U.S. Department of the Treasury
Fmancial Management Service (FMS)

OTC Channel

Paper Check Conversion Over the Counter (PCC OTC)

User Manual

Chapter 6
Daily Processing

January,2009
Document Version 1.0



PCC OTC User Manual

Change/Revision History

Date

Chapter/Section

Revision/Change Description

Page/Section
Affected

01/2009

Original Citibank Release

Document Version 1.0
Dated 01/2009

Daily Processing 2



PCC OTC User Manual

Table of Contents

Daily Processing Step-By-Step User Guide 5
Access Login 5
FIIST TIME USEIS. ... eutintititeiieeitet ettt ettt at et et et st b e bt e bt e st e st et e st e eb e sbeeb e e st et et e st e bt sheeb e eseeab et e nteebesbeebeeneensenee 6
Changing a password/PassWord EXPITatiOn ..........c.cccueiieriierieiiieiiesiesit et ete e saestte e estesaesaesseesseesseesseessesssesseeseensesnsesnsesses 6
Batch AcknowledZement UPON SIZIN Of......eeuieciieieeiiesiieieeteeteete st ettt et e eeteetaeste e seesesnsesseesseesseenseenseessesssessaenseensesnsesnnennes 7
Data Entry Screen Upgrade - Check UpOn SIZN 0N .....co.eiiiiiiiiiiiiiiieicee ettt sttt ettt et sbe e b et seeesae 9
Update the Check Verification Database ..........cuveeuieiiieiiiiiiieiiieeiteetee et e stee st e steeseteesteeesbeessbeeesseessseessseesssesssseessseesnseens 11
OPEN BALCh DETECTEA .....eeeuiiiiiiieiie ettt ettt e e et e et e e teeebeesstaeesseeasseeesseesssaeenseessssaensaeansseenseessseenseesnssesnseennes 13
Task upgrades 14
TIOOLS ettt bbbt h et b e h bbbt a et b e h bt bt bt et et bbbt ehe bt et et et na e bbbt e e enten 16

BN o) 0 L eF R (o) s B 0 73 T LR 16
Scanner FIrMWare UPGLAGQC. ......ccuevuiiriieiieieeiesiiestteieete st e setestte e et esteseaesseesseesseessesssesseesseasstanseenseasseessessaenseensesnsesnsesees 19

LVD Verification Records UPGIAdE ..........cocvieiiieiiiieiiieieete ettt ettt e e seeaesseesseesseenseenseensesnsesssenseensens 23

POS Data Entry Screen 25
Prior to Data Entry SCreen UPGIAde .....c.cooiuiieiiiiiieeie ettt ette ettt eite et e etee e teeeaeeesbaeesseesstaeesaeenssaenseessseenseesssesnseennns 25
To upgrade the Data ENtIy SCTEEM: ........iiiiiiiiieiiieiieeeie ettt ettt ste e st e e s aeesebeessaeessbeessbeessseessseessseessseessseenssaenses 26

After Data Entry SCIeen UPZGIAGE ........ooiiiuiiiiiiiiieeieet ettt ettt ettt e b e bt ettt et bt e sbee bt emteenteeseesbeenbeenbean 27
BatCh COMLIOL ...ttt ettt b e eh e bt et e b bt h e bt bt eh e et et et bt bt e bt bt et e b et sh e bbbt et enten 28
The BatCh COnMIOl SCTEEM .....cc.eiiiiiriiiiieierteit ettt ettt ettt b e bt et et e b et sb e bt sbeeb e et et e besaesbeebeebeenneneen 28
The Optional BatCh CONIOl SCIEEM ........ccuiiuieiiieiieeiestierie ettt et ettt et e et e s taessee st esessesssesseesseenseenseensesssesssenseesen 28

The Mandatory Batch CONtrol SCIEEM..........ccuiiiuieiiieiieitieieete ettt ettt et e st ee e e beebeeaesseesseesseenseenseensesssesssensaensens 30

The Batch BalanCing SCIEEM ........couiiiiiiiiiiiii ettt sttt ettt e a e b e b e bt et e e bt setesbeesbee bt enteemteeseeebeenbeenbean 32
LoZICal PrOCESSING OTACT ....c..eiiiiiiieiieieee ettt ettt ettt ettt e a e h e e b e b e bt et e et e eaeesheesbe e bt emteenteemeesbeenbeenbean 36
PrOCESS @ CHECK ...ttt ettt ettt s h e s bt et e bt e et e e st eeh e e bt e bt et e e et e eaeesheesbe e bt em bt eateenbesbeenbeebean 37
Checks that CAN be processed through POS ..........c.oooiiiiiieeeeet ettt eessb e e s aeesnbeesnsaenenas 37

List of Items that CANNOT be Processed through POS .........c.oooiiiiiieieeee ettt 37
Processing Mode 38
Single vs. Batch ProceSSING IMOGE.........cccuieiieiieieeiieitieie ettt ettt ettt e e tae st e e seesseesaesseesseesseenseenseensesssesseeseensesnsesnnennes 38
Select/Change the ProcesSing IMOUE: .........c.eiiiiieiieieeie sttt ettt ettt et et ebesaesseessea st esseenseesseessessaeseenseensesnsenees 38
Single Check Mode Processing 40
SElECtiNg the LLOCATION ....euveiutiiiiiiiiiiieet ettt ettt ettt et e b e s bt e b e bt et e e e tesaeeshe e bt e bt em bt eatesbeenbeenbeenbeeneesneeneee 40
Select the Processing Method (Single Check MOde) ... ...couiiiiiiiiiiiieiieeeee ettt et 41
Scanning a Check(EC5000i and EC60001) (Single Check MoOde).......cc.eeiiriiiiinieiiiieeie et 42
Scan Check (EC70001) (Single Check MOAE)......cc.ueiuirieiieeieriieieeit et ete sttt ae s aestessee et esseenteessesssessaeseensesnsesnnenees 45
Select the Item Type (Single CheCk MOAE) .....ocueiiiieiieieeie ettt ettt e st e st e e enteesbessaessaeseenseensesnnesnes 48

Type the Unique CheCk Data ........c.cccviiieiieiieieeiesie ettt ettt e st e se e beesseessesseesseesseenseenseensesssenssensaensenn 50
Batch Mode Processing 52
Important Batch Mode INTOIMALION ........ceeiiiieiieiiieecie ettt e et e et e et eeaee e taeesaeestaeessaeessseeseessseenseesnsseenseennns 53
Selecting the Location (BatCh MOAE) .......couiiiiiiiiieiieeee ettt ettt st sttt ettt et s e b e bt et e e saeenee 54
Select the Processing Method (BatCh MOAE) ........eiuieuiiiiiiiiie ettt ettt b et s 55
Scan Check (EC70001) in BatCh IMOQE .......ccuuieiuiiiiiieiie ettt ettt e e tee et e st eeabeessbaeenbeessseeensaesnsaesnsaesnseesnseens 57
Select the Item Type (BatCh IMOME) .....oevieieeieiiieiieieee ettt ettt e ae s ate st e st esseenteessessaessaeseenseensesnsennes 59

Document Version 1.0
Dated 01/2009

Daily Processing 3



PCC OTC User Manual

Type the Unique ChEeCK Data .......ccccuiiiiieiiieiiieeieecteeste sttt ste et e s e et e e s saeessbeesssaessseessseessseessseessseessseessseessseensees 62
Scanning a Check with the Panini SCANNET ...........cciiiiiiiiiiiii ettt ettt sttt e see 64
Select the Item Type (BatCh IMOME) .....oeuvieieeiieiiieiiieieee ettt ettt et ae st e s se e st esseenseenseessessaeseenseensesnnennes 67

Type the Unique CheCk Data ........c.ccciiiieiiiiieieeiesiestee ettt ettt e st esse e beesseessesssesseesseenseenseensesnsenssensaensens 69
Correcting the Codeline (MICR line) 71
MICR COAE DESCIIPLION ...uveeuiieieieiieeiteeitesieett et eeteeteettesteeseeseessesasesseesstesseenssanseassesssessenseensesnseansesssesssanssanseenseassesssessennsees 73
Personal CheCk MICR DeSCIIPHION ....c.uvieriieiiiieeiieeittesteesteeste ettt esteestteessteessseessseessseesssaessseessseeasseessseessseesseessseessseensses 74
Non-Personal Check MICR DESCIIPHION ... ..iccuiieiiieiiieetieeiteeerieeeiteesteesteeeteesteeesseessaeesseesssseesseesssseessessssseessessssseesseesnes 75
Duplicate Check Detected 76
Image Quality 78
How to Cancel a Check 79
Print Receipt 80
Void an Item 86
How to View & Print a Batch List and Batch Items 90
EXPOTE the BACH LIST ....ueeiiiiiiiieiie ettt et et e et e et e et e esteeesseeesteeesseeesbaeenseeessaeenseeansseenseesnsseenseeensseensnennes 95
Batch Close 97
Using the Yes/No Keypad 105
Check Verification Process 107
BIOCKEA TEIM....c .ttt ettt et et b e st b e eb e bt at et e b e st e bt s bt eb e ebeeh s et et et e st e e bt sbeeae et e b e 108
SUSPEIA TEEIM .....iiiieiieciiecieee ettt ettt ettt et e bt esseeabesatesaeessee st esseenseesseessenseenseanseensesasesseesseessanseenseensenssenseensenn 111
DIENY TEEIM ..ttt sttt e st e e et e st e e e it e e s ab e e sat e e s abeeeabeesa b e e e abeesabeeea b e e sa bt e eabeesabeeeabeesabeesabeesabeeeabeenn 113
POS System Activity Log 115
TO PIINE the ACTIVIEY LLOE: cuviiiiiieiie ettt ettt e st e et e st eeabeesateeesbeesateeesseesssaeassaesnsaeasseesnseeanseesnseeansessnseennseenn 116
T XPOIt The ACIVITY LLOZ: .ottt ettt a e e bt b e bt et et e s et e sheesbe e bt emteenteebeeeb e e beenaeeneesaeesae 117
Logging out of the POS Application 118
Exiting the POS Application 118

Document Version 1.0
Dated 01/2009

Daily Processing 4



PCC OTC User Manual

Daily Processing Step-By-Step User Guide
Access Login

Y

After successful installation and configuration, a user can double click the POS desktop icon il
start the application.

The POS login screen appears. The user is prompted to enter their POS ‘Login’ and ‘Password’ (See Figure
6.1).

After the login and password have been entered, select ‘OK” or press ‘Enter’.

=&

”~ SINGLE CHECK. MODE
Location -

User: | poo7sgs01 |
testl]
Person: Present

Check: Personal Processing Method -

& [
Gkt
Amount: |00 C
— Item Type
U.S. Treasury FMS - & Forsonal 1
Logo ! PCC OTC - Point-Of-Sale :
Please enter login and password to
access Foint-Of-Zale. ht
Login: ]|
Fassward: ]
Ok LCancel ‘

Change Password. .. ‘

Login Please enter login and password . 104972007
Figure 6.1
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The user remains active in this session until:
1. the batch is closed
2. the user logs out

3. the PC automatically shuts down. The POS computer is configured to shutdown automatically after being
idle for a certain period of time. The default is set to 15 minutes but this can be altered to fit the Agency’s
requirements. For information on changing the auto logout default, refer to the SAT chapter, ‘System
Configuration’, ‘General Tab’, ‘Login’ section of this User Manual.

First Time Users

If this is the first time the user is signing on to any of the PCC OTC modules, i.e., POS, SAT or Batch
Manager, the user is required to change their password. The P O C assigns each user a login name and an
initial, temporary password. After typing the login name in the login field, and the temporary password in the
password field, the system prompts the user to change their password (see Changing a Password section
below). 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.

Changing a password/Password Expiration

Users are required to change their password upon initial login. Passwords expire and need to be changed
thereafter every 90 days. Passwords should also be changed if the user feels that their password has been
compromised.

Note: When the password is changed in the POS, it is also changed in the SAT and Batch Manager
provided that the user has access to those modules.

To change a password:

In the Login window, enter the login name and password and click the ‘Change Password’ button.
The Change Password window opens. (Figure 6.2)

In the ‘Old Password’ field, type the current password.

In the ‘“New Password’ field, type the new password

In the ‘Confirm’ field, type the new password again. Click ‘OK’.

The Change Password dialog window closes and access is provided to the application.
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‘#' Change password

Y'ou have selected to change wour password.
Flease enter a new password,

Ol Passwurd:"

Mewvy Password: |

Cunfirm:|

Ok LCancel

Figure 6.2

Scanner Configuration Validation

Each time a user signs on to the POS, the system checks to ensure that the scanner is properly configured. The
message, ‘Connecting to scanner’ momentarily appears. If the scanner is properly configured, the message
disappears and the sign on process continues.

If there is a problem with the scanner configuration, the system notifies the user, and if possible, attempts to
rectify the problem. For more information, please refer to the Troubleshooting section of this User Manual.

Note: after installing or reinstalling the POS software, there may be a scanner error upon the initial login.
(This should be corrected in a future release.) To verify the scanner settings, click on ‘File’,
‘Configuration’, then click the ‘Devices’ tab. Ensure that the correct scanner and port are selected. For
more information on scanner settings, please see the ‘Devices Configuration Tab’ section of the
Installation and Configuration chapter of this User Manual.

Batch Acknowledgement upon Sign on

Upon sign on, the POS may connect with the ELVIS system to check for batches that have not yet been
acknowledged. This is based on how the POS computer’s ‘Tasks’ are setup. For information on Tasks
defaults, see the SAT chapter, ‘System Configuration’, “Tasks Tab’ of this User Manual.

If there are no batches to acknowledge, the screen reflects the image in Figure 6.3. If the system is
acknowledging a batch or batches, the screen reflects the image in Figure 6.4.
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2 Batch Acknowledgement

Batch Acknowledgement

Mo batches to acknowledge.
Flease Close to continue.

Figure 6.3

Click the “Close’ button to continue.

B
~Acknowledging batchies)

Task Batch Acknowledgement started.

Complete: {BF4EFZFB-7494-441A-84C7-EBR69BF163B7}
Acknowledge Batch was complete.
Flease Close to continue.

Figure 6.4
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Data Entry Screen Upgrade - Check upon Sign on

Upon startup, the POS may also connect to the ELVIS system to check for Data Entry Screen Upgrades. This
is based on how the POS computer’s ‘Tasks’ are setup The default for Data Entry Screen Upgrades is to
check upon batch close. For more information on ‘Tasks’ see SAT chapter, System Configuration, Tasks tab
of this User Manual.

The Data Entry Screen Upgrade refers to the PCC OTC application’s usage of XML forms. These forms
create a custom data entry screen for each agency. Each agency includes specific information regarding their
customized Data Entry Screens on their A S P (Agency Site Profile). This information is used by the Treasury
OTC Support Center to create each customized Data Entry Screen.

This Data Entry Screen displays the Agency’s custom configurable fields, up to 24, that appear on the POS
data entry screen. After the initial software install, the customized Data Entry Screen needs to be downloaded.
For more information on the downloading of data entry screens, see the “Tools’ section of this chapter. On
occasion, new Data Entry Screens may be sent to the computer if there have been requests for changes to the
form. Multiple Data Entry Screen Upgrades are possible, one for each ALC+2.

When the system checks for the upgrade, the following window appears (Figure 6.5):

r

‘®Data Ent ry Screen Upgrade

Retrieve Data Entry Screens from remote storage.

Task Data Entry Screen Upgrade stared.

0000789501 is up to date.

0000789502 is up to date.

58300000702 is up to date.

Fetrieve data entry screens from remote storage was complete.
Flease Close to continue,

Figure 6.5

Information regarding the result of the Data Entry Screen Upgrade appears within the window. Click
the ‘Close’ button. The ‘Retrieve Data Entry Screen from Local Storage’ window opens. (Figure
6.5.1)
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'._:_E._':':Data Entry Screen Upgrade il
—Retrieve Data Entry Screens upgrade from local storage.

LIpgrade data entry screen for location 8300000222 was successiul,
Flease Close to continue.

Figure 6.5.1

When it has finished, click the ‘Close’ button.
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Update the Check Verification Database

For agencies utilizing the optional Check Verification Database, also known as the Local Verification
Database (LVD), the user may be prompted to update the Check Verification database upon login (Figure 6.6).
If the Check Verification database has not been updated within the agency’s requirements (as determined in
the SAT configuration task setting), the user is prompted to update the database. The database could become
outdated if the user was unable to connect to the Internet for some time, or an Agency was operating from a
remote location for an extended period of time.

Note Mobile/remote users should update the Check Verification Database prior to mobilization by selecting
‘Check for> Verification Records’ from the Tools menu on the main POS screen.

The default setting for Check Verification Database updates is set to occur automatically at batch close, so
selecting “Yes’ at this prompt is optional, however, the most current LVD should always be used. This
modifies the LVD records before processing activity for this batch.

Paper, Check Conwversion Over the Counter: Point-Of-5ale E'

The Check Yerification database is out of
date.

Would you like to update the database now?

Figure 6.6

If ‘Yes’ is selected, the database is updated with any new information since the last update (Figure 6.7),
provided the operator has access permission to update the LVD.

‘& LVD Update
LVD Update

Updating location 0000785350 s
Downloading from server.. [100.0% complete]

Download complete for location 0000789501

Updating location 0000733502

Downloading from server.. [100.0% complete]

Download complete for location 0000739502

Update LD was complete.

Flease Close to continue. Fi
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If ‘No’ is selected, the following message is displayed (Figure 6.8):

Paper Check Conversion Over. the Counter: Point-0Of-5ale E|

The Check Yerification database is out of
date.

Would you like to use the existing database?

.........................................

.........................................

Figure 6.8

If ‘Yes’ is selected, the existing LVD is used as long as the database has not exceeded the preconfigured
timeframe for an upgrade. The default timeframe for an LVD upgrade is 30 days but this can be modified by
an authorized user to a number between 1 and 100 days. If the system finds that the database is older than the
allowable number of days, one of two actions must occur: an authorized user is required to sign on to allow
the operator to continue using the outdated database, or the database must be updated. To determine who has
this permission, refer to the ‘Configure System Roles’ section in the System Administration Tool chapter.

The operator must also have access permission to authorize the use of an outdated LVD. If the operator does
not have this permission, an ‘Authorize Verification Database’ window appears (Figure 6.8.0) requesting the
login and password of an authorized user.

9 Authorize Yerification Database

Flease enter login and passward to
authorize use of old werification database.

Login: |

Fassword: |

Ok LCancel

Change Password. ..

Figure 6.8.0

The authorized user is only authorizing the one-time use of the out of date LVD — the operator that originally
signed on to the POS system remains signed on.

If ‘No’ is selected to use the existing database (Figure 6.9), an error occurs stating that ‘Verification was not
successfully activated’. The only option is to click the ‘OK’ button. The operator is signed on but
transactions are not permitted. In order for transactions to continue, the operator must logout, then log back in
and have an authorized person either update the LVD or OK the use of the existing database.
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Open Batch Detected

An open batch generates a message upon entering or exiting the POS system. Figure 6.8.1 is an example of
the message generated upon startup, if there is an open batch. The listing displays the number and dollar
amount of items for each ALC+2 in the batch. Figure 6.8.2 is an example of the message generated upon
exiting the POS if there is an open batch. Only the user who created the batch is prompted to complete the
batch within the POS. Authorized users can close the batch using Batch Manager if necessary. Authorized
users should check the Batch Manager module throughout the day to ensure that all items are processed.

‘® Starting Application

Detected 2 item(s) in the current batch{es).
Location | Wioid Count | Approved Count I Arnourt |
0oo07esa0z2 o 1 $44.37
000073350 o 1 $1.003.00
WDUId yuu IikE tu Enntinue? ............... i ES ................ ﬂn ‘

Figure 6.8.1

' Exiting Application

Detected 2 item(s) in the current batch{es).
Location | Yioid Count | Approved Count ] Arnourit |
00007a3502 o 1 $44.37
00007 E35m o0 1 $1.00:2.00
Ao ot Surs ............... I Es ................ o)
Figure 6.8.2

These messages alert the user that previous items were not completed. More checks can be added to the batch
by responding ‘Yes’. The next item that is scanned is added to this batch.

If more items should not be added to the batch, the user should respond with *No’. The system then asks if the
user wishes to close the batch (Figure 6.8.3). In order to transmit the batch for processing, the batch must first
be closed. To ready the batch for transmission, respond by clicking the ‘Ok” button to close the batch. The
system opens the ‘Close Batches” window. For procedural information on the ‘Batch close’ process, please
refer to the ‘Batch Close’ section of this chapter.

Note: Clicking the ‘X’ at the upper right of the Main POS screen to exit the system does not always
generate the message displayed in Figure 6.8.2. Instead, use ‘File’, ‘Exit’, or click the ‘Close’ button on
the lower right of the screen. This will be corrected in a future release.
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X]

Paper Check Conwversion Over the Counter: Point-Of-5ale

@ Close batch{es). 1 item(s)

Figure 6.8.3

Very Important Note: Batches are owned by the individual who created the batch. Only the owner of the
batch is notified of incomplete batches at sign on/sign off. If incomplete batches exist in the system and
another user signs on to the system, they are not notified. Because of this, it is vitally important for
authorized users of Batch Manager to frequently check the status of batches in Batch Manager to ensure
that all batches are successfully completed.

Task upgrades

Periodically, the user may be presented with questions, restrictions or options pertaining to an application
upgrade, or scanner firmware upgrades (upgrades to the software that identifies the scanner to the computer)
as they are available from the ELVIS system. These prompts appear to the user in the form of a pop-up
question during the course of the business day. These tasks are setup to run at specific times, i.e., start of
application, close batch, etc. The way they are set to run is defaulted when the software is installed but
changes can be made in the SAT configuration settings. For more information on the configuration settings,
please refer to the System Administration Tool chapter of this User Manual. Some examples can be seen in
Figures 6.9, and 6.10 below.

®' PCC OTC Application Upgrade
PCC OTC Application Upgrade

Fetrieve PCC OTC Application upgrade from remote storage.
Task 'PCC OTC Application' Application Upgrade started.

FCC OTC Application is up to date.

H | [|Fetrieve application upgrade fram remote storage was complete.
Flease Close to continue.

Figure 6.9
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‘# Scanner Firmware Upgrade

Scanner Firmware Upgrade

Fetrieve Scanner Firmware upgrade from remote storage.
Task 'Scanner Firmware' Application Upgrade stared.
scanner Firmware is up to date.

Fetrieve application upgrade from remote starage was complete.
Flease Close to continue.

Figure 6.10

Note: It is very important that the user DOES NOT click the ‘Cancel’ button to cancel these tasks.
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Tools - POS Downloads

Tools

Authorized users can also perform the functions mentioned in the ‘Other Task Upgrades’ above whenever
there is a need. To use the POS “Tools’:

From the POS Main Window, click ‘Tools’, ‘Check host for’ as pictured in Figure 6.10.1 below.

K Paper Check Conversion Over the Counter: Paint-0
=l Tools

Check host for # Application Upgrade »
Data Entry Screen Upgrade, .
== LYD Yerification Recards, ..

1 5=

Figure 6.10.1

The following options are available:

Application Upgrade — A submenu appears with the choices, ‘PCC OTC Application’ and ‘Scanner
Firmware’ when choosing the application upgrade, as displayed in Figure 6.10.2.

& Paper Check Conversion Owver the Counter: Point-Of-Sale [sharon b]

PCC OTC Applicakion. ..
Scanner Firmmware. ..

Data Enkry Screen Upgrade. ..
LYD Verification Records..,

Figure 6.10.2

Note: Firewalls can block the download of updates or files. The Agency’s firewall settings may need to be
altered to allow anything from the Treasury OTC Support Center IP, in order to receive the upgrade. If
application downloads are not practical or permissible, a CD with the upgrade can be sent via mail, or the
upgrade can be placed on the Agency’s server and the Agency’s POS terminals can access the upgrade
Jfrom that server.

Application Upgrade

An authorized user can use the ‘PCC OTC Application’ upgrade tool to extract an upgraded application
(when an upgrade becomes available) and launch the installation procedure. This task can be configured to
perform automatically at either application startup or batch close. The default is for it to run at ‘Close Batch.
Only authorized users can perform the application upgrade.

To check the host for an Application upgrade:
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Select ‘Tools’, ‘Check Host For’, ‘Application Upgrade’, ‘PCC OTC Application’ as displayed above in
Figure 6.10.2.

1. The PCC OTC Application Upgrade information window opens (Figure 6.10.3).

X
~UST Upgrade

Fetriewve UST upgrade from remaote storage.

Task Application Upgrade started.

Downloading from server.. [100.0% complete]
ILlploading into local database... [100.0%: camplete]
Fetriewve upgrade from remote storage was camplete.
Flease Close to cantinue.

Figure 6.10.3

2. Click the ‘Close’ button. The ‘New Version Available’ window opens (Figure 6.10.4)

Paper. Check Conversion Over the Counter: Point-Of-5ale

(2 A new version of the UST is available.
[Wersion: b 4]

The new installation must be installed within 8 day(s).
¥Would vou like to download the new version now?

Figure 6.10.4

3. Click “Yes’ to install the upgrade now, or ‘No’ to postpone the install. Installation of the upgrade
can be postponed but it is not recommended as the upgrade is assigned a specific grace period and
must be installed within that period of time. The ‘Application Upgrade’ window opens (Figure
6.10.5).

Document Version 1.0
Dated 01/2009

Daily Processing 17



PCC OTC User Manual

& Application Upgrade B EI

—Retrieve UST from local storage.

Downloading... [100.0%: complete]
FPlease Close to confinue.

Figure 6.10.5

4. Click ‘Close’. The WinZip Self-Extractor archive window opens (Figure 6.10.6)

WinZip Self-Extractor - RDM Corporation-UST x|
To unzip all filez in this zelf-extractar file to the Urizip I
specified folder prezs the Unzip button. —

Fun Winsip
Unzip to folder:
TWADMINITALOCALS 1A T emp Erowse. . Cloze
v Dvenwrite files without prompting About
Help

Figure 6.10.6

5. Specify a file location if different from the default and click ‘Unzip’.

6. Click ‘OK’ on the Files Unzipped successfully screen. Close the WinZip Self-Extractor screen.
7. Ensure there are no instances of POS applications currently running, and click ‘Yes’.

8. Navigate to the file location specified on the WinZip Self-Extractor screen and double-click the
‘Setup.exe’ icon. Refer to PCC OTC POS Installation guide for information about installing the POS.

Note: If using the default file location on the WinZip Self-Extractor screen ensure that Windows is
configured to display all folders including hidden folders.
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Scanner Firmware Upgrade

The ‘Scanner Firmware’ upgrade tool allows downloads of new scanner firmware. The firmware downloads
automatically and attempts to install. This task can be configured as part of Application Upgrade to perform
automatically at either application startup or batch close. The default is for it to run at ‘Close Batch. Only
authorized users can perform the scanner firmware upgrade. To manually update the Firmware:

1. Select ‘Tools’, ‘Check Host For’, ‘Application Upgrade’, ‘Scanner Firmware’. The Firmware

Upgrade window opens and displays the percentage of completion. (Figure 6.10.7)

# Scanner Firmware Lpgrade

scanner Firmware Upgrade

Fetrieve Scanner Firmware upgrade from remote storage.
Task 'Scanner Firmware' Application Upgrade stared.
Downloading from server... [6.4% complete]

— ......... —

Figure 6.10.7

2. The screen displays when the upgrade is 100 percent complete (See Figure 6.10.7.1). Click ‘Close’.

#' Scanner Firmware Upgrade

Scanner Firmware Upgrade

Fetriewve Scanner Firmware upgrade fram remote starage.
Task 'Scanner Firmware' Application Upgrade stared.
Downloading fram server... [100.0% completa]

LUploading into local database... [100.0%: completa]

Fetrieve application upgrade from remote starage was complete.
Flease Cloge to continue.

Figure 6.10.7.1

3. The New Version window opens (Figure 6.10.8).
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X

A new version of the ECY Scanner is available.
[Version: 4.8.1]

The new installation must be installed within 1 day(s).
Would you like to download now?

Paper Check Conversion Ower the Counter: Point-Of-5ale

Figure 6.10.8

4. Click “Yes’ to install the new version. The Firmware Install screen window opens (Figure 6.10.9).

Note: The install procedure closes the POS sofitware.

-{'7 RDM Scanner Firmware Installation

Welcome

This wizard is used to update the firmware in the RO ECH/ECE/ECT
check scanner.
Flease click Mext to continue...

Cancel Mewut >
|

Figure 6.10.9

5. Click ‘Next’. The Firmware file is parsed (Figure 6.10.10).
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.;"ﬂ" RDM Scanner. Firmware Installation

Corporation

Parsing firmware file...

45% complete

Figure 6.10.10

6. A message appears requesting that the user power off the scanner. Unplug the scanner from the wall or
power strip, or unplug the black power cable at the back of the scanner. Be careful not to unplug the USB
or Serial cable. Click ‘Next’.

7. When prompted, power the scanner on by reconnecting it to the power source. When the Firmware
download is complete, the following screen appears. (Figure 6.10.10.0) Click the ‘Finish’ button.
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("'7 RDM Scanner, Firmware Installation

Downloading firmware...

100%: complete

i Cancel Eirish

Figure 6.10.10.0

Data Entry Screen Upgrade

The POS allows for up to 24 configurable fields to be used on an Agency’s Data Entry screen(s). The data
entry screen upgrade allows a user to check for upgrades to their data entry screens. This tool needs to be
used upon the initial login to the POS. After the data entry screen upgrades have been downloaded, this tool
only needs to be used if changes to the Data Entry screens have been made. This task can be performed by all
users and can be configured to perform automatically at either application startup or batch close.

To manually update the Data Entry Screens:

1. Select ‘Tools’, ‘Check Host For’, ‘Data Entry Screen Upgrade’. The Data Entry Upgrade
window opens (Figure 6.10.11).
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I

& Data Entry Screen Lipgrade

Retrieve from remote storage.

Task Forms Upgrade started.

5300000104 is up to date.

86300000127 is up to date,

Fetrieve forms from remote storage was complete.
Flease Close to continue.

Figure 6.10.11

2. Click ‘Close’. The ‘Retrieve Data Entry Screen From Local Storage” window opens (Figure
6.10.12)

'._;ﬂ':':Data Entry Screen Upgrade i 5'

—Retrieve Data Entry Screens upgrade from local storage.

Upgrade data entry screen for location 8300000222 was successful,
Flease Close to confinue.

Figure 6.10.12

3. Click ‘Close’. The updated Data Entry Screen is displayed in the POS main window.

LVD Verification Records Upgrade

This tool can be used to update the Local Verification Records. The LVD download is performed with each
batch transmission but can be requested in between batches whenever necessary. A good example of when
this tool would be useful is in a contingency situation. If another computer needs to be used to send batches,
an LVD download would be necessary to receive the most current information from the database.

The LVD Verification Record updates can be performed by all users with the permission. These upgrades
occur normally upon batch close, or however configured to occur in the SAT configuration settings for tasks.
Users can request these upgrades anytime by using the ‘Tools’ menu functions.

To manually update the check verification database:

Document Version 1.0
Dated 01/2009

Daily Processing 23



PCC OTC User Manual

1. Select ‘Tools’, ‘Check Host For’, ‘LVD Verification Records’. The ‘Process LVD Update
Information” window opens (Figure 6.10.13).

‘& LVD Update
~L¥D Update

Updating location 0000785350 s
Downloading from server.. [100.0% complete]

Download complete for location 0000789501

Updating location 0000733502

Downloading from server.. [100.0% complete]

Download complete for location 0000739502

Update LD was complete.

Flease Close to continue. Fi

Figure 6.10.13

2. When complete, the user is prompted to click ‘Close’. The check verification database is updated
and ready for new transactions.
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POS Data Entry Screen

Prior to Data Entry Screen Upgrade

In order to begin using the POS for data entry, the Data Entry Screen upgrade first needs to be performed to
download the Agency’s unique configurable fields. This applies to Agencies that are new to PCC OTC, and
those Agencies who are upgrading from POS Release 4.2 or lower. Agencies have the option to use up to 24
configurable fields. Along with the amount fields, these configurable fields are also part of the screen design.
Agencies that have not yet downloaded the Data Entry Screens upgrade see a screen similar to the picture in
Figure 6.11 when accessing the POS for the first time. Transactions are not permitted (as displayed at the
bottom of the screen) until a Data Entry Screen upgrade has been performed.

Q Paper Check Conversion Over. the Counter: Point-Of-Sale [sharon b]

File Tools Help

“~ SINGLE CHECK. MODE
]. : s Location -
User sharon b T
- testl3
Customer: Present
Processing Method -
Check. Pel.sonal * Customer Present

" Customer Not Present

" Back Office

Item Type

This is a default form.
o transactions are allowed.

* Personal © Mon Personal

N

Yiew Log

Close

Idle Transactions are not permitted 1} 104942007
Figure 6.11
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To upgrade the Data Entry Screen:
Sign on to the POS.

Click on “Tools’, ‘Check host for’, then click ‘Data Entry Screen Upgrade...’. A message similar to the
one in Figure 6.12 is displayed listing all of the Agency’s ALC+2’s.

F

B Data Entry Screen Upgrade

Retrieve from remote storage.

Task Forms Upgrade starded

@300000104 is up 1o date.

E300000121 is up to date,

Retrieve forms from remote storage was complete,
Flease Close 1o continue.

Figure 6.12
When complete, the Agency can begin using the POS data entry screen(s) to process items.
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After Data Entry Screen Upgrade

The POS Data Entry Screen, (Figure 6.13) also called the Main POS screen is configured depending on the
respective agency’s requirements. In addition to the user and amount field, an agency may configure the POS
window with up to 24 fields. The different areas of the screen are labeled in Figure 6.13.

hWenu Bar
Lser Data Entry
Information Fields System
Functions
® Pap r Check Conversion Ower the Counter; Point-O4-Sale [sharon b)
Fis Tock Hep
- SINGLE CHECK MODE
Lo iy
D0007AS502
el
Lizer: sharon b
Person: Present Y
Proceting Methad
Check: Personal & Cuthormer Prcert
i
Amount: |00 3 Cuatborner Moot Preerd
I Back Office
Social Security Number: | Tt Ty

& Perponal  Mom Persoral

.
Bank Number: -

Viow Log

Nl
'd art

Please press enter 1o begin

1 g 110G - Pk

Data Entry Message

Prompt MNumber of Scannaed
Application Checks
Message
Figure 6.13

Note: The screen pictured above is only an example. Each Agency’s screen is customized for their needs
and may appear differently than this example.
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Batch Control

Batch Control is an optional feature that Agencies can use as a batch balancing tool. It can be used to perform
checks and balances on the number of checks that have been scanned, and ensure their respective dollar
amounts have been accurately keyed. The functionality is available for both single item mode and batch mode
(see Processing Mode section of this chapter for detailed information on modes). Authorized users can set this
feature to be disabled, optional, or mandatory. For a complete explanation on how to setup these options,
please refer to the Installation and Configuration chapter of this User Manual.

The Batch Control Screen

The Optional Batch Control Screen

The Batch Control screen can appear at the beginning of a batch, prior to scanning the check, or just prior to
Batch Close, depending on the POS computer’s configuration settings. Figure 6.13.1 is an example of an
optional Batch Control screen. The optional Batch Control screen may include the ‘Defer’ button, based on
the configuration settings.

‘# Batch Control

i Location

|EIEIEIEI?E!EIEEIE
bestl:

Batch Caontral Tatal:

Batch Cantral Caunt; 0

Ok Defer ‘ LCancel ‘

Figure 6.13.1

The Batch Control screen displays the ALC+2 and description for the location. A batch control screen
appears for each ALC+2 that is included in the batch. Configuration settings for batch control are set in the
POS configuration. The P O C or Administrator can choose to configure batch control in four different
manners.

Disabled
If set to be optional, the batch control screen never appears.

This task can be configured as part of Application Upgrade to perform automatically at either application
startup or batch close. The default is for it to run at ‘Close Batch. Only authorized users can perform the
scanner firmware upgrade.
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Optional at Batch Create Only
When the configuration settings are set to be optional on batch create only, the operator can choose to:

e Type the actual batch control total amount and count.
e Defer the batch control by clicking the ‘Defer’ button. This bypasses the batch control function.
e Leave the batch control total amount and count at zeroes.
e The batch control screen does not appear upon batch close.
Optional at Batch Close Only
When the configuration settings are set to be optional on batch close only, the operator is not prompted with a
batch control screen upon batch create. When the operator begins the batch close process, a batch control
screen appears. The operator can choose to:
e Type the actual batch control total amount and count.
Leave the batch control total amount and count at zeroes.
Optional at Batch Create and Batch Close
When the configuration settings are set to optional on both batch create and batch close, the operator is
prompted with a batch control screen at batch create and batch close. The operator can choose to:
e Type the actual batch control total amount and count at batch create.
e Leave the batch control total amount and count at zeroes at batch create.
e Defer the batch control by clicking the ‘Defer’ button at batch create.
Upon batch close, the batch control screen once again appears. The operator can choose to:

e Type the actual batch control total amount and count.

e Leave the batch control total amount and count at zeroes.
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The Mandatory Batch Control Screen

The mandatory Batch Control screen appears at the batch create, just prior to scanning the check, or just prior
to batch close, depending on the POS computer’s configuration settings. Figure 6.13.2 is an example of a
mandatory Batch Control screen, which does not include the ‘Defer’ button.

‘# Batch Control

Lacatian

|I:IEIEIEI?EEIEEIE
testls

Batch Caontral Tatal:

B atch Contral Count;

Cancel

A batch control screen appears for each ALC+2 that is included in the batch. Configuration settings for batch
control are set in the POS configuration. The P O C or Administrator can choose to configure batch control
in three different manners.

Figure 6.13.2

Mandatory at Batch Create Only
When the configuration settings are set to be mandatory on batch create only, the operator:

e Must type the actual batch control total amount and count.

e Cannot defer the batch control. The ‘Defer’ button is not available.

e Cannot leave the batch control total amount and count at zeroes.

e The batch control screen does not appear upon batch close.

Mandatory at Batch Close Only

When the configuration settings are set to be mandatory on batch close only, the operator is not prompted with
a batch control screen upon batch create. When the operator begins the batch close process, a batch control
screen appears. The operator:

e Must type the actual batch control total amount and count.

e Cannot leave the batch control total amount and count at zeroes.
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Mandatory at Batch Create and Batch Close

When the configuration settings are set to mandatory on both batch create and batch close, the operator is
prompted with a batch control screen at batch create and at batch close. The operator can choose to:

e Type the actual batch control total amount and count at batch create.

e Leave the batch control total amount and count at zeroes at batch create.

e Defer the batch control by clicking the ‘Defer’ button at batch create.

Upon batch close, the batch control screen once again appears. The operator:

e Must type the actual batch control total amount and count.

e Cannot leave the batch control total amount and count at zeroes.

Clicking the ‘Cancel’ button, stops the transaction at the last level of processing, i.e., if the ‘Cancel’ button is
clicked at the start of the batch, processing does not begin.
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The Batch Balancing Screen

If the Batch Control totals that are keyed into the Batch Control screen do not match what was keyed into the
data entry screen, a Batch Balancing screen appears (Figure 6.13.4). This screen only appears if there is a
discrepancy between the totals.

To reconcile the discrepancy, the operator must discover where the problem exists. The Batch Balancing
screen displays the Location’s ALC+2 and the Location’s description at the top of the screen. To the right, the
dollar amounts of each check that was scanned is displayed. In the example below, there are two checks for
$221.00 and $18.46 (circled). The operator can click on any of the amounts listed to display an image of the
check to the left of the amount. For optimal viewing, the screen should be maximized by clicking the

‘Maximize’ button E in the upper right corner of the screen.

Below the check image are the following fields and their meanings. The left column displays the item counts
and the right column displays the dollar amounts:

Batch List Count: The number of checks that have been scanned into the POS.

Batch Control Count: The number of checks keyed into the Batch Control screen by the operator.
Difference (count): Displays the difference between the actual count of scanned checks and the count that
the operator keyed into the Batch Control screen.

Batch List Total: The total dollar amount of the items as keyed into the data entry screen of the POS.
Batch Control Total: The total dollar amount of the checks keyed into the Batch Control screen by the
operator.

Difference (amount): Displays the difference between amount keyed into the data entry screen, all scanned
checks, and the total dollar amount keyed into the Batch Control screen.
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¥ Balancing

$221.00

$18 46

o —

Wakwn -

ZAT1ITLL [ [ §: et

SAMPLE - NOT NEGOTIABLE

sem an an TH PR G ol TIPS L1+ P

Batch List Count 2 PaichList Total | $239 46

Bateh Control Count ] I BachControl Tota [ $221.00

Difference 1  Diference | $18.46 Close

Figure 6.13.4

In the example above, the batch contains 2 items; one for $221.00 and another for $18.46. The operator keyed
in 1 item at $221.00 on the Batch Control screen. The number displayed in the ‘Difference’ row displays the
discrepancy difference in both item count and dollar amount. It must be determined if there is an erroneously
scanned item, or if the batch should contain both of the items. The operator would need to go back to the
source documents for an answer. If it is determined that the batch should contain both items, the operator
would change the number in the ‘Batch Control Count’ field from 1 to 2 and the dollar amount in the ‘Batch
Control Total’ from $221.00 to $ 239.46, then click the ‘Ok’ button. The following message appears (Figure
6.13.5):
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Paper, Check Conwversion Over the Counter: Point-Of-5ale E|

@ Batch Balancing

Batch for location 0000789501 was balanced
successfully.

Figure 6.13.5

If it has been determined that the batch does include an erroneously scanned item, the operator must click
on the erroneous amount at the top right of the screen (see Figure 6.13.4) to select the item, then click the
‘Void’ button that is just to the right of the amount. The system prompts with the following (Figure 6.13.6):

Paper. Check Conwersion Over the Counter: Point-Of-5ale

(2} VOID item [Amount: $ 18.46 |.

Are you sure?

Figure 6.13.6

To void the item click the ‘Yes’ button. The operator must type comments with regard to the void, then click
the ‘OK’ button. A user with ‘Void’ authority may need to confirm the void by typing their login and
password. The system also prompts for a comment concerning the void request (Figure 6.13.6.1). Type the
reason for the void and click the ‘Ok’ button.

=

Paper. Check Conwversion Over the Counter: Point-Of-5ale E|

Tou must enter comments concerning the void
request.

scanned in etror

Ok Cancel

Figure 6.13.6.1

The following prompt appears stating that the void has been successful (Figure 6.13.7):
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"

Paper Check Conversion Ower the Counter: Point-Of-5ale [Z|

1) VOID item [Amount: $18.46].

Successful

Figure 6.13.7

Click the ‘OK’ button to complete. The screen then returns to the Batch Balancing screen with the new Batch
Control Count and Batch Control total as displayed in Figure 6.13.8. To continue with the batch close process,
click the ‘Ok’ button.

4

¥ Balancing
Location
[DO00783501 [testt
Amount
\ » $221.00 Void
TIATT. —— EWekan
AEiany | §F *a=01 00

wrl.[R T
; I SAMPSQMEGD’HAELE l |
GOLAND I 2k " TN oot nm g N—T::::JF’

Batch List Count 1 BachN Tos ] $221.00
Batch Control Count 1 Batch Conbal Total ] $221.00

Diffsrence C ﬁ Diffstenice | $0.0

Note: items can also be edited in Batch Manger if the amount was erroneously typed.

Figure 6.13.8
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Logical Processing Order
When creating a batch it is important that the proper steps be taken to ensure that the batch reaches our
system. Below is an outline of the logistic steps involved in creating a batch:

Batch Control — This function may or may not appear, based on the POS computer’s configuration
settings. If used, key in total dollar amount of checks and the total number of checks to be scanned. This
function can be setup in the configuration as disabled, optional, or mandatory by the P O C or Security
Administrator. If this option is disabled, the Batch control screen does not appear. If optional, the Batch
control screen can be deferred (skipped), and if mandatory, it can only be deferred at the beginning of
the batch. Batch control is required at either the start of the batch or prior to Batch Close.

Scan the check (or checks if processing in batch mode)

Key in amount and configurable field data for each check

Cancel transactions while performing data entry, used only if necessary, i.e., image of the check is
not legible, check scanned in as wrong item type.

Print the receipt — Just after the item information is keyed into the data entry screen, press ‘Enter’, then
click the ‘Receipt’ button to print a receipt of the item or items.

Void items — Used to delete invalid items only if necessary, prior to Batch Close. Once data entry has
been performed and the ‘Enter’ key is pressed, the item can no longer be cancelled and must be voided.
Batch Control — If mandatory and skipped at the start of the batch, or if optional and skipped at the start
of the batch, batch control totals may need to be keyed. If batch control totals were keyed at the start of
the batch, whether optional or mandatory, the control screen does not appear at Batch Close.

Print the Batch list — A printout of the batch listing must be done prior to Batch Close.

Pre-balance — Use the batch list that was just printed to reconcile all PCC OTC activity for this batch of
work. If reconciling with cash drawers, count and reconcile to ensure activity is accurate.

Batch Balancing — This screen only appears if the totals that are keyed into the Batch Control screen do
not match with what was actually keyed into the data entry screen, or if the number of checks scanned
does not match the number keyed into the Batch Control screen.

Batch Close — Closes and transmits the batch to the Treaury/FMS for processing.
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Process a Check

Checks that CAN be processed through POS
All of the items listed below can be processed on the POS computer. These items should be processed as:

Non-personal:

US Treasury Checks
Traveler's Checks
Money Orders (including Postal Money Orders)
Third-party Checks (even if drawn on a personal account)
State and Local Government Checks
Credit card Checks
Do not ACH' Checks
Official Checks
Business Checks
Cashier’s Checks
Other US Government Checks
Payroll Checks

Note: If a customer chooses to ‘opt out’ and does not want their checks to be processed via ACH, that
customer’s personal check should be processed as a non-personal item. This will allow the check to clear
their financial institution as a Check 21 item.

The following item(s) should be processed as:
Personal checks:
Personal/Consumer Checks

List of Items that CANNOT be Processed through POS

The following ineligible item(s) cannot be processed using the POS computer and may need to be
processed through the authorized Treasury’s General Account (TGA) depository.

Foreign items drawn on non-US Financial Institutions
Check payable in non-US currency
Savings Bond Redemptions

Note: Apply any necessary stamps in a location that does not interfere with the dollar amount, financial
institution information, or the signature. Since PCC OTC items are not deposited at your bank, there is no
need to stamp “For Deposit Only” on the back of the check. FRB-C becomes the bank of first deposit for
all PCC OTC items.
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Processing Mode

Single vs. Batch Processing Mode

Agencies can choose to process their checks in one of two processing modes. The ‘Single Check Mode’
allows checks to be processed one at a time, and ‘Batch Mode’ allows for batches of checks to be scanned
prior to data entry. The Batch Mode processing only works with the EC70001 scanners and the Panini
scanners.

Select/Change the Processing Mode:

Select ‘File’, ‘Configuration’ within the POS. Choose the ‘Application’ tab, and then select the processing
mode of ‘Single’ or ‘Batch’ by clicking the appropriate radio button (see Figure 6.13.9). Click the ‘Apply’
button. Whatever mode has been selected within the POS configuration appears on the POS data entry screen
and cannot be changed by the operator (see Figures 6.13.10 — Single mode, and 6.13.11 — Batch mode).

Note: Single mode is the default when the POS software is installed.

Note: If ‘Batch’ mode is chosen, the POS still allows for a single check to be processed.

®' Configuration

Devices Application Eepart 1
Termminal 10 Processing
Cazhiflow 1~ Batch Contral
{* Seftle Best Method (" Dptional " Mandatomny

[ Back Office Proceszzing Only v Prompt an batch Create
" Truncate All [tems v Prompt on batch Close
‘ Cloze ‘
Figure 6.13.9
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L Paper Check Conversion Over the Counter: Poi

-Sale [sharon b]

File Tools Help
SINGLE CHECK MODE
Location
test02
User: sharon b
Person: Present =
Processing Method
Check: Personal ¥ Customer Present
g
At '0007 Customer Not Present
" Back Office
Social Secwity Number: TemTyoe
" Personal © Non Personal
LR Start Scan
Bank Number: 2
View Log
Close
Idle Please press enter to begin 1] 104942007

Figure 6.13.10

L Paper Check Conversion Over the Counter: Po

-5ale [sharon b]
File Tools Help

el BATCH MODE
cation -
User: sharon b
Person: Present
Processing Method
Check: Personal " Customer Present
-
Aronit: 'mi Customer Mot Present
" Back Dffice
Social Secmity Number: TenTore
" Personal © MNon Personal
IRN: Start Scan
Bank Number: i
—
Batch List
Batch Cloze
View Log
Close
Idle Please press enter to begin 1 10952007

Figure 6.13.11
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Single Check Mode Processing

Selecting the Location

Agencies can have multiple locations. Each location has their own unique ALC +2 (Agency Location Code).
Batches can include items for multiple ALC+2’s. Additional ALC’s are added using the ‘System
Configuration’ ‘Data Entry Screens’ within the SAT by authorized users (provided that the proper
documentation is on file with Treaury/FMS). One of the ALC’s is chosen to be the ‘default’ ALC. The
default ALC appears each time the POS is started. The location must be chosen prior to scanning the check.
To choose an ALC+2, click on the ALC window at the upper right of the screen, just below ‘Location’
(Figure 6.14) and choose an ALC+2 from the dropdown list. This ALC+2 remains for all items until
changed by choosing a different ALC+2 from the dropdown list.

Q Paper. Check Conversion Over the Counter: Point-Of-Sale [sharon b]
File Tools Help

M SINGLE CHECK MODE
Location-

User: sharon b
Person: Present
Check: Personal

" Custamer Mot Present
" Back Office

Amount: |D_UU

TR i -
Social Secwity Number: | Itern Type

* Personal © Mon Personal

IRN: Start Scan
Bank Number:

A
Yoid
Batch List
Batch Cloze
Yiew Log
Close
Idle Please press enter to begin . 1 10492007

Figure 6.14
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Select the Processing Method (Single Check Mode)

Just beneath the ‘Location’ choice at the right side of the screen is the ‘Processing Method’. The choices are
‘Customer Present’, ‘Customer Not Present’, or ‘Back Office’ (Figure 6.15). This option indicates the mode
of operation.

The ‘Customer Present’ method is used when the person is present, i.e., standing in front the operator with
their check.

The ‘Customer Not Present’ method is used when the writer of the check is not present, i.e. when checks are
received through the mail as payments.

The ‘Back Office’ processing method allows agencies to convert payments received at the point-of-sale
locations to ACH entries in a controlled, back-office environment. Back Office is new to Release 5.4. Prior to
using the ‘Back Office’ processing method, Agencies first need to download the compatible data entry screen.
If the

POS system is not configured to automatically install data entry screens upon startup, it can be accomplished
by clicking ‘Tools’, ‘Check host for’, ‘Data Entry Screen Upgrade...’.

Attempting to use the Back Office processing method prior to downloading a new Data Entry screen results in
the error displayed in Figure 6.14.1, and processing of the Back Office item does not continue. Either choose a
different processing method to scan other types of checks, or download a new Data Entry Screen as described
in the paragraph above.

Paper. Check Conwversion Over the Counter: Point-Of-Sale @

¢4 This form is not compatible with the selected
Processing Method.

.........................................

Figure 6.14.1

Note: The choices that are allowable on the data entry screen are based on the POS configuration settings.
The default is to allow all processing methods and item types but restrictions can be setup to allow only the
‘Back Office’ processing method or ‘Non-personal’ items only. For more information on the POS
configuration settings, please refer to the ‘Installation and Configuration’ chapter of this User Manual.

Operators need to make certain that they are selecting the proper choices for each item to avoid returned
payments from the check writer’s financial institution. The operating mode is chosen prior to the scan. Checks
should be pre-sorted by customer present, customer not present, and back office prior to scanning. All
processing method types can exist within a batch, although usually back offices processing types would
be processed independently of other types. Not all agencies utilize all modes. Furthermore, your site
may choose not to use all modes everyday, due to fluctuation in check volume.
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Er Paper Check Conversion Over the Counter: Point-Of-Sale [sharon b]
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Figure 6.15

Scanning a Check(EC5000i and EC6000i) (Single Check Mode)

Once a user has successfully signed on to the POS and chosen the correct location and processing method, the
next step is to scan the check. The bottom of the POS screen displays, ‘Please press enter to begin’. Press the
‘ENTER’ key or click the ‘Start Scan’ button. Once the ‘Enter’ key is pressed, the scanner light turns green,
indicating that the scanner is ready to accept a check. The bottom of the PCC POS screen then displays ‘Scan
front of Check’.

Note: A Batch Control screen may appear, based on the Agency’s configuration settings.

For the EC5000i scanner, place the check in the left slot, with the MICR line of the check aligned on the
bottom. The front of the check should face right, as shown in Figure 6.16.

For the EC6000i and the EC7000i scanner, place the check in the scanner with the MICR line of the check
aligned with the right side of the scanner. Gently push the check forward to allow the scanner to grasp the
check. Guide the left side of the check with your finger to prevent the document from being skewed, as shown
below (Figure 6.17). The scanner automatically pulls the check through to begin the scan.
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Note: With the EC7000i scanner, both the front and the back of the check are scanned automatically. For

complete scanning information using an EC7000i scanner, please see the ‘Scan Check EC7000i’ section
later in this chapter.

Figure 6.16 Figure 6.17

A single short beep sounds and the L E D light flashes green, indicating a check has been scanned
successfully. NOTE: A triple short beep with a red flashing L E D, or one long beep and a red flashing L E
D, indicates that an error occurred during the processing or storing of the captured item. Cancel and scan
the check again. To determine if there is a problem with the scanner, see the chart in Figure 6.18.
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Scanner Light Color Indicates
GREEN Scanner. is 'ready to accept a check and
capture its image
AMBER Scanner is in standby mode, not ready to
accept a check
Unable to read check image. Cancel and
BLINKING RED try again, possibly with another check.

Make sure that the check is inserted
correctly.

There is a problem with the scanner.
CONSTANT RED | Cancel the transaction and retry. See
section in Troubleshooting.

Figure 6.18

Note: For more detailed information regarding the scanner, such as scanner ports, scanning checks,
cleaning the scanner, etc., refer to the RDM scanner chapter(s) at the end of this User Manual.

The application shows a status bar on the bottom of the POS screen (circled in Figure 6.19) indicating the
capture of the image. Once the capture is complete, the image appears on the screen as displayed in Figure
6.19). ‘Enter Data’ appears mid screen (circled in Figure 6.19)
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Figure 6.19

To continue, please turn to the ‘Select Item Type’ section of this chapter.
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Scan Check (EC7000i) (Single Check Mode)

Once a user has successfully signed on to the POS and chosen the correct location and processing method, the
next step is to scan the check. The bottom of the POS screen displays, ‘Please press enter to begin’. Press the
‘Enter’ key or click the ‘Scan Item’ button. Once the ‘Enter’ key is pressed, the scanner light turns green,
indicating that the scanner is ready to accept a check. The bottom of the POS screen then displays ‘Scan
Check (front side up)’.

Note: A Batch Control screen may appear, based on the Agency’s configuration settings.

Place the check in the scanner with the MICR line of the check aligned with the right side of the scanner.
Gently push the check forward to allow the scanner to grasp the check. Guide the left side of the check with
your finger to prevent the document from being skewed, as shown in Figure 6.20.1. The scanner automatically
pulls the check through to begin the scan. Both the front and the back of the check are automatically scanned.

Note: It is very important that the operator waits until the scanner has completed scanning the front and
the back of the check. Do not pull the check out of the scanner before the scanner has a chance to scan
the back of the check. Doing so can result in processing errors.

A single short beep sounds and the L E D light flashes green, indicating a check has been scanned
successfully. Note: A triple short beep with a red flashing L E D, or one long beep and a red flashing

L E D, indicates that an error occurred during the processing or storing of the captured item. Cancel and
scan the check again. To determine if there is a problem with the scanner, see the chart in Figure 6.20.2.

Figure 6.20.1
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Scanner Light Color Indicates
Scanner is ready to accept a check and

GREEN o
capture 1ts 1mage
AMBER Scanner is in standby mode, not ready to
accept a check
Unable to read check image. Cancel and
BLINKING RED try again, possibly with another check.

Make sure that the check is inserted
correctly.

There is a problem with the scanner.
CONSTANT RED | Cancel the transaction and retry. See
section in Troubleshooting.

Figure 6.20.2

Note: If one long beep followed by five short beeps is heard while scanning items on the EC7000i scanner,
please hit cancel to terminate that transaction and rescan that item. This sequence of beeps usually means
that the back of the check has not been scanned. If any other unusual issues or sounds are experienced, it
may indicate a scan error. Please cancel that transaction and rescan the item. If necessary, void the
transaction and start over.

The application shows a status bar on the bottom of the POS screen indicating the capture of the image. Once
the capture is complete, the image appears on the screen as in Figure 6.20.3. Only the front of the check is
displayed at this time, even though the EC70001 scanner captures the front and the back of the check in one
pass. The back of the check is displayed at the end of the transaction. The front and back of the check can be
viewed by using the ‘Batch List’ button once the transaction is complete.
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Figure 6.20.3

Document Version 1.0
Dated 01/2009

Daily Processing 47



PCC OTC User Manual

Select the Item Type (Single Check Mode)

After the check has been scanned, the operator must choose the item type. Just beneath the ‘Processing
method’ at the right side of the screen is the option to choose ‘Item Type’. The choices are ‘Personal’ or
‘Non Personal’. (Figure 6.20.4) This indicates the type of item to be processed. When the operator clicks on
‘Personal’, the POS data entry screen displays, “Check: Personal”. If the operator clicks ‘Non Personal’, the
POS data entry screen displays, “Check: Non Personal”. The POS application can process both personal and
non personal checks within a batch. The operator needs to make certain that they are selecting the proper
choices for each item. Presort all items into two groups (Personal and Non Personal) prior to scanning to avoid
the pop-up message like the one displayed in Figure 6.20.5. When the POS software is first installed, both
item types are available by default. Using the POS Configuration, authorized users can limit the item type to
‘Non Personal only’. When ‘Non Personal Only’ is chosen in the POS configuration, the item type ‘Personal’
is no longer available for the operator to choose on the POS data entry screen. This can be set up for Agencies
who never process personal checks. For more information, please refer to the POS Configuration section in
the ‘Installation and Configuration’ Chapter of this User Manual.

H Paper Check Conversion Over. the Counter: Point-Of-Sale [sharon b]
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0000789502 |
test02
User: sharon b
Person: Present _
Processing Method -
Check: Personal (+ Customer Present
)
Aot |D.DD Customer Not Present
" Back Office
Social Security Number: | o Tone
+ Personal ¢ Mon Perzonal
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Close
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Figure 6.20.4

The operator should determine if the check is either a personal or a non-personal check. While most business
checks are typically larger in size, business checks can look the same as personal checks. The title of the
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account owner should be the determining factor to decide if the check should be classified as personal or
business.

Once scanned, if a personal check was detected due to the format of the MICR line, but the non personal
check box was selected on the POS screen prior to the scan, the following message appears (Figure 6.20.5):

Paper, Check Conwversion Over. the Counter: Point-Of-5ale @

Expected a Non Personal check but detected
a Personal check.

Would you like to process this item as a Non Personal
check?

.........................................

Figure 6.20.5

Select ‘No’ if the check should be processed as a personal check. The screen returns to the data entry screen
with the image of the check at the bottom. The operator should change the item type to ‘Personal’. Processing
can then continue with data input.

Select ‘Yes’ if the check should be processed as a non personal check. The screen returns to the data entry
screen with the image of the check at the bottom and allow the operator to continue processing the check as
non personal.

Also, if a non personal check was detected due to the format of the MICR line, but the personal check box
was selected on the POS screen prior to the scan, the message, “Expected a Personal check but detected a Non
Personal check. Would you like to process the item as a Personal check:” appears.

Select ‘No’ if the check should be processed as a non personal check. The screen returns to the data entry
screen with the image of the check at the bottom. The operator should change the item type to “non personal’.
Processing can then continue with data input.

Select ‘Yes’ if the check should be processed as a personal check. The screen returns to the data entry screen
with the image of the check at the bottom and allow the operator to continue processing the check as personal.

Note: The message displayed in Figure 6.20.5 appears for certain Money Orders due to MICR number
Jormatting of the check if Personal Check is selected on the data entry screen. ‘Yes’ must be chosen for
those items each time.
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Ensure that the entire check image is visible on the screen and the dollar amount must be legible. (A check
may successfully scan even though the item was folded going into the device.) If the image is not legible,
click ‘Cancel’ and re-scan the check.

Note: It is vitally important that the check be fully visible and legible. The image that is on the screen is
the image that is submitted to the payor bank for collection. It is also be stored in the archives for future
retrieval purposes once the check is returned to the customer or destroyed. If we are unable to collect on
the Agency’s behalf with the image that has been submitted, the debit reverts back to the Agency and
collection becomes the Agency’s responsibility.

Note: The image of the check can be resized by hovering the cursor near the top line of the check (as

displayed in Figure 6.20.3) until the double arrow cursor Lis displayed. Click and drag up or down to
resize the image.

Type the Unique Check Data
After the check has been scanned, the cursor is active on the ‘Check Amount’ field.

1. Type the amount of the check and press ‘Enter’.

Note: Only numbers need input. For example, entering in 1290 would equal $12.90, and 56321 would be
equal to $563.21. The maximum dollar amount that can be keyed into the POS data entry screen is
99,999,999.99. The minimum amountis .01.

Note: Be sure to verify the check dollar amount input into the POS to the actual check. If an incorrect
amount is entered, an authorized user can sign on to Batch Manager and alter the check amount.

2. The cursor is then active in the first agency specific (configurable) field in which the operator may key
data. The operator should complete all fields using information submitted with the check, i.e. bill, form
number, period being paid, etc. to facilitate the agency’s internal processing. Transactions may include up
to 24 Agency-defined configurable fields.

Note: Since configuration field requirements are established by each Agency, minimum/maximum
requirements may exist for certain fields. If the operator does not satisfy those minimum/maximum field
requirements, an error message is displayed in the middle of the screen as displayed in Figure 6.20.6, and
corrections must be made to the field before the POS accepts the transaction. In the example below, the
pattern for SSN is XXX-XX-XXXX.
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Figure 6.20.6

3. Once all of the required/necessary configuration fields have been keyed, press ‘Enter’. The middle of
the screen displays ‘Data Entry Complete’ and the image of the back of the check is displayed. The words
‘Image Capture’ and ‘Complete’ appear momentarily at the bottom of the screen, then is quickly changed
to ‘Done’ and ‘Use Esc or Enter to clear the screen’.

4. After approximately 15 seconds the bottom of the screen displays, ‘Idle’ and ‘Please press enter to begin’,
at which point another check can be scanned once Enter is pressed. To avoid the 15 second wait, press
‘Enter’ when the message, ‘Use Esc or Enter to clear the screen’ appears.

Each check that is processed may be hand stamped with ‘Electronically Processed’ after the transaction is
complete and the check has been scanned. Checks must be given back to the person if processed in person. If

processed in the ‘Customer-not-present mode’, checks must be destroyed within14 days, according to the
Agency Participation Agreement. The EC60001 scanner can also be setup to automatically stamp the front of
the check with the words, ‘Electronically Presented’, once the transaction is complete. For instructions on
setting up the scanner to stamp the checks, please refer to the Appendix Chapter of this User Manual, ‘Setting

the EC60001 and EC70001 scanner to Frank Acknowledgments’.
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Batch Mode Processing

‘Batch Mode’ allows for batches of two or more checks to be scanned prior to data entry. The Batch Mode
processing only works with the EC7000i or the Panini scanners.

To select the Batch Processing mode, authorized users can select ‘File’, ‘Configuration’ within the
POS. Choose the ‘Application’ tab, and then select the processing mode of ‘Batch’ by clicking the
appropriate radio button (see Figure 6.21). Click the ‘Apply’ button.

‘# Configuration
Devices Application | Beport ]
- Terminal [0 ~ Praceszsing
99999 { Single i Batch
Cazhiflow Batch Confro
* Settle Best Method o Optional  Mandatory
[ Back Office Proceszing Only [ Prompt on batch Create
" Truncate &ll ltems [ Prompt on batch Close
‘ Close ‘
Figure 6.21

The words ‘Batch Mode’ appears in the upper right corner of the POS data entry screen and cannot be
changed by the operator (see Figure 6.22).
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Important Batch Mode Information

Agencies may encounter a problem while using the batch mode. The amount of time that it takes to scan
the checks may exceed the number of minutes before the system performs an auto logout. Because the
keyboard and mouse are typically not touched during the scanning process, the system interprets this as
inactivity and an auto logout takes place. When this scenario happens, all of the checks that were
scanned (but not yet typed) no longer exist and the user needs to rescan the items upon login. To avoid
this situation, follow one of three solutions.

1. Move the mouse every so often to simulate system activity during the scanning process. The
default setting is 15 minutes so the operator should move the mouse every 10 minutes or so to

keep the system active.

2. Scan a smaller quantity of items. For example, instead of scanning 150 items, scan 75. Then
perform the data input. Scan the second group of 75 and perform the data input. Using the
keyboard after the 75 items are scanned may eliminate the system inactivity logout during batch

processing.
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Selecting the Location (Batch Mode)

Batches can include items for multiple ALC+2’s. Additional ALC’s are added using the ‘System
Configuration’ ‘Data Entry Screens’ within the SAT by authorized users (provided that the proper
documentation is on file with Treasury/FMS). One of the ALC’s is chosen to be the ‘default’” ALC. The
default ALC appears each time the POS is started. The location must be chosen prior to scanning the check.
To choose an ALC+2, click on the ALC window at the upper right of the screen (Figure 6.23) and choose an
ALCH2 from the dropdown list. This ALC+2 remains for all items until changed by choosing a different
ALC+2 from the dropdown list. For batch mode, separate the items by ALC+2.

b F Paper Check Conversion Over the Counter: Point-Of-Sale [sharon b]
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Select the Processing Method (Batch Mode)

Just beneath the ‘Location’ choice at the right side of the screen is the ‘Processing Method’. The choices are
‘Customer Present’, ‘Customer Not Present’, or ‘Back Office’ (Figure 6.15). This option indicates the mode
of operation.

The ‘Customer Present’ method is used when the person is present, i.e., standing in front the operator with
their check.

The ‘Customer Not Present’ method is used when the writer of the check is not present, i.e. when checks are
received through the mail as payments.

The ‘Back Office’ processing method allows agencies to convert payments received at the point-of-sale
locations to ACH entries in a controlled, back-office environment. Prior to using the ‘Back Office’ processing
method, Agencies first need to download the compatible data entry screen. If the POS system is not
configured to automatically install data entry screens upon startup, it can be accomplished by clicking “Tools’,
‘Check host for’, ’Data Entry Screen Upgrade...’.

Attempting to use the Back Office processing method prior to downloading a new Data Entry screen results in
the error displayed in Figure 6.23.1, and processing of the Back Office item cannot continue. Either choose a
different processing method to scan other types of checks, or download a new Data Entry Screen as described
in the paragraph above.

Paper Check Conversion Owver the Counter: Point-Of-5ale @

o4 This form is not compatible with the selected
Processing Method.

Figure 6.23.1

Note: The choices that are allowable on the data entry screen are based on the POS configuration settings.
The default is to allow all processing methods and item types but restrictions can be setup to allow only the
‘Back Office’ processing method or ‘Non-personal’ items only. For more information on the POS
configuration settings, please refer to the ‘Installation and Configuration’ chapter of this User Manual.

Operators need to make certain that they are selecting the proper choices for each item to avoid returned
payments from the check writer’s financial institution. The operating mode is chosen prior to the scan. Checks
should be pre-sorted by customer present, customer not present, and back office prior to scanning, after
sorting by ALCH2.
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All processing method types can exist within a batch, although usually Back Office processing types would be
processed independently of other types. Not all agencies utilize all modes. Furthermore, a site may choose not
to use all modes everyday, due to fluctuation in check volume.

u: Paper Check Conversion Over the Counter: Point-Of-Sale [sharon b]
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Scan Check (EC7000i) in Batch Mode

Once a user has successfully signed on to the POS and chosen the correct location and processing method, the
next step is to scan the check. The bottom of the POS screen displays, ‘Please press enter to begin’. Press the
‘Enter’ key or click the ‘Scan Item’ button. The scanner light turns green, indicating that the scanner is ready
to accept a check. A ‘Batch Processing Window’ appears that says ‘Please wait’ and the bottom of the POS
screen displays ‘Scan front of Check’.

Note: A Batch Control screen may appear, based on the Agency’s configuration settings.

Place the first check in the scanner with the MICR line of the check aligned with the right side of the scanner.
Gently push the check forward to allow the scanner to grasp the check. Guide the left side of the check with
your finger to prevent the document from being skewed, as shown below (Figure 6.30). The scanner
automatically pulls the check through and scans both the front and the back of the check.

Figure 6.30

A single short beep sounds and the L E D light flashes green, indicating a check has been scanned
successfully.

Note: A triple short beep with a red flashing L E D, or one long beep and a red flashing
L E D, indicates that an error occurred during the processing or storing of the captured item. Cancel and
scan the check again. To determine if there is a problem with the scanner, see the chart in Figure 6.31.

Note: If one long beep followed by five short beeps is heard while scanning items on the EC7000i scanner,
Pplease hit cancel to terminate that transaction and rescan that item. This sequence of beeps usually means
that the back of the check has not been scanned. If any other unusual issues or sounds are experienced it
may indicate a scan error, please cancel that transaction and rescan the item. If necessary, void the
transaction and start over.
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Scanner Light Color Indicates
GREEN Scanner. is 'ready to accept a check and
capture its image
AMBER Scanner is in standby mode, not ready to
accept a check
Unable to read check image. Cancel and
BLINKING RED try again, possibly with another check.

Make sure that the check is inserted
correctly.

There is a problem with the scanner.
CONSTANT RED | Cancel the transaction and retry. See
section in Troubleshooting.

Figure 6.31

Note: For more detailed information regarding the scanner, such as scanner ports, scanning checks,
cleaning the scanner, etc., refer to the RDM scanner chapter(s) at the end of this User Manual.

The ‘Batch Processing Window’ displays ‘Captured Items Count:1” (as displayed in Figure 6.32) and the
bottom of the POS screen displays ‘Scan check (front side up)’. Remove the first check from the scanner.

‘% Batch Processing

Scanning batch

Captured ltems Count: 1

Figure 6.32

Place the second check in the scanner as described in step 1.

Again, the bottom of the POS screen displays ‘Scan check (front side up)’. Remove the second check and
continue scanning all of the checks that should be included in this batch as described in the steps above.

When all of the checks have been scanned, click the ‘Stop’ button in the ‘Batch Processing Window’.

Note: Use caution when clicking the ‘Stop’ button during batch mode processing. Pressing too quickly
(before the scanner has a chance to catch up to the system) may cause the loss of the last transaction.

The POS data entry screen appears displaying the image of the first check that was scanned (Figure 6.32.1).
Ensure that the entire front of the check image is visible on the screen and that the dollar amount is legible. (A
check may successfully scan even though the item was folded going into the device.)

The middle left of the screen indicates, ‘Keying Item 1 of 1°
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Note: The image of the check can be resized by hovering the cursor near the top line of the check (as

displayed in Figure 6.32.1) until the double arrow cursor Lis displayed. Click and drag up or down to
resize the image.
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Figure 6.32.1

Select the Item Type (Batch Mode)

After all of the checks in the batch have been scanned, the operator must choose the item type for each check.
Just beneath the ‘Processing Method’ choice at the right side of the screen is the option to choose ‘Item Type’.
The choices are ‘Personal’ or ‘Non Personal’. (Figure 6.32.2) This indicates the type of item to be processed.
When the operator clicks on ‘Personal’, the POS data entry screen displays, “Check:Personal”. If the operator
clicks ‘Non Personal’, the POS data entry screen displays, “Check: Non Personal”. The POS application can
process both personal and non personal checks in a single batch. The operator needs to make certain that they
are selecting the proper choices for each item. Presort the items into two groups (Personal and Non Personal)
prior to scanning to avoid the pop-up message like the one displayed in Figure 6.32.3 When the POS software
is first installed, both item types are available by default. Using the POS Configuration, authorized users can
limit the item type to ‘Non Personal only’. When ‘Non Personal Only’ is chosen in the POS configuration, the
item type ‘Personal’ is no longer available for the operator to choose on the POS data entry screen. This can

be set up for Agencies who never process personal checks. For more information, please refer to the POS
Configuration section in the ‘Installation and Configuration’ Chapter of this User Manual.
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Figure 6.32.2

The operator should determine if the check is either a personal or a non-personal check. While most business
checks are typically larger in size, business checks can look the same as personal checks. The title of the
account owner should be the determining factor to decide if the check should be classified as personal or
business.

Upon selecting the item type, if a personal check was detected due to the format of the MICR line, but the non
personal check box was selected on the POS screen, the following message appears (Figure 6.32.3):

Paper, Check Conwversion Over. the Counter: Point-Of-5ale E|

Expected a Non Personal check but detected
a Personal check.

Would you like to process this item as a Non Personal
check?

.........................................

Figure 6.32.3
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Select ‘No’ if the check should be processed as a personal check. The screen returns to the data entry screen
with the image of the check at the bottom. The operator should change the item type to ‘Personal’. Processing
can then continue with data input.

Select ‘Yes’ if the check should be processed as a non personal check. The screen returns to the data entry
screen with the image of the check at the bottom and allows the operator to continue processing the check as
non personal.

Also, if a non personal check was detected due to the format of the MICR line, but the personal check box
was selected on the POS screen prior to the scan, the message, “Expected a Personal check but detected a Non
Personal check. Would you like to process the item as a Personal check:” s appear.

Select ‘No’ if the check should be processed as a non personal check. The screen returns to the data entry
screen with the image of the check at the bottom. The operator should change the item type to “non personal’.
Processing can then continue with data input.

Select ‘Yes’ if the check should be processed as a personal check. The screen returns to the data entry screen
with the image of the check at the bottom and allows the operator to continue processing the check as
personal.

Note: The message displayed in Figure 6.32.3 appears for certain Money Orders. This is due to the MICR
number formatting of the check if Personal Check is selected on the data entry screen. ‘Yes’ must be
chosen for those items each time.

The image of the first check that was scanned appears on the lower portion of the screen. Data entry can now
begin. If the image is not legible, click ‘Cancel’. The check can be re-scanned and added to the current batch
after all of the data input has been completed.

Note: When canceling a check in the batch mode, a ‘Cancel Batch Mode’ window appears as displayed
below in Figure 6.32.4. To cancel the current item only, click ‘No. To cancel the current item and all
remaining items, click ‘Yes’.

x|
@ Cancel Batch Mode

Click yes to cancel the current and all remaining items.
Click no to cancel the current item.

Figure 6.32.4
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Note: It is vitally important that the check be fully visible and legible. The image that is on the screen is
the image that is submitted to the payor bank for collection. The image is also stored in the archives for
future retrieval purposes once the check is returned to the customer or destroyed. If we are unable to
collect on the Agency’s behalf with the image that has been submitted, the debit reverts back to the Agency
and collection becomes the Agency’s responsibility.

Type the Unique Check Data

1. The cursor is active on the ‘Amount’ field. Enter the amount as found on the image displayed in the lower
portion of the screen (and verify it to the paper check) and press ‘Enter’.

Note: Only numbers need input. For example, entering in 1290 would equal $12.90, and 56321 would be
equal to $563.21. The maximum dollar amount that can be keyed into the POS data entry screen is
99,999,999.99. The minimum amountis .01.

Note: Be sure to verify the check dollar amount input into the POS to the actual check. If an incorrect
amount is entered, an authorized user can sign on to Batch Manager and alter the check amount.

2. The cursor is then active in the first agency specific (configurable) field in which the operator may key
data. The operator should complete all fields using information submitted with the check, i.e. bill, form
number, period being paid, etc. to facilitate the agency’s internal processing. Transactions may include up
to 24 Agency-defined configurable fields. Key in all necessary information and press ‘Enter’.

Note: Since configuration field requirements are established by each Agency, minimum/maximum
requirements may exist for certain fields. If the operator does not satisfy those minimum/maximum field
requirements, an error message is displayed in the middle of the screen as displayed in Figure 6.33, and
corrections must be made to the field before the POS accepts the transaction.

T T IO -
Person: Not Present 4
" n
Check: Non Personal
Amoont W24 54
so N
c:-::'rl_-n_u i elvich bacel s m= "0 TG IITILY ] in alemest S5 - [Bad Daba 111225555] ___‘-_h}
PAY - —
LeR b N | CR o g
ORI % J6d14.534
I DTHLARS
. SAMPLE - NOT NEGOTIABLE
PLLLATE® 0Ll s e s o wa i SO00 36 2 b Gl

Figure 6.33
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The back of the check is displayed momentarily then the image of the next check that was scanned appears.

3. Repeat the data entry steps described in the previous steps until all of the checks within the batch have
been input.

Each check that is processed may be hand stamped with ‘Electronically processed’ after the check has been
scanned and the transaction is complete. Checks processed in the Person-not-present mode must be destroyed
within14 days, according to the Agency Participation Agreement. Automatic stamping (franking) cannot be
setup to automatically stamp the front of the check in batch mode (at this time).

When the data entry for all scanned checks has been completed, the bottom of the POS screen displays,
‘Please press enter to begin’. The batch can then be closed, or new items can be added to the existing batch.
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Scanning a Check with the Panini Scanner

Note: A Batch Control screen may appear, based on the Agency’s configuration settings.

Once a user has successfully signed on to the POS and chosen the correct location and processing method, the
next step is to scan the check(s). The bottom of the POS screen displays, ‘Please press enter to begin’.

1. Make certain that the check or checks are already in the hopper of the scanner, front of the checks facing
the right, as displayed in Figure 6.33.01. The first green light on the scanner begins to flash.

Figure 6.33.01

2. Press the ‘(ENTER’ key or click the ‘Start Scan’ button. A window on the screen states, ‘Scanning batch,
please wait’ and a ‘Captured item count’ is displayed in the window.

Note: Use caution when clicking the ‘Stop’ button during batch mode processing. Pressing too quickly
(before the scanner has a chance to catch up to the system) may cause the loss of the last transaction.

3. Once the hopper is empty, the following message appears on the screen (Figure 6.33.02):
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e

Paper, Check Conwversion Over the Counter: Point-Of-5ale

Hopper Empty.

Ensure documents are in the hopper. I
Continue?

Figure 6.33.02

When the ‘Hopper Empty’ message appears, the user can add more checks to the hopper then click ‘Yes’ to
continue adding items to the batch. Or click ‘No’ if there are no more checks to scan. When ‘No” is clicked,
the system switches to the data entry phase and the first check that was scanned appears on the screen as
displayed in Figure 6.33.03. The middle of the screen displays the words ‘Keying item 1 of X’ which tells the
operator that data for first check that was scanned can now be keyed. The ‘X’ signifies the total number of

checks that were placed in the hopper. For example, if 8 checks were placed in the hopper, the message
would state ‘Keying 1 of 8’.
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H Paper Check Conversion Over the Counter: Point-Of-Sale [sharon b]
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Figure 6.33.03

4. Ensure that the entire check image is visible on the screen and the dollar amount is legible. (A check may
successfully scan even though the item was folded going into the device.) If the image is not legible, click
‘Cancel’ and re-scan the check.

Note: the image of the check can be resized by hovering the cursor near the top line of the check (as
displayed in Figure 6.33.03) until the double arrow cursor ! appears. Click and drag up or down to resize
the image.

Note: When the computer activates the power save mode, the user is logged out of the POS and needs to
log back in. Any scanned checks that have not been keyed, are lost.

Note: For more detailed information regarding the scanner, such as scanner ports, scanning checks,
cleaning the scanner, etc., refer to the Panini scanner chapter(s) at the end of this User Manual.
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Select the Item Type (Batch Mode)

After all of the checks in the batch have been scanned, the operator must choose the item type for each check.
Just beneath the ‘Person:’ choice at the right side of the screen is the option to choose ‘Item Type’. The
choices are ‘Personal’ or ‘Non Personal’. (Figure 6.33.04) This indicates the type of item to be processed.
When the operator clicks on ‘Personal’, the POS data entry screen displays “Check:Personal”. If the operator
clicks ‘Non Personal’, the POS data entry screen displays, “Check: Non Personal”. The POS application can
process both personal and non personal checks in a single batch. The operator needs to make certain that they
are selecting the proper choices for each item. Presort the items by Personal and Non Personal, after sorting
by ALC+2 and processing method prior to scanning to avoid the pop-up message like the one displayed in
Figure 6.1.49. When the POS software is first installed, both item types are available by default. Using the
POS Configuration, authorized users can limit the item type to ‘Non Personal only’. When ‘Non Personal
Only’ is chosen in the POS configuration, the item type ‘Personal’ is no longer available for the operator to
choose on the POS data entry screen. This can be set up for Agencies who never process personal checks. For
more information, please refer to the POS Configuration section in the ‘Installation and Configuration’
chapter of this

User Manual.

I Paper Check Conversion Over the Counter: Point-Of-Sale [sharon b]

File Tools Help
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The operator should determine if the check is either a personal or a non-personal check. While most business
checks are typically larger in size, business checks can look the same as personal checks. The title of the
account owner should be the determining factor to decide if the check should be classified as personal or non
personal.
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Upon selecting the item type, if a personal check was detected due to the format of the MICR line, but the non
personal check box was selected on the POS screen, the following message appears (Figure 6.33.05):

Paper, Check Conwversion Over. the Counter: Point-Of-5ale @

Expected a Non Personal check but detected
a Personal check.

Would you like to process this item as a Non Personal
check?

.........................................

Figure 6.33.05

Select ‘No’ if the check should be processed as a personal check. The screen returns to the data entry screen
with the image of the check at the bottom. The operator should change the item type to ‘Personal’. Processing
can then continue with data input.

Select ‘Yes’ if the check should be processed as a non personal check. The screen returns to the data entry
screen with the image of the check at the bottom and allow the operator to continue processing the check as
non personal.

Also, if a non personal check was detected due to the format of the MICR line, but the personal check box
was selected on the POS screen prior to the scan, the message, “Expected a Personal check but detected a Non
Personal check. Would you like to process the item as a Personal check:” appears.

Select ‘No’ if the check should be processed as a non personal check. The screen returns to the data entry
screen with the image of the check at the bottom. The operator should change the item type to “non personal’.
Processing can then continue with data input.

Select ‘Yes’ if the check should be processed as a personal check. The screen returns to the data entry screen
with the image of the check at the bottom and allow the operator to continue processing the check as
personal.

Note: The message displayed in Figure 6.33.05 appears for certain Money Orders due to MICR number
Jformatting of the check if ‘personal check’ is selected on the data entry screen. ‘Yes’ must be chosen for
those items each time.

The image of the first check that was scanned appears on the lower portion of the screen. Data entry can now
begin. If the image is not legible, click ‘Cancel’. The check can be re-scanned and added to the current batch
after all of the data input has been completed.

Note: When canceling a check in the batch mode, a ‘Cancel Batch Mode’ window appears as displayed
below in Figure 6.33.06. To cancel the current item only, click ‘No. To cancel the current item and all
remaining items, click ‘Yes’.
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x|
@ Cancel Batch Mode

Click ves to cancel the current and all remaining items.
Click no to cancel the current item.

Figure 6.33.06

Note: It is vitally important that the check be fully visible and legible. The image that is on the screen is
the image that is submitted to the payor bank for collection. The image is also stored in the archives for
future retrieval purposes once the check is returned to the customer or destroyed. If we are unable to
collect on the Agency’s behalf with the image that has been submitted, the debit reverts back to the Agency
and collection becomes the Agency’s responsibility.

Type the Unique Check Data
1. The cursor is active on the ‘Check Amount’ field. Type the amount of the check and press ‘Enter’.

Note: Only numbers need input. For example, entering in 1290 would equal $12.90, and 56321 would be
equal to $563.21. The maximum dollar amount that can be keyed into the POS data entry screen is
99,999,999.99. The minimum amount is .01.

Note: Be sure to verify the check dollar amount input into the POS to the actual check. If an incorrect
amount is entered, an authorized user can sign on to Batch Manager and alter the check amount.

2. The cursor is then active in the first agency specific (configurable) field in which the operator may key
data. The operator should complete all fields using information submitted with the check, i.e. bill, form
number, period being paid, etc. to facilitate the agency’s internal processing. Transactions may include up
to 24 Agency-defined configurable fields.

Note: Since configuration field requirements are established by each Agency, minimum/maximum
requirements may exist for certain fields. If the operator does not satisfy those minimum/maximum field
requirements, an error message is displayed in the middle of the screen as displayed in Figure 6.33.07, and
corrections must be made to the field before the POS accepts the transaction. In the example below, the
pattern for SSN is XXX-XX-XXXX.
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Figure 6.33.07

3. Once the operator has corrected the error condition displayed above, press ‘Enter’.

4. The bottom of the screen displays ‘Complete’ and the second check that was scanned appears on the
screen. The middle of the screen displays ‘Keying item 2 of N”, with ‘N’ signifying the total number of
checks that were placed in the scanner’s hopper.

5. Repeat steps 6 through 9 until all of the scanned checks have been keyed. The bottom of the screen
displays the message, ‘Please press enter to begin. If more checks need to be scanned, the operator can
insert the checks into the Panini hopper and continue.

6. Each check that is processed may be hand stamped with ‘Electronically processed’ after the check has
been scanned and the transaction is complete. Checks processed in the Person-not-present mode must be
destroyed within14 days, according to the Agency Participation Agreement.
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Correcting the Codeline (MICR line)

If the scanner detects a problem with the MICR data, i.e., certain or all characters could not be read by the
scanner, the operator is prompted to correct the codeline. The following is an example of the message that
appears when the codeline needs to be corrected: (Figure 6.34).

CIITUR. I ©0 3SULIA]R
Ameount: m
Paper Check Conversion Over the Counter: Point-0f-5ale @
A check processing error has occurred.
Entar Dat
s— [Reason: Reject characters detected]
Would you like to correct the codeline?
e e e amm———————————————d [ I Bs ReScan ‘ Cancel ‘
A kA
PAY 14) THE: | $ 100.00
CQRDLR O
I:Dl.il.D?.EiDl.._.._.._.._._.-- P 00000 0000
Figure 6.34

When faced with a Codeline error message the user can elect to:

Click “Yes’ to correct the codeline,

Click ‘ReScan’ to rescan the check. This option would be used if the check was skewed or inserted upside
down.

Click ‘Cancel’ to completely cancel the transaction. The system returns to the main POS screen .

To correct the codeline:

Click “Yes’ . Only authorized users can perform a codeline correction. The system may prompt for
authorization. A user with codeline correction access needs to key in their login and password before
the system allows the procedure to continue. Once authorization has been verified by the system, a
message similar to the one pictured in Figure 6.35 appears.
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Figure 6.35

In the example above, the system has rejected several characters that the scanner could not read. The line of
characters at the bottom of the screen needs to be compared with the source document. The unreadable
characters are represented with question marks on the bottom line. By default, only the rejected characters can
be corrected. If, when compared to the source document, the user agrees that only two characters need to be
typed, the user can simply type the numbers as they should appear. The field is protected to allow only those
characters represented by a question mark to be overwritten. If, however, the user needs to correct more in the
codeline than the system has detected, click to uncheck the ‘Correct rejects only’ box at the lower right of the
window. This allows additional characters to be inserted or overwritten, or extra characters to be deleted.

To overwrite characters — press the ‘insert’ key on the keyboard until the lower left of the window says
‘Overwrite’ (circled in Figure 6.35). Click to highlight the character to be overwritten and type the new
character.

To delete characters — press the ‘insert” key on the keyboard until the lower left of the window says
‘Overwrite’ (circled in Figure 6.35). Click to highlight the character to be deleted and press the delete key on
the keyboard.

To insert a character - press the ‘insert’ key on the keyboard until the lower left of the window says ‘Insert’
(where circled in Figure 6.35). click to place the cursor in the correct position within the MICR line and type
the character to be inserted. If another character needs to be inserted elsewhere in the MIRC line, click to
place the cursor where the character should be inserted, or use the arrow keys on the keyboard to position the
cursor then type the character to be inserted.

When all changes have been completed, click the ‘OK’ button. The system returns to the main POS screen
with the word ‘Complete’ at the bottom of the screen.

Note: Caution should be used whenever a codeline correction is needed. The alpha characters within the
line should not be overwritten as they represent delineation within the codeline. Mistyping of characters
could result in debiting the wrong financial institution and/or customer’s account, or the wrong dollar
amount.

Document Version 1.0
Dated 01/2009

Daily Processing 72



PCC OTC User Manual

MICR Code Description

On occasion, some items are printed with a security feature that prevents the POS from reading the entire
MICR line. When this occurs, the entire MICR line is represented by question marks and needs to be typed.
The information in the next several sections should assist the operator with understanding how to read the
MICR line for various types of checks and how to key in an entire MICR line.

Figure 6.36 illustrates an example of the bottom of a check, known as the MICR line, and what the
numbers represent. This is just a representation — the order of the placement of the routing number,
account number and check number in a MICR line can vary.

Routing Murnber ACcount Murmber Check Nurmber

#0 269LA?AI: I9aL37a P390 a2

Figure 6.36

Figure 6.37 illustrates what the symbols used within the MICR line represent.

Code and Description

Symbol

T n Beginning or ending of a transit number, also known as a Routing number or ABA number.

o T The On-Us field contains the account number and may also contain a serial number and
transaction code.

A . Displays the amount of an amount-encoded check. PCC OTC checks do not need to be
encoded with the amount.

p Dash separates the values of the other fields.

Figure 6.37
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Personal Check MICR Description

Figure 6.38 represents a standard personal check and the MIRC line description. If this entire MICR line
needed to be keyed into the POS because it could not be read, it would be typed as:

T091900533T 0239 D0650D 20 108

Joe Smith

1;3 N;nr:th Pore, [jaitég% 12' EG Ll HASTOT WY
Claveland, OH 44101 DATE

PAY TO THE é@ﬂﬂ\ Smith | $ 30080

CIKDER OF

Thhee hacrdhed dellond and $0/100

National Bank ccout Nunber <

@(’Transit} Mumber R

I Dq 18005 ];IlI L E}l'-ln ECD.. Zi* 108

\ **Dash svinhols-D

B =

EGOTIABLE

*Transit syvmbols-T

on-us syinhol-O

*Represented as a code “T7 in the MICR line correction
*#+Represetited as a code "D’ in the MICE line cotrection
#++Represented as a code “07 in the MICE line cotrection
Figure 6.38
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Non-Personal Check MICR Description

Figure 6.39 represents a standard non-personal check and the MIRC line description. If this entire MICR line
needed to be keyed into the POS because it could not be read, it would be typed as:

00396330 T026002574T 050 D03889D 30

ABCMICRE Company

P.0O. Box 123 TRITEV FoeT)
Cleweland, OH 44101
PAY October 12 2 OB
) i
TOTHE :
ORDTR OT WY¥Z Caorporation | § 1,000.00

One Thousand Dollars and 00100 ;
AR G S s W F e T LAY

atinnal B n
w | / KVPLE - NOT NEGOTIABLE

*D3IGE33M 1202800257411 O50w038B In_

NS N —

*+Ty- ]
***gn-us symbols-O| | *Transit symbols-T

***on-us symhbol-O

**Diash symbolds-D

*Represented as a code “T7 in the MICR line correction
*+Represented az a code ‘D7 in the MICR line correction
*#+*Represented as a code “0° in the MICE line correction

Figure 6.39
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Duplicate Check Detected

While scanning checks, if a check is accidentally or intentionally scanned twice, the system recognizes the
duplicate and the following warning message appears: (Figure 6.40)

The POS detected duplicate checks within a current batch, or in any batch held in the Batch Manager on that
POS computer. A prompt appears requesting that the operator resolve the issue. Duplicate checks are
determined and detected if the MICR and the check amount match those of another check. The amount of
time that a batch is stored on the PC and available for duplicate detection is configurable. Please note that
duplicate check detection is PC specific. It cannot perform duplicate validation searches across other POS
PC’s, only on the PC at which the check is being scanned.

# Duplicate Check

& warning: Duplicate check detected

Current Check
' BatchlD {CD404093-0676-443C-90 CE-D322CE SE 3870}
g Bank Murnber 041203524
T _— A Accaunt Mumber SEO0024184
AR — — it R 2t L Check Number 933186
- T S Check Amount $26.00
SAMPLE - H3T NEGOTIABLE |
"TATAE T GUL PN T TR HLENC 1 W FLJLINDRSE08
Duplicate Check
BatchlD {CD404D93-0675-449C-90 CE-D 322CE BE3870}
et Batch Cantral Tatal $£0.00
Do _  u Batch Contral Count 0
i L i Batch Create Date 12/06/2006 14:25:47
Check Capture Date 12/06/2006 14:25:47
SAMPLE - NOT HEGOTIAELE
PUILAGE S OLL A3 ALERE0CT N dkle SEORIFN AR
Accept ‘ Edit MICR ‘ LCancel

Figure 6.40

The user has a number of options that can be followed.

If the check was accidentally duplicated in error, simply click the ‘Cancel’ button. The screen returns to the
Main POS screen. Click on the ‘Cancel’ button on the right side of the screen. The message, “Cancel
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transaction. Are you sure?” Click the ‘Yes’ button. The screen returns to the point where the user can press
Enter to scan another check.

If the MICR line was misread by the scanner leading the system to believe that the check is a duplicate, it can
be edited. To determine if the MICR line was misread, compare the two images in the window. The top
image depicts the current check, and the bottom image depicts the most recently scanned check that is being
deemed a duplicate by the system. Also compare the MICR line on the bottom check with the source
document. If it has been determined to be a misread of the MICR line that needs to be corrected, click the
‘Edit MICR’ button at the bottom of the window. The following window appears (Figure 6.41)

o o

L0331 237300LOL 2 49945070 ¢ *00000 1 00aa,”

T043312373T040421994900702 AO0000010000A

Uze arrow keys bo move curgor

Ok Cancel

Ovenwrite

Figure 6.41

The cursor is at the end of the line on the bottom. That is the editable line. (See the ‘Correcting the Codeline
(MICR line’ section of this chapter for complete details on how to edit a codeline.) A compare of what was
read by the scanner is displayed in the top line. Click on the number(s) that need to be edited and type the
corrected number. Accuracy is of the utmost importance. Double check to make sure that the correct
numbers are being typed and that extra numbers are not left behind. When finished, click the ‘OK” button.

The POS Data entry screen appears for the user to type the dollar amount and configuration fields to complete
the transaction.

The last option is to accept the check as it is and continue processing. This is done by clicking on the
‘Accept’ button.
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Image Quality

Image quality tests are performed on each check, as soon as the check is captured and the image is available.
If a check passes the image quality tests, item processing continues. If the check fails the image quality tests,

the following message is displayed: (Figure 6.42)

‘' Image Quality

& Warning: Image Quality Failed

Bank Mumber 041200555
Account Mumber 1174
TR = Ch =) LA [NN Rk P

TR
LR UF k-]

< tetric: ‘Image Too Light' Threzhold; 'Black pisel percentage’
[ BT

Feazon: 274.2546 iz legs than 309
-
\ /

SAMPLE - NOT NEGOTIABLE

wDZA0C TR 7 ai0%a ;00552 LL17Le

The window on the bottom right (circled) offers the reason for the image failure. When prompted with an
‘Image Quality Failed’ message, the user can:

Figure 6.42

Click the ‘Accept’ button to accept the check as-is and continue processing. Caution should be used
whenever choosing this option — see the box below.

Note: It is vitally important that the check be fully visible and legible. The image that is on the screen is
the image that is submitted to the payor bank for collection. It is also stored in the archives for future
retrieval purposes once the check is returned to the customer or destroyed. If we are unable to collect on
the Agency’s behalf with the image that has been submitted, the debit reverts back to the Agency and

collection becomes the Agency’s responsibility.

Click the “Cancel’ button to cancel the transaction.
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How to Cancel a Check

At any point during the processing of an item, the transaction can be cancelled prior to pressing the ENTER
key to process the transaction. Checks are cancelled after a check or checks have been scanned and data entry
is about to take place for that item. Just prior to pressing Enter, click the ‘Cancel’ button, as displayed in
Figure 6.43. The system prompts with the message, “Cancel transaction. Are you sure?” Click the ‘Yes’
button to cancel the item.

Q Paper Check Conversion Over. the Counter: Point-Of-Sale [sharon b]

Help
i SINGLE CHECK. MODE
Location-
User: sharon b |
test1 02
Person: Back Office Poeesiha ere:
&
&
Check: Non Personal ¢
Item Type
Amount: ’m— " Personal  Non Personal
SSM: |
N
Enter Data
Test Agency 3 N 317(2003 2107 4 T
LOCKBOX iy P e—
Cransumer ( >
1 Canfig Ficlds D 372002 LCancel
ALC 1000846901 — R ——
el
%I?DYI'H E 2,107 00
ORDER oF 15t Checks 52
TWO-THOUSAND ONE-HUNDRED-SEVEN AND J0/{00* = * 24 #anvasaaveshbnaavaribsatatanraneer DOLLARS
SIGNATURE NOT REQUIRED
Your deposilar has authonzed this payment 1o payee
Fayee to hatd you harmless for paymeni of this degument
Test Checks Thus documant shall b depasited anly to the credit of payea, Close
123 Main Straat arid ab of end Itz gL d by payes's bank
Claveland, OH
555 555-5555 A THORIZED SHINATURE
nOLE- waswwa 20 Jre 2107
Image Capture Complete 6 1041242007

Figure 6.43

If the check has already been assigned a transaction number (found at the bottom of the screen) it has been
entered into a batch, and can no longer be cancelled by using the ‘Cancel’ button. Instead, a void would need
to be performed. Please refer to the “Void an Item’ section in this chapter of the User Manual.
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Print Receipt

In order to use this function, receipts need to be set up for the Agency similar to the data entry screens.
If an Agency is interested in using the receipt functionality, 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. An example of the receipt layout needs to be provided
for configuration purposes. The receipt functionality must also be activated within the SAT
configuration settings. For complete information, see the SAT chapter, Configuration Settings section
of this User Manual.

A receipt can be printed on the POS then handed to or mailed to the customer. It must be printed prior to
closing the batch.

During the transaction, the operator can print the receipt by clicking the ‘Receipt’ button prior to pressing the
‘Enter’ key to begin the next transaction. A receipt can only be printed at the end of the transaction, prior to
scanning the next item. If the operator inadvertently begins the next transaction without printing the receipt, it
can still be printed from the ‘Batch List’, Show Items’ option. For details on how to use this function, refer to
the Print Receipt using the Show Items option section of this chapter.

To print a receipt in single mode:

Scan the check and input the pertinent details.

Scan the back of the check (if using an EC50001 or EC60001 scanner)

The bottom of the screen says, “Please press enter to begin”. Do not press Enter.
Click the ‘Receipt’ button (Figure 6.44)

e s

Document Version 1.0
Dated 01/2009

Daily Processing 80



PCC OTC User Manual

‘& Paper Check Conversion Over, the Counter: Point-0f Sale [sharon b]

Help

-~ SINGLE CHECK MODE
Location -
User: sharon b i
Person: Back Office Ty
& 7
= I JotF
Check: Non Personal & i
| Item Type
Amount |4.00 € Poarcliee NanPeisor
S5M |aaE765432 o
Data entry is cornpletzl i
Batch List
Batch Close

View Log

Clear

Closge

Done Use Esc or Enter to clear the screen 1 10/1272007
Figure 6.44 ) . .
The system responds with, ‘Please wait’ and the receipt is printed to the default POS printer.

To print a receipt in batch mode:

Scan all the checks in the batch and input the pertinent details.

The bottom of the screen says, “Please press enter to begin”. Do not press Enter.

Click the ‘Receipt’ button (See Figure 6.44.1)

The system responds with, ‘Please wait’ and the receipt is printed to the default POS printer.

o
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Paper Check Conversion Over. the Counter: Point-Of-Sale [sharon b]

Help
- BATCH MODE
Location-
User: sharon b testh'- UG |
PEI'SOH: BﬂCk Ofﬁce Processing Method -
l"" r
Check: Non Personal e
Itam Type
Ameovnt: 5,00 € Fersonal & :

SEM: |444587654

Yoid

Data entry is completel

Batch List

Batch Close

Yiew Log

Receipt

Clear

Close

Done Use Esc or Enter to clear the screen . 14 10/12f2007
Figure 6.44.1
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Print Receipt using Show Item

The ‘Show Item’ option allows the operator to view an item that has already been scanned into the system. It
also allows the operator to print a receipt for the customer. This option can be used in the event that there was
a problem with the receipt that was printed at the time the item was scanned.

To print the receipt using the ‘Show Item’ option:

1. From the main POS window click the ‘Batch List’ button.

2. The batch list window displays a single line that represents the batch. Click the * button to expand the
view of the batch to include all items.

3. Click to highlight the item for which the receipt is to be printed, then click the ‘Show Item’ button (Figure
6.45)

‘#' Batch Lists

Batch 1D Location Created On Item Count T otal Amount
- 1608751 43-4F16-4850-4634-6501EDS930C2} (0000789501 4/19/2006 11:25:45 A G $427.08 |
Itermn [ Location Check Type Cuztomer Status Arnoumnt IRM
£2|00007235M Perzonal Present Approved $221.00 (15091 77 70235800000401
Perzonal Preszent Approved $32.39| 15091 77 70235800000400
» S Perzonal Approved $43.69 I

53 (000072350 Personal Present Approved $15.00|15091 7770236800000334
58 (0000723501 Personal Present Approved $15.00 (15031 7770235800000333 | 4|
57 (0000723501 Personal Present Approved $100.00115091 7770236800000330
|+ | i |
<zl Count Amaunt H
Approved B $427.08
B T T 0 $0.00 I
S 15 e300 Show item ):teus B $427.08
e : | 55N 122-44-5555 I
Prnt ltem |||/ 203 |
SAMPLE - NOT NEGOTIABLE I serFieldod
Print Lists
ROLALO Y2 dbirouoaairLees FO000000LIBS.
Done

Figure 6.45
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The following window appears: (Figure 6.46)

-' Havigate [bems ™ s r:ﬂT,EII
. Ulser: sharon b - ::':1'.'-.'rl:rxn'n.'m~
Shabon
Customer: Present i b
DAHS/2006 125041 P
Check: Personal NOCAMEY
¥ Bk Wonds
aXI12373
sk, H b
133
Chmch Tyos
DATC N =i
1ok Z
|| pay 1o mHE 1§ TTIs00 s
URHLAR O
Hecepl
3 Dlase
SAMPLE - NOT NEGOTIABLE
I:rll MAE TWA VBSOS AT aSA R 1_-11|-|3 H'UDGUEHLEDD[’I
] [ [
Figure 6.46

The upper right section of the screen shows details that are pertinent to this item, the lower left displays the
image of the check, and the lower right of the screen allows the operator to scroll through all items one at a
time using the ‘Previous’ and ‘Next’ buttons (Figure 6.46). The left/right arrows button to the left of the
‘Close’ button are used to switch the view from the front to the back of the check, and the ‘Close’ button
closes the window and returns to the batch list window.

Note: The image of the check can be resized by hovering the cursor over the area shown in Figure 6.32.1
until the double arrow cursor 1 appears. Click and drag up or down to resize the image.

4. To print the receipt, click the ‘Receipt’ button.

A preview of the receipt appears on the screen allowing the operator to view, zoom, page, and print (Figure
6.47). Maximize the size of the screen by clicking on the &=l maximize button. To print the receipt, click the

printer icon button @ at the upper left of the window, or click ‘File’, ‘Print’ from the menu at the top of the
screen. Using the print dialog box, the operator can choose specific settings for the pages, or choose an
alternate printer.
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File View Help

IR R

foom |75 -

User: kimberlee

Person: Present
Check: Personal

Amount 1268.00

IRN: 1402187002121000004 45
Bank Moc Z.._....J8
Check No.: 1170
Accounmt No. ~ ¢
Date Time: 09 - 22 - 2005 12:43:28

Figure 6.47

5. When finished, click the *X” at the upper right of the preview window.

6. Click the ‘Close’ button to close the ‘Show Item’ window. This returns the screen to the Batch List
Window.

7. Click ‘Done’ to close the Batch List Window.
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Void an Item

Transactions may need to be voided for various reasons. As long as the batch has not been closed, items
within a batch can be voided. This can be done either in the POS or Batch Manager. For information on using
Batch Manager to void an item, please refer to the Batch Manager chapter of this User Manual. The void
feature can be initiated by the operator; however, supervisory users may need to approve or complete the
transaction with a description on why the item was voided.

Note: In order to void the completed transaction, the check writer must provide the operator with the
physical check that was scanned.

To void a check:

1. Click the ‘Void’ button from the main POS screen. A ‘Void Item’ window appears (Figure 6.48).
2. Click the “+’ on the left side (circled) to expand the view and see all details of the items within the
batch (Figure 6.49)

Batch ID Location Created On Item Count Tatal Amount
3705 P

l4] 2
Count Arnount]
Approved 4 $467.66
“oid 0 $0.00
Totals 4 $487.88
Done
Figure 6.48
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& Void Item =3
Batch ID Location Created On Itern Count Total Amaount
= {90DAFD 00-54FF-431C-9FB1-651ECIOFS020} | 0000739501 4/18/2006 12:37:05 PM 4 $487.88 |
Item |01 Location Check Type Customer Status Amaunt IRH
55 (0000739501 Mon Personal Mot Prezent Approved $45.56|150317770235800000378
530000729501 Mon Perzonal Mot Prezent Approved $25.0011509177702 35800000374
52000073950 Mon Personal Mot Prezent Approved $26.15|15091 77 7023580000037 3
4] | i |
2] Count Amaount
J— Approved 4 $487.88
At - i 0 $0.00
o Iy aereg,
P b Totals 4 $487.88
S5M 111-55-5555
SAKPLE - NOT NEGOTIAREE UserField02
UserFieldd3
FILLAOL Y 1z L ' SACORN3ELLT. UserFieldd4
Void
Done

Figure 6.49

3. Click to highlight the item that needs to be voided then click the ‘Void’ button at the bottom of the
window. A confirmation window appears asking, ‘Are you sure?’ (Figure 6.50)

Paper. Check Conversion Over the Counter: Point-Of-Sale E|

2y VOID item [140604700222200000130].

Are you sure?

Figure 6.50

4. 1If ‘Yes’ is selected, an authorized user’s login and password may be required to approve the void.
The authorized user is prompted to enter comments regarding the void request. Key in the void
comments and click the ‘Ok’ button. (Figure 6.51) The comment that is typed into the window also
appears in the audit log.
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Paper Check Conversion (Over the Counter: Point-Of-Sale

\'p You must enter comments concerning the void
request.

TMlore Information Heeded .

Dk Cancel

Figure 6.51

5. A confirmation window appears stating the “Void’ process was successful. (Figure 6.52)

Paper Check Conversion Over the Counter: Point-OF-5ale x|

VOID item [140218700212100000480].

Successful

LN

Fi:gure 6.52

Once the item is voided it continues to be displayed in both the Batch list and Batch close screens
marked with a status ‘Void’ (Figure 6.53) until that batch has been closed and transmitted. If funds have
already been given to a customer, the funds must be returned to the operator when a check is voided.
The operator must stamp or write on the physical check with ‘VOID: Non-negotiated item’. The
operator can return the check to the person.

6. Click ‘OK’. The screen returns to the Void Item window. When finished voiding all items, click
‘Done’ to return to the Main POS screen.
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Location Created On Item Count Total Amont I
=+ » i 350 12370 $36.7 ‘
Item D Laocation Check Type Customer Statuz Amount IRM :
55| 0000789501 Maon Persanal Mat Present Approved $45.56 15031 7770235200000373 ‘
54 (0000729501 Mon Personal Mot Fresent Woid $391.17 | 15091 7770235800000375
53(0000789501 MNon Personal Nat Present P $25.00 {15031 777023580000037 4
520000789501 Man Perzanal Mat Present Approved $26.15 (15031 777023520000037 3
[« o
L — Count Amount
Approved 3 B.71
[/ oid 1 517
‘WS 3 $96.71
Print Lists
Done
Figure 6.53

Alternate Flow:
Going back to step 5 in the void item process, if ‘No’ is selected at the ‘Are you sure?” prompt to void
the item, the window closes and returns to the ‘Void Item’ window.
When finished, click ‘Done’ to close the Void window and return to the Main POS screen.

Voiding a check results in an event noted in the activity log, indicating that a particular check has been voided.
Voided items are not transmitted to the Central Image Retrieval Archive (CIRA) for long-term storage. Only
approved items are transmitted.

Document Version 1.0
Dated 01/2009

Daily Processing 89



PCC OTC User Manual

How to View & Print a Batch List and Batch Items

A Batch List consists of all transactions that have been processed by the POS, but not yet sent to ELVIS for
processing. The printing of a batch list is part of the batch close procedure. During Batch close, the system
prompts to make certain that the user acknowledges the printout of the batch list, but it cannot force the user to
print the batch. Be aware that a batch list printout is no longer an available option once the batch has been
closed. The batch close process collects the information for all transactions and transmits them to ELVIS for
processing. The batch list must be printed prior to or during the Batch Close process.

To view a current ‘Batch List’ click the ‘Batch List’ button from the Main POS Window. To view all items
within the batch, click the ‘+” button (circled) (Figure 6.54) on the left side of the screen to expand the view as
displayed in Figure 6.55).

Batch 1D Location Created On Iterm Count Tatal Amount
+ 4/418/2006 12:37:05 P 3

Kl O

Count Armount
Approved 3 $96.71
oid 1 $391.17
Totals 3 $96.71

Print Lists
Done
Figure 6.54
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The Batch list allows a user to scroll through and view each item by clicking to highlight the item. (Figure
6.55) An authorized user may view the batch list at any time prior to Batch close.

Note: If changes need to be made to the dollar amount or any of the configurable fields, this can be done
using Batch Manager prior to transmitting the batch. For more information, please see the Batch
Manager chapter of this User Manual.

Batch (D Location Created On Itemn Cant Total Amaunt
=] {30DBFDO0-B84FF-481C-3FB1-E51ECI0FR020} | 00007B9501 4/18/2008 12 37.05 P 3 $96.71 |
Iterm 1D Location Check Type Custarner Status Amalnt IRM

MHon Personal Mot Present Approved $45 5B (15031 7770235300000378
; i $391.17 15091 5
Maon Personal Mit Present Approved $25.00 (15091 777023580000037 4
520000789501 Mon Personal Mot Present Approved $26.16 (15031 7770235800000373

|41 | |
J g Count Amaunt
J— Approved 3 $36.71
LAY - oid 1 $391.17
e 1 erngyy
o b Show Item | [TOlS 3 $96.71
S5M 111-65-5555
SAMPLE - NOT NEGDTIARLE - UserField02
Print lRem || | o Fieidn3
FILLAOL L (503 420 4 R SARACNSALLT | zerField0d
Print Lists
Done
Figure 6.55

Note: When the Back Office processing method is used on the data entry screen, the item displays ‘Back
Office’ in the ‘Customer’ column on the Batch List (Figure 6.55.1)
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%! Batch Lists
Batch 1D Location Created On Item Count | Total Amaunt
=W S {(CFaC01E-CRO: 29 £2.00
~ ltem 1D ~ Leeation Check Type ~ Customer b Status | Amount | IRM g
28300000102 Mon Personal Back Office Fpproved $2.00(15031 ???D2SEBDDDDDBD2I
WA, e
[+] >
Count Armount |
Approved 1 $2.00
\oid 0 $0.00 |
Totals 1 $2.00 |
Print Lists |
Done |
Figure 6.55.1

Columns within the batch list can be sorted by clicking the preferred column heading. Sorting by the IRN
places the items in the order they were input. When the column heading is clicked, an up arrow appears in the
column (Figure 6.56) indicating the sort is ascending. Clicking again changes the arrow to the down position
which indicates that the sort order is descending (Figure 6.57).

.-’-'-.mu::unt( )
$25T00( 18

$26.15|18

$45.56|15
£391.17 15 $25.00015
Figure 6.56 Figure 6.57

At the bottom of the Batch List screen is a summary box just to the right of the check image. This box
contains the following information:
Approved — The number and dollar amount of successful check transactions within the batc.h
Void — The number and dollar amount of voided items within the batch.
Totals — Total ‘approved’ count and dollar amount.

Users can print a selected item by clicking on the ‘Print Item’ button or the entire list of items in the batch by
clicking on the ‘Print Lists’ button.
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To print an item, click to highlight the item, then click the ‘Print Item’ button. A preview window appears
which allows the user to view, zoom, page scroll, search text, and print the item using the buttons at the top of
the page (Figure 6.58).

(& Keport Preview =TT

Fie  Wiew
@ a Yy E | 11 oS W - e X
F‘um]
-~
ltem Detail
Batch : |SD0&FDOD- B4F F-4B1C- BF B 1-651EC90F 5020
Diate: D41BIZ006 1.53.29 FW
Primtad E,; sharon b
BLC: M DOTERE0T
Person: Hal Present
HEY - [Sfatus’ [Alpgroved, [Violg [T]ype [Plersonal, M jorfersanel
8 L | IR Date Tima Bank No Account Mo, | Check o Amauni Configurable Fee
il {5061 TTTOZ 458000003 TS DArEIZ00E 17 40 20 Pi i 1 I | ] 124 HERE LT R §381 4T B8N 111-55.5555
UlgarF gl }
(AT ik
LisarFea 004
) |
Framt of Check Back of Check
Ll
ATy [ 11
o)
Y ———— e oI el s B
- 1§ w7 T
BLARY
SamStF . 0T NEGOTIABLE
* COLLI0SA MG r SOD00DIREATS
v
€ *
Figure 6.58

To print the item, select the printer icon @ at the top left corner. Once complete, the application returns to
the ‘Batch List” window.

To print the Batch List click ‘Print Lists’ button from the Batch List window. A preview window appears
which allows the user to view, zoom, page scroll, search text, or print the Batch List using the buttons at the
top of the page. (Figure 6.59)
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ate
Batch : {COA0ADS3-06TE-4A9C-8DCB-DI22CEREIRTD)
Date: 126/2006 116 33PM
Printed By: sharon b

popoTERS0Y

Person: Mol Presen|

EEY - [SRetur: [Appoved. (Vioid: [Tivpe: [Flesanal (MjoaF ersonai

g1 IRM Doale Tirme Bank Mo, | Account Mo Chieck Mo A rn o il Caonfigurakde Fisds
st e e R - - I " .
| | 1509177 roz3se00000508 | 1 Herz008 220 18PW |04 e |78 'l 1500 §28.00
Suils Toral: Coanit: a B ouami: fo.0n
Person: Prasent

KEY < [SMatus: (Wlppawed. Mok [Tivpe: [Flemanal [N]osP srconal

] :T IRM Doale Time Bank Mo | Arcount Ma Cherk Mo, A o Configurabile Fledds
A M| 1509177 FO235000000504 | 1 D600 225 4TPM | Dai_____b | 1A B33186 $34.00
A | N | 15081TTTO2I5800000503 | 1 H6F2006 2:2540PW o ‘a | 960 5 DYGB4EE TG §400.00
Sub Total: Count; 2 Amount: 42500
BLC Totak Coampt; 2 A ount: $425.00
Giand Total: Coinink: 2 B aiami: 142500 -
€ »
e maL.R——I—=—S; e
Figure 6.59

Batches consist of only one POS operator, but may contain more than one ALC+2 and processing mode.
ALCH2’s are separated on the batch list. A total count and dollar amount appears on the bottom of the last
page of the batch list. Voided items are also listed separately.

Note: Amounts over 1 million are displayed as hash totals (#####) See Figure 6.59.1. The correct totals
are displayed if the batch list is exported. For details on how to export the batch list, please see the ‘Export
the Batch List’ section of this chapter.
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%' Report Preview

File  Wiew
e » oM 1z = g [or ~ BusinessObjects I
Preview]
=
Batch List
Batch: {0CF9CDI1E-CFOA-4EAC-ABE9-4AF4B9B05TET}
Date: 11/5/2007 1:56:32FPM
Printed By: sharon b
ALC: 300000102
Person: Back Office
KEY - [S]tatus: [A]pproved, [M]oid; [Tlype: [Plersonal, [N]onP ersonal
S| T IRN Crate Time Bank Mo Account Mo. Check Mo, Armount Configurable Fields
Al M 180917770235800000605 (11502007 1:52:37PM 0421014569 | 200108 2108 FHERI SEM ;233445566
W M| 150917770235800000604 ( 11/5/2007 1:50:30F N 0421014669 | 200108 2108 $0.01 SSMN : 234556677
Al MW [ 140504700222200000271 (1030/2007 9:38:4T7AM [ 041202540 | 100009 1009 §1.00 SSN : 899765432
Al M| 150917770235800000602 ( 10/29/2007 8:37:59AM [ 042101568 | 200109 2108 §2.00 S5 : BBETTEA43
Sub Total: Count: 3 Amount: $2,000,003.00
ALC Total: Count: 3 Amount: $2,000,003.00
Grand Total: Count: 3 Amount: $2,000.003.00
¥
< | >
Figure 6.59.1

To print the ‘Batch List’, select the printer icon at the top left corner. Once complete, the application

returns to the ‘Batch List” window.

Click ‘Done’ when finished.

Refer to Appendix A — Sample Reports, for more information on Batch List.

Export the Batch List

1. The batch list can be exported to a folder on the hard drive, the LAN or to an external device such as a

jump drive. To export the batch list, click on the ‘export’ icon

from the upper left of the Batch List

Report Preview Screen. The following window appears (Figure 6.59.2).
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Format:

|@ Aadobe Acrobat (POF) :_j

Destination: Cancel

0

| = pisk file

Figure 6.59.2

2. Click the down arrow in the ‘format’ field and choose a format. Examples include .pdf, xIs, rtf. Leave the
‘Destination’ field as ‘Disk file” and click ‘OK”.

3. Choose a page range of one or more pages, or click ‘All’ for all pages, then click ‘OK’.

4. Click the down arrow in the ‘Save in’ field and navigate to either the folder or the drive specification
where you wish to save the file.

5. Type a file name in the ‘File Name’ field and click ‘Save’. The file can now be opened in the appropriate
application. Below is an example of a batch list report saved as a .pdf (Figure 6.59.3).

& batch list. pdf - Adobe Reader
File Edit Yiew Document Tools Window Help *

B¢ ool G R T

Batch List

Batch : {0CFICD1E-CFOA-4EAC-AGDI-4AF430B05TE1}

i
&
(o)

Date: 11/5/2007 1:5€:36PM

Printed By: sharmn b

ALC: 8300000102

Parson: Back Ofkce
KEY - [Sfialus: [Alpproved, Msle: [Typs: [Flersonal [NjonPersonal

5|7 Dale Time Bark Mo Account No. Cneck No. Amaunt Flalds
AN 117572007 1:5237PM 569 108 2108 $2,000,000.00 SSN:23 5
N 11752007 1:50:20PM €9 I 108 2108 §0.01 SSN:23
A | N | 140504700222200000271 1030/2007 3:33:47 40 I i) 1009 §1.00 SSN: 89
A | N | 150817770235800000602 10/29/2007 8:37:59AM 569 I 102 2108 s2.00 SSN:88 3
Sub Total: Count: 3 Amount: $2,000,003.00
ALC Total: Count: 3 Amount: $2,000,003.00
Grand Total: Count: 3 Amournt: $2,000,003.00

Figure 6.59.3
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Batch Close

Very Important Note: THE OPERATOR MUST BALANCE BEFORE CLOSING A BATCH. Balance to
the list of transactions accepted for the day or since the last batch was closed. Each Agency has a variety of
transactions. We strongly recommend reconciling against the source documents if transactions are
payments. If the transactions are check cashing, balance the cash before the batch is closed.

The Batch Close process should be performed at either the end of a day, shift, or whenever a location desires.
Operators must balance their activity using the batch list before closing and transmitting their batch.

Closing a batch transmits checks to ELVIS for archiving and begin the electronic processing. Only items that
properly reflect processed transactions should be transmitted.

Note: When an operator closes and transmits a batch, only the batch owned by that operator is closed and
transmitted. Each operator is responsible to close and transmit their own batch(es). If an operator should
be called away prior to closing their batch, an authorized person can close that batch using the Batch
Manager module. For more information, refer to the Batch Manager chapter of this User Manual.

To Perform a Batch Close:

1. Click the ‘Batch Close’ button from the Main POS Window.

Note: If an operator logs out of the POS prior to closing their batch, they are prompted with the following
message upon logout (Figure 6.60).

‘#' Exiting Application
Detected 1 item(s) in the current batch{es).
Location | Woid Count | Approved Count | Arnount |
Q000Fa95m 1] 1 $684.30
Are you sure? """""""" I Es """""""" Ho
Figure6.60

On the operator’s next sign in they are prompted with the following message (Figure 6.61) whenever there
are open items.
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‘# Starting Application

Detected 1 item(s) in the current batch{es).
Location ] Wioid Count 1 Approved Count ] Arnourt ]
Q000Fa35m 1] 1 $654.30
Would you like to continue? Yes Ho

Figure6.61

The user can click ‘Yes’ to continue with the batch and scan more items. Clicking ‘No’ allows the user to
close the batch. A prompt asks the user if they wish to close the batch. Click ‘OK’ to begin the batch close
process.

2. A ‘Batch List’ window appears (Figure 6.62). Click the “+’ button to show all of the items that have been
scanned into the POS computer for that batch (Figure 6.63). Clicking on each item in the upper window
displays that item’s image in the lower left portion of the window. The lower right side of the window
displays the item count and dollar amount of the approved and voided items as well as total count and
dollar amounts.

‘#' Close Batches

i Location Item Count | Total Amount i
[+ ’} H{CD40409 - ' 0 DO00789501 2464 ITAFPM 2 $425.00 ‘
[« y |

Count Arnount
Approved 2 $425.00 |

oid 1 $26.00
Totals 2 $425.00 |

Cloge All
Done
Figure6.62
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% Close Batches
] Batch ID Location Created On Itern Count Total Armount i
=5 L |
i Iter 1D [ Location I Check Type Cusztarner 1 Status ArnoLnt IRM |
13| 0000739501 MHan Perzonal MHat Pregent Woid $25.00 (15091 7770235200000506
120000789501 Man Personal Present Approved $25.00 (15051 7770235800000504
11 | 0000789501 Mon Personal Fresent Approved $400.00 {15031 777 0235300000503
[« ~
Count Arnount B
Approved 2 $425.00
Kis]ls) 1 $25.00 |
Totals 2 $425.00
Cloze All
Done
Figure6.63

3. Click the ‘Close All’ button at the bottom of the window to close the batch. The following prompt
appears: (Figure 6.64). The count in the window does not include the voided item.

Document Version 1.0
Dated 01/2009

Daily Processing 99



PCC OTC User Manual

¥ Close Batches

ltemlD | Location Check T_l,lp_e__l_ ~ Custamer Status Amount L
13| 0000783501 Mon Perzonal Mot Present Waid $25.00| 15091 7770235500000508
12| 0000789501 Maon Perzonal Fresent Approved $25.00 (150917 770235800000504 l
11| 0000789501 Mon Perzonal Prezent Approved $400.00 1503177 70235800000503 I
Paper, Check Conversion Over the Counter: Point-Of-Sale D_(|
Close batch{es). 2 item(s)
Are you sure?
] ‘_I ............................ - )_I
int Amount
Approved 2 $425.00
oid 1 $25.00
Totals 2 $425.00
Close All
Done
Figure6.64

4. Clicking ‘No’ returns the screen to the batch list window.

5. Clicking ‘Yes’ may return a Batch Control window if the configuration settings are set to balance the
batch at batch close. (Figure 6.65) If so, key in the Batch Control Total and Batch Control Count and
click the ‘OK” button. If a discrepancy is encountered, please refer to the ‘Batch Balancing Screen’
section earlier in this chapter.
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Batch D Location | dOn | ltem Count | Total Amount | ‘
~ ltemID I Location | CheckTppe | Customer | Status Amount I IRMN il
| 13| 0000739501 MNaon Perzonal Mat Present Yoid $26.00 (150917 770235800000506
12| 0000729501 Mon Perzonal Present Approved $25.00 (15091 7770235800000504 !
11 | 0000739501 Mon Perzonal Frezent Approved $400.00 | 15091 7770235800000503
%' Batch Control
- Location |
/0000783501
testll |
Batch Control Total: £0.00 |
| 4] Batch Control Count: 0 a |
Count Amount)
0Ok Cancel proved 2 $425.00 |
i 1 $25.00
Totals 2 $425.00
Close All
Done
Figure6.65

6. A preview window appears in which the user can view, zoom, page scroll, and print the Batch List by
using the buttons at the top of the screen. (Figure 6.66). The batch list must be printed at this time. To

print, click on the printer icon button
menu at the top of the screen. The operator can also click “File’, ‘Print Setup’ to choose specific settings
for the pages, or to choose an alternate printer. A ‘Print’ dialog window appears displaying the default

printer and various other settings. Click the ‘Print’ button.

at the upper left of the screen, or click ‘File’, ‘Print’ from the
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R B p o[ | fE W5 M - e
Pagvamsy
-~
Bateh List
Batch : (CO40ADG3-06TE-4A9C-80CE-DIZICEREIETD)
Date: 120672006 3:96:33FM
Printed By: sharon b
popoTEasn
Persan: Nt P reseni
KETY - [SRatus . [Rlpprawed, V]eid; [Tiype [Flersanal NjosF erponal
BT IRN Dl Tirme Bank Mo Arcounl Na Check Mo Ao il Caonfigurabie Fiedds
| | L & 200 F ' [ 2400
Sub Total: Conami: ] B ount: f0.00
P s Prasemn
KEY . |[SRatus: [R]pprowed. W]oid. [Tivpe [Fleranal [N]on® arsonal
BT IR Diale Time Bank o Account Mo Cherk Mo Amount Configurable Fields
AfH | 13081TTTO2ISA00000304 | 1 DGIZ006 2:254TPM | 0. ovee.d | 8 4 233186 $25.00
A|N|15081TTTO2I5800D00050] | 1 HE/2006 2:25:40PW (D4 _____ @ | BE______ ] DiGD4EEID s400000
Sub Total: Count; 2 Amount: 42500
ALC Totak Cownt; F] Amount; §425.00
tatand Total: C onkmt: 2 Amount: §425.00 i
4 ¥

Figure 6.66

7. Confirm that the Batch List was printed by clicking ‘Yes’ or ‘No’ to the prompt (Figure 6.67). If the user
clicks ‘No’, the screen returns to the Batch Close screen. Click ‘No” if the printout was not successful.
Click ‘Yes’ to confirm. Be certain before clicking the ‘Yes’ button that the printout was successful and
legible especially when using a network printer. Network printers may not be located in the immediate
area of the
POS computer and it is vitally important that the operator walks over to the network printer to review the
printout for accuracy and legibility prior to confirming with ‘Yes’ as there is not another opportunity to
obtain a printout of the Batch.

NOTE: The batch does not close unless the user acknowledges that the batch is printed. If the user
responds with ‘Yes’ even if the batch did not print, the batch closes and there is not a printed record of the
batch. If this happens, the batch list needs to be printed using Batch Manager. If the user experiences
difficulty in closing the batch, please refer to the Troubleshooting section.

Paper Check Conversion Over the Counter: Point-Of-Sale E|

@ Please confirm Batch List was Printed.

Continue?

Figure6.67
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The batch is transmitted to ELVIS. (Figure 6.68 & 6.69)

‘® Batch Upload

Transmitting batch{es)

Swnchronize with secondany storage was successful,
Task Batch Upload started.

Figure 6.68

i Batch Close

~ Transmit Batch
Mark batch as closed.
Transmitting batch {EFEDFBEA-87 78-4606-BORC-FRCA49294A354}
Session Opening..|

=

Cancel

Figure 6.69

Users should be certain that they receive their ‘batch acknowledgement’. The receipt of the ‘Batch
Acknowledgment’ ensures that the batch has been successfully processed and appears on the SF215 Deposit
Ticket Report. Batch Acknowledgments are displayed on the screen once the batch has been successfully
transmitted. (See Figure 6.70) Batch acknowledgments are usually received during the same batch
transmission but large batches may take longer to process. If the batch acknowledgment is not received, look

for it to come in with the next login to the POS.

B Batch Acknowledgement

]

—Acknowledging batch(es)

Task Batch Acknowledgement stared.

Complete: {BFAEFZFB-7A34-441A-84C7-EBERYBF163B7;
Acknowledge Batch was complate.

Flease Close to continue.

Cloze

Figure 6.70
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On successful completion the batch list is deleted. Click the ‘Close’ button.

If the agency utilizes the Check Verification Database, the LVD is defaulted to automatically update during
the batch close process. Once a batch has been closed successfully, the current session ends and the
application deletes expired LVD records and new LVD records are received. The user is prompted to login to
the POS to begin a new session, or cancel to exit the POS. The Login window appears automatically.

The inability to close a batch may be due to a variety of reasons, including connectivity problems. If an error
message is received, print or note the error message and refer to the Troubleshooting chapter of this User
Manual. The error message also displays on the activity log. Click ‘Done’.

Note: Currently, transactions received before 9:30 p.m. EST are reflected on the next day’s deposit SF215.
Batches should be closed and transmitted on the same business day on which the activity occurred in order
to reflect on the SF215. We recommend reviewing Batch Manager on each POS computer to check the
status of created batches. If batch statuses within Batch Manager show them to be successfully transmitted,
then the funds are included on the next day’s SF215 report.

Note: Checks processed after an unsuccessful ‘Batch Close’ are added to the current batch until the Batch
Close process is successfully completed (provided all batches have been entered by the same operator).
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Using the Yes/No Keypad

Use of the Yes/No keypad is optional. Agencies that have a large number of ‘Person (Customer) Present’
transactions may wish to utilize the keypad. The Y/N keypad enables the customer to see and confirm the
amount that has been keyed into the system on the keypad. The customer can confirm the amount by pressing
the ‘OK” key on the keypad, or cancel the transaction by pressing the ‘Cancel’ button on the keypad based on
the validity of the dollar amount. (See the ‘Installation and Configuration’ chapter of this User Manual for
instructions on activating/deactivating the Yes/No Keypad)

For Agencies using the optional Yes/No Keypad, the customer is requested to verify the dollar amount using
the Yes/No keypad. This is used only during a ‘Person (Customer) Present’ transaction in Single check mode.
After the check is scanned and check information is entered, the application bar on the bottom of the POS
screen indicates that customer validation is needed as circled in Figure 6.71. The dollar amount of the
transaction appears on the keypad’s screen for the customer to verify.

= [-&
Era-Th - |
inE2
3 T el
e - =y o
s L il Ty
e i Cow BEAI Bank Mo 041055
Srmy. FA 1Ty =
- Chack Mo-  114E
:.‘Il'rl'ld. W sz
L h op TEL Ay . ORI, . i
-m['-m; T AKO X100 B e e L Lt gl 5 Accownl B L
. i ALEMRES Dais Tema
[T HO~ ALY HES
Yo Wl e Bgrrire 3Tl
e an K1 prgramol Fialaranl
Ted Ageney & T ni bauiegciiid vy | VA TR T
ezl g el Wi AT RTS8 g ek Ep R
*F.Mﬂm* T T AR

5 (RE-5ELR

LOA Oy L3O0ESEN AaLD2er LLlG

Cusstimue validntion,

Figure 6.71

Wailing lor caeinmr

If the dollar amount is correct, the customer should be advised to press the green button marked ‘OK’ on the
keypad. The following message appears: (Figure 6.72)

Paper Check Conversion Ower the Counter: Point-Of-5ale

'"\i;) Customer Verification

Customer has confirmed the transaction.

.........................................

Figure 6.72

Click the ‘OK’ button in the POS window displayed above.
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If using an EC5000 or EC6000 scanner, the bottom of the screen displays, “Scan back of check”. Reinsert the
check into the scanner with the back of the check up. Once the back has been scanned the POS screen
displays the message, ‘Complete’, then ‘Please press enter to begin’. The system is ready for the next
transaction.

If using an EC7000 scanner, the bottom of the POS screen displays the message, ‘Complete’, then ‘Please
press enter to begin’. The system is ready for the next transaction.

If the dollar amount is incorrect, the customer should press the red ‘Cancel’ button on the keypad. The
following message appears on the POS screen (Figure 6.73)

Paper Check Conwversion Over the Counter: Point-Of-5ale

f'\fi.) Customer Verification

Customer has canceled the transaction.

Figure 6.73

Click the ‘OK” button in the POS window displayed above. The bottom of the POS screen displays the
message, ‘Complete’, then ‘Please press enter to begin’. The system is ready for the next transaction.

If the customer takes too long to respond the following message appears: (Figure 6.74)

Paper, Check Conversion Over the Counter: Point-Of-Sale FX]

@ There was no response from the keypad.

Would you like to cancel the transaction?

.........................................

Figure 6.74

Click ‘No’ to proceed, and give the customer more time to take action, or ‘Yes’ to cancel the transaction. The
screen returns with the message, “Please press enter to begin” and another check can be scanned

Note: The ‘OK’ and ‘Cancel’ buttons are the only two buttons on the Yes/No keypad that are enabled by
the POS application.
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Check Vertfication Process

If an Agency uses the LVD, there are three types of messages that can be received at the POS if an item has
been identified as a red flag item, i.e., item has been blocked, suspended, or denied.

A blocked record is typically created by placing a manual block on the record (An ‘Account Closed’ is a
blocked record. See Appendix B for a complete list of return codes). An authorized person at the Agency can
block a record for various reasons. One example would be to block an account number that is known to be
bad. The blocked message is displayed if the item matches all data as it was input on the blocked record. If the
block record is only input with the routing transit number and account number, then that record is only flagged
if the data matches. If the block record was input with only configurable field 1 data, then only configurable
field 1 must match for the record. If the block record input both pieces of information, then it must match all
combinations, i.e., routing transit and account along with configurable field 1.

The suspend or deny message is displayed if the item scanned matches the LVD information. This is either the
match of the combination of both the routing number and account number, or a match against the configurable
field 1 data.

Each location that uses the LVD sets their policies to use certain return codes with a defined number of days
within the suspension period. During that pre-determined period if the check writer attempts to cash a check,
a suspended message appears on the POS screen. A typical check cashing policy may mandate that the check
writer is suspended for 30 days upon their first offense and 60 days upon their second offense. During the
suspension period, they cannot cash a check at that location.

A denied item occurs when the check writer has exceeded all suspension periods. A typical suspension policy
may specify that the check writer is suspended as referenced in the paragraph above.

Note: The check cashing policies described above are only examples. Check cashing policies are set up
according to each Agency’s requirements. To request a report of how the Agency’s check cashing policy
has been setup, see the ‘Location Check Cashing Policy Report’ section of the ELVIS chapter of this
User Manual.

Also

For a more detailed description of the LVD, the MVD, and the Location Check Cashing Policy, please
refer to the ‘What is PCC OTC’ section of the ELVIS chapter of this User Manual.
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Blocked Item

If an agency utilizes the optional check verification database (LVD/MVD), the operator receives notification
if there is a problem on the account or with the agency’s specified verification field upon scanning the check.
If the presented check is drawn on an account or verification field that has been identified as a red flag, the
operator receives the following message: (Figure 6.75)

Current tem
SEN w333
B ank Nurnber 041200555
Account Murnber 92203
Problem |tem
IRM BLOCK-13052
Until D ate 9/3/2099 11:53.53 PM
Capture Date E/21/2005
Amaunt $0.00
Feason [Maone]
Comments [Mone]
Location 0000723501
Dezcription Agency 8 for SAT Test
Print DOvernde
Figure 6.75

An authorized person at the location can override a blocked message by clicking the ‘Override’ button, if the
transaction is able to be overridden. (Note: When an override of a blocked item is performed in the POS, the
override is a temporary, one-time event. The item remains blocked in the MVD/LVD unless an authorized
person clears the item out of the MVD and the site performs a new LVD download). The authorized person
can access ELVIS as discussed in the MVD section of the ELVIS Interface chapter to research the history of
the related account. If the user is not authorized to perform an override, the following message appears.
(Figure 6.76)
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.. ' Check Verification

BLOCKED

Current Ikem

% Override Check Denial

Flease enter login and password to
authorize accepting the check.

Login: |
Amd| Password: |
HEC
C
LnDc’] Ok Cancel
De

Change Password. .

Print | Override LCloze |

Figure 6.76

As part of the override process, the approving party needs to add a comment as to why the check was

approved for processing (Figure 6.77). The comment that is keyed into the comment field appears in the audit
log.

% _Check Verification

BLOCKED

 Current [tem

Paper Check Conversion Over the Counter: Point-Of-Sale

You must enter comments concerning the
override request.

Bank errof
Ok LCancel
[ |
DI Print | Dverride Closze | IL
Figure 6.77
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The authorized person then receives a message that the blocked check was successfully overridden as shown
below (Figure 6.78).

Paper Check Conwversion Owver the Counter: Point-Of-5ale

@ Override blocked check
[140218700212100000269].

Successful.

]
Figure 6.78
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Suspend Item

If the agency and or location utilize the check verification database, the operator receives notification if there
has been negative return(s) received previously on either the account or the agency’s specified verification
field. Based upon the location’s policy, the number of returns impacts the suspension period. If the presented
check is drawn on an account or verification field that has negative return items, the operator receives the
following message on the POS screen: (Figure 6.79)

i Check Yerification |
— Current [tern

SSN ] 154

Barik Mumnber 041204713

Account Humber 505154
— Problem ltem

IRM 111201500246300000303

Until D ate 7172002

Capture D ate FA1/2002

Amount $7.154.00

Reazon Insufficient Funds

Comments [Mone]

Print | Dverride |
Figure 6.79

To determine where the return originated, the operator requires assistance from an authorized user who has
researching access to the MVD in ELVIS (i.e. research the site where the return originated known as the
Master Verification Database).

An authorized person at the location can override a suspend message by clicking the ‘Override’ button on the
POS screen. The authorized person can access the MVD as discussed in MVD section of the ELVIS Interface
chapter to research the history of the related account. If the user is not authorized to perform an override, the
following message appears. (Figure 6.80)

‘#' Override Check Denial

Flease enterlogin and passward to
autharize accepting the check,

Login: |

FPassword: |

Ok Cancel

Change Password.__

Figure 6.80
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As part of the override process, the approving party needs to add a comment as to why the check was

approved for processing (Figure 6.81). The comment that is typed into the comment field appears in the audit
log.

=i Treasury-Paper Check Conversion System : 5[

You must enter comments concerning the
override request.

Suspension period close to completion.

(1] 3 Cancel

Figure 6.81

The authorized person then receives a message that the blocked check was successfully overridden.
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Deny Item

If the agency or location utilizes the check verification database, the operator receives notification if the
number of allowable negative returns has been exceeded or if a negative return on a closed account has been
received. Based upon the location’s policy, the number of allowable negative returns impacts how rapidly an
account moves to a deny status and becomes a dynamic record. A dynamic record is defined as 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 assigned date, and no longer reflects any other location’s policy.

If the presented check is drawn on an account or verification field that has exceeded the allowable negative
return policy, the operator receives the following message: (Figure 6.82)

' Check Verification

i~ Current lkem
Social Security M. sue=s3333
Bank Murber 042101569
Account Murmber 20003
Frablern [tem-
IRM 150591 7770246100001915
Until D ate 9/9/20589 11:53:55 PM
MWD Date 5/23/2007
Amount $1.133.00
Reazon - Inzufficient Funds
Comments [MNaone]
Location Q0007aanz
Description Test Agency 5 change description
FPrint DOvemride
Figure 6.824

An authorized person at the location can override the deny message, except for instances where the account
has been closed, by clicking the ‘Override’ button. The authorized person can access ELVIS as discussed in
MVD section of the ELVIS Interface chapter to research the history of the related account. An account is
tracked by the agency’s first required configurable field.

If the user is not authorized to perform an override, the following message appears (Figure 6.83)
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‘®' Override Check Denial

Flease enterlogin and password to
authorize accepting the check,

Login: 1

FPassword: |

Ok Cancel

Change Password.__

Figure 6.83

As part of the override process the approving party needs to add a comment as to why the check was approved
for processing. (Figure 6.84) The comment typed into the comment field appears in the audit log.

=

Paper Check Conversion Over the Counter: Point-Of-Sale rg|
‘i) You must enter comments concerning the
override request.
bank errar
ok LCancel
Figure 6.84

The authorized person then receives a message that the blocked check was successfully overridden as in
Figure 6.85 below.

X]
1 ) Ovwerride blocked check .
i [140604700222200000132].

Successful.

Figure 6.85
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POS System Activity Log

The activity log is a listing of all actions, including transactions performed on the POS application (Figure
6.86). The log reflects all user logons, log offs, checks processed with their unique ID, and annotates voided
and cancelled checks. The activity log also shows when a batch has been successfully closed. A sample
activity log is found in Appendix A. An authorized user may view the log at any time.

Click ‘View Log’ from the main POS screen. When viewing the activity log, select the appropriate event
types and modules, or all settings should be checked to view all system activity. Enter the desired date range
to view the log.

Similar to the SAT log, the POS System Activity Logging consists of several sections. The numbers below
correspond with the numbers in Figure 6.68

1.) Date Range — click the down arrow to choose a ‘from” and ‘to’ date from the calendar.

2.) Event types — click to check or uncheck the boxes to indicate the types of events to be viewed such
as ‘Information’, ‘Warning’, or ‘Errors’.

3.) Modules — click to check or uncheck the boxes to indicate the types of modules to be viewed. Some
examples include WRK which contains information on updates to the POS and batch uploads; LID —
includes information related to batch activity; LVD — includes information related to the Local
Verification Database. The module field uses a scroll bar to the far right of the field to quickly move
through the choices.

4.) Listing — an event listing of selected modules by date which includes the description of the event.
Column headings within the listing section can be sorted in ascending or descending order by clicking
on the heading. Click once and an ascending arrow appears in the right corner of the heading. All
entries beneath the heading are sorted in ascending order. Click again and the arrow changes to
descending. All entries beneath the heading are sorted in descending order. The scroll bar to the far
right of the listing can also be used to quickly move through the listing.

5.) Details —a window that provides further details about a particular listing. The scroll bar to the far
right of the detail section can be used to quickly move through the details.

6.) Number of Records — a window that displays the number of records that have been retrieved based
on the user’s choices at the top of the screen.

Refresh Button — reorders the log so the selected item is at the top of the viewing window.

Export Button — allows for export of the log in a .csv (comma separated value) format which can be
opened in most spreadsheet programs, or text editors such as Windows Wordpad. If an Agency is
experiencing problems, the Treasury OTC Support Center may request a printout or export of the log
for diagnostic purposes.

Print Button — allows the ability to print the activity log.

Close Button — Closes the Activity Log window and returns the user to the Main POS screen.
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‘8 System Activity Log |g@g|

Date R
ae ikl 1) Event Types 2) Modules 3) -~
|"'ID?"’EDDB lJ W arming DEY
ta Error LAL
|12.-"E|?.-"20|:|E j Information Loskd
LD b
Ewent | Type Date ' Time | Module Description Location Hzer Mame el
[ fE;} Information [ 12/7/2006 3:50:08 Ak Laskd Authorize 01d LD Usage 0000733507 zharon b ]
@ Infarmation | 12/7 /2008 8:43:45 AM S5Y5 Configuration Change 00007a3501 sharon b
4) Error 12/7 /2006 34558 Ak DEW Syztem Emor 0ooo7asa01 zharon b
'w Error 12/7 /2006 3:45:39 Ak DEW Syztem Emor 0ooo0ya9am zharon b
{E} Information  [12/7/2006 3:45:37 Ak Lskd Login User Qoooyagam zharon b
E} Infarmation | 12/7 /2008 8:45:13 AM LAk Lagout Uszer 00007a3501 sharon b
g Errar 12/7 42006 3:45:09 Ak DEY Syztem Emor noooyasa0d zharan b
0 Error 12/7 /2006 3:43:44 Ak DEW Syzbtem Emor oooyaga zharon b
fE;} Information  [12/7/2006 3:43.37 Ak Laskd Login User Qoooyaga zharon b
@ Infarmation | 12/7 /2008 8:42:01 AM LAk Laogout User 00007a3501 sharon b j
Detailz
Autharizd S |out of dete local verification detabase was successful,
User Mame : sharon b
Uszer|D : {A3396566-6197-40EB-9C36-4CERAT ZEAFIT}
Authorize User Mame : sharon b
Authorize User D {A3396566-6197-40EB-9C36-4ACESA1 2EAF31}
34 Records | <y Refresh__. Export... ‘ Print.... ‘ Close ‘
Figure 6.56

A user may print this log for various reasons. The activity log should be printed prior to new installation and
on a monthly basis or as required by the agency.

To view information about an event, highlight the desired event. A detailed description of the selected
event displays in the detail section (scroll down). The log should be printed prior to a new installation. It
is also recommended that the log be printed each month or however often the Agency requires.
Information contained in the activity log may be useful in recovery after a hardware/software failure.

To print the Activity Log:

1. Select the event types and modules desired.

2. Enter the date range.

3. Click the ‘Print’ button. A report preview is generated and displayed on the screen.
4. Click the printer icon button to print.
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To export the Activity Log:

1. Select the event types and modules desired.

2. Enter the date range.

3. Click the ‘Export’ button.

4. Name and save the file on the hard drive. The file is saved in a .csv format which can be opened in
most spreadsheet software. This file can be sent to the Treasury OTC Support Center via email at
FMS.OTCChannel@citi.com.

Note: When the audit log is exported, the date/time column may not display correctly, as pictured
below in Figure 6.86.1. To correct the problem, adjust the column width in order to view all of the
data (see Figure 6.86.2). Columns may also need to be formatted as general text fields for data to
appear correctly. Consult your spreadsheet documentation for complete instruction.

1 < A DatesAndTime
A, D E F E] H
EventType SourceMagDateAndTigltserMame Brief Details
Information System Al S sharon b Login User Logon
Information Foint-Of- S # - sharon b Logout UsiUser
Informatior Paint-Of- 5| S  sharon b | Export Act Expart
Informatior Paint-Of S| #aERER  sharon b | Authorize tAothorize
Informatior Point-Of- S| #EEEEER sharon b |Login User Logon
Information Tray Wanay R LD CleanDeleted
Information Tray Wansf SRR LAL Clean Trim
Information Tray Man s SR Start Tray  Start
Information Tray Man sy SRR LWD Clean Deleted
Information Tray Wanay R LAL Clean Trim
Information Tray Wansf SRR Start Tray | Start
Information Tray Man o SRR LYD Clean Deleted
Information Tray Man sy SRR LAL Clean Trim
Information Tray Wanay R Start Tray  Start
Information Tray Wansf SRR LD Clean Deleted
Informatior Tray hansl SEEEHEEEEEE LAL Clean Trim
Figure 6.56.1

A =] i D E F
1 EventType SourceMagDateAndTime LlserMame Brief Details
2 Informatior System A, 4152008 736 sharon b |Login User Logon
3 Informatior Point-0f-5 4152008 7:35|sharon b Logaout UsiUser
4 Informatior Point-0f-5 ANE008 735 sharon b | Export Act Export
5 |Infarmatior Point-0f-5 4152008 7:34|sharon b Authorize | Authaorize
B |Information Point-0f-5 452008 734 sharon b Login User Logon
7 |Informatior Tray Mand 41572008 7:10 LYD Clean Deleted
B |Informatior Tray Mand 41572008 7:10 LAL Clean Trim
8 |Informatior Tray Mand 415/2008 7:09 Start Tray | Start
10 Informatior Tray Mang 4114/2008 7:42 LD Clean Deleted
11 Infarmatior Tray Mang 41452008 7:42 LAL Clean Trim
12 Informatior Tray Mang 41452008 7:42 Start Tray | Stan
13 Informatior Tray kan 47112008 8:01 LD Clean Deleted

Figure 6.86.2
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Logging out of the POS Application

To log out of the application, select ‘File’ from the menu at the top of the main POS screen.

Select ‘Logout’. The login box appears. This enables another user to logon without exiting the application
completely. If a operator logs out of the application without closing a batch, the operator is reminded that the
batch is still open prior to exiting the system (Figure 6.87).

Note: Since batches are user specific, a new user is unaware that the previous user’s batches have not been
closed and transmitted. Because of this, the Batch Manager module should be accessed frequently during
the course of the business day. Batch Manager should definitely be accessed at the end of the day by an
authorized user to check the status of all batches, and to make certain that they have been transmitted.

‘® Exiting Application

Detected 15 item(s) in the current batch{es).

Loc:ation | Yoid Count | &pproved Count | Aot |
0o00729502 o 1 $1.00
8200000102 5 3 $22.00

Are you sure?

Figure 6.87

Exiting the POS Application

To exit the application:

Select ‘File’ from the menu at the top of the screen.

Select ‘Exit’. The user exits the application and return to the computer’s desktop.

If an operator exits the application without closing a batch, the operator is reminded that the batch is still open
(Figure 6.87). Clicking ‘Yes’ allows the operator to exit anyway and the batch is not transmitted (see Note:
section above). Clicking ‘No’ allows the operator to stay within the application in order to close and transmit
the batch.

The application can also be exited by clicking the ‘Close’ button at the bottom right of the POS main window.
The user exits the application and returns to the computer’s desktop.
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