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This User Guide includes all functions of the Remote Deposit Capture application. Individual
users will see Menu Items, Locations, and Accounts based on their individual roles and access
rights.
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Log in—First Time

Individuals accessing Remote Deposit Capture through a Financial Institution’s website will
connect through a designated link with their existing username and password.

Items needed to access Remote Deposit Capture:

© g k> w NP

¢ Remote Deposit Capture URL—Links to site login page.

¢ Entity Name—Name of Company

e Username—Identifies user as authorized user for company.
o Identifies the Locations and Accounts user may access.

e Temporary Password—Confirms identity of user as authorized for company.
o ldentifies the Locations and Accounts user may access.

e Entity Name

e Computer Activation Code (If applicable)—Confirms computer is authorized to
access Remote Deposit Capture site.

Enter Entity Name.
Enter Login name.
Enter Password.
Click Sign In.

Enter Old Password.

Enter New Password. Change Password
e Minimum characters=8 Ol Password

e Minimum uppercase characters=1

e Minimum lowercase characters=1 New Password

e Minimum numeric characters=1
e Minimum special characters (symbol)=1
e Maximum repeating charters=2

Confirm New Password

Enter New Password again for confirmation.
Click Save.

Password has been updated successfully message (similar to the one below) will
appear.

Save Cancel

Your password has been updated successfully

Log in—Repeat

AP w0 NP

Enter Entity Name.
Enter Login Name.
Enter Password.
Click Sign In.
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Install Scanner Service

NOTE: If this is the first time the user is activating the workstation, they will be

prompted to download the Deposit 24/7 scanner service, this is needed to
complete the activation process.

1. Click to download the appropriate install scanner service package (Windows or Mac).

Scanner Installation Scanner Installation
The local scanner service is not running. Please install / reinstall o start / restart the scanner The local scanner service is not running. Please install / reinstall or start / restart the scanner

service. service.

Download Scanner Service Installation Download Scanner Service Installation
Download Mac Package Download Windouws Installer  Download Mac Package
Ok Ok

NOTE: The Mac installer will restart the Mono framework processes. If you click “ok”
before those processes are fully running, you will receive the scanner
installation pop up again. Please wait one minute and try again.

Computer Activation

3.
4.
5.

Enter the computer activation key.
Click Submit.
The user will be redirected to the Deposit 24/7 v4.1.1 home page and be logged in.

NOTE: There is a slight delay on the Mac, but the application will automatically redirect
to the home screen.

Computer Activation

Please Enter Your Computer Activation Key

Submit Cancel

NOTE: D24/7 4.1.1 stores the MFA credentials in an XML file that is stored locally on
the Machine. The name of the XML file is ComputerCredentials.xml.

Training

The Training section includes documents with step-by-step instructions, demonstrations and
simulations to help learn how to use the Remote Deposit Application. Training material may also
be accessed at Deluxe’s Treasury Management Solution Eduation Learning Framework (SELF)
web page. Login information is required, contact training@deluxe.com to request a username
and password.
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Messages
Any available messages will appear on the main page when logged into the application.

Messages relating to any adjustments made by the Financial Institution will be removed after
the message has been marked as viewed.

Capture Merchant Deposit

1. Click Capture.
2. Click Create / Edit Deposit.

Create or Edit Merchant Deposit

OR

3. The current date will automatically be populated.

Create or Edit Merchant Deposit

New Deposit Deferred Deposits

nnnnnnnn

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.

Select the Location from the drop-down area if multiple locations are available.

Select the Account where this transaction is deposited or select (account read from
deposit ticket) to allow the system to capture the account information from a physical
deposit ticket.

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

NOTE: If a Location Code was not created for the selected account the Location Code
drop-down will not display.
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7. Enter the Deposit Amount.

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

Click Create New Deposit.

The Capture screen displays the deposit ticket information, including the amount,
account number, date, user, location, and location code (if applicable).

Location: Demo Location 1 Account 1 (2711503226)

Deposit 152.00 - Checks 0.00 = 152.00 @ Item Details
Item List -
. na Auxiliary
Document Type Amount ftem: 1 of 1 D C 0 B @ H ||
1 E,/ Deposit Ticket 152.00 —
EPC
Amount: $152.00 4
Account#: 2711503226 Routing Transit
Account Desc: Account 1 Deposit
Credit Date: 20171108 Ti I; 123456780
User: Michelie50 icket
Location: Demo Location 1 Inter RT

5

Account
2711503226

Process Control
600

Amount

152.00

Place documents in the scanner, and click the Scan button...
Item Details
Audit Tral Reaty to Scan

Scanner Information

NOTE: These steps only need to be completed prior to the first time the scanner is
used.

1. Click the Scanner Settings button in the capture screen.
Scanner &
2. Select the Scanner Type that applies.

NOTE: Itis recommended to leave the default settings set by the Financial Institution.
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Capture Options

3. Select Spray tracer on rear of document to On | scanner sattings
or Off. — =

Capture Options

Select Stamp front of document to On or Off.

u Spray tracer on rear of document

Select Start scanner automatically to [on [T

automatically begin scanning once items are

detected in the hopper to On or Off.
6. Select Allow continuous hopper feed to On or [ o I

Off Image Options
7. Select Use double feed detection to enable the | EX

double feed detection to On or Off.
NOTE: When an item is flagged as a Double

Feed, the user has the option to either
Accept or Reject the item.

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. Set the Auto Clean Mode to Off to manually adjust the brightness settings.
9. Click Save.
10. Place the items in the tabletop scanner.
11. Click Scan.

Once the capture is complete, any items that need attention will be indicated by a symbol in the
Item List section.

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

12. Select the item from the Item List table at the left. If the error is an Image Quality or
Duplicate Detection, press enter to make the changes.

13. If there is missing information, enter the correct value on the right side for the indicated
field, using the image displayed in the center of the screen.

14. Press [Tab] after completing the field to move to the next field.
15. Repeat steps 12 and 14 until all items have a green check mark in the Item List section.

Item validation

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

Item List

Document Type Amount

1 &  Deposit Ticket 957.04
2 @ Check 786.50
3

[S/ Check 38.54
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Viewing Items

1. Click on the item in the Item List table to highlight.

2. Use the tool bar at the top right to adjust view of image.

a.

f.

b
c.
d.
e

Rotate Left. —

Rotate Right. | 2 | C 0 E Q ::
Rotate 180 degrees.

Flip to View back side of Image and to return to front image.

Zoom In.

Fit image to the window.

3. Address the item issue.

4. Press Enter on the keyboard until all items are reviewed.

Possible Item Issues

Correct Field Information/Numbers

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

2. Press Tab to move to the next item.

Item: 3 of 3 D c O E :: Auxiliary

EPC

DATFR t\l;t { }5 i 6 Routing Transit

PAY TO THY io I
vt o 45;@%}‘{@1@&,, % /5= 093613585
-
i ==

]::{\)jf”om _—  hoLLaRs @I Inter RT

[ECT— R
"HO936 435850 E33AA080" 9L3i

NQT - NEGCOTIAELE Account
v - 63383080

e aie e Process Control

9431

Amount
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Delete Single Items

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.

3.
4. Click Delete Item.

Voetion Gwm | cestioes 1 Aczzun 1 (2/17593220)

In the Capture screen, select the item to be deleted from the Item List table.

HFUUQRKQ

Item Details

[ Audt et ] status essage |

5. Click Delete to confirm.

& 2C 0o (3 &a R
' 2
v QL O JOh
o 1
_ Saom ¢ CIM.LA $ (72
e nOLL AR
NOT - NEGOTIABLE
P [NV § el
wA2Abi?5000 2L740568" BOM ‘)

6. Physically remove the item from the scanner.

v

Duplicate Detection

1. Select the item from the Item List table.

2. Press Enter.

Auxiiiary

£pc

Inter RT

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

Possible Duplicate Detected

Possible Duplicate

Blcle)a)e:E

’\kd-

ri; '\,\n}:) ch,\,\,&_ié 4/ 109

LhA3b2adaan B8ELEI0085" LLB'!

i)

‘I)nrc
1% 38T
AkS @3

——noLL

NO’ VEGOHA:‘L[:‘V\
SDDDDGEEQ 5

5

[ oscbpice | o 3 o

Item Details

Item Number 3
Tracer Number 20161115900062600000400003
Item Name ch e(lr

Transit / Routing 113121313

Account Number 86690089

Amount 38.54

Original Item 1 of 4 D/Clo]] 2
o 02| 2.0f0f
ORbra or 4%* et $ 38s5Y
i »w% rc’u %(S"/w) Eakia
T - ?\U' NEGOVI«BLE‘\
HAA3Rcedaan 86630089 Ll-aq 30000 589”

Item Details

Transaction Number 253097

Item Number 3

Tracer Number 20161115900062600000200003
Item Name Check

Transit / Routing 113121313

Account Number 86690089

Amount 38.54

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

Click Delete. The item is removed from the transaction.

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.

transaction, but will be flagged for further review.

If the item is NOT a duplicate, click This is a New Item. The item remains in the
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Image Quality and Usability 0

If an item fails an Image Quiality test, it will be indicated by a red exclamation point in the Item
List table.

1. Select the item in the table.
2. Press Enter.
3. Review the message for the recommended action.

Image Quality Review Auto Clean m

Front 2 C 0 @ 8ad

Masited |8 /s
b

7

NOT - NCGOTIABLE
2, G

10936135850 £338B0BOY G434

Darker Lighter Darker Lighter

Image Quality Defects Image Quality Defects
Warning: Too Light/Too Dark

Warning: Invalid Document

NOTE: The captured image displays in a preview window with list of detected errors at
the bottom.

NOTE: The options available for modifying the image depend on site configurations
and are activated by the buttons on the screen.

To rescan the image, place the physical item back in the scanner.
Click Rescan.

NOTE: Once the rescanned image displays and quality errors are updated, the
brightness may be adjusted with the image brightness slides. This can only be
done after an item is rescanned.

6. Click Apply to update the error messages and recaptured image.
7. Click Accept to return to the capture screen.

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

8. On the main screen, with the item selected, click Delete Item, OR Click Delete from the
Image Quality Review screen.

9. Click Delete to confirm the item should be deleted from the transaction.
10. Physically remove the item from the transaction.
NOTE: If unable to capture a good image, and the option is provided, click Accept to

ignore the image quality warning and continue processing with the poor quality
image.

NOTE: Ignored items will still be flagged for further review at the central site.
10
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Final Balance

When all the deposit items have been captured and corrected, if the transaction is not balanced,
each item will need to be reviewed for accuracy.
1. Correct any values that may need to be modified.
2. Press Enter for each item to be viewed. This marks the item amount as reviewed.
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 last item.

If the transaction is not in balance, click Yes to edit the deposit amount or No 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?

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

6. Click Save.
Change the Deposit Transaction Amount

® Use Scanned Amount
Use Deposit Ticket Amount

Use Other Amount |0.00
(o

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

Click Close.
Select Release.

Close Transaction

Releasing the transaction redirects the user to the Transmit screen where the transaction may
be automatically transmitted to the central site.

11
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10. If not automatically transmitted, select the transaction(s) to be transmitted.

Transmit Status

e B v s e | it s e |
us esCl Amount Processing Date Posting Date Acknowledged Date Location

NOTE: Multiple deposits can be selected to transmit.

NOTE: Deposits can be unselected by clicking on the transaction a second time.

11. Click Transmit Selected Deposit(s).
12. View the Acknowledgement information for final confirmation and posting information.

Transmit Status

Pilter
Amount  Processing Date Posting Date Acknowledaed Date | ocation

Defer Transaction

1. From the Capture screen, click Close.

Locanion: Dams Lecatien 1 Account 1 (2741503226)

m List
pe Amar o/Ccloladliaix -
@ = enc
Z
4 ing Tr
= e O2(030k
& wome  Dawm'S C’\«L. s 7=
A—{ L 2 S— g&N&-'VL\’Q::‘I\ e RO L AR SR
NOT - NEGOTIABLE
I ._;Mﬁ,o ; -
nA2iei?5000 2L7.0568" BDMA
Ttem Details
[ e s | stetus message |

2. Click Defer.

Close Transaction

The transaction will now be listed in the main capture screen in the Deferred Deposits table
once the Location is selected.

12
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Complete a Deferred Transaction

a rc wnh e

6.

7.

Click Capture.

Click Capture / Edit Deposit.

Select the Location from the drop-down menu.
Select the item from the Deferred Deposits table.
Click Edit Selected Deposit.

Deferred Deposits

Process D... Account Description Amount In Balance

0.00 False

Click Close in the capture screen.

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

Click Release to release the transaction for transmission.

Releasing the transaction redirects the user to the Transmit screen where the transaction may
be automatically transmitted to the central site.

Close and Release Transaction

o > D RE

From the Capture.

Click Create / Edit Deposit.

Select the Location from the drop-down arrow.

Select the deposit to be released from the Deferred Deposits table.
Click Edit Selected Deposit.

Deferred Deposits
Process D... Account Description Amount In Balance
08/03/2016 | () 0.00 False
09/06/2016 () 1.23 False
3226) 0.00 False
11503226) 961.50 False
957.04 True

0.00 False

11503226) 0.00 False

711503226) 150.00 False

6. Click Close.

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

13
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7. Click Release.

NOTE: If the application is set to auto transmit transactions, the transmit screen will
appear. The transaction status will display as transmitted. If auto transmit is not
used, continue with Transmit Transaction.

Transmit Transaction
1. Click Transmit.
2. Click Transmit Status.
OR
3. Click Status.

Transmit

! i Transmit transactions and review transaction status

Status | Deposit Limits

4. Select a transaction to transmit from the table. Multiple transactions can be transmitted
at one time by clicking on each of the transactions to highlight. To unselect a transaction,
click on the highlighted transaction a second time.

Transmit Status

Filter

Status

Dat Posting Date Acknowledged Date Location Batch ID In Balance

ARCAR )

5. Click Transmit Selected Deposit(s).
The Transaction is transmitted and acknowledged by the central site.
Successfully transmitted ID: 253101 Location: Amount: 0

The Status of the transaction will change to “Acknowledged” and the Posting Date and
Acknowledged Date will now appear in the status table.

Transmit Status

nnnnnn

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 atransaction 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.

14
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Delete Entire Transaction

Delete a deposit from Capture | Create / Edit Deposit.
1. Click Capture.

2. Click Create / Edit Deposit.

3. Select the Location from the drop-down menu.

4. Select the Deposit from the Deferred Deposits table.

5. Click Edit Selected Deposit.

Deferred Deposits

Process D... Account Description Amount In Balance
08/03/2016 () 0.00 False
09/06/2016 () 1.23 False
10/18/2016 Account 1 (2711503226) 0.00 False
11/14/2016 Account 1 (2711503226) 961.50 False
11/15/2016  Account 1 (2711503226) 957.04 True
11/15/2016 Account 1 (2711503226) 0.00 False
11/18/2016 Account 1 (2711503226) 0.00 False
12/01/2016 Account 1 (2711503226) 150.00 False

Click Close on the capture screen.
Click Delete from the Close Transaction screen.
Click Delete to confirm.

Delete Transaction

Are you sure you want to delete the selected transaction?

NOTE: Once atransaction has been released from Capture, it may be deleted from the
Transmit screen.

Delete Entire Transaction from Transmit Screen
1. Click Transmit.
2. Click Transmit Status.
OR
3. Click Status.

I Transmit
Transmit transactions and review transaction status

g Deposit Limits
4. Select a transaction to delete from the table. Multiple transactions can be deleted at one

time by clicking on all of the transactions to highlight. To unselect a transaction, click on
the highlighted transaction a second time.

15
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5. Click Delete Selected Deposit(s).

Transmit Status

Type Status Description Amount  Processing Date Posting Date Acknowledged Date Location Batch ID In Balance

E) Oepost  Released Account 1 (2711503226

[ Depost  Released Account 1 (2711503226}

B oepostt

[ Deposit

B B oepost

6. Click Yes to delete the deposit or Cancel to return to the Transmit Status screen.
DELETE DEPOSIT(S)

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

E=

The Transaction is deleted and will not show in the Transmit Status table.

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

ANALYTICS

Reports

To generate various reports for a transmission, the work must be transmitted and acknowledged
by the Central Site.

1. Click Analytics.
2. Click Reports.
OR
Click Reports

N Analytics
Review, generate, and locate data history

Exports  Research

3. Click Admin Reports or Deposit Reports to view the reports available in each category.

Reports

Admin Reports
2 Please select a report.

Tasks by Role

Transaction Status
Transaction Status Aux On Us
Transacticn Status Location
Workflow Audit

Deposit Reports

4. Select the report from the displayed list.

16
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5. Choose Start Date by typing in the date or clicking on the calendar icon.

Deposit Detail (by Location Code)
SRR 12/05/2016

ElDas 12/20/2016

Locations

* Demo Location 1 (Select All)

Accounts

Generate Report

Choose End Date by typing in the date or clicking on the calendar.

x Account 1 (2711503226) || x Account 2 (5001221610) (select All)

Choose the Location(s) by clicking in the Locations box and selecting the location(s)
from the drop-down list. Multiple locations can be selected by clicking in the location box
again. All locations can be selected by clicking the Select All box.

8. Choose Account(s) by clicking in the Accounts box and selecting the account(s) from the
drop-down list. Multiple accounts can be selected by clicking in the Accounts box again.
All accounts can be selected by clicking the Select All box. The Account(s) option is
NOT available for all reports.

9. Click Generate Report.
Deposit Detail (by Location Code)

Start Date 12/05/2016

End Date 12/20/2016

Locations e e e (Select All)

LIS x Account 1 (2711503226) | [x Account 2 (5001221610) (Select All)

Generate Report

Once the report is generated, the user may:

[0
. Rotate Fit to page
! Download H Zoom in

Print Zoom out

10. To return to the Reports Page, Click Back.

NOTE: Adobe Reader is required =
to view the PDF version.

Report Crested on 3202017 11:30:23 AM by Micheesd
Tresentar, Demo reseriar Dale Rarge. 3172017 - V202017
Locationts): Demo Location | Aooourt(s): 2711503228
Reswarcn 10 Rux On Us _Transit Routing _ Account Number Process Contral Amount

See Appendix for samples of
the available reports. T

(53854)
11600

22085 031303129 1110585714
Tocation Dermo Location 1~ AccL Account 1 (271103226
User: Michsites0 ~ tem Count. 3 ~ Depost Amount. $165.52
Processect 42017 - Acknowedged: 382017 1:17 PM - Posted: 382017
T TTIG00728 0
13121313 56600069

131
031303129 63247714 ($10000)

eiEs

“Total ltem Count: 14 ~ Total Deposit Amount: $883.74.
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Exports
CSV Export

To generate various exports for a transmission, the work must be transmitted and
acknowledged by the Central Site.

1. Click Analytics.
2. Click Exports.
OR
Click Exports.

Analytics

Review, generate, and locate data history

ports | Research

3. Select CSV (Comma, Separated Value).
4. Select the Start Date and End Date.
5. Select the Location(s) by clicking in the box or click Select All.

Reports

6. Select the Account(s) by clicking in the box or click Select All.

Training - Admin -

Export
€SV (Comma-Separated Values) CSV Export

Image Archive Start Date End Date
11/08/2017 =) 11/09/2017 =]

Locations

- o Select All
Seflect a location in the fist or search by location name

Accounts

. ot - Select All
Select an account in the list or search by description

7. Click Export.

8. Select the location to save the file.

9. Enter afile name.

10. Click Save.

11. Click the Detail CSV Report icon at the bottom of the screen to open the file.

Mj Detail CSV Report (...csv

Sample CSV File:

Detail CSV Report (26) - Notepad

18
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Image Export

Computer will need WINZIP 9.0 or higher to complete this process.

1.

© g bk~ w b

10.
11.
12.
13.
14.
15.

16.

Click Analytics.

Click Export.

Select Image Archive from the Export Method dropdown.
Select the Start Date.

Select the End Date.

Select the location(s) to include in the Export or check the Select All box to include all of
the locations.

Select applicable accounts or check the Select All box to include all of the accounts.
Enter a password for the Zip File.
Re-enter the password in the Confirm Password section.

NOTE: This password is used to encrypt the image data and is required to access the
manifest.csv and images.

Click Export Images.

Select a location where to save the folder.

Enter a file name for the folder.

Click Save.

Navigate to the zipped folder.

Right-click select the Winzip utility software) and choose Extract files....

Open I
Extract All

7-Zip 3 Open archive

CRC SHA . Open archive

Pin to Start
Edit with Notepad+ + Extract Here
Scan with System Center 2012 Endpaint Protection... Extract to "Test\"
Open with... Test archive
Share with » Add to archive...
Restore previous versions

Send to »

Cut

Compress to "Test.zip” and email
Conv.

NOTE: Winzip (or other utility software) opens and displays the image files and
manifest.csv.

Enter the Zip File Password created above.

Extract : C\Users\Michelle\Desktop\Test.zip -
Extract to
\Users\Michel e\ Deskiop| v] |:|
[Testt | Password
Path mods: ‘ |
Full path v
[Fullpatrames | ] Show Password
[ Biminate duplication of roct folder
Owerarite mode: [] Restore file security
[ Ask before overwrte v]
\ oK | [ Camcd | [ Hep

19
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17. Click OK.

18. Navigate to the unzipped folder to view the images.

19. Double-click a .tif file to open and view the image in the applicable imaging software.
a. r=rear image

b. f=frontimage
NOTE: Users have the ability to save or print the image.

20. Close the document image.

21. Double-click the manifest .csv to display other image data.
Research
Research Deposit Item

1. Click Analytics.

2. Click Research.

OR
3. Click Research.

Analytics

Review, generate, and locate data history

Reports Exportsf Research

4. Select Search for Deposit Item.

Research Search for Deposit Item

Start Date End Date

Research Deposits

14/26/2(

i3

i

Locations

Select All

Look for

Where

Sort

Select the Start Date.
Select the End Date.

NOTE: Select the same start and end to search on a single date.

7. Select the Location(s). Multiple locations can be selected or check the Select All box to
select all available locations.

NOTE: The list includes all locations for which the user has security rights assigned to
view.
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Enter search criteria:

8. Select a ‘Look For’ from the available list of options.

9. From the ‘Where’ dropdown, select the criteria on which to search, such as MICR
information, or amount.

10. Select a qualifier from the ‘is’ dropdown list (example equals, less than, etc.).
11. Enter a value in the final field.

12. Click the plus sign icon to add additional search criteria (available for “Search for @
Deposit Item” only).

NOTE: To remove additional search criteria, click the red x icon. @

13. Choose to Sort the query results in Ascending or Descending order by a specific field
(optional).

14. Choose Show Custom Fields (optional).
15. Click Search.
Search results display and may be manipulated for additional information.
16. Click an item to view the image and more details at the bottom of the screen.
17. Click Show Custom Fields (optionals).

a. The search results can be exported to a CSV file by clicking the Export button.
The CSV file will contain all of the results of the search.

i. Select a location where the file should be saved.
ii. Enter a File Name.
iii. Click Save.

iv. Navigate to the saved file to open.
=

b. The item(s) can also be viewed in a PDF document.
i. Select the item from the Item Research Results table.
ii. Click on View PDF (at the bottom of the screen).
The PDF may be downloaded and/or printed.

iii. Click Close to return to the search results.

2C 008 a ¥

Account: 70014076

Amount: 786.50

Routing Transit: 107574756

s Control: 5687
20170314900062600000200002

s Ote] 1o
¢ L't Club Hifee

3 § 750
ervaon tuonbsad o d i S & (Fiogoa crsmioo-

Source: Scanner

HOT - NEGOTIABL -
075767568 700AL07EF 5EA7 BBEAE6RSE:

18. Click Back to return to the Research screen.
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Research Deposit Transmission

1.
2.
3.

9.

10.
11.

12.
13.

Click Analytics.
Click Research.

Select Search for Deposit Transmission.

Research Search for Deposit Transmission

Start Date End Date

Research Deposits

Select the Start Date.
Select the End Date.

NOTE: Select the same start and end to search on a single date.

Select the Location(s). Multiple locations can be selected or check the Select All box to
select all available locations.

NOTE: The listincludes all locations for which the user has security rights assigned to
view.

Select a ‘Look For’ from the available list of options.

From the ‘Where’ dropdown, select the criteria on which to search, such as Account,
Acknowledged Date or amount.

Select a qualifier from the ‘is’ dropdown list (example equals, less than, etc.).
Enter a value in the final field.

Choose to Sort the query results in Ascending or Descending order by a specific field
(optional).

Choose the Show Custom Fields (optional).
Click Search.

Search results display and may be manipulated for additional information.

14.

Choose the layout to view the items in the transmission by clicking on the arrow in the
upper left hand corner of the results table.

1x2 Front & Rear

1x2 Fronts Only

1x3 Fronts Only
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15. The search results can be exported to a CSV file by clicking the Export button. The CSV
file will contain all of the results of the search.

a.
b.
c.

16. Click the PDF icon to show all items in the transmission.

Select the location where the file should be saved.
Enter a File name.
Click Save.

17. Users can also choose to view a specific item of a transmission by:

a.

b.
c.
d.

Select the transmission that contains the item from the Transmission Research

Results table.

Select the individual item in the Item Research Results (bottom of the screen).

Select View PDF from the bottom of the screen.

Click Close to return to the Research results screen.

18. Click Back to return to the Research screen.

Configuration

Configuration steps may be completed by the Administrator and may not be available if
Financial Institutions are managing user set up and access right.

Add New User

Users are established for each individual who are provided access to the applications.
1. Select Admin.

2. Select Users.

Scanner Installation

Welcome
3. Click Add User.
4. Enter the new user’s information: ADD USER
e Login/User Name User Information
e |Initials o
e First Name
e Middle Initials il
e Last Name Password
¢ Email address confim
e Password —
e Check Active Account Level Security

Account is Locked (optional)

MI  Last Name

¥ Active

Account is Locked

Change Password at next Login

Change Password at next Login, this is checked by default and will require the
user to enter a new password the next time the user logs into the application.

5. Click Add User or continue with User Roles.
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Assign a Role to a User

1.
2.
3.

Click Admin.
Click Users.

If the user exists, click the edit icon in front of the user’s login name.

william

Click User Roles.
Check the appropriate role(s).

NOTE: The tasks associated with the
selected role(s) will appear in
the User Tasks box at the right.

Click Update User.

EDIT USER

User Information

User Roles
Select Role(s) User Tasks
% Demo Group ~ Authorization Policies
WAP Admin Assignallauthorization Policies

CreateEntity
wisrole CreateEntityUserDemo Presenter
CreateGroup
CreateGroupDemo Presenter
CreateGroupRole
CreateGroupRoleDemo Presenter
CreateRole
CreateRoleAuthorizationPolicy
CreateRoleAuthorizationPolicyDemo Presenter
CreateRoleDeme Presenter
Createuser
CreateuserGroup
CreateUserGroupDemo Presenter
RemoveAnyGroupDemo Presenter

Account Level Security

NOTE: The user becomes a member of this selected role and is able to perform all

tasks assigned to this role.

NOTE: A user may be assigned to multiple roles. For example, a supervisor may be
assigned to both the User and Administrative roles. When assigned to multiple
roles, the user always receives the highest level of rights.

Assign Account Level Security

1.
2.
3.

Click Admin.
Click Users.

If the user exists, click the edit icon in
front of the user’s login name.

Click Account Level Security.

Select the User Tasks from the list on
the left.

Select the items for the
locations/accounts at the right.

Update User.

EDIT USER

User Information
User Roles

Account Level Security

User Tasks Select Access Rights For Capture Deposits
Al ~ ¥ (Select All)
» ¥ Demo Location 1
Capture Deposits » ¥ Demo Location 2
Export
Reports

Research

Transmission

Update User | Cancel

NOTE: The new user may now access the client application according to the assigned

rights.
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Edit User Information/Roles

1.

a > w DN

Click Admin.

Click Users.

Click the pencil icon to the left of the user Login Name. @ &

Select the appropriate category: User Information, User Roles, Account Level Security.
Make the appropriate changes.

Click Update User.

Edit User Password

o > DN

Click Admin.

Click Users.

Click the pencil icon to the left of the user Login Name.
Select User Information.

Select Yes for Update Password.

Update Password

Enter new Password.

Re-enter the password in Confirm.
Click Update User.

Unlock User

1. Click Admin.

2. Click Users.

3. Click the pencil icon to the left of the user Login Name.

4. Select User Information.

5. Select the check mark in the ‘Account is Locked’ option to remove the check mark.
DAccount is Locked

6. Click Update User.

Delete User

1. Click Admin.

2. Click Users.

3. Click the box to the left of the user Login Name.

[@ | Learner

Click Delete Selected User(s).

Click Yes to confirm.
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Scanner Installation

1.

© g b~ b

10.

Click Admin.
Click Scanner Installation.
Verify that your computer meets the minimum requirements.
Make sure the scanner is NOT connected to the computer.
Select the scanner from the drop-down list.
Click Install.

Scanner Installation

The following steps will guide you through the installation of your scanner.

Step 1: Verify that your computer meets the minimum requirements.

Step 2: Make sure your scanner is NOT connected to your computer.

Step 3: Select your scanner from the list below.

Step 4: Select install.

Click on the downloaded file.

Click Install.

When the install shield closes, Close the browser to apply the changes.
Reopen the browser and navigate to the RDC application URL.

NOTE: Additional scanner documentation is available in the Training section of the
application.

Training

Select a Training Option below:

Find Scanner Documentation
Scanner Documentation is provided when available.

Name size Type Description
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Appendix: Available Reports

Admin Reports
Tasks by Role

Provides information for each role assigned to the security domain the user is logged into and
displays the security tasks associated with it.

>
WAUSAY

Tasks by Role Report
Karen's Regression
Report Created on 2/24/2017 1:37:39 PM by Michelle50

Demeo Presenter
wisrole

AR Export Administration
Acceptance
Acceptance Admin
License Management
WIB Unlock
Acceptance Monitor
Audit Reports
Core Administration
Portal Screens
Conversion Utiity
Domain Administration
Add Domain
Modiy Domain
Remove Domain

Transaction Status

Provides information by Presenter on the current status of items within the capture system,
whether they are In Progress, Released (available for transmission to central process), or
Acknowledged (successfully received by central processing). The report contains two graphs
depicting the number of Transactions per Presenter and their current status, and the
Percentage of the total that each represents.

favkay

Transaction Status Report
Karen's Regression
Report Created on 2/27/2017 10:17:51 AM by Miche#ie50
Presenter: Demo Presenter Date Range: 1/30/2017 - 202712017
Location(s): Demo Lecation 1

Transaction Count By Presenter and Status

W In Progress I Released Arkrowledged

Number of Transactions

Presenter

Transaction % By Presenter and Status

O In Progress [ Releesed  [] Ackrowledged

Presenter Status Count %
Demo Presenter In Progress 8 62%
Released 3 23%
Acknowledged 2 15%

Page: 10of 1
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Transaction Status Aux On Us

Provides information on the current status of Aux On Us items within the capture system: In

' §andy Spring
DanK

Progress, Released, or Acknowledged. This report is broken down by individual Location and all

data is provided in columnar format.

Transaction Status Report By Location By Aux On Us

Karen's Regression

Report Created on 2/27/2017 10:25:27 AM by Michelle50

Presenter: Demo Presenter

Location(s): Demo Location 1

Date Range: 211/2017 - 2/127/2017

“Aux On Us Fleld Tran 1d Acknowledged Date

Posting Date Processing Date

Amount Item Count

Location: Demo Location 1 ~ Account: 2711503226

11111111

Transaction Status Location

In Process

Released
202712017 9:28:00 AM 202712017
202712017 9:45:00 AM 202712017

Acknowledged

21812017 $901.50 5
211612017 $0.00 1
21612017 $0.00 1
21612017 $0.00 1
21612017 $0.00 1
202412017 $802.50 4
202412017 $551.00 4

$2,255.00 7
202412017 $561.00 4
2024/2017 591150 5
202712017 $134.03 4
$1,606.53 3
21612017 $553.00 5
21612017 $5,317.64 23
$5,870.84 2

Provides information on the current status of items within the capture system: In Progress,

Released, or Acknowledged. This report is broken down by individual Location and all data is

provided in columnar format.

Transaction Status Report By Location

Karen's Regression

Report Created on 2/27/2017 10:41:04 AM by Michelle50

Presenter: Demo Presenter
Location(s): Demo Location 1

Date Range: 21/2017 - 2/27/2017

Location Transaction Status Transaction Count Transaction %
Demo Location 1 In Progress 8 62 %
Released 3 23%
Acknowledged 2 15%
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Workflow Audit

Provides a valuable history of various actions taken by Users within the application. Reported
actions include events such as the success or failure of data transmissions, reports viewed,

transactions created, item data changed or updated, new items created, and so forth. For each
action, the report shows the date and time the event occurred, the Location and User Name that
completed the action, and where there was a change to the value of a particular MICR field the
report will also show the Old and New values. This report can be run for one or more Locations,

and for a single date or range of dates.

Workflow Audit Report
Karen's Regression
Report Created on 2/27/2017 10:44:20 AM by Michelle50
Demao Presenter Date Range: 2172017 - 212772017
Lecation(s): Demo Location 1 User(s): Michelle

Action Type(s): Too Many Types To Display

Event Date & Time Location Tracer id Action User Name O New

272017 2:00 AM Demo Localion Purge Data Start Server
1

212017 2:00 AM Demo Location Purge Data Complete Server
1

2022017 2:00 AM Demo Location Purge Data Start Server
1

2022017 2:00 AM Demo Location Purge Data Complete Server
1

22201NT 1127 AM Demo Location Viewed Report-CSV Detail Michelles0
1

222017 11:28 AM Demo Location Viewed Report-CSV Detail Michelles0
1

222017 11:28 AM Demo Location Viewed Report-CSV Detail Michelles0
1

222017 11:20 AM Demo Location Delete Hem Michelles0
1

2122017 11:30 AM Demo Location Update Transaction-Deposit Michelles0
1 Amount

2122017 11:30 AM Demo Location Updaite Transaction-Transacion — Michelle50
1 Status

2122017 11:30 AM Demo Location Transmit Success Michelles0
1

2122017 11:30 AM Demo Location Viewed Report-CSV Detail Michelles0
1

222017 11:33 AM Demo Location Viewed Report-CSV Detail Michelles0
1

2122017 11:50 AM Demo Location Viewed Report-CSV Detail Michelles0
1

222017 12:02 PM Demo Location Viewed Report-CSV Detail Michelles0

1

Note: Values in the Old and New columns may be defined using this key:
Transaction Status Values:

0 In Progress

1 Released

2 Acknowledged

IQA States:

0 Not Tested

1 Passed

2 Ingorable errors

3 Errors were ignored
4 Failed

Other:
RLength=rear length of item
FLength=front length of item
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Deposit Reports
Deposit Adjustment

Provides a recap of all deposit correction actions made at the central site against a particular
deposit Account. This report includes the date and time the deposit correction was made, the
Location and Deposit Account affected, and the old and new deposit values. This report is only
available if using adjustments within Optima3®.

Deposit Adjustment Report
Karen's Regression
Report Created on 2/27/2017 9:52:15 AM by Michelle50

Presenter: Demo Presenter Date Range: 2M1/2017 - 22712017

Location(s): All Locations

Research Date Research ID Action Submitted Amount Adjusted Amount

No Data Returned For Chosen Parameters

Deposit Detail

Provides details of Capture Deposit data for a processing date or range of dates. The Deposit
Detail report shows each capture item individually along with its Amount and Custom Data Entry
Fields.

Deposit Detail Report

Karen's Regression
Report Created on 2/27/2017 9:48:51 AM by Michelle50

Date Range: 2/6/2017 - 2/27/12017
Account(s): All Accounts

Presenter: Demo Presenter
Location(s): Demo Location 1

Research ID AuxOnUs Transit Routing Account Number Process Control Amount
Location: Demo Location 1 ~ Acct: Account 1 (2711503226)
User: Michelie50 ~ Item Count: 5 ~ Deposit Amount: $553.00
Processed: 2/16/2017 ~ Acknowledged: 2/27/2017 9:28 AM ~ Posted: 2/27/2017
19-1 11111111 123456780 2711503226 600 $553.00
19-2 000410202 41712120 0414 ($1.00)
193 034192256 93965007 6054 (8550.00)
194 06771635 20178481 7816 ($1.00)
19-5 123456789 25816826 5924 ($1.00)
Location: Demo Location 1 ~ Acct: Account 1 (2711503226)
User: Michelle50 ~ Item Count: 23 ~ Deposit Amount: $5,317.84
Processed: 2/16/2017 ~ Acknowledged: 2/27/2017 9:45 AM ~ Posted: 2/27/2017
2041 11111111 123456780 2711503226 600 $5,317.84
20-2 000410202 41712120 0414 ($1.00)
20-3 034192256 93965007 6054 (8550.00)
20-4 06771635 20178481 7816 ($2.00)
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Deposit Detail (by Deposit)
Provides details of Capture Deposit data for a specific deposit based on the processing date.

The Deposit Detail by Deposit report shows each capture item individually along with its Aux On

Us, Transmit Routing, Account Number, Process Control, and Amount Fields information.

Deposit Detail (By Deposit) Report
Karen's Regression
Report Created on 5/23/2017 1:15:55 PM by Michelle50

Presenter: Demo Presenter Date Range: 2/24/2017 - 2/24/2017
Location(s): Demo Location 1 Account(s): 2711503226
Research ID Aux On Us Transit Routing Account Number Process Control Amount

Location: Demo Location 1 ~ Acct: Account 1 (27 11503226)
User: Michelle50 ~ Item Count: 3 ~ Deposit Amount: $53.54
Processed: 2/24/2017 ~ Acknowledged: 5/23/2017 1:12 PM ~ Posted: 523/2017

31 11111111 123456780 2711503226 600 $53.54

33 113121313 86690089 1489 ($38.54)
Custome Uno:

3-4 093613585 63388080 9431 ($15.00)

Custome Uno:
Total ltem Count: 3 ~ Total Deposit Amount: $53.54

Daily Detail (by Location Code)

Provides details of Capture Deposit data for a specific location. The Deposit Detail by Location
report shows each capture item individually along with its Aux On Us, Transmit Routing,
Account Number, Process Control, and Amount Fields information.

Deposit Detail Report By Location Code
Karen's Regression
Report Created on 2/27/2017 10:00:44 AM by Michelle50

Presenter: Demo Presenter Date Range: 2M1/2017 - 22712017
Location(s): Demao Location 1 Accouni{s): 2711503226
Resaearch ID Aux On Us Transit Routing Account Number Process Control Amount

Location: Demo Location 1 ~ Acct: Account 1 (2711503226)
User: Michelle 50 ~ tem Count: 5 ~ Deposit Amount: $553.00
Processed: 2/16/2017 ~ Acknowledged: 2/27/2017 9:28 AM ~ Posted: 2/27/2017

1941 11111111 123456780 2711503226 600 $553.00
18-2 000410202 41712120 0414 (51.00)
183 034162256 H3965007 6054 (85650.00)
19-4 06771635 20178481 7816 (51.00)
18-5 123456788 25816826 5924 (81.00)

Location: Demo Location 1 ~ Acct: Account 1 (2711503226)
User: Michelle50 ~ item Count: 23 ~ Deposit Amount: 35 317.84
Processed: 2/16/2017 ~ Acknowledged: 2/27/2017 9:45 AM ~ Posted: 2/27/2017

2041 11111111 123456780 2711503226 600 $5,317.84
20-2 000410202 41712120 0414 (51.00)
20-3 034192258 §3965007 6054 (§550.00)
20-4 06771635 20178481 7816 ($2.00)
20-5 123456788 25816826 5924 (80.02)
20-6 000410202 41712120 0414 (50.02)
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Deposit Summary

Provides a summary of Capture Deposit data for a given processing date or range of dates. The
report may be run for a single capture Location or across multiple Locations. Report data
includes Processing Date(s), Deposit Account Numbers into which the items were captured, the
Transaction ID assigned to the work, Iltem Counts and Amounts.

Deposit Summary Report by Transaction
Karen's Regression
Report Created on 2/27/2017 10:06:50 AM by Michelle50

Presenter: Demo Presenter Date Range: 2/1/2017 - 2/27/2017
Location(s): Demo Location 1

Transelln“l.iullilJ Acknowledge Date Posting Date Amount Item Count

Location: Demo Location 1 ~ Processing Date: 2/16/2017 ~ Account: Account 1 (2711503226)

19 22712017 9:28 AM 22712017 $553.00 5

20 212712017 9:45 AM 202712017 $5,317.84 23

Account 2711503226 Totals For Processing Date 2/16/2017: $5870.84 28

Demo Location 1 Totals: $5,870.84 28
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