T

200 First Merchants Bank

. Helping you prosper

FIRST MERCHANTS COMMERCIAL BANKING

Remote Deposit
Capture (RDC)

Capture Deposit User Guide




REMOTE DEPOSIT CAPTURE
CAPTURE DEPOSIT USER GUIDE

Table of Contents

OVEBIVIBW ...ttt oottt e e et e e e ettt tee e aa e e e e e e e eeeesaa e eeaeeeeeessssnnnanaeeaeeeeeesnnnns 3
Create DEPOSIL...... .o e aaaa 3
Capture DepPOSIt .....cooiiieeeeeeee e 6
S Toz= T o] a1 T N = U] 1 (o] £ 7
SCANNET SEHINGS ..eeiitiiiii e e e e e e et e e e e e e e eeeeaeennn e e e e eeaeeeeeennnnns 7
(022101 (U] (= I @] o] i o] o IS PP 8

T gF=Te TSI @ o] (o] o I PP 8
Scanner 1dentity ... 8
ST | o SR RERUPPUUPN 9
Bem Validation ... 10
Item List Table INformation ..o 10
Additional BUHIONS ... e 10
Viewing Hems/BUONS..... ... 11
POSSIDIE ITEM ISSUES......ueieeeee e e e e aannas 11
Correct Field Information/NUMDErS. .........ccooiiiiiiiieci e 11
Enter Optional Data ..........ccooooiiiiiiii e 12
Delete SiNGle EMIS.....cooeiee et e e e e e es 12
Image Quality and USability ..............uuuuuuiiiiiiiiiiiiiiiiie e 13
Adjusting Image Brightness ...........ouueiii i 15
Duplicate DeteClioN .........coooiiiiiiii e 16
T T= = 2= = T o o TS 18
= =T I =T g = Tod [ o PSSR 20
Complete, Close and Release a Deferred Transaction.............cccccooooiiiiiiiiiiiiieccceennnn.. 21
Transmit TranNSACHON ........oiiiei et e e e et e e e e et e e e e eea e e e ennaaeeees 23
Daily Deposit LIMILS ....cceeeeiiiiie et e e 25
View the Deposit LIMItS .......ooooiiiii e eeee e 25
D=1 (PSSR 26
Delete Entire Transaction from Capture Deposit page.........ccccciiiiiieiiiiieeiiiiiieiee e, 26
Delete Entire Transaction from Transmission Items page .........ccccovveeeiiiiiiiiiiicinnenenn. 27
Full Page Scanning Options (WIiNdOWS ONIY) ... eveeeeneeeees 28
U | =T = N T =T T o T U 31
Scanning with @ Full Page SCanNer............ooo i 32
F Y o] 01T o T [ PSPPSR 34
Item Dollar Limits and Deposit Amount LImitS............cooooiiiiiiiiiiii e 34
Scanner Settings Capture Options Definitions..............oiiiiiiiiiiiiic e 34
Double Feed DeteCtion...........ooouieiiiiii e e 35

This User Guide includes all functions of the Capture Deposit module. Individual users will see Menu
Items, Locations, and Accounts based on their individual roles and access rights.
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Overview

The Capture feature provides the capability to capture new transaction data or edit existing transactions
for a specific calendar date, capture location and account.

The software automatically cleans the images to improve readability of key information. It recognizes and
reads the Auxiliary On-Us, Routing Transit, Account, Process Control, and courtesy and legal amounts
from the image, automatically competing most of the fields

Once the capture is complete, the user is directed to any items that need attention in the Item List table of
the page. Custom field information may also be added, such as zip code, apartment number or other
information associated with the check item. To reduce keying, a drop-down list of data that matches
previous deposit information tied to the check MICR may appear for selection by the user. Once the
transaction is balanced, it is released for transmission to the central processing site. Releasing the
transaction directly opens the Transmit screen where the transaction may be automatically transmitted to
the central site.

Create Deposit

1. Click Capture or click the Capture icon.

#A Dashboard A

[l‘_‘l Capture Vv ]

B  Transmit

[ Analytics Vv

&  Admin 5 4

€ Training

2. Click Deposits.

# Dashboard

0 Capture L

Payments

B  Transmit

i Analytics b
& Admin L4
®  Training
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3. The current date will automatically be populated in Processing Date.

Create Deposit

Location Amount

Select a location v | | $ 000 ‘
Account ” Processing Date *

Select a account v | 10/12/2022 |U‘

Enter date in MM /DD /YYYY format

Create Deposit

NOTE: Selections will vary based on access. Individuals with access to multiple locations or
accounts will select items from the appropriate dropdown box. Individuals with access to one
location or one account will see their designated information.

4. Select the Location from the dropdown menu if multiple locations are available.

Location *

Select a location ~ ‘

[semch ot a|

Demo Location 1

‘ Demo Location 2 ‘

5. Select the Account from the dropdown menu (if multiple accounts are available) where this
transaction will be deposited.

Account”
Select a account ~ ‘
l Select account Q I

Purchasing (53646177151)

Savings (57087151536)

OR

6. Enter any portion of the account number or account descriptions and the system identifies all
account numbers that contain the series of digits or letters, populating the dropdown list with
available options. Select an account or continue to enter more digits or letters.

Account
Select a account ~ ‘
[3897 ] Q I

Savings (4125663897)
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NOTE: If a physical deposit ticket is configured and appropriate for the transaction being
captured, select (account read from deposit ticket).

Account *
Select a account ~ ‘
l Belect account Q

[(account read from deposit ticket) ]

7. If one or more Location Codes are created for this account number, select the Location Code.

Location Code *

Select a location code or Search by description ~ ‘
| Search Location Code Q |
Boston (001)

New York (002)

NOTE: If a Location Code was not created for the selected account, the Location Code dropdown
will not display.

8. Enter the deposit Amount.

Amount ’

$0.00

NOTE: Include the cents value; the decimal point is not needed. The system automatically marks
the last two values as cents.

9. Click Create Deposit.

Create Deposit
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Capture Deposit

10. The Capture Deposit page displays virtual deposit ticket information, including the amount,
account number, account description, date, user, location, and location code (if applicable).

Captu re Deposit (Operating Account (12347890) - Demo Location 1)

. Images Item Details
Item Details i)
Routing Transit
‘ 125000105 ‘ Amount: $125.00
T e Deposit
redit Date: -
‘ 12347890 ‘ m User: bsmith Ticket -E -EE’
Location: Demo Location 1
Amount
‘ 512500 ‘

Status No. Document Amount

Success | 1 Deposit $ 12500

Place documents in the scanner, and click the Scan button

Amount Difference

Deposit Amount Checks Difference
$12500 $000 $12500

Audit Trail Status Message Close Transaction

The description bar displays above the image viewer and shows additional information about the
transaction including the account, location and location code (if applicable).

Capture Deposit  (Purchasing (53646177151) - Demo Location 2) - Boston (001)

The Item Details at the left display basic item information for the selected item. Additional details

may be displayed for each item by selecting the item and clicking the Item Details tab in the
image viewer.

Ca th re Deposit (Operating Account (12347890) - Demo Location 1)

: Images Item Details
Item Details s

Routing Transit Document Type Tracer
125000105 | DepositTicket 20230208900067860000100001
Account

Code Line (MICR)

12347890 |

Front Image Size Front Image Quality Status

Amount
0 bytes Passed
‘ $12500 |
Status No. Document Amount
( Success 1 Deposit $ 12500

Place documents in the scanner, and click the Scan button..

Amount Difference

Deposit Amount Checks Difference
812500 $000 $ 12500

Audit Trail Status Message Close Transaction
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The message bar displays below the image viewer directing the user as to what needs to be
done.

Place documents in the scanner, and click the Scan button..

The Amount Difference is located below the message bar. It indicates the amount that has been
scanned (Checks) and the amount that is remaining to match the Deposit Amount (Difference).

Amount Difference

Deposit Amount Checks Difference
$ 75000 S 100000 $ -250.00

Scanning Buttons

Initializes Scanner . Scanner Settings
Scan Settings

Rescan Rescan an ltem Stops Scanner
Stop Scanning

Clears Jams in the
Free Track Scanner

NOTES:

e The Stop Scanning button displays when the scanner is initialized.

e The Free Track button is located in Scanner settings.

Scanner Settings

NOTE: These steps only need to be completed prior to the first time the scanner is used. However,
Default scanner settings may be modified to meet specific capture needs. It is recommended to leave the
default settings set by the Financial Institution.

1.

Click the scanner Settings button from the image viewer.

Settings

Select the Scanner Type that applies.

Scanner Settings

Scanner Type Digital Check (Windows) w ‘ Free Track

NOTE: If utilizing a full page scanner in Capture Deposit, see Full Page Scanning Options
(Windows Only) for more information.
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Capture Options
NOTE: See Scanner Settings Capture Options Definitions for definitions of Capture Options.
3.

Select Stamp front of document to On or Off.
Capture Options
Select Spray tracer on rear of document to On or Off.
Stamp front of document
Select Allow continuous hopper feed to On or Off.

Spray tracer on rear of document

Select Start scanner automatically to On or Off.

Allow continuous hopper feed

N o o bk

Select Use double feed detection to enable the double feed
detection to On or Off.

Start scanner automatically

88888

Use double feed detection

NOTE: When an item is reported as a Double Feed, the user should delete the image and
Rescan. See Double Feed Detection for more information.

Capture Deposit (Operating (2711503226) - Demo Location 1)

B | Images Détails de l'effet
Détails de leffet e
Auxiliary
FIRST HAME LAST NAME
SR, srare :
Scan COUNTRY —_—n
L B
; et r¥i 1 5 Qoo |
Transit dacheminement l Rosean Sy s @R iy S o
2174777 HOH-NIE GOTIADLE Q
Sattings | ox - e
Compte I:I-EM-SE; Ni23L5E7B0N AR5LI0DD0OL™ DISLTO0
2173 —_— ‘
1777730001
" Etat No, Document Montant
Controle du processus
7010670 teadl) 4 Depdt $1000  poubie feed detected
( Emeur ) 2 Chéque $ 4000
Montant
il Encours ) 3 Chegue S 000
54000 Amount Difference

Customer Name

lounice Mirnber

Image Options

8. Select Use auto clean mode to On or Off.

a. Set the Auto Clean Mode to On to allow the system
to automatically try to reduce background noise and
adjust the brightness of images.

b. Setthe Auto Clean Mode to Off to manually adjust

the brightness settings.
Scanner ldentity

9. Enter the scanner serial number or IP address if applicable.

Scanner |dentity

Scanner Host Name or [P Address” 1921682531

* Network Scanners Only - Leave blank if scanner is directly connected to your

Montant du dépat
Chéques
Dif

Audit Trail

Fermer la transaction

Status Message

Image Options
Use auto clean mode

Front Image Brightness

Darker Lighter
Rear Image Brightness
Darker Lighter
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10. Click Save.

E

Scan

NOTE: If utilizing a full page scanner in Capture Deposit, see Scanning with a Full Page Scanner for
more information.

1.

12.

13.

14.

15.
16.

Place the items in the tabletop scanner.

NOTE: If (account read from deposit ticket) was selected when creating the deposit, scan a
physical deposit ticket first.

Scan Deposit Ticket

A physical deposit ticket is required for this transaction. Please

ensure that the first item scanned is the deposit ticket.

Click Scan.

Scan

Once the capture is complete, any items that need attention will be indicated by a red Error status
in the Status column of the Item List table. Image viewer buttons are available to aid in viewing
items. See Viewing Iltems/Buttons for more information.

NOTE: Refer to the message bar for more data completion instructions.

Select the item from the Item List table below the image viewer. If the error is a Duplicate
Detection or an Image Quality error, select the item and press Enter to make the changes. See
Image Quality and Usability or Duplicate Detection for detailed instructions.

If there is missing information, enter the correct value in Iltem Details on the left side for the
indicated field, using the image displayed in the image viewer. See Correct Field
Information/Numbers for detailed instructions.

Press Tab after completing the field to move to the next field.

Repeat steps 12-14 until all items have a green Success status in the Status column of the Iltem
List table.
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Item Validation

When the capture is complete, any items that need attention will be indicated in the Item List table below
the image viewer. Refer to the message bar for additional information.

No. Document Amount
1 Deposit 5 1800.00
2 Check S 1000.00
3 Check $ 200.00
[ In progress | 4 Check S 100.00
5 Check S 500.00

Item List Table Information

NOTE: Red shading on an Error status indicates missing information or operator action is
required.
( 5 j Indicates that the image and all its required MICR fields were read
pecead successfully; no further processing or data entry is required.
Indicates missing information or operator action is required. Refer to
the message bar for additional information.
| Save Pending | Indicates the image/information is being saved.
=
& In Progress ) Indicates item validation is in progress.
Additional Buttons
Close Transaction Close the transaction: Defer, Release or Delete.
Audit Trail Detailed information for the selected item.

Displays an Error Log with a time stamp and detailed information

Status Message about the error.

10




Viewing Items/Buttons
1. Click on the item in the Item List table to highlight.

2. Use the buttons to the right of the image viewer to adjust the view of an image.

LK.
L

i

=2,

Q

Best Fit

Flip

Rotate Image Left

Zoom Out

3. Address the item issue.

Possible Item Issues

Correct Field Information/Numbers

1. Amount is used in this example.

4

i
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Open in Window

Rotate Image Right

Delete Selected Item

Zoom In

Ca th re Deposit (Operating Account (12347890) - Demo Location 1)

ltem Details

Auxiliary

Images

Item Details

Routing Transit

Scan

‘ 091000022

‘ Rescan

Account

‘ 400500600700

Process Control

Settings

Lo SeryifR

2 5-{3-2.2.
T s B E1 N

£ et edeed twerdy fwe s Yot——"%0, & sz: E
HSBC BANK Nm&fzgnvzli?
- DONCT GASH i

1207i0000 2 2:LO0S00L00700w 4087
LR RS Rk R O s s

‘ 1087

‘ Status

( Success \

Amount
‘ $000|

Customer Name

Invoice Number

Document
Deposit
Check

Check

Amount

$125.00

S 000

$50000

Amount is required. Please enter a value and press Enter to continug

Amount Difference

Deposit Amount Checks Difference
$125.00 $500.00 $ -375.00

Audit Trail Status Message Close Transaction

2. Enter the correct value for the highlighted fields at the left, using the image displayed. Include the
cents value; the decimal point is not needed. The system automatically marks the last two values

as cents.

3. Press Tab to move to the next field, press the Enter key or click with the mouse to select the next

item.

11
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Depending on the setup, additional fields may display to record optional information.

Captu re Deposit (Operating Account (12347890) - Demo Location 1)

ltem Details

Augxiliary

Images

Item Details

Routing Transit

Scan

‘ 091000022

‘ Rescan

Account

Settings

‘400500600700

Process Control

Er L% Seryifa

o 5-13-2.2
13 12 9

HSBC BANK
NOT NEGOTIABLE
SAMPLE - VOID
DONOT CASH
ot "

i i twerty fwe ¢ o e Y

e

120710000220

L0Qd 500600700 408 7

‘ 1087

‘ Status

Amount

(s )
(_Success )

‘ $125.00

Customer Name

Invoice Number

-

Delete Single Items

Document
Deposit
Check

Check

Amount
$125.00 To scan additional items, click the Scan button. Or press Enter to advance to the
first error
$000
$500.00

Amount Difference

Deposit Amount

$125.00

Checks Difference
$500.00 $-375.00

Audit Trail Status Message Close Transaction

Single items may need to be deleted from the transaction. This could include items with incomplete
information or that are not allowed in this account.

1. Inthe Capture Deposit page, select the item to be deleted from the Item List table.

2. Click the trash icon to delete.

Captu re Deposit (Operating Account (12347890) - Demo Location 1)

Iltem Details

Auxiliary

Routing Transit

‘ 091000022

Account

‘400500600700

Process Control

‘1057

Amount

‘SOOO

Customer Name

Invoice Number

Images Item Details

Scan

Rescan

P
=3
5
a
]

— 3
1087
[ By Tox Secvige 1§ 128 08
£§ gﬁ%‘mé dwendy Swe M//D’D“‘/“ A mor
£ HSBCBANK T
SAMPLE - VOID
D0 NGT CASH
I Wle A
12059100002 2:L00500600700" 08 7

Status

( Success )
o

Error
Error

No.

Document Amount
Deposit § 12500
Check S 0.00
Check $ 500.00

Image Quality /Usability tests failed. Please rescan this item. If rescanning does
not improve the quality, please delets the item and remove it from the scanner.

Amount Difference

Deposit Amount Checks Difference
$ 12500 $500.00 §-3875.00

Audit Trail Status Message Close Transaction

12
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3. Click Delete to confirm.

Delete Item

This item will be deleted.
This item will need to be physically removed from the
transaction.

Are you sure you want to continue?

CcanCEI l

4. Physically remove the item from the scanner.
Image Quality and Usability

If an item fails an Image Quality test, it will be indicated by a red Error status in the Status Column of the
Item List table.

1. Select the item in the Item List table.

2. Press Enter or click Rescan.

Ca th re Deposit (Operating Account (12347890) - Demo Location 1)

- Images Item Details
ltem Details
Auxiliary
Routing Transit
| 081000022 ‘ ‘i o
‘SAMPLE - VOID
Account DONOT GASH
Wemo. — /2 L3
| 400500600700 ‘

1105400002 2400500800700 LOBE

TR

Process Control

Status No. Document Amount
1086
)
(_Success ) : Deposit $12500 Image Quality/Usability tests failed. Choose "Rescan’” to review this item. If the
-
Armourt = quality is poor, please delste this item and remove it from the scanner.

‘ ( Success ) 2 Check $ 12500

I 5 check 550000
Customer Name

| ‘ Amount Difference

| $500.00

Deposit Amount Checks Difference
$12500 $82500 $ -500.00

Audit Trail Status Message Close Transaction

Invoice Number

3. Review the message for the appropriate action.
NOTES:

e The captured image displays in a preview window with list of detected front and rear errors in
the Image Quality box.

Front Image Brightness

Darker Lighter

Image Quality

Front:Warning: Too Light /Too Dark
Front:Warning:Invalid Document
Rear:Warning:Too Light/Too Dark

13
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e The button options available for decisioning the image quality issues depend on site
configurations and are activated by actions taken in the preview window.

Image Quality Review

Front Image Brightness

Darker Lighter
Image Quali
e Ylfaees ety
o S 1
s‘isséw,AEC__Qrpngm\ S N Front : Warning : Bent Corner / Partial Image
Teenty Ooe Thmwonat N undred Sy B s “Hp = = Detected

Front : Warning : Toe Light/Too Dark
Front : Warning : Invalid Document

NOT - NEGOTIABLE

F3IBLLE9  CDCASLALEAN 3ESGLLSE

Automatically Clean Image

Apply

Ok | Cancel

Ignore | Rescan

a. Click Flip to view or adjust Rear Image Brightness (optional).

Image Quality Review

Front Image Brightness

Darker Lighter
Image Quali
o SYalj08%_ E go Bually
s R 5 1.
3‘1.%”,!{3 } Q,,L@rp{gf‘cfimr\ S ¥ Front : Warning : Bent Corner / Partial Image

Detected
Front: Warning : Toe Light/Too Dark
Front: Warning : Invalid Document

Teenty One Thovned Moo ludrod €y B & oo == oy juma e

NOT - NEGOTIABLE

o]+
[#]¢]
BEE

#IELASET  IDRATEALEAL 3ESAELG2

Automatically Clean Image

‘ Rescan Ok ‘ Cancel ‘ Apply
b. Click Flip again to return to front image review window.
Image Quality Review
Rear Image Brightness
Darker Lighter
| LX: Image Quality
?“z;r Front : Warning : Bent Corner / Partial Image
| g’% Detected
| FE Front : Warning : Too Light/Too Dark

Front : Warning : Invalid Document

Automatically Clean Image

Ok | Cancel Apply

Ignore | Rescan

4. Torescan the image, place the physical item back in the scanner.

14
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Adjusting Image Brightness
Adjusting the image brightness could clear some image quality errors.

a. Uncheck Automatically clean image.

Automatically clean Image

b. Adjust the slider bar darker or lighter.

Front Image Brightness

Darker Lighter

O

Brnightness changes may not be reflected unul the
next rescan

Image Quality

Front : Warning - Too Light /Too Dark

5. Click Rescan.

Rescan

6. Click Apply to update the error messages and recaptured image.

7. Click Ok to return to the Capture page.

In some cases, rescanning the item is not an option and it must be removed from the transaction.

8. Onthe Capture Deposit page, with the item selected, click trash icon, OR click the trash icon
from the Image Quality Review window.

Image Quality Review

Front Image Brightness

Darker Lighter

Image Quality

Front: Warning : Bent Corner / Partial Image
Detected

a Front : Warning : Teo Light/Too Dark
Front : Warning : Invalid Document
Front : Warning : Date
% 42,0000 25300 200300600 & 245 Front - Warning - Invalid Signature

Automatically Clean Image

e

Ok | Cancel

Apply

m | ke

15
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9. Click Delete to confirm the item should be deleted from the transaction.

Delete Item

This item will be deleted.
This item will need to be physically removed from the
transaction.

Are you sure you want to continue?

CcanCEI l

10. Physically remove the item from the transaction.

11. If unable to capture a good image and the option is provided, click Ignore to ignore the image
quality warning and continue processing with the poor-quality image.

Ignore

Duplicate Detection

The software automatically checks for duplicate items as documents are captured to help maintain the
integrity of transactions. This feature reviews specific criteria as it looks for duplicate items across
transactions, batches, and dates. Duplicate detection provides protection from fraudulent practices and
from accidentally including the same item in multiple transactions.

When the system detects an item that matches a previously processed item, it alerts the user with images
of the original item and possible match and prompts for a decision to be made on the potential duplicate.

1. Select the item from the Item List table.

2. Press Enter.

Ca th re Deposit (Operating Account (12347890) - Demo Location 1)

& Images Item Details
Item Details 9
Auxiliary . = =
‘ ‘ " MORE 1086
THAN ~27-
Scan ey
Routing Transit “; Ton A8t . 1% 5060 .20
Rescal i PO d e O, —
‘091000022 ‘ B Fondee Dol B 3
"o B
‘SAMPLE . vOID
Account Mm DONOT CASH. “
‘ 400500600700 ‘ | 110900002 2:400500800700" A0BE
R T T YOS~ Y
Process Control
‘ Status No. Document Amount
1086 ‘

(T

( Success ) 1 Deposit $ 12500

N This item may be a duplicate of another captured item. Please review.
Amount y Y

| Success ) 2 Check $ 125.00
‘ $500.00 ‘

(o) 5 Check s 50000 |
Customer Name
‘ ‘ Amount Difference
Deposit Amount Checks Difference
RBIRENTIEn $125.00 $62500 §-500.00
Audit Trail Status Message Close Transaction

16
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3. Compare the two images to determine if the item is a duplicate.

Possible Duplicate item(s)

" MORE 106e
THAN 077

THAN we 1727-01

%,@ AT 1$ 500 .00

¢ HSBGBANK

110710000 2 24400500600 700r A0BE

S B R bR

T,

Original Document

Original item : 1 of 4

Item Details

Item number. 3
Tracer number
20230130900067860000400003
ltem Name: Payment Check
Transit /Routing: 091000022

* MORE i
155 wiznl

HSBCBANK.

§y Py Test . 1§ 560,92

Possible Duplicate

Item Details

Item number. 3

Tracer number:
20230208900067860000100003
Item Name: DepositCheck
Transit/Routing: 091000022
Account number 400500600700

| Close

Delete Duplicate

| This is a new ltem

4. If the item IS a duplicate, click Delete Duplicate.
Delete Duplicate

5. Click Delete. The item is removed from the transaction.

Delete ltem

This item will be deleted.
This item will need to be physically removed from the
transaction.

Are you sure you want to continue?

E=[ ]

6. Physically remove the item from the scanner.

NOTE: The MICR and image data are permanently removed from the transaction. This affects the
transaction balance, which may require a final review of each item.

7. Ifthe item is NOT a duplicate, click This is a new Item. The item remains in the transaction but

may be flagged for further review.

This is a new ltem

17
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Final Balance

When all the deposit items have been captured and corrected, if the transaction is not balanced, the
deposit total will need to be modified to balance the transaction.

1.

6.

7.

Correct any values that may need to be modified.

NOTE: If the amount of an item is changed and the transaction becomes balanced, further review
is no longer required for the remaining items.

Press Enter after reviewing the items.

If the transaction is not in balance, click Continue to edit the deposit amount or Cancel to
continue editing the scanned items.

Edit Deposit Amount

There are no more errors in the transaction. Do you want to edit the

transaction amount?

Select ‘Use Scanned Amount’, ‘Use Deposit Ticket Amount’ or ‘Use Other Amount’ (to be entered
manually).

Click OK.

Change Deposit Transaction Amount

@ Use Scanned Amount
(\:,J Use Deposit Ticket Amount

() Use Other Amount

‘SOOO

Cancel O

Once the transaction is balanced, release the transaction for transmission to the central
processing site.

Click Close Transaction.

Close Transaction

18
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8. Select Release from the Close Transaction window.
9. Click OK.

Close Transaction

Choose an option below

(O Defer (Transaction will be held as an "Existing Deposit”)

[ ® Release (Select transaction(s) to be transmitted to central site) ]

() Delete (Entire transaction will be deleted)

Releasing the transaction redirects the user to the Transmission Items page where the
transaction may be automatically or manually transmitted to the central site, based on the rights
assigned to the user.

10. If not automatically transmitted, select the transaction(s) to be transmitted manually.

Transmission ltems

‘ Search Q | Fiiter >

Type Status Description Amount Processing Date Posting Date  Acknowledged Date Location Batch ID In Balance Action
[[] Deposit Released Payroll (5001221610) $500000 08/31/2022 N/A N/A Demo Location 1 Yes View Images
View Report
Deposit  Released Savings (57087151536) $12500 09/15/2022 N/A N/A Demo Location 2 Yes View Images
View Report
Deposit Acknowledged — Operating (2711503226) $120000 09/14/2022 09/16/2022  09/15/2022 12:12 PM Demo Location 1 Yes View Images
View Report

1 - 3 of 3| View:

10v‘|1\

Daily Deposit Limits

Transmit |

NOTES:
= Multiple deposits can be selected to transmit.

= Deposits can be unselected by clicking on the checkbox for the transaction a second
time.

11. Click Transmit.

Transmit

12. Review the Transmit Status information if necessary.
13. Click Close.

Transmit Status

Status Process Date Amount Location 1D Reason
e
| Successful ) 09/15 /2022 $12500 Demo Location 2 17816
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14. View the Acknowledgement information for final confirmation and posting information.

Type Status Description Amount

[] Deposit Released

Deposit | Acknowledged [Savings (57087151536) $12500

Deposit  Acknowledged  Operating (2711503226) $1200.00

15. Click View Images or View Report to view, save or print images and/or reports from the

Transmission ltem page.

Type Status Description Amount
[[] Deposit Released Payroll (5001221610) $5000.00
Deposit  Acknowledged  Savings (57087151536) $125.00

Deposit  Acknowledged — Operating (2711503226) $1200.00

Defer Transaction

During the scanning process, at any point before the transaction is released, it may be deferred to be

completed later. This feature is helpful if a user is interrupted or needs to step away before completing a
payment. Deferring a transaction allows the user to save what has been captured so far, and then come
back to finish it later.

Payroll (5001221610) S500000 08/31/2022 N/A N/A

09/14 /2022

09/15/2022

09/14 /2022

Processing Date  Posting Date ~ Acknowledged Date Location Batch ID

Demo Location 1

09/15/2022 [ 09/16/2022  09/15/2022 2:46 PM ] Demo Location 2

09/16/2022 09/15/2022 1212PM  Demo Location 1

Processing Date  Posting Date ~ Acknowledged Date Location Batch ID
08/31 /2022 N/A N/A Demo Location 1
09/16/2022  09/15/2022 2:46 BM Demo Location 2

09/16/2022 09/15/2022 1212PM  Demo Location 1

The batch is automatically deferred if the application times out or is closed.

1. From the Capture Deposit page, click Close Transaction.

Captu re Deposit (Purchasing Account (12347891) - Demo Location 1)

Iltem Details

Images Item Details

In Balance  Action

Yes View Images
View Report
Yes View Images
View Report
Yes View Images
View Report

In Balance  Action

Yes View Images
View Report
Yes View Images
View Report
Yes View Images
View Report

When returning to complete the deferred transactions, additional items can be added to the batch and the
work can be keyed or released.

Auxiliary

‘ 062888 |

Routing Transit
‘ 094950166 |

Account

‘ 19495016 |

[ o

e T/ 13/22
B, ABL  Company |'s 1000, 00

@ I
ooe thousan é & /[EU'V’—'H—,A—V’_“nOL_ms BEwnT
E=

NOT - NEGOTIABLE
Yo -

"0 2ABA® u0qLYS0LEES A9LA50LEm

Process Control
‘ | Status

2 N
| Success )

Amount
‘ $1000.00 | e—
Error

Customer Name

Invoice Number

Document Amount
Deposit $ 1.200.00 Image Quality /Usability tests failed. Choose "Rescan” to review this item. If the
quality is poor, please delete this item and remove it from the scanner.
Check $1,000.00
Check $ 200.00

Amount Difference

Deposit Amount Checks
$120000 $ 120000

Audit Trail Status Message | Close Transaction

Difference
$000
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2. Select Defer from the Close Transaction window.
3. Click OK.

Close Transaction

Choose an option below

[ ® Defer (Transaction will be held as an "Existing Deposit”)

() Release (Select transaction(s) to be transmitted to central site)

(0 Delete (Entire transaction will be deleted)

Cancel OK

The transaction will now be listed on the Create Deposit page in the Existing Deposits table.

Existing Deposits

Date Account Description Amount In Balance Action
01/30/2023 12347891 (12347891) $ 20000 No >
02/10/2023 Operating Account (12347890) $1200.00 Yes >

1720f2]\.’iew:

Complete, Close and Release a Deferred Transaction

1. Click Capture or click the Capture icon.

# Dashboard

O Capture WV

B Transmit

[ Analytics W

& Admin ]

B Training
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2. Click Deposits.

# Dashboard

0 Capture ~

Payments

B  Transmit

i Analytics v
& Admin v
®  Training

3. Select the Location.

Create Deposit

Location * Amount "

Select a location ~ ‘ $0.00 ‘

Search location Q,

Demo Location 1

Processing Date "

‘ 09/14 /2022 [g‘

Enter date in MM /DD /YYYY format

Demo Location 2 ‘

Create Deposit
4. Click the arrow in the Action column of the deposit to be edited from the Existing Deposits table.

Existing Deposits

Date Account Description Amount In Balance Action
01/30/2023 12347891 (12347891) $ 20000 No >
02/10/2023 Operating Account (12347890) $1200.00 Yes >

1720f2]\.’iew:

NOTE: There cannot be any items that need attention by the user and the deposit must be in
balance.
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5. Click Close Transaction.

Close Transaction

6. Click Release.
7. Click OK.

Close Transaction

Choose an option below

(_) Defer (Transaction will be held as an "Existing Deposit”)

@ Release (Select transaction(s) to be transmitted to central site)

(O Delete (Entire transaction will be deleted)

NOTE: If the application is set to auto transmit transactions, the Transmission Items page will
automatically display with a status of Acknowledged. If auto transmit is not used, continue with
Transmit Transaction.

Transmit Transaction

1. Click Transmit or click the Transmit icon.

# Dashboard

O Capture WV

B Transmit

[ Analytics W

& Admin ]

B Training
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2. Select a transaction to transmit from the Transmission Items table. Multiple transactions can be
transmitted at one time by clicking on each of the checkboxes to select. To unselect a
transaction, click on the checkbox for the transaction a second time.

Transmission ltems

q | Fiter
Type Status Description Amount Processing Date  Posting Date  Acknowledged Date Location Batch ID  In Balance  Action
Deposit  Released Purchasing (53646177151)  S600000 08/26/2022 N/A N/A Demo Location 2 Yes View Images
View Report
Deposit  Aelsased Payroll (5001221610) S500000 08/31/2022 N/A N/A Demo Location 1 Yes View Images
View Report
Deposit  Released Purchasing (63646177151) 70000  08/31/2022 N/A N/A Demo Location 2 Yes View Images
View Report
Deposit  Acknowledged  Operating (2711503226) $110000 08/31/2022 08/31/2022 08/31/202211:34 AM  Demo Location 1 Yes View Images

View Report

1-40f4 v.—:w".c v | [3]

3. Click Transmit.

Transmit

The Transaction is transmitted and acknowledged by the central site.

4. Review the Transmit Status information if necessary.
Click Close.

Transmit Status

Status Process Date Amount Location D Reason

( Successful 08/31/2022 $700.00 Demo Location 2 16581

The Status of the transaction will change to “Acknowledged” and the Posting Date and Acknowledged
Date will now appear on the Transmission ltems table.

Transmission ltems

‘ Search Q ‘ Elltsr;>
Type Status Description Amount Processing Date  Posting Date  Acknowledged Date Location Batch ID In Balance Action
[[] Deposit Released Purchasing (53646177151) $500000 08/26/2022 N/A N/A Demo Location 2 Yes View Images
View Report
[[] Deposit Released Payroll (5001221610) $5000.00 08/31/2022 N/A N/A Demo Location 1 Yes View Images
View Report
Deposit | Acknowledged | Purchasing (53646177151) $700.00 08/31/2022 08/31/2022 08/31/202211:42 AM Demo Location 2 Yes View Images
View Report
Deposit  Acknowledged — Operating (2711503226) $110000 08/31/2022 08/31/2022 08/31/2022 11:34 AM Demo Location 1 Yes View Images
View Report

1-4of 4| View 10\«‘\1\

| Delete

Daily Deposit Limits | Transmit |
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Processing Date—Date the deposit ticket was created, credit date on the Deposit ticket.

Posting Date—Based on posting calendar; items after final cutoff time will have a posting date of the next
business day.

Acknowledged Date—Date/Time deposit was transmitted by Merchant.

NOTE: If a transaction is transmitted and acknowledged after the cutoff time, it will be posted on the next
available posting date.

To view the detail report or images report for the current transmission, the work must be transmitted and
acknowledged by the Central Site.

Daily Deposit Limits

Daily Deposit Limits are set for clients through administration. Hard Limits will stop a transaction and the
user will receive a message to notify them they have exceeded their limit.

The Daily Deposit Limits table will show up-to-date information for amounts deposited for the date, the
daily limit amount, current total amounts deposited for the month and the monthly limit amount.

View the Deposit Limits

1. Click Transmit or click the Transmit icon.

A Dashboard f

O Capture Vv

B  Transmit

[ Analytics W

& Admin o

B Training

2. Click Daily Deposit Limits.

Transmission ltems

‘ Search Q ‘ itk
Type Status Description Amount Processing Date  Posting Date ~ Acknowledged Date Location Batch ID In Balance Action
[ Deposit Released Purchasing (53646177151) $5000.00 08/26/2022 N/A N/A Demo Location 2 Yes View Images
View Report
[] Deposit Released Payroll (5001221610) $500000 08/31/2022 N/A N/A Demo Location 1 Yes View Images
View Report
Deposit  Acknowledged — Purchasing (53646177151) $700.00 08/31/2022 08/31/2022 08/31/2022 11:42 AM Demo Location 2 Yes View Images
View Report
Deposit Acknowledged  Operating (2711503226) $1100.00 08/31/2022 08/31/2022 08/31/2022 11:34 AM Demo Location 1 Yes View Images
View Report

1-40f4] View 1OV‘\1\

I] Daily Deposit Limits I

Delete

Transmit |
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3. Review the daily and monthly totals and limits.

4. Click Close to exit Daily Deposit Limits.

Daily Deposit Limits

Account Today's Totals Daily Limit Monthly Total Monthly Limit

2022-08-14 5200000 $25000.00 S2000.00 $50000.00

Close

Delete

During the capture process, items may be deleted from a transaction because of poor quality images,
duplicates, or to remove other unacceptable items.

An entire batch and all data associated with the batch may also be deleted from the system. However, if a
batch should be deleted but has already been transmitted, it needs to be deleted at the central site.

Delete Entire Transaction from Capture Deposit page

1. Click Capture or click the Capture icon.

# Dashboard *

[Cl Capture Vv ]

B  Transmit

[ Analytics v

&  Admin »

®  Training

2. Click Deposits.

A Dashboard

O Capture ~

Payments

B  Transmit

[ Analytics b
&  Admin hd
®  Training

26




REMOTE DEPOSIT CAPTURE
CAPTURE DEPOSIT USER GUIDE

3. Click Close Transaction on the Capture Deposit page.

Close Transaction

4. Select Delete from the Close Transaction window.
5. Click OK.

Close Transaction

Choose an option below
(O Defer (Transaction will be held as an "Existing Deposit”)

(O Release (Select transaction(s) to be transmitted to central site)

@ Delete (Entire transaction will be deleted)

Cancel " OK

6. Click Delete to confirm.

Delete Transaction

Are you sure you want to delste the selected transaction?
Close | Delete I

NOTE: Once a transaction has been released from Capture, it may be deleted from the Transmit
page if not automatically transmitted.

Delete Entire Transaction from Transmission Items page

1. Click Transmit or click the Transmit icon.

#A Dashboard

O Capture Vv

B  Transmit

[ Analytics W

& Admin o

B Training
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2. Select a transaction to delete from the Transmission Items table. Multiple transactions can be
deleted at one time by checking the boxes on all of the transactions to select. To unselect a
transaction, click on the checkbox for the transaction a second time.

Transmission ltems

Search

a ‘ Filter v

Type Status Description Amount Processing Date  Posting Date  Acknowledged Date Location Batch ID In Balance Action
Deposit Released Purchasing (53646177151) $500000 08/26/2022 N/A N/A Demo Location 2 Yes View Images
View Report

[] Deposit Released Payroll (5001221610) $5000.00 08/31/2022 N/A N/A Demo Location 1 Yes View Images
View Report

Deposit Acknowledged  Purchasing (53646177151) $700.00 08/31/2022 08/31/2022  08/31/2022 11:42 AM Demo Locaticn 2 Yes View Images
View Report

Deposit Acknowledged  Operating (2711503226) $110000 08/31/2022 08/31/2022 08/31/2022 11:34 AM Demo Location 1 Yes View Images
View Report

1-40f4| View | 10 V‘E\

e m

3. Click Delete.

4. Click Delete to delete the deposit or Cancel to return to the Transmission Items page.

Delete Confirmation

Are you sure you want to delete the selected deposit(s)?

B -

The Transaction is deleted and will not show in the Transmission Items table.

NOTE: A transaction can only be deleted if it has not yet been transmitted to the central site.

Full Page Scanning Options (Windows Only)

The Deposits portion of the application has expanded document scanning capabilities to include capturing
full page images and envelopes. Full page scanning is provided within the Capture Deposit menu option
and utilizes the TWAIN interface.

Full page scanning may be performed using single scanner or dual scanner modes. Dual scanner modes
require that the relevant individual scanners (full page TWAIN or standard check scanner) be selected in
Scanner Settings when switching between scanners. A single scan button is provided regardless of
scanner mode.

In single scanner mode the documents and checks are captured using a single full page scanner. The
documents (full page invoices, coupon size documents, correspondence, and envelopes) and checks are
placed in transaction and document/check order in the scanner and captured. Software OCR is utilized to
read the MICR line from the checks.

In dual scanner mode the documents (full page invoices, coupon size documents, correspondence, and
envelopes) are captured on the full page scanner and checks are captured on a check scanner.
Documents and checks need to be captured in transaction and document/check order. The checks MICR
line is read using the scanner hardware MICR reader.
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If full page scanning is enabled:

¢ Install TWAIN drivers from the installation media provided by the manufacturer (e.g., disc,
etc.).

¢ Install the Full Page Scanner (Windows) bundle from Scanner Installation in the application
which installs the TWAIN user interface.

e Adjust the full page scanner options as applicable.

1. Select the Scanner type for the primary scanner.
a. Inasingle-scanner environment, select Full Page Scanner (Windows).

Scanner Settings

Scanner Types Select a value.. ~ ‘

Digital Check (Mac) I
Capture Options pigital Check (Windows}

Stamp front of docy EPSon CaptureOne

Full Page Scanner (Windows)

Spray tracer on re

b. Inadual-scanner environment, select Full Page Scanner (Windows) or relevant
standard check scanner.

2. Inthe Full Page Scanning section, select the name of the full page scanner from the dropdown
list provided. A Kodak Alaris model is used in this example.

Full Page Scanning

Scanner [‘ Alaris Scanner: S2000 v

Show TWAIN Settings before Scanning

Show TWAIN Settings before Re-Scanning

| TWAIN Settings |

NOTES:

= |f the Scanner dropdown is greyed out, install TWAIN drivers from the installation media
provided by the manufacturer (e.g., disc, etc.).

= |f a ‘WIA’ option is displayed, do NOT select it. A Kodak Alaris model is used in this
example.

Full Fage Scanning

Scanner e
.
Alens Soanner, S2000
I \wiiA-Alnris 52070 Scanna
e R N I e e P
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3. Toggle on Show TWAIN Settings before Scanning or Re-Scanning to display the scanner’s
Twain properties window before documents are scanned or rescanned.

Full Page Scanning

Scanner ‘ Alaris Scanner: 52000 v ‘

[ Show TWAIN Settings before Scanning J

Show TWAIN Settings before Re-Scanning

TWAIN Settings

NOTES:

= The full page scanner must be installed, connected, and powered on when setting the
TWAIN settings.

= Show TWAIN Settings allows the operator to make relevant selections as needed before
scanning.

The TWAIN Settings button opens the properties window for the selected full page scanner.

Full Page Scanning

Scanner ‘ Alaris Scanner: S2000 v

Show TWAIN Settings before Scanning

Show TWAIN Settings before Re-Scanning

TWAIN Settings ]

This button will also initialize the scanner service TWAIN user interface which displays brief messages to
the user.

Example:

1 D247 Scanner Service U

Display Twain Settings...
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4. Modify the settings as applicable to meet scanning needs.

=  The properties window that displays is part of the scanner’s driver and varies based on
the scanner installed and selected. A Kodak Alaris model is used in this example.

®® Alaris 52070 Scanner i O w
X 00

Save b Save As.. '"l Delete == Rename... Reset

Setting Shortouts:

# Defat &
':'] Auto Color Perfect Page Document *
E] Black and White Perfect Page Document
':'] Color Perfect Page Document

Color Photograph

Input document is:

e

Two Sided ~ | Place documents face down

Settings = Preview Cancel

= Different documents may require different settings. For example, drop out blue color on
invoices that have a blue background.

= Scanning profiles can be modified and saved via the TWAIN properties window.

= Once all scanning selections are made, click the applicable button to save the changes.
5. Click Save.

= -

Full Page Licensing

Remote Deposit Capture utilizes a component from LEADTOOLS to integrate with TWAIN full page
scanners. LEADTOOLS has changed their licensing model since previous versions of Remote Deposit
Capture requiring us to change our approach in v5.0. Concurrent users of TWAIN will be tracked, and the
total number of concurrent users cannot exceed the configured limit that an environment has been
licensed for. When an allocated license is not in use, it will time out after 20 minutes by default.
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Scanning with a Full Page Scanner

1. Place items in the scanner.
2. Click Scan if the scanner does not automatically start.

Scan

NOTES:

o When full page scanning is utilized for the first time, a one-time prompt will display in a new
browser tab asking the user to open the RDC/D247 Scanner Ul application to open from the
webpage for the PC. This application is required for full page scanning to function.

Open D247 Scanner UI?

https:// " snwk wants to open this application.

O Always allow s wrwk to open links of this type in the assocated app

Open D247 Scanner Ul

e Once the RDC/D247 Scanner Ul application is opened, an icon will display in the PC’s system tray.
Clicking on the icon will display menu options with more information if needed. If the RDC
Scanner Ul gets closed, the capture application will attempt to restart it.

D247 Scanner Service Ul

About...

Quiet Status Messages

Show Last Message

Exit

Menu Option Description

D247 Scanner Title for the menu.

Service Ul

About Displays version & copyright information.

Quiet Status Does not display messages from the D247 Scanner Service Ul to the user.

Messages A check mark will display indicating it is enabled. See D247 Scanner
Service Ul for an example message.

Show Last Displays the last message from the D247 Scanner Ul.

Message

Exit Exits the D247 Scanner Ul application. If the application is exited the
messages are cleared.
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e Double clicking the icon from the system tray displays the last several messages.

NOTE: Check Include Timestamp to display timestamps for the messages.

";.I D247 Scanner Service Ul

Recent Status Messages

9/20/2023 3:29:14 PM
Display Twain Settings...

9/20/2023 3:29:36 PM
Closed Twain Settings...

0/20/2023 2:29:55 PM
Connecting to Browser

9/20/2023 3:29:55 PM
Scanning..

Include Timestamp

About...

3. Click Open D247 Scanner UL.

Open D247 Scanner UI?

hittps:// " snwk wants to open this application.

O Always allow = wrwk to open links of this type in the associated app

[ Open D247 Scanner U[}

NOTE: For security reasons, it is NOT recommended to check the box to ‘Always allow’.

Scanning will also initialize the scanner service TWAIN user interface which displays brief messages to
the user.

n‘ D247 Scanner Service L

See Address Item Issues to correct Error statuses displayed.
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Appendix

Item Dollar Limits and Deposit Amount Limits
This feature is optional and based on system configurations.

The central site has the ability to limit the amount of a single check, the deposit amount of a transaction,
and/or the number of items in a transaction. If an item or transaction exceeds a limit, an error message
displays in the message window and the user is prevented from releasing the transaction.

Maximum Deposit Amount Exceeded

e |f a user attempts to create a deposit over the established limit, a message appears, and the
system does not allow the user to continue.

o If a user changes the deposit amount in the capture page and the deposit amount is over the
established limit, an error message displays, and the user is prevented from releasing the
transaction.

o |f the total amount of all captured items exceeds the maximum deposit amount, an error
message displays, and the user is prevented from releasing the transaction.

Maximum Item Count Exceeded

e Item countincludes all items in a transaction, including deposit ticket, checks, and correction
tickets.

e |f the maximum item count is exceeded by the user, an error message displays, and the user is
prevented from releasing the transaction.

e Upon error correction and keying, if the item count exceeds the maximum limit, the user receives
an error message and is prevented from releasing the transaction.

Maximum ltem Amount

e If the amount of a single item exceeds the maximum allowed amount, the amount field for that
item is flagged as an error and message is displayed and the user is prevented from
releasing the transaction.

Scanner Settings Capture Options Definitions
The following default scanner settings may be modified to meet specific capture needs.

e Spray tracer on rear of document--If the scanner is manufactured to spray a tracer and
equipped with an inkjet cartridge, a tracer identification number may be sprayed on the back of
the items as they are captured. This allows the user to quickly see which items have been
captured by viewing the back of the physical items.

e Stamp front of document-- If the scanner is manufactured to frank and equipped with a
franker, the items may also have the front stamped with a phrase such as “Electronically
Deposited.”

e Start scanner automatically--The system may be configured to automatically begin scanning
once the Create Deposit button is clicked. If this option is turned off, the user must manually click
Scan to prompt the scanner to begin scanning items.

¢ Allow continuous hopper feed--The system may be configured to remain in scanning mode
until the user clicks Stop Scanning which takes the scanner out of scanning mode. This setting
is usually turned on for single feed scanners.

e Use double feed detection--The system may be set to detect double feeds. When items are
being scanned into the system, the scanner checks the thickness of the checks for double feeds
(possible piggyback items).
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¢ Image Options--Image brightness can be adjusted in the scanner settings page for both the
front and the rear of images if Auto Clean mode is turned off.

NOTE: If full-page scanning is enabled, an additional section is available for full-page settings and
scanner selection options.

Double Feed Detection

When scanning work into the application, the system is checking for double feed items. Double feed items
are multiple items that may be pulled into the scanner at the same time causing the second item not to be
imaged. When this occurs, the system displays an error message stating that a double feed has been
detected. Depending on the scanner this message will either display during the double feed or after the
work has finished scanning. The user has the option to either Accept the item, if the check is thick and it
is not a double feed or Reject the item. If the user accepts the item the system continues scanning the
rest of the payment. If the user rejects the item, the item and all items scanned after the double feed item
need to be placed back into the scanner and scanning must be selected to continue scanning.
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