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Remote Deposit Capture

Logging in to the Remote Deposit Capture Website

Log in to Remote Deposit Capture (RDC) using the Office ID, login, and password assigned to you by your
administrator.

Login

* Required fields

Once logged in to the system, the following screen will display. Depending upon the user’s role, all tabs on the left
side of the screen may not be available.

Login: EndUserGuide G Chat Suppert  User Name: End User Guide  Profile | Help | Logout

Warning' You have
5 batch(es) open from previous days

Good Afternoon !

Home Welcome!

Capture

Approval Your fast successful login was Jan 13 2020 at 12.52PM EST.
T fio Your password was last changed on 01/13/2020
Aransaclions Your password will expire in 5 days.

Batch Status

Reports

Payment Export

Maintenance
Users
Documentation
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Remote Deposit Capture Home Page

There are several menu tabs on the left side of the home page. Throughout RDC, as tabs are selected on the left,
additional options will become available at the top of the screen. Definitions are provided below for each of the
tabs on the home page. Keep in mind that, depending upon the role you are assigned in RDC, all options may not
be available to you.

Home: At any time, users may choose the Home tab to return to the home page.
Capture: Users will select the Capture tab when creating a new batch or searching for an existing open batch.

Approval: The Approval tab will be selected when users are ready to approve a batch or search for batches
pending approval.

Transactions: Users may choose the Transactions tab when attempting to research transactions for a period of
up through the prior 24-months.

Batch Status: Choosing the Batch Status tab will allow users to view batch statuses up through a time period of
the prior 24-months.

Reports: By selecting the Reports tab, users will be able to generate and view many reports that may be useful to
both the FI and the depositor.

Payment Export: Choosing the Payment Export tab allows users to export custom reports/files that have been
set up by either the FI or the depositor.

Maintenance: Users may select the Maintenance tab when custom remittance fields need to be added for a
depositor. This tab is also selected when setting up and configuring payment exports.

Users: The Users tab is selected when adding or editing users within RDC. The Users option will only be
available to users who have been assigned a Supervisor role.

Documentation: Selecting this link will provide documentation, and installation instruction, for the latest scanners
and scanner drivers available for use within RDC.

Update Profile

Upon first install of the hardware (scanner), the user will need to update the profile section of the software. This is
done by selecting the Profile option on the top right section of the screen. This will produce the following screen.

Login: EndUserGuide G Chat Support  User Name: End User Guide  Profile | Help | Logout

Update User Profile | Change Password | Sysiem Info

Home Update User Profile
S Reguired Fields are marked with an asterisla(*}
Approval
Batch Status Email |end.user@noemail. com |
Reports Scanner | Panini WebScan v
Payment Export Scanner IP 1_9,14,1 37234
~ Ranger Shutdown |#
Maintenance [ Update Profiie |

Users
Documentation

The user should select the correct scanner from the Scanner drop down field and then click the Update Profile
button. This step must only be done when new equipment has been installed to the user’s PC.
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Capturing Deposits

To make deposits, the user will select the Capture tab on the left side of the screen. This will produce the
following screen.

Login. EndUserGuide G Chat Supperi  User Name. End User Guide  Profile | Help | Logout

Create New Baich | Open Batches

Home Create New Batch

Capture

= Select Deposit

Approval

Transactions Deposit Name AccountName | Routing Account

Number Number

Batch Status : :
e TS Accounts Receivable - Image Accounts B, G:00PM
Reports Deposit File Receivanle T2A5B180 6783 EST Select
Payment Export i ; Accounts 6:00PM.
EFayment Export Accounts Receivable L2 Retbiable 123456780 [ ***6789 EST Select
) Accounts e A:00PM
Maintenance Accounts Receivable L3 Receivatic 123456780 6789 EST Select
Users Checking e 123486780 [*7180 TOPM | gt
- Account EST
Documentation
Refunds Refunds 122456780 | ~6787 SO0PM | salect
Tutition Tuition 123456780 |™"G788 SE:SQE.PM Select

The user may then select the Create New Batch tab along the top of the screen and choose Select next to the
account to which they are depositing funds.

The Create New Batch page will be displayed as shown below.

Login: EndUserGuide Q cnat Support  User Name: End User Guide  Profile | Help | Logout

Create New Baich | Open Batches

Home Create New Batch
Capture Required fields are marked with an astenisk(}
Approval
Trancattions Depositor Training
Batch Status Deposit  Chacking
Reports Account Name 5L Testing Account
Payment Export Account Number *=7160

Cut-off Time  7:00PM EST
Maintenance Current Time  2020-02-07 14:49:56.573
Users

sacnvame ||
* Expected Deposit Total Amount l:l
*Expected Deposit Total ltems | |

Sequence Entry

Documentation

Tape

Item Amount J |
| Clear | | Export Tape to CSV file |

Note: T you leave the Batch Name empty, the system will generate ene for you

Create Batch
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The user may then either use a calculator to total the batch (number of items and amount of deposit) or use the
tape option on the capture screen. This demo will use the tape option on the screen.

In the Item Amount box, the user should enter the amount of each check and then press enter. As the checks
are entered the Expected Deposit Total Amount and the Expected Deposit Total Items fields will be updated.

Shown below is how the screen should appear after entering a $100.00 check.

Login: EndUserGuide G Chat Suppori  User Name: End User Guide  Profile |

Create New Baich | Open Baiches

Heimd Create New Batch
ests Required fields are marked with an asterisk(*).
Approval
Transactions Depositor Training
Batch Status Deposit Checking
Reports Account Name SL Testing Account
Payment Export Account Number *77160

Cut-off Time 7:00FM EST
Maintenance Current Time 2020-02-07 14:49:56.573
Users

Batch Name
* Expected Deposit Total Amount | 100.00

Documentation

* Expected Deposit Total Items |1

Sequence Entry
1 100.00

Tape

Item Amount | |
Clear Export Tape to CSV file

Mote: If you leave the Baich Mame empty, the system will generate one for you,

Create Balch

The user should enter their remaining checks/items. If the user enters the wrong amount, the mouse can be used
to select that item, press the delete key and then re-enter the correct amount.
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The highlighted field below is set to be deleted.

Login: EndUserGuide ‘3 Chat Suppori  User Name: End User Guide  Profile | Help | Logout

Create New Baich | Open Batches

diging Create New Batch
iR Reguired fields are marked with an asterisk(").
Approval
Thaneactons Depositor Training
Batch Status Deposit  Checking
Reports Account Name SL Testing Account
Payment Export Account Number **7180

Cut-off Time 7:00PM EST
Maintenance Current Time 2020-02-07 14:49:56.573
Users

Batch Name

Documentation

* Expected Deposit Total Amount 555011 32
* Expected Deposit Total tems |3

Sequence Entry
1 100.00
2 12532
3 55478600

Tape

Item Amount | |
Clear Export Tape to CSV file

Mote: If vou leave the Baich Name empty, the system will generate one for you,

Creafe Balch

The user should press the delete key on the keyboard and the item will be removed.

The user will then enter the correct amount in the item amount field and press enter.
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Below is how the screen will appear after the correction.

Login. EndUserGuide 0 Chat Suppori  User Name: End User Guide  Profile |

Create New Baich | Open Batches

Home Create New Batch
i Reguired fields are marked with an asterisk(*).
Approval )
Transactons Depositor Training
Batch Status Deposit  Checking
Reports Account Name SL Testing Account
Payment Export Account Number *7160

Cut-off Time 7:00PM EST
Maintenance Current Time  2020-02-07 14:49.56.573
Users

Batch Name

Documentation

* Expected Deposit Total Amount  |225.32
* Expected Deposit Total kems |2

Sequence Entry
1 100.00
2 125.32

Tape

Item Amount | ]

Clear Export Tape to CSV file

Note: If you leave the Batch Name empty, the system will generate one far you.

Create Balch

Once all items have been entered on the tape, the user should press the Create Batch button on the bottom of
the screen. The Batch Name field can be populated if a specific batch naming convention is being used.
Otherwise, if the field is left blank, the system will automatically assign a batch name to the batch.
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After choosing the Create Batch button, the following screen will display.

Login. EndUserGuide G Chat Suppori  User Name: End User Guide  Profile | Help | Logout

Create New Baich | Open Baiches

‘Home Check Scanning

Capture

Approval Training - Checking

Transactions Batch 96168744, Checking Feb 7 2020 3:03PM EST

Account ***7160, SL Testing Account
Creation Time Feb 7 2020 3:03PM EST
Expected Deposit Total 225.32
Expected Deposit Count 2
Cut-off Time 7.00PM EST

Total Checks Successfully Scanned 0
Users Total Checks Successfully Submitted 0
Documentation

Batch Status
Reports
Payment Export

Maintenance

Start Sean }

Status: Initializing

Creale Balch

Next, the user should place the deposit items into the hopper of the scanner and press the Start Batch Scan
button. If only one item is being scanned, the Single Scan button may be selected.
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After all items have been scanned, the following screen will display.

Login: EndUserGuide ‘3 Chat Suppert  User Name: End User Guide

Profile | Help | Logout

Home

Capture
Approval
Transactions
Batch Status
Reports
Payment Export

Maintenance
Users
Documentation

Create New Baich | Open Batches

Check Scanning

Training - Checking
Batch
Account
Creation Time
Expected Deposit Total
Expected Deposit Count
Cut-off Time
Total Checks Successfully Scanned
Total Checks Successfully Submitted

Return to Open Batch  Complete Batch

96168744, Checking Feb 7 2020 3:03PM EST
#7160, SL Testing Account

Feb 7 2020 3:03FPM EST

225.32

2

7:00PM EST

2

2

Search Batch

11 ¢

Status: Capturing ltem #2

Creafe Balch

The user should press the OK button. If there are more items to be scanned, the items may be placed in the
hopper and the process repeated. If there are no additional items to be scanned, the user should choose the
Complete Batch tab along the bottom of the screen.
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Once the user selects the Complete Batch tab, a screen similar to the following may display if there are items in
need of review or correction.

Login: EndUserGuide G Chat Support  User Name: End User Guide  Profile | Halp | Logout

Create New Batch | Qgen Batches

Home Complete Batch 96168744 Item 1 of 1

Capture

Approval

Transactions

Batch Status ‘JQHN ANDIOR MARY SMITH ) e 1084

Bk CITY, STATE, 2P GODE
Reports (iz3) 4s6TR90 - ; Date __L27_.J.—._‘ 02020 '

Payment Export

Maintenance

Users
Documentation

:&,Im“-ﬂ-,:?;,,',-d‘ > P \/\/\/\.

i B £ e 23 A B DL i

(H s "
* 123426580 lu [163-731-8 [10sa

= Amount |[125.32
Payor
| submit | | Delete | | Advanced |
Return o open batch Scan more items View Back of Check

Note:

1. Reguired fields are marked with an asterisk 7).
2. Input hoxes with yeliow or green background denote required fislds.

The user should populate any fields that are missing data that are required. On the image above, the user needed
to make corrections in the green field by changing the ,?" to the correct number.

Login: EndUserGuide G Chat Support  User Name: End User Guide  Profile | Help | Logout

Create New Batch | Open Batchas

Home Balance Batch
Capture
Approval Batch Id: 96168744 Batch Name: Checking Feb 7 2020 3.03PM EST
= = Account Name: SL Testing Account  Account Number: ****7160  Cut-off Time: 7.00PM EST
Transactions
Batch Status This batch is balanced
Reports
Payment Export Control Total:  225.32 Batch Total: 225.32
Control Count: 2 Pending Count: 2
Maintznance Close Batch
e Close and Approve

Documentation

Retum to open bateh ~ Scan more items

The user should then click on the Close Batch button if the batch is balanced. If the work did not balance, the user
will get a message on the above screen that the batch is unbalanced. The user would then select the Return to
Open Batch tab and choose the Search option to review items in the batch for any needed edits.
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After selecting the Close Batch option, the following message will be provided.

The user should select OK.

At this time, and every time a batch is closed, a Closed Batch Status report will automatically generate and will be
shown in a PDF report (illustrated on next page). This report should be printed and/or saved. Many end users will
wrap this report around the items in their batch for storage. (Adobe Reader must be installed on the PC to view
reports).

Login: EndUserGuide Q cnat Suppert  User Name: End User Guide  Profile | Help | Logout

Create New Batch | Open Batchas

Home =
Capture
Approval

Transactions
Batch Status

R = Report Run Tima: Run By:
i 2/712020 3:25:00 PM End User Guide
Payment Export

Closed Batch Status
Maintenance Entry Date: Feb 72020 3:03PM EST Cut Off Time: 7:00PM EST
Users Client: Training, 12345676
Documentation Deposit: Chacking

Account # **7160 Account Name: SL Testing Account

Pending Couni Pending Total Canceled Count Canceled Amount

D6168744 [ Checking Fab 72020 3:03PMEST | 2 §22532 2 $250.64
Created By: EndUserGuide

Once the user prints or saves the report, the batch must still be approved by the cut-off time to allow for same day
processing of the deposit.
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Open Batches

When the user selects the Capture or Open Batches tab, the following screen will display if an open batch exists.

Login: EndUserGuide G Chat Suppori  User Mame: End User Guide  Profile | Help | Logout
Creats New Batch | Open Batchas
Warning| You have:
5 batchies} open from previous days
Home Open Batches e £ 2
Capture
Approval Deposit | v
Transactions
Batch Status Batch ID Batch Name Citofr) dem |meompiéte) Delled) pending | B381C% | Expected Actions
S T
S 100 Update Scan
Payment Expan 94915899 |test Dec 23 2019 4:11PM EST i I 0 g BT BAN Search Decte
Pay L Export Tage
" Accounts Receivable L2 Nov 22 5:00PM 0.00 -1.00[1.00 Updats  Scan
Mainienance 24077012 2019 12-38PM EST = car 0 0 0 0 A Delste Tzpe
gl Accounts Receivable - |
3 ccounts Receivable - Image 1.00
Documentation i £ 6:00PM 0.00 -1.00 Update Scan
Documentation 4076507 | Depost File Nov 222019 1233PM | gy 0 0 0 o 2 Do e
e
92338985 | Checking Sep 25 2019 3:31PM EST (ZSIPM| 4 1 of 08 00 et
Tage
Update Scan
Accounts Receivable - Image 2574231 Search Delste
87857628 | Deposit File Apr 202019 1:47PM | E90FM| 45 0 1|28 Baianced Close Close
EST & Approve
Tape

On this screen, the user has several options:

Update the batch if the expected totals need to be changed.

Scan if the user needs to add more items to the batch.

Complete is selected if a batch is unbalanced and/or needs additional review or edits.
Search if the user needs to edit items in the batch or to access Advanced Edit.
Delete allows the user to delete the batch.

Close will move the batch from Capture to the Approval tab.

Note: The Close option is only available once a batch is in balance.

Tape will display the entries made in the tape option.
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When the user selects the Search option, a screen similar to the following screen will appear.

Login: EndUserGuide Q oo Suppert

User Name: End User Guide

Erofile | Help | Logout

Create New Baich | Open Batches

Hoime Batch ltems Search
Capture
Approval Training - Checking
o Batch 94915899, test Dec 23 2019 4:11PM EST
Batch Status Account 7160, SL Testing Account
Cut-off Time 7:00PM EST
Reports

. Check # | Amount ‘
Maintenance

Search || Reset Filter

Users

Documentation Routing # | Account# Check# Amount| Payor Name | Status | Entry Date | Actions
[ 13426780 |***31-8 1942 3751 Incompiete | 02/07/2020 |Edit Audit
[l (302387023 | *=+1502' |9755 236.79 Pending 12/23/2019 | Edit Audt

Select All || Clear Selection | | Edil Selected | | Edit Suspecied |

Page | 1  |of 1 page(s) of total 2 itemis) Rows per Pags

Return to open batch Scan more items

The user will then select the Edit tab in the action column next to the item to be changed. This will produce the

following screen.

Login: EndUserGuide @ crat Support

User Name: End User Guide

Create New Batch | Open Batches

Home Edit Batch Scan Item

Capiure Reguired fields are marked with an astenski*}.

Approval

Transactions Lowe's Training - Checking

Batch Status Batch 94915899, test Dec 23 2019 4:11FM EST
Reports Account #7160, SL Testing Account

Payment Export Creation Time  Dec 23 2019 4 11PM EST

Expected Deposit Total  1.00
Expected Deposit Count 1
Cut-off Time 7:00PM EST
Payment Status Incomplete

Maintenance
Users
Documentation

JOHN AND/OR MARY SMITH seaTEnzn 1942

123 YOUR STREET ;
YOUR GITY, STATE, ZIP GODE
més}mmrepo & ; .Dm:e_‘uimm_

- s .

B Temicng 5 3151
Aoty seven 3 Yoo N o

XYZ FINANCIAL 5
ARFTONRUSA i

mgays?am:‘t.:.q-‘ua.mau' RG2S "
I:|1 3476780 In [ieo-731-8 I" [roa2

* Amount 3751
e —

| Submit | ‘ Delete ‘ ‘ Advanced |

14
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The user may then correct the item on this screen. If the item has numerous adjustments to the MICR line, the
user must use the Advanced button near the bottom of the screen to access the Advanced Edit screen. Only
users with correct access will have the Advanced option available (managers, supervisors and advanced
processing officers). After selecting the Advanced button, the following screen will display.

This screen is large and the slider will need to be used.

Maintenance

Payment Status Incompiete

Users

Documentation

JOHN AND/OR MARY SMITH ' e 1942
123 YOUR STREET o
YOUR GITY, STATE, ZIF GODE

:ma}wsjzépn : C D V19200
h wlll! ) ' .___. %
. | $ 31.5)

Order of .\ LRGN

P - - 3
_‘lbhd:t.|_5ﬂrn i_‘—"oa \/\Mn&m . S

XYZ FINANCIAL o
_ ANTORNR USA R . 1
- Jixgsymam:'l.:.q-u"iaa.man' RLDTAES

Augxiliary OnUs [1] |
EPC [4]
* Routing Number |1 3476780 \

“OnUs [2] |489-731-8U 1942 ‘

Mo OnUs symbol =
in OnUs field

Check Number [3] |1942
* Amount [37.51
Payor

Submit | | Delete

Note:

1. Auxiiiary OnUs usually is the check number for 2 business check, located to the left of routing
number, surrounded by a pair of OnlUs symbols { (1%},

2. OnUs is located to the right of routing number, but to the left of amount (if present). OnUs figld
should be put in exactly as shown in the MICR line. OnUs symboi{s) (1" ) should be replaced

with the letter U (uppercase L) Dash symbol(s) () should be replaced with the lstter -
(dash}.

Return to batch search resuit Vizw Bacl of Check

Once the item has been corrected, the user should choose the Submit button.
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This will produce the following screen.

Login: EndUserGuide

@ cnat sugport

User Name: End User Guide  Profile | Help | Logout

Home

Capture
Approval
Transactions
Batch Status
Reports
Payment Export

Maintenance
Users
Documentation

Create New Batch | Open Batches

Batch Items Search

Training - Checking
Batch 94915898, test Dac 23 2019 4:11PM EST
Account ****7180, 5L Testing Account
Cut-off Time 7:00PM EST

Routing #
Check #

Account #

| Search || ResetFiter

Routing # | Account # Check# | Amount | Payor Name

Status | Entry Date | Actions

302387023 | 1502 | 9755 23679
123456780 |***31-8. | 1942 2751
| Select Al || Clear Selection | | Edit Selecied | | Edit Suspected |

12/23/2019 | Edii - Audit

(0]

Pending
Pending |02/07/2020 | Edit Audt

CJ

Page[1 v | of 1 page(s) of total 2 item(s)

h}_v| Rows per Pags

Return to open batch Scan more items

The user may then select another item for edits, scan more items or return to the open batch. If the user has
completed their changes, the user should choose the Return to Open Batch option and then choose the Close
option in the Actions column.

Login: EndUserGuide

S coa Suppart  User Name: End User Guide

Erofile | Help | Logaut

Home

Capture
Approval
Transactions
Batch Status
Reports
Payment Export

Maintenance
Users
Documentation

Create New Baich | Open Batches

Open Batches

Deposit | v
- Cut-off Hem | Incomplete  Deleted - Balance
baicn b B s Time Count| Count Count Featiog Status
94915899 | test Dec 23 2019 4:11PM EST EEEM) 0 o 3 eaianced
Accounts Receivable LZNov22 | 6:00PM 000 100
94077092 | 9519 12:36PM EST EST Y L Z 0 5
Accounis Receivable - Image
94076207 | Deposit File Nov 22 2019 12.23pm | B20FM | 0 g| W b
EST 0 A
EST
92338985 | Checking Sep 25 2019 3:31PM EST |Z00FM| 4 1 | AR
Accounts Receivable - Image
7857528 | Deposit File Apr 23 2010 1-17PM E&D,PM 15 0 1|28 743'?1 Balanced
EST

Waming! You have
5 batchies) open from previous days

Actions

Expected

Update Scan
Search Delete
Close Close
2 & Approve
Tape
1.00 Update Scan
Decie Joee
1.00 Update Scan
Doles Tamo
Update Scan
AL Gomolele.
Tape
Update Scan
Search Deiete
. Close Close
14 & Approve
Tape

When the Close option is selected, as noted in this document earlier, the user will get a message that the batch
has been successfully completed and sent for approval and the Closed Batch Status report will be generated. The
user will print out this report and wrap the checks in the report for storage.

Next, the batch will need to be approved. Users with access should choose the Approval tab.

16
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Approval

After selecting the Approval tab from the left side menu options, the following screen will display.

Login: EndUserGuide 0 Chat Suppori  User Name: End User Guide  Profile | Help | Logout

Batches Pending Approval
Wamning! You have
5 batch(es) open from previous days

Home Batches Pending Approval

Capture [

Approval Depositor | Training |

Transactions Deposit | v

Batch Status

Reports Account Batch Cut-off 3 7 .
Payment Export Batch ID Batch Name Number Creator Yima Edited | Pending Deleted | Expected Actions:

Checking Feb 7 2020 e 7:00PM
3.03PM EST 7160 EndUserGuide EST Yes

96168744

225.32| 25064 225.32 | View items  Audit
2 2 2|Retun Approve

Maintenance
Users
Documentation

The user should locate the batch to be approved and then select the Approve option in the Actions column. If
desired, prior to approving the batch, the user may also choose to View Items in the batch (with the ability to audit
items as well), perform a batch Audit, or Return the batch to an open status.

Once the user selects the Approve option, the following prompt will appear.

The user may check the status of the batch by selecting the Batch Status tab on the left of the screen which will
display the following screen.

Login: EndUserGuide =] Chat Sugport  User Name: End User Guide  Profile | Help | Logout

Batch Status

Home

e Start Date |02/06/2020 Select End Date |02/07/2020 Select
Gt T =) 27020 || Selet |
Approval Depositor | Training v

Transactions Amount | Batch ID | ‘

Batch Status

Reports Search

Payment Export

Batch ID Batch Name Deposit | Cut-off Time Approved Deleted | Processed Expected | Status

Maintenance 96168744 | Checking Feb 7 2020 3:03PM EST | Checking | 7.00PM EST i% M; O'Dg 25'35

Approved [ Audit Image Report Tape

Users
Documentation

The user may also check previous batches captured on the system by changing the start and end date of your
search. You may only search a max range of one month. However, batch status archives are available for the
prior 24-months.
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Transactions

The Transactions tab on the RDC home page is used for researching scanned items or batches. Currently, up to
24-months of transaction history may be searched/viewed. After choosing Transactions, the user must choose
the correct status of the search item from the top of the page. When the user selects the Transactions tab
from the left menu bar, the following screen will appear.

Login: EndUserGuide G Chat Support  User Name: End User Guide:  Profile | Halp | Logout

Home Processed Items
Capture
e T — T T S—
Batch Status
Reports
Payment Export Deposit | v
Date Type | Entry Date v
Maintenance
e Start Date |02/06/2020 End Date |02/07/2020
Documentation Batch ID | |

| Search || Reset Fitter

After selecting the correct status, at the top of the page, of the item or batch that is being searched for, the
user should enter the search criteria and date range for any batches or items that are Pending Approval,
Approved, Deleted, Processed, Returned or Settlements. Then, click on the Search button for results.

Batch Status

Batch status history may also be viewed for up to 24-months by choosing the Batch Status tab on the left menu
bar. Once Batch Status is selected, the following page will present.

Login: EndUserGuide Q Chat Suppert  User Name: End User Guide  Profile | Help | Logout

Batch Status

Home — _
Start Date [02/06/2020 Select | End Date |02/07/2020 || select |

Capture == ———

Approval Depositor | Training v |

Liansactions Amount | Batch ID

Batch Status

Beports

Payment Export

Batch ID Batch Name Deposit | Cut-off Time Approved Deleted | Processed Expected | Status

Maintenance 96168744 | Checking Feb 7 2020 3:03PM EST | Checking | 7:00PM EST Li&% &; G'Og 22522,

5 Approved | Audit Image Report Tape

Users
Documentation

Batches for the prior two days will automatically display. This will include started batches, approved batches,
deleted batches and processed batches. By entering search criteria, users can view batch statuses up through
the prior 24-month time period. (Note: To work in an open batch, user should access that batch by selecting the
Capture option.)
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Reports

Generated within the system are numerous reports that may benefit you as an end user. Once you select the
“Report” icon from the home page, the following screen will be displayed. There are several categories of reports
to choose from. Please note, after initially selecting the ,Reports® option, users will be able to run reports with
scurrent day data.” In order to pull reports from previous dates, the user should select the ,Historical Reports"
option at the top of the page (after initially selecting the ,Reports” option). This will allow the user to input specific
dates for which reporting is desired.

Login: EndUserGuids G Chat Support  User Name: End User Guide  Profile | Help | Logout

Current Diay Reports | Historical Repeorts | Reports Pickup

Homé Current Day Reports
Capture

Approval Category [General v |
Batch Status

Reports

- Approved Batch Detail
Payment Export
- Approved Batch Summary

Maintenance - Approved Payments Detail

Users - Approved Payments Sumimary

Documentation
- Batches Pending Approval

- ©Open Baiches Detail

- Pending Approval Payments Detail

- Processed Deposit Summary.

- Proceszed Payments Detail

- Processed Payments Detail By Clearing Metwork
- Processed Payments Summary

- Eetumned Payments Detail

- Returned Payments Summary

- Settlement ltems Detail

- Settlement ltems Detail By Seftlement Period

- Settlement ltems Summary By Settlement Period
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General Reports

The following reports are those available under the General category.

Report Name Description |

Detailed list of payments in batches that have been
APPROVED, grouped by batch within deposits for a Depositor.

Summary listing of payments in batches that have been
APPROVED, grouped by batch within deposits for a Depositor.

Detailed listing of all payments that have been
APPROVED, grouped by deposits for a Depositor.

Approved Payments Summary listing of item counts and amounts for payments that have been APPROVED,
Summary grouped by deposits for a Depositor.

Detailed listing of payments in batches that have been closed but not yet approved i.e.
pending approval, grouped by batch within deposits for a Depositor.

Detailed listing of payments in OPEN batches grouped by batch within deposits for a

Approved Batch Detail
Approved Batch Summary

Approved Payments Detail

Batches Pending Approval

Open Batches Detail

Depositor.
Pending Approval Includes all payments that have been closed but not yet approved i.e. pending approval,
Payments Detail grouped by deposits for a Depositor.

Deposits for the requested period will be listed in date order, per deposit account, per
depositor. The report will subtotal for the period per deposit account, totaling all deposits for
each depositor.

Detailed listing of PROCESSED payments ordered by pay date, grouped by deposits for a
Depositor.

Processed Payments Detail @ Detailed listing of PROCESSED payments in clearing networks, grouped by deposits for a
By Clearing Network Depositor.

Processed Payments Summary listing of item counts and amounts for payments that have been PROCESSED,
Summary grouped by deposits for a Depositor.

Detailed listing of payments that have been RETURNED, grouped by return reasons within
a deposit for a Depositor.

Processed Deposit
Summary

Processed Payments Detail

Returned Payments Detail

Returns Payments Summary listing of item counts and amounts for payments that have been RETURNED,
Summary grouped by deposits for a Depositor.
Settlement Items Detail Detailed listing of SETTLEMENT ltems by Pay Date grouped by deposits for a Depositor.

Settlement Items Detail By Detailed listing of SETTLEMENT Items by Settlement Date grouped by deposits for a
Settlement Period Depositor.

Settlement Summary By Summary listing of debit and credit item counts and amounts for payments that have been
Settlement Period SETTLED, grouped by deposits for a Depositor.
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Detail reports

The following reports are available under the Detail category.

Report Name Description

Approved Payments Detail

Detailed listing of approved batches during the time period selected

Open Batches Detail

Detailed list of batches that are still open at the end of the period selected.

Pending Approval
Payments Detail

Detailed listing of payments in batches that have been closed but not yet approved i.e.
pending approval, grouped by Batch within Deposits for a Depositor

Processed Payments Detail

Detailed listing of all payments that have been approved and the system has generated
the deposit for the Financial Institution.

Processed Payments Detail
By Clearing Network

Detailed listing of PROCESSED payments in clearing networks, grouped by deposits for a
Depositor.

Return Payments Detail

Detailed listing of returned payments sent back to the customer.

Settlement Items Detail

Detailed listing of items that have been sent to the financial institution.

Settlement Items Detail by
Settlement Period

Detailed listing of the items that have been sent to the financial institution.

Summary Reports

The following reports are available under the Summary category.

Report Name Description

Approved Batch Summary

Summary listing of payments in batches that have been
APPROVED, grouped by batch within deposits for a Depositor.

Approved Payments
Summary

Summary listing of approved batches during the period selected.

Processed Deposit
Summary

Deposits for the requested period will be listed in date order, per deposit account, per
depositor. The report will subtotal for the period per deposit account, totaling all deposits
for each depositor.

Processed Payments
Summary

Summary listing of the items processed during the period selected.

Returned Payments
Summary

Summary report of items returned to the customer.

Settlement items Summary
by Settlement Period

Summary listing of all the items during the selected period.
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Audit Reports

The following reports are available under the Audit category.

Report Name Description

Batch Audit Audit report of each of the batches that was processed in the system during the period.

Batch Audit Detail Audit report showing all of the steps that were taken with each of the items during the time
period.

Deleted Depositor Users Report displays information regarding depositor users that were deleted during the
specified date range; includes user's name responsible for deletion of user.

Depositor User Audit Report provides information regarding new Depositor users added to the system along

with any changes and/or updates applied to existing depositor users. Report also includes
information regarding the user responsible for the change.

New Depositor Users Report provides information regarding new depositor users added to CCX, including their
role, login name, scanner profile, etc.

Batch Reports

The following reports are available under the Batch category.

Approved Batch Detail Provides the user with detailed information about each batch during the selected period.
Batches Pending Approval | Provides user detailed information about closed batches at the end of the period selected.
Open Batches Detail Detailed information about batches that have not been closed.

Metrics Reports

The following reports are available under the Metrics category.

Report Name Description

Metrics By Depositor Summary information about the number of items that have gone through the various steps,
such as read by car/lar, corrected by the user, batches opened, batches closed, number of
Iltems scanned, etc.

Metrics by User Provides the same information as the Metrics By Depositor report above except the report
is broken out by user.

Statistics Reports

The following reports are available under the Statistics category.

Report Name Description

Depositor Statistics This report provides information about the following:
Processed Payments, Cleared Payments, Converted Payments, IQA Payments, NO IQA
Payments, Successful Car Payments
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