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T T C  U S E R  G U I D E                            

1          

    Chapter 

  1
Electronic Deposit Permit User Guide 
 
Introduction 
 
“All cash received shall be delivered in a timely manner to the County Treasurer or the 
validated bank deposit slip for cash deposited to a bank account maintained by the 
County Treasurer with a corresponding deposit permit to the Treasury, unless otherwise 
authorized by law.” 

- Administrative Bulletin 205.1, March 30, 2007 
 
The term “cash” as used in the following outline refers specifically to currency, coin, 
checks and electronic transfers - and any other payment type. 
 
When any County department receives cash for services, fee’s, etc., they are required to 
deposit such cash at either the County Treasury or a bank branch that has an account 
maintained by the County Treasurer. Each cash deposit must have a corresponding 
deposit permit (DP), which will apply the cash deposited to the respective depositing 
departments general ledger fund number. The following will summarize the current steps 
or procedures required to create, process and post a DP. This will be followed by the 
steps and/or procedures required to create, process and post the proposed Electronic 
Deposit Permit (EDP).  
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T T C  U S E R  G U I D E   
 
Request a User Account 
 
The “REQUEST NEW ACCOUNT” link can be found on the Login screen of the EDPs 
application.   
 
 
 
 
 
 
 
 
 
 
 
 
 
Selecting on the “REQUEST NEW ACCOUNT” button will open the request account 
online form (See Fig. 1.1).  

 
     Fig 1.1 
 

When requesting a new account, the user account will not be automatically created.  First 
the account information you entered goes to the Treasurer/Tax Collectors office to be 
reviewed.  After the review of the account information, an E-mail will be sent back to 
your supervisor requesting authorization of your new account.  In order to request a new 
account there are eight fields that must be filled out (See Fig 1.1).  They are: 
 

a. User Id (The ID that will be used to login by the user) 
b. Real Name (The users real name) 
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c. Email (The users E-mail address) 
d. Assigned Department (The department the user will be authorized to submit 

deposit permit). 
e. Password (Password) 
f. Confirm Password (Same password) 
g. Phone Number:  (The users office phone number & ext) 
h. Supervisor’s Email:  (Name of immediate supervisor) 

 
Once the information is completed, select the “Submit Request” button.  Within 24 hours 
you should receive an e-mail stating if the new account has been authorized and created.  
If the password which has been submitted is not valid, the Treasurer’s department will 
assign the temporary password of “password” and the first time the user logs into the 
EDP application, they will be directed to their profile and required to change the 
password.  

 
Note:  If you do not receive an email within 24 hours, contact the Treasurer office at 
(925) 957-2850. 
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T T C  U S E R  G U I D E  
 
Edit a User Account 
 
The “Edit User Account” link can be found on the Administration page of the EDP’s 
application ( See Fig 1.1).   
 

 
    Fig 1.1 

Clicking on “Edit User Account” will open the page displaying your current user account 
information (See Fig 1.2 on next page).  
 
Editing your personal information is an option that the Treasurer have created for the 
users ease of use.  The “Edit User Account” page will only allow for the current person 
logged in to change his/her personal information.  
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T T C  U S E R  G U I D E  
 

 
 

     Fig. 1.2 
 
Note:  (To Change information on another account, you must call the Treasurer office in 
addition to being the EDP’s representative for that office).   
 
In order to change the current user password it is important that the “Change Password” 
check box is selected (See Fig. 1.2).  This feature was added in the case that the password 
was not being changed but rather one of the other personal information text boxes.  
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E D P  U S E R  A D M I N I S T R A T I O N        
       Chapter 

  2
 
 
 
 

EDP User Administration  
 
Submitting an EDP 
 

 
   Fig 1.1 

Submitting EDP’s is a simple three step process:  Start by clicking the “Submit an EDP” 
link on the administration page.  (See Fig 1.1 above)  
 

• Step 1 – Deposit Information  
• Step 2 – Submission  
• Step 3 – Receipting 

 
Step 1 – Deposit Information 
 
The submit page consist of nine areas.  They are: 

a. Fiscal Year (During the month of July, this field will allow the user to set which 
fiscal year the deposit should be recorded in).  

b. Organization No (Fund or Organization Unit Number that is to be credited or 
charged with the Deposit Permit entry) 

c. Fund/Org (Fund or Organization Unit Number that is to be credited or charged 
with the Deposit Permit entry) 

d. Sub Acct (General Ledger Account, Revenue Account, or expenditure Sub-
Object Number) 
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E D P  U S E R  A D M I N I S T R A T I O N  
 
 
 
 

• Task (Task Number from the Systems’s Index – this should be furnished 
by the Collection Org) 

Note:  Task, Option and Activity/Work Authorization 
fields are used for Revenue items only if the Revenue 
Organization is on Program/Cost Accounting)  

• Option (Option Number from the System’s Index – this should be 
furnished by the Collecting Org) 

• Activity (Activity or Work Authorization Number from the System’s 
index – this should be furnished by the Collecting Org) 

• Amount (The amount that was deposited)  
• Description (Special note related to the deposit – 25 character limit) 

 
Start by entering the required information into the fields.  Once one line is completed 
click on the “Add EDP Line Item” button (See Fig 1.2) 
 

 
 
 
 
 
 
      Fig 1.2 
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E D P  U S E R  A D M I N I S T R A T I O N 
 
The data that was entered is now dynamically displayed in the list box below (See Fig. 
1.3)  
 

 
 
 
 
 
 
 
      

A description is automatically 
displayed from the Auditor-
Controller’s “Chart of 
Organization Units” 

 

     Fig. 1.3 
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E D P  U S E R  A D M I N I S T R A T I O N 
 
To enter another EDP item repeat the process in paragraph 3 of this document.  You may 
enter as many item lines as needed to complete an EDP.  EDP line items may be removed 
by clicking the “remove” button next to each line item (See Fig. 1.4).  When you have 
completed entering all of the EDP items, click the “ Continue to Step 2 of 3” button to 
move to the second step (See Fig. 1.4).  
 

 

 

      Fig. 1.4 
Step 2 – Submission (Banking Information) 
   
Before an EDP can be submitted the following data must be supplied.  In Fig 1.5 we 
define: 

• Account: (The account the monies are deposited) 
• Deposit Site: (Where/How the monies were deposited) 
• EDP Explanation: (Additional notes for the EDP) 
• Total: (The Total Amount to be deposited – See Fig. 1.5) 
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E D P  U S E R  A D M I N I S T R A T I O N 
 

 
    
   Fig. 1.5 

 
Account:  As seen at the top of fig. 1.5, titled “Account”, is a drop down menu shall 
indicate the account where money has have been deposited.   The drop down menu 
should include all of the accounts your department deposits to.  NOTE:  (If your 
departments account is not in the drop down list, please contact the Treasurer office at 
(925) 957-2850).  Choose the account by clicking on the appropriate name; for example, 
if the account to be deposited into is the “Treasurer-Tax Collector – Bank of the West” 
account, click on the specific name in the drop down menu.  The department account is 
now selected.   
 
Deposit Site:  In the top right corner of Fig. 1.5 there are three radio button selections.  
These three selections inform the Treasurer and Auditor how the monies were deposited.  
The three selections are:   

• Armored pick-up 
i. Select “Armored Pickup” only if a courier service (ie, Loomis, 

Garda, Wells Fargo) picks up your deposit from your office.  
• Bank 

i. Select “Bank” if you have deposited monies at a bank branch OR if 
you have received confirmation from the Treasurer’s office of a 
pending Electronic Funds Transfer. 

• Treasurer 
i. Select “Treasurer” only if you are physically delivering monies to 

the County Treasurer at 625 Court Street. 
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E D P  U S E R  A D M I N I S T R A T I O N 
 
EDP Explanation:  The notes field allows for users to include a description of the total 
deposit or add additional comments (See Fig. 1.6 below).  

 

 
 
 
 
 
   Fig. 1.6 

 

 
Cash, Check, Bank Deposit:  The total amount to be deposited is a collection of all the 
EDP items.  Based upon the type of “Deposit Site” that was selected, only those monies 
fields will be available for input.  Example, if the user was to select “Bank”, then only the 
“Bank Deposit” would be available for the user to input their bank deposit amount.  (See 
Fig. 1.6 above). 
 
Deposit Receipt No/Date:  These two are MANDATORY fields, when the user is 
preparing a deposit for Armored Pickup or Bank.  Important: The Deposit Receipt 
Number will consist of one of the following 
 

• Location coding on your deposit slip.  
• Receipt number assigned by the bank when depositing directly at a bank 

branch.  
• Bank Reference number provided to you by the Treasurer’s office or 

banking report.  
• The Deposit Receipt Date shall correspond to the actual date the bank 

records your deposit.  
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E D P  U S E R  A D M I N I S T R A T I O N 
 
When the user has selected “Treasurer” as their depositor, they will be issued a 
Temporary Receipt number.  Once the Treasurer has received the deposit and verified the 
monies an EDP number will be assigned.  Deposit Permits shall only be created after the 
deposit has been made.   
 
External Reference No/Date:  When a deposit permits originates from another 
electronic application (ie, Cashier System), this gives the user the ability to link this 
deposit to reference number from the external application.  This is a very important 
feature for Internal Audit.  However, these two fields are optional.   
 
Submit EDP button:  Once the account information for the EDP is entered and “Amount 
Remaining” equals zero, click on the “EDP Submit” button to take the EDP to “Step 3 of 
3”.  If any of the information, in step 2, is incorrect – an error message will be displayed, 
indicating the type of error which has occurred.  All errors will need to be corrected 
before the application will allow the deposit permit to move into “Step 3”. 
 
Step 3:  - Receipting 
 
In step 3 of submitting the EDP you are allowed to view, print, save or submit another 
EDP (See Fig. 1.7)  
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E D P  U S E R  A D M I N I S T R A T I O N 
 
Printing An EDP  
 
Printing an EDP is a simple process.  First we need the EDP that we want printed to be 
open.  

 

 

Acrobat Reader must be loaded to your PC in order 
to print an EDP.  The reader is free and can be 
downloaded at :   
http:..www.adobe.com/products/acrobat/readstep.html 

 
Selecting an EDP:  There are a few ways to open an EDP for printing first, choose an 
EDP from the Administration page by selecting “Today’s EDP’s”.   

 
Note: (If the users department has not submitted any EDPs, the header title will state 
“There are no EDPs recorded for the day of ‘today’s date’”). 

 
Selecting the link “Today’s EDPs” will display a list of EDPs that were created for the 
user’s particular department.  Selecting one of the EDPs will display that EDP in a new 
browser window.   
 

 
   Fig. 1.1 
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E D P  U S E R  A D M I N I S T R A T I O N  
 
Opened EDP:  Now that an EDP is open.  The EDP should look similar to the image in 
Fig. 1.2.   
 

 
       Fig. 1.2 
 
The page automatically opens in Adobe Acrobat Portable Document Format PDF).  
Note:  (The open process of the PDF may take a few seconds).   
 
Once the page has opened you can either save the page to your PC or print the document 
(See Fig 1.3).  Notice that in the top right corner of the PDF toolbar are the options to 
save or print the document (See Fig. 1.3).   
 

 
Fig. 1.3  
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E D P  U S E R  A D M I N I S T R A T I O N  
 
Save a PDF to a PC:  To save the PDF to your PC, click on the icon that resembles 

3.5 floppy disk.  After clicking on the icon, a “Windows Save” dialog box will popup 
on to the screen.  The saved name will be the EDP number.  In the “Save in” you choose 
the folder for the PDF document to be saved in and then save the documents (See Fig 
1.4).  

 
   Fig. 1.4 

Print a PDF:  To print a PDF click on the print icon as seen n Fig 1.4.  When the icon is 
selected the Windows print dialog box will appear on the screen.  If the print settings are 
correct select OK.  
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E D P  U S E R  A D M I N I S T R A T I O N 
 
Edit An EDP 
 
A change/edit can be made to an EDP at any time PRIOR to the Treasurer accepting the 
EDP.  To make a change/edit to an EDP, you start by selecting “Edit an EDP”. 
(See Fig 1.1). 
 

 
     Fig 1.1 
After the user selects “Edit an EDP”, all EDP’s that the user has created  but have not 
been accepted by the Treasurer will be displayed. (See Fig. 1.2). The user then selects the 
EDP to change/edit.  
 

 
  Fig 1.2 
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E D P  U S E R  A D M I N I S T R A T I O N 
 
After the user selects the EDP change/edit button, the screen in Fig 1.3 will appear.   

 
Note:  The process to change/edit an EDP requires the re-input of all related information; 
add it to the EDP, then “Remove” the EDP line item which is not correct.  
 

 
   Fig. 1.3 

The user will now input the new EDP line item information.  When the user has 
completed entering all the line item information, they will select the “Add EDP Line 
Item” button.  See Fig. 1.4. 
 

 
     Fig. 1.1 
 
 

 
  Fig. 1.4 
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E D P  U S E R  A D M I N I S T R A T I O N 
 
Once the “Add EDP Line Item” has been selected, the new EDP line item will be added 
to the bottom of the form.  Note, the dollar amount in the “Total” box has increased by 
the dollar amount entered for the new line item.  See Fig. 1.5.  

 

 

Total: $350.00

       
 
 

Fig. 1.5. 
The user can now continue to add line items to the EDP or remove line items they no 
longer want on the EDP by selecting the “Remove” button that is on the same line item 
they would like to delete.   
 
Once the user has completed the edits, they must now select the “Continue to Step 2 of 3” 
button to update the deposit information for the deposit.   See Fig 1.5.   
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E D P  U S E R  A D M I N I S T R A T I O N 
 
The user will now be on Step 2 of 3 of the EDP process.  Here the user will update the 
deposit amount to reflect the changes in dollar amounts made to the line items on the 
prior screen, if any.  The user will not be allowed to move to Step 3 of 3 until the 
“Amount Remaining:” equal zero.  Note, the deposit information from the original input 
will be displayed and available to be edited.  See (Fig. 1.6). 
 

  
   Fig 1.6 

Once the user has updated the deposit information they may select the “Save EDP” 
button.  The user is now advanced to “Step 3 of 3” of the EDP process.   
 
All changes/edits have now been updated to the EDP database.  The message at the top of 
“Step 3 of 3” indicates that this deposit permit has been modified.  The EDP number 
assigned to the original deposit permit is not changed.  
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E D P  U S E R  A D M I N I S T R A T I O N 
 
Corrections To An EDP 
 
To make a correction to an EDP, select the “EDP Corrections” from the 
EDP menu.  NOTE: Users may only correct EDP’s which they have 
prepared and a correction can only be made to an EDP that has been 
processed through a Finance run by the Auditor Controller. (See Fig 1.1). 
 

 
     Fig 1.1 
The user will need the EDP number they are going to correct to get started.  
Once they click into the “Enter the EDP Number:” the letters “DP” will 
automatically appear.  Input the EDP number. (See Fig. 1.2).  

 

 
Fig. 1.2  
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E D P  U S E R  A D M I N I S T R A T I O N 
 
After the user selects the EDP submit button, the screen in Fig 1.3 will 
appear.  The user will locate the line item they want to correct then select the 
“Correct” button.   

 
Note: All corrections made to the deposit permit must have a net dollar 
amount difference of zero.  Which means, that funds can be moved to 
another Fund/Org, Sub Account or reallocated among other Fund/Ord, Sub 
accounts, but no new funds (dollars) may be added or subtracted from the 
original deposit permit.   

 
     Fig. 1.3 
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E D P  U S E R  A D M I N I S T R A T I O N 
 
The EDP application will now automatically create the transaction to reverse 
the original line item entry by creating a negative transaction to reverse the 
original amount from the line item entry.  See Fig. 1.4  

 
 
 

 
     Fig. 1.4 
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E D P  U S E R  A D M I N I S T R A T I O N 
 
Once the user reviews that the transaction reversal is correct, they will select 
the “Add Line Item” to begin adding the correct line items to the EDP.  A 
new line entry data entry area will be opened for up for the user to input 
their correction.  See Fig. 1.5. 

 
Note:  This example only demonstrates a ‘one for one’ correction.  This 
screen has the ability to record multiple entry line items for redistribution of 
funds.  Reminder, the net difference between the corrections must equal 
zero.   

 
 
 
 

 
    Fig. 1.5 
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E D P  U S E R  A D M I N I S T R A T I O N  
 
Once all the data is entered the user will click on the “Add Line Item” 
button.  The line item will be added to the deposit permit and a new data line 
will be available so the user can continue to add corrections, if needed.  See 
Fig. 1.5.  

 
Note:  The “Total” is now equal to zero.  This means that the net difference 
to the deposit permit is now zero and the user can now continue with 
correction process.   

 
 
 
 
 
 

Fig. 1.5. 
 

Once the user had completed the corrections to the deposit permit, they may 
select the “Finish” button.  See Fig. 1.6 on the next page.  
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E D P  U S E R  A D M I N I S T R A T I O N 
 
This screen now displays the line items with the corrections applied.  Once a 
correction has been made to a line item, the “Correct” button for that line 
item is now disabled.   

 
The ‘grey’ area of the screen, now shows the prior line item with a negative 
amount, which reverses these funds from the original entry.  The next line 
item, shows the new line item entry and the allocation of the funds.  
 
Once the user has verified the correction to the deposit permit is valid, they 
may select the “Submit EDP” button.   
 

  
 
 

 
    Fig 1.6 
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E D P  U S E R  A D M I N I S T R A T I O N 
 
After selecting the “Submit EDP” button, the message below will be 
displayed.  However, the correction process is not complete.  The Auditor-
Control must now review this correction.  The Auditor-Control may accept 
or reject the corrections.  Either way, the user will be notified via email of 
the action taken by the Auditor-Controller.   
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E D P  U S E R  A D M I N I S T R A T I O N 
 
Today’s EDPs’s 
 
The “Today’s EDP” link is helpful to a user by finding any EDP that the 
user has submitted today.  To find the “Today’s EDPs” link. Go to the EDP 
Administration page (See Fig. 1.1).  
 

 
    Fig 1.1 
 

Select the link “Today’s EDPs” shown in Fig 1.1 will drop down a list of all 
the EDPs that have been created for today (See Fig1.2).  These new links 
displayed on the page will now allow for the user to view any EDPs that 
may have been created for today.   
 

 
    Fig 1.2 
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E D P  U S E R  A D M I N I S T R A T I O N  
 
By selecting the DP number under “Today’s EDPs”, the user will be able to 
view and/or print the actual deposit permit.   
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E D P  U S E R  A D M I N I S T R A T I O N 
 
Last Business Days EDP’s 
 
The “Last business day EDPs” link is helpful to a user by finding all EDPs 
that the user has submitted during the last business day.  For example, if on 
Friday there were EDPs that were created, on Monday these would be 
displayed.  To find the “Last business days EDPs” link, go to the EDP 
Administration page (See Fig. 1.1).  
 

 
    Fig 1.1 

Clicking on the link “Last business days EDPs” link, shown in Fig 1.1 will 
drop down a list of all the EDPs that have been created for that last business 
day (See Fig1.2).  The drop down of links displayed on the page will now 
allow the user to view any EDPs that may have been submitted on the last 
business day.  
 

      Fig 1.2 
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E D P  U S E R  A D M I N I S T R A T I O N 
 
By selecting the DP number under “Today’s EDPs”, the user will be able to 
view and/or print the actual deposit permit.   
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E D P  S E A R C H  
       Chapter 

  3 EDP Search 
 
The “EDP Search” link is helpful in finding most EDPs 
that have been submitted.  From the EDP Administration 
page, select “EDP Search” (See Fig. 1.1).  
 

 
     Fig 1.1 
 

A new page will open with five search criteria areas.  
 
Note:  (It is not necessary to fill in all of the fields in order to perform a 
search).  
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E D P  S E A R C H 
 
Below are defined the specifics of each of the fields listed in Fig 1.2:  
 

• Date From (The start date in a search criteria for an EDP).  

• Date To (The end date in a search criteria for an EDP).  

• User Name (The users name who submitted the EDP). 

• EDP Number (The number returned after submitting an EDP).  

• Notes (Any notes that may have been placed in an EDP).  
 

 
 
 
 

 
    Fig. 1.2 

Begin by filing in one of the search text areas and selecing the “Search 
EDPs” button.   A list of all the EDPs specified in your search criteria will 
appear on the page (See Fig 1.3)  
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E D P  S E A R C H 
 

 
 
 
 
 
 
 
 
 

   Fig. 1.3 
In Fig. 1.3 we see that the search has returned the DP/Receipt Number, 
Department, Amount, Date Submitted, Date Processed.  By selecting the 
EDP number in the first column, a new browser window will open with the 
EDP information.  (See Fig 1.4 below). 
 

 
   Fig. 1.4 
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E D P  S E A R C H 
 
The search will display a total of 15 EDPs per page.  If there are more than 
15 EDPs the bottom of the page will display a button to scroll to the next 15 
EDPs .  If there are more than 30EDPs another button will appear allowing 
for the user to scroll to the last EDP in the search criteria entered (See Fig 
1.5).  
 

 
     Fig 1.5 
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E D P  S E A R C H 
 
Advanced EDP’s Search 
 
The “Advanced EDP Search” link is helpful in finding EDPs that may have 
been submitted by any department or user when a basic “EDP Search” was 
unsuccessful.  The “Advanced EDP Search “ screen allows a user to search 
by nearly all fields that are used in crating an EDP.  (See Fig. 1.1).  
 

 
    Fig 1.1 
 

Select the link “Advanced EDPs Search”.  A new page will open with eight 
search criteria areas.  
 
Note:  (It is not necessary to fill in all of the fields in order to perform a 
search.  The only time that fields are required are during date rage searches, 
which are based on a “from date” and a “to date”). 
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E D P  S E A R C H 
 
Below are defined the specifics of each of the fields listed in Fig 1.2:  
 

• Date From (The start date in a search criteria for an EDP).  

• Date To (The end date in a search criteria for an EDP).  

• User Name (The users name who submitted the EDP). 

• Task (Task Number from the Systems’s Index – this should be 

furnished by the Collection Org) 

• Activity (Activity or Work Authorization Number from the System’s 

index – this should be furnished by the Collecting Org) 

• Deposit Receipt No (Deposit slip number, Bank Reference Number, 

etc.). 

• External Ref No (This is an identification number/code from an 

outside system which originated the monies for this DP). 

• Batch Number (Assigned by the Treasurer when the batch has been 

authorized and sent to the Auditors for approval) 

• Bank Account (The bank account number the user used to make their 

deposit). 

• EDP Submitted By:  (The user who created the original EDP). 

• Notes (Any notes that may have been placed in an EDP). 

• Fund Number (The Fund/Org number that may have been used for a 

specific EDP item line). 

• Sub Acct (General Ledger Account, Revenue Account, or expenditure 

Sub-Object Number) 

• Option (Option Number from the System’s Index – this should be 

furnished by the Collecting Org) 

• Deposit Site (This refers to the type of deposit – Armored Pickup, 

Bank, Treasurer, or EFT). 
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• Deposit Receipt Date (The date the deposit was made at the bank or 

Treasurer’s Office.  This is a mandatory field).  

• External Ref Date (The date the external reference number 

corresponds to). 

• Temporary Receipt Number (The number assigned to an EDP when 

the deposit will be made at the Treasurer’s Office).   

• Department Number (The department number of the department the 

EDP was submitted). 

• Amount (A specific amount that may have been submitted on an EDP 

item line). 

 
    Fig. 1.2 
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E D P  S E A R C H 
 

Begin by filing in one of the search text areas and selecting the “Search 
EDPs” button.   A list of all the EDPs specified in your search criteria will 
appear on the page (See Fig 1.3) 

 

 
 
 
 
 
 
   Fig. 1.3 
 

 41



E D P  S E A R C H 
 
In Fig. 1.3 the search has returned the Status, Fund/Org, Sub Acct, Amount, 
Notes, User, EDP/Temporary Receipt No, Date Submitted and Date 
Processed.  By selecting any of the data fields for the Deposit Permit, you 
will have the most current Deposit Permit receipt displayed. (See Fig. 1.4). 

  

 
   Fig. 1.4 
 

The search will bring back a total of 15 EDPs per page.  If there are more 
than 15 EDPs the bottom of the page will display a button to scroll to the 
next 15 EDPs .  If there are more than 30EDPs another button will appear 
allowing for the user to scroll to the last EDP in the search criteria entered 
(See Fig 1.5).  

 

      Fig 1.5 
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E D P  S E A R C H 
 
Extra features that were added in the “Advanced EDPs Search” page are the 
ability to sort the columns in ascending order.  The top of the returned search 
column displays links that allow for ascending order selections of the EDP 
items.  Sorts can be done in any of the categories but only by the specific 
column in each category.  The links in the search criteria to sort columns can 
be found on the next page (See Fig 1.5).  
 

 
 
    Fig. 1.6. 

 
                                                                          40 
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