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1 Check Processing Forms Completion: Review the process for completing
the Agency Site Profile (ASP) Form and other relevant forms.

2 Locating and Managing Scanned Batches: Review the process for
locating, editing, closing, and approving scanned batches.

3 Voiding Checks or Batches: Review the process for voiding checks.
4 Question & Answer Session: Ask our team any questions you might have.

5 Wrap Up: Review key takeaways and OTCnet resources to help you
perform any relevant tasks, and any timely reminders.
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Check Processing
.

Check Processing Forms:
Completion of the Agency Site
Profile and Other Forms
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Webinar Poll #1
e

Please use the Teams Poll to answer the question or type it in the
chat.

%. Have you completed an Agency Site Profile (ASP)
“a™ Form for your Agency?

o Yes

o No

o Not sure

Follow up question: Is your agency currently interested in

completing an ASP Form?
o Yes
o No
o Not sure
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Agency Site Profile (ASP) Form

Purpose

« Check Capture onboardings for OTCnet
currently employ a process of:

* |dentifying
 Distributing
 Filling out
« Sharing the ASP pdf form
« The ASP form is used for processing

information relevant to the Agency setup.

« The ASP form gathers and tracks:
« User Defined Fields (UDFs)

« Setup information from agency
representatives

= 0TCnet

DEPOSITS MADE SIMPLE

OTCnet Agency Site Profile (ASP)
Check Capture

ency Name:

=
E 2 tmbgm:?
" 15 28
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OTCnet Users Who Should Complete the ASP Form
-

The Agency’s Point of Contact will fill out the ASP form:

 The Agency Primary Local Security Administrator (PLSA) and Local
Security Administrator (LSA) will complete the form.

« They will also create and provision the Check Capture Administrator
(CCA) role.

 The Agency PLSAs and LSAs are responsible for assigning,
editing, and removing permissions for the CCA.

—

_—
* l BUREAU OF THE
\ Fiscal Service
\ U.S. DEPARTMENT OF THE TREASURY



Agency Site Profile (ASP) Form

Access/Location

Users can access the pdf form from the OTCnet Getting Started: Check
Processing webpage.

4 Method of Settlement (Required) _ User Defined Field £1
B N Name of Field Enter the name of the field (2. g mvoice Number)
Table Of C 0 ntents There are two types of settlement in OTCnet, which are based upon the type of item received and oo
presented for deposit: Truncation and Conversion. i -~
«  For User Defined Fields that ave mandatory, insert an asterisk (%) at
1. Truncation: Non-personal checks, money orders, cashier checks, federal, state, and the begiming of the Name of Field
1 INTRODUCTION 1 local government checks, and traveler’s checks will all have debits presented to the + Dk dtatea Noms of Fild and s the xpectad forma
check writer's financial via Check or Elect Image i vore Comamy | ¥, Location (Streer, iy, State
2 LOCATION INFORMATION 'UIRED 1 Presentment. This Field is for ALC Enter the ALC for which you wan this User Defined Filed to be utlized
Jor whichy =
2. Conversion: Personal checks will have a debit presented 1o the check writer's

3 GENERAL AND CONTACT INFORMATION (REQUIRED)......ommesrnn ] financial institution via the Automated Clearing House (ACH) network. Fimary Fed T vz b e for et g 7 OTCoet P .

Note: Only one User Defned Field ceam be listed ass the Primary Field € No

When a return item has been received that was originally collected through either Conversion or

. . |
3.1 Agency ALC or Four Digrt DSSN(s) (Required).... Truncation. OTCaet can automatically represent the return item for collection based on certain Field s visble i mode | Selctefier Castomer resent’, Castomer ot prerd o7 Bt  Customer Prosent
return codes (ie. insufficient fands). Treasury will hold the item on behalf of the Agency until it  Costomer Not
32 Crogs_Sgr\;lciﬂg Information (Requjrgd) 2 is time to resubmit the item for The resubmi: of a previ failed item is called -
a representment. Both )
4 METHOD OF SETTLEMENT (REQUIRED 3 I Special Designati mation | D s fld contn one. | Tepeper J fuber (119 . !
(REQ ) Has this agency been approved for full truncation? | ¢ Yes - No tornsion i the | Evplsee 1D, St Secuty Nurar (55, Mikar 0, Drver's Licnce %, O e
. N next column? Electronic Data Interchange Personal Identifier (EDIFY), Account Number —  No
41 Notification of Conversion (Required) 4 usedfor accorant niombers o7 all fipes (crec card, checking, et |
N P Is the field Mandatory or | Select either “Mandatory” or ‘Optionai” € Mandatory
5 SYSTEM CONFIGURATION. 3 Truncation Optional? ?
Specify Indicate None, or One Representment. © Optional
[ - et N : I3 Number of | The recommended setting is one, to © None T this field one of four Select ither ‘Tes' or No'. © Yes
5.1 Deposit Ticket and Debit Voucher Settlement Options (Required)............c.... 3 Reprssnt | allo the s o of o I tis field one of : \\ Z
‘ments for -
< ’ . - - > representments. Please select one.
5.2 Check Verification Database Usage and Policy (Optional) ..........cococcomrvvovencce 6 Truncation Minimoam feld length | Spect e miniman mmber of charasters T fod shonid Ford
- —— (mumber of characters)
33 USEI Defmed FlEldS (Dptional) 7 Specify Tndicate Noe, Onec or Two :\:::g:??f T: l];:;s:)n Specify the maximum number of charasters the fieid shouid hoid (up 1 253).
- One, € None
- . Number of | Representments. The recommended Data Ty Describe the “data this field ¥ Data Type is a drop-down lis
54 Receipts (Optional) 12 Represent | soming i to to alloos the marimom “ One o Tone e g e e o YDt Tge s adhopdmmlet | C Tt
‘ments for - - " . © Numerical
_ 5 ber of tment: © Tw Only the fallowing characters are permitied:
6 AGENCY HIERARCHY (REQUIRED) 13 Comversion | MV Ot represeniments e sz  Currency

hedul “i// -  Drop-down List
~ Repr - %0500
7 HARDWARE 14 Schedule | Indicate the preferred representment | ¢ 1st and 15th Notes ¢ 150 Date
.. schedule. The returned items will be + IS0 Fomat duts (FYYYADD) C US Date
7.1 Determining Your Hardware Needs (Optional) ... 14 resubmitted on the selected dates ¢ Next Business Day + LS Forma Dt CIOMDDYYT € Alpha Numeric
. Truncation and conversion  15th and End of the Month Drop-down Irems:
7.2 Ordering Hardware 14 representments will follow the same
schedule. Please select one .
Hold item for £ of days What edits should be ‘Describe e adis you wish i ysiem o e For example, e system could
8 )1ETRICS A‘VD S]TE STATIST[CS (REQU]RED)" ...........................15 o ‘made for this field? «check to make sure that a field is all alphabetical or all mumeric.
oL Comments or additional information



https://www.fiscal.treasury.gov/otcnet/check-processing.html
https://www.fiscal.treasury.gov/otcnet/check-processing.html

Process for Completing the ASP Form

e » The individual contacts the Agency » Agency POC is provided the
Adoption team that contacts the terminal IDs.

PLSA/LSA or Customer Service team.
» Forms Specialist builds out,

a » Agency Point of Contact (POC) fills e tests, and deploys new check
out, saves, and emails the form to processing form package.

the Deployment Team.
— 10+ pages of information to fill out
— Depending on number of UDFs

» Deployment Team informs the
Agency POC that their ALC+2 is

setup.

» The Agency Adoption team reviews — The Agency can continue with the
rest of the setup steps including

and collates the info. . .
completing terminal setup and
configuration.

Q » Debit Gateway completes the
ALC+2 setup based on the UDF

selections.
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Other Check Processing Forms

The PLSA/LSA forms are required if an Agency is onboarding for the first time.

Primary Local Administrator Primary Local Administrator (PLSA)
(PLSA) Form — Financial Institution  Form — Agency
(F1)

* One-page pdf form
* One-page pdf form _ _
 Itis required to have one PLSA and

* Itis required to have one PLSA at least one LSA for the OTCnet
and at least one LSA for the application at the Agency/highest
OTCnet application per Fl level of your organization

Select the link to access the PLSA

Select the link to access the PLSA Form — Agency on the Gettin

Form — Financial Institution (FI) on Started: Check Processing OTCnet
the Getting Started: Check page.

Processing OTCnet page.



https://www.fiscal.treasury.gov/files/otcnet/otcnet-plsa-fi-authorization-form.pdf
https://fiscal.treasury.gov/otcnet/check-processing.html
https://fiscal.treasury.gov/otcnet/check-processing.html
https://www.fiscal.treasury.gov/files/otcnet/otcnet-plsa-agency-authorization-form.pdf
https://fiscal.treasury.gov/otcnet/check-processing.html
https://fiscal.treasury.gov/otcnet/check-processing.html

Application Tips and Resources

Application Tips a

1. Agencies already set up with OTCnet who wish to add a new endpoint
complete the ASP form.

« The Agency Adoption Team can schedule a facilitated walkthrough of

the ASP form with your Agency to help you complete the form.
2. PLSAs/LSAs complete the PLSA FI/Agency forms.

« PLSA/LSA creates/provisions the Check Capture Administrator (CCA)
role.

3. Forreference, review the OTCnet User Roles Guide and System
Requirements Guide.

—
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https://www.fiscal.treasury.gov/files/otcNet/OTCnet-User-Roles-Guide.pdf
https://www.fiscal.treasury.gov/files/otcnet/otcnet-sys-req.pdf
https://www.fiscal.treasury.gov/files/otcnet/otcnet-sys-req.pdf

Check Processing
.

Locating and Managing Scanned
Batches
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Webinar Poll #2
e

Please use the Teams Poll to answer the question or type it in the
chat.

&= Do you have experience in locating and managing
S (e.g., editing, closing, approving) scanned batches?

o Yes
o No
o Not sure

Follow up question: Have you encountered any issues
with locating and managing batches?

o Yes

o No

o Not sure
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Users Who Can Locate and Manage Scanned Batches

* The Check Capture Supervisor (CCS), Check Capture
Lead Operator (CCLO), and Check Capture Operator
(CCO) are authorized to:

» Classify or edit a batch at the summary level
online.
* Close a batch.

« |fa CCLO or CCO closes a batch, the batch status
changes from Open to Closed.

« |If a CCS closes a batch, the batch status changes
from Open to Approved.

« The CCS is the only authorized user who can approve
a batch or multiple batches.

« They can only approve batches for OTC endpoints
that they have permission to access.

—
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Locating Scanned Batches

OTC Endpoint: a
* From the Check 0

P rocessin g tab y d‘wiﬁ'ﬁezr 4 OTCEndpaint ALC+2 Description
O | TestCaps 1gesina®) TesiCaps
SeIeCt B at C h 0000030301 0000030301 Phil Financisl Canter
0030030302 0000034302 Full Overpsyments
M an ag emen t . 0000030303 0000030303 Partial Overpaymenss
0000030304 PFC 0P Rec! 5307
0000030305 Philad=iphiz Regional Finncial
Center
° T h e S e ar C h B at C h 0000030306 0000030306 Ea;dre phiz Regional Financia
. 0020030310 000003310 Phiscephiz Regioral Francil
nioar
page displays. b gl
Cerver
0000030312 0000030312 Philadsiphiz Reghonal Financial
— Centar
« Select any batch S
= - From Dae
search criteria (see e
. . . Tio Diate:
the highlighted fields

on the screen).

Cashier ID:

Batch Status:

« Then select Search.

Status Description

OPEN Open - zozepting new chacks
CLOSED Closad - no new chacks
AFPROVED Aoproved - ready for semdement process

Select
Check All [/ Csar &

FORWARDED Forwarded - sent for semdemant




Editing, Closing, and Approving Batches
- - - -

Edit a batch at the summary level.

« From the View Batches page, select View Checks Page
the Batch ID hyperlink. The View  r=———m—mr—mmr—r—m=m—————————————r—rr
Checks page appears. —
» Select View/Edit Classification and 1 a ——
Edit, = N
Close a batch so it is eligible for - — — -
e : View Classificati B Commands  Print Batch List
approval_ “v_-.-_- :_“ L] BEFMCANEN atoh Lomrmand atch Lis
« From the View Checks page, select = P
the Item ID of each scanned check e =
and the batch(es) you want to close. === __ . e i | | | | | | | [
» Select Close Batch and Confirm.
Approve a batch or multiple batches. Approved Batch
* From the View Checks page, select [ 0 T T T B T
the Item ID of each scanned check |~ = == == mmmemmmmmmm e s e
and the batch(es) you want to TEST IMAGE-TEST IMAGE-TEST IMAGE | i —
approve. - e
: : e Text 4 s oo | =
» Select Approve and Confirm, Print | &
== =

PDF Report/Export and Confirm.
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Locating and Managing Batches

Application Tips a
1.

Users should understand the statuses of batches they locate and the
actions those statuses result in.
« Customer Service often assists users with locating the batch
through Batch Management in a ‘closed’ but not ‘approved’ status.
« The CCS is the only authorized user who can approve a batch.
« If they close a batch, the batch status changes to Approved.
2. For more information, refer to User Guide, Check Processing, Chapter
3. Capturing and Managing Checks Online at
https://www.fiscal.treasury.gov/otcnet/training.html including the
Printable Job Aids on ‘Edit a Batch’, ‘Close a Single or Multiple Batches’,
and ‘Approve a Single/Multiple Batches’.

—
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https://www.fiscal.treasury.gov/otcnet/training.html

Check Processing
.

Voiding Checks or Batches
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Webinar Poll #3

Please use the Teams Poll to answer the question or type it in the
chat.

ﬁ Are you or your team involved in voiding checks?
aa® - Yes

o No

o Not sure

Follow up question: Do you hold the role of a Check
Capture Supervisor (CCS)?
o Yes

o NoO
o Not sure

e —.
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Who Can Void Checks or Batches

The Check Capture Supervisor
(CCS) is the only authorized user

who can: : —
1025

* Void an erroneously scanned

check or batch | O\O

* Void checks in batches for s B =
OTC Endpoints that they have
permission to access : |
. . . tOPOCDCCCCV 'OGJOOQJJJ' $025 !
» Void checks for items with an M — s .

Open or Closed batch status

The CCS can void a batch of checks simultaneously if the batch is in
Open status.

*r"i- BUREAU OF THE
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Voiding Checks or Batches

Before you can void a check or batch of
checks:

1. From the Search Batch page, search for
the batch by:

0 OTC Endpoint
U Created On Date
O Batch ID
O Cashier ID
O Batch Status
Open: indicates the batch is

open and accepting new checks.

Closed: indicates the batch is
closed and no new checks are
accepted.

2. Select Search. The View Batch page
appears.

Search Batch Page

Select .
Check Al / Clear Al OTC Endpoint

GGDGGDGDDF
E = E = =888 E&1L
2 8 B 8 B2 888 2
B & 8| 3 & &8 8°
Bl 8| 5| H/ BB &2

From Date:
05/14/2024

To Date:

CCCCCC

Description

Pl Financiz! Canter

Full Overpaymants

Partial Cverpayments
Philadslphia Regionzl Financial
Center

Philadelphia Regions! Finandial
Centar

Phitadelphia Regional Financial
Cenzer

Philadelphia Regional Financial
Centar

Phifadslphia Regenal Financial
Canz=r

Description

o] l==1

e —.
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Voiding Checks or Batches (Continued)
- -

To void a check/batch:
1. Select the Batch ID hyperlink. The View Checks page appears.

2. Select the Item ID of the scanned check you would like to void. An image and details of
the check appear in a window.

Select Void to the right of the check image to void the check.

Select Confirm at the prompt, to void the check.

Enter comments concerning the void request at the prompt and select OK.
Select OK at the final prompt stating that the check is voided successfully.

o 0 kW

View Checks Page

T il 0 e [0 1l e S

TG Ersdpoent M T Proe. Mfod Bem o L] Cavheer Casbarrd Date Arooerd B i Mz Chaeh B Al iakan IECTode Tereransl 1D Baorerieo ] Aggrecy Accownbng Code )

&m TIORNO]  Casiomer Mol Presest Pemonal TR 1 O 5 ol | ATCNTS B2 AN TTIMSE WaneENe e ShaE 58 AppaTved Persanal SRT

Chasch mags Chac Iormaton

 TEST IMAGE-TEST IMAGE-TEST IMAGE | 5

PAY TO T ,fc}'_;)*‘ L{ o |$ '-_'..‘_\-.f-"-'-:'
(R DER OF

e —.
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Voiding Checks
Application Tips a

1.

The CCS can void checks for items with an Open or Closed batch status but can
void a batch of checks simultaneously if the batch is only in Open status.

« Items voided or updated after a batch has been approved, will cause no
change to the end result when processing.

Location of the ‘Void Item’ and ‘Void All’ options is within the Batch Summary.

If all checks in a batch are voided, it is recommended that the batch be
deactivated so that it is not accidently forwarded for settlement.

Refer to User Guide, Check Processing, Chapter 3. Capturing and Managing
Checks Online at https://www.fiscal.treasury.gov/otcnet/training.html|
including the Printable Job Aids on ‘Void a Check” and ‘Void All Checks in a
Batch’.

e —.
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https://www.fiscal.treasury.gov/otcnet/training.html

Q&A

Please post your question in the chat
along with your name, agency, and
email address.

@ Flscal Serwce




Check Processing
.
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Key Takeaways
- -

1.

Agencies already set up with OTCnet
who wish to add a new endpoint
should complete the Agency Site
Profile form.

Users should understand the statuses
of batches they locate and the actions
those statuses result in.

* Only closed batches can be approved.

 Aclosed batch must be approved
before going to settlement.

* You cannot void or update items after a
batch has been approved.

Only the Check Capture Supervisor
can approve batches and void checks
for items with an Open or Closed
batch status.

e —.
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Resources

ASP Form on OTCnet Website
OTCnet - Getting Started: Check
—— https://www.fiscal.treasury.gov/otcnet/ Processing (treasury.qovVv)

D OTCnet Website

« Check Processing Onboarding
OTCnet Customer Support Guide
https://lwww.fiscal.treasury.gov/file
s/otcNet/checkprocessing-
onboardingquide.pdf

- FiscalService.OTCChannel@citi.com
24/7 Customer Support: 866.945.7920

OTCnet Deployment Team « OTCnet Training Website

& _ _ N https://www.fiscal.treasury.gov/otc
3 FiscalService.OTCDeployment@citi.com net/training.html

Telephone: 703.377.5586 « User Guide, Check Processing,
Chapter 3. Capturing and
Managing Checks Online

A copy of this presentation will be sent to you by email and will be posted on the
OTCnet Resources Site.

@ Flscal Ser\nce


https://www.fiscal.treasury.gov/otcnet/
mailto:FiscalService.OTCChannel@citi.com
mailto:FiscalService.OTCDeployment@citi.com
https://fiscal.treasury.gov/otcnet/check-processing.html
https://fiscal.treasury.gov/otcnet/check-processing.html
https://www.fiscal.treasury.gov/files/otcNet/checkprocessing-onboardingguide.pdf
https://www.fiscal.treasury.gov/files/otcNet/checkprocessing-onboardingguide.pdf
https://www.fiscal.treasury.gov/files/otcNet/checkprocessing-onboardingguide.pdf
https://www.fiscal.treasury.gov/otcnet/training.html
https://www.fiscal.treasury.gov/otcnet/training.html
https://www.fiscal.treasury.gov/otcnet/resources.html

Upcoming Webinar Refreshers
- -

Join us for the next Refresher Webinar Series on OTCnet!
Please see the dates, time, and topics.

Register early by using the links provided below and save the date!

Registration Link

Tuesday, March 18t Installing and Downloading Register
2025, at 1:30 PM ET OTCnet Firmware and OLB

Tuesday, April 15t, OTCnet Kiosk Register
2025, at 1:30 PM ET

Tuesday, May 20t Adding and Modifying Reqister
2025, at 1:30 PM ET OTCnet Roles and Endpoints

e —.
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https://events.teams.microsoft.com/event/91d32d5b-4d18-474f-9bc9-eddaedfef7da@d5fe813e-0caa-432a-b2ac-d555aa91bd1c
https://events.teams.microsoft.com/event/6f782ca8-6a01-4ed5-a4f1-1b05dc1b0ed2@d5fe813e-0caa-432a-b2ac-d555aa91bd1c
https://events.teams.microsoft.com/event/5b8bb545-bce7-487d-9dd2-57fcb21a9f8c@d5fe813e-0caa-432a-b2ac-d555aa91bd1c

General Reminders

ATTENTION:

« Ensure that you login to OTCnet at least
once every 120 days (or four months).

* Your user account will be disabled after
120 consecutive days of inactivity.

« To restore your account, contact the
PLSA or LSA at your agency. If you do
not have their information, contact:

 Customer Support team at
FiscalService.OTCChannel@fciti.c
om, or

« Agency Adoption team at
FiscalService.OTCDeployment@c
Iti.com.

-
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mailto:FiscalService.OTCChannel@citi.com
mailto:FiscalService.OTCChannel@citi.com
mailto:FiscalService.OTCDeployment@citi.com
mailto:FiscalService.OTCDeployment@citi.com

\UTCnet Follow up Survey

DEPOSITS MADE SIMPLE

Thanks for joining us today to learn
about the Check Processing Forms &
Processes!

Follow up Survey @

We appreciate your participation!

Please take a few minutes to share your
thoughts on the webinar using
the link below.

Refresher Webinar Series 2025
https://forms.office.com/r/I GENGvuxjkt

29
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