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	Check Capture and Processing
[bookmark: _Toc43803287][bookmark: _Toc94088263][bookmark: _Toc39237134]Overview, Topics, and Audience
[bookmark: _Toc94088264]Overview
Welcome to Reporting on Scanned Checks. In this chapter, you will learn:
The purpose of accessing check processing reports
How to view a CIRA Query
How to view and download a CIRA CSV Report  
How to view and print a Check Image Report
How to view and print an Agency CIRA Report
How to view and print a LVD Contents Report
How to view and print an Organizational Hierarchy Report
How to view and print a 215 Deposit Ticket Report
How to view and print a 5515 Debit Voucher Report
How to view and print an ACR Activity Report
How to view and print a CIRA Transmission Summary Report 
How to view and print a CIRA Transmission (Detailed) Summary Report 
How to view and print a Statistical Report
How to view CIR Transmission Status for Check Processing Report
How to view and download Historical Reports

[bookmark: _Toc94088265][bookmark: _Toc39237135]Topics
[bookmark: _Hlk82505807]The topics in this chapter include the following:
The purpose of accessing check processing reports
CIRA Query 
Business Reports 
· CIRA CSV Report 
· Check Image Report
· Agency CIRA Report
· LVD Contents Report
· Organizational Hierarchy Report
· 215 Deposit Ticket Report
· 5515 Debit Voucher Report
· ACR Activity Report
Administration Reports
· CIRA Transmission Summary Report
· CIRA Transmission (Detailed) Summary Report
· Statistical Report
· View CIR Transmission Status for Check Processing
Historical Reports
· CIRA CSV Historical Report
· [bookmark: _Toc39492423]View Previously Generated Historical Reports
[bookmark: _Toc94088266]Audience
The intended audience for the Reporting on Scanned Checks Participant User Guide includes:
· Agency Manager
· CIRA Viewer
· MVD Editor
· MVD Viewer  
· FMS Viewer
· FMS Security
· View Reports
[bookmark: _Toc94088267]Topic 1 Purpose of Accessing Check Processing Reports
In this guide you will learn how to: run and print Check Processing reports, query using the View CIRA functionality, and query and download Historical reports. Based on your user role, you are authorized to 1) access one or more of the Check Processing reports, 2) view a CIRA record, and 3) view and download Historical reports available in OTCnet. The following roles are authorized to access reports:
· Agency Manager
· Check Capture Administrator
· MVD Editor/MVD Viewer
· FMS Viewer/FMS Security
· Report Viewer


The following are the reports a user may have access to view and download/print (see Table 1).
[bookmark: _Ref84945642][bookmark: _Toc94088322]Table 1: Report Types and Descriptions
	Business Report
	Allows you to…

	CIRA CSV
	Export data based on a query to a comma separated value (CSV) report. The exported data can be used to import into other applications within an agency.

	Check Image
	View the front and back images of the checks for IRNs requested.

	Agency CIRA
	View the batch level transaction activity for a specified OTC Endpoint. A user can filter the report by Received Date, Capture Date, Batch ID, or Check Capture Operator.

	LVD Contents
	View the contents of a Local Verification Database (LVD) for a given OTC Endpoint.

	Organization Hierarchy
	View the structure of a Federal Program Agency as defined in OTCnet. 

	215 Deposit Ticket
	View transaction information presented to a financial institution by a U.S. government agency with checks and other payment instruments to make a manual deposit. This report is auto-generated for Check Capture. The report is searchable using a date range of up to 45 days. Data for the report is available for a duration of one year.

	5515 Debit Voucher
	View transaction information used to debit the Treasury General Account (TGA) to decrease the amount of a deposit made to that account. This report auto-generated for Check Capture.  The report is searchable using a date range of up to 45 days. Data for the report is available for a duration of one year.

	ACR Activity Report
	View detailed information about transactions that were adjusted, corrected, or reversed/rescinded.



	Administration Report
	Allows you to…

	CIRA Transmission Summary
	View the list of transactions sent to Debit Gateway.

	CIRA Transmission (Detailed) Summary
	View the detailed information about transactions sent to Debit Gateway.

	Statistical
	View statistical details for an OTC Endpoint. The report includes statistical information regarding the total transactions, overall success rate, total returns sent back to the agency, and total returns received. The report is searchable using a date range of up to 15 days.

	View CIR Transmission Status for Check Processing
	View the status of CIR files that have been processed by CIR or are ready for CIR processing.


[bookmark: _Toc94088268]Guidance for Handling OTCnet Reports Marked with Sensitive But Unclassified
OTCnet users must safeguard reports generated from OTCnet that are marked as sensitive but unclassified (SBU) and only share these on a need-to-know basis. OTCnet reports marked as SBU must be safely destroyed (i.e., shredded or electronically deleted) when no longer needed. 
Users must avoid transferring reports generated from OTCnet that are marked as SBU. If it is necessary to transfer an SBU OTCnet report, users must adhere to the “need-to-know” principle and perform the transfer in a secure fashion, encrypting the data before transferring it electronically and providing the encryption key to the recipient using a separate medium from the transfer method (e.g. by phone if the document is sent by email or by email if the document is sent using a secure transfer utility). The encryption algorithm used must be NIST-approved (e.g. AES-256).
[bookmark: _Toc94088269]Topic 2 View a CIRA Query
The Central Image and Research Archive (CIRA) is the image archive component of the OTCnet system from which authorized users are able to view transactions and images of all items processed. Users can perform searches and view groups of specific checks that have been archived. Access to the CIRA must be limited to authorized users due to the confidential nature of the items.
The CIRA contains an archive of all check images processed by participating agencies and locations.  Once a batch has been approved, transactions are available for viewing shortly thereafter (volume and system activity affects the amount of time it takes to view the batch in CIRA). 
As a CIRA Viewer, MVD Editor, MVD Viewer or FMS Viewer you are authorized to locate and view seven years of historical check data including check images and agency-entered information using the CIRA Query function. The CIRA provides batch level transaction activity for a specified OTC Endpoint.
You can filter by Received Date, Capture Date, Batch ID, or Check Capture Operator. Search for checks by OTC Endpoint, Individual Reference Number (IRN), first four User Defined Fields, Suspension Status and other search criteria. When running a search without specifying criteria other than the OTC Endpoint, the search results return all checks that your access will permit you to view.
Search Criteria Includes:
· OTC Endpoint
· Include Subordinates  
· Retrieve Mobile Check Transactions Only
· Form Name  
· Deploy Date  
· User Defined Fields  
· Account  
· Bank Routing Number  
· Item Reference Number (IRN)
· Check Number
· Check Amount
· Settlement Status
· 5515/ Debit Voucher Number
· 215/ Deposit Ticket Number
· Cashier ID
· Batch ID
· Received Date (filter)
· Capture Date (filter)
· Settlement Date (filter)
· Return Settlement Date (filter)


[bookmark: _Toc94088270]Item Status
In OTCnet, there is a status to indicate the current state of a transaction throughout the collection process (see Figure 1). Inquiries related to the status can aid with the research and troubleshooting of a particular transaction.
[bookmark: _Ref84946529][bookmark: _Toc94088327]Figure 1: Item Status Process Flow
[image: A flow chart is displayed showing a status indicating the current state of a transaction. It begins with item status, goes to Received, which either branches off into Failed or Settled. From Settled, it continues to Represented or Retired. From Represented, it can return to Settled after 4 days or to Retired.]
Received - The agency has sent this transaction through OTCnet. No settlement has been performed for this transaction yet.
Failed - The item was unable to be processed and/or settled by Treasury/Bureau of the Fiscal Service (BFS). These are items that could not be collected such as foreign items or possible duplicate items. These items are not included on your 215 Report.
Settled - This transaction is completed, and the funds have been credited to the agency’s CA$HLINK account. The effective date of the deposit and the 215 Deposit Ticket Report deposit ticket number are provided.
Represented - This transaction was returned with a reason code that allows for another collection attempt to be made. Depending on an agency’s policy, the item is reprocessed in an attempt to collect the funds from the check writer. Items with this status are in-process of collection.
Retired - This transaction was unable to be collected. The Agency receives a SF5515 Report Debit Voucher report with a debit processed to Debit Gateway, the effective date and debit voucher number is provided. The offset to the agency’s debit was an ACH return or a paper return (Check 21) received from the check writer’s financial institution. This transaction cannot be processed again through OTCnet.


[bookmark: _Toc94088271]View a CIRA Record
To view a CIRA record, from the CIRA Query, you will enter the search criteria for the report you would like to view, search for a transaction, search the ACR transaction. The CIRA Details page appears, presenting the Check Details, User Defined Fields, Check Image and Check History details or CIRA Details page showing ACR Transaction details.


[bookmark: _Toc94088272]View a CIRA Record
To view a CIRA record, complete the following steps:
1. From the Check Processing tab click CIRA Query. The CIRA Query page appears. 
Enter your search criteria.
· Select an OTC Endpoint, required
Application Tip


If you do not know the full name of the OTC Endpoint, enter a partial name search (as few as one letter) in the Starts with text box and click the Select From List icon (magnifying glass). The configured OTC Endpoints appear according to the user’s access. Click the appropriate OTC Endpoint radio button.

· Check/uncheck the Include Subordinates check box
· Check/uncheck the Retrieve Mobile Check Transactions Only check box
· Select a Form Name
· Select a Deploy Date
Application Tips


By default, the Include Subordinates check box is checked. Add a check mark to generate a report that contains data for the subordinate OTC Endpoints. Remove the check mark to generate a report that contains data only for the selected OTC Endpoint.
By default, the Retrieve Mobile Check Transactions Only check box is unchecked. Data for Retrieve Mobile Check Transactions Only is not yet available and will be included in a future release.
By default, the most recent Deploy Date and Form Version will populate the Deploy Date field, once the Form Name is selected.

To search for a transaction:
a. Using the CIRA Query search criteria, complete the following steps:
· Under CIRA Query, 
· Select a Form Name
· Select a Deploy Date
· Under User Defined Fields,
· Enter User Defined Field 1
· Enter User Defined Field 2
· Enter User Defined Field 3
· Enter User Defined Field 4
Application Tips


By default, the CIRA Query screen is expanded. If the CIRA Query screen is expanded, the Search ACR Transaction screen is collapsed.
By default, the most recent Deploy Date and Form Version will populate the Deploy Date field once the Form Name is selected.
The User Defined Fields are visible based on the selected OTC Endpoint Form Name and Deploy Date.

· Enter the Account number
· Enter the Bank Routing Number
· Enter the IRN (Individual Record Number)
· Enter the Check Number
· Under Check Amount
· Select the appropriate drop-down field
· Enter the check amount 
· Select a Settlement Status
· Enter the 5515/Debit Voucher Number
· Enter the 215/Deposit Ticket Number
Application Tips


If an IRN or Batch ID and a date range (Received Date, Capture Date, Settlement Date, and Return Settlement Date) are entered, OTCnet ignores the date range.
The 5515/Debit Voucher Number represents items returned to an agency due to unsuccessful collection efforts.
The 215/Deposit Ticket Number represents items credited into FRB CA$HLINK for a given agency on a given day.

· Enter the Cashier ID
· Enter the Batch ID
· Click the Received Date: radio button
· Select From and To Received Date range
Or
· Select the On Received Date 
Or

· Click the Check Capture Date: radio button
· Select From and To Check Capture Date range
Or
· Select the On Check Capture Date
Application Tips


Received Date (From) and (To) represents the date range the check was received into OTCnet. Received Date (On) represents the single specific date the check was received into OTCnet.
If the Received Date radio button is selected, OTCnet does not validate any other date range values (Capture Date, Settlement Date or Return Settlement Date).
Check Capture Date (From) and (To) represents the date range the check was processed by the Check Capture Lead Operator or Check Capture Operator. Check Capture Date (On) represents the single specific end date the check was processed by the Check Capture Lead Operator or Check Capture Operator.
If the Check Capture Date radio button is selected, OTCnet does not validate any other date range values (Received Date, Settlement Date or Return Settlement Date).

Or

· Click the Settlement Date: radio button
· Select From and To Settlement Date range
Or
· Select the On Settlement Date
Application Tips


Settlement Date (From) and (To) represents the date range when the payment amount was debited from the check writer’s account. Settlement Date (On) represents the single specific date when the payment amount was debited from the check writer’s account.
If the Settlement Date radio button is selected, OTCnet does not validate any other date range values (Received Date, Capture Date or Return Settlement Date).

Or

· Click the Return Settlement Date: radio button
· Select the From/On Date range
· Select the To Date range
Application Tips


Return Settlement Date (From) and (To) represents the date range when the check item was returned. Return Settlement Date (On) represents the single specific date the check item was returned.
When the Return Settlement Date radio button is selected, OTCnet does not validate any other date range values (Received Date, Capture Date or Settlement Date).
By default, the CIRA Query screen is expanded. If the CIRA Query screen is expanded, the screen Search ACR Transaction collapsed.

Or
b. To query for an ACR transaction, complete the following steps:
· Click Search ACR Transaction to expand the screen
· Select an ACR Type
· Select an ACR Reason Code
· Enter an ACR Voucher Number
· Enter the From and To ACR Settlement range
Application Tips


By default, the Search ACR Transaction screen is collapsed. If the Search ACR Transaction screen is expanded, the CIRA Query screen is collapsed.
Search ACR Transaction options include All ACR, Adjustment, Correction, and Rescission.
ACR Reason Code options include Duplicate Transaction Processed, Non-Cash Item, Transaction Amount Correction, Representment, Warranty Indemnity Claim, Voucher Date Change, Voucher Number Change, Account Switch, Transaction Account Switch, and ACH Reversal.
The maximum numeric characters value for ACR Voucher Number is six.
The maximum date range for the From and To ACR Settlement range is 90 days.



Click Search to initiate the search.
The Count table and Search Results table appears as shown in Figure 2. Click the IRN for the check details you would like to view.
[bookmark: _Ref89333507][bookmark: _Toc94088328]Figure 2: CIRA Query Results Showing Count and IRN Table
[image: CIRA Query Results Showing Count and IRN Table]

The CIRA Details page appears showing the Check Details, User Defined Fields, Check Image and Check History details as shown in Figure 3.
[bookmark: _Ref84948604][bookmark: _Toc94088329]Figure 3: CIRA Details Page
[image: The View Cira Item Details Page is displayed, showing several sections with large amounts of data. The page is split into four sections; Check Details, User Defined Fields, Check Image, and Check History.]
Application Tip


The CIRA Query details page is configured to display a maximum of 90   days of search results. This range parameter applies when a user searches using Received Date, Check Capture Date, Settlement Date, Return Settlement Date or ACR Settlement date. The system will display an error message if you search for results beyond the configured range.

Additional Buttons

Click Cancel to return to the OTCnet Home Page. No data will be saved. 
Click Clear to clear all data fields and reset to the default selections.
Click Count to display the total number of check transactions and the total check amount for the specified search criteria.
Click Display First 1000 to retrieve the first 1000 records
Click Verification Detail to view the corresponding MVD record for the check item. (Visible only if is a corresponding MVD record exists.)
Additional buttons exclusive to the View CIRA Item Details page:
Click Zoom In to zoom in on the check image.
Click Zoom Out to zoom out on the check image.
Click Save Zoom to save the zoom percentage for the current session.
Click Original to return the check image to the original display settings.
Click Fit Width to fit the check image to the width of the open window.
Click Rotate Left to rotate the check image counterclockwise 90 degrees.
Click Rotate Right to rotate the check image clockwise 90 degrees.
Click Print to the check image.
Click Download to the check image.
Click Previous to return to the previous page.
Click Return Home to the OTCnet Home Page.

[bookmark: _Toc94088273]Topic 3 Business Reports
There are eight Business Reports that you may have access to, depending on your role. To print a report output, right click using your mouse and select Print.
[bookmark: _Toc94088323]Table 2: Business Reports (1st column) and Access Type (1st row)
	Business Reports
	Agency Manager
	Check Capture Administrator
	MVD Viewer
	MVD 
Editor
	FMS 
Viewer
	View 
Reports

	CIRA CSV
	X
	X
	X
	X
	X
	blank

	Check Image
	X
	X
	X
	X
	X
	X

	Agency CIRA
	X
	X
	X
	X
	X
	X

	LVD Contents
	X
	X
	X
	X
	X
	X

	Organization Hierarchy
	X
	X
	X
	X
	X
	X

	215 Deposit Ticket
	X
	X
	X
	X
	X
	X

	5515 Debit Voucher
	X
	X
	X
	X
	X
	X

	ACR Activity
	X
	X
	X
	X
	X
	X


Legend:   Blank = N/A  &  X =  Access


[bookmark: _Toc94088274]CIRA CSV Report
The CIRA CSV report is a business report that allows you to export data based on a query to a Comma Separated Value (CSV) report. The exported data can be used to import into other applications within an agency. From Check Processing Reports, select CIRA CSV Report. Enter the search criteria for the report you would like to view and search for a transaction and download the CSV file.
When clicking the Received Date radio button, consider the following information for the Received Date (From) and (To):
If the Received Date radio button is selected, OTCnet does not validate any other date range values (Capture Date, Settlement Date or Return Settlement Date).
Received Date (From) and (To) represents the date range the check was received into OTCnet. Received Date (On) represents the single specific date the check was received into OTCnet.
If both the (From) and (To) Received Date are more than 18 months from the current date, an error message appears stating “Check transactions with a Received Date older than 18 months have been archived to the archive database according to the Fiscal Service data retention policy. These transactions are viewable through the CIRA CSV Historical Report via Home>> Reports>> Historical Reports.” Any results that match the search parameters and have a Received Date older than 18 months from the current date are displayed. 
If the (From) or (To) Received Date is less than 18 months from the current date, the results that match the search parameters are displayed.
When clicking the Check Capture Date radio button, consider the following information for the Check Capture Date (From) and (To):
If the Check Capture Date radio button is selected, OTCnet does not validate any other date range values (Received Date, Settlement Date, or Return Settlement Date).
Check Capture Date (From) and (To) represents the date range
 the check was processed by the Check Capture Lead Operator 
or Check Capture Operator. Check Capture Date (On) represents the single specific end date the check was processed by the Check Capture Lead Operator or Check Capture Operator. 
If both the Check Capture Date (From) and (To) are more than 18 months from the current date, an error message appears stating “Check transactions with a Received Date older than 18 months have been archived to the archive database according to the Fiscal Service data retention policy. These transactions are viewable through the CIRA CSV Historical Report via Home>> Reports>> Historical Reports.” Any results that match the search parameters and are with a Received Date older 18 months from the current date are displayed. 
If the (From) or (To) Check Capture Date is less than 18 months from the current date, the results that match the search parameters are displayed.
[bookmark: _Hlk89334995]

When clicking the Settlement Date radio button, consider the following information for the Settlement (From) and (To):
If the Settlement Date radio button is selected, OTCnet does not validate any other date range values (Received Date, Capture Date or Return Settlement Date).
If both the Settlement Date (From) and (To) are more than 18 months from the current date, an error message appears stating “Check transactions with a Received Date older than 18 months have been archived to the archive database according to the Fiscal Service data retention policy. These transactions are viewable through the CIRA CSV Historical Report via Home>> Reports>> Historical Reports.” Any results that match the search parameters and are with a Received Date older 18 months from the current date are displayed. 
If the (From) or (To) Settlement Date is less than 18 months from the current date, the results that match the search parameters are displayed.
[bookmark: _Hlk89335024]When clicking the Return Settlement Date radio button, consider the following information for the Return Settlement (From) and (To):
If the Return Settlement Date radio button is selected, OTCnet does not validate any other date range values (Received Date, Capture Date or Settlement Date).
If both the Return Settlement Date (From) and (To) are more than 18 months from the current date, an error message appears stating “Check transactions with a Received Date older than 18 months have been archived to the archive database according to the Fiscal Service data retention policy. These transactions are viewable through the CIRA CSV Historical Report via Home>> Reports>> Historical Reports.” Any results that match the search parameters and are with a Received Date older 18 months from the current date are displayed.
[bookmark: _Hlk89346613]If the (From) or (To) Return Settlement Date is less than 18 months from the current date, the results that match the search parameters are displayed.   
To access the report, from Check Processing Reports, Business Reports, click Check Image Report.
[bookmark: _Toc94088275]CIRA CSV Report
To view a CIRA CSV report, complete the following steps:
1. From the Reports tab, click Check Processing Reports. The View Check Processing Reports page appears.
Under Business Reports, click CIRA CSV Report. The CIRA CSV Report page appears.
Enter the search criteria for the report you would like to view.
· [bookmark: _Hlk85016176]Select an OTC Endpoint, required
· [bookmark: _Hlk85016108]Check/uncheck the Include Subordinates check box
· Check/uncheck Retrieve Mobile Check Transactions Only check box 
Application Tips


If you do not know the full name of OTC Endpoint, enter a partial name search (as few as one letter) in the Starts with text box and click the Select From List icon (magnifying glass). The configured OTC Endpoints appear according to the user’s access. Click the appropriate OTC Endpoint radio button.
By default, the Include Subordinates check box is checked. Add a check mark to generate a report that contains data for the subordinate OTC Endpoints. Remove the check mark to generate a report that contains data only for the selected OTC Endpoint.
By default, the Retrieve Mobile Check Transactions Only check box is unchecked. Data for Retrieve Mobile Check Transactions Only is not yet available and will be included in a future release.

To search for a transaction:
a. Using the CIRA CSV Report search criteria, complete the following steps:
· Select a Form Name
· Select a Deploy Date
Application Tips


By default, the CIRA CSV Report screen is expanded. If the CIRA CSV Historical Report screen is expanded, the CIRA CSV Report - ACR screen is collapsed.
The Form Name is the name/list of available forms available for the selected OTC Endpoint. The Deploy Date is the date, time and version number of the selected form.
By default, the most recent Deploy Date and Form Version will populate the Deploy Date field once the Form Name is selected.



· Under User Defined Fields,
· Enter User Defined Field 1
· Enter User Defined Field 2
· Enter User Defined Field 3
· Enter User Defined Field 4
· Enter the Account number
· Enter the Bank Routing Number
· Enter the IRN (Individual Record Number)
· Enter the Check Number
· Under Check Amount,
· Select the appropriate drop-down field
· Enter the check amount 
· Select a Settlement Status
· Enter the 5515/Debit Voucher Number
· Enter the 215/Deposit Ticket Number
Application Tips


The User Defined Fields are visible based on the selected OTC Endpoint Form Name and Deploy Date.
If an IRN or Batch ID and a date range (Received Date, Capture Date, Settlement Date, and Return Settlement Date) are entered, OTCnet ignores the date range.  
The 5515/Debit Voucher Number represents items returned to agency due to unsuccessful collection efforts.
The 2515/Deposit Ticket Number represents items credited into FRB CA$HLINK for a given agency on a given day.

· Enter the Cashier ID
· Enter the Batch ID
· Click the Received Date: radio button
· Select From and To Received Date range
Or
· Select the On Received Date 

Or

· Click the Check Capture Date: radio button
· Select From and To Check Capture Date range
Or
· Select the On Check Capture Date

Or

· Click the Settlement Date: radio button
· Select From and To Settlement Date range
Or
· Select the On Settlement Date

Or

· Click the Return Settlement Date: radio button
· Select the From/On Date range
· Select the To Date range
b. To query for a CIRA CSV Report - ACR transaction, complete the following steps:
· Click Search ACR Transaction to expand the screen
· Select an ACR Type
· Select an ACR Reason Code
· Enter an ACR Voucher Number
· Enter the From and To ACR Settlement range, required
Application Tips


By default, the Search ACR (Adjustment, Correction, and Rescission) Transaction screen is collapsed. If the Search ACR Transaction screen is expanded, the CIRA Query screen is collapsed.
Search ACR Transaction options include All ACR, Adjustment, Correction, and Rescission.
ACR Reason Code options include Duplicate Transaction Processed, Non-Cash Item, Transaction Amount Correction, Representment, Warranty Indemnity Claim, Voucher Date Change, Voucher Number Change, Account Switch, Transaction Account Switch, and ACH Reversal.
The maximum numeric characters value for ACR Voucher Number is six.
The From and To ACR Settlement fields are searchable for a duration up to 90 days. Additionally, the From and To ACR Settlement dates must be older than 18 months from the current date.



· Click Download CSV File. The File Download dialog box appears as shown in Figure 4.
[bookmark: _Ref85017578][bookmark: _Toc94088330]Figure 4: File Download Dialog Box: Open/Save or Download
[image: Five screenshots are displayed sequentially. The first is a pop-up window asking whether a CSV file should be opened or saved with the open button highlighted. The remaining four screenshots show the data being imported into an Excel spreadsheet and being reorganized.]
Application Tip


The CIRA CSV Report page is configured to download a maximum of 90 days of search results. This range parameter applies when a user searches using Received Date, Check Capture Date, Settlement Date, Return Settlement Date or ACR Settlement Date. The system will display an error message to you if you search for results beyond the configured range.

· Click Open or Save
Additional Buttons

Click Cancel to return to the OTCnet Home Page. No data is saved. 
Click Clear to clear all data fields and reset to the default selections.
Click Count to display the total number of check transactions and the total check amount for the specified search criteria.



[bookmark: _Toc94088276]Check Image Report
The Check Image Report allows you to view the front and back images of a check for an Individual Reference Number (IRN) that you request. 
[bookmark: _Hlk507576850]IRNs associated with a received date older than the minimum data retention period, as specified by Fiscal Service, may not be displayed on the report as these transactions are eligible to be deleted. As a result, this check image will no longer be accessible. An error message occurs stating that the IRN has not been found or has been deleted. 
To access the report, from Check Processing Reports, Business Reports, click Check Image Report.
[bookmark: _Toc94088277]Check Image Report
To view a Check Image report, complete the following steps:
1. From the Reports tab, click Check Processing Reports. The View Check Processing Reports page appears. 
Under Business Reports, click Check Image Report. The Check Image Report page appears.
Enter the search criteria for the report you would like to view.
· Under Add IRNs to the list, enter the IRN(s) for the checks you would like to view.
Application Tips


IRNs are between 20 and 32 alphanumeric characters in length and can contain the following characters:
· The special characters of ', _, #, @, and -, surrounded by only alpha characters
· The special characters of $ and |, surrounded by alphanumeric characters
To enter multiple IRNs, separate each IRN by a space and/or comma.
Check images for IRNs belonging to neutralized OTC Endpoints can be retrieved in the Check Image Report. These images can be retrieved by Agency Managers, Check Capture Administrators, View Reports, MVD Editors, or MVD Viewers who are provisioned to:
· An OTC Endpoint level higher than the neutralized OTC Endpoint associated with the images
· The highest level OTC Endpoints associated with the images

Click Add to IRN List.
Under List of IRNs, check the check box(es) of the IRN(s) you would like to submit.
Click Submit. Check image(s) appear on the same page as shown in Figure 5.
[bookmark: _Ref85022732][bookmark: _Toc94088331]Figure 5: Click Submit to View Check Image
[image: The Check Image Report page is displayed, showing a list of IRNS. One is checked and the Submit button is highlighted. Below is a pdf file of a check image.]
Additional Buttons

Click Clear to clear all data fields and reset to the default selections.
Click Cancel to return to the OTCnet Home Page. No data will be saved.



[bookmark: _Toc94088278]Agency CIRA Report
The Agency CIRA Report allows you to view the batch activity for specified OTC Endpoint and supplies, the sending OTC Endpoint receive date, item count and dollar amounts. 
When clicking the Received Date radio button, consider the following information for the Received Date (From) and (To):
If the Received Date radio button is selected, OTCnet does not validate any other date range values (Capture Date).
(From) and (To) Received Date represents the date range the check was received into OTCnet. 
If both the (From) and (To) Received Date are more than 18 months from the current date, an error message appears stating “Check transactions with a Received Date older than 18 months have been archived to the archive database according to the Fiscal Service data retention policy. These transactions are viewable through the CIRA CSV Historical Report via Home>> Reports>> Historical Reports.” Any results that match the search parameters and have a Received Date older than 18 months from the current date are displayed. 
If the (From) or (To) Received Date is less than 18 months from the current date, the results that match the search parameters are displayed. 
When clicking the Check Capture Date radio button, consider the following information for the Received Date (From) and (To):
(From) and (To) Check Capture Date represents the date range the check was processed by the Check Capture Lead Operator or Check Capture Operator.
If both the (From) and (To) Check Capture Date are more than 18 months from the current date, an error message appears stating “Check transactions with a Received Date older than 18 months have been archived to the archive database according to the Fiscal Service data retention policy. These transactions are viewable through the CIRA CSV Historical Report via Home>> Reports>> Historical Reports.” results that match the search parameters and have a Received Date older than 18 months from the current date are displayed.
To access the reports, from Check Processing Reports, Business Reports, click Agency CIRA Report Check Processing Reports.
[bookmark: _Toc94088279]Agency CIRA Report
To view an Agency CIRA report, complete the following steps:
1. From the Reports tab, click Check Processing Reports. The View Check Processing Reports page appears. 
Under Business Reports, click Agency CIRA Report. The Agency CIRA Report parameters page appears as shown in Figure 6.
[bookmark: _Ref85023256][bookmark: _Toc94088332]Figure 6: Agency CIRA Report Parameters Page
[image: The Agency CIRA Report page is displayed, and the Export as section is highlighted, showing an option menu to select the file type, the download button, and the Print PDF Report button. Below is a PDF copy of a CIRA report.]
Enter the search criteria for the report you would like to view.
Under Report Filters,
· Select the Date From date
· Select the Date To date
· Click Received Date or Captured Date
· Enter the Batch ID
· Enter the Cashier ID
· Click Yes or No to Include Subordinate OTC Endpoints
Application Tip


Click Yes to generate a report that contains data for the selected OTC Endpoint as well as all of the lower level OTC Endpoints. 
Click the No option to generate a report that contains data only for the selected OTC Endpoint.

Click an OTC Endpoint to initiate the report. The Agency CIRA Report preview page appears.
Application Tip


CHK denotes a check capture OTC Endpoint; TGA denotes a deposit processing OTC Endpoint; M denotes a mapped accounting code; an open lock [image: ]denotes access permission; and a closed lock [image: ]denotes no access permission.

Under Export as, 
· Select a PDF, Excel or Word
· Click Download

Or

· Click Print PDF Report
Additional Button

Click Previous to return to the previous page.



[bookmark: _Toc94088280]LVD Contents Report
The LVD Contents Report allows you to view the contents of a Local Verification Database (LVD) for a given OTC Endpoint. To access the report, from Check Processing Reports Business Reports, click LVD Contents Report.
[bookmark: _Toc94088281]LVD Contents Report
To view an LVD Contents report, complete the following steps:
1. From the Reports tab, click Deposit Processing Reports. The View Reports page appears. 
Under Business Reports, click LVD Contents Report. The LVD Contents Reports parameters page appears.
Enter the search criteria for the report you would like to view.
Under Report Filters,
· Select a Transaction Type
· Select a Trade Status
· Click Received Date or Captured Date
· Enter For Account
· Enter the User Defined Field 1
· Enter the Bank Routing Number
Application Tips


Trade Status represents the status of the verification records (All, Cleared, Dynamic, Suspend, Denied, Blocked).
CHK denotes a check capture OTC Endpoint; TGA denotes a deposit processing OTC Endpoint; M denotes a mapped accounting code; an open lock [image: ]denotes access permission; and a closed lock [image: ]denotes no access permission.

Click an OTC Endpoint to initiate the report. The LVD Contents Report preview page appears in a new window as shown in Figure 7.
[bookmark: _Ref85023615][bookmark: _Toc94088333]Figure 7: LVD Contents Report Preview Page
[image: The LVD Contents Report page is displayed with the Export as section highlighted. There is a drop-down menu to select the file type, and the download and print pdf report buttons are highlighted.  Below is a PDF displaying the completed report.]

Under Export as, 
· Select a PDF, Excel or Word
· Click Download

Or

Click Print PDF Report
Additional Button

Click Previous to return to the previous page.



[bookmark: _Toc94088282]Organization Hierarchy Report
The Organization Hierarchy Report allows you to view the target OTC Endpoint within the context of the current OTC Endpoint. The OTC Endpoints listed in the hierarchy tree are based on the user’s given access permission. Additionally, any endpoint displayed in the hierarchy is designated as a check capture endpoint or is not designated as check capture endpoint but is an endpoint that is associated with at least one check transaction. 
To access the report, from Check Processing Reports, Business Reports, click Organization Hierarchy Report.
[bookmark: _Toc94088283]Organization Hierarchy Report
To view an Organization Hierarchy report, complete the following steps.
1. From the Reports tab, click Check Processing Reports. The View Reports page appears. 
Under Business Reports, click Organization Hierarchy Report. The Organization Hierarchy Report parameters page appears.
Click an OTC Endpoint to initiate the report. The Organization Hierarchy report preview page appears as shown in Figure 8.
[bookmark: _Ref85023822][bookmark: _Toc94088334]Figure 8: Organization Hierarchy Report Preview Page
[image: The Organization Hierarchy Report page is displayed with the Export as section highlighted. There is a drop-down menu to select the file type, and the download and print pdf report buttons are highlighted.  Below is a PDF displaying the completed report.]
Under Export as, 
· Select a PDF, Excel or Word
· Click Download

Or

· Click Print PDF Report
Additional Button

Click Previous to return to the previous page.



[bookmark: _Toc94088284]215 Deposit Ticket Report
The 215 Deposit Ticket Report, also known as the SF215, is a daily report that includes all items deposited and processed into Collections Information Repository (CIR) within the preceding 24 hours. The report is searchable for a duration of up to 45 days. Data for the report is available for a duration of one year.
To access the report, from Check Processing Reports, Business Reports, click 215 Deposit Ticket Report.
[bookmark: _Toc94088285]215 Deposit Ticket Report
To view a 215 Deposit Ticket report, complete the following steps:
1. [bookmark: _Hlk494893887]From the Reports tab, click Check Processing Reports. The View Check Processing Reports page appears. 
1. Under Business Reports, click 215 Deposit Ticket Report. The 215 Deposit Ticket parameters page appears.
1. Enter the search criteria for the report you would like to view.
Under Report Filters,

· Select a From and To Start Date range
· Click Yes to Include Subordinate OTC Endpoint
Application Tips


The From and To Start Date range is searchable for a duration of up to 45 days. Data for the report is available for a duration of one year.
Click the Yes option to generate a report that contains data for lower level OTC Endpoints.

[bookmark: _Hlk495490319]Under Expand All/Contract All, click the Plus Sign [image: ] to expand the list of OTC Endpoints and locate the appropriate OTC Endpoint.
Application Tip


CHK denotes a check capture OTC Endpoint; TGA denotes a deposit processing OTC Endpoint; M denotes a mapped accounting code; an open lock [image: ]denotes access permission; and a closed lock [image: ]denotes no access permission.

Click an OTC Endpoint to initiate the report. The 215 Deposit Ticket Report preview page appears as shown in Figure 9.
[bookmark: _Ref85024176][bookmark: _Toc94088335]Figure 9: 215 Deposit Ticket Report Preview Page
[image: The 215 Deposit Ticket Report page is displayed with the Export as section highlighted. There is a drop-down menu to select the file type, and the download and print pdf report buttons are highlighted.  Below is a PDF displaying the completed report.]
Application Tip


A 215 Deposit Ticket report will not generate for any day that is deemed a holiday during Monday - Friday hours.

Under Export as, 
· Select PDF, Word, or Excel format
· Click Download

Or

· Click Print PDF Report
Additional Button

Click Previous to return to the previous page.



[bookmark: _Toc94088286]5515 Debit Voucher Report
The 5515 Debit Voucher Report, also known as the SF5515 is a daily report that includes all retired items processed within the preceding 24 hours. The report searchable for a duration of up to 45 days and will not generate for any day that is deemed a holiday during Monday-Friday hours. Data for the report is available for a duration of one year.
The 5515 report contains the debit voucher number for each item that is retired by the Federal Reserve Bank. The report provides detailed information on the Unique Transaction ID (or IRN number) for easy research in OTCnet. 
To access the report, from Check Processing Reports, Business Reports, click 5515 Debit Voucher Report.
[bookmark: _Toc94088287]5515 Debit Voucher Report
To view a 5515 Debit Voucher report, complete the following steps:
1. From the Reports tab, click Deposit Processing Reports. The View Reports page appears. 
Under Business Reports, click 5515 Debit Voucher Report. The 5515 Debit Voucher parameters page appears.
Enter the search for the report you would like to view.
Under Report Filters,
· Select a From and To Start Date range
· Click Yes or No to Include Subordinate OTC Endpoints.
Application Tips


The From and To Start Date range is searchable for a duration of up to 45 days. Data for the report is available for a duration of one year.
Click the Yes option to generate a report that contains data for the selected OTC Endpoint as well as all of the lower level OTC Endpoints. Click the No option to generate a report that contains data only for the selected OTC Endpoint.
CHK denotes a check capture OTC Endpoint; TGA denotes a deposit processing OTC Endpoint; M denotes a mapped accounting code; an open lock [image: ]denotes access permission; and a closed lock [image: ]denotes no access permission.

Click an OTC Endpoint to initiate the report. The 5515 Debit Voucher preview page appears as shown in Figure 10.
[bookmark: _Ref85024560][bookmark: _Toc94088336]Figure 10: 5515 Debit Voucher Report Preview Page
[image: The 5515 Debit Voucher Report page is displayed with the Export as section highlighted. There is a drop-down menu to select the file type, and the download and print pdf report buttons are highlighted.  Below is a PDF displaying the completed report.]
Application Tip


A 5515 Debit Voucher report will not generate for any day that is deemed a holiday during Monday-Friday hours.

Under Export as, 
· Select PDF, Excel or Word format
· Click Download

Or

· Click Print PDF Report
Additional Button

Click Previous to return to the previous page.



[bookmark: _Toc94088288]ACR Activity Report
The ACR Activity Report, or Adjustment, Correction and Rescission Report, is a report that displays the detailed information about transactions that were adjusted, corrected, or reversed/rescinded. Users can generate a report that covers a maximum period of 45 calendar days.
To access the report, from Check Processing Reports, Business Reports, click ACR Activity Report.
[bookmark: _Toc94088289]ACR Activity Report
To search for ACR transactions, complete the following steps:
1. From the Reports tab, click Check Processing Reports and click ACR Activity Report. The ACR Activity Report page appears.
Enter the search criteria you would like to view.
· Enter the From and To ACR Settlement date range
· Select a Report Type
· Select an ACR Type
· Select an ACR Reason Code
Application Tips


The maximum date range for the From and To ACR (Adjustment, Correction, and Rescission) Settlement range is 45 days.
Report Type options include Credit/Debit - ACR, Credit - ACR, and 
Debit - ACR.
Search ACR Transaction options include All ACR, Adjustment, Correction, and Rescission.
ACR Reason Code options include Duplicate Transaction Processed, Non-Cash Item, Transaction Amount Correction, Representment, Warranty Indemnity Claim, Voucher Date Change, Voucher Number Change, Account Switch, Transaction Account Switch, and ACH Reversal.

Click the Yes or No radio button to Include Subordinates
Click an OTC Endpoint to initiate the report. The ACR Activity Report preview page appears as shown in Figure 11.
[bookmark: _Ref85025039][bookmark: _Toc94088337]Figure 11: ACR Activity Report Preview Page
[image: The ACR Activity Report page is displayed with the Export as section highlighted. There is a drop-down menu to select the file type, and the download and print pdf report buttons are highlighted.  Below is a PDF displaying the completed report.]

Under Export as, 
· Select a PDF, Excel or Word
· Click Download

Or

· Click Print PDF Report
Additional Button

Click Previous to return to the previous page.

[bookmark: _Toc94088290]Topic 4 Administration Reports
There are three Administration reports that you may have access to, depending on your role. As an FMS Viewer, you are authorized to access the CIRA Transmission Summary, CIRA Transmission (Detailed) Summary, Statistical, and View CIR Transmission Status for Check Processing Administration reports (see Table 3 for details). To print a report output, right click using your mouse and select Print.
[bookmark: _Ref85025179][bookmark: _Toc94088324]Table 3: Administration Reports (1st column) and Access Type (1st row)
	Business Reports
	Agency Manager
	Check Capture Administrator
	MVD Viewer
	MVD 
Editor
	FMS 
Viewer
	View 
Reports

	CIRA Transmission Summary Report
	blank
	blank
	blank
	blank
	
X
	blank

	CIRA Transmission (Detailed) Summary Report
	blank
	blank
	blank
	blank
	
X
	blank

	Statistical
	blank
	blank
	blank
	blank
	
X
	blank

	View CIR Transmission Status for Check Processing
	blank
	blank
	blank
	blank
	X
	blank


Legend:  Blank = N/A  &  X = Access


[bookmark: _Toc94088291]CIRA Transmission Summary Report
The CIRA Transmission Summary Report allows you to view a list of transactions sent to Debit Gateway. To access the report, from Check Processing Reports, Administration, click CIRA Transmission Summary Report.
[bookmark: _Toc94088292]View CIRA Transmission Summary Report
To view a CIRA Transmission Summary report, complete the following steps:
1. From the Reports tab, click Check Processing Reports. The View Check Processing Reports page appears. 
Under Administration Reports, click CIRA Transmission Summary Report.  The CIRA Transmission Summary Report page appears.
Enter the search criteria for the report you would like to view.
Under Report Filters, complete the following:
· Select a Date 
· Click Submit Request. The Transmission Files table for the selected date appears.
· Click Yes or No to Include Subordinate OTC Endpoints
Application Tips


The Transmission Files table lists all the transmissions for the selected date.  
Click the Yes option to generate a report that contains data for the selected OTC Endpoint as well as all of the lower level OTC Endpoints. 
Click the No option to generate a report that contains data only for the selected OTC Endpoint
CHK denotes a check capture OTC Endpoint; TGA denotes a deposit processing OTC Endpoint; M denotes a mapped accounting code; an open lock [image: ]denotes access permission; and a closed lock [image: ]denotes no access permission.

Click an OTC Endpoint to initiate the report. The CIRA Transmission Summary Report preview page appears as shown in Figure 12.
[bookmark: _Ref85025499][bookmark: _Toc94088338]Figure 12: CIRA Transmission Summary Report Preview Page
[image: The CIRA Transmission Summary Report page is displayed with the Export as section highlighted. There is a drop-down menu to select the file type, and the download and print pdf report buttons are highlighted.  Below is a PDF displaying the completed report.]

Under Export as, 
· Select a PDF, Excel or Word
· Click Download

Or

· Click Print PDF Report
Additional Button

Click Previous to return to the previous page.



[bookmark: _Toc94088293]CIRA Transmission (Detailed) Summary Report
The CIRA Transmission (Detailed) Summary Report allows you to view the detailed information about transactions sent to Debit Gateway. To access it, from Check Processing Reports, Administration Reports, click CIRA Transmission (Detailed) Summary Report. 
[bookmark: _Toc94088294]CIRA Transmission Summary Report
To view a CIRA Transmission (Detailed) Summary report, complete the following steps:
1. From the Reports tab, click Check Processing Reports. The View Check Processing Reports page appears. 
Under Administration Reports, click CIRA Transmission (Detailed) Summary Report. The CIRA Transmission (Detailed) Summary Report parameters page appears.
Enter the search criteria for the report you would like to view.
Under Report Filters,
· Select a Date 
· Click Submit Request. The Transmission Files table for the selected date appears.
· Click Yes or No to Include Subordinate OTC Endpoints
Application Tips


The Transmission Files table lists all the transmissions for the selected date.  
Click the Yes option to generate a report that contains data for 
the selected OTC Endpoint as well as all of the lower level OTC Endpoints. 
Click the No option to generate a report that contains data only for the selected OTC Endpoint.
CHK denotes a check capture OTC Endpoint; TGA denotes a deposit processing OTC Endpoint; M denotes a mapped accounting code; an open lock [image: ]denotes access permission; and a closed lock [image: ]denotes no access permission.

Click an OTC Endpoint to initiate the report.  The CIRA Transmission (Detailed) Summary Report preview page appears as shown in Figure 13.
[bookmark: _Ref85025863][bookmark: _Toc94088339]Figure 13: CIRA Transmission (Detailed) Summary Report
[image: The CIRA Transmission (detailed) Summary Report page is displayed with the Export as section highlighted. There is a drop-down menu to select the file type, and the download and print pdf report buttons are highlighted.  Below is a PDF displaying the completed report.]
Under Export as, 
· Select a PDF, Excel or Word
· Click Download

Or

· Click Print PDF Report
Additional Button

Click Previous to return to the previous page.



[bookmark: _Toc94088295]Statistical Report
The Statistical Report allows you to view statistical details for an OTC Endpoint. The report includes statistical information regarding the total transactions, overall success rate, total returns sent back to an agency, and total returns received. The report is available for 15 rolling days.
To access the report, click Check Processing Reports, Administration Reports, and Statistical Report.
[bookmark: _Toc94088296]Statistical Report
To view a Statistical report, complete the following steps:
1. From the Reports tab, click Check Processing Reports. The View Reports page appears. 
1. Under Administration Reports, click Statistical Report. The Statistical Report page appears.
1. Enter the search criteria for the report you would like to view.
Under Report Filters,

· Select a From and To Start Date range
· Click the Personal, Non Personal or Both radio button for Item Type
· Click the Present, Not Present or Both radio button for Processed At
· Click the ACH, Paper Items or Both radio button for Process Type
· Click Yes or No to Include Subordinate OTC Endpoints
Application Tip


The From and To Start Date range is searchable using a date range of up to 15 days.
Click the Yes option to generate a report that contains data for the selected OTC Endpoint as well as all of the lower level OTC Endpoints. 
Click the No option to generate a report that contains data only for the selected OTC Endpoint.
CHK denotes a check capture OTC Endpoint; TGA denotes a deposit processing OTC Endpoint; M denotes a mapped accounting code; an open lock [image: ]denotes access permission; and a closed lock [image: ]denotes no access permission.

Click an OTC Endpoint to initiate the report. The Statistical Report preview page appears as shown in Figure 14.
[bookmark: _Ref85026215][bookmark: _Toc94088340]Figure 14: Statistical Report Preview Page
[image: The Statistical Report page is displayed with the Export as section highlighted. There is a drop-down menu to select the file type, and the download and print pdf report buttons are highlighted.  Below is a PDF displaying the completed report.]
Under Export as, 
· Select a PDF, Excel or Word
· Click Download

Or

· Click Print PDF Report
Additional Button

Click Previous to return to the previous page.



[bookmark: _Toc94088297]View CIR Transmission Status for Check Processing
The View CIR Transmission Status for Check Processing report allows you to view the status of CIR files that have been processed by CIR or are ready for CIR processing. The View CIR Transmission Status for Check Processing page is divided into two sections: Top section displays the check transmissions that have not been successfully processed by CIR. The bottom section displays all the check transmissions that have been sent to CIR regardless of their status.
To access the report, from Check Processing Reports, Administration Reports, click View CIR Transmission Status for Check Processing.
[bookmark: _Toc94088298]View CIR Transmission Status for Check Processing
To generate a View CIR Transmission Status for a Check Processing report, complete the following steps:
1. From the Reports tab, click Check Processing Reports. The View Reports page appears. 
Under Administration Reports, click View CIR Transmission Status for Check Processing. The View CIR Transmission Status for Check Processing parameters page appears.
Click the Transmission ID to view the CIR transmission details or processing errors. 
The CIR Transmission Status Export/Print Report preview page appears as shown in Figure 15.
[bookmark: _Ref85026457][bookmark: _Toc94088341]Figure 15: CIR Transmission Status Export/Print Report Page
[image: The Check Processing Reports page is displayed with the Export as section highlighted. There is a drop-down menu to select the file type, and the download and print pdf report buttons are highlighted.  Below is a PDF displaying the completed report.]
Under Export as, 
· [bookmark: _Hlk85027084]Select a PDF, Excel or Word
· Click Download

Or

· Click Print PDF Report
Additional Button

Click Previous to return to the previous page.



[bookmark: _Toc94088299]Topic 5 Historical Reports
Check Processing Historical reports are used to query check records that are associated with batches that have a Received Date older than 18 months. All batches including batches with an Open or Closed status with a Received Date older than 18 months are saved in the Historical database. 
[bookmark: _Hlk507574581]Here are some items to keep in mind for Historical Reports: 
Check Transactions with a received date older than the minimum data retention period, as specified by Fiscal Service, may not be displayed on the report as these transactions are eligible to be deleted. As a result, this queried check information may not be accessible and will be removed from the archival database. 
[bookmark: _Hlk89347446]They are generated asynchronously (not occurring at the same time), allowing you to continue to use OTCnet. 
Depending on the volume of data requested, it can take between five to 20 minutes for the report to generate. As an Agency Manager, Check Capture Administrator, MVD Editor, MVD Viewer, or FS Viewer, you are authorized to query and download CIRA CSV Historical reports.
You can search for check records by OTC Endpoint, User Defined Fields, Account Number, Bank Routing Number, Individual Reference Number (IRN), and other search criteria. Running a search without specifying any criteria other than an OTC Endpoint, will result in a search that includes all checks in the system that you have access to view. 
When the report request is submitted, its status is set to Submitted. After the report is successfully generated, the status is set to Completed and the report is available for download in CSV format.
Previously generated reports are available for seven days and can be downloaded using the View Previously Generated Reports function. Duplicate report requests based on identical search parameters cannot be made within the same 7-day period; however, after 7 days the same report request can be submitted.
OTCnet does not limit the number of rows that can be downloaded in a CIRA CSV historical report.  However, for Microsoft Excel 2010 or higher, you are authorized to view all records returned in a CIRA CSV historical file up to approximately 1 million rows. For Microsoft Excel 2003, to generate a CIRA CSV Historical report, any rows after 65,000 rows will not be displayed because Microsoft Excel 2003 has a 65,000 row limit. 


[bookmark: _Toc467882629][bookmark: _Toc94088300]CIRA CSV Historical Report
The CIRA CSV Historical Report allows you to review past exported data based on a query to a Comma Separated Value (CSV) report. To access the report, from Historical Reports, click Generate Historical Reports, Check Processing Historical Reports, click CIRA CSV Historical Report.
When clicking the Received Date radio button, consider the following information for the Received Date (From) and (To):
If the Received Date radio button is selected, OTCnet does not validate any other date range values (Capture Date, Settlement Date or Return Settlement Date).
Received Date (From) and (To) represents the date range the check was received into OTCnet. Received Date (On) represents the single specific date the check was received into OTCnet.
The Received Date (From) and (To) fields are searchable for a duration up to 31 days.
The Received Date (From) and (To) dates must be older than 18 months from the current date.
When clicking the Check Capture Date radio button, consider the following information for the Check Capture (From) and (To):
If the Check Capture Date radio button is selected, OTCnet does not validate any other date range values (Received Date, Settlement Date, or Return Settlement Date).
Check Capture Date (From) and (To) represents the date range the check was processed by the Check Capture Lead Operator or Check Capture Operator. Check Capture Date (On) represents the single specific end date the check was processed by the Check Capture Lead Operator or Check Capture Operator.
The Check Capture Date (From) and (To) fields are searchable for a duration up to 31 days.
The Check Capture Date (From) and (To) dates must be older than 18 months from the current date. 
[bookmark: _Hlk89348104]When clicking the Settlement Date radio button, consider the following information for the Settlement (From) and (To):
If the Settlement Date radio button is selected, OTCnet does not validate any other date range values (Received Date, Capture Date or Settlement Date).
If the Settlement Date radio button is selected, OTCnet does not validate any other date range values (Received Date, Capture Date or Settlement Date).
Settlement Date (From) and (To) represents the date range when the check item was returned. Settlement Date (On) represents the single specific date the check item was returned.
The Settlement Date (From) and (To) fields are searchable for a duration up to 31 days.
The Settlement Date (From) and (To) dates must be older than 18 months from the current date.
When clicking the Return Settlement Date radio button, consider the following information for the Return Settlement (From) and (To):
If the Return Settlement Date radio button is selected, OTCnet does not validate any other date range values (Received Date, Capture Date or Settlement Date).
Return Settlement Date (From) and (To) represents the date range when the check item was returned. Return Settlement Date (On) represents the single specific date the check item was returned.
The Return Settlement Date (From) and (To) fields are searchable for a duration up to 31 days.
The Return Settlement Date (From) and (To) dates must be older than 18 months from the current date.
[bookmark: _Toc94088301]CIRA CSV Historical Report
To view a CIRA CSV historical report, complete the following steps:
1. From the Reports tab, select Historical Reports.
Click Generate Historical Reports. 
Under Check Processing Historical Reports, select CIRA CSV Historical Report. The CIRA CSV Historical Report page appears.
Application Tip


The CIRA CSV historical report is generated asynchronously (not occurring at the same time) allowing you to continue using the OTCnet application. Depending on the volume of data queried it can take between 5 and 20 minutes to generate the report.

Enter the search criteria for the report you would like to view.
· Select an OTC Endpoint, required
· Check/uncheck the Include Subordinates check box
Application Tips


If you do not know the full name of the OTC Endpoint, enter a partial name search (as few as one letter) in the Starts with text box and click the Select From List icon (magnifying glass). The configured OTC Endpoints appear according to the user’s access. Click the appropriate OTC Endpoint radio button.
By default, the Include Subordinates check box is checked. Add a check mark to generate a report that contains data for the subordinate OTC Endpoints. Remove the check mark to generate a report that contains data only for the selected OTC Endpoint.

To search for a transaction:
a. Using the CIRA CSV Historical Report search criteria, complete the following steps:
Under CIRA CSV Historical Report,
· Select a Form Name
· Select a Deploy Date
Application Tips


By default, the CIRA CSV Historical Report screen is expanded. If the CIRA CSV Historical Report - ACR screen is expanded, the CIRA CSV Historical Report screen is collapsed.
The Form Name is the name/list of available forms available for the selected OTC Endpoint. The Deploy Date is the date, time and version number of the selected form.
By default, the most recent Deploy Date and Form Version will populate the Deploy Date field, once the Form Name is selected.

Under User Defined Fields,
· Enter User Defined Field 1
· Enter User Defined Field 2
· Enter User Defined Field 3
· Enter User Defined Field 4
· Enter the Account number
· Enter the Bank Routing Number
· Enter the IRN (Individual Record Number)
· Enter the Check Number
Application Tips


The User Defined Fields are visible based on the selected OTC Endpoint Form Name and Deploy Date.
If an IRN and a date range (Received Date, Capture Date, Settlement Date, and Return Settlement Date) are entered, OTCnet ignores the date range during report generation.  

Under Check Amount,
· Select the appropriate drop-down field
· Enter the check amount 
· Select a Settlement Status
· Enter the 5515/Debit Voucher Number
· Enter the 215/Deposit Ticket Number
· Enter the Cashier ID
· Enter the Batch ID
Application Tips


The 5515/Debit Voucher Number represents items returned to agency due to unsuccessful collection efforts.
The 2515/Deposit Ticket Number represents items credited into FRB CA$HLINK for a given agency on a given day.
If a Batch ID and a date range (Received Date, Capture Date, Settlement Date, and Return Settlement Date) are entered, OTCnet ignores the date range during report generation.  

Click the Received Date: radio button
· Select From and To Received Date range
Or
· Select the On Received Date 

Or

Click the Check Capture Date: radio button
· Select From and To Check Capture Date range
Or
· Select the On Check Capture Date

Or

Click the Settlement Date: radio button
· Select From and To Settlement Date range
Or
· Select the On Settlement Date

Or

Click the Return Settlement Date: radio button
· Select the From/On Date range
· Select the To Date range
Or

b. To query for an ACR transaction, complete the following steps:
· Click CIRA CSV Historical Report - ACR to expand the screen
· Select an ACR Type
· Select an ACR Reason Code
· Enter an ACR Voucher Number
· Enter the From and To ACR Settlement Range, Required
Application Tips


By default, the CIRA CSV Historical Report - ACR (Adjustment, Correction, and Rescission) screen is collapsed. If the Search ACR Transaction screen is expanded, the CIRA CSV Historical Report screen is collapsed.
Search ACR Transaction options include All ACR, Adjustment, Correction, and Rescission.
ACR Reason Code options include Duplicate Transaction Processed, Non-Cash Item, Transaction Amount Correction, Representment, Warranty Indemnity Claim, Voucher Date Change, Voucher Number Change, Account Switch, and ACH Reversal.  
The maximum numeric characters value for ACR Voucher Number is six.
The From and To ACR Settlement fields are searchable for a duration up to 90 days. Additionally, the From and To ACR Settlement dates must be older than 18 months from the current date.

· Click Submit Request. A “Your report request has been successfully received” message appears as shown in Figure 16.
[bookmark: _Ref85027857][bookmark: _Toc94088342]Figure 16: CIRA CSV- Request Successfully Submitted
[image: The CIRA CSV Historical Report Page is displayed, showing a message stating that the report request has been successfully received.]
Additional Buttons

Click Cancel to return to the OTCnet Home Page. No data will be saved. 
Click Clear to clear all data fields and reset to the default selections.



[bookmark: _Toc94088302]Previously Generated Historical Reports
Previously Generated Historical reports are used to query records associated with batches that have a Received Date older than 18 months. Access these reports from Historical Reports, and select View Previously Generated Reports.
Consider the following information when generating a Historical Report:
When a report request is submitted, its status is Submitted. 
When a report is successfully generated, the status is Completed and available for download. 
When a report request is submitted and the Historical Database is unavailable, an informational message appears stating, “Historical Database is currently unavailable. All reports in Submitted status will be processed when the Historical Database is available.” Report requests that are in Submitted status will remain in Submitted status until the database is available and the report is generated. After the report is generated a Completed status is displayed.
When a report request is submitted and the report could not generate (e.g. code error), its status is Error. Resubmit your report request to ensure your report is generated. If a report displays an Error status, the request can be resubmitted at any time without receiving a duplicate request message.
[bookmark: _Toc94088303]View Previously Generated Historical Reports
To view previously generated historical reports, complete the following steps:
1. From the Reports tab, select Historical Reports and click View Previously Generated Reports. The View Previously Generated Reports page appears as shown in Figure 17.
[bookmark: _Ref85028102][bookmark: _Toc94088343]Figure 17: View Previously Generated Reports
[image: Under the Reports tab, the View Previously Generated Reports page is displayed, showing all recently generated reports in a table sorted by the Report Rtype, Submitted time, Search Criteria Parameters, and Status.]
Select one of the reports to download and under the Download column, click [image: ] Download. The File Download dialog box appears.
Application Tips


Once the CSV file is downloaded, it can be opened using Excel or Notepad.
Previously generated reports are available for 30 days. Duplicate report requests based on identical report parameters cannot be made within the same 7-day period; however, after 7 days a duplicate report request can be submitted. Report requests are user specific and are not viewable by other users.
The CIRA CSV Historical Report page is configured to download a maximum of 31 days of search results. This range parameter applies when a user searches using Received Date, Check Capture Date, Settlement Date or Return Settlement Date. The system will display an error message to you when searching for results beyond the configured range.

Click Open, Save, or Cancel.
Additional Button

Click Open and the file content displays.
Click Save and choose the location for saving the file. 
Click Cancel and the dialog box closes. No data is saved.
Click Cancel again to return to the OTCnet Home Page. No data is saved.

[bookmark: _Toc39584137][bookmark: _Toc94088304]Summary
In this chapter, you learned: 
The purpose of accessing check processing reports
How to view a CIRA Query
How to view and download a CIRA CSV Report  
How to view and print a Check Image Report
How to view and print an Agency CIRA Report
How to view and print an LVD Contents Report
How to view and print an Organizational Hierarchy Report
How to view and print a 215 Deposit Ticket Report
How to view and print a 5515 Debit Voucher Report
How to view and print an ACR Activity Report
How to view and print a CIRA Transmission Summary Report 
How to view and print a CIRA Transmission (Detailed) Summary Report 
How to view and print a Statistical Report
How to view and download Historical Reports
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