
MERCHANT PROVIDER REFUNDS IN THE 
DEPOSITORY SYSTEM OF REPORTING 

THE PROPER WAY TO REFUND A CONTRIBUTOR IS FOR A CANDIDATE OR 
COMMITTEE TO WRITE A CHECK TO THE DONOR TO RETURN THE FUNDS. 


HOWEVER, CONTRIBUTORS SOMETIMES DONATE BY CREDIT OR DEBIT CARD, 
THEN ASK THE MERCHANT PROVIDER TO RETURN THE FUNDS, BYPASSING 

THE DEPOSITORY REPORTING SYSTEM.


TO PROVIDE PUBLIC DISCLOSURE, OCPF HAS CREATED A TOOL FOR 
REPORTING SUCH REFUNDS. 


THIS ILLUSTRATED GUIDE SHOWS HOW TO DISCLOSE MERCHANT 
PROVIDER REFUNDS. MERCHANT PROVIDERS, SUCH AS ACTBLUE, WINRED 

AND PAYPAL, ARE USED BY CANDIDATES AND COMMITTEES TO COLLECT 
CREDIT AND DEBIT CARD CONTRIBUTIONS. 




MERCHANT PROVIDER REFUNDS IN THE DEPOSITORY 
SYSTEM OF REPORTING 

IF A CANDIDATE OR COMMITTEE RECEIVES CONTRIBUTIONS VIA THEIR 
MERCHANT PROVIDER, AND THE MERCHANT PROVIDER INFORMS THE 

COMMITTEE THAT MONEY WAS WITHHELD TO COVER A REFUND, THE FIRST 
STEP IS TO DEPOSIT THE NEW FUNDS AT THE BANK AND SIGN INTO REPORT 7. 


SIGN INTO REPORTER 7 
AT WWW.OCPF.US

http://WWW.OCPF.US


MERCHANT PROVIDER REFUNDS IN THE 
DEPOSITORY SYSTEM OF REPORTING 
CREATE A DEPOSIT REPORT AS YOU NORMALLY WOULD.


STEP ONE STEP TWO



MERCHANT PROVIDER REFUNDS IN THE 
DEPOSITORY SYSTEM OF REPORTING 

ENTER THE NEW DEPOSIT ITEMS INTO THE REPORT AS YOU NORMALLY 
WOULD.




MERCHANT PROVIDER REFUNDS IN THE 
DEPOSITORY SYSTEM OF REPORTING 

ENTER THE MERCHANT PROVIDER FEES AS YOU NORMALLY WOULD.




MERCHANT PROVIDER REFUNDS IN THE 
DEPOSITORY SYSTEM OF REPORTING 

TO ACCOUNT FOR THE MONEY WITHHELD BY THE MERCHANT PROVIDER, 
CLICK THE “CC CONTRIBUTION REFUNDS” TAB AND TYPE IN THE LAST 

NAME OF THE DONOR WHO WAS REFUNDED BY THE MERCHANT 
PROVIDER.




MERCHANT PROVIDER REFUNDS IN THE 
DEPOSITORY SYSTEM OF REPORTING 

CHECK TO SEE THAT THE CORRECT AMOUNT THAT WAS REFUNDED 
APPEARS IN THE “REFUNDED AMOUNT” BOX, THEN CLICK “ADD.”




MERCHANT PROVIDER REFUNDS IN THE 
DEPOSITORY SYSTEM OF REPORTING 

AFTER CLICKING “ADD,” RETURN TO THE “SUMMARY” PAGE TO ACCOUNT 
FOR THE MERCHANT PROVIDER FEE AND TO FILE THE REPORT. 




MERCHANT PROVIDER REFUNDS IN THE 
DEPOSITORY SYSTEM OF REPORTING 

ENTER THE REFUNDED MERCHANT PROVIDER FEE.




MERCHANT PROVIDER REFUNDS IN THE 
DEPOSITORY SYSTEM OF REPORTING 

E-FILE THE DEPOSIT REPORT.




MERCHANT PROVIDER REFUNDS IN THE 
DEPOSITORY SYSTEM OF REPORTING 

THE PROCESS, IN REVIEW:


AN INDIVIDUAL CONTRIBUTES TO THE CAMPAIGN BY CREDIT/DEBIT CARD USING MERCHANT PROVIDER X.

THE CAMPAIGN DEPOSITS THE MONEY AND FILES A DEPOSIT REPORT WITH OCPF.

THE CONTRIBUTOR ASKS MERCHANT PROVIDER X FOR A REFUND, AND RECEIVES IT.

THE CAMPAIGN DEPOSITS THE NEW MONEY FROM MERCHANT PROVIDER X, MINUS THE WITHHELD FUNDS, AND CREATES A 
DEPOSIT REPORT, AS IT NORMALLY WOULD.

FUTURE CONTRIBUTORS DONATE TO THE CAMPAIGN USING MERCHANT PROVIDER X. TO RECOVER THEIR LOSS, MERCHANT 
PROVIDER X WITHHOLDS MONEY FROM THOSE FUTURE DONORS.

THE CAMPAIGN WOULD USE THE “CC CONTRIBUTIONS REFUND” TOOL TO FIND THE DONOR WHO WAS REFUNDED BY 
MERCHANT PROVIDER X, AND “ADD” THE REFUNDED AMOUNT TO THE DEPOSIT REPORT.

THE CAMPAIGN WOULD ADD THE REFUNDED MERCHANT PROVIDER FEE TO THE SUMMARY PAGE OF THE DEPOSIT REPORT 
AND E-FILE THE REPORT.




