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What is a bulk deposit submission?

The Bulk Deposit Submission process is used for agents/landlords who have a large amount 
of deposits to submit at the same time, reducing the administration work required to 
submit the deposits. As all Bulk Deposit Submissions which are sent to us are uploaded by 
our administration staff, we do request that Bulk Deposit Submissions are only used for 
submissions of 20 deposits or more. Once the Bulk Submission is complete, we will confi rm 
the amount and value of the deposits submitted in order for you to make a payment and 
complete your bulk submission.

Step 1

Download the Bulk Deposit Submission template

The Bulk Deposit Submission template is available from ‘Our Processes’, under the 
‘Documents’ section of our website.

Alternatively, you can download a copy of the template here.
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Step 2

Save a copy of the Bulk Deposit Submission template.

Once you have opened the Bulk Deposit Submission template, please copy the whole page 
of the ‘upload’ tab into a new Excel workbook, and save a copy of the template as an ‘Excel 
Workbook’:

Select the ‘Upload’ tab at the bottom of the screen:

Highlight the whole page by clicking on the grey square above cell A1:

Right click in the same place and copy the spreadsheet:

Open a new workbook and paste the spreadsheet into your new workbook.
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In order to help keep track of your template, and as a point of reference when discussing 
templates, it is advisable to save your templates using the structure ‘Landlord / Agent ID’ 
‘Company Name’ ‘Date’, as shown in the example below:

Step 3

Fill in the details on the Bulk Deposit Submission template.

Each row of the spreadsheet will be uploaded as an individual deposit containing the details 
which you have entered. In order for each row to be submitted, all of the mandatory information 
needs to be completed. The fi rst mandatory column of the template is your Landlord/ Agent 
ID; it is essential that this fi eld is entered correctly in order for the details to be uploaded to the 
correct account. There are also some non-mandatory fi elds which can be used if, for example, 
the address of the property has extra lines to be included in the postal address:

Some of the mandatory fi elds have validation requirements which will need to be met in 
order for the Bulk Deposit Submission to be successful. All validation requirements will be 
displayed in the top row of the spreadsheet, and drop down menus are provided for fi elds 
with limited options:

Please ensure that any entries which require validation are entered as requested, as any 
entries which do not follow this format will prevent us from completing the bulk submission 
and result in the form being returned to you.
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Entering the tenant details correctly is the most important part of completing a Bulk Deposit 
Submission. All lead tenants entries must include a title, fi rst name, last name and at least 
either a mobile phone number or an e-mail address. We are unable to accept Bulk Deposit 
Submissions where the named lead tenants do not have either of these contact details:

Please note that if your tenant’s title is not in the ‘Lead Tenant Title’ drop-down menu, you 
can select ‘Oth’ and add their title in the next column:

Up to fi ve additional tenants can be added in the columns further to the right of the lead 
tenant details section. As a minimum, details for these additional tenants must include a 
title, fi rst name and last name:
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Step 4

Review the details on the Bulk Deposit Submission template.

Once you have added all of your deposit details, it is important to review your details to 
ensure all mandatory fi elds are completed. Please see the example below:

Any missing mandatory fi elds will delay the Bulk Deposit Submission being uploaded, as we 
will need to return the spreadsheet to you in on order to obtain the required information.

Please note the following most common mistakes requiring re-registration:

 Incorrect or blank mobile or email address for the tenant

 Missing or invalid tenancy information

 Missing title for tenants

 Old Bulk Deposit Submission template used.
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Step 5

Encrypt your Bulk Deposit Submission template

As your Bulk Deposit Submission template will contain sensitive information, you must 
encrypt the document before e-mailing it to us.

Here are two recommended methods for encrypting the document:

Encrypt your Bulk Deposit Registration template

1.  If you don’t have WinZip then an Evaluation Version can be downloaded for free at 
http://www.winzip.com/prod_down.htm. Follow the instructions on the site to download 
and install WinZip.

2. Open WinZip and create a new fi le by clicking the ‘New’ icon from the WinZip menu.

3. In the new fi le window, fi rst enter a fi le name for your encrypted fi le and click ‘OK’.

4. In the second window select the location of your spreadsheet and click ‘Add’.

5 .  Once your spreadsheet has been added to the fi le, it will display in the WinZip window 
and you can now add the encryption.

6.  Select ‘Encrypt’ from The WinZip menu. In the Encryption window enter a password and 
select an encryption method. We recommend you use the strongest encryption available.
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Encryption using Microsoft Offi ce 2007

1.  From the MS Offi ce menu select ‘Prepare’ > ‘Encrypt Document.

2. Enter a chosen password and click OK.
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Step 6

Email your Bulk Deposit Submission template to us

Once you have completed and encrypted your Bulk Deposit Registration Template, please 
e-mail the template to bulkuploads@depositprotection.com. In order for us to open the 
spreadsheet, please also send the password you have used to encrypt the document in a 
separate e-mail.

Step 7

Make a Direct Bank Transfer (DBT) payment to pay for the Bulk Deposit Submission

Once we have confi rmed that your upload has been successful, we will e-mail you to 
confi rm how much you need to pay into your DBT account. Once the deposit has been 
received and allocated, it will be moved to ‘active’, and confi rmation will be sent to 
all parties.

We have tried to cover all areas of the Bulk Deposit Submission process in this guide, 
however, if you do have any further questions please refer to the FAQs section of our 
website.



www.thedpsblog.com

www.twitter.com/the_dps 

www.depositprotection.com The home of deposit protection



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (Adobe RGB \0501998\051)
  /CalCMYKProfile (PEERNET CMYK)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize false
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness false
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages false
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages false
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages false
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /CreateJDFFile false
  /Description <<

    /BGR <>
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000500044004600206587686353ef901a8fc7684c976262535370673a548c002000700072006f006f00660065007200208fdb884c9ad88d2891cf62535370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef653ef5728684c9762537088686a5f548c002000700072006f006f00660065007200204e0a73725f979ad854c18cea7684521753706548679c300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /CZE <>
    /DAN <>
    /DEU <>
    /ENU (Use these settings to create Adobe PDF documents for quality printing on desktop printers and proofers.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
    /ESP <>
    /ETI <>
    /FRA <>
    /GRE <>

    /HRV <>
    /HUN <>
    /ITA <>
    /JPN <>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020b370c2a4d06cd0d10020d504b9b0d1300020bc0f0020ad50c815ae30c5d0c11c0020ace0d488c9c8b85c0020c778c1c4d560002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /LTH <>
    /LVI <>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken voor kwaliteitsafdrukken op desktopprinters en proofers. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /POL <>
    /PTB <>
    /RUM <>
    /RUS <>
    /SKY <>
    /SLV <>
    /SUO <>
    /SVE <>
    /TUR <>
    /UKR <>
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /BleedOffset [
        0
        0
        0
        0
      ]
      /ConvertColors /NoConversion
      /DestinationProfileName ()
      /DestinationProfileSelector /NA
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure false
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles true
      /MarksOffset 6
      /MarksWeight 0.250000
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /NA
      /PageMarksFile /RomanDefault
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /LeaveUntagged
      /UseDocumentBleed false
    >>
    <<
      /AllowImageBreaks true
      /AllowTableBreaks true
      /ExpandPage false
      /HonorBaseURL true
      /HonorRolloverEffect false
      /IgnoreHTMLPageBreaks false
      /IncludeHeaderFooter false
      /MarginOffset [
        0
        0
        0
        0
      ]
      /MetadataAuthor ()
      /MetadataKeywords ()
      /MetadataSubject ()
      /MetadataTitle ()
      /MetricPageSize [
        0
        0
      ]
      /MetricUnit /inch
      /MobileCompatible 0
      /Namespace [
        (Adobe)
        (GoLive)
        (8.0)
      ]
      /OpenZoomToHTMLFontSize false
      /PageOrientation /Portrait
      /RemoveBackground false
      /ShrinkContent true
      /TreatColorsAs /MainMonitorColors
      /UseEmbeddedProfiles false
      /UseHTMLTitleAsMetadata true
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


