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Sign in to Merchant Deposits via Bank Website and Online Banking

How to Capture a Batch or Deposit:

1. To begin scanning a deposit, click on Create Deposit located in the upper left hand

corner.
View Deposits View ltems Reports
Create Deposit @& Pending Deposits () All Deposits Rows per page. |10 |wv
Start a new deposit by clicking the
Create Deposit button below, Search h.4
enter specifics on your deposit,
then click Continue. § . .
D Deposit ID ~ Account # Account Name Processing Date Status Deposit Total ($) Actions
Create Deposit
Training v
Messages A

2. Enter the following information when creating a Deposit, then click Continue

Create Deposit

" * Required Fislds |
Deposit Mame* : Rent

Deposit Amount® 100.00

Select Account: Fisary - ******3400

Continue

Store Number: | 2

R,




Fields Description

Deposit Name Enter a name for the deposit.

Deposit Amount Enter the amount of the total deposit. Zeroes
automatically populate as cents. For example, if
you enter an amount of 5000, this populates as

50.00.

Select Account Select the account for which this deposit is being
created.

Store Number Enter a store number or location number, optional.

Selecting an account: When you click in the Select Account text area, a drop down list of
available deposit accounts displays. To find an account you can scroll through the list using
the scroll bar or Up/Down arrow keys.

Create Deposit

* Required Fields

Deposit Name* Rent
Select WorkType® 1 - Merchant Capture v
Deposit Amount* : 100.00
Select Account* : 7|
Store Number: DDA 2300000006 - ==+ 0006

Accounts Receivable - #+ 100

dda 200060 - ***** 0080 L

Payroll - *++211g |

PRIMARY DDA 3§ - *+#*++* 36

DDA 2223 ON INST 04 - #=+* 2223

SWEEP DDA 37 - #rawsses 7
DDA 3§ - wwees 38
Checking 9001 - #+* 001

Preparing Documents (or batches) for Scanning:

e Check the batch for staples, paper-clips and calculator tape, etc. and remove these items.
These items will cause the scanner to jam.

e Ensure all documents are facing in the same direction and not upside down.

e Jog the documents straight so all documents are stacked together, this will reduce “piggy-
backing”, jams and double documents.

Get Ready to Scan:

4 1. Place the documents (straight and even) into the
hopper. (See picture at the left)

2. Pull the first item out slightly so the scanner rollers
will have something to grab.




3. Always make sure ‘Detect Double-Feed’ is selected before proceeding to scan items. This
will ensure any duplicated items scanned will be detected.

4. Click Scan highlighted in green at the bottom left side of the screen to begin scanning the
deposit.

I Se3 | ( DetectDUubI:—F%d]

5. While the deposit is scanning, you will see the following message: “Scanning in
progress, please wait....”

Please Fix Errors

then Submit

Scanning In Progress

I

[tems Scannsed:

6. After all items have gone through the scanner, click Fix Errors to begin fixing exceptions
within the deposit.

«
Deposit 10: 5563
Deposit Name: Rent
Account No.:

Account Name! Fiserv

D ———

Training v
Messages 4
News/Promotions v

View Exceptions:

ltem # «

| 1000734402
= 1000734403
) 1000734404

No of Hems:3

e Detect Double-Feed

Check #
3286
3296

3284

Deposit Total:$100.00

Error Amount Actions

1500 ]

7500 [

@ ]

Checks Total: $90.00

xErors | [ Save Deposit

Difference: $10.00

Please Fix Errors
then Submit

Once you have finished scanning the batch, select Capture Complete, which will indicate to
the system no more items will be presented for the current batch. It is now you can view
any exceptions that may exist. Exceptions occur when data is missing or was entered




improperly in the system. By clicking on «

Fix Errors” all items that require correction are

presented in light pink. Update the needed fields and then hit Enter.

Home U
Error Correction
DepositID:
. 5563 A\ Error in MICR fields
Deposit Name. Rent
Item #:1000734404
ACCOUNE Ng.: s 3456 Front Back
I
Account Name: Fisery ' . N WASHINGTON ‘
— 4458 BROCKSIDE CAIVE 3284
More Details |jg/=5 02 Deposit i . NE 68516
DATE

UCLL meeas Ml Adams s
Messages A Tend ﬂ‘?/m DOLLARS BEST

1T DEPCSIT AUTOMATICN

R
o SAMPLE VOID
1 A2INSETRON 200050 32BY
Serial Transit Account Check Amount
News/Promotions v 123456730 200050 3284 o’
No of tems:3 Error:1 Deposit Total:5100.00 Difference: $10.00 Checks Total: $90.00 No
Detect Double-Fe: '.|L;I-1. -";u L —— ——-—"—n——"

Common Exceptions:

NS -

Image Quality - Rescan the item or accept the image if the image quality is acceptable.
Item Amount — Input missing amount or correct misread amount.

MICR data — Correct or complete
Duplicate Items — delete or accept

missing MICR data.
duplicated item from the deposit

Deposatin 5563

Deposs Name: Rent

Account No ]

Account Name: Figery 1000734404
More Dtails WETIFg el )

Training ¥

Messages &

News/Promotions X

Ho of Bema-) Error 0
Scan

Detect Double-Feed

Check & Error Amount Actions
3286 1500 0]
296 7500 0]
3284 10.00 Il
Dot Todat $100.00 Ouffererce: $0.00 Checks Totat S100.00

" ._ il | Submit Deposit || Save Deposit




Default MICR fields that can be updated:

e Check Number - is the serial number or check number (4 digits) for personal checks
e Amount - The dollar amount found on the item

See Sample Check below:

Joe’s Lakeside Bakery
T s s pote )/ /9] Ol w4
3 ) R %

Paylothe /466 g/é&o%r/c 1 $ 7). 00 ’i
i SM l\-(MM 4‘%‘4 LA Af'n'o/ PA—Appllars B 225

Y Your Training Bank

Y For Py e et o\l LA —
| 12508200027 Oh DDUDDDEE“' @ -"UCIUjDD'?IEDDn'

RN S o P Sy TS G ittt O T Ry EPNE S

;

au Dum-uvt E‘UE 'n.

Deposit Information:

If the Deposit Amount and the Total of Checks agree and the Difference Amount is $0.00 then
your deposit is ready to be submitted. Click Submit Deposit to send the deposit to the
financial institution. If you’re not ready to submit the deposit at this time and would like to
return to the deposit later, click Save Deposit.

& tem # « Check # Error Amount Actions
Deposit ID: 5560 H 286
Deposit Name: Rent ] 325
AccountMNo. s 3456 e 1984

Account Name: Fisery

More Details

Training v

Messages A

News/Promotions v
Mo of items:3 Error :0 Deposit Total:$100.00 Difference: $0.00 Total: §100.00

Scan Detect Double-Feed l Im]

Status Bar :

A status bar at the bottom of the Scan page displays summary information regarding the
current user’s session. This status area is displayed on every Web Capture window
The bar contains the following:




Total # of items scanned
Total # of items processed (uploaded)
Current Batch that is being processed

Link to the Upload Monitor that will show summary details for the currently processing
batch

Common Status Bar on Scan Page:

Session Started @ 03:38:13 PM |Items Scanned: 25 |Items Processed: 25

How to Correct Jammed Documents:

If a document jams during the process, usually the scanner will stop and the message box

will display a Device Error Message, as shown below:

Batch Id - 5569
A jam has occurred — please read below BEFORE clicking "OK

WVERIFY last item imaged before restarting the scanner

1. Click "OK” to acknowledge ermor message.

2. The User Action Box will appear - click "Cancel” to show the last image uploaded to image file.
3. VERIFY the last item that made it into the image file.

4. Take ALL items that were scanned behind the last item that is displayed on the screen

and put back on top of the batch to be rescanned.
5. Continue scanning batch.

It is very important that you verify the last item that made it into the image file.
Mot verifying the [ast item will result in the transaction being out of balance.

Clear the document(s) from the machine making sure not to damage the documents or
the scanner, then select OK for the scanner to try to clear the jam.

Retain the documents in the proper order as a rescan may required for the document

Review the Transaction section of the screen (shows all items that were successfully
scanned).

Determine the last item that was scanned by taking the last items from the scanner
pocket. Turn them upside down in front of you and work backwards until you find
the last item that was processed. Remember that an item that is sprayed on the back
of the check does not mean that item processed. The jam could have occurred before
the item went through the camera.

Reinsert the next item or items that did not scan into the hopper with the remaining
documents.




o Click the Scan tab to complete processing the batch.
Important Note: Only the items with images that the user can see on the monitor were

actually scanned. The spray on the back of the item(s) is NOT a confirmation that the image
was processed.

How to Delete an Item within a Deposit:

To delete an item, the item will 1% need to be located on the grid, select the row which will
allow the system to display the front image. Verify the item selected is the correct item that
needs to be deleted.

1. Highlight the appropriate line, which will display the corresponding image. Then click
the Delete Item icon as shown below.

Item % « Check # Error Amount Actions
£ 1000734402 3286 15.00
£ 1000734402 3296 75.00
£ 1000734404 3284 10.00

Upon selecting the Remove Deposit button, you will receive the following warning:

no

3. Select ‘Yes’ to delete the item out of the batch. If No is selected the current item within
the batch will remain.

Prompt

Are you sure you want to delete this item? -

P

To Remove a Batch or Deposit:

1. Toremove a deposit while currently in the deposit, select the Delete Deposit button.

4 Hem & = Check 8 Error Amount Actions

Training ¥

Messages -




2. Upon selecting the Remove Deposit button, you will receive the following warning:

Prompt

Are you sure you want to delete this deposit?

BER2

3. Select Yes to proceed with the removal of the Batch or No to return to the Deposit
Capture window and carry on with the same batch.

4. To remove a batch from the Home screen, place a check next to the appropriate deposit,
then click Remove.

View Deposits View ltems Reports

(& Pending Deposits () All Deposits Rows per page: 10 |
Search Y
] Deposit ID ~ Account # Account Name Processing Date Status Deposit Total () Actions

= 5569 e 3456 Fiserv 2011-5-06 SUSPENDED 000 &

= 5863 e 3456 Fisernv 2011-5-04 READY FOR APPROVAL 10000 &

[] 5561 3456 Fisenv 2011-5-04 SUSPENDED 0o =

= 5528 3456 Fiserv 2011-4-18 SUSPENDED 000 =

E 5827 e 3456 Fiserv 2011-4-18 READY FOR APPROVAL 20850 =

= 5626 e 3456 Fisernv 2011-4-18 READY FOR APPROVAL 28050 =

Displaying 1 - 6 of & Pags| 1|of1




Enlarging the Image:

To view the image of an item, click the + sign next along the left for the appropriate item. If
the image of the scanned item is difficult to read, the whole item can be enlarged by clicking
on the image. Moving the mouse will show different parts of the enlarged image.

Item # « Check # Error
| 1000734402 3286
£ 3296
E] 3284
After clicking the + sign
Item £ ~ Check # Error
= 1000734402 3236
Front Back
= emememen 3286
UNCOLN, NE 68516
DATE
mae M fdamg s 182 "
T ¢ "o DOLLARSAET

M DEPOST AUTOMATION
248 FSENY DAIVE
BROOKFELD. Wi

SAMPLE VOID .

MEMO
Li23ILSE 7800 ¢00050e 32856
Serial Transit Account Check Amount
123456780 = 200050 3286 15.00
of items:3 Error:0 Deposit Total:$100.00 Difference: $0.00

Amount Actions

15.00 1]

7500 [

10.00 Tl

Amount Actions
15 00 s A

5.00 il
v
Checks Total: $100.00
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How to Rescan a Document — Failed Image Quality:

Image Analysis consists of the following components:

1. Image Quality Tests that check for skews, dark bands, missing or folded corners,

document framing errors, and partial images.
2. Image Usability Tests detect the presence and usability of the data fields on the image;

CAR Amount and the MICR line.
3. Reprocesses are items that fail image analysis and must be rescanned before they can

be accepted. If the image is not better, the item may still fail.

If a ‘Poor Image Quality’, the captured image had failed the Image Quality test. This will
show after you have clicked Fix Errors.

1)  Thisis an image quality suspect, and you need to view the image to ensure
that it is acceptable.

2) Examine the images of the front and back of the check to determine if it’s
acceptable.

3) If the image of the item is not acceptable then select rescan to replace the
current image.

4) To delete item out of the deposit, click Delete

5) To accept the image as is, click Accept to keep the item within the deposit

«|  Error Correction

Deposit ID: 5568

Deposit Name: Rent
Item #:10007345804

Account No. s 3456 Fron Back
. . —— Check #**
Account Name: Fisery = “Fﬂ"‘ﬂﬁmamwnmn
oL DE DAlve Amount:10.00
_ ‘NEOLM Nr 210.00
More Details L Deposit | fae 3284
PAY TO THE DAE .
- ORDER OF __ w
Training = ‘Iﬁmj —u—-*_,____ls D, o0
—‘_-_‘_-_"“—'t-_-no[_[”_;ﬂ_
Messages a o et ==
BACORFELD W
Moo
. ——— . _SAMPLE voin
LLLELLLAL 200050 3144
e —
L
D D 2S
News/Promotions v [ Bl ool Bhusetell ]

do of tems:3 Error:2 Deposit Total:$100.00 Difference: $0.00 Checks Total: $100.00

6) When rescanning the item, find the item within the batch and select Rescan

11




7) The system will give the following warning message:
Prompt

D you want to rescan image for selectec

\_“E) [term?

8) Select Yes to continue the rescan process. When rescanning an item, the MICR
is compared to that of the original item. If there is a match, the image is
overlaid. If there is a discrepancy, you receive the following warning:

The rescanned item appears to be a different document. Please raview the document images. Do you still want to replace the current
document with the rescanned document?

Current Item Rescanned ltem
Front Back Fromnt Back
= o ———— I
- GEORGE WABHMGTON
453 e o L] GEOAGE WASHINGTON
LICOLN W Saig 3284 u?woc';%g!ﬁ‘ﬂ 3284
FarToT m“_—_—— AT
TR OF __ MJ
o My %I ommmne e felames s e
'“ﬁu!m-i... P Y, l T & H{Lw ~ oL ALE
oy !
i - I
——————  ___SAMPLE vOID ‘ e e
HBSNSETa0E  onosge o 1 s SAMPLE VOID .
st 38 M pee———————
- e nLE3aLSETADE 2000 50w j2aL

9) If Yes is selected, the new item image replaces the original. If you select No,
the system defers to the original item.

12




Duplicates:

‘Duplicate Item Detected’ will display at the top of the screen. This will display the images
of items that our considered duplicate side by side, with the Current Item along the left and the

item(s) from previous deposits along the right.

The below screen is an example of the check image that were detected by the system as

duplicated checks.

Error Correction

[& Duplicate ltem Detected ]

Current ltem

Items from Previous Deposits

Displaying 1 of 1 duplicates

Front Back Front Back
2 GEORGE WASHINGTON s GEORGE WASHINGTON
" 3288 E T 3286
DATE DATE ..
1
|fomemm M flams s G e M fdamg N Le
'I:I"HM P i nn-IIJW poLLars BLET T:r;fﬁﬁ‘} [ d' ﬁﬁhw poLLass B =TT
FISEFV
|lllm“;r!$|:!'|m lﬂbg;@&rmbhﬂ“%
| ___SAMPLE VOID _, S SAMPLE VOID _ .
gL ILSETADN 2000 50w 3286 HLf3ILSETADE 2000 50w 3 8L
Item#: 1000734902 Check#:3286 Previous ltem Details
Amount:15.00 Deposit ID; 5563 Capture Operator; merchant
READY
m" =P m’ SIEEE FOR
Capture Date:  05/04/2011  Status: APPROVAL
No of lemz:3 Error:2 Deposit Total:$100.00 Difference: $0.00 Checks Total: $100.00

Note: The information about the item from a previous deposit will display below the
image. The system will display the following information when the last similar item was

processed:
Deposit ID
Captured Operator
Capture Date
Status

13




To correct duplicates:
At this point you can delete the duplicate(s) by clicking Delete or click Accept to override the
exception and accept the duplicate(s) item.

Once all duplicates are resolved, the message ‘Success. All Errors Fixed” message will be
displayed. The deposit is then ready to be submitted by clicking Submit Deposit.

Deposit Status:
Deposit Status is the first page displayed after a successful logon. You can also navigate to this
page by selecting Home at the top left hand part of the screen as shown below.

Depending on your authority, all of the deposits that you created display or all of the deposits
for your business display.

® |\./Su::sas All Errors Fixed

Deposit ID: 5568

Hem# « Check # Error Amount Actions

Deposit Name: Rent 2] 1000734902 3286 15.00 '|7|
ACCOUNtNo.:  asrsas 3456 e 1000734903 3206 7500 ]
Account Name: Fiserv ] 1000734804 3284 10.00
T ——

Training h A

Messages A

News/Promotions . A

o of tems:3 Error :0 Deposit Total:$100.00 Difference: $0.00 Checks Total: $100.00
Please Fix Errors
Scan Detect Double-Feed then Submit W

From this window, you can open a particular deposit by selecting the Open Deposit icon for the
appropriate Deposit ID.

Also from this window,

. . View Deposits View ltems Reporis
you can View Deposit
. . (® Pending Deposits (O All Deposits Rows per page: 10 |w
Details for a particular
- Search v
batch by selecting the
V|EW Details icon for the |:| DepositiD Account # Account Name Processing Date Status Deposit Total ($) c
- = 5568 e 3455 Fiserv 2011-5-06 READY FOR APPROVAL 100.00 f
appropriate batch. ~ L )
= 5563 v 3456 Fiserv 2011-5-04 READY FOR APPROVAL 100.00 f
= 5561 @ v 3456 Fiserv 2011-5-04 SUSPENDED 000 [
(=] 5528 @ e 3456 Fiserv 2011-4-18 SUSPENDED 0.00 [
= 882y T 3456 Fiserv 2011-4-18 READY FOR APPROVAL 20850 [
= 6526 e 3456 Fiserv 2011-4-18 READY FOR AFPROVAL 28050 [
Displaying 1 - 6 of 6 Page| 1|of1




View Deposits

Wiew ltems

(=) Pending Deposits () All Deposits

Search

i i

1]
=
m
[=]

7

Account #
FERERE3456  Fiserv
Ferex3456 Fiserv
Ferex3456  Fiserv
Fere*3456 Fiserv
w3456  Fiserv
*eErr3456  Fiserv

Reports

Account Name

Processing Date

2011-5-06
2011-5

&)
i

=]

s

2011-5-04
2011-4-18
2011-4-18

2011-4-18

Status

READY FOR APPROVAL
READY FOR APPROVAL
SUSFPENDED
SUSFENDED
READY FOR APPROVAL

READY FOR APPROVAL

Rows per page: 10
Deposit Total (5) Actions
10000 [ B |8
10000 | E |53
0.00 ) =158
0.00 | 21538
20850 | E 3B
28050 | == 153
=
Page 1|of 1
[ Submit § REmove |

After selecting the View Details option, a screen similar to the following will be displayed.

Deposit Details

Site ID

Deposit 1D
Deposit Name
Account Number
Account Name
Last Updated By
Capture User
Create Date/Time
Processing Date
Submit Date/Time

Status

Check Count
Deposit Total

Memo

12
EERE

Rent

wEEEEE Y AOE

Fisen

merchant

merchant

2011-05-08

2011-05-06

READY FOR
APPROVAL

0/

100

15




The following statuses are defined for a Deposit:

OPEN - a deposit/batch is placed in “OPEN” status when the batch is newly
created or when a capture operator has reopened a batch to add additional items,
or to resolve exceptions.

SUSPENDED - a deposit/batch is placed in “SUSPENDED” status when a
capture operator saves a batch for later capture or exception resolution. This status
is functionally the same as “OPEN” but indicates that no one is currently working
on the deposit.

CAPTURE COMPLETE - a deposit/batch is placed in “CAPTURE
COMPLETE” status when the capture operator selects the “CAPTURE
COMPLETE?” status. This status alerts the operators that there is no more capture
work, but there are exceptions to resolve before it will become “READY FOR
APPROVAL”.

READY FOR APPROVAL - A deposit/batch will be automatically placed in
“READY FOR APPROVAL” status when it is in “CAPTURE COMPLETE”
status and the operator has resolved or accepted all capture  exceptions.

SUBMITTED - a deposit/batch will be placed in “SUBMITTED” status when an
approver submits the batch and all exceptions are resolved or accepted. A deposit
that has been submitted can be viewed but cannot be modified.

DELIVERED - a batch/deposit will be in delivered status when an approver user
has submitted a batch and then the batch has been moved on to the next process at
your financial institution

View Deposits View [tems Reports
(Q Pending Deposits (&) All Deposits ] Rows per page: 10

Search

r e
|:| Deposit ID ~ Account # Account Name Proces=ing Date Status Deposit Total (5) Actions
] 5568 wwwax3456  Fiserv 2011-5-06 SUBMITTED 100,00 =
(] 563 w3456 Fiserv 2011-5-04 READY FOR APPROWAL 100.00 =
=] 5561 wErE3466  Fisenv 2011-5-04 SUSPENDED oo =
] 528 ****3456 Fiserv 2011-4-18 SUSPENDED oo =
] 5527 we*r*3456  Fiserv 2011-4-18 READY FOR APPROVAL 20850 =
[ 526 wewax3456  Fiserv 2011-4-18 READY FOR APPROWAL 28050 =

N
Displaying 1-60f 6 Page| 1|of1




On the View Deposits tab, select the All Deposits option if wanting to display all deposits,
including deposits that have been submitted. Select the Pending Deposits option if wanting to
display on those deposits that have not been submitted. (as shown above)

Item Query:

Begin by selecting the View Items tab. To include Search Options, click the ¥ selecta Date
and Amount Range.

View Deposits

Rows per pags: M0 |w
o
Deposit ID ltem # Tranzit Account Check Amount Actions

5568 1000734904 3284 10.00 L,!ﬂ

5568 1000734903 123456780 200050 3296 75.00 Lj

5568 1000734902 123456730 200050 3288 15.00 L,!a

5568 1000734901 123456730 123456 g9 100.00 L,!ﬂ
Displaying 1 - 4 of 4 Page| 1 of1

Click the Advanced Search option to make additional search criteria available.

Search A
From Date* : 2|]-11_[|5_[|.5§|T0 Date* : 2[|1-1_[|5_|].5§|Fr0m Amount: To Amount:

' Advanced Search |
Search A
From Date* ; 2|:|11_|:|5_DGE|TD Date* 2|]11-|]5-|]EE|FFDI‘H Amount: To Amount:
Capture User: Account Mo Serial No.: Routing No.:
ISM: Check: ltem Type: w (Deposit ID:
Site 1D Customer Mo..  123438780-12 gank1d.: 123456780 |nclude Delete: [
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Click
entire deposit.

along the left to display the image of the appropriate item. Click “ to view the

Search
From Date* : 2011-05-06[|To Date® ! 2011-05-06[F|From Amount: 10.00 To Amount: 10.00
Capture User: merchant Account Mo Serial No.: Routing Mo.:
ISN: Check: ltemn Type: + |Deposit 1D:
Site ID: Customer MNo.: 12345678012 Bank Id.: 123458780 |nclude Delete: [
h‘*l.-:r:l.mll [£
Deposit ID tem # Transit Account Chec Amount Actions
5568 1000734904 3284 10.00
it N
i iiji 5 | ' Egl [ | g |
Y mewne el fdams sip I | 3| i |
[ L R It 727 |
: __:mﬂf_ ”d}fm poLLans BERT I:. HE g %; !
Y i r‘ E LR
I SAMPLE VOID . :g i I
‘l siz3useeon 000500 3284 i A | [ i
A : il

Tips for a Successful Scanning Experience

1) Prep work thoroughly removing all tapes, staples, paper clips and check for folded corners.
2) Jog and fan checks thoroughly before feeding through scanner to avoid piggy-backing.
3) When items scan crooked, check all fields to verify information scanned correctly.

4) If more than one person is using the device, make sure there are no out-of-balance batches prior to
beginning new capture.

5) The scanning device may have trouble reading:

e *|tems written in ink other than black
e  *Checks written lightly or illegibly
e *Checks which have been folded, creased or mutilated
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