
HOW TO E-FILE A DEPOSIT REPORT 
STEP 1: Log into Reporter 7 via the OCPF website, 

www.ocpf.us

http://www.ocpf.us
http://www.ocpf.us


HOW TO FILE A DEPOSIT REPORT


STEP 2: Create a “deposit report” by clicking the 
purple tile. 


TIP: One deposit = One deposit report.



HOW TO FILE A DEPOSIT REPORT


STEP 3: Enter the date of the deposit and click 
“create.” 



HOW TO FILE A DEPOSIT REPORT


STEP 4: Click the “Deposit Items” tab.



HOW TO FILE A DEPOSIT REPORT


STEP 5: Enter the contributor information and 
click “save.” Continue to enter contributor 
information until all donors are itemized. 



HOW TO FILE A DEPOSIT REPORT


STEP 5.1: If the contribution was made by credit 
or debit card, enter the merchant provider fee 
(such as PayPal, WinRed and ActBlue). Please 

remember to enter the full amount of each 
contribution under the deposit items tab (Step 5), 

then account for the fee here (Step 5.1). 



HOW TO FILE A DEPOSIT REPORT


STEP 6: To file the report, after all contributors 
have been entered, click the “summary” tab. 



HOW TO FILE A DEPOSIT REPORT


STEP 7: Scroll down until you see the “e-file 
report” button. E-file the report.  


