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OTCnet Deposit Reporting Set-Up Worksheet
Introduction
This document provides guidance for agencies/bureaus onboarding to OTCnet Deposit Reporting. It serves as an overview of the onboarding process as well as a worksheet to help Agencies gather all of the information required for setup.  It is not required to complete the worksheet to return to your Deployment Specialist, however, Agencies may find it helpful to record all of the required information for setup in a centralized document.
Agency Profile
Please provide the information below about the location(s) that will onboard to OTCnet.  The Accounting Specialist, a type of user in OTCnet, will create a hierarchy for your agency/bureau and create endpoints in the hierarchy structure for submitting deposits.  Users are provisioned at levels in the hierarchy, which are assigned ALCs, to perform Deposit Reporting functions including preparing/submitting deposits and running reports.
	Agency Name
	Bureau Name
	Agency Location Codes (ALCs)
	Number of Endpoints
	Frequency of Deposits

	
	
	
	
	


Financial Institution Information
To process deposits in OTCnet, an agency must have a banking relationship with a TGA Financial Institution (FI).  Once setup in OTCnet your agency will submit the Debit Voucher created in OTCnet to your FI for settlement.  If you do not have an FI relationship, please contact your Deployment Specialist for assistance.  The following information is inputted by the Accounting Specialist during set-up and can be verified by your FI if it is unknown.
	FI Name
	RTN Number1
	DDA Number2

	
	
	


1 The Routing Transit Number (RTN), also known as the ABA number, is the nine digit routing number that identifies the FI within OTCnet. 
2 The Demand Deposit Account (DDA) is the account at a financial institution where an organization deposits collections.
Users
The following user roles are required for an agency to use OTCnet for Deposit Reporting and are created by the Primary Local Security Administrator (PLSA) and/or Local Security Administrators (LSA) and are provisioned at an Access Group, a certain level within your hierarchy. Please note that while some roles may be combined under one user, the PLSA and LSA roles cannot be shared with any other role.  Please note that if your location(s) will be part of a hierarchy that is already in OTCnet, some of the users below will likely already exist, such as the PLSA, LSAs, and Accounting Specialist and may not need to be created.  In this case, please work with the current PLSA, LSAs, and Accounting Specialist at your agency/bureau for guidance.
· Primary Local Security Administrator (PLSA): Creates and provisions users in OTCnet; managers user accounts
· Local Security Administrator (LSA): Creates and provisions users in OTCnet; managers user accounts
· Accounting Specialist: Modifies the organization’s hierarchy, inputs accounting/TAS codes, sets processing options
· Deposit Preparer: Prepares deposits in OTCnet
· Deposit Approver: Approves and submits deposits in OTCnet
For OTCnet user information, please view the User Roles Guide: https://fiscal.treasury.gov/files/otcNet/OTCnet-User-Roles-Guide.pdf 
Please enter the required new users for your agency below which will be input by the PLSA and/or LSAs:
	Name
	Email Address
	Role(s)
	Access Group

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Accounting and Treasury Accounting Symbol (TAS) Codes
Please identify the accounting codes your Accounting Specialist will input in the system for deposit processing and indicate whether or not they are TAS codes. TAS codes are issued by the Department of the Treasury and is part of the ongoing Government Wide Accounting (GWA) Initiative. To verify if you have TAS codes, please check with your local accounting team or contact Shared Account Module (SAM) at (877) 440-9476.
	Accounting Code
	TAS (Yes / No)

	
	

	
	

	
	

	
	


Processing Options

Processing Options consist of series of settings your Accounting Specialist will configure for Deposit Reporting. These options can be set at the top level of the agency’s hierarchy and inherited by lower levels, or they can be set at each individual lower level location.  For more information, please reach to your Deployment Specialist or refer to the OTCnet web-based training.
For More Information

To learn more about OTCnet, please access our website at: https://www.fiscal.treasury.gov/otcnet/, email us at FiscalService.OTCDeployment@citi.com or call your Deployment Specialist at 1-866-945-7920, option 4.

Web-based training is available at https://www.fiscal.treasury.gov/otcnet/training.html to help show users how to create and provision users, setup a hierarchy, input accounting codes, set processing options, submit deposits, and much more!
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