  No ELVIS features have been tested using Mozilla or Netscape. 
 
To determine your browser’s version number, open the browser, click on ‘Help’, then ‘About’.  A window opens that 
displays the version number.  
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Special Character Handling 

 
The special character handling defined below are consistent for all input fields. Do not use special characters in 
data input fields within ELVIS unless used as specified in the table below. (Password fields follow different 
rules and certain special characters can be used). 

Special Character(s) Handling 

          ‘ _   -   @   # 

Valid if surrounded by alpha characters.   
Exception:  The hyphen (dash) is only permitted for the fields 
associated with the MICR, Raw MICR, account number, routing 
number, and check number. The hyphen shall be permitted in the 
Batch ID field if surrounded by alphanumeric characters. The hyphen  
and/or underscore special characters shall be permitted in the I R N 
field in the Verification Query. The hyphen shall be permitted in the 
first configurable field of verification and CIRA records. Two 
consecutive hyphens are not allowed. 

                 |   $   Valid if surrounded by alpha or numeric characters 

                .    /  : _ 

Allowed wherever a URL must be entered.  The forward slash is also 
permitted for use in a date entry field.  The period is also permitted 
for use in free text fields if the period is preceded by an alpha or 
numeric character. The amount field only accepts numeric characters 
and one period. 

All other special 
Characters 

If a character was not specifically mentioned it is not permitted at all. 
Passwords are exempt from these special character handling rules. 
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Accessing the ELVIS URL 

The ELVIS Login Screen 

Start your Internet browser (Internet Explorer 6.0 or higher is recommended) and connect to the secure 
ELVIS web address at https://www.pccotc.gov.  The following ELVIS Login screen appears (Figure 5.2): 
 

 
Figure 5.2 

 
To login to ELVIS, enter your User Name and Password in the appropriate fields and then click the ‘OK’ button. The 
password field displays blank spaces as you type your password, and only the moving cursor is visible. Upon a 
successful login, the ELVIS Home page is displayed. Users can change their password on this screen by selecting the 
‘Change your Password’ link.  

Note: Only authorized users can gain access to the ELVIS application. PCC OTC Security Contacts must submit a 
PCC OTC Access Request form for each user.  This form can be found on the PCC OTC information website at 
https://www.pccotc.gov/pccotc/Downloads/securityforms.htm.  The Information Security emails the username to 
the user’s email address with the phone number to call to obtain their temporary password. 

Note:  Upon the first signon to ELVIS, new users will see the Rules of Behavior displayed on the screen and must 
read and agree to the terms. Existing users are prompted once a year to read and agree to the terms of the Rules of 
Behavior. Users need to read and click the box that states ‘I agree’ to continue.  

                                                 
 Internet Explorer is a registered trademark of Microsoft Corporation. 
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Changing the ELVIS Password 

The ELVIS password can be changed at anytime. The password expires every 90 calendar days and each user has to 
change their password to a new, unique password. For complete specifics regarding password requirements, please 
see Appendix R – Password Requirements in the Appendix chapter of this User Manual, or contact the Treasury OTC 
Support Center . A user may also change their password if they feel as though it has been compromised. The system 
maintains a record of the last 10 passwords used. The user is not allowed to re-use their last 10 passwords. 

To change a password: 

1. Select the ‘Change Your Password’ link from the ELVIS login screen.  The following screen appears: (Figure 
5.3) 

 
Figure 5.3 

2. Enter your User Name as provided by the Treasury OTC Support Center. 

3. Enter your current password. All password fields display blank spaces as you type your password, and only the 
moving cursor is visible. 

4. Enter a new password (see the Password Requirements section of this chapter for specifics) 

5. Re-Enter the new password to confirm it. 

6. Click the ‘OK’ button. 

If the password is successfully changed, the screen displayed is similar to Figure 5.4 below: 

   
Figure 5.4 

7. Click the ‘Login’ link to continue with the login process. Login using the new password. 
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Upon successful login, the ELVIS Home page appears, as displayed in Figure 5.6. 

 

ELVIS Password Requirements 

For information on password requirements, please see Appendix R – Password Requirements in the Appendix 
chapter of this User Manual, or contact the Treasury OTC Support Center. 
 

 

Other Security Guidelines 

 
� Prevent others from watching while your password is entered, or from guessing your password. Do not use names 

of persons, places, or things that are identified with you. 

� If you feel that your password has been compromised, it must be changed immediately.  

� Unauthorized use of the system must be reported to the Treasury OTC Support Center at (866)945-7920, or 302-
324-6442, or military DSN at 510-428-6824, option 4, option 5, option 4 or via email at 
FMS.OTCChannel@citi.com. 

� Log off of the system whenever you leave your computer unattended by clicking on the ‘Logout’ button on the 
menu or clicking the ‘X’ at the upper right corner of the screen. 

� An authorization request must be completed yearly to certify users.  This request is initiated by the Treasury OTC 
Support Center. 

 

Password Reset/Account Lock 

If a user account is locked and a password needs to be reset for ELVIS, call the Treasury OTC Support Center 
at 302-324-6442, or (866)945-7920, or military DSN at 510-428-6824, option 4, option 5, option 4 or via email 
at FMS.OTCChannel@citi.com.  The Treasury OTC Support Center Information Security staff member 
contacts the user to provide the new password.  

Note: This does not include the resetting of your POS password.  Only your on-site administrator (or Point of 
Contact) can reset your POS password by accessing the SAT (System Administration Tool). Your POC can 
also assist you with your operating system password. 
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Password Expiration 

Passwords that are associated with your ELVIS User Name expire every 90 days, based on the Treasury/FMS’s 
policy.  A warning message occurs several days prior to password expiration, similar to the one in Figure 5.4.1 below: 

 
Figure 5.4.1 
  
If it has been more than 90 days since the user’s last login, the system displays the message, “Your password is 
expired. Please Update Your Password.”  The user must key in their User Name and expired password, then key 
in a new unique password two times (See the ‘Changing the ELVIS password’ section of this chapter). 

Logging into ELVIS for the First Time 

First time ELVIS users receive a User Name and temporary password from the Treasury OTC Support Center.  The 
temporary password must be changed to a unique password and remain active for 90 days.  See the Changing your 

Password section for instructions on how to change your password.  

First time Users also need to accept the PCC OTC Rules of Behavior, and once every year, thereafter. Carefully read 
the Rules of Behavior then click the appropriate button to indicate that you have read and understand. The Rules of 
Behavior can be viewed at any time by clicking on the link at the bottom of any screen within ELVIS.  

Password Error Messages  

 
  

Problem Error Message Action 

Temporary password typed 
incorrectly. 

‘Warning:  Please check your user 
name and password’. 

Make sure there are not extra 
characters typed in the password field 
by highlighting the password.  When 
highlighted, characters are revealed 
as dots. Retype temporary password. 

User enters an invalid User Name, 
while attempting to change the 
password. 

‘The user ______ is not found” and 
clears the fields on the change 
password screen. 

 

Retype the User Name. 

User enters an invalid User Name “Warning: Please check your user Retype the User Name. 
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upon login. name and password”. 

User enters an incorrect password. “WARNING” Please check your 
user name and password. 

Passwords are case sensitive. Make 
sure the cap lock is off on the 
keyboard and retype the password. 

Old (temporary) password is invalid. System displays a message advising 
the user that the old password is 
invalid and clears the fields on the 
change password screen. 

Passwords are case sensitive. Make 
sure the cap lock is off on the 
keyboard and retype the password. 

The newly chosen password does not 
meet the system requirements. 

System displays a message advising 
the user that the new password “must 
contain 8 characters, contain a 
combination of upper and lower 
letters, and either a numeric or 
special character value”.  

Choose a different password that 
meets the system requirements. See 
‘Password Requirements’ section 
of this chapter. 

User enters a password with a value 
that has less than 8 characters. 

“Password is less than 8 characters.  
You must choose a password that is 
at least 8 characters in length.” 
 

Choose a password that has between 
8 and 20 characters. 

The first and second password entries 
(new password typed twice for 
verification purposes) do not match. 

“Your ‘New Password” doesn’t 
match ‘Re-enter New Password.” 

Carefully retype both passwords. 

User enters a password with a value 
that contains the user’s ‘username’. 

“Your ‘New Password’ should not 
contain ‘User Name.” 

Choose a different password that 
does not contain your user name as 
all or part of the password. 

User enters a password with a value 
that contains the word ‘password’. 

“Your ‘New Password’ should not 
contain the word ‘PASSWORD’.” 

 

Choose a different password that 
does not contain the word ‘password’ 
as all or part of the password. 

User has 3 invalid Login attempts. The system displays the message that 
the user’s account is now locked. 

Please contact Treasury OTC 
Support Center at (866)945-7920, 
or 302-324-6442, or military DSN 
at 510-428-6824, option 4, option 
5, option 4 or via email at 
FMS.OTCChannel@citi.com. 

Password is the same as one of the 
last ten passwords used 

System displays the message, 
‘Password is currently in the 
Password History. Password Change 
Failed’ and clears the fields on the 

Use a password that has not been 
previously used. 



PCC OTC User Manual 

 

Document Version 1.1 

Dated 02/2010 

ELVIS    20       

change password screen. 

 
Learn More About PCC OTC 

There is a link at the bottom of the ELVIS Login Screen to learn more about PCC OTC (Figure 5.5). This link takes 
the user to the PCC OTC information website.  A password is not needed for the PCC OTC informational site. For 
more information about the PCC OTC information website, please refer to the Introduction chapter of this User 
Manual. 

 
Figure 5.5 
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Successful Login to ELVIS 

Once the user has successfully logged in, the ELVIS Home page appears, as shown below (Figure 5.6). The screen 
may look different depending on the user’s access permissions. 

Note:  The menu selections are determined by your access levels.  Only the permissible menu options appear for a 
user’s logon ID.  If there is a missing menu option for a user, that user does not have access to that 
option/function.  If access to a function is required but does not appear on a user’s menu, an updated PCC OTC 
Access Request form needs to be completed and submitted.  For a copy of the PCC OTC Access Request form and 
instructions on completing the form, see Appendices E and F of the Appendix chapter of this User Manual. 

 
Figure 5.6 

From this screen, the user can access the areas of ELVIS that are allowed based upon the permissions established in 
the role assigned to the user, as established by the Security Contact for your Agency.   
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Logout of ELVIS 

 
When a user is finished using ELVIS, they must logout of the system properly by clicking on the ‘Logout’ link from 
the menu, (see below Figure 5.7), or by clicking the ‘X’ at the upper right of the browser window.  Clicking the 
‘Logout’ link returns the screen to the ELVIS login window.  Clicking the ‘X’ in the browser window closes the 
browser.  

 
Figure 5.7 

Rules of Behavior 

When logging into ELVIS for the first time, the Rules of Behavior is displayed as in Figure 5.7.1.  The user must read 
and accept the rules by clicking on the ‘Accept’ button at the bottom of the screen in order to continue.  Citibank is  
the new service provider for PCC OTC.  Currently, the system is in transition between Citibank and the Federal 
Reserve Bank of Cleveland. During this time, the current Rules of Behavior available on the PCC OTC website 
entitled "Federal Reserve Bank of Cleveland User Responsibility Statement" are still valid and will be updated in the 
near future to reflect the new service provider, Citibank.  
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Figure 5.7.1 
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The following message is displayed on the screen upon selecting ‘Accept’: (Figure 5.7.2) 

 
Figure 5.7.2 

This procedure is repeated on a yearly basis. All users need to read and accept the Rules of Behavior, when 
prompted,.  To review the ‘Rules of Behavior’ at anytime, click on the ‘Rules of Behavior’ link at the bottom of the 
ELVIS Home Page (or any other page within the ELVIS system) as shown below (Figure 5.8): 

 
Figure 5.8 

Doing so displays a screen that lists the Rules of Behavior, as pictured below (Figure 5.9).  Scroll down to read the 
Entire Rules of Behavior.   
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Citibank is the service provider, effective  January 1, 2009 for PCC OTC.   
 

 
Figure 5.9 

When finished, click on the ‘Print’ button to printout the rules, or ‘Home’ from the menu to return to the ELVIS 
home page. 

Note:  The Rules of Behavior link is also available on the ELVIS Login Screen so a user does not have to have a 
User Name and password to review the rules. 

 

Declining the Rules of Behavior 

The user can also choose to ‘Decline’ the Rules of Behavior by clicking the ‘Decline’ button. The system displays the 
message, “Are you sure that you want to decline the rules of behavior?”  If the ‘OK’ button is clicked, the system 
returns the user to the Login screen and displays the error message, “User must acknowledge and accept the Rules of 
Behavior prior to accessing the PCC OTC system.” 
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Privacy Statement 

To review the ‘Privacy Statement’, click on the ‘Privacy Statement’ link at the bottom of the ELVIS Home Page (or 
any other page within the ELVIS system) as shown below (Figure 5.10): 

 
Figure 5.10 

 
Note:  The Privacy Statement link is also available on the ELVIS Login Screen so a user does not have to have a 
User Name and password to review the Privacy Statement. 

Doing so opens a window that displays the Privacy Statement, as pictured below (Figure 5.11). Scroll down to read 
the entire statement.  When finished, click ‘Home’ from the menu to return to the ELVIS home page.  
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Figure 5.11 
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Accessibility Statement 

To review the ‘Accessibility Statement’, click on the ‘Accessibility Statement’ link at the bottom of the ELVIS 
Home Page (or any other page within the ELVIS system) as shown below (Figure 5.12): 

 
Figure 5.12 

 
Note:  The Accessibility Statement link is also available on the ELVIS Login Screen so a user does not have to 
have a User Name and password to review the Accessibility Statement. 

Doing so displays a screen that lists the Accessibility Statement, as pictured below (Figure 5.13).  Scroll down to read 
the entire statement.  When finished, click on ‘Home’ from the menu to return to the ELVIS home page.  

 
Figure 5.13 
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Navigating ELVIS  

This section introduces the ELVIS user interface. It provides a simplified guide on how to navigate through the 
application.  

ELVIS Main Menu 
 

The ELVIS main menu is displayed along the left side of the page when the user logs into the system (Figure. 5.14). 
Menu options are displayed to users based on their roles and permissions.  

 
Figure 5.14 

Hide ELVIS Main Menu 

The menu can be hidden by clicking on the arrow (circled in Figure 5.15) below the menu choices.  When clicked, the 
menu on the home page is no longer visible, as displayed in Figure 5.16 below. 



PCC OTC User Manual 

 

Document Version 1.1 

Dated 02/2010 

ELVIS    30       

 
Figure 5.15 

 

 
Figure 5.16 
 

Clicking on the arrow again brings the menu back into view. 
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 Common ELVIS Functionality 

This section is designed for all users and describes the following common user functionality in ELVIS: 

♦ Sorting Records 

♦ Field Formats 

♦ Reset Button 

♦ Cancel Button 

♦ System Timeout 

 

Sorting Records 

Record listings on certain screens such as the CIRA Query screen can be sorted in ascending or descending order. 
Pictured below is an example of a CIRA Query Results screen. Each underlined column heading can be sorted by 
clicking on that heading (See Figure. 5.17). Click once for ascending order; click once more (or twice) for descending 
order.  

 
Figure 5.17 
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The column most recently clicked displays either an ‘up’ or a ‘down’ arrow indicating the order as ascending or 
descending (Figure 5.17.1). 

 
Figure 5.17.1 

 

Field Formats 

Icon Assisted Fields 

Certain fields within ELVIS display an icon to the right of the field.  For example, clicking on the icon, such as the 

calendar icon , allows the user to make choices from another window as displayed in Figure 5.17.2, or clicking 

on the location selection tool  opens a window for the user to select a location (Figure 5.17.3).  

 
Figure 5.17.2 
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Figure 5.17.3 

 

Multiple Choice Fields 

Multiple Choice Fields are indicated with a drop down arrow to the right of the field (Figure 5.17.4). Data in these 
fields cannot be typed and must be chosen from the listing of choices. The first letter of a choice may be typed to 
bring up the choice in the field. 

 
Figure 5.17.4 
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Reset Button 

The ‘Reset' button is available on all screens within ELVIS where data entry is applicable (Figure 5.17.5).  Clicking 
the ‘Reset’ button clears all of the fields on the screen allowing for fresh input. 

 
Figure 5.17.5 
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Cancel Button 

The ‘Cancel' button is designed to cancel your current activity and takes you to the previous screen (Figure 5.17.6).  

 
Figure 5.17.6 

System Timeout  

If a user is logged into the system but there is no system activity for over 15 minutes, the system displays the 
following message (Figure 5.17.7): 

 
Figure 5.17.7 

If the user responds by clicking the ‘OK’ button within five minutes, the session continues.  However, if the user 
attempts to respond with ‘OK’ and this message has been on the screen for longer than five minutes, the session 
expires and the user needs to log back into the system. 

Clicking ‘Cancel’, closes the window and the user is not prompted again during this session.  
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ELVIS Administration 

Establishing a PCC OTC Security Contact 

PCC OTC Security Contacts are authorized to request access be granted to individuals for the ELVIS system on 
behalf of their Agency and/or location. PCC OTC Security Contacts can be established by completing the PCC OTC 
Security Contact form found at https://www.pccotc.gov/pccotc/Downloads/securityforms.htm.  Submit the completed 
forms as indicated on the form. Instructions on how to complete these forms can also be found on the website. 

Adding a User 

To add a user to ELVIS, complete the User Access Request Form. Access should be limited to users who need 
to conduct research on activity, or those who need access to reports. The User Access Request form can be 
found on the PCC OTC Information website at https://www.pccotc.gov/pccotc/Downloads/securityforms.htm. 
Indicate on the form the level of access necessary for each user, i.e., if the user should have permission to 
request reports. Instructions on how to complete the form can also be found on the website.  Signatures are not 
required. Request forms must be completed and emailed to the Treasury OTC Support Center; Security 
Department at: FMS.OTCSecurity@citi.com.  The email request must come from an authorized security 
contact’s known email address.  

Deleting or Modifying a User 

To delete a user from ELVIS or to modify a user’s access, complete and submit the appropriate section of the 
User Access Request form as described above. Delete users who have had a change in job assignments and/or 
no longer have a business need for the archival information or reports.  

Access Request 

The administration of locations, users, and roles are performed by the Treasury OTC Support Center.  Please 
contact Treasury OTC Support Center at (866)945-7920, or 302-324-6442, or military DSN at 510-428-6824, 
option 4, option 5, option 4 or via email at FMS.OTCChannel@citi.com.  Authorized users can view and 
monitor the information as described later in this section. 
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The ELVIS Menu Options  

Once the user is successfully logged in, the ELVIS Home page appears as displayed in Figure 5.18. The Menu bar 
appears on the left side of the screen with the following options:  
Note:  The options that appear on each user’s screen are based on their access level.  For more information, please 
refer to the ‘PCC OTC Roles for ELVIS’ section earlier in this chapter. 
 
Home – clicking on Home always returns the user to the ELVIS Home page. 
Location – used for viewing Agency’s locations. 
Verification – used for viewing and adding records within the Master Verification Database and adding 
blocked/suspended/denied records. 
CIRA Query – used to search specific items and their associated details. 
Reports –used to request reports such as the Deposit Ticket Report, Debit Voucher Report, etc. 
About PCC OTC – used to display the Release number, build date, patch date, and contact information.  
Citibank is the new provider effective January 1, 2009, for PCC OTC.  Currently, the system is transitions 
between Citibank and the Federal Reserve Bank of Cleveland.  Please contact the Treasury OTC Support Center 
at (866)945-7920, or 302-324-6442, or military DSN at 510-428-6824, option 4, option 5, option 4 or via email 
at FMS.OTCChannel@citi.com for support. 
Logout – used to logout of the system. 

 
Figure 5.18 
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Location Query 

Authorized users can select ‘Location’ on the menu bar to view information on an Agency’s locations. The initial 
Agency setup determines what location views are available. An agency and location’s policy is critical to 
understanding the verification process on checks presented at the POS computer.  

Each Agency establishes the configurations for the following:  relevant types of negative returns; the number of 
allowable returns; the length of the suspension period; and the other locations captured in a location’s distributed 
verification database.  This information is entered into ELVIS by the Treasury OTC Support Center in the location 
management section of ELVIS.   

To view the location information,  
1. Click ‘Location’ from the Main Menu.  The following Screen appears (Figure 5.19): 
 

 
 Figure 5.19 
 

2. Type the 10-digit A L C+2 or click the search tool  to the right of the ‘Location Name’ field to choose the 
appropriate location to query. The locations are populated in this field based on the locations assigned to the 
person’s User Name. The correct location is chosen simply by clicking on the location name, or by typing the 
location name into the field. 

3. Click the ‘Query’ button. The locations that are available for viewing appear on the screen similar to the example 
below (Figure 5.20):   
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Figure 5.20 
 
The screen’s detailed information includes the following: 
 

• Location Name:  The 10-digit A L C+2 of the location being viewed. 

• Parent:  The highest location in the hierarchy.  The parent is responsible for all location accounting, sets the 
policy, and determines the rules for returns. 

• Description:  The official description of the location being viewed. 

• Location Group:  A Location Group represents a listing of any locations outside the requesting location’s 
hierarchy that share LVD records. 

• Group Holder:  The 10-digit A L C+2 of the Group Holder. 
 
Filter (applicable for MVD users only) 
The filter allows the agency to specify the return reason codes relevant to the agency’s program. These 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. For example, code ‘01’ means Non-Sufficient Funds, ‘02’ means the account is 

Return Reason 
Codes. See 
Appendix for 
descriptions 

Suspension occurrence 

Suspension 
period in 
number of days 
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closed, etc.  Individual locations may apply additional filters (with the Treasury OTC Support Center assistance) 
outside the agency’s required filter to suit the specific needs of the location.  The filter keeps track of the chargeable 
offenses incurred against a check cashing policy. 

See the Appendix chapter of this User Manual for a listing of ACH and Check 21 return reason codes. 

Policy Holder: The 10-digit A L C+2 of the Policy Holder. 

Suspension (applicable for MVD users only) 
A Suspension level specifies the number of calendar days that an individual is unable to cash a check or pay by check 
and is calculated from the date the system is aware of the return file. The first suspension level is applied the first time 
a returned check with the defined return reason code is received into the MVD.  (The second suspension level is 
applied to the second occurrence of a return when it is received on the respective account or other agency specified 
verification for the number of suspension levels that are defined for a particular location.)  After all the suspension 
levels have been exhausted, the individual is denied check cashing privileges. 

In the example in Figure 5.20, an individual’s first occurrence of a returned check, a 5 day penalty would be applied.  
The second occurrence would result in a loss of check cashing privileges for 10 days and the third occurrence is not 
set.  A typical suspension period is 30 days on the first occurence,  60 on the second and 90 on the third. The fourth 
occurrence results in the loss or denial of check cashing privileges for that person at this location. 

Expired Accounts (applicable for MVD users only) 

The ‘Include Expired Counts’ flag indicates whether or not previous suspensions that have since expired (i.e., the 
individual is no longer suspended) are counted when assessing the suspension level to assign when the individual 
writes a check.   

Generate Verification Record On (applicable for MVD users only) 
Indicates whether the verification record is generated on Represented and Retired items, or only Retired items. 

This feature allows agencies the option to: 

• Create records anytime a check writer has committed an offense against the Agency’s check cashing/payment 
policy, i.e., returned for insufficient funds, account closed, etc. 

• Only create MVD records for items PCC OTC has retired back to the Agency because PCC OTC was unable 
to collect. 
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Data Privacy 

Configure Block 
In addition to the filter, suspension, and location group setting, a location is able to establish their Data Privacy Policy, 

which defines the extent that users from other locations are able to view their verification records.  This is 
accomplished the same way that role definitions are created to impose restrictions on what a user can view. The 
Treasury OTC Support Center creates the data in the Configuration Block based on the Agency Site Profile (A S P). 
(Figure 5.20.1):  

 
Figure 5.20.1 

Attribute Descriptions: 
Account – Account number of the returned item 
Loc Tag – (Location Tag) Site where record originated 
UserField1 – The first configurable field.  While an agency may use more than one configurable field, only 
the first configurable field (i.e., social security number, tax id number, etc) is included in the MVD. 
RT - Routing Number 
Note - Notes added to blocked or transactional records 
 

Data Privacy allows the location to control what fields of their verification records can be viewed by outside users.  
By default, all fields are set to “Block”.  For maximum data privacy, all fields would be marked as blocked, except 
Loc (Location) Tag.  However, there may be situations where it is acceptable for outside users to view certain fields of 
verification records. 

Any users at ancestor locations are not affected by this setting. Such users in general have complete control including 
edit capability (where applicable) over all fields of verification records originating at subordinate locations. Users 
from ancestor locations may be restricted based on their roles. 

In establishing the Data Privacy Policy, it should be noted that in a situation where a user’s role imposes different 
restrictions on accessing these fields from what is configured in the location detail, the more restrictive permissions 
shall apply. 

To summarize, using the diagram below (Figure 5.20.2), if location F is in location D’s location group then a user at 
location D is able to view verification records originating at locations D, G, H, F, I and J as well as all Block records 
originating everywhere except at location E. The data privacy settings established at location F  controls what fields in 
the verification records the user at location D can see when viewing records originating at location F only. Separate 
settings at locations C, I, and J controls how location D sees records originating from those locations.  
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A

B C

D E F

G H I J

 
Figure 5.20.2 

Dynamic Records 

Dynamic records are those items whose trade status and deny date are calculated by the system.  This is done by 
applying the location’s policy to appropriate return items.  If the trade status of a dynamic record is changed manually 
(from D-Denied, D-Suspend to Denied, Suspend, or Clear), the record is no longer dynamic. The changed record 
maintains the manually assigned status with the assigned date, and   no longer reflects any other location’s policy. 
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Verification (applicable for MVD users only) 

Verification management gives authorized users access to the individual transaction records in the MVD. Depending 
on your permissions, you may be able to view and/or modify the trade status and other parameters of an existing 
transaction.   

Verification records originate from returns on previous processed payments originated through the POS system and 
manually entered records (i.e. blocked, suspended and denied records). The LVD is a subset of the MVD, based on 
requesting location and defined configurable filter parameters that is forwarded to the local POS application.  
Blocked, suspended, or denied data is entered manually by an authorized person from a site, a region, an agency, or 
even the Treasury OTC Support Center.  The transactional and blocked information is distributed to a POS based 
upon the site’s position in the agency’s hierarchy and upon an agency’s policy.  By default a location receives all 
blocked/suspended/denied records created at the location, all of the location’s subordinate sites, all blocked records 
created at all direct ancestors above the location, and any blocked records from any location in the requesting 
location’s location group.  

In regards to transactional records, the location only receives their own records and any transactional records 
originating at or below all locations, as well as any locations included in the requesting location’s Location Group.  
Upon processing a check, the POS application queries this information, known as the Local Verification Database or 
‘LVD’, for known negative payment history each time selected MICR information is read by the scanner. 

Using the Verification Query, users can also find out what items are about to ‘drop off’ the suspension list.  As an 
example, if the Agency has a 30 day suspension policy, queries can be performed using an MVD ‘from’ date of 30 
days ago.  The MVD ‘to’ date would be today’s date.  The results screen would list a ‘deny date’ in the far right 
column.  This would show you the records ending deny date, meaning the date that the suspension period ends.   

Note: Deny dates of 09/09/2099 indicate that the item has exhausted all of the policy thresholds.  

Status of Verification Record 

An individual’s ability to use PCC OTC depends on the status in the system, which is a combination of the 
person’s actual returned item history and the requesting site’s policy. The status can be in one of five possible 
states:  

• Dynamic:  The status (D-Denied or D-Suspend) and deny date for each transactional record is based on the 
current policy of the requesting location. If the record status is edited, the record is no longer Dynamic. The 
changed record maintains the manually assigned status and no longer reflects any other location’s policy.  

• Clear:  Prior restrictions on the individual’s check payments have been removed. Select ‘Clear’ to reflect no 
status. 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. 

• Suspend:  Suspend means an individual’s record is set to a predetermined suspension period. During this 
time, the POS system prevents an individual from cashing a check through the POS computer. The 
individual’s database record has a Trade Status of Suspend and the expiration date is set until a specific 
date.   

• Denied:  Denied means an individual’s record is set to a permanent deny date of 9/09/2099.  The POS 
system permanently denies this person from cashing a check through the POS computer.  

• Blocked:  Indicates a manual entry by authorized persons into the MVD rather than the result of a failed 
transaction. If desired, an authorized user can edit the transactional record to a clear status. 
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Query Verification Records (MVD users only)  

Since the MVD can potentially contain thousands of records, the ability to clearly define a search results in 
better system results.  Search results can be defined to limit the amount of data retrieved. To limit a search, 
enter criteria in the Search window.  

• Location – Location of requesting user 

• I R N - Unique ‘item reference number’ 

• Userfield1 – Agency’s specific first configurable field 

• Bank Routing Number – Bank Routing/transit number for the account associated with a transaction 

• Account – Individual’s account number 

• Trade Status – Select a specific trade status from the drop down menu (Blocked, Suspend, Denied, 
Cleared, Dynamic, All).  Refer to the Status of Verification Records for further explanation. 

• MVD Date – (To/From) Date range on which to base the search.  This is the date that the returned record was 
created in the MVD. 

 
To query a Verification Record: 
1. Click the ‘Verification’ option from the Main Menu.  The following screen appears: (Figure 5.21) 

 

 
Figure 5.21 
2. Type all pertinent details relating to the item for which you are querying such as I R N, RT, Account number, etc.   

3. Choose a ‘From’ and ‘To’ MVD Date. Note that the date fields use a calendar tool to assist you (as pictured 
below in Figure 5.22) Clicking on the single arrow to the right or left of the month name increases or decreases 
the calendar one month at a time.  Clicking on the double arrows to the right or left of the month name increases 
or decreases the calendar one year at a time. 
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Figure 5.22 

Note:  When viewing verification records within ELVIS, the suspension period is calculated based on the policy of 
the agency shown in the Location field for the query.  For each transaction, the policy is added to the MVD date to 
determine the Deny date. 
 

4. Click ‘Query’ at the bottom of the window.  The following is an example of the results screen that are displayed 
(Figure 5.23): 
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Figure 5.23 

Note:  Fields that display the word ‘denied’ indicate the user does not have permission to view those fields. 

5. The first 20 records are displayed on the screen.  Click the ‘Next’ button at the top left of the listing to view the 
next 20 records or click the ‘Print’ button to request a printout of the records that are on the screen. The system 
opens a Windows Print dialog window with the computer’s default printer highlighted.  Click the ‘Print’ button.  
If there are more than 20 items returned, the system prints the page that is displayed.  To print all the records, the 
user must navigate through all of the pages and print each page individually. 

6. Click on any individual record line to have the detailed verification information displayed on the screen as shown 
in Figure 5.24. 
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Figure 5.24 

Print the detail by clicking the ‘Print’ button at the bottom of the window. The system opens a Windows Print dialog 
window with the computer’s default printer highlighted.  Click the ‘Print’ button.  
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7. Click the ‘CIRA detail’ window and a screen is displayed similar to Figure 5.25. Switch between the CIRA detail 
and the Verification detail by clicking the appropriate button. 

 
Figure 5.25 
 

8. There are more functions that can be performed at the bottom of the window.  The ‘Verification Detail’ button 
takes the user back to the previous screen.  Other options available are ‘Show Image’, ‘Show History’, ‘Print 
Details’ or ‘Close Window’. These options are explained in the CIRA query section of this chapter. 
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Add MVD Record 

Agencies can add suspended, denied, or blocked Records. This function is used to add manual records beyond the 
records automatically created with PCC OTC from returned transactions. For example, your Agency may know of 
individuals for which you do not want to accept checks. An agency has the option of adding a manual suspend record 
to prevent that check writer from cashing a check, from the current day through a defined ‘suspend until’ date. 
Agencies also have the option of adding a manually denied or blocked record which denies the check writer from 
cashing a check indefinitely. Once these records are added in ELVIS and downloaded to the POS,  transactions that 
match the information on the manual records display a pop-up message to the operator advising them of the 
suspend/blocked/denied record.  

Manually added records are not handled the same as dynamically calculated records. The manual records are not used 
for calculations of the number of offenses against the check writer, nor do they count as another offense against the 
Agency’s policy.   

To add an MVD Record: 

1 Click ‘Verification’ from the Main Menu. 

2 When the Verification window appears, click ‘Add MVD Record’ at the bottom of the window. The ‘Add MVD 
Record’ window opens on the right side of the screen as it appears in Figure 5.26. 

Figure 5.26 

3. Fill in all pertinent information with regard to the item that is being added to the MVD. 

4. Click the down arrow in the ‘Trade Status’ field and choose ‘Suspended’, ‘Denied’, or ‘Blocked. 

5. Use the calendar tool to choose the deny date, or type the date in MM/DD/YYYY format.  Within the calendar 
tool, click on the single arrow to the right or left of the month name to increase or decrease the calendar one 
month at a time.  Click on the double arrows to the right or left of the month name to increase or decrease the 
calendar one year at a time. 
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6. Check or uncheck the ‘Override’ box. Checking the override box allows the field to be overridden when it is 
received at the POS end.  If left unchecked, the POS operator receiving the item is not be able to override the 
record.  

7. Click the search tool to the right of the Location Name field to find the correct location, or type the 10-digit A L 
C+2. 

8. Key in related notes referencing the reason for suspending, denying or blocking of the record.  The maximum 
number of characters that can be keyed into the ‘Notes’ field is 200.  Special characters such as  “ < > ‘ and & are 
not permitted. For more information on special characters, see the ‘Special Character Handling’ section earlier in 
this chapter 

9. When complete, click ‘Confirm’.  The following screen appears (Figure 5.27) confirming that the operation was 
successful. 

 

Figure 5.27 
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Update MVD Record  

In order to update an MVD record, your role permission needs to have the ‘MVD edit’ privileges.  You must 
first query the record to bring the detail to your screen. To query a Verification Record: 
1. Click the ‘Verification’ option from the Main Menu.  The following screen appears: (Figure 5.27.1) 

 

 
Figure 5.27.1 
2. Type all pertinent details relating to the item for which you are querying such as I R N, Bank Routing Number, 

Account number, etc.   

3. Choose a ‘From’ and ‘To’ MVD Date. Note that the date fields use a calendar tool to assist you (as pictured 
below in Figure 5.27.2) Clicking on the single arrow to the right or left of the month name increases or decreases 
the calendar one month at a time.  Clicking on the double arrows to the right or left of the month name increases 
or decreases the calendar one year at a time. 
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Figure 5.27.2 

Note:  When viewing verification records within ELVIS, the suspension period is calculated based on the policy of 
the agency shown in the Location field for the query.  For each transaction, the policy is added to the MVD date to 
determine the Deny date. 
 
4. Click ‘Query’ at the bottom of the window.  The following is an example of the results screen that is displayed 

(Figure 5.27.3): 
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Figure 5.27.3 

5. The first 20 records are displayed on the screen.  Click the ‘Next’ button at the top left of the listing to view the 
next 20 records that are on the screen.  

6. To update the MVD record, click on the radio button of the item to be updated.  The system opens a new window 
with the verification details of the selected record as shown in Figure 5.27.4. Verification details are divided into 
two sections: Verification Info and Verification Edit. Verification Info displays ‘read-only’ details about the MVD 
record. Verification Edit displays more details about the MVD record  through the following fields: 

� Trade Status (Editable) 

� Deny Date (Editable if Trade Status is not Denied or Blocked) 

� Override (Editable –may or may not be overridden based upon the trade status) 

� Occurrence (Read-only) 

� RR Code (Editable) 

� Location Description (Read-only) 



PCC OTC User Manual 

 

Document Version 1.1 

Dated 02/2010 

ELVIS    54       

� RR Description (Read-only) 

� Note (Editable) 

 

 
Figure 5.27.4 

Complete the appropriate fields as described below: 

7. Use the down arrow key to change the Trade Status to the revised status.  When clearing an MVD record, this 
only clears the record for this one occurrence.   When attempting to reinstate an individual’s check cashing 
privileges, more than one MVD record may need to be cleared. 

8. If a records is being changed to ‘blocked’, you may enter a deny date as MM/DD/YYYY, or click the calendar 
icon to use the calendar tool.  

9. Use the drop down arrow to change the RR (Return Reason) code, if necessary. 

10. Type the pertinent notes in the ‘notes’ field for audit purposes. 

11. Click the ‘Confirm’ button.  You should see a message that states your record has been successfully updated. 
Click ‘OK’ to close the window. 



PCC OTC User Manual 

 

Document Version 1.1 

Dated 02/2010 

ELVIS    55       

Clearing an  MVD Record  

Clearing a verification record means that once the POS is updated, transactions from the cleared record are now 
accepted into the system.  To clear an MVD record: 
1. Query the record to bring the detail to your screen as describe in the ‘Update an MVD Record’ section on the 

previous pages.  
2. Once the record is displayed, change the trade status to ‘Cleared’ and click the ‘Confirm’ button.  The system 

removes the ‘Deny Date’ and displays the message, “Your record has been updated successfully.   
3. Click ‘OK’ to close the window. 
4. The record is not cleared at the POS until an LVD download is performed.  For information on how to perform an 

LVD Download, please see the Daily Processing Chapter of this User Manual. 
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CIRA Query 
 

The CIRA Query within ELVIS allows for searches on transactions and works much like it has in past releases 
with added functionality (Figure 5.27.5). The CIRA query screen can be customized by using available forms.  
A form is a set of user defined data fields. Agencies can have set of configurable fields for ‘Person Present’ 
mode (formerly known as POS mode), and a different set of configurable fields for ‘Person not Present’ mode 
(formerly known as Lockbox mode). 
 

Figure 5.27.5 

Available Search Fields 

• Location – Search for items for a specific location. 

• Form Name – Use the down arrow to choose one of your unique forms on which to search. 

• Deploy Date – Select the most recent date of the form to populate the ‘Generic Fields’ with your unique 
field labels. 

• Include Subordinate Locations – Choose the ‘Yes’ or ‘No’ radio button. 

• Deploy Date – Used to choose the date of the appropriate form on which to search.  

• Generic Fields - The first four Agency specific configurable fields, which are specific to the Agency’s mode, 
may be searched. The field labeling and search type are aligned to the field definitions for the form being searched 
and are populated automatically when selecting a particular form name/deploy date. The fields may consist of 
text, date, number, and currency.  Searches can be performed using one or all of the generic fields. 

• Account – The account number of the check writer 

• Bank Routing Number – The 9-digit Bank Routing number or ABA. 
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• Status – Use the down arrow to select from the menu the status of the items to search.  Valid statuses are, 
‘All’, ‘Failed’ ,‘Received’, ‘Represented’ , ‘Retired’, and ‘Settled’, ,. (See Item Status Diagram, Figure 
5.27.6 and the explanation of statuses that follows)   

• I R N – The Item Reference Number (I R N) which is tied to a specific transaction. 

• Cashier ID – The ID of the cashier that created the transaction. 

• Check Amount – Using the drop down arrow, restrict the search by choosing ‘Equal to’, ‘Not Equal to’, 
Greater than or Equal to’, ‘Greater than’, ‘Less than or Equal to’, or ‘Less than’. Type the dollar amount of 
the check.   

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

• Batch ID – The batch ID is assigned by the POS software and recorded on the batch list.  

• 5515/Debit Voucher Number –  A unique identifier reflecting a debit into CA$HLINK II for a given 
Agency.  This entry represents items returned to an Agency because of unsuccessful collection efforts.  

• 215/Deposit Ticket Number - A unique identifier set for all items that are being credited into CA$HLINK 
II for a given Agency on a given day.   

• Received Date -– The date the check was received into ELVIS, based on the Treasury OTC Support Center 
date/time ET.  The CIRA Query screen allows the user to choose between the ‘Received Date’ and the 
‘Check Capture Date’ by clicking the appropriate radio button. Using the drop down arrow, restrict the 
search by choosing ‘From’ to select a date range. When using ‘From’ you must also select a ‘To’ date to 
complete the search range. To search on a specific date, select ‘On’. Use the calendar tool to the right of the 
date field to choose the date or date range from the calendar. Within the calendar tool, click on the single 
arrow to the right or left of the month name to increase or decrease the calendar one month at a time.  Click 
on the double arrows to the right or left of the month name to increase or decrease the calendar one year at a 
time. 

• Settlement Date - Payment date of the item, which is when the payment amount is debited from the check 
writer’s account. To include the settlement date in your query, click to check the box to the left of the 
‘Settlement Date’ field. Using the drop down arrow, restrict the search by choosing ‘From’ to select a date 
range. When using ‘From’ you must also select a ‘To’ date to complete the search range. To search on a 
specific date, select ‘On’. Use the calendar tool to the right of the date field to choose the date or date range 
from the calendar. Within the calendar tool, click on the single arrow to the right or left of the month name 
to increase or decrease the calendar one month at a time.  Click on the double arrows to the right or left of 
the month name to increase or decrease the calendar one year at a time. 

• Check Capture Date – The date the check was processed by the POS computer.  The CIRA Query screen 
allows the user to choose between the ‘Received Date’ and the ‘Check Capture Date’ by clicking the 
appropriate radio button. Using the drop down arrow, restrict the search by choosing ‘From’ to select a date 
range. When using ‘From’ you must also select a ‘To’ date to complete the search range. To search on a 
specific date, select ‘On’. Use the calendar tool to the right of the date field to choose the date or date range 
from the calendar. Within the calendar tool, click on the single arrow to the right or left of the month name 
to increase or decrease the calendar one month at a time.  Click on the double arrows to the right or left of 
the month name to increase or decrease the calendar one year at a time. 

• Return Settlement Date - Date of settlement of the returned item. To include the return settlement date in 
your query, click to check the box to the left of the ‘Return Settlement Date’ field. Using the drop down 
arrow, restrict the search by choosing ‘From’ to select a date range. When using ‘From’ you must also select 
a ‘To’ date to complete the search range. To search on a specific date, select ‘On’. Use the calendar tool to 
the right of the date field to choose the date or date range from the calendar. Within the calendar tool, click 
on the single arrow to the right or left of the month name to increase or decrease the calendar one month at a 
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time.  Click on the double arrows to the right or left of the month name to increase or decrease the calendar 
one year at a time. 
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Item Status 

 
Figure 5.27.6 

 
In ELVIS, there is a status to indicate the current state of a transaction throughout the collection process (See Figure 
5.27.6).  Inquiries related to the status can aid with the research and troubleshooting of a particular transaction. 
 

 

Received - The Agency has sent this transaction into ELVIS.  No settlement has been performed for this transaction 
yet. 

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

Settled- This transaction is complete and the funds have been credited to the Agency’s CA$HLINK account.  The 
effective date of the deposit and the 215 Deposit Ticket Report deposit ticket number are provided. 
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Represented- This transaction was returned with a reason code that allows for another collection attempt to be made.  
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 a 5515 Report (Debit Voucher) with 
a debit processed to CA$HLINK and the effective date and debit voucher number is provided.  The offset to the 
agency’s debit was an ACH return or a paper return (Check 21) received from the check writer’s financial 
institution.  This transaction cannot be processed again through PCC OTC.  
         

Count 

From the CIRA Query screen a ‘count’ of items can be done.  This should be used to give the user an idea of just how 
many items the system has found based on their search criteria.  If the number of items is too large, more specific 
search criteria should be used to narrow the search.  Searching on a large number of items can take longer. When the 
number of items found is too large, narrow the search whenever possible.  See the section ‘To perform a CIRA Count’ 
for instructions on performing a CIRA Count. 

 

To perform a CIRA Query: 

1. From the ELVIS Main Menu, click on ‘CIRA Query’ 

The following screen appears:  (Figure 5.28) 

Figure 5.28 
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2. Type the ten digit A L C+2 of the location or click on the search tool to the right of the ‘Location’ field to search 

for the A L C+2 (if you have access to see activity for multiple locations).  The following window appears with 
the list of authorized locations: (Figure 5.29) 

Figure 5.29 
   

3. Click to choose the appropriate location on which to perform the search. The location is the site that scans the 
check into the POS application and transmits the batch. 

4. Click the down arrow key to choose the appropriate form name and deploy date of the form.  The fields are 
propagated with the correct configurable field labels for the form, based on these choices. 

5. Click ‘Yes’ or ‘No’ to include subordinate locations.  Subordinate locations are locations for which the user has 
permission to view, that are under your location in the hierarchy. 

6. Key in the appropriate data in the remainder of the search fields. 

Note: You can key data into one or more fields on the query screen to narrow your search. It is recommended 
that you input as much search criteria as possible in order to receive more refined search results.  At least one 
other field must be included in the search when querying Generic field 1 

7. Choose between the ‘Received Date’ and the ‘Check Capture Date’ by clicking the appropriate radio button. 

8. The ‘Settlement Date’ and the ‘Returned Settlement Date’ are optional.  To include one or both of these fields in 
your search, click to check the box to the left of the field. 
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9. The ‘Received Date’, ‘Settlement Date’, ‘Check Capture Date’, and the ‘Return Settlement Date’ fields use the 
calendar tool to choose the date. Using the drop down arrow, restrict the search by choosing ‘From’ to select a 
date range. When using ‘From’ you must also select a ‘To’ date to complete the search range. To search on a 
specific date, select ‘On’. Use the calendar tool to the right of the date field to choose the date or date range from 
the calendar. Within the calendar tool, click on the single arrow to the right or left of the month name to increase 
or decrease the calendar, one month at a time.  Click on the double arrows to the right or left of the month name to 
increase or decrease the calendar one year at a time. 

10. When all search fields are completed click the ‘View Items’ button at the bottom of the screen.  The results screen 
is similar to the image below: (Figure 5.30) 

 

 
Figure 5.30 

11. The screen only displays the first 100 items found based on the search criteria. The bottom of the screen displays 
the number of items that met the search criteria.  In this instance, the search resulted in a total of 7,493 items that 
met the search criteria.  The system displays the first 100 records of those items.  A total dollar amount is also 
displayed. If there are more than 100 records but less than 1,000 records, the ‘Display first 1000’ button is still 
displayed and clicking it displays all of the records that meet the criteria. To reduce the possibility of searching 
through such a high number of records, it is recommended that the user refine their search to add more unique 
information.  This reduces the number of items found by the query.  There are three buttons at the bottom of the 
screen. The user can choose go back to the previous screen to refine their search by clicking on the ‘Query 
Criteria’ button, or click the ‘Display first 1000’ button which displays the first 1,000 records of the 6,928 total 
records, or click the ‘Cancel’ button to cancel the query.   

Note:  If the ‘Back Office’ processing method is used when the checks are scanned into the POS, this is reflected 
in the CIRA Query Results, as displayed below in Figure 5.30.1: 
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Figure 5.30.1 

12. To see the details of a particular item, click the radio button to the left of the record to be viewed.  The following 
screen appears: (Figure 5.31) 

 
Figure 5.31 

13. By clicking on the appropriate button at the bottom of the CIRA detail window, you can choose to ‘Show Config 
Fields’, which displays the unique user defined data fields, ‘Show Image’, which displays the image to the 
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screen, ‘Show History’, which displays the item’s history, and ‘Print Details’, to print the details of the item.  
Further information on the use of these functions is explained in the following pages.  The user can also elect to 
click ‘Close Window’ to close the CIRA detail window. 

 

14. The ‘Show Config Fields’ button can be used to display the unique user defined fields that each Agency can elect 
to use.  If the user defined fields are set up as optional, there may be transactions without user defined field 
information.  In this case, the ‘Show Config Fields’ button does not appear on the screen.  To display the user 
defined fields for this transaction, click the ‘Show Config Fields’ button.  The following screen (Figure 5.31.0) 
appears: 

 
Figure 5.31.0 

15. The bottom of the screen displays the name of the field(s) and the data for each field. The fields can also be 
hidden.  Once the user clicks on the ‘Show Config Fields’ button and the fields are displayed on the bottom of the 
screen, the button changes to ‘Hide Config Fields’.  Clicking on this button hides the fields from view.  
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16. If the displayed CIRA detail has an associated verification record, a ‘Verification Detail’ button appears on the 
bottom of the screen as in Figure 5.31.01.  The user must have permission to view a verification record. 

 

 
Figure 5.31.01 
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17. Click on the ‘Verification Detail’ button to display the details of the verification record as in Figure 5.31.02. The 
Verification Detail window allows the user to go back to the CIRA Detail window by clicking the ‘CIRA Detail’ 
button at the bottom of the window.  The user can ‘jump’ back and forth between the CIRA Detail and the 
Verification Detail windows by using the corresponding buttons at the bottom of each window. 

 
Figure 5.31.02 
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To Show History 

The ‘Show History’ button within the CIRA Detail window gives the user historic information(including settlement 
information) regarding that item.  If the item was returned and represented, or returned, represented and retired, 
additional lines will be displayed with a history of settlement for each action. Figures 5.31.03, 5.31.04 and 5.31.05 are 
examples of the ‘Show History’ results screen as you scroll from left to right. The following fields are displayed: 

Item I D:  This number is assigned by the system for internal purposes 
I R N: Individual Reference Number: The unique number used to identify transactions within ELVIS. 
Capture Date:  The date and time that the item was received by ELVIS. 
Insert Time:  The date and time that the transaction obtained a status code by ELVIS. A status code is stamped on the 
transaction and indicates if an item was settled, represented, or retired. 
Location:  The A L C+2 or Agency location code. 
Check Amount:  The dollar amount of the check. 
Bank Routing Number:  The 9-digit Bank Routing number. 
Account: The account number of the check writer. 
Bank:  This number is assigned by the system for internal purposes. 
Check Number:  The number on the check of the check writer. 
215/Deposit Ticket Number:  This field will be populated with the Deposit Ticket Number on settled items. 
5515/Debit Voucher Number:  This field will be populated with the Debit Voucher Number for retired items. 
Rep Effective Date:  Represent Effective date – this field may contain a date during the processing cycle of an item.  
Reflects the date the item was represented.  Field will change to blank when item is retired. 
Settlement Date:  Date that the item was settled. 
Status:  Represents the transaction status of an item during the processing cycle.  Settled ACH items would be 
represented with a status code of 413, and settled paper items would be represented with a status code of 412. There 
are many other codes that can be listed in this field for returned, represented, and retired items. For a complete list of 
status codes and an explanation of how they work, see Appendix S of the Appendix chapter of this SOP. 
Settlement Method:  This field will be indicated with either a ‘0’ for ACH, or a ‘1’ for Paper. 
 

Figure 5.31.03 

Figure 5.31.04 
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Figure 5.31.05 

 
 When you are done viewing, click the ‘Close Window’ button. 

 

 

To Show Image: 

From the ‘CIRA Detail’ window, click the ‘Show Image’ button. The ELVIS viewer window opens and the image 
of the check is displayed as shown in Figure 5.31.06. It may be necessary to click the ‘Fit Width’ button at the bottom 
of the window to see the entire image within the window.  The scroll button on the left side of the window can be 
used to scroll through the front and the back of the image.  

 
Figure 5.31.06 
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To Print the Image: 

From the ‘CIRA Detail’ window, click the ‘Show Image’ button. Once the image is displayed as seen in 
Figure5.31.07, click the ‘Print’ button at the bottom of the window. A print dialog box appears allowing you to 
choose options such as the number of copies, page range, and printer. Click the ‘Print’ button.  

 

 
Figure 5.31.07 
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To Print the Details:  
From the ‘CIRA Detail’ window, click the ‘Print Details’ button.  A ‘Check Details’ screen appears as in Figure 
5.31.08.  The scroll bar on the left can be used to scroll through the front, back, and check details. Click the 
‘Print’ button at the bottom of the window.  A print dialog box appears allowing you to choose options such as 
the number of copies, page range, etc. Choose the printer to which the printout is sent and click the ‘Print’ 
button. 

 
Figure 5.31.08  

 

Other Uses for the CIRA Query 

The CIRA Query can be used to retrieve historical information.  Some examples include: 

♦ Check writing trends – perform a search using a combination of the Bank Routing number and Account 
number for a specific time period to list all of the checks for a particular customer for that time period.   

♦ Search for dollar amount specifics by using ‘greater than’, ‘less than’, ‘equal to’ – searches can be done on a 
specific dollar amount by using the drop down menu to the left of the dollar amount field.  The search can be 
narrowed by specifying the location and by using the Receive date fields to specify a time frame, i.e, the past 6 
months or year.   

♦ High dollar items - there may be a need to search for high dollar items and this can be accomplished by using 
the ‘greater than’ (drop down) option to the left of the dollar amount field then specifying an amount, i.e., 
1,000,000.00. This search can be narrowed by specifying a location and/or time period using the ‘Receive 
date’ fields.  
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♦ Search for retired items – searches can be done for retired items by choosing ‘retired’ as the status.  The search 
can be narrowed by location and a time period can be specified by using the ‘To’ and ‘From’ options in the 
‘Receive date’ field. 

♦ Search for items associated with a particular Deposit Ticket number or Debit Voucher number – type the 
Deposit Ticket number or Debit Voucher number in the corresponding field on the CIRA Query screen to 
search for items that were included on the report. 

These are just a few of the examples of the ways in which the CIRA Query screen can be used to search for historical 
data.  There are many more ways that the query screen can be used to retrieve customized information. 

 

Request a CIRA Count: 

The CIRA Count is used to quickly determine how many items fit a particular set of search criteria. It takes much less 
time to request a CIRA count than a CIRA query since the system does not have to display all of the details on the 
screen – only the total number of records and the total dollar amount of those records. If a CIRA Count is first 
performed, the search can be refined by using more criteria to limit the number of items displayed in the actual query 
if the count is too high.  

1. From the ELVIS Main Menu, click on ‘CIRA Query’.  Key in all of the search criteria necessary to perform the 
query as explained in the To Perform a CIRA Query section earlier in this chapter then click the ‘Count’ button at 
the bottom of the screen.  The following screen is displayed (Figure 5.32) which shows the number of items and 
the total dollar amount of the items that meet the search criteria. 
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Figure 5.32 

2. If the number of items is too large, narrow the search by keying more data into the fields, if possible.  This reduces 
the amount of time the query takes. 
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The ELVIS Viewer 

 
When the ‘Show Image’ button is selected from a CIRA Detail screen, the ELVIS viewer window appears. The 
window displays the front of the check.  The back of the check can be displayed by scrolling down. 

Show Image    

To show the image of the check, click the ‘Show Image’ button from the CIRA Detail screen, as displayed in Figure 
5.32.1 

 
Figure 5.32.1 
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1. The system retrieves and presents the image as displayed in Figure 5.32.2.  

 
Figure 5.32.2 

2. Use the buttons at the bottom of the screen to zoom in or out, revert to the initial view size by clicking on the 
‘Original’ button, fit to width, rotate (90 degrees with each click), print, or save.  If you choose to save the image, 
the system saves it as a zip file (see the following section for instructions on unzipping a file). When the file is 
unzipped, it is saved to the specified area on your computer’s hard drive or LAN as a .tiff file.  A .tiff file is an 
image file that can be read by most popular image viewing software. 

3. When finished viewing, select the ‘Close Window’ button to return to the CIRA Detail screen. 

Note:  When the image first appears in the window, it may appear ‘zoomed in’ so the entire image is not displayed.  
Click the ‘Zoom out’ or ‘Fit Width’ button at the bottom of the window until the entire image is in view.  
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Unzipping Files 

When you save an image file in ELVIS, the files are saved in the .zip format.  Zipped files are files that have been 
compressed to save space. There can be one or more files compressed into a single zip file. Zip files allow faster 
downloading of files from the internet.  These zipped files end with the .zip extension.  The Windows XP operating 
system includes a utility that allows a zipped file to be unzipped.  

Note: If you are using Windows 2000, contact your Information Technology department to obtain a program used 
to unzip files.  

Unzip Instructions for Windows XP Users: 

When you click the ‘Save’ button while viewing an item, the following window appears:  (Figure 5.32.3)  

 
Figure 5.32.3 

1. Click the ‘Save’ button in the File Download window.  The system displays a ‘Save As’ window as in Figure 
5.32.4. 
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Figure 5.32.4 

2. Click the down arrow in the ‘Save in’ field to navigate to the drive and folder on your computer’s hard drive or 
LAN where the file should be saved.  Choose the default file name or type a new file name in the ‘File name’ field 
and click the ‘Save’ button. A ‘Download Complete’ window appears as displayed in Figure 5.32.5. 
 

  
Figure 5.32.5 

3. Click the ‘Open’ button at the bottom of the window. A WinZip window opens (Figure 5.32.6). There are two 
image files listed in the example: the first zip file is the image file for the front of the check, and the second zip file 
is the image file for the back of the check. 
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Figure 5.32.6 

4. Click each file name displayed within the window to select, then click the ‘Extract’ icon at the top of the window. 
An ‘Extract to’ window opens (Figure 5.32.7). 

 
Figure 5.32.7 

5. Click the down arrow in the ‘Extract to’ field to navigate to the drive and folder of your computer’s hard drive or 
LAN where y the .tiff file(s) should be saved and click the ‘Extract’ button at the lower right of the window.  The 
files are saved to the specified drive/folder.  Click the ‘X’ in the upper right of the window to close the WinZip 
Utility. 
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Reports 

The reports described below are available in ELVIS. The following table describes each report. 

Note:  Adobe Reader® is required to download and view reports and can be downloaded free of charge from 
www.adobe.com. 

 

Report Description 
Agency CIRA Report This report displays the batch activity for specified 

locations and supplies the sending locations receive date, 
item count and dollar amounts. 

Location Hierarchy This report displays the target location within the context 
of the current location. 

Deposit Ticket Report 
(SF215) 
 

Runs once daily and covers all items processed within the 
preceding 24 hours. Report is available for 45 calendar 
days. 

CIRA CSV Report Allows users to export data based on a query to a comma 
separated value report (CSV). The exported data can be 
used to import into other applications within an Agency. 

LVD Contents (For LVD 
users) 

This report displays the contents of a Local Verification 
Database (LVD) for a given A L C+2. 

Location Check Cashing 
Policy Report (For LVD 
users) 

The Location Check Cashing Policy report displays the 
location policies used in the processing and delivery 
processes.  

Debit Voucher Report 
(SF5515) 

Run once daily and covers all retired items processed 
within the preceding 24 hours. Report is available for 45 
calendar days. 
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To Request Reports 

NOTE: In order for a user to request a report, their user role needs to have reports permission.  

From the ELVIS home page, click the ‘Reports’ button. The following screen appears: (Figure 5.33) 

Figure 5.33 

View Report – Common Functionality 

Reports can be requested by authorized individuals.  Once you have retrieved the report information, the following 
functionality (Figure 5.33.1) can be performed on the bottom of the screen: (from left to right) 

 
 
Figure 5.33.1 

 
 

Button Functionality 

Page 
Type the page number of the page to view in the Page field and press ENTER or click the Go to Page 
button 

Go to Page Click the Go to Page button to view the page number entered in the Page field 

All Pages Click to display all pages of the report. Click BACKSPACE to return to the on demand page viewer 

First Page Click to display all pages of the report. Click BACKSPACE to return to the on demand page viewer 

Previous 
Page 

Click to view the previous page of the report 
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Button Functionality 

Next Page Click to view the next page of the report 

Last Page Click to view the last page of the report 

Search Field Type search criteria and press ENTER or click the Find button 

Find 
Click the find button to view the results of the search criteria entered into the Search Field. Search 
results will be underlined 

Match Case Click to make search criteria entered into Search Field case sensitive 

Search 
Direction 

Click to make Search Direction forward or backward. This will organize data in chronological or 
reverse chronological order 

Help Click to activate Help feature in Web browser 

Close Click to close report and return to the Select Report page 

 

To print a report it is advised that you select PDF as the  report output format from the Report Format dropdown 
box, if no selection is made the report defaults to HTML. 
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Download Reports 

Another common functionality of the reporting feature in ELVIS is the ability to download a report in different 
formats. To use this functionality: 
1.Select any Report from the Reports screen. 
2. A screen should appear which allows you to define the parameters of the Report . The Agency CIRA report is used 

as an example below: (Figure 5.33.2) 
 

 
Figure 5.33.2 
 

3. Select the report output format (i.e. HTML, PDF, Excel, or PPT) from the dropdown box, if no selection is 
made the report defaults to HTML. 
4. Once the format is selected and all other specification have been made, click the the Submit Request button.  
5. If downloading in Excel format, a file download window appears asking if you’d like to open or save this file. Click 
the ‘Save’ button.*  A ‘Save As’ window appears.  Choose the folder on your computer’s hard drive or network drive 
where the file should be saved then type a file name. For Excel Data or Excel display, the default file extension is .xls 
but it can also be saved as a .csv by typing over the xls with csv.  Click ‘Save’.  A ‘Download Complete’ window 
appears. Click the ‘Close’ button. 
6. If downloading the report in PDF format, the report will appear after the Submit Request button is clicked. The 
report can be printed or saved from this screen with the Print and Save buttons in the upper left-hand corner of the 
report. 

 

*If your information bar appears and reads “To protect your security, Internet Explorer blocked this site from 
downloading files to your computer. Click here for options,” click the bar and select Download File, then submit 
the request again
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 Agency CIRA Report 

The Agency CIRA Report displays the batch level transaction activity for a specific location.  To request an Agency 
CIRA Report: 

1. From the ELVIS Home Page click on the ‘Reports’ button 
2. Click on the ‘Agency CIRA Report’ link.  The following screen appears: ( Figure 5.34) 

 
Figure 5.34 

 
3. Use the search tool to choose the appropriate location for which to request the report. For information about using 

the search tool, see the ‘Icon Assisted Fields’ section of this chapter along with Figure 5.17.3. 
4. Click the box to the right of ‘Include Subordinate Locations’ if the search should include all locations beneath the 

Location Name. 
5. Use the calendar tool to choose the ‘Date From’ and ‘Date To’ dates. For information about using the calendar 

tool, see the ‘Icon Assisted Fields’ section of this chapter along with Figure 5.17.2. 
6. Click the radio button to choose to have the report based on either ‘Received Date’ or ‘Captured Date’. 
7. Key in a specific Batch ID or leave it at the default of ‘All’ for an all inclusive report. 
8. Key in a specific Cashier ID or leave it at the default of ‘All’ for an all inclusive report. 
9.   Select the report output format (i.e. HTML, PDF, Excel, or PPT) from the dropdown box, if no     selection 

is made the report defaults to HTML. 
10. Click ‘Submit Request’.  The following is an example of how the results screen appears: (Figure 5.35) 
 
Note:  If you are executing reports for multiple locations, the output is not sorted.   
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Figure 5.35 
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Location Hierarchy Report 

The Location Hierarchy Report displays the target location within the context of the current location, based on the 
user’s access level.  The report shows ancestor locations which are the parent and grandparent location.  The 
descendants of location 0000789501, as shown in the example, display the children and grandchildren of location 
0000789501. To request a Location Hierarchy Report: 

1. From the ELVIS Home Page click on the ‘Reports’ button. 
2. Click on the ‘Location Hierarchy Report’ link.  The following screen appears: (Figure 5.36) 
 

 
Figure 5.36 

 
3. Click on the search tool to the right of the Location Name to choose the Location on which to search and choose 

the appropriate location.  For information about using the search icon tool, see the ‘Icon Assisted Fields’ section 
of this chapter along with Figure 5.17.3. 

4. Select the report output format (i.e. HTML, PDF, Excel, or PPT) from the dropdown box, if no     selection 
is made the report defaults to HTML. 

5. Click the ‘Submit Request’ button.  The following screen appears:  (Figure 5.37) 
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Figure 5.37 
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215 Deposit Ticket Report 

The 215 Deposit Ticket Report runs once daily and covers all items processed within the preceding 24 hours. 
The 215 Report provides summary totals for all items being deposited into CA$HLINK II for the specified business 
day.  It is available at 10:00 a.m. and remains available for 45 calendar days. If you require a report that is older than 
45 days, contact the Treasury OTC Support Center.  They can retrieve records that are up to seven years old.  

The 215 is available each business day.  If the report is requested on a day without activity, the report states, ‘No data 
found for the criteria you entered’.  The 215 Report contains detailed information with the number of transactions, 
dollar amount, transaction date, processing organization, and location.  

 To request a 215 Deposit Ticket Report: 

1. From the ELVIS Home Page click on the ‘Reports’ button 
2. Click on the ‘215 Deposit Ticket Report’ link.  The following screen appears: (Figure 5.38) 

 

 
Figure 5.38 
 
3. Use the search tool to the right of the ‘Location Name’ to choose the appropriate Location for which to request the 

Deposit Ticket Report. For information about using the search tool, see the ‘Icon Assisted Fields’ section of this 
chapter along with Figure 5.17.3. 

4. Use the calendar tool to choose the Start and End Dates. For information about using the search icon tool, see the 
‘Icon Assisted Fields’ section of this chapter along with Figure 5.17.2. 

5. Select the report output format (i.e. HTML, PDF, Excel, or PPT) from the dropdown box, if no     selection 
is made the report defaults to HTML. 
 

Note:  Locations should be reconciling their PCC OTC activity to their CA$HLINK account daily. 
 

6. Click on the ‘Submit Request’ button.  The following is an example of the results screen that appears: (Figure 
5.39) 
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Figure 5.39 
 
Note:  If an Agency is setup for split Deposit Tickets, each A L C+2 would receive an individual Deposit Ticket that 
contains data only for their A L C+2. 
 
Note:  Agencies can now choose the flexibility of assigning separate numbering sequences to Deposit Ticket 
Numbers and Debit Voucher Numbers across an Agency’s many Agency Location Codes (A L C). Deposit ticket 
and Debit Voucher numbers are six digits. Debits and credits can easily be identified by assigning a range for each 
category. For example, credits could be assigned a range of 000001 to 500000 and debits could be assigned a 
range from 600000 to 999999. The ranges are flexible and can be determined from the Agency’s preferences. If no 
action is taken by the Agency then the deposit ticket and debit voucher numbers remain on the current numbering 
sequence. For additional information please contact the Treasury OTC Support Center. 
 



PCC OTC User Manual 

 

Document Version 1.1 

Dated 02/2010 

ELVIS    88       

LVD Contents Report 

The LVD Contents Report displays the contents of a Local Verification Database (LVD) for a given A L C+2. To 
request an LVD Contents Report: 

1. From the ELVIS Home Page click on the ‘Reports’ button 
2. Click on the ‘LVD Contents Report’ link.  The following screen appears: (Figure 5.40) 
 

 
Figure 5.40 

 
3. Click the search tool to the right of the ‘Location Name’ to search for the appropriate Location on which to 

conduct the search. For information about using the search icon tool, see the ‘Icon Assisted Fields’ section of this 
chapter along with Figure 5.17.3. 

4. Use the down arrow to choose the appropriate ‘Transaction Type’.  The choices are ‘All’, ‘Transaction’, or 
‘Block. 

5. Use the down arrow to choose the appropriate ‘Trade Status’.  The choices are ‘All’, ‘Cleared’, ‘Dynamic’, 
‘Suspend’, ‘Denied’, or ‘Blocked’. 

6. Key in the Account number to narrow the search. 
7. Key in the Configurable Field 1 to narrow the search. 
8. Key in the Bank RT number to narrow the search. 
9. Select the report output format (i.e. HTML, PDF, Excel, or PPT) from the dropdown box, if no     selection 

is made the report defaults to HTML. 
10. Click the ‘Submit Request’ button. 
The following is an example of the results screen that appears: (Figure 5.41) 
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Figure 5.41 
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Location Check Cashing Policy Report 

The Location Check Cashing Policy was created for Agencies that use the Master Verification Database 
(MVD).  The MVD is a “negative” database containing “return” information on checks and accounts that have 
failed to clear in a previous PCC OTC transaction attempt, and “blocked” accounts/routing numbers or 
individuals that have been identified where future transactions are not desired.  The Location Check Cashing 
Policy report displays the location policies used in the processing and delivery processes. The report outlines 
each location’s check cashing policy, i.e., the number of permissible returns, how many days the check writer is 
suspended from cashing a check for the first, second, third and fourth occurrence, and the acceptable return 
reason codes.  Refer to the Location section of this chapter for a complete explanation of a Location Policy.  To 
request a Location Check Cashing Policy Report: 
1. From the ELVIS Home Page click on the ‘Reports’ button 
2. Click on the ‘Location Check Cashing Policy Report’ link.  The following screen appears: (Figure 5.42) 
 
 

Figure 5.42 

 
3. Click the search tool to the right of the ‘Location Name’ field and choose the appropriate location on which 

to search. For information about using the search icon tool, see the ‘Icon Assisted Fields’ section of this chapter 
along with Figure 5.17.3. 

4. Click the box to the right of ‘Include Subordinate Locations’ if the search should include all locations 
beneath the Location Name. 

5. Select the report output format (i.e. HTML, PDF, Excel, or PPT) from the dropdown box, if no     selection 
is made the report defaults to HTML.     

6. Click the ‘Submit Request’ button. 
7. The following is an example of how the results screen appears: (Figure. 5.43) 
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Figure 5.43 
Note: If the report displays zeroes in the number of days, this indicates that your Agency does not use the 
Local Verification Database.
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5515 Debit Voucher Report 

The 5515 Debit Voucher Report is run once daily and covers all retired items processed within the preceding 24 
hours. The Debit Voucher Report (5515 Report) contains the debit voucher number for each item that is retired by 
Citibank. It is available at 10:00 a.m. and remains available for 45 calendar days. If you require a report that is older 
than 45 days, contact the Treasury OTC Support Center.  The Treasury OTC Support Center can retrieve records that 
are up to seven years old.  

The Debit Voucher Report is available each business day.  If the report is requested on a day without activity, the 
report states, ‘No data found for the criteria you entered’. The report provides detailed information on the Unique 
Transaction ID (or I R N number) for easy research in ELVIS.  

To request a 5515 Debit Voucher Report: 

1. From the ELVIS Home Page click on the ‘Reports’ button 
2. Click on the ‘5515 Debit Voucher Report’ link.  The following screen appears: (Figure 5.44) 

 
 

Figure 5.44 
 

3. Use the search tool to the right of the ‘Location Name’ to choose the appropriate Location for which to request the 
5515 Debit Voucher Report. For information about using the search icon tool, see the ‘Icon Assisted Fields’ 
section of this chapter along with Figure 5.17.3. 

4. Use the calendar tool to choose the Start and End Dates. For information about using the search icon tool, see the 
‘Icon Assisted Fields’ section of this chapter along with Figure 5.17.2. 

5. Select the report output format (i.e. HTML, PDF, Excel, or PPT) from the dropdown box, if no     selection 
is made the report defaults to HTML 
 

Note:  Locations should be reconciling their PCC OTC activity to their CA$HLINK account daily. 
 

6. Click on the ‘Submit Request’ button.  The following is an example of how the results screen appears: (Figure 
5.45) 
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Figure 5.45 

 

Note:  Agencies can now choose the flexibility of assigning separate numbering sequences to Deposit Ticket 
Numbers and Debit Voucher Numbers across an Agency’s many Agency Location Codes (A L C). Deposit ticket 
and Debit Voucher numbers are six digits. Debits and credits can easily be identified by assigning a range for each 
category. For example, credits could be assigned a range of 000001 to 500000 and debits could be assigned a 
range from 600000 to 999999. The ranges are flexible and can be determined from the Agency’s preferences. If no 
action is taken by the Agency then the deposit ticket and debit voucher numbers remain on the current numbering 
sequence. For additional information please contact the Treasury OTC Support Center. 
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Finding an Item that is Listed on the 5515 Report 
 
Details of a particular item can be retrieved using the CIRA Query screen and the I R N of the item.  The 5515 Report 
lists the I R N of each item that has been retired.  The operator can copy the I R N from the 5515 report as it is 
displayed on the screen and paste it to the I R N field of the CIRA Query screen.  The steps to do this are listed below. 
 
Step 1:  Obtain I R N of the item in question from the 5515 Report (Figure 5.45.1).   
 

 
Figure 5.45.1 
The I R N can be written down and typed into the I R N field of the CIRA Query, but the easier way is to use the 
copy/paste commands.  To do this, click and drag the mouse on the I R N number as displayed above to highlight, 
then click the right mouse button to bring up a menu window.  Click ‘Copy’ from the menu. (Figure 5.45.2). 
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Figure 5.45.2 
 

Step 2:  From the ELVIS main menu, click on ‘CIRA Query’.  Type the ten digit A L C+2 in the ‘Location’ field then 
right-click in the ‘I R N’ field to open up a menu window.  Click ‘Paste’. (Figure 5.45.3).  The I R N is pasted into the 
field.   

  
Figure 5.45.3  
Step 3: Click the ‘View Items’ button at the bottom of the CIRA Query screen.  The CIRA Query Results screen 
appears. (Figure 5.45.4)   
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Figure 5.45.4 
Click the radio button to the left of the item to display the detail for that particular I R N (Figure 5.45.5). 

 
Figure 5.45.5
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CIRA CSV Report 

The CIRA CSV Report allows users to export a query based report to a spreadsheet or other software programs. The 
report is saved in a .csv format which can be opened in a spreadsheet program. 

Note:  users must have separate permission to execute this report – see PCC OTC Roles for ELVIS. This report 
gathers data from midnight to midnight and may contain extra items from other Deposit Ticket Numbers if 
requesting the report for a particular date.  For the most accurate report, request the report by Deposit Ticket 
number ensuring that only items for that DTN appears on the report. For file layout specifications of the CIRA 
CSV report, please see ‘Appendix R’ of the Appendix chapter of this User Manual. 

To request a CIRA CSV Report: 

1. From the ELVIS Home Page click on the ‘Reports’ button 
2. Click on the ‘CIRA CSV Report’ link.  The following screen appears: (Figure 5.46) 

 
Figure 5.46 

 
3. Fill in the appropriate fields on which to query as described in the CIRA Query Section and click the ‘Report’ 

button at the bottom of the screen. 
 

Note: Data can be keyed into one or more fields on the query screen to narrow your search. Input as much 
search criteria as possible in order to receive more refined search results.  
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4. A window appears with a choice to either ‘Open’ or ‘Save’ the report.  If the user chooses to open the report, the 
computer’s spreadsheet software opens the file. If the computer does not have spreadsheet software, the file needs 
to be ‘Saved’ and opened on a computer that has spreadsheet software.  When the report is opened it looks similar 
to the screen below: (Figure 5.47) 

Note:  Column width may need to be adjusted in order to view all data. Columns may also need to be formatted as 
general text fields for data to appear correctly.  Consult your spreadsheet documentation. 
 

 
Figure 5.47 

 
Note:  The word ‘Null’ is displayed in a field in this report if that particular field is empty. 
Also – There is a 50 page and 65,000 row limitation within the Excel software.  There may be similar limitations in 
other spreadsheet software. 
 
Note:  If the ‘Back Office’ processing mode is used when the checks are scanned into the POS, this is reflected in 
the CSV Report results as displayed below in Figure 5.47.1: 
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Figure 5.47.1 
 

Saving as a TXT File 

 
For some, the format of the file described above may not fit their data manipulation needs.  Saving the file as a .txt file 
may offer more flexibility.  To save the CSV as a text file, follow these steps: 
1. From the ELVIS Home Page click on the ‘Reports’ button 
2. Click on the ‘CIRA CSV Report’ link. 
3. Fill in the appropriate fields on which to query as described in the CIRA Query Section and click the ‘Report’ 

button at the bottom of the screen. 
4.  A window appears with a choice to either ‘Open’ or ‘Save’ the report. Click ‘Save’ and name the file in the 

following format:   nnnnn.txt in the ‘File Name’ field.  The first part of the file can be given a user specified name, 
i.e., Weds12062006 but make sure it ends in .txt.  Example:  Weds12062006.txt. 

5. Click the ‘Save as type’ dropdown arrow and choose ‘All Files’.  Click ‘Save’. 
6. Open your spreadsheet software and click ‘File’, ‘Open’.  Type the name of the text file in the ‘file name’ field 

and click ‘Open’.  
7. A ‘Text Import Wizard’ screen appears as in Figure 5.47.1. 
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Figure 5.47.1 

  
8. Click ‘Delimited’, then click ‘Next’. 
9. In the ‘Delimiters’ area at the top left of the window, click to check ‘Comma’.  Click to uncheck any other 

choices that are checked, then click ‘Next’. 
10. Click the ‘Text’ radio button beneath Column data format, then click ‘Finish’. 
11. The data appears similar to Figure 5.47.2. 

 
Figure 5.47.2 

 
Certain columns may need to be formatted into a number format and column widths may need to be adjusted.
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 About PCC OTC 

 
The About PCC OTC option displays the Release number of the ELVIS system as well as phone numbers to use to 
contact the Treasury OTC Support Center. 
 
1. From the ELVIS Main menu click on ‘About PCCOTC’. 
2. The following screen appears: (Figure 5.48) 

 

  
Figure 5.48 

 

Citibank is the provider effective January 1, 2009, for PCC OTC.  Please contact the Treasury OTC Support 
Center at (866) 945-7920, or 302-324-6442, or military DSN at 510-428-6824, option 4, option 5, option 4 or 
via email at FMS.OTCChannel@citi.com for support. 
 
 
 


