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DEPOSITS MADE SIMPLE

Quick Guide

Setting Up an Organizational Hierarchy

* Add a Lower-Level OTC Endpoint to the e Define a Custom Label
Highest-Level Organization and Add Additional
Endpoints if Needed _ _

« Add Accounting Codes * Create a User-Defined Field

* Modify Deposit Processing Options

* Map Accounting Codes
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DEPOSITS MADE SIMPLE

Setting Up an Organizational Hierarchy

Step @: Add a Lower-Level OTC Endpoint to the Highest-Level Organization and
Add Additional Endpoints if Needed

To add a lower-level OTC Endpoint to the highest-level
Organization:

1.1 From the Administration tab, select Manage
Organizations > Organization Hierarchy and click
Modify.

Manage Cvgonizations +  Manoge Users w  Manage Check Processing w  Audin

e

1.2 From the Step 1 of 3: Select an OTC Endpoint page,
select the endpoint for which you wish to create a new
endpoint below.

Organization Hieraschy » Modify

Accounting Codes b | Delete
Processing Options b | View
Seasch

The first time you add an endpoint, you will need to
select your organization’s OTC Endpoint. Subsequent
times you may make another selection based on which
endpoint you wish to add a subordinate endpoint to.

Modify Organization [ 1]

Step 1 of 3: Select OTC Endpoint

Select the OTC Endpoint you would like to modify.

CHK denoles check caplure TGA denoles deposil processing M denotes mapped accounting code(s)

Organization Hierarchy: High Level Organizations
Expand All{ Contract Al
BEITTTL - Training Team Tem Lével 00002093

[ LL1 - Loweer Lewved 1. 0000208901 Cppe TGA M

1.3 From the Step 2 of 3:
Update OTC Endpoint
Information page, check
the Add lower levels to
this OTC Endpoint
checkbox. Enter a Short
Name and Description
for the new Endpoint and
click Next

Short names can be up to
10 alphanumeric
characters, not including
the ampersand (&),
backslash (\), apostrophe
() and at sign (@) and
must be unique within an
organizational hierarchy.

Note: You can also add to
lower-level OTC Endpoints.

1.4 From the Step 3 of 3:
Review OTC Endpoint
page, review
and verify the OTC
Endpoint details and
click Submit.

Modify Organization iy - |
Stap 7 of %: Updatn OTC Endpolnt Information

Upéata the OTC Endpaint infaematian.

Organization Hierarchy: TTTL - Training Team Top Level 00002093
OTC Endpoint: LL1 - Lower Level 1 . 0000209301
* Dunotes nequined fields
Ganaral
Shea Mame®
L

Allow OTC Endpaint 1o creats deposits for over.the.counter collections
Check Cashing Policies

¥ Data Privacy

4| Enabie Check Capture

= |4 Add lower lovels to this OTC Endpolnt

(TRT]

Lic

Add More Lines

+ Advanced Administration

+ Speciol Designotion

Step

Organization Hiararchy: TTH . Tralning Taam Hiararchy
OTC Endpoint: E1 - Endpoint 1 - 0000030311

Shom Name

Description

OTC Endpoint { TGA )

OTC Endpoint [ )

Medify Organization miel:
iew OTC Endpoint

el [ES]
General
(2]
Endpaint 1
to
Yes
Chieck Cashing Polickes
Agency Assignad Suspensions
vays Oourrence Delete
30 1 ™
&0 E
a0 3 tio
i il

jon b5 cormect and chok Submilt to modfy the OTC Endpoint.
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Setting Up an Organizational Hierarchy

. » Enter the details in both Accounting Code and Description
Step @: Add Accounting Codes . textboxes
» Click the TAS checkbox to indicate the accounting code is a
Treasury Account Symbol (if applicable)
» Click Next when you have completed entering the new
accounting code(s).

Modify Accounting Codes Ey - |

To add Accounting Codes:

2.1 From the Administration tab, select Manage
Organizations > Accounting Codes and click Modify.

2 of : Update Accounsing Codes

— . v ke of accounting codes for the cegangation hisrarchy.
Check Processing Administration Reports Grganiunson Hiscarchy: TTH{ . Training Team TastHirarchy
" Denoles required felds.
Cnber suarch criteria for e Accountisg Codels) you would B fo view.
Manage Organizations | Manage Users Manage Check Processing

Agancy Accounting Code (Startng With)

‘Organization Hierarchy p : Description (Contains)
§ SAM Valdatan Sistu
Accounting Codes b | Modify E ’ i ~SeisctStatis ~ %]
[ Clear | | Search
Custom Labels » Import I |
£1-20 38 o2 Becorcy
Processing Opticns View : - . Validation Delate
L4 : R, Siacy Screunting Cosa Rt Status [ Chack Al f Clear Al
H U 0104010101 Accounting Code 1
User Defined Fields i i i :
» Medify OTC Endpoint Mappings H C202020202 ACCouNng Code 2
= - ~ E—

2.2 The Step 1 of 3: Select OTC Endpoint page appears.
Select the OTC Endpoint for which you want to add
the accounting codes.

. . : QEP_ME
MOdlfy ACCOUFItIFIg Codes To input additional agency accounting codes, click Add More Lines to

insert additional rows to the table.
Step 1 of 3: Select OTC Endpoint

Select the top level OTC Endpoint to modify accounting codes.

2.4 The Step 3 of 3: Review Accounting Codes page appears.
Verify the information is correct and click Submit.

Organization Hierarchy: High Level anizations : Modify Accounting Codes mfa] |
- . Step 3 of 3: Review Accounting Codes
TTH - Training Team Hierarchy

CHK denotes check capture TGA denotes deposit processing

Verify the following information is correct and click Submit to save the list of accounting codes.

Organization Hierarchy: TTH1 - Training Team Test Hierarchy

(& [Edin
Active Accounting Codes
2.3 The Step 2 of 3: Update Accounting Codes page appears. TAS. . Boehey Actounting Gece -
: ccounting Code 1
H 0202020202 Accounting Code 2

To enter the new accounting codes:

« Navigate to the first blank row. If all of the rows are populated e e o s s e s dlsion
scroll down to the bottom and click Add More Lines
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Setting Up an Organizational Hierarchy

Step ©: Map Accounting Codes

To map Accounting Codes:

3.1 From the Administration tab, select Manage Organizations >

] ) ) ‘ ) 3.3 From the Step 2 of 4: View Assigned Accounting Codes page,
Accounting Codes and click Modify OTC Endpoint Mappings.

click Assign Mappings.

Admini . Modify Accounting Codes to OTC Endpoint
i ministration

Check PTDCESSII'IQ Re pDI'tS Step 2 of 4: View Assigned Accounting Codes.

Manage Organizations Manage Users Manage Check Processing Review the list below and select the Assign Mappings to add accounting code mappings.

Organization Hierarchy: TTTL - Training Team Top Level -00002099
Organization Hierarchy p OTC Endpoint:LL2 - Lower Level 2

Aceou nting Codes > M Ddiﬂr Note:OTC Endpoints inherit accounting codes assigned te a higher level if not specifically assigned

=<2 1-[ = == of 0 Records

Custom Labels [ 3 Import TAS/ Accounting Codes v Description >

§ There are no accounting codes specifically assigned to this OTC Endpoint or any of its ances
Processing Options » View

. Remave Mappings
User Defined Fields [ 3 Modify OTC Endpoint Mappings

o = -

_ 3.4 From the Step 2 of 4 Continued: Search and Assign Accounting
3.2 From the Step 1 of 4. Select OTC Endpoint page, select the OTC Codes page, enter the search criteria for Accounting Code

Endpoint for which accounting code endpoint mapping you wish : (Starting With) and/or Description (Contains) and click
to assign. Search.
Modify Accounting Codes to OTC Endpoint ml

Step 1 of 4: Select OTC Endpoint.

Assign Accounting Codes to OTC Endpoint mja] - |

Step 2 of 4 Continued: Search and Assign Accounting Codes.

Select the OTC Endpoint to view and modify accounting code Endpoint mappings.

ization Hi = TTTL - Training T T 1 -DO00F099
CHIK denotes check capture TGA denotes deposit processing I\ denctes mapped accounting code(s) Orgenization Hisrarchy L - Training Team Top Leve

Organization Hierarchy: High Level Organizations OTC EndpointLL2 - Lower Level 2
Expand Al / Contract Al Entar your search critena and clhick Search to search for accounting codes to assign
B TTTL - Training Tearn Top Level 00002059 H TAS/Accounting Codes {Starting With) Max Szﬁlnha-ﬂn‘hﬂnt
: chadss
= LL1 - Lower Level 1 - 0000209901 oK TeA M

EILLTA - Lower Level 1A Descnption (Contains)
EILLTE - Lawer Level 18
LLAC - Lower Level 1C

| clear | | search
= LL2 - Lower Level 2 Tioa,

Cancel
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Setting Up an Organizational Hierarchy

Step ©: Map Accounting Codes (continued)

3.5 From the Step 2 of 4 Continued page, check the Assign checkbox(es) 3.7 The Step 4 of 4: Review Accounting Codes to Endpoint page

for the accounting code(s) you wish to assign and click Next. : appears. Confirm the information is correct and click Submit to
Search Results 35 assign the accounting code(s) to the OTC Endpoint.
TAS[ Accounting Codesy Descriptions Assign
[ Check All f Clear AN ] Assign Accounting Codes to OTC Endpoint By s |
1212 Accounting Code 1 L4 Step 4 of 4: Review Accounting Codes to OTC Endpoint
1213 Accounting Code 2 * Verify the following information is correct and click Submit to assign the accounting code to the OTC Endpoint.
1214 Accounting Code 3 Organization Hierarchy: TTTL - Training Team Top Level -00002099
1230 Actourting Code 1 OTC Endpoint:LL2 - Lower Level 2
1E21 Accounting Code 2

Note:0TC Endpoints inherit accounting codes assigned to a higher level if not specifically assigned

Accounting Codes Marked for assignment

m m m TAS/ Accounting Codes Description

1212 Accounting Code 1
1213 Accounting Code 2
@AEQ”CB“OI’I TiQ There are no accounting codes specifically assigned to this OTC Endpoint or any of its ancestors.
All accounting codes that meet your search eriteria and are not assigned fo :
your OTC Endpoint display on the page. If you donot enter search criteria, —
all the accounting codes defined for the highest level organization appear. i & RIOTEVS m

3.6 From the Step 3 of 4: Assign Accounting Codes page, review and . _ ' _
verify the accounting code(s) you wish to assign and click Next. Once you have submitted the request to assign accounting
: code(s), you will have the option to click on Manage Additional

Remove Accounting Codes from OTC Endpoint 3 . . . - .
— g which will allow you to assign or remove additional accounting
Step 3 of 4: Remove Accounting Codes
Review the list below and select the accounting cedes you would like to remove. COdeS
Organization Hierarchy: TTTL - Training Team Top Level -00002099 : Assign Accounting Codes to OTC Endpoint
OTC Endpoint:LL2 - Lower Level 2 Confirmation

The following accounting codes have been assigned to the OTC Endpoint.
TAS/Accounting Codes Description Remove

[ Check Al /] : Organization Hierarchy: TTTL - Training Team Top Level 00002099
Clear All ] H
: OTC Endpoint:LL2 - Lower Lavel 2
1212 Accounting Code 1 @ : P
Assigned Accounting Codes
1213 Accounting Code 2 IF] < =
TAS/Accounting Codes Description
1212 Accounting Code 1
1213 Accounting Code 2

Manage Additional

QAgglication Tip
Check the Remowe box(es) and click the Update button to delete the OTC
Endpeoint mapping for an accounting code.
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Setting Up an Organizational Hierarchy

Step @: Define a Custom Label

4.1 From the Administration tab, select Manage
Organizations > Custom Labels and click Modify.

Administration
Manage Organizations w

Organization Hierarchy »

Accounting Codes »
Custom Labels » Modify
Processing Options 3 View

User Defined Fields »

4.2 The Select OTC Endpoint page appears. Select the highest
level OTC Endpoint for which you want to modify custom
labels.

Modify Custom Labels [ 1]
Select the top level OTC Endpoint to modify custom labels.

CHK denotes check capture TGA denotes depaosit processing

Organization Hierarchy: High Level Organizations @
TTHL - Training Team Top Level

M denotes mapped accounting code(s)

Cancel

4.3 From the Step 1 of
2: Update Custom
Labels page, enter
labels for your
Organization
Hierarchy Labels,
enter an agency
accounting code
label for the
Accounting Code
Definition Label
and click Next.

Modify Custom Labels

Step 1 of 2: Update Custom Labels

Update the custom labels for the organization hierarchy.

Organization Hierarchy: TTTL - Training Team Top Level

Organization Hierarchy Labels
Highest Level
Training Team Top Level

Level 2

Level 3

Accounting Code Definition Label

Agency Accounting Code
TAS/Accounting Codes

ERY - |

4.4 From the Step 2 of 2: Review Custom Labels page, verify
the information and click Submit.

Modify Custom Labels

Step 2 of 2: Review Custom Labels

Level

Highest Level:
Level 2:

Level 3:

Agency Accounting Code

Accounting Code Definition Label
TAS{Accounting Codes

WVerify the following information is correct and dick Submit to modify the custom labels for the organization hierardhy.

il [Ectit]

Organization Hierarchy: TTTL - Training Team Top Level

Organization Hierarchy Labels
Label

Training Team Top Level
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Setting Up an Organizational Hierarchy

Step ©: Modify Processing Options

5.1 From the Manage Organizations menu, select
Processing Options and click Modify.

l Administration I Reports |

Manage FI w

Manage Organizations w
Organization Hierarchy )
Accounting Codes b
Custom Labels » 5 . 1
Processing Options »

Modify

User Defined Fields » View

i

5.2 From the Step 1 of 3: Select OTC Endpoint page,
select the OTC Endpoint you wish to modify.

Modify Processing Options 1]

Step 1 of 3: Select OTC Endpoint

Select the OTC Endpoint to modify processing options.

CHIK denotes check capture TGA denotes deposit processing I\ denotes mapped accounting code(s)

Qrganization Hierarchy: High Level Organizations

(2

Expand All / Contract All
[ TTTL - Training Team Top Level

LLT - Lower Level CHK  TGA M
EILLZ - Lower Level 2 Toa
EILLS - Lower Level 3

The Step 2 of 3: Define Processing Options page
displays. This page contains four
expandable/collapsible sections:

1) Accounting Classifications for Adjustments,
Corrections, and Returned Items;

2) Correspondence;

3) Deposit Preparation; and

4) Transaction History.

For instructions on modifying these sections
respectively, follow steps 5.3 thru 5.6 and then
complete the modifications by following step 5.7.

5.3 Modify Accounting Classifications for Adjustments,
Corrections, and Returned Items

By default the first section of the Modify Processing Options page (Accounting
Classifications for Adjustments, Corrections, and Returned Items) is
expanded.

To modify Default Accounting

Codes:

Select Use parent’s values or
Use my values

Enter the search criteria for the
accounting code you would like to
view and click the magnifying
glass icon

Select the accounting code to
apply a credit and/or debit
adjustment type and click Apply
to Debit and/or Apply to Credit
Select Yes or No to allow
changes to be made by an
organization that is lower in the
hierarchy

To modify Default Accounting Code
i Usage:

Select either Always Use the
Default for Deposit Adjustments
or Default based upon Deposit
Subtotals for Deposit
Adjustments

Select Yes or No to allow
changes by an organization lower
in hierarchy

Modify Processing Options =y - |
Step 2 of 3: Define processing options
Madily processing apticas and elick Next
‘Ovganization Hierarchy: TTTL - Training Team Top Level
b i for 2 and
Default Accounting Codes.
Update the acco codes i v
L val »
he Accouting Cods(s) you woukd ik 1o iew.
Ageney Aceounting Code
Q
Account Code Results
ccc13a5s 003 Foscords
Select Account Code s
1212
1213
1214
Assign to Debit  Assign 1o Cradin
Adjustment
Type/Default Acoount Code 1As
Accounting Code
Debit 1212
Credit 1213
Alow charges by oo fower in b ¥
Wyes Do
Default Accounting Code Usage
Detne defaut accouring code processing for deposit adpsiments
Use parenis vakes @ Lise my values
Abways 0 for Dapost Adustmaents
@ Defaut based upon Deposit Sublotais for Deposit Adpustmeants
Alow changes by ceganzation lower in Werarchy
SYes Ka
- Coerespondence
- Deposit Preparation
+ Transaction History
<Provous [ ol
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Setting Up an Organizational Hierarchy

Step ©: Modify Processing Options (continued)

5.4 Modify Correspondence

To modify correspondence information, expand the Correspondence
section of the Modify Processing Options page by clicking the triangle

that appears before “Correspondence”.

In the Returned Items
section and the Deposit
Adjustments section:

» Select Use parent’s
values or Use my
values

» Enter the
correspondence
address and phone
number to be
displayed to a
financial institution

» Select Yes or No to
allow changes to be
made by an
organization lower in
the hierarchy

« Correspondence

Returned ltems

Update the correspondence address for return item
Use parent's values '@ Use my values

Organization Name™
Train 54

Attentio] - Deposit Adjustments
Correspondence address for deposit adjustment
Addres Use parent's values ® Use my values
UL Organization Mame*
Addres:
Attention
City"
McLea )
Address Line 1%
State/P
Virginid
Address Line 2
Postal
22102
City*
Country
United
State/Province*
Contact | - e
Postal Code™
Alowe [ ]
@Yes
Country*
| United States of America
Contact Phone Mumber
Allow changes by organization lower in hierarchy
® ves O No

5.5 Modify Deposit Preparation

To modify Deposit Preparation information for ITGA deposit
creation, expand the Deposit Preparation section of the
Modify Processing Options page by clicking the triangle that
appears before “Deposit Preparation”.

In the Deposit Preparation section:
» Select Use parent’s values or Use my values
» Select Yes or No to allow endpoint to create foreign
deposits
If the endpoint accepts foreign deposits, enter the
Default foreign currency when creating deposits
details
» Select Yes or No to allow changes to be made by an
organization lower in the hierarchy
In the Subtotals and Cash Count section:
» Select Use parent’s values or Use my values
e Select Yes or No for each of the following options:
e Include Sub-totals for Checks/Money Orders and
Cash
e Include Currency count and sub-totals by
denomination
* Include Coin count and sub-totals by denomination
« Allow changes by an organization lower in hierarchy
In the Accounting Code Subtotals section:
» Select Use parent’s values or Use my values
» Select Yes or No for each of the following options
» Allow negative accounting code subtotals
» Allow changes by an organization lower in hierarchy
In the Separation of Duties section:
» Select Use parent’s values or Use my values
» Select Yes or No for each of the following options:
» Deposits must be prepared and approved by different
employees (unless permission is granted otherwise)
» Allow changes by an organization lower in hierarchy
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Setting Up an Organizational Hierarchy

Step ©: Modify Deposit Processing Options (continued)

5.6 Modify Transaction History

To modify Transaction History:

Expand the Deposit Preparation section of
the Modify Processing Options page by
clicking the triangle that appears before
“Transaction History”

In the Transaction History section:
» Select Use parent’s values or Use my

values

Enter the Number of days displayed in
the text box (if applicable)

Select Yes or No to allow changes to be
made by an organization lower in the
hierarchy

~ Transaction History
Transaction History
Update the number of days displayed
Use parent's values ‘@ Use my values

Number of days displayed”
15

Allow changes by organization lower in hierarchy
9 Yes No

5.7 Review and Submit Processing Options

» After modifying the options
you wished to modify from the
Modify Processing Options
page, click Next.

* From the Step 3 of 3: Review
the following processing
options page, verify the
information is correct and click
Submit.

d chek Subwemit b v the processng sptions.

Organization Hietarchy: TTTL - Training Team Top Level 00002099

= Accounting € lassifications lor Adjustments, Corrections, and Retarmed Bems

Dofault Accounting Codes.

wmma PR, e
Dotit 1212
Credt 1213
har Opon frm P ™
Can Descendant Org Mody Yes
Default Accountin g Code Usage
Defut based spon Dapost Scb Depont Adpustros
Inbheri Option from Parent o
Can Descandant Org Modfy es
Cormsapondane,
Raturnad o
Organization hame Train
Amestion
ddrwss Lie 1 ain.
Address Line 2
ity Mclea
SastePreines 7
urtr ™
Fostal Code 2102
Contact Phoes Nember
shertt Ogicn from Parest ™
Can Dascandast Grg Misdéy vos
Derposit Adjussmants
Organizasion Hams Train
Aseetion
Address Ling 111 Train st
Address Ling 2
oy Metan
S2sbProane VA
Couriry s
ustal Code mn

Inhart Optian froem Parset na

Can Dascendant Org Madfy Wis

mjey - |

()
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Setting Up an Organizational Hierarchy

Step @: Create a User-Defined Field

To create a User-Defined Field:

l Administration I Reports |

Manage Organizations w Manage Fl + M3

6.1 From the
Administration
tab, select Manage
Organizations >

Organization Hierarchy p

Usel’-DefI ned Accounting Codes »
Fields and click Comomabels
|V|0d |fy Processing Options »

User Defined Fields » ‘ Modify

6.2 From the Select OTC Endpoint page, select the
highest level organization for which you want to
modify user defined fields (UDFs).

Modify User Defined Fields 1]

Select OTC Endpoint

Salect the top level OTC Endpoint to moddy wser defined fields.

CHI denctes check capure TGA denotes depasit processing

o High Level

6.3 The Step 1 of 3: Select User Defined Field to
Maintain page appears. Click Create UDF.

M denctes mapped accounting code(s)

TTH1 - Trasming Team Test Higrarch

Modify User Defined Fields |

Step 1 of 3: Select User Defined Field to Maintain

Organization Hierarchy: TTTL - Training Team
Click on the activity label to edit the User Defined Field.
Click on the ‘Create UDF" button to create a new User Defined Field.
Click the related checkbox to delete a User Defined Field.

Delete
Activity Label Description Display Order  Data Type [ Delete All J
Undelete All ]
Create Deposit UDF1 UDF 1 1 U.S. Monetary
Amount

6.4 From the Step 2 of 3: Modify the User
Defined Field page:
» Select the Activity type
» Enter the Label and Description
» Select a Data Type
» If“Drop Down List of Alphanumeric
Values” is selected, skip the next four
selections and jump to the List Values
selection. If another Data Type is
selected, continue entering information
for the fields below and jump to step
6.6 below.
» (If applicable) Maximum Input Length
(maximum is 255)
» (If applicable) Minimum Input Length
» (If applicable) Display Order Number
» (If applicable) Select Mandatory or
Optional for Activity User Entry
» (If applicable) Click List Values
» Click Done

6.5 A Step 2 of 3 (Continued): Define Permitted
Values page appears. Enter details for both
the Value and Description, and click Done.

6.6 The Step 3 of 3: Review page appears.
Verify the User Defined Field information is
correct, and click Submit.

The User Defined Fields cannot be modified
if it is associated with deposits that are in
Draft or Awaiting Approval status.

Step 2 of 3: Modify User Defined Field

Add andfor make changes to the user defined field for a spedific actiity.
Organization Hierarchy: TTTL . Training Team Top Level -0000209%

* Denates required fields

Actmty

Create Deposit [*]

User Defined Field
Label*

UDF 1
Description”
UDF1

Diata Type"

Alphanumeric String Value

Diate Valug

Decimal Valug

Driop Down List of Alphanumeric Values
U.S. Monetary Amount

Maximum Input Length*
8

Minimum Input Length®
3

Display Order Mumber*
1

Activity User Emry
Mandatory
9 Optional

Modify User Defined Fields

Step 3 of 3: Review

Verify the User Defined Field information is correct and click Submit.

Active User Defined Fields

= UDF # 1 UDF 1
Activity Type
Label UDF 1
Description UDF 1
Data Type

Display Order Number 1
Activity User Entry Optional
Minimum Input Length 3

Maximum Input Length 8

No User Defined Fields are marked for deletion

Create Deposit

U.S. Monetary Amount

] [Edit]
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