L] central 1

Corporate Capture

Deposit Processing User Guide

April 2026



Corporate Capture — Deposit Processing User Guide 2

Table of Contents

1
2

10
11
12

13

14

Overview of Corporate CaptUure........ ..o en s s e ams e e s e s s e mmme s e e s ea s s mnnns 4
Accessing Corporate CaptUre ..........cccccciiiiiiiiiciisnerre e rsssssssere e s s s s s ssssse e e e e e s ssssssmn e e e e eesasssssnmsneeeeesanssnnnnennnnes 4
2.1 Accessing Corporate CaplUre ............oiiii oot e e e e e e e e e e e e e e neeeeee e e e e annneees 4
Installing and Updating the Scanner DIVEr .........cciiiiccccceiiiiiii s ssssss s s s s ssmne e e e e e s s s s s smmnneeees 5
3.1 Installing and Updating the SCanNNEr DIVET ............coooiiiiiiiie e a e 5
Verifying and Preparing Deposit Items.........cccccimiiiimmiimr s 12
4.1 Verifying ltems are Acceptable for DEPOSIt.........cciiiiiiiiiiiiiiee e 12
4.2 Preparing HEmMS fOr DEPOSIE .......cciiiiiiiiiee e e e e e e e s e e e e e e e e raeeeaaeeeanns 14
Depositing Cheques in Corporate Capture. ... s 14
51 Overview of Depositing Cheques in Corporate Capture...........cccveeeiiiiiiiiiiie e 14
5.2 Creating @ DEPOSIL ....coo it e e e e e anreee e 15
LR AV T=ATV T Vo T T 1= o T X3 | 17
6.1 Overview of ReVIeWINg @ DEPOSIL ......ccoiuiiiiiiiiie e 17
6.2 Navigating the Deposit [tem List Page ........cueiiiiiiiii e 18
6.3 Reviewing the Errors COIUMIN .........ooiiiiiiie et 20
6.4 Reviewing the Item Type COIUMN ........uiiiiii e a e e e s eaaaeeeas 20
6.5 Reviewing ltem History (SUPEIVISOIS) ......ciiii ittt e e e e e eeaaa e 22
Correcting Deposit EFTOrs......cccciiiriiiiis s s s s s ann e 23
71 Overview of Correcting DEPOSIt EITOIS .......coiiiiiiiiiiiiiie et e e e s e anreaee s 23
7.2 Viewing and Navigating Deposit EITOrS .........cooovviiiiiiiiieeeeeeee e, 24
7.3 Resolving a Potential DUPliCate ErrOr ............ooiiiiiiie e 25
7.4 Resolving a Failed Image Quality ErTOr..........cooiiiiiiiii e 30
7.5 Res0oIVING PIggyback ITEMS ... e 34
7.6 Resolving Amount Errors or Amount MIiSIreads.........coiueiiiiiiiie i 35
7.7 Resolving an UnKNOWN ITEM EFTOF .........eiiiiiiie et e e 37
Managing a Deposit and Deposit Items..........ccccciiiiriiiriirninnn s 42
8.1 Overview of Managing a Deposit and Deposit temMS...........cccvviiiiiiiiiic e, 42
8.2 Editing Deposit INfOrMation .........c.ueii i e 42
8.3 AN a T =T o Yo XS LA (=Y g T 1= = 11 43
8.4 AddING HEMS 10 @ DEPOSIL....ciiiiiiiiieiee e 45
8.5 Editing Deposit Items — Adding ltem Reference Information (Optional)..........ccccceevveeeiiiciiiienneenn. 47
8.6 Deleting tems From @ DePOSIt .........uuiiiiiiiiiii e 47
8.7 Adding and Viewing Deposit Notes (Optional)..........cc.eeeiiiiiiiiiiieeie e 49
8.8 =Y 11 (g T =T D 1= o o F- | SRR 52
=2 1= TaT o1 4 Yo T T 1= o T X= 1 54
L oY 4T (=g Ve T T 0 T=Y Yo X3 | 57
Searching for and Viewing @ DePOSit ........cccceiiiiciiiemmiimiiiiccssseerressssssssssssse e s s s sssssssssssesssssssssssmssssssesssssnnnes 58
Disapproving a Deposit (SUPEIVISOIS) ... ssmss e sssms s s mms e e s e mmnns 62
12.1 Overview of Disapproving @ DEPOSIL . .........eiiiiiiiiiieie et e e e e e e e e neeeeeeas 62
P22 D T1-¥=To] o] o )V g T IR TH D 1= o o L | S RERR 62
Transmitting @ Deposit (SUPEIVISOIS).......ccccciiiiiiiicccieerrer s sissssssssesresesss s sssms s se s e s s sssssssss s e e s sessssssnsnsssnssanns 65
13.1 Overview of Transmitting a Capture User's Deposit..........ooo i 65
13.2  Transmitting a Capture USer's DEPOSIt.........oo it e e e e 65
Corporate Capture Deposit ACCOUNt ProCesSSiNg.....ccccccviicciimmiirriiiiscsssesressssssssssssessessssssssssmssssssssssssnnnes 68
14.1 Overview of Corporate Capture Deposit Account Processing..........cocccvvieiieeeiiiiiiiiieeee e 68
14.2  Corporate Capture Deposit Account Processing — Your Financial Institution Supports Real-Time Deposits
....................................................................................................................................................... 68

© 2026 Central 1 Credit Union. All Rights Reserved. Form 10186 (04/26)



Corporate Capture — Deposit Processing User Guide /3

14.3  Corporate Capture Deposit Account Processing — Your Financial Institution Doesn’t Support Real-Time
[ [=STS= To [ o o T PRSP PSP 69
15 Assigning a Deposit and Managing Aged Open Deposits .........ccccirrrrimrminnsmerinssse e 70
15.1  Overview of Assigning a Deposit and Managing Aged Open DepositS.........cccccvevcveeeeiiiieeiicineenn, 70
152 ASSIGNING @ DEPOSIT ..ot e e a e e e 70
15.3  Managing Aged OPen DEPOSIES ........oiiiiiiiiiiiiiiie et ettt et e e s eneee e e s neeeeesnneeeean 73
16 Reports and RESEAICH ....... ... s mn e e e e n e e e e e e nnnns 75
16.1 Overview of Reports and RESEAICH ............coiiiiiiiiie e 75
16.2  Generating an Image Deposit ltems Detail REPort ...........ooiiiiiiiiiiii e 75
16.3  Generating a Deposit SUMMAry REPOIt........c..uiii i 77
16.4  Generating a Custom Deposit Details Report.........cooo o 78
16.5 Generating a Custom Deposit Details by Deposit Number Report...........ccoooiioiiiiiiiiiie 80
16.6  Generating a Custom Deposit Summary Report .........oocuiiiiiiiiiii e 82
16.7  Using the Research FUNCHON ... it e e e a e e e 84
17 Deposit Item Storage Best PractiCes ...t s 91
18 Scanner Maintenance and Troubleshooting.........ccccceiiiccciciiei s e e 92
18.1  Accessing the Scanner Diagnostic TOOI ...........iiiiiiiiiiiii e 92
18.2  Scanner Cleaning and MaintENaNCEe ..........ccoiuiiiiiiiiiii e 92
18.3  Locating Your Scanner Driver Version NUMDET ..........cooiiiiiiiiii e 93
18.4  Initializing and Testing Scanner CONNECHIVILY ...........ooiiiiiiiiiiii e 94
18.5 Resolving Scanner Initialization Error MESSAQES ........cocccuviiiiiiie i 97
18.6  RESOIVING SCANNET JAIMS .....oviiiiiiiiiiiiiie e e et e e e e e et e e e e e e s et te e e e e e e e e sesnbaaeeeaeeeaaannreseeaaesaaas 97
18.7  Resolving a Scanner Transport Off ErrOr............ovuiiiiiiii i 99
18.8  Restarting the SCaNNEr DIIVET ........c..euiiieiee e a e e e s reaaeeaeas 100
18.9  Ending Deposits and Shutting Down Scanners for Third-Party Scanner Diagnostics................. 100
18.10 Resolving Login Issues for Shared COMPULETS .........cooiiiiiiiiiiiii e 101
18.11 Installing a Browser Certificate and/or Resolving an “HTTP 12057 — SSL Revocation” Error .... 101
18.12 Resolving Black Lines on Scanned IMages.........ooc.ueiiiiiiiiiiiiie e 103
18.13 Resolving Canon Scanner Driver Issues after a Windows Operating System Upgrade ............. 104
18.14  REPIACING @ SCANNET ... .ttt b bt ettt e s b et e e s bb et e e abbee e e aneeeas 104
18.15  EXPOrting SCANNEI LOGS ....ciiiiiiiiiiitiie ettt sttt e e e sneeas 107
L0Y o}V 4 1o 141 =T Lo I T -7 o P 114 L= oS 109

© 2026 Central 1 Credit Union. All Rights Reserved. Form 10186 (04/26)



Corporate Capture — Deposit Processing User Guide 14

2.1

Overview of Corporate Capture

Corporate Capture allows you to scan Canadian and US dollar deposit items from your business location using a
desktop scanner and then transmit them for processing. You can view deposit items can in Corporate Capture for
180 days after processing.

There are three Corporate Capture user types: Capture Users, Supervisors, and Analysts. Depending on your
assigned user type(s), your tasks, experience, and responsibilities vary.

The following is a high-level overview of the deposit process:

e Capture Users verify if items are eligible for deposit and prepare them for scanning.

e Capture Users create a deposit and scan the deposit items.

e Capture Users review the deposit, correct any deposit errors, and balance the deposit.

e Capture Users “complete” the deposit. This marks the deposit as ready for review by a Supervisor, or if the
Capture User is also a Supervisor, it automatically transmits the deposit for processing.

e Supervisors review and transmit the deposit (if applicable). Alternatively, if a deposit has errors, a Supervisor
can disapprove the deposit for the Capture User to correct.

e The transmitted deposit is processed by your financial institution. If your financial institution supports real-time
deposit processing, your account is updated when their banking host processes the deposit message. If they
don’t support real-time deposit processing, your account is credited when they process an end-of-day file.

Note: You must transmit Corporate Capture deposits for processing by 7:00 pm local time, or they are
processed the following business day.

Supervisors and Analysts can create deposit reports and perform deposit research.

Supervisors can assign deposits to other users to complete if the individual who created the deposit isn’t
available. They also manage “Aged Open” deposits (deposits not transmitted within 24 hours).

Important: When moving between pages in Corporate Capture, use the application navigation not your browser
navigation.

Accessing Corporate Capture

Accessing Corporate Capture

Access Corporate Capture via the website address provided by your financial institution.
Log in to Corporate Capture as follows:
1. Enter your username and password.

Note: You'll be prompted to enter your username before this page appears if it’s your first login or if you've
deleted your cookies. See Figure 2.1.
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3.1
3.141

Cl central1

Welcome to our secure client portal.
Enter your login details below.

ljanedoe |

[eseesoed ]

Change your password

Figure 2.1: Login Page

The Corporate Capture home page displays when you’ve successfully logged in. See Figure 2.2.

Central T’ Help  Hide Tips

HOME DEPOSITS

User Rq

Welcome corp cap

Welcome to

Remote Deposit

Understand

Branch Capture
An online guide to get you started »

User Alerts

Messages
#® Please click here to download scanner drivers.

Figure 2.2: Corporate Capture Home Page

Installing and Updating the Scanner Driver

Installing and Updating the Scanner Driver

Overview of Installing and Updating the Scanner Driver

You must install a scanner driver onto a designated computer before creating your first Corporate Capture

deposit.

/5

Note: You must have local Windows Administrator rights for the computer to install or update the scanner driver.
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3.1.2

This section includes procedures on downloading and installing the scanner driver, updating the existing driver,
and how to create a test deposit to ensure the Corporate Capture application is working correctly.

We recommend initializing and testing the scanner driver connectivity after installing or updating a Corporate
Capture driver. See Section 18.4, Initializing and Testing Scanner Connectivity, for more information.

Note: Depending on your browser settings, you may be required to manually install a browser certificate. See
Section 18.11, Installing a Browser Certificate and/or Resolving an “HTTP 12057 - SSL Revocation” Error,
for procedures.

Downloading and Installing or Updating the Scanner Driver

To install or update a scanner driver, you must be a Capture User with local Administrator rights to the computer.
Don’t connect the scanner to your computer before you download and install the scanner driver. If the scanner is
connected to the computer, Windows default drivers may install, and you won'’t be able to scan your deposits.

Note: If you are replacing a scanner with a different model, remove the existing driver first. See Section 18.14,
Replacing a Scanner, for procedures.

Download and install or upgrade the scanner driver as follows:
1. Log in to Corporate Capture as described in Section 2.1, Accessing Corporate Capture.

2. Select Please click here to download scanner drivers in the Messages section on the Corporate Capture
home page. See Figure 3.1.

Central T’ Help Hide Tips

HOME DEPOSITS

Welcome corp cap

Create New Deposit
Jump into Start Capture »

Welcome to

Remote Deposit

Understand

Branch Capture
An online guide to get you started »

User Alerts

Messages
® Please click/here]to download scanner drivers.

Figure 3.1: Select “Please click here to download scanner drivers”

3. Select the scanner image that most closely resembles your scanner model from the Driver Download page.
See Figure 3.2. Save the installation file to the computer.
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m Central 1’

HOME DEPQSITS REPORTS RESEARCH AGED OPEN DEPOSITS

Driver Download

What to do:

1. Choose the check scanner from the supported ones below that most closely matches
your model and then click on the related link to start the download.

Faoin “MyVelon Xand My Vision 2 Digital Check - TS220/ T5230 Digital Check - TS240

Figure 3.2: Driver Download Page

4. Right-click on the downloaded file, then select Run as Administrator to begin the driver installation wizard.

5. Select Next and follow the on-screen instructions. See Figure 3.3.

Passport Web Edition Driver

The NSIS setup will update the installed version 3.18.00.07
of PassportWebClient to version 03.24.00.04.

To continue, Click Next

Next > Cancel

Figure 3.3: Driver Installation Wizard

6. The installation wizard installs a new driver or updates the current driver to the newer version. See Figure 3.4.
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PassportWebClient upgrading from 3. 18.00,07 to 03.24.00.04 (4’

InstallShield version uninstalling....

< Back Next > Cancel

Figure 3.4: Upgrading a Scanner Driver

7. Plug in and power on your scanner when prompted, then select OK to confirm. See Figure 3.5.

& PassportWebClient Setup —

Installing -
Please wait while PassportWebClient is being installed. (47

Created uninstaller: C:\Program Files (x86)\NCR \Passport Web Edition'\uninst.exe

4" PassportWebClient Setup X

Please plug in the scanner then power it on. Allow device
drivers to install,

< Back Next > Cancel

Figure 3.5: Plug in and Power on Scanner Prompt

8. Ensure that the driver installation passes the PC requirements check, then select Next. See Figure 3.6.
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(7 PassportWebClient Setup = X

PC Requirements Check

{‘:"

The Following test results indicate whether your system meets item scanning
requirements. Contact vour Adminstrator if wou are unable to resolve any identified

problems.
\,,f’ RAM: Pass(Total Ram Found: 16238 MB)
\/” Disk Space Avaialble: Pass(Total Free DiskSpace Avaialble: 319.82 GB)
@/ HTTF Port Avaialble: PassiDriver HTTP port Available: 80 )
J HTTPS Port Avaialble: Pass(Driver HTTPS port Available: 443 )
\J/ Browser Avaialble: Pass(Internet Explorer 11.3636.19041.0 Found)
gf Driver Installed: Pass
" Scanner Connected: Pass

Retry Cancel

Figure 3.6: Confirm Scanner Driver Installation

9. Select Finish to complete the driver installation. See Figure 3.7.

Completing PassportwebClient
Setup

PassportWebClient has been installed on your computer,
Click Finish ko close Setup.

For some browsers such as Firefox, it may be necessary to
manually install a browser certificate, Start Menu-=all
Programs->Passport \Web Edition Client->Install Browser
Certificate

< Bac Finish Cancel

Figure 3.7: Complete Scanner Driver Setup

10. Initialize and test the scanner connectivity. See Section 18.4, Initializing and Testing Scanner Connectivity, for
procedures.

3.1.3 Creating and Deleting a Test Deposit (New Driver Installation Only)

If you're installing a Corporate Capture driver for the first time, create a test deposit to ensure the computer and
the Corporate Capture application are interacting properly.

Important: Don’t submit a test deposit for processing, as you’re accessing a production environment.
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To create a test deposit:

1. Log in to Corporate Capture as described in Section 2.1, Accessing Corporate Capture.

2. Select Create New Deposit. See Figure 3.8.

Central T

HOME DEPOSITS REPORTS RESEARCH

Welcome

Welcome to

Remote Deposit

User Alerts

Messages
® Please click here to download scanner drivers.

Help  Hide Tips

Create New Deposit
Jump into Start Capture »

Generate Reports
Create a Report »

Deposit List
View the list of deposits »

C1]

Figure 3.8: Create New Deposit

3. Complete the New Deposit page as follows. See Figure 3.9.

@ Select a location from the dropdown menu. If you only have access to one location, the location will

default.

@ Select a deposit account from the Account Number drop-down menu (you can select any account for a

test deposit).
@ Enter the test cheque amount in the “Declared amount” field.

@ Place the test cheque in the scanner input tray.

Select Start Capture.

/10
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Central T

HOME DEPOSITS

New Deposit
(Customer: Central 1 Credit Union)

Location:* [ cC12011BC Location V]®
Account number:* [ 03-080912011-001 - CAD-DB v]@
Routing transit number: 12011-809

Deposit type:* ® Simple

Clearing channel:* @ Image

Deposit Reference 1:

Deposit Reference 2:

Deposit Reference 3:

Declared amount ($):*

s cor— @

Figure 3.9: New Deposit Page

4. Verify that the virtual credit item and the scanned cheque details display on the Deposit Item List page. See
Figure 3.10.

‘I
D
©

Hide Tips

Central T’

HOME DEPOSITS REPORTS RESEARCH

C1BCapCUAdmin,C1BC4
Deposit Item List - 002335

(Customer: Central 1 Credit Union, Location: Vancouver)

Deposit Information (Open-Processing)

Declared amount ($): [50.00 Current amount ($): 50.00 Balancing difference ($): 0.00 ‘
Assign Deposit Edit Deposit Delete Deposit
Scanned Items (2)
Errors “\ Tasks Item Type Post Amount ($) « £ Capture Sequence Account “\ Routing Transit “\
=@ Virtual Credit ltem 50.00 0 03-080912010 12010-809
E4iciE'S Canadian Check 50.00 1 123456789012 01768-889
l< Previous 1 Next >‘ All 5 10 20 50 Showing: 1 -2 on‘

Complete Add Items Report View Return to Deposit List

version: 3.18.0.21 (8962) NCR Corporation

Figure 3.10: Deposit Item List

5. Select Delete Deposit on the Deposit Iltem List page. See Figure 3.11. Select OK to confirm.

Important: You must delete the test deposit because you are testing the scanner driver in the production
environment.
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Central T’
HOME DEPOSITS REPORTS RESEARCH

Deposit Item List - 002335

(Customer: Central 1 Credit Union, Location: Vancouver)

Help Hide Tips

C1BCapCUAdmin,C1BCH

Deposit Information (Open-Processing)

Declared amount ($): [50.00

Current amount ($): 50.00

Balancing difference ($): 0.00 ‘

Scanned Items (2)

Errors Tasks Item Type Post Amount ($) £ Capture Sequence “.
== Virtual Credit ltem 50.00 0
[EdEciE Canadian Check 50.00 1

m Assign Deposit Edit Deposit Delete Deposit

Account %\ Routing Transit %
03-080912010 12010-809
123456789012 01768-889

‘<Previous 1 Next>‘ All 5 10 20 50

Showing: 1 - 2 on‘

Complete Add ltems Report View

Return to Deposit List
version: 3.18.0.21 (8962) NCR Corporation

Figure 3.11: Delete Deposit

6. Close your browser to log out of Corporate Capture, or proceed with your first deposit.

4  Verifying and Preparing Deposit ltems

4.1 \Verifying Items are Acceptable for Deposit

To reduce the risk of deposit items being dishonoured and returned, ensure they are acceptable for deposit in

Corporate Capture. Verify that items

e aren’t stale-dated or post-dated, and

12

e contain a complete Magnetic Ink Character Recognition (MICR) line. The MICR line appears at the bottom of
a cheque and includes the cheque number, transit number, and account number of the person or business
the cheque is drawn on. See Figure 4.1.

b i S T X Bud M TER Tl =
High Security Business ZIPage cheque fmm
ASAP Che ues, Forrnfé pplies
b ’é’uﬁﬁ heBicaT \nioeasey Chedues,co

DATE. o B M M

PAY TO THE
ORCER OF

l\ gl
%our E:il o'?:‘r'r g&nca A1B 2C3

®0 00 W® 1NL23L5eE 7810 L23L5wE?BAE

1001

Figure 4.1: Magnetic Ink Character Recognition (MICR)
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are signed, and that any changes made to items are initialed by the individual who wrote the cheque.

e have a matching handwritten and numeric amount.

e don’t exceed $25 million.

e aren’'t photocopies. Photocopies aren’t allowed to be deposited in Corporate Capture.

e are an acceptable item and currency type. See the following table for details. Additional information,
considerations, and/or exceptions are provided where appropriate. If an item isn’t acceptable for processing in
Corporate Capture, contact your financial institution for more information.

Item Type and Currency Additional Information

Canadian funds cheques, money
orders, drafts, or Receiver General
Warrants

Canadian and US funds American
Express (AMEX) Travelers Cheques
only

US funds cheques, drafts, and
money orders

Must be drawn on a Canadian financial institution or eligible entity
(e.g., Canada Post, Western Union). Receiver General Warrants
are drawn on the Government of Canada.

Important: Don’t process Canadian funds cheques or drafts with
wording like the following examples. Contact your financial
institution for instructions.

Examples:

“Collectible through”
“Acceptable through”
“Presented for payment at”
“For acceptance by”

Don’t process travelers cheques from any issuers other than
AMEX. Contact your financial institution for instructions.

Must be drawn on one of the following entities:

e US financial institution
e Canadian financial institution
e Foreign financial institution that's domiciled in Canada

Important: Contact your financial institution before processing US
Treasury items to verify their policy.

Don’t process US funds cheques or drafts with wording like the
following examples. Contact your financial institution for

instructions.

Examples:

e “Collectible through”

e “Acceptable through”

e “Presented for payment at”
e “For acceptance by”
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4.2

5.1

Preparing Items for Deposit

Prepare items for deposit as follows:

1. Separate items by currency (i.e., Canadian or US funds). You must deposit Canadian and US funds items into
the appropriate account, according to the item’s currency.

2. If you're using a multi-feed scanner, group items by size and put smaller items in front of larger items. This will
help prevent scanner jams.

3. Ensure items are appropriately endorsed as follows:

- Canadian funds cheques are either endorsed by the payee or “For Deposit Only”, and the Payee account
number is noted on the back of the item.

- US funds cheques are endorsed by the payee.

4. Repair torn items with clear tape if necessary. This will help prevent scanner jams. Ensure the leading and
lower edges of the items are smooth. You can also use clear tape to smooth out wrinkles in an item. Wrinkled
items can cause MICR line or amount misreads and result in deposit errors.

5. Ensure that you remove staples and paperclips, as they can damage your scanner and cause scanner jams.

6. If items have amounts that are unclear or written in gel ink, write “taken as $XX.xx” on the top right corner of
the item. Don’t modify the amount, the date, or payee fields.

7. Prepare a tape listing of the items you are including in a deposit to determine the deposit total. List items in
the order that you will scan them to assist with correcting deposit errors.

8. If you're using a multi-feed scanner, fan or jog items to remove static before scanning. If you're using a single
feed scanner, allow each cheque to finish scanning before inserting the next cheque.

Depositing Cheques in Corporate Capture

Overview of Depositing Cheques in Corporate Capture

There are three Corporate Capture user types: Capture Users, Supervisors, and Analysts. Based on how user
types are assigned, your tasks, experiences, and responsibilities vary.

If you are a Capture User who is also assigned the Supervisor user type, you are responsible for all aspects of the
deposit process, including creating the deposit, correcting errors, balancing, and completing the deposit (which
automatically transmits the deposit for processing).

If you are a Capture User (or a Capture User who is also assigned the Analyst user type), you are responsible for
creating the deposit, correcting errors, reviewing, balancing, and completing the deposit for review. A user
assigned the Supervisor user type reviews and transmits your deposit for processing, or disapproves it for further
correction.

You must transmit Corporate Capture deposits for processing by 7:00 pm local time, or they are processed the
following business day. Follow your financial institution’s policies and procedures for processing Corporate
Capture deposits.
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5.2 Creating a Deposit

Before creating a Corporate Capture deposit, ensure that items are eligible and are prepared for deposit. See
Chapter 4, Verifying and Preparing Deposit Items.

Note: Include a maximum of 100 cheques per deposit.

Capture Users (and/or Capture Users who are also assigned the Supervisor or Analyst user type); create a
deposit as follows:

1. Log in to Corporate Capture as described in Section 2.1, Accessing Corporate Capture.

Tip: Initialize your scanner before creating a deposit. This ensures that your scanner and computer are
interacting properly. The computer, USB port, or scanner can go into standby mode if unused for a
while. See Section 18.4, Initializing and Testing Scanner Connectivity, for procedures.

2. Select Create New Deposit. See Figure 5.1.

Central T Help  Hide Tips

HOME DEPOSITS

User Rq

Create New Deposit
Jump into Start Capture »

Welcome corp cap

Welcome to

Remote Deposit o

Understand

Branch Capture
An online guide to get you started »

User Alerts

Messages
® Please click here to download scanner drivers.

Figure 5.1: Select “Create New Deposit”
3. Complete the New Deposit page as follows. See Figure 5.2.
@ Select your business location. If you only have access to one location, the location will default.

Note: The business location that you select is the default location for all deposit(s) that you create
during the current Corporate Capture session, unless you change the location. Ensure that
you’re depositing to the appropriate location. Select a new location if applicable.

@ Select the appropriate deposit account from the Account Number drop-down menu. If more than one
account was configured for your business, select the appropriate account for your deposit items. Ensure
that you choose one with the correct currency for your items.

Note: Accounts display in the drop-down menu by currency and according to the priority order
that your business defined during your implementation. The priority order and currency
make up part of the number displayed. For example, “03-080912345-001-CAD-DB” in the
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Note:

116

drop-down menu is the account you designated as your number one priority Canadian
account, subsequent Canadian accounts would contain “002”, “003”, etc. The “CAD” or
“USD” in the account number denotes the currency of the specified account.

Your financial institution account numbers don’t display in the account number drop-down
menu.

@ Optionally, enter information pertinent to the deposit in the Deposit Reference fields 1-3. This information
displays on the virtual deposit slip and the Corporate Capture Deposit Iltems Details report. See
Section 16.2, Generating an Image Deposit ltems Detail Report, for more information on the report.

@ Enter the total of all the items in your deposit in the Declared Amount field.

4. Place the deposit item(s) in the scanner input tray, then select Start Capture.

Note:

If you're using a single feed scanner, allow each cheque to finish scanning before inserting the next

cheque to avoid scanner jams.

m Central T

HOME

New Deposit

DEPOSITS REPORTS

(Customer. Central 1 Credit Union)

RESEARCH

Location:*

Account number:*
Routing transit number:
Deposit type:*

Clearing channel:*

Deposit Reference 1:
Deposit Reference 2:
Deposit Reference 3:

Declared amount ($):*

[CC12011BC Location - Central 1

~
| 03-080912011-001 - CAD-DB V|

12011-809

O] Simple

O] Image

[
[
[
[

oo ©

Figure 5.2: Complete the New Deposit Page

As items are scanned,

Figure 5.3.

a Deposit Item List page displays and items begin streaming into the deposit. See
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m Central T Help  Hida Tips
HOME DEPOSITS REPORTS RESEARCH

User Role(s): Capturd]

Deposit Item List - 001487
(Customer: Central 1 Credit Union, Location: CC12011BC Location - Central 1)

Deposit Information (Open-Processing)

Declared amount ($): Current amount ($): 134.96 Balancing difference ($): 0.00 |
Scanned Items (3)
Errors %\ Tasks Item Type Post Amount ($) . £ Capture Sequence . Account %, Routing Transit 4
E?@ Virtual Credit ltem 134.96 0 03-080912011-001 12011-809
Q \g Q Canadian Check 100.00 1 12345-678 70573-839
E? @ a Canadian Check 34.96 2 123456789012 02410-809
‘<Prewnu5 1 Nexl>‘ All 5 10 20 50 Showing: 1 73of3‘

Figure 5.3: View the Deposit Item List

You must review deposits to ensure that all items are appropriate for the deposit and the deposit is error-free and
balanced. See Chapter 6, Reviewing a Deposit, for procedures.

If your deposit contains errors, you must correct them before proceeding. See Chapter 7, Correcting Deposit
Errors, for procedures.

Reviewing a Deposit

Overview of Reviewing a Deposit

It's important to carefully review deposits before completing them, and/or transmitting them for processing.
Capture Users (and/or Capture Users who are also assigned the Supervisor or Analyst user type) must review
deposits that they created or are assigned to before completing the deposit. Supervisors must carefully review a
Capture Users’ deposit and either disapprove it for correction or transmit it for processing. See Chapter 12,
Disapproving a Deposit (Supervisors), and Chapter 13, Transmitting a Deposit (Supervisors), as appropriate.

All users must verify that deposit items are appropriate for the deposit account’s currency, and ensure the deposit
is error-free. Review a deposit as follows:

e Review the Error column for outstanding deposit errors. See Section 6.3, Reviewing the Errors Column, for
more information. If there are outstanding errors, the user who created or is assigned to the deposit must
correct them. See Chapter 7, Correcting Deposit Errors, for procedures.

¢ Review the Item Type column to ensure deposit items are appropriate for the deposit account’s currency
(e.g., only Canadian funds items are included in a Canadian account deposit). See Section 6.4, Reviewing the
Iltem Type Column, for procedures.

e Optionally, Supervisors can review item history to view changes made to deposit items by Capture Users.
See Section 6.5, Reviewing ltem History (Supervisors), for more information.

After reviewing the deposit, proceed as follows:

Capture Users (and/or Capture Users who are also assigned the Supervisor or Analyst user type)
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6.2

o If your deposit is error-free, balance then complete the deposit. See Chapter 9, Balancing a Deposit, and
Chapter 10, Completing a Deposit, as appropriate.

Supervisors Reviewing a Capture User’s Deposit

o |f a Capture User’s deposit contains errors (e.g. a US funds item is included in a Canadian account deposit),
you must disapprove it for correction by a Capture User. See Chapter 12, Disapproving a Deposit
(Supervisors), for procedures.

o If a Capture User’s deposit is error-free, balanced, and completed by the Capture User, transmit the deposit
for processing. See Chapter 13, Transmitting a Deposit (Supervisors), for procedures.

Navigating the Deposit Item List Page

The Deposit Item List page contains two sections: the Deposit Information section and the Scanned ltems section.
See Figure 6.1.

Deposit Information Section

The Deposit Information section displays the following deposit summary information:

@ Deposit State — The deposit’s current processing state. The possible options are:

Open-Processing — The initial deposit state as items are scanned in to the deposit.

Open-Balanced — Indicates the deposit is balanced, no error tasks are outstanding, and a Capture User
has selected Complete. The deposit remains in this state until it's reviewed and transmitted by a
Supervisor. This state doesn’t apply to deposits created by Capture Users who are also assigned to the
Supervisor user type.

Open-Jammed — An exception state indicating a scanner misfeed. See Section 18.6, Resolving Scanner
Jams.

Open-Incomplete — Indicates the deposit is in progress. This state is set when a Capture User re-opens
a balanced or disapproved deposit to add additional items or to correct errors. This state can also be set if
a Capture User selects “Complete” on a deposit that contains errors or is out of balance. The deposit
remains in this state until a user assigned the Capture User type balances the deposit, corrects errors,
and selects “Complete”.

Open-Disapproved — Indicates a Supervisor disapproved a Capture User’s deposit. Disapproved
deposits must be re-opened for further processing by the Capture User who created or is assigned to the
deposit. See Chapter 12, Disapproving a Deposit (Supervisors), for more information. This state doesn't
apply to deposits created by Capture Users who are also assigned the Supervisor user type.

Received — Indicates the deposit was successfully transmitted by a Supervisor and is ready for
processing. See Chapter 13, Transmitting a Deposit (Supervisors), for more information.

Receive Failed — An exception state, indicating the deposit wasn’t successfully transmitted for
processing. Don’t re-scan the items in the deposit and transmit them again. Contact your financial
institution for assistance.

@ Declared Amount — The deposit total entered when creating the deposit.
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@ Current Amount — The total of items as recognised by the Corporate Capture application. As cheques scan,
the application reads the item amounts and provides a total.

@ Balancing Difference — The difference between the current amount and the declared amount (the amount
you entered when creating the deposit).

Scanned Items Section
The Scanned Items section displays the following details:

@ Scanned Items — The number of items in the deposit, including the virtual deposit slip (virtual credit item).

@ Errors — If Corporate Capture detects an error, an alert icon displays and the item is highlighted in red. The
Capture User who created or is assigned to the deposit must review the item(s) and correct the error(s).

@ Tasks — The tasks the user can perform on an item. The available actions vary based on the users’ assigned
user type(s) and the deposit’s state (e.g., if the deposit is open for editing or completed). Tasks include:

e Editicon (pencil). Available to all users that can view or action a deposit.
o View Item History icon (blue checkmark). Available to Supervisors.
e Delete icon (red X). Available to the Capture User who created or is assigned to the deposit.

Item Type — The item description that the application assigns when reading the item’s MICR line (e.g.,
Canadian Check (Canadian Cheque). The first item type in the deposit is the virtual deposit slip (virtual credit
item) that Corporate Capture generates.

Note: The virtual deposit slip provides deposit details (e.g., account information, deposit date, number of
items in the deposit, deposit total, and deposit reference information, if entered).

@ Post Amount — The item amount as read by the application.
Sequence number — The number the application assigns to individual items as they appear in the deposit.
@ Account — The account number captured from the item’s MICR line.

@ Routing Transit — The transit number captured from the item’s MICR line.
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6.3

6.4
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m Central T’

Deposit Item List - 001433

(Customer: Central 1 Credit Union - Vancouver)

HOME DEPOSITS

Help Hide Tips

User Role(s): Capturd

Deposit Information (Open-Processing) @

| Declared amount ($): |332.43 @

Current amount ($): 232.43 @

Balancing difference ($): 100.00 @ ‘

Scanned Items (6) @
Errors 4 @ Tasks @

Eg

[EgEcE 3
[EgEcas
e
Egicas

Item Type

Virtual Credit ltem
Canadian Check
Canadian Check
Canadian Check
Canadian Check

-- Unknown --

Post Amount ($) Q@

332.43

46.92

50.55

34.96

100.00

0.00

£ Capture Sequence “ Account A Routing Transit @
0 03-080912010 12010-809
1 123456789012 02410-809
2 123456789012 02410-809
3 123456789012 02410-809
4 123456789012 02410-809

|<Prev]ous 1 [Next>| ANl 5 10 20 50

Showing: 1 -6 of 6

Complete Add ltems Report View

Return to Deposit List

Figure 6.1: Deposit Item List

Reviewing the Errors Column

If Corporate Capture detects an error, an alert icon displays in the Error column beside the item and the item is
highlighted in red. See Figure 6.2. Capture Users (and/or Capture Users who are also assigned the Supervisor or
Analyst user type) must correct the error(s) before completing the deposit. See Chapter 7, Correcting Deposit

Errors, for procedures.

Scanned Items (7)
Errors 4 Tasks

Item Type
Virtual Credit ltem

Canadian Check
Canadian Check
Canadian Check
Canadian Check
Canadian Check

Canadian Check

Post Amount ($)

296.37

46.92

50.55

34 .96

100.00

100.00

100.00

Figure 6.2: Deposit Error

Reviewing the Item Type Column

All users involved in a deposit (e.g., the user that created the deposit and/or the Supervisor reviewing the deposit)
must review the Item Type column to ensure each item is appropriate for the deposit. For example, if the deposit
is for a Canadian account, the item type for each item should display as “Canadian Check” (Canadian Cheque).

Review item types as follows:

1. Search for and select the appropriate deposit as described in Chapter 11, Searching for and Viewing a

Deposit.
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2. Review the item descriptions in the Iltem Type column to ensure the recognized or assigned item type for
each item is appropriate for the deposit. See Figure 6.3.

The four most common item types are:

Canadian Check (Canadian Cheque) — Canadian funds items drawn on a financial institution domiciled
in Canada.

CDN Cheque US Funds — US funds items drawn on a financial institution domiciled in Canada with a
“45” transaction code in the MICR line, identifying the item as being in US funds.

US Personal Check — US funds personal-sized items drawn on a US financial institution or foreign
financial institution that's domiciled in Canada.

US Business Check — US funds personal-sized items drawn on a US financial institution or foreign
financial institution that’s domiciled in Canada.

Declared amount ($): 146.92 Current amount ($): 146.92

Scanned Items (3)

Errors %\ Tasks ltem Type Post Amount ($) “.
BV gECy Virtual Credit Item 146.92
EvdECy Canadian Check 100.00
EvgEry Canadian Check 46.92

<Previous 1 Next>| All 5 10 20 50

Report View

Figure 6.3: Review Item Type Column

Corporate Capture assesses an item’s MICR to assign an item type. In most cases Corporate Capture
assigns the appropriate item type; however, there are two instances (not including misreads) when it assigns
items deposited as US funds the “Canadian Check” item type but they should be included in a US account
deposit:

Iltems drawn on a Canadian account at a Canadian financial institution with “US Funds” or similar wording
hand-written or printed on the cheque to designate the item as US funds.

US funds items drawn on a Canadian financial institution but missing the transaction code “45” in the
MICR line. Most US funds items drawn on a Canadian financial institution have a “45” transaction code in
the MICR line identifying the item as being in US funds. If it's missing, it may be identified as “Canadian
Check” in the Item Type column. See Section 7.7, Resolving an Unknown Item Error, for sample cheques
and MICR lines.

Important: Depositing items in the wrong currency will result in a deposit adjustment or the item being

dishonoured if cleared.

3. Proceed as follows if the deposit contains an item in the wrong currency for the deposit account (e.g., a US
funds item in a Canadian account deposit):
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If you're a Supervisor reviewing a Capture User’s deposit, disapprove the deposit for correction. See
Chapter 12, Disapproving a Deposit (Supervisors), for procedures.

If you're the Capture User who created or is assigned to the deposit, delete the item, adjust the declared
amount, and scan the item in the appropriate deposit account. See the appropriate sections in Chapter 8,

Managing a Deposit and Deposit ltems, for procedures.

Important: Don’t include items drawn on a US financial institution in a deposit to your Canadian account,
even if “Canadian funds” has been written on the cheque. Contact your financial institution for

more information.

6.5 Reviewing Iltem History (Supervisors)

Supervisors (or Supervisors who are also assigned the Capture User type) can view changes that a Capture User
made to a deposit item as follows:

1. Search for and select the appropriate deposit as described in Chapter 11, Searching for and Viewing a
Deposit.

2. Select the Item History icon (blue checkmark). See Figure 6.4.

m Central T Help _ Hide Tips
|

HOME DEPOSITS REPORTS RESEARCH AGED OPEN DEPOSITS

Deposit Item List - 001487
(Customer: Central 1 Credit Union, Location. CC12011BC Location)

Deposit Information (Open-Balanced)
Declared amount ($): 13496 Current amount ($): 134 .96 Balancing difference ($): 0.00

Scanned ltems (3)

Errors “. Tasks Item Type Post Amount (§) % £ Capture Sequence Account <. Routing Transit "\
== Virtual Credit Item 134.96 0 03-080912011-001 12011-809
== Canadian Check 100.00 1 12345-678 70573-839
@ Canadian Check 34.96 2 123456789012 02410-809
Showing: 1-3 of3‘

‘<F’rewous 1 Nexl>‘ All 5§ 10 20 50

Report View Return to Deposit List

Figure 6.4: Select “View Item History Icon”

3. Review the changes that display in the “User actions” field (e.g., overriding an image quality error).
Recognition/Image Quality results and an item image also display. See Figure 6.5. If you discover the Capture
User made an error, you can disapprove the deposit for correction. See Chapter 12, Disapproving a Deposit

(Supervisors), for procedures.
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Item 2 History Information

123 MAIN STREET )
GITY, PROVINGE A28 34 oaE 2 0

JAMES BAY BRANCH
730 MENZIES STREET (601 4830480 4@
WCTORIA, BC. VBV 208 3

T

o

Y rrvy wu oo

et 1% 3y.96

100 DOALARS fEsT

"7 KOeLI0=809E L23LSETBN04 2

Print Close

Recognition and Image Quality Results

Item classification: Canadian Check

IQA amount: 3496 Field1: 34.96
CAR/LAR error: false Field2:

IQA error: false Field3: 123456789012
MICR error: false Field4:

Fuzzy match: false Field5: 02410-809
Reject hotlist: false Field6:

ACH opt-out: false Field7: 171
Duplicate error: false Field8:

Wrong pocket error: false Field9:

Custom field error:  false Field10:

Currency: CAD

User actions

05/08/2025 03:52:38 PM PDT corpcapsup
05/08/2025 03:52:38 PM PDT corpcapsup
05/08/2025 03:52:38 PM PDT corpcapsup
06/17/2025 12:15:45 PM PDT corpecap
06/17/2025 11:14:50 AM PDT corpcap
06/17/2025 11:14:49 AM PDT corpcap

Update-Duplicate Override
Update-Confirm Amount
Update-Recognition Override
Update-Field1

Update-Field1

Update-Field1

38.96 3496
34.96 38.96
34.96 38.96

Figure 6.5: View Item History Information

7 Correcting Deposit Errors

7.1 Overview of Correcting Deposit Errors

Corporate Capture assesses the MICR, amount and image quality of each deposit item, and compares them

123

against others in the Corporate Capture database to detect potential duplicates. When Corporate Capture detects

an error, an alert icon displays in the Errors column beside the item and it's highlighted in red. See Figure 7.1.

The procedures in this chapter apply to Capture Users (and/or Capture Users who are also assigned the
Supervisor or Analyst user type). These users are responsible for correcting deposit errors (if applicable) for
deposits that they created or are assigned.

Note: If the deposit is error-free and you’ve reviewed the deposit (see Chapter 6, Reviewing a Deposit),

proceed to Chapter 9, Balancing a Deposit.

Deposit items can have the following error types:

o Potential duplicate — The item’s attributes match an item in the Corporate Capture database that was

previously scanned, by you or someone else.

¢ Failed image quality — The item’s image was assessed as poor based on quality tests.

o Piggyback items — More than one item was scanned into the same image.

e Amount errors or misreads — The amount is missing, needs validating, or is incorrectly assigned.

¢ Unknown item — An item’s type wasn’t recognized.
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7.2

Central T Help  Hide Tips

HOME DEPOSITS

User Role(s): Capture]

Deposit Item List - 001422

(Customer: Central 1 Credit Unior)

Deposit Information (Open-Processing)

Declared amount ($): Current amount ($): 432.43 Balancing difference ($): (136.06) ‘
Scanned Items (7)
Errors °\ Tasks Item Type Post Amount ($) . 2. Capture Sequence “. Account . Routing Transit %\
@ Virtual Credit ltem 296.37 0 03-080912010 12010-809
IE4E Canadian Check 46.92 1 123456789012 02410-809
@ a Canadian Check 50.55 2 123456789012 02410-809
@ 13 Canadian Check 34.96 3 123456789012 02410-809
@ E Canadian Check 100.00 4 123456789012 02410-809
@ a Canadian Check 100.00 5 12345-678 70573-839
| A Bk Canadian Check 100.00 6 12345678 70573-839 |

|<Previou5 1 Nex(>| All 5 10 20 50 Showing:1»7of7‘

Complete Add ltems Report View Return to Deposit List

Figure 7.1: Deposit Item Error

Viewing and Navigating Deposit Errors

This section includes general procedures for viewing and navigating deposit errors. See the related sections in

this chapter for procedures on correcting specific error types.

View a deposit error as follows:

1. Search for and select the appropriate deposit as described in Chapter 11, Searching for and Viewing a

Deposit.

2. Select the alert icon in the Errors column. See Figure 7.2.

Central I’ Help  Hide Tips

HOME DEPOSITS

User Role(s): Capture]

Deposit Item List - 001422

(Customer: Central 1 Credit Union, Location: CC12011 Vancouver)

Deposit Information (Open-Processing)

Declared amount ($): Current amount ($): 432.43 Balancing difference ($): (136.06) ‘
C—
Scanned Items (7)

Errors 2\ Tasks Item Type Post Amount ($) £ Capture Sequence Account . Routing Transit .

@ Virtual Credit ltem 296.37 0 03-080912010 12010-809

@ [a Canadian Check 46.92 1 123456789012 02410-809

E? a Canadian Check 50.55 2 123456789012 02410-809

@ @ Canadian Check 34.96 3 123456789012 02410-809

@ a Canadian Check 100.00 4 123456789012 02410-809

[? [a Canadian Check 100.00 5 12345-678 70573-839

IE4E Canadian Check 100.00 6 12345-678 70573-839

Showing: 1-7 017‘

[<Previous 1] Next=| All 5 10 20 50

Complete Add Items Report View Return to Deposit List

Figure 7.2: Select “Alert Icon”
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3. View the error message. See Figure 7.3.

Note: Deposit items can have more than one error type (e.g., an amount error and an unknown item error). If

so, the additional error type(s) will display after you resolve the current error.

Edit Item - Capture Sequence 6

&

Duplicate [] Override Duplicate

Canadian Check v

INOINONOIV OV OGN

Depositor PAN/Account Number
HUEBERBR BB BB BB BB B RBREB R R BEREREHRO

Item Reference

VOID SAMPLE 029
LY, PROVINGE A28 3C4 oae 2 0V $ -0 6-0 \
Y Y Y Y M W 0 0
PAY TO TH ST
myone 1€ 'S 1o
Hronn 100 DOLLARS (3 sy v
EAST COAST CREDIT UNION LTD.
MARGAREE BRANCH v
% 1168 EAST MARGAREE RD. ?
e MARGAREE, N.S. BOE 1YO
»
MEMO ~—
®O 2t 11?05?7383 91; 123L5wE 78
029 70573-839 12345-678 100.00 |
Serial Routing Transit Account Amount ($) T/G

e

Figure 7.3: Edit Item Page
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4. Select Next Error or use the arrows to navigate to the next item. See Figure 7.3. Navigating to the next item
automatically saves changes made to the current item. You can’t navigate to the next item without correcting

all outstanding item errors.

7.3 Resolving a Potential Duplicate Error

Potential duplicate errors occur when Corporate Capture detects a match to another item in the Corporate

Capture database. It can be matched to an item in the current deposit (e.g., you scanned it twice in error), or to an

item in a previously processed deposit.

Resolve a potential duplicate error as follows:

1. Select the item with an error as described in Section 7.2, Viewing and Navigating Deposit Errors.

2. Select Duplicate on the Edit Item page. See Figure 7.4.



Corporate Capture — Deposit Processing User Guide

Edit Item - Capture Sequence 6

‘Dupii_:ate [J override Duplicate ‘

D.H. DAVHENDER
CITY. PROVINCE A28 3C4 DAE 2 0 Y€ -0 6-0 \
WM 0o

PAY TO THE TJesT—
ORDEROF

EAST COASYT CREDIT UNION LTD.
E BRANCH

y "’
1168 EAST MARGAREE RD.
MARGAREE, N.5. BOE 1Y0

—t
NEMO

Depositor PAN/Account Number Item Reference
BARGHBAABHBABHHHRARBRBRAHFEHEHO

—
®Q2aqe 12?0573w83910 L 23L5wE 78
029 70573-839 12345-678 100.00]
Serial Routing Transit Account Amount ($) T/C

Figure 7.4: Select “Duplicate”

3. Compare the items in the Duplicate Item Details section (if both are available).

o |If the images and deposit details for both items display (see Figure 7.5 for an example), Corporate

126

Capture detected a match to an item that was previously scanned at your assigned business location(s).

The matching item can be in your current deposit (hint: the deposit number in both the “Current deposit

details” section and “Duplicate deposit details” section will be identical in this event), or in a deposit that

was previously processed by you or someone else at your assigned business location(s).

o |If the image and deposit details for only one item are visible (see Figure 7.6 for an example), the
matching item was previously processed at a location that you don’t have access to (e.g., by mobile
deposit, another business location, or at a financial institution). Contact your financial institution for

instructions on how to proceed.

Important: Don’t override potential duplicate errors without permission from your financial institution. Follow

your financial institution’s policies and procedures for managing potential duplicate items.
Duplicate items will be dishonoured by the drawee financial institution and returned.
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m Central T

HOME DEPOSITS

Duplicate Items

Current deposit details
Deposit Number:
Location:

Account number:

Created by:

1422
CC12011 Vancouver
03-080912010

cap

Create date Nov 26, 2024 09:53 AM
Number of items: [ EAST COAEY CREDT UNION LTD.
P etast wancanee no I3,
Amount (8): 296.37 T MARGAREENS. B V0
o .
state: Processing ~—
wo2qe 1£?70573w8398 123ILSwET7EAN
029 70573-839 12345-678 100.00
Serial Routing Transit Account Amount (§)
Duplicate deposit details
Deposit Number: 422 yoosmme o
Location €€12011 Vancouver
LIMANSTREET oaE 2 0y -06-0\
Account number: 03080912010 rryy ww oo
: PAY TO THE ST J
Greated by: cap me T1e $ oo ®
Create date: Nov 26, 2024 09:53 AM onNeE  BowseeD 300 DOUARS @
Number of items: 0 ﬁ EAST COAST CREDIT UNION LTD. 1%
TI0EEAS! MARGAREE RO
Amount ($): 296.37 MARGAREE NS 508 1YG i;{'
-
State: Processing had ~—
w025« K70573=839% 1234L,5~6780
029 70573-839 12345-678 100.00
Serial Routing Transit Account Amount ($)

Figure 7.5: Item Matching Another Item in Current or Previous Deposit at your Business Location(s)

HOME DEPOSITS

Duplicate Items

You do not have enough permissions to view this duplicate deposit. I

_Current deposit detail
Deposit Number:
Location:

Account number:
Created by:

Create date:
Number of items:
Amount ($):

State:

1433

CC12011 Vancouver
03-080912010

cap

Nov 28, 2024 12:01 PM

O O A A AL AL AL A AR AL AL AL AL AL AL A

1D SAM
O.H. DAVHENDER
123 MAIN STREET
CITY. PROVINCE A28 3C4

QAL ALY
172

oate 2 0 - . .
Y v vy v L o o

PRY TO THE
ORDER OF

I'$ Y¢,93 ‘

/400 00LLARS o=

0 C ©0astCapital. 7% wuinnrs STt 750 4808480 RS
. savinos VICTORA, B.C. VBV 268 Y
256.00 [5¢%

w0 »

Processing
wi?er L02LI0=BOSE 4234LSE7BF0M 2
172 02410-809 123456789012 4692
Serial Routing Transit Account Amount ($)

~Duplicate deposit detail

Deposit Number:
Location:
Account number:
Created by:
Create date:
Number of items:

Amount ($):

State:

Figure 7.6: Item Matching Another Item Processed at Another Location

4. Select Return to Edit Item to go back to the Edit ltem page. See Figure 7.7.
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B A O A O N O O OO O O O O O O O OO O OO OO OO
RN RO RO RO RO NSRRI ON NN R ORI O OA
VOID SAMPLE : 172
P oy
CITY. PROVINCE A28 3C4 oaTe 2 0

Srotror 1'$ 46,93

/400 D0LLARS o=

J—

C coastoapttal, HEAIIH s waeo 7.

A~ savinas VICTORA, BC. VBV 268 e
»

¢

a?

o
w0 .-

wi?2® 02L I0=B0ORE 123LSE?BY0M 2

172 02410-809 123456789012 46.92
Serial Routing Transit Account Amount () Tic

Retum to Edit ltem

Figure 7.7: Select “Return to Edit Item”

5. Determine if you should delete the potential duplicate item(s) from the deposit or contact your financial
institution for further instructions.

Important: If all items in the deposit have duplicate errors, delete the deposit. See Section 8.8, Deleting a
Deposit, for procedures. Ensure that you follow best practices for storing deposit items to avoid
rescanning previously scanned deposits in error. See Chapter 17, Deposit Item Storage Best
Practices, for more information.

Delete a potential duplicate item from the deposit as follows:
6. Select Delete on the Edit ltem page. See Figure 7.8. Select OK to confirm.

Note: You must update the deposit’s Declared Amount field if you permanently remove items from a
deposit. See Chapter 9, Balancing a Deposit, for procedures.

128



Corporate Capture — Deposit Processing User Guide 129

Edit Item - Capture Sequence 9 Clg

&‘ Duplicate (] Override Duplicate ‘

Canadian Check v

A'A.I\'A.A.A'A'A.A.AOA‘AOAQI\.AQI\!.I\!.A'A.I\!.AOA!’!I\
m

DN or ey
CITY, PROVINCE A28 3C4 oare 2 0 - -

Y Y Yy WM ™M D0 D

CROEROF 1'$ 39.96

/lOO DOLLARS @ -
-

JAMES BAY BRANCH
B — w

vemo e

*i?e 1X02L L0809 123456783042

0.00
Serial Routing Transit Account Amount ($) T/C

Depositor PAN/Account Number Item Reference
HEHBABRBRBRBRBRERBRHBHRBRERHRO

s

Figure 7.8: Delete Duplicate Item

If your financial institution instructs you to override the potential duplicate error and accept the item for processing,
proceed as follows:

Important: Don’t override potential duplicate errors without permission from your financial institution. Duplicate
items will be dishonoured by the drawee financial institution and returned.

7. Select the “Override Duplicates” check box on the Edit ltem page, then select Save, or select Next Error to
navigate to the next item. See Figure 7.9.
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Edit Item - Capture Sequence 9

&‘ Duplicate [ Override Duplicate ‘

Canadian Check v

A'A.I\'A.A.I\'A.A.A.AOA‘AQI\QI\.AQI\!.I\!.A'A.I\!.A’A!'!l\

D.H. DAVHENI
123 MAIN STREET
CITY, PROVINCE A28 3C4
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JAMES BAY BRANCH
‘s 230 MENZIES STREET (260) 4833450 4
VICTORA, B.C. VEY 2G8 I.ﬁ

~

*i?e 1X02L L0809 123456783042

171
Serial

Depositor PAN/Account Number

02410-809
Routing Transit

Item Reference

123456789012
Account

HARBHABBERBBHRBEHRBHARBHRRHHRO

34.96

Amount ($) T/C

Save

Cancel

Figure 7.9: Override a Duplicate Error

7.4 Resolving a Failed Image Quality Error
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You must capture and transmit good quality images for processing. Financial institutions can dishonour items with
poor image quality up to 90 days after the item is processed. If an image is reversed, upside down, bent, folded,
“piggyback”, askew, or an otherwise poor image, you must delete the item from the deposit and re-scan it. ltems
that fail Corporate Capture image quality tests display a “Failed Image Quality” error.

Resolve a failed image quality error as follows:

1. Select the item with an error as described in Section 7.2, Viewing and Navigating Deposit Errors.

2. Review the item. If it appears acceptable, select Failed Image Quality to help determine why the item failed

image quality tests. See Figure 7.10.
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Edit Item - Capture Sequence 5

& Failed Image Quality] () Override Image Quality

Correct Amount

Canadian Check v

"A.A."'A"\°A.AOA-6.A.

VOO sanm g
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O n cavinDER

S NANS e T

Of, eivinct

ww2014-11-p
move_ TEST 18 e !
IEAL——‘————-—-/WDO\MQ-—-.
Coneéggﬁﬁa&-num—mv p

*006» 10L768-8689 L 23L5078901 2

Serial

Routing Transit Account

Depositor PAN/Account Number

Item Reference
HEARHBBRARAB BB R RAHBBUHBRBARBHBRHO

10.00

Amount ($)

T/C

Figure 7.10: Select “Failed Image Quality”’

3. Select All to view the results for all image quality tests. Use the Back/Front option to toggle between the back
and front of the image. See Figure 7.11. Select Return to Edit Item to resolve the error
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m Central T

HOME DEPOSITS

Image Quality - 44172721
(Deposit: 001433 Item: 5)

Help  Hide Tips

User Role(s): Capture

Binary Front

SRA o

O, movnct A

mone  TEST
‘ e
conexiis FEH Mg =

*006" LOM768-8891 123L5678901 2

ATATAS
~ AOAOAOAll\OA.AQA.A.A.A.A.A.A.A.A.A —
CACAS

008
204110

* v 50
~$ ;0.00
_éoouamoi_-__.

Return to Edit Item

<Previous 1 [Next=| Al 5 10 20 50

Back/Front
Image Quality Test Results
Test ™\ Result ™ Type & Value L
Below Minimum Height Passed IQA 69 mm
Below Minimum Length Passed IQA 157 mm
Bent Corner Passed IQA 0mm
Binary Too Dark Passed IQA 1%
Binary Too Light Failed IQA 1%
CARI/LAR Confidence Failed IQA 0%
Courtesy Amount Passed IUA 1%
Date Passed IUA 100 %
Exceeds Maximum Height Passed IQA 69 mm
Exceeds Maximum Length Passed IQA 157 mm
Excess Skew Passed IQA 0 tenths of degrees
Height Mismatch Passed 1QA 0mm
Image Too Large Passed IQA 912 bytes
Image Too Small Passed IQA 912 bytes
Legal Amount Passed IUA 100 %
Length Mismatch Passed IQA 0mm
NCR Global Usable Failed IUA 53 %
Partial Image Passed IQA 0%
Piggy Back Passed 1QA 0
Signature Passed IUA 9%
Streaks Passed 1QA 0mm
Too Light or Dark Failed IQA 1
Torn Corner Passed 10A 0mm

Showing: 1 - 23 of 23

Figure 7.11: View the Image Quality Test Results
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4. Determine if you should delete and rescan the item or if you should override the failed image quality error and

submit the item for processing

Note: If the failed image quality error is the result of a “piggyback” item (more than one item imaged together),
follow the procedures in Section 7.5, Resolving Piggyback Items. Piggyback deposits will also be out of

balance.

Delete and rescan a failed image quality item as follows:

5. Select Delete on the Edit Item page. See Figure 7.12. Select OK to confirm.
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Edit Item - Capture Sequence 5

& Failed Image Quality () Override Image Quality

Correct Amount

Canadian Check v
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*006» 10L768-8689 L 23L5078901 2

10.00

Serial Routing Transit Account Amount ($)

Depositor PAN/Account Number Item Reference
HEARHBBRARAB BB R RAHBBUHBRBARBHBRHO

T/C

Figure 7.12: Delete a Failed Image Quality Item

6. Obtain the original item from the scanner output tray, then rescan the item. See Chapter 8, Managing a

Deposit and Deposit Items, for procedures.

If you determine the item is acceptable, override the image quality error and accept the item for processing as

follows:

Important: Follow your financial institution’s policy for overriding failed image quality item errors.
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7. Select the “Override Image Quality” check box on the Edit Item page, then select Save, or select Next Error

to navigate to the next item . See Figure 7.13.
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7.5

Edit Item - Capture Sequence 5 @

& Unknown Item

Eaugd_lmag:_QuanlyI Override Image Quality |

Canadian Check v

ArTA
AOA.AOAOAOAOA'A-A'A'AOAOAOAOAOAOA-A ArA
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O pavIENDE
&muau.
S oo 2.0.7 ¢ - l -0
v l'

g.:,avg_’Eé_sf
~$ jg.00

cone@ .&...‘: W iamen s

*006» 1OA768=B89 L23L567890 0 20

0.00
Serial Routing Transit Account Amount ($) T/C

Depositor PAN/Account Number Item Reference
HERBRBBHBRARBRABHBRBRBBHBRHFRHO

Figure 7.13: Override an Image Quality Error

Resolving Piggyback Items

If two or more items are imaged together through the scanner, it's called a “piggyback”. See Figure 7.14 for an
example. Piggyback images combine the front image of one item with either the front or the back of another item
behind it. Depending on how closely aligned items are when imaged, piggybacks may be obvious or subtle. When
reviewing images, scrutinize them to ensure that there is only one item captured per image. While the Corporate
Capture application attempts to detect piggybacks, they may not display a Failed Image Quality or Unknown
Items error.

Note: When there’s a piggyback in a deposit, the deposit is always out of balance because the amounts on both
items aren’t read during scanning.

Edit Item - Capture Sequence 5

& Failed Image Quality () Override Image Quality
Correct Amount

Canadian Check b4

—
‘A.A.A.A.AOAOAOAOA'AOAOAOA'A.A.A.AOACI\'AOROAOAW
v
VOID SAMPLE . 014
.M. DAVHIROER
numsn'l\’ owe 2.0 - -
B e 20U 94N oy
v 0 3
mvou 7557 . I $ Som L8 550‘

e = 4 cive
—— 1 To00AMS BEET  ouwns =

o
%ESE/@ X B ‘303 = s

<

-~

PO CDA7EB=B8%1 123456789042

0.00
Sarial ing Trangit A 7Y IiC:

Figure 7.14: Example Piggyback Item
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7.6

Important: Piggybacks aren’t eligible for clearing. Don’t include them in a deposit. You must capture the front
and back of each item in a deposit clearly.

Resolve piggyback items as follows:

1. Review the images in the deposit to identify the piggyback. See Section 7.2, Viewing and Navigating Deposit
Errors, for procedures on viewing deposit items.

2. Locate the physical items included in the piggyback in your scanner output tray.

3. Delete the piggyback item from the deposit and re-scan all items included in the piggyback. See Chapter 8,
Managing a Deposit and Deposit Items, for procedures.

Important: Don't just rescan the item(s) behind the front item in a piggyback image, you must ensure that you
capture the front and back of each item in your deposit.

Resolving Amount Errors or Amount Misreads

Corporate Capture uses handwriting recognition to determine an item’s amount. If the handwriting is difficult for
the application to read, amount errors or misread amounts occur. This section describes how to correct amount
errors and amount misreads.

Amount Errors

If an item has an amount error, the Amount field is highlighted in red, and you must enter the missing amount or
confirm that the amount read by the application is correct. See Figure 7.15 for an example of a missing amount
error.

Edit Item - Capture Sequence 10 Clg

& Correct Amount

Canadian Check v

SAMPLE
D.H. DAVHENDER

123 MAIN STREET
CITY, PROVINCE A28

PAY TO THE | $ Sbo‘ /

ORDER OF

C coastcapral, Pomerres s s
. SAVINGS o ee vevace :‘ 4
L 22

MWD L3

370" K02LA0=B09 123LSE?BS04 2

170 02410-809 123456789012 0.00

Serial Routing Transit Account Amount ($) T/C
Depositor PAN/Account Number Item Reference

HHHHHRRARRRARRBRAERRRRBRERBHAHO

Figure 7.15: Amount Error

Resolve an amount error as follows:
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1. Select the item with an error as described in Section 7.2, Viewing and Navigating Deposit Errors.

2. Review the item image to ensure the amount error wasn’t due to a poor-quality image. If the error was due to
a poor-quality image, delete the item from the deposit and rescan it. See Chapter 8, Managing a Deposit and

Deposit Items, for procedures.

3. Ifthe image is acceptable, enter or confirm the value in the Amount field on the Edit Item page, then select
Save, or Next Error to navigate to the next item. See Figure 7.16. Use the item image or the original item to

obtain the correct amount.

Edit Item - Capture Sequence 10

& Correct Amount

Canadian Check v

PAY TO THE
ORDER OF

c coastcapltal. PO MENTES STREET (2601 483840
7 sAVINGS WVICTORA. B.C. VeV 268 :6

L 202

MENo

VOID SAMPLE 170
D.H. DAVHENDER

123 MAIN STRFET

CITY, PROVINCE A28 3C4

370" K02LA0=B09C 123LSE?BS904 2

123456789012
Account

170 02410-809
Serial Routing Transit

Depositor PAN/Account Number Item Reference

HARBHARBHRBBHAR B AR BHHRBHHBBHHO

0
Amount ($)

f/C:

100f10 [ |

-

Figure 7.16: Update or Confirm Item Amount

Amount Misreads

Amount misreads occur when the application reads an amount incorrectly. The item doesn’t display an item error;

however, the deposit is out of balance.

Resolve an amount misread as follows:

1.

Locate the misread item by comparing the physical items to the amounts listed on the Deposit Item List page.
Alternatively, compare the captured images to the amounts by scrolling through items on the Edit Item page.
See Section 7.2, Viewing and Navigating Deposit Errors, for procedures.

Review the misread item’s image to ensure the error wasn’t due to a poor-quality image. If the error was due
to a poor-quality image delete the item from the deposit and rescan it. See Chapter 8, Managing a Deposit
and Deposit Iltems, for procedures. If the image is acceptable, update the item’s amount as previously
described.

Important: You must correct amount misreads to balance the deposit. Don’t update the declared amount to
force balance a deposit.
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7.7 Resolving an Unknown Item Error

As items scan, the Corporate Capture application reads the MICR line and assigns an item type to each deposit
item. If the application can’t determine the item type due to a poor MICR read, failed image quality, or a non-
standard MICR format (e.g., AMEX travelers cheques), the item displays an “Unknown ltem” error. See Figure
7.17.

Resolve an Unknown Item error as follows:

1.
2.

Select the item with an error as described in Section 7.2, Viewing and Navigating Deposit Errors.

Review the item carefully to determine why the application couldn’t assign an item type. Assess the image
quality to ensure the error wasn’t due to a poor-quality image (e.g., the item is skewed so the full MICR wasn’t
captured). If the error was due to a poor-quality image, delete the item from the deposit and rescan it. See
Chapter 8, Managing a Deposit and Deposit ltems, for procedures.

Edit Item - Capture Sequence 5 iy

é Unknown Item

Failed Image Quality () Override Image Quality

ST E—— eesso@ecCe

Printer 1D# 1021

Endorsement - Signature or Stamp

BACK/NVERSO

Figure 7.17: Unknown Item

If the image quality is good, assign an item type and submit the item for processing as follows:

3.

Select the drop-down menu on the Edit Item page, then select the appropriate item type. See Figure 7.18.
Select Save or select Next Error to navigate to the next item. Use the descriptions and item type examples in
Subsection 7.7.1, Sample Canadian and US Funds Items, to determine the correct item type to select. The
most common item types are “Canadian Check” (Canadian Cheque), “Canadian Cheque US funds” (US funds
item drawn on a Canadian financial institution), "US Personal Check”, and “US Business Check”.

Important: If you select the incorrect item type, don’t save the change to the item. Select Cancel, then select
the applicable item type. You can'’t edit the item type once you've saved it. If that occurs, delete
and rescan the item. See Chapter 8, Managing a Deposit and Deposit Items, for procedures.
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Edit Item - Capture Sequence 8
salnknotn. ees56006208
U.S. Multidash Account
U.S. Business check EPC =~ PN TN EN SN OGN OGN OGN OGN VN EN Y L a$ 2 at) SN OCNOCNKOCINCA
U.S. Personal check EPC . 170
U.S. Business Check !_- e DATE 2 o - ‘-

U.S. Personal Check Yy vy v v L I [
Canadian Check I
Personal Check Navy Fed $ 5-0. 55
CDN Cheque US Funds /IOO DOLLARS @ S~
- - JAMES BAY
Unknown ﬁpﬂd. 7% MENDIES STREET STREEY mm
- VICTORIA, B.C. VeV {3
MEMO ) * L_4
#3370 K02LI0=809: 123LSE?B904 2

Figure 7.18: Select “Item Type Classification”

Sample Canadian and US Funds Items

The following are samples of common Canadian and US funds items and their MICR lines. Use this information to
determine the correct item type to assign to an unknown item.

Canadian Funds Items

Canadian Check — Personal size (small) or business size (large) Canadian funds item drawn on a financial

institution or entity domiciled in Canada. Includes Canadian Government Warrants, and Canadian funds AMEX
Travelers Cheques. The typical MICR format is as follows: serial number, transit number, account number. See
Figure 7.19 and Figure 7.20 for samples.

Note: Some Canadian funds items (including AMEX Travellers Cheques) may not contain a serial number.
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Figure 7.19: Canadian Funds Personal Item Drawn on a Financial Institution Domiciled in Canada

0202591

X¥Z COMPANY
875 MAIN STREET WEST
YOUR TOWN, PROVINCE A48 506

['CI 0259 I] (:L 23l 5--&?[}7\1 E]--I-E‘a-—‘?-‘J

Serial Number Transk Number Account Number

Figure 7.20: Canadian Funds Business Item Drawn on a Financial Institution Domiciled in Canada

US Funds Items
The following examples are the three most common US funds item types.
Note: US item types are differentiated by MICR variables and format.

CDN Cheque US Funds — Personal size (small) or business size (large) US funds items drawn on a financial
institution domiciled in Canada. The typical MICR format is as follows: serial number, transit number, account
number, transaction code (usually 45). See Figure 7.21 and Figure 7.22 for samples.

Important: Most US funds items drawn on a Canadian financial institution have a transaction code (TC) of 45 in
the MICR line; however, if it's missing, the item will be identified as a “Canadian Check” (Canadian
Cheque) in Corporate Capture. Examples are:

- A Canadian funds item drawn on a Canadian financial institution that has “US Funds” or similar
wording hand-written on the cheque to designate the item as US funds.

- A US funds item drawn on a Canadian financial institution that doesn’t include the TC of 45 in the
MICR line.

Review the image, ensure that the item is in US funds, and include it in a US account deposit. You
aren’t required to reclassify the item. The item will process in US funds.
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Figure 7.21: US Funds Personal Item Drawn on a Financial Institution Domiciled in Canada

o X¥Z COMPANY
WOHR 875 MAIN STREET WEST
- YOUR TOWM, PROVINCE A48 506
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Serml Numoer Trasen humoer Avcarthamor  US P TC

Figure 7.22: US Funds Business Item Drawn on a Financial Institution Domiciled in Canada

Personal Check — Personal size (small) US funds item drawn on a US financial institution, including US funds
AMEX Travelers Checks. The two typical MICR formats as are follows: transit number, serial number, account
number or transit number, account number, serial number. See Figure 7.23 and Figure 7.24.
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Note: US funds AMEX Travelers checks don’t contain a serial number and don’t follow the typical US Personal

cheque MICR format.

JOHN DEPOSITOR
1430 ANY STREET
AHYTOWN, CA $5000 DATE

BAY TO THE -]
ORODER OF:

ANYTOWN BANK
1000 BANKING WAY
AHYTOWN. CA 5000

MEMD

DOLLARS [fissms

it

20000 2L 57802 L2L57A0 2" Nl

Transk Humbar Account Number  Serial Number

Figure 7.23: US Funds Personal Cheque Drawn on a US Financial Institution (Format 1)



Corporate Capture — Deposit Processing User Guide /41

m
JOHN DEPOSITOR
1430 ANY STREET
ANYTOWN, CA 50000 DATE

PAY TO THE s
DROER OF:

DOLLARS amwr

ANYTOWN BANK
1000 BANKING WAY
ANYTOWN, CA 50000

MEMD

1I:DDE|EI 2k E?BI:' ql-D L]t L5 7E0 E‘j

Transt Humber Sernl Number  Account Humber

Figure 7.24: US Funds Personal Cheque Drawn on a US Financial Institution (Format 2)

Business Check — Business size (large) US funds item drawn on a US financial institution. Typical MICR format
is as follows: serial number, transit number, account number. See Figure 7.25.

ANYCOMPANY
1430 ANY STREET
ARTTEWMN, CA S0000 DATE

PAY TO THE l 5
CRDER OF

DOLLARS, [fEmnr

ANYTOWHMN BANK
10060 1 AMK IHG WY
ANTTOWN, CA 90000

MEWG

{UUUUGL’JI.‘r 0000 2L 578185 L L5760 29

= ot v ot

Figure 7.25: US Funds Business Cheque Drawn on a US Financial Institution

There are four other item types in the drop-down menu (US Personal Check EPC, US Business Check EPC, US
Multi-dash Account, and US Personal Check Navy Fed). These items aren’t common, and there are no item
samples.

US Personal Check EPC — Personal size (small) US funds item drawn on a US financial institution and contain a
single digit EPC to the left of the transit number. The two typical MICR formats as are follows: EPC, transit
number, serial number, account number or EPC, transit number, account number, serial number.

US Business Check EPC - Business size (large) US funds items drawn on a US financial institution and
contains a single digit EPC to the left of the transit number an EPC (External Processing Code) in the MICR line.
The typical MICR format is as follows: Serial Number, EPC, Transit Number, Account Number.

US Multi-dash Account — US funds items drawn on a US financial institution with multiple dashes in the account
number field.

US Personal Check Navy Fed — US funds items drawn on a US financial institution and issued by the Navy Fed.
The typical MICR format is as follows: 256074974, serial number, account number or 256074974, account
number, serial number.
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8 Managing a Deposit and Deposit Items

8.1 Overview of Managing a Deposit and Deposit Items

The procedures in this chapter primarily apply to Capture Users (and/or Capture Users who are also assigned the
Supervisor or Analyst user type).

Capture Users can edit deposit information, delete deposits and view, add, edit, or delete items for deposits that
they created or are assigned. Supervisors and Analysts can view deposits and deposit items for deposits created
by all users at assigned business locations.

Important: You can’t edit or recall a transmitted deposit (a deposit in the Received state).
8.2 Editing Deposit Information

Capture Users (and/or Capture Users who are also assigned the Supervisor or Analyst user type) can edit the
location, account, reference information, or the declared amount for deposits that they created or are assigned.
You can’t edit a transmitted deposit (a deposit in the Received state).

Edit deposit information as follows:

1. Search for and select the appropriate deposit as described in Chapter 11, Searching for and Viewing a
Deposit.

2. Select Edit Deposit. See Figure 8.1.

m Central T Help  Hide Tips

HOME DEPOSITS

Deposit Item List - 001487
(Customer: Central 1 Credit Union, Location: CC12011BC Location)

Deposit Information (Open-Processing)

Declared amount ($): |134.96 Current amount ($): 134.96 Balancing difference ($): 0.00 ‘
Edit Deposit Delete Deposit
Scanned ltems (3)
Errors & Tasks Item Type Post Amount ($) % £ Capture Sequence =\ Account % Routing Transit “.
@ Virtual Credit Item 134.96 0 03-080912011-001 12011-809
@ a Canadian Check 100.00 1 12345-678 70573-839
@ a Canadian Check 34.96 2 123456789012 02410-809
|<F’rewous 1 Next>‘ All 5 10 20 50 Showing: 1 730T3|

Complete Add ltems Report View Retum to Deposit List

version: 3.18.0.6 (8962) NCR Corporation

Figure 8.1: Select “Edit Deposit”

3. Make the required change, then select Save Changes. See Figure 8.2. You can edit the following deposit
information:

@ Location — The business location (if you have access to more than one location).
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@ Account — The deposit account. See Section 5.2, Creating a Deposit, for a description of Corporate
Capture Accounts.

@ Deposit Reference 1-3 — Optionally. Enter information pertinent to the deposit in the Deposit Reference
fields 1-3. Information that you enter displays on the virtual deposit slip and the Corporate Capture
Deposit Items Details report. See Section 16.2, Generating a Deposit Iltems Detail Report, for more
information on the report.

@ Declared Amount — The deposit total.

m Central T’

HOME DEPOSITS

Edit Deposit - 001487

(Customer: Central 1 Credit Union)

Location:* [ CC12011BC Location v @
Account number:* (03-080912011-001 - CAD-DB v| @
Routing transit number:* 12011-809

Clearing channel:* ® Image

Company name: v

Deposit Reference 1:

Deposit Reference 2:

[
l
Deposit Reference 3: [
Declared amount ($):* [

Figure 8.2: Edit Deposit Information

8.3 Viewing Deposit Item Details

All Corporate Capture Users can view deposit item details on the Deposit Item List page.
View deposit items as follows:

1. Search for and select the appropriate deposit as described in Chapter 11, Searching for and Viewing a
Deposit.

2. Select the Edit icon (pencil) to view a deposit item’s details. See Figure 8.3.
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Help Hide Tips

Central T’

Deposit Item List - 001487
(Customer: Central 1 Credit Union, Location: CC12011BC Location)

Deposit Information (Open-Processing)

Declared amount ($): [134.96 Current amount ($): 134.96 Balancing difference ($): 0.00
Edit Deposit Delete Deposit

Scanned ltems (3)
Errors Tasks Item Type Post Amount ($) “. £ Capture Sequence 2. Account % Routing Transit “.
E4 Virtual Credit ltem 134.96 0 03-080912011-001 12011-809
@ Canadian Check 100.00 1 12345-678 70573-839
[E4E { Canadian Check 34.96 2 123456789012 02410-809
Showing: 1-3 of3|

‘<F'reviou5 1 Next>| All 5 10 20 50

Retum to Deposit List

version® 3.18.0.6 (8962) NCR Corporation

Figure 8.3: Select Edit Icon

3. View the item image and details. See Figure 8.4.

Edit Item - Capture Sequence 1

Canadian Check

VOID SAMPLE 029

D.H. DAVHENDER

DIMANSTREET patE 2 0V S -0 6-0 \
: Y Y Y Y WM ®» 0O

PAY TOTHE JeST | $ 100 ®

@ EAST COAST CREDIT UNION LTD.

MARGAREE BRANCH

1168 EAST MARGAREE RD.
e e MARGAREE,N.S. BOE YD
L4
T \__’/
®029e® 2?0573=83910 L 3IL5S~E 78

029 70573-839 12345-678 100.00
Serial Routing Transit Account Amount ($) T/C

Depositor PAN/Account Number Item Reference

HERBHHBHBRRRARBERBHBRABRRRBREHEHO

Figure 8.4: View Item Image and Details

4. Use the following image toolbar options to better view the image. See Figure 8.5.

144
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@ Zoomin

@ Zoom out

@ Zoom to signature

@ Zoom to endorsement

@ Zoom to bank of first deposit
@ Rotate the image right

@ Rotate the image left

View front

(9) View back

Reverse view to toggle between the regular and negative image view.

I
DOEOOEOR
@e8$50006

0O®
0O®
(16

Figure 8.5: Image Toolbar

8.4 Adding Items to a Deposit

Capture Users (and/or Capture Users who are also assigned the Supervisor or Analyst user type) can add items
to a current deposit. Alternatively, they can reopen and add items to a deposit they created or are assigned. You
can’t edit a transmitted deposit (a deposit in the Received state).

Note: Adjust the declared amount when adding (or removing) items from a deposit as appropriate. See Chapter
9, Balancing a Deposit, for procedures.

Add items to a deposit as follows:

1. Search for and select the appropriate deposit as described in Chapter 11, Searching for and Viewing a
Deposit.

2. Select Re-open Deposit (if applicable). See Figure 8.6.
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m Central I’

Deposit Item List - 001487
(Customer: Central 1 Credit Union, Location: CC12011BC Location)

Deposit Information (Open-Balanced)

Declared amount ($): 134.96 Current amount ($): 134.96 Balancing diffei|

Scanned ltems (3)

Errors Tasks Item Type Post Amount ($) . £ Capture Sequence °\
@ Virtual Credit ltem 134.96 0
B4 Canadian Check 100.00 1
B4 Canadian Check 34.96 2

|<F'revinus 1] Next=| Al 5 10 20 50

Re-open Deposit Report View

Figure 8.6: Re-open Deposit

3. Place the additional item(s) in the scanner input tray, then select Add Items. See Figure 8.7. The additional
items display on the Deposit Item List page.

Note: If you're using a single cheque scanner, allow each cheque to finish scanning before inserting the
next cheque.

m Central T’

Deposit Item List - 001433

(Customer: Central 1 Credit Union, Location: Main Branch - Vancouver)

Deposit Information (Open-Incomplete)

Declared amount ($): Current amount ($):
Scanned Items (6)

Errors =\ Tasks Item Type Post Amount ($) “«

Ed Virtual Credit Item 282.98

B 4E 1 Canadian Check 46.92

B 4E Canadian Check 50.55

B 4E 1 Canadian Check 34.96

[E4E Canadian Check 100.00

2 4E Canadian Check 50.55

‘<Previous 1 Nexl>‘ All 5 10 20 50

Complete | Add ltems | Report View

Figure 8.7: Select “Add Items”
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8.5 Editing Deposit Items — Adding Item Reference Information (Optional)

Capture Users (and/or Capture Users who are also assigned the Supervisor or Analyst user type) can enter item
reference information (e.g., an invoice number) for deposits that they created or are assigned. This information
isn’'t transmitted with the deposit, but it appears on the Image Deposit Items Detail Report. See Section 16.2,
Generating an Image Deposit ltems Detail Report, for more information. You can’t edit a transmitted deposit (a
deposit in a Received state).

Note: For procedures on updating an item amount or correct deposit item errors, see Chapter 7, Correcting
Deposit Errors.

Enter item reference information as follows:
1. Select the appropriate item(s) as described in Section 8.3, Viewing Deposit Item Details.

2. Enter optional information about the deposit item (maximum 30 characters). See Figure 8.8.

Edit Item - Capture Sequence 3

an Check v

A A OO N O NSO N O N A A O N N A A A A ABA A A
RNONORNOCRNONONORNORN RN ORNON NN ONON NN ONONON N N OA
VOID SAMPLE 171

D.H. DAVHENDER
G, PROVINGE A28 504 oate 2 0 - -

Y Y Y Y M M D0 O

OROEROF 1% 3y.96

/400 DOLLARS ) s

e

—

JAMES BAY BRANCH
C coastcaptals 2 menzes sTreer s sssum 4
VICTORIA, B.C. VBV 208

SN BAVINGS :‘ﬁ

O »

*i70¢ £02LA0-809: 123LS5678904 2

171 02410-809 123456789012 34.96
Serial Routing Transit Account Amount ($) T/C
Depositor PAN/Account Number Item Reference

##

Figure 8.8: Enter Item Reference Information

8.6 Deleting Items From a Deposit

You must delete items that aren’t eligible for clearing in Corporate Capture (e.g., poor image quality, duplicate
image, incorrect currency). Capture Users (and/or Capture Users who are also assigned the Supervisor or
Analyst user type) can delete items from a current deposit or reopen and delete items from a deposit they created
or are assigned. You can delete items from the Edit Item page or the Deposit Item List page. You can'’t edit a
transmitted deposit (a deposit in the Received state).

Note: If you need to delete the entire deposit, see Section 8.8, Deleting a Deposit, for procedures.
Deleting an item from the Edit Item Page

Delete an item from the Edit ltem page as follows:
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1. Select the appropriate item(s) as described in Section 8.3, Viewing Deposit ltem Details.

2. Select Delete on the Edit Item page. See Figure 8.9. Select OK to confirm.

Edit Item - Capture Sequence 1

& Correct Amount

Canadian Check v

VOID SAMPLE
D.H. DAVHENDER
123 MAIN STREET
CITY, PROVINCE A28

PAY TO THE

A A A A O OO O O OO O O OO OO OO OO

INOCINOINOINOVINOINOVINOCINOINOINOINOCINOCINOCINOCINOCINOCINOCINVIN YIS OIN VN YN

172

oare 2 0 - -

¥ Y ¥y ¥ N ™ 0 DO

ORDER OF

I'$ ¢, 93

/|00 DOLLARS a ::.::‘

coast
—~ BAVINGS

MO

JAMES BAY BRANCH
2IVMENZIES STREET  (250) 4538480 .' X
VICTORIA. B.C. VBV 2G8

»
A
5

%

wi?2e 12024 30«809:

$234L,S567850 42w

172
Serial

Depositor PAN/Account Number

02410-809
Routing Transit

Item Reference

123456789012
Account

HAEBHHARBHARAHRRBBHBBHHRBHARBHHO

0.00
Amount ($)

Figure 8.9: Delete a Deposit Item from the Edit Item Page

Delete an item from the Deposit Item List Page

To delete an item from the Deposit Item List page:

1. Search for and select the appropriate deposit as described in Chapter 11, Searching for and Viewing a

Deposit.

148

2. Select the Delete icon beside the appropriate item on the Deposit Item List page. See Figure 8.10. Select OK

to confirm.
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Central T’

HOME DEPOSITS

Deposit Item List - 00144

(Customer: Central 1 Credit Union)

Deposit Information (Open-Processing)

Declared amount ($): [1.00 | Current amount ($): 46.92

Scanned ltems (3)

Errors & Tasks Item Type Post Amount ($) = P
= Virtual Credit ltem 1.00
A Canadian Check 0.00
{4 [E4E Canadian Check 46.92

|<Previous 1 Nex1>‘ All 5 10 20 50

Complete | WAL Report View

Figure 8.10: Delete a Deposit item from the Deposit Item List Page

Note: You must update the deposit’'s “Declared amount” field if you permanently remove items from a deposit
(i.e., you don’'t rescan the item into the deposit). See Chapter 9, Balancing a Deposit, for procedures.

3. Select Return to Deposit List to return to your list of items. See Figure 8.11.

Central T’ Help  Hide Tips

HOME DEPOSITS

Deposit Item List - 001487
(Customer: Central 1 Credit Union, Location: CC12011BC Location)

Deposit Information (Open-Incomplete)

Declared amount ($): Current amount ($): 134.96 Balancing difference ($): 0.00 ‘
Edit Deposit Delete Deposit
Scanned ltems (3)
Errors %\ Tasks Item Type Post Amount ($) % 2> Capture Sequence "\ Account % Routing Transit %\
@ Virtual Credit ltem 134.96 0 03-080912011-001 12011-809
@ g Canadian Check 100.00 1 12345-678 70573-839
@ @ Canadian Check 34.96 2 123456789012 02410-809

‘(Previous 1 Nex1>‘ All 5 10 20 50 Showmg:1—30f3|

Complete Add Items Report View Retumn to Deposit List

Figure 8.11: Select “Return to Deposit List”

8.7 Adding and Viewing Deposit Notes (Optional)

Users assigned the Capture User and/or Supervisor user type can use deposit notes to record additional
information about a deposit. For example, Supervisors can use deposit notes to instruct a Capture User on how to
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8.7.1

correct a disapproved deposit. You can’t add deposit notes to a transmitted deposit (a deposits in the Received

state). You can’t edit deposit notes after they’re added.

Note: You can view deposit notes on a transmitted deposit.

Adding a Deposit Note

Add a deposit note as follows:

1. Search for and select the appropriate deposit as described in Chapter 11, Searching for and Viewing a

Deposit.

2. Select Notes on the Deposit Item List page. See Figure 8.12.

Central T

Deposit Item List - 001487

(Customer: Central 1 Credit Union, Location: CC12011BC Location)

Help Hide Tips

HOME DEPOSITS

Deposit Information (Open-Incomplete)

Balancing difference ($):

0.00 |

Edit Deposit Delete Deposit

Declared amount ($): Current amount ($): 134 96
Scanned ltems (3)
Errors 2\ Tasks Item Type Post Amount ($) % £\ Capture Sequence "
= Virtual Credit ltem 134.96 0
[EdE Canadian Check 100.00 1
= Canadian Check 34.96 2

Account "\
03-080812011-001

12345-678

123456788012

Routing Transit =\
12011-809

70573-839

02410-809

|<Previous |1 Next=| Al 5 10 20 50

Showing: 1 - 3 of 3‘

Complete Add Items Report View

Return to Deposit List

Figure 8.12: Select “Notes”

3. Enter the deposit note text, then select Add Note. See Figure 8.13. An information symbol displays to
indicate the deposit contains notes. See Figure 8.14.

/50
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Notes

Add the text of the deposit note here]

—— 1

Close

Figure 8.13: Add a Deposit Note

m Central T

Deposit Item List - 001487
(Customer: Central 1 Credit Union, Location: CC12011BC Location)

Deposit Information (Open-incomplete)

Declared amount ($): [134.96 | Current amount ($): 134.96 =
Scanned ltems (3)
Errors % Tasks Item Type Post Amount ($) " 25 Capture Sequence "\
Er Virtual Credit ltem 134.96 0
= = Canadian Check 100.00 1
E4E 1 Canadian Check 34.96 2

Figure 8.14: Example Deposit with Notes

8.7.2 Viewing a Deposit Note

View a deposit note as follows:

1. Search for and select the appropriate deposit as described in Chapter 11, Searching for and Viewing a

Deposit.
2. Select Notes on the Deposit Item List page. See Figure 8.15.

/51
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m Central T’

Deposit Item List - 001487
(Customer: Central 1 Credit Union, Location. CC12011BC Location)

Deposit Information (Open-Incomplete)

Declared amount ($): [134.96 | Current amount ($): 134.96 B3l
Scanned Items (3)
Errors "\ Tasks Item Type Post Amount ($) £ Capture Sequence “\
24 Virtual Credit Item 134.96 0
[E4E Canadian Check 100.00 1
[E4E ¢ Canadian Check 3496 2

Figure 8.15: Select “Notes”

3. View the note text. See Figure 8.16. You can respond by adding a new note as described in Section 8.7.1,
Adding a Deposit Note.

Notes

Belinda wrote @ 12/06/2024 11:11 AM PST:
Please remove and rescan item 2.

FRSERB—

Close

Figure 8.16: View a Deposit Note

8.8 Deleting a Deposit

Capture Users (and/or Capture Users who are also assigned the Supervisor or Analyst user type) can delete a
deposit that they created or are assigned via the Deposit Item List page or the Deposit List page. You can’t delete
a transmitted deposit (a deposit in the Received state).

Delete a deposit from the Deposit Item List page as follows:
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1. Search for and select the appropriate deposit as described in Chapter 11, Searching for and Viewing a
Deposit.

2. Select Delete Deposit on the Deposit Item List page. See Figure 8.17. Select OK to confirm the deletion
when prompted.

m Central T Help  Hide Tips

HOME DEPOSITS REPORTS RESEARCH AGED OPEN DEPOSITS

User Role(s): Capture,Supervisor,Reviewer

Deposit Item List - 001444

(Customer: Central 1 Credit Union, Location: Main Branch - Vancouver)

Deposit Information (Open-Incomplete)
Declared amount ($): [246.92 Current amount ($): 246.92 Balancing difference (§): 0.00

Assign Deposit Edit Deposit Delete Deposit

Scanned Items (4)
Errors % Tasks item Type Post Amount (§) . 2. Capture Sequence L Account® Routing Transit %
[EdEcs Virtual Credit ltem 246.92 0 03-080912010 12010-809
[EgicdE Canadian Check 100.00 1 123456789012 02410-809
[EgicdE Canadian Check 46.92 2 123456789012 02410-809
[EdicdE Canadian Check 100.00 3 12345-678 70573-839
Showing: 1-4 of 4

<Previous 1) Next>| All 5 10 20 50

Complete Add Items Report View Return to Deposit List
—

Figure 8.17: Select “Delete Deposit”
Delete a deposit from the Deposit List page as follows:
1. Go to the Deposit List page as described in Chapter 11, Searching for and Viewing a Deposit.

2. Select the Delete icon (red X). See Figure 8.18. Select OK to confirm the deletion when prompted.

Central T

HOME DEPOSITS REPORTS RESEARCH AGED OPEN DEPOSITS

Deposit List

(Customer: Central 1 Credit Union)

List of Deposits

For Today v
Select Tasks <7 Create Date ™.  Deposit Number . Account Description . Location ™.  Assigned User ID“. Amount ($) 9
Main
5} 12/06/24 00:54 AM 001444 CAD-DB Branch-  caprevsup 246.9
Vancouver

‘<Previous 1 Next>‘ All 5 10 20 50

Figure 8.18: Select the Delete Icon

A message displays on the Deposit List page confirming the deposit was deleted. See Figure 8.19.
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m Central T

HOME DEPOSITS REPORTS RESEARCH AGED OPEN DEPOSITS

Deposit List

(Customer: Central 1 Credit Union)

Deposit Number 1444 has been deleted.

List of Deposits
[ For Today v

Select Tasks <7 Create Date ™. Deposit Number“. Account Description“. Location™. Assigned |

|<Previous Next>| All 5 10 20 50

Figure 8.19: Deposit Deletion Confirmation Message

9 Balancing a Deposit

Capture Users (and/or Capture Users who are also assigned the Supervisor or Analyst user type) must ensure a
deposit is balanced and error-free before completing it. Determine if the deposit is balanced as follows:

1. Search for and select the appropriate deposit as described in Chapter 11, Searching for and Viewing a
Deposit.

2. Review the balancing difference field and colour of the “Complete” button.
A Balanced Deposit

A balanced deposit displays a value of “0.00” in green text in the “Balancing difference” field and the “Complete”
button is green. See Figure 9.1.
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Central T’

Deposit Item List - 001487

(Customer: Central 1 Credit Union, Location: CC12011BC Location)

HOME DEPOSITS

Help Hide Tips

Deposit Information (Open-Incomplete)

Declared amount ($): [134.96

Current amount ($): 1

34.96

Balancing difference ($): 0.00 | |

Scanned ltems (3)

Edit Deposit Delete Deposit

‘<F'revious 1 Nex|>‘ All 5 10 20 50

Errors Tasks Item Type Post Amount ($) . £ Capture Sequence "\ Account %\ Routing Transit %
@ Virtual Credit Item 134.96 0 03-080912011-001 12011-809
@ [g Canadian Check 100.00 1 12345-678 70573-839
@ @ Canadian Check 34.96 2 123456789012 02410-809
Showing: 1 - 3 of 3|

Retumn to Deposit List

version® 31806 (8962) NCR Comoration

Figure 9.1: Balanced Deposit

An Out-of-Balance Deposit
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An out-of-balance deposit displays an out-of-balance value in red text in the “Balancing difference” field and the
“Complete” button is red. See Figure 9.2.

Central 1’

HOME DEPOSITS

Deposit Item List - 001487

(Customer: Central 1 Credit Union, Location: CC12011BC Location)

Help Hide Tips

Changes to item 2 have been saved.

Deposit Information (Open-Incomplete)

Declared amount ($): [134.96

Current amount ($):

138.96

|Ba|ancing difference ($): (4.00) | |

Scanned ltems (3)

Errors “\ Tasks Item Type
= Virtual Credit Item
= Canadian Check
[EdE Canadian Check

Edit Deposit Delete Deposit

Post Amount ($) . £ Capture Sequence "\ Account . Routing Transit %\
134.96 0 03-080912011-001 12011-809

100.00 1 12345-678 70573-839

38.96 2 123456789012 02410-809

< Previous 1 Nexl>‘ All 5 10 20 50

Showing: 1 - 3 of 3|

st

tum
version® 3. 18.0 6 (8962) NCR Comoration

eposi

Figure 9.2: Out-of-Balance Deposit
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Deposits can be out of balance due to errors in your tape-listing, an incorrect declared amount, deposit item
errors (e.g., an item amount that’s misread), a piggyback item, or an incorrect item amount. You can’t complete
an out-of-balance deposit. You must determine why a deposit is out of balance and correct the error(s).

Balancing an Out-of-Balance Deposit
Balance an out-of-balance deposit as follows:
1. Ensure that you've resolved all deposit errors. See Chapter 7, Correcting Deposit Errors, for procedures.

2. Compare the items in the Scanned Item section to your tape-listing or to the physical items, or scroll through
the item images via the Edit Item List page (as described in Section 8.3, Viewing Deposit ltem Details).
Compare the image amount to the value in the Amount field. If an item amount was misread or entered
incorrectly, delete the item then rescan it or modify the item amount as appropriate. See Section 7.6,
Resolving Amount Errors or Amount Misreads, for procedures.

3. Review the scanned images to determine if there’s a piggyback item. See Section 7.5, Resolving Piggyback
ltems, for procedures.

4. Verify the declared amount. If you entered the total value of deposit items incorrectly when you created the
deposit, or made an error when listing the items, modify the value in the “Declared amount” field on the
Deposit Item List page. See Figure 9.3. Alternatively, you can also update the declared amount via the Edit
Deposit page. See Section 8.2, Editing Deposit Information, for procedures.

m Central T Help  Hide Tips

HOME DEPOSITS

Deposit Item List - 001487
(Customer: Central 1 Credit Union, Location: CC12011BC Location)

Changes to item 2 have been saved.

Deposit Information (Open-Incomplete)

Declared amount ($): | 134.96 | Current amount ($): 138.96
Edit Deposit Delete Deposit
Scanned Items (3)
Errors Tasks Item Type Post Amount ($) . £ Capture Sequence "\ Account %\ Routing Transit .
E? Virtual Credit Item 134.96 0 03-080912011-001 12011-809
E;P E* Canadian Check 100.00 1 12345678 70573-839
"E? tz* Canadian Check 38.96 2 123456789012 02410-809
‘< Previous 1 NE:X1>‘ All 5 10 20 50 Showing 1-30f 3

Complete Add Items Report View Retumn to Deposit List

Figure 9.3: Modify the Declared Amount Field

Important: Don’t modify the value in the “Declared amount” field to match the value in the “Current amount”
field without locating the error causing the deposit to be out of balance. Force-balancing a deposit
isn’t permitted.

Note: When your deposit is error-free and balanced, proceed to Chapter 10, Completing a Deposit.

156
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Completing a Deposit

Completing a deposit declares that the deposit is balanced, error-free, and ready for the next step. Corporate
Capture allows user types and their associated tasks to be segregated or combined. Segregating or combining
user types changes the workflow and the user’s experience when completing a deposit.

If you are a Capture User (or a Capture User who is also assigned the Analyst user type)

Selecting “Complete” on an error-free and balanced deposit updates the deposit’s state to Open-Balanced. Open-
Balanced deposits have not yet been transmitted and can be modified or deleted if necessary.

Important: A Supervisor must review the deposit and either transmit it for processing or disapprove it for
correction if required. See the appropriate chapter for procedures.

If you are a Capture User who is also assigned the Supervisor user type

Selecting “Complete” automatically transmits the deposit for processing.

Caution: You can’t edit, delete, or recall a transmitted deposit (a deposit in the Received state).
Complete a Corporate Capture deposit as follows:

1. Search for and select the appropriate deposit as described in Chapter 11, Searching for and Viewing a
Deposit.

2. Review the deposit. Confirm that it's balanced, contains the correct item types, and that you’ve corrected any
errors. See Chapter 6, Reviewing a Deposit.

3. Select Complete on the Deposit Item List page. See Figure 10.1. Select OK to confirm when prompted.

m Central T Help  Hide Tips

HOME DEPOSITS

Deposit Item List - 001487
(Customer: Central 1 Credit Union, Location: CC12011BC Location)

Deposit Information (Open-Incomplete)

Declared amount (§): Current amount ($): 134.96 Balancing difference ($): 0.00 |
Edit Deposit Delete Deposit
Scanned ltems (3)
Errors “\ Tasks Item Type Post Amount ($) . £\ Capture Sequence “ Account %\ Routing Transit .
[E4 Virtual Credit ltem 134.96 0 03-080912011-001 12011-809
[EdE Canadian Check 100.00 1 12345-678 70573-839
E4E Canadian Check 34.96 2 123456789012 02410-809
‘< Previous 1 Nex1>‘ All 5 10 20 50 Showing: 1 73of3‘

Complete Add Items Report View Return to Deposit List

s oo M o =

Figure 10.1: Complete Deposit

Important: Capture Users and Capture Users assigned the Analyst user type, have a Supervisor review and
transmit your deposit for processing.
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Tip: Consider printing an Image Deposit Iltems Detail Report to bundle the original deposit items for storage.
Wrap the bundle with the date displaying on top. This will help you identify a deposit and retrieve original
items for rescanning (if needed). See Section 16.2, Generating an Image Deposit Items Detail Report, for
procedures. Follow your financial institutions storage and destruction policies.

Searching for and Viewing a Deposit

Capture Users can search for and view deposits that they created or are assigned. Users assigned the Supervisor
or Analysts user type (with or without the Capture User type), can search for and view deposits created by all
users at their assigned business location(s).

Search for a deposit as follows:
1. Log in to Corporate Capture as described in Section 2.1, Accessing Corporate Capture.

2. Select Deposits or Deposit List. See Figure 11.1.

Central T Help  Hide Tips

HOME DEPOSITS

Welcome cap cap

Create New Deposit
Jump into Start Capture »

Welcome to

Remote Deposit

Understand

Branch Capture
An online guide to get you started »

User Alerts

Messages
® Please click here to download scanner drivers.

Figure 11.1: Select “Deposits or Deposit List”

Note: If you're assigned the Supervisor or Analyst user type (with or without the Capture User type), select a
business Location ID to access a specific business location’s Deposit List page. Alternatively, select All
Deposits to access deposits at all assigned business locations. See Figure 11.2.
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m Central T

HOME DEPOSITS REPORTS RESEARCH AGED OPEN DEPOSITS

Location Select

p— )

List of Locations

Tasks Location ID £\ Location Description 2
2700000003670 CC12011BC Location
2700000010598 CC12022BC Location - Central 1

Y

Location Number %
080912011

080912022

[<Previous |1 [Next=] Al 5 10 20 50

All Deposits

Figure 11.2: Select Location ID (If applicable)

3. The Deposit List page view defaults to the current day’s deposits. To view deposits from a previous period,
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select the “List of Deposits” drop-down menu, then select the appropriate deposit timeframe or deposit state.

See Figure 11.3.

Note: See Chapter 6, Reviewing a Deposit, for applicable deposit state descriptions.

m Central T’

HOME DEPOSITS REPORTS RESEARCH AGED OPEN DEPOSITS

Deposit List

(Customer: Central 1 Credit Union)

List of Deposits

I For Today v l—

Deposit

For This Session N N N N _ Number of
er . Agcount Description .  Location .  Assigned UserID“. Amount (§)“. Items -\
For Today

For Last 10 Days

For All Open Deposits -

For All Open-Incomplete Deposits

For Jun 2025

For May 2025

For Apr 2025
For Mar 2025
For Feb 2025
For Jan 2025

For Dec 2024

For Nov 2024

Figure 11.3: Select Deposit Timeframe or Deposit State

4. View the Deposit List page. Depending on the user type(s) that you’re assigned, the deposit ownership, and
the deposit state, the options available in the Tasks column will vary. See Figure 11.4. The following Deposit

List page tasks are available:
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@ View Deposit Summary — View summary information for the deposit.

@ View/Edit Deposit Details — If you're a Capture User (with or without another user type), you can view
and edit a deposit that you’ve created or were assigned. You can’t edit a transmitted deposit (a deposit in
the Received state). If you're assigned the Supervisor user type, you can view deposits created by all
users at your assigned business location(s) review and transmit Open-Balanced deposits for processing,
or disapprove them for correction if required. If you're assigned the Analyst user type, you can view
deposits at your assigned business location(s). See the related chapters for more information.

@ Delete Deposit — If you're a Capture User (with or without another user type), you can delete a deposit
that you've created or were assigned. See Section 8.8, Deleting a Deposit, for more information. You
can’'t delete a transmitted deposit (a deposit in the Received state).

m Central T

HOME DEPOSITS REPORTS RESEARCH AGED OPEN DEPOSITS

Deposit List

(Customer: Central 1 Credit Union)

List of Deposits

| For May 2025 v
@ @'@ 7 Create Date™.  Deposit Number“. Account Description “. Location =\ Assi
E Bk 05/08/25 03:49 PM 001487 CAD-DB it
Location
) 05/08/25 02:44 PM 001486 CAD-DB CCI2011BC
Location
& 05/08/25 02:40 PM 001485 CAD-DB CC12011BC
Location
CC12022BC
B 05/08/25 02:33 PM 001484 CAD-DB Location - corp)
Central 1

|<F’revi0us 1 Next>| All 5 10 20 50

Figure 11.4: Deposit List Page Tasks

5. Select the Edit icon (pencil) on the appropriate deposit to view the deposit details. See Figure 11.5.
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Central T

HOME DEPOSITS REPORTS RESEARCH AGED OPEN DEPOSITS

Deposit List

(Customer: Central 1 Credit Union)

List of Deposits
| For May 2025 v
Tasks 7 Create Date™.  DepositNumber™. AccountDescription “. Location “\ Assi
_ CC12011BC
B\[=g[E™ 05/08/25 03:49 PM 001487 CAD-DB Coeation corg
2= 05/08/25 02:44 PM 001486 CAD-DB CC12011BC
Location
BE 05/08/25 02:40 PM 001485 CAD-DB CCT201BC
Location
CC12022BC
2= 05/08/25 02:33 PM 001484 CAD-DB Location - corg
Central 1
|< Previous 1 Next >| All 5 10 20 50
Figure 11.5: Select the Edit Icon
6. View the deposit details on the Deposit Item List page. See Figure 11.6.
Central I’ Help  Hide Tips

HOME DEPOSITS REPORTS RESEARCH AGED OPEN DEPOSITS

User Role(s): CaptureCC,Sup)|

Deposit Item List - 001487
(Customer: Central 1 Credit Union, Location: CC12011BC Location)

Deposit Information (Open-Processing)

Declared amount ($): Current amount ($): 134.96 Balancing difference ($): 0.00 ‘
m Assign Deposit Edit Deposit Delete Deposit
Scanned ltems (3)
Errors Tasks ltem Type Post Amount ($) £ Capture Sequence . Account % Routing Transit .
@ @ Virtual Credit ltem 134.96 0 03-080912011-001 12011-809
EaciE § Canadian Check 100.00 1 12345678 70573-839
EdicIETS Canadian Check 34.96 2 123456789012 02410-809
‘<F'revinus 1 Next>‘ All 5 10 20 50 Showing 1—30f3‘

Complete Add Items Report View Retumn to Deposit List

Figure 11.6: View Deposit Item List Page
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12 Disapproving a Deposit (Supervisors)

12.1 Overview of Disapproving a Deposit

The procedures in this chapter apply to Supervisors, (or Supervisors who are also assigned the Capture User
type). Supervisors are responsible for reviewing deposits created by Capture Users (users only assigned the
Capture User type) deposits. If an error is found (e.g., a US funds cheque is in a Canadian account deposit), the
Supervisor must disapprove the deposit and have the Capture User correct the error(s) and “Complete” the
deposit again for additional review. If the user who created the deposit isn’t available (e.g., they’'ve left for the
day), a Supervisor can assign the deposit to another Capture User for correction. See Section 15.2, Assigning a
Deposit, for more information.

Note: Disapproving deposits doesn’t apply to deposits created by Capture Users who are also assigned the
Supervisor user type. For those users, deposits transmit automatically for processing when the user
selects “Complete”. See Chapter 10, Completing a Deposit, for more information.

Supervisors can only disapprove deposits in an Open-Balanced state. See Chapter 6, Reviewing a Deposit, for
deposit state descriptions.

12.2 Disapproving a Deposit

Supervisors (or Supervisors who are also assigned the Capture User type) disapprove a Capture User’s deposit
as follows:

1. Search for and select the appropriate deposit as described in Chapter 11, Searching for and Viewing a
Deposit.

Note: Select the “List of Deposits” drop-down menu to choose the appropriate date range (if required). The
default is “For Today”. See Figure 12.1.

m Central T

HOME DEPOSITS REPORTS RESEARCH AGED OPEN DEPOSITS

Deposit List

(Customer: Central 1 Credit Union)

List of Deposits

[ For Today V] |
Select Tasks <7 Create Date .  DepositNumber “.  Account Description .  Location 4
=1 = na | CC12011BC
O EYE g 05/08/25 0349 PM 001487 CAD-DB it

|<Prew0u5 1 Nex1>‘ All 5 10 20 50

Figure 12.1: Select a Deposit Timeframe

Tip: If you have a large number of deposits, use the State column filter to display only Open-Balanced
deposits. Select the Filter icon (magnifying glass), enter “Balanced” in the State Contains field, then select
Apply. See Figure 12.2 and Figure 12.3. Select the “X” on the State column to clear the filter.
Alternatively, Select the State column header to sort deposits by state.
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User Role(s): Capture,Supervisor,.

Number of
unt ($) . Items Deposit Reference 1°.  Deposit Reference 2“.  Deposit Reference 3 % StateE
Open-
236.06 5 1 Balanced
Open-
10002 Balanced

Showing: 1 -2 of 2 (2 total)

Figure 12.2: Select the State Column Filter
State Contains
[balanced ]
| Apply | Cancel

bposit Reference 2. Deposit Reference 3“. =7 State “\

Showing: 0 of 0

Create New Deposit

Figure 12.3: Filter the Deposit List Page to Display Balanced Deposits

2. Select the Edit icon (pencil) on the appropriate deposit. See Figure 12.4.
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Central T’

HOME DEPOSITS REPORTS RESEARCH AGED OPEN DEPOSITS

Deposit List

(Customer: Central 1 Credit Union)

List of Deposits

I For Today hd
Select Tasks %7 Create Date .  Deposit Number .  Account Descrij
O 2] 05/08/25 03 49 PM 001487 CAD-DB

[<Previous 1 [Next=| Al 5 10 20 50

Figure 12.4: Select the Appropriate Deposit

3. Consider adding a note to the deposit (optional, but recommended). You can use notes to describe errors
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and/or provide correction instructions or feedback on a deposit. See Section 8.7, Adding and Viewing Deposit

Notes (Optional), for more information.

Note: If there are notes from the user who created the deposit, a symbol displays. Review the note as

described in Section 8.7, Adding and Viewing Deposit Notes (Optional).

4. Select Disapprove, then OK. See Figure 12.5. The deposit state updates to Open-Disapproved.

Central T Help . Hide Tips

HOME DEPOSITS REPORTS RESEARCH AGED OPEN DEPOSITS

Deposit Item List - 001487
(Customer: Central 1 Credit Union, Location: CC12011BC Location)

Deposit Information (Open-Balanced)

Declared amount ($): 134.96 Current amount ($): 13496 Balancing difference ($): 0.00 |
Scanned ltems (3)
Errors =, Tasks Item Type Post Amount (§) £ Capture Sequence “\ Account % Routing Transit
@ @ Virtual Credit Item 134.96 0 03-080912011-001 12011-809
@ @‘ Canadian Check 100.00 1 12345678 70573-839
@ @‘ Canadian Check 34.96 2 123456789012 02410-809

|<F'revinu5 1 Nexl>| All 5 10 20 50 Shuwing:1—30f3|

Report View Retumn to Deposit List

Figure 12.5: Disapprove a Deposit
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13.1

13.2

5. Advise the user who created the deposit that you've disapproved it. If you’ve added notes, the Capture User
can refer to them to correct the deposit. If you don’t add notes, instruct the Capture User on how to correct the
deposit. Once the Capture User corrects the deposit, they must complete it again for additional review.

Note: If the user who created the deposit isn’t available, assign the deposit to another Capture User to correct
the deposit. See Section 15.2, Assigning a Deposit, for procedures.

Note: Supervisors must transmit balanced and error-free deposits for processing. See Chapter 13, Transmitting
a Deposit (Supervisors), for procedures.

Transmitting a Deposit (Supervisors)

Overview of Transmitting a Capture User’s Deposit

The procedures in this chapter apply to Supervisors (and/or Supervisors who are also assigned the Capture User
type). Supervisor Users are responsible for transmitting deposits created by Capture Users for processing.
Supervisors must carefully review deposits to ensure they are error-free. You can only transmit Capture User’s
deposits that are in an Open-Balanced state. See Chapter 6, Reviewing a Deposit, for procedures and deposit
state descriptions. If the Supervisor identifies an error in a Capture User’s deposit, it must be disapproved for
correction. See Chapter 12, Disapproving a Deposit (Supervisors), for procedures.

Note: Transmitting deposits doesn’t apply to deposits created by Capture Users who are also assigned the
Supervisor user type. For those users, deposits transmit automatically when the user selects “Complete”.
See Chapter 10, Completing a Deposit, for more information.

Transmitting a Capture User’s Deposit

Transmit a Capture User’s deposit as follows:

1. Search for and select the appropriate deposit as described in Chapter 11, Searching for and Viewing a
Deposit. Ensure that you've reviewed the deposit carefully. See Chapter 6, Reviewing a Deposit, for
procedures.

Important: A transmitted deposit can’t be edited or recalled.

Note: Select the “List of Deposits” drop-down menu to choose the appropriate date range (if required). The
default is “For Today”. See Figure 13.1.



Corporate Capture — Deposit Processing User Guide

Central T

HOME DEPOSITS REPORTS RESEARCH

Deposit List

(Customer: Central 1 Credit Union)

AGED OPEN DEPOSITS

List of Deposits

| I For Today v l |
Select Tasks =7 Create Date °\
0 a 05/08/25 03:49 PM

Deposit Number . Account Desg

001487 CAD-DB

[<Previous 1 [Next=| Al 5 10 20 50

Figure 13.1: Select a Deposit Timeframe

Tip: If you have a large number of deposits, use the State column filter to only display Open-Balanced
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deposits. Select the Filter icon (magnifying glass), enter “Balanced” in the State Contains field, then select

Apply. See Figure 13.2 and Figure 13.3. Select the “X” on the State column to clear the filter.
Alternatively, select the State column header to sort deposits by state.

Number of
% ltems Deposit Reference 1°.  Deposit Reference 2 2\

6 5

0 2

Deposit Reference 3 2\ Statem

1

Open-
Balanced
Open-
Balanced

Showing: 1 -2 of 2 (2 total)

Create New Deposit

Figure 13.2: Select the State Column Filter
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State Contains
[balanced ]

Apply Cancel

bposit Reference 2. Deposit Reference 3“. =7 State “\

Showing: 0 of 0

Create New Deposit

Figure 13.3: Filter the Deposit List Page to Display “Balanced” Deposits

2. Select Transmit on the Deposit Item List page. See Figure 13.4. Select OK to confirm.

m Central T

HOME DEPOSITS REPORTS RESEARCH AGED OPEN DEPOSITS

Deposit Item List - 001487
(Customer: Central 1 Credit Union, Location: CC12011BC Location)

Deposit Information (Open-Balanced)

Declared amount ($): 134.96 Current amount ($): 134.96 Balancing ¢
Scanned ltems (3)
Errors Tasks Item Type Post Amount ($) “. £ Capture Sequence .
Edic; Virtual Credit ltem 134.96 0
Ecs Canadian Check 100.00 1
Edic; Canadian Check 34.96 2

[<Previous | 1] Next=| ANl 5 10 20 50

Figure 13.4: Select “Transmit”

167

A message displays when the deposit is successfully transmitted for processing. See Figure 13.5. The deposit

state updates to “Received”.

Note: If your financial institution supports real-time deposit processing and you see the following message: “Call

to deposit notification service failed, your deposit [number] cannot be completed”, the deposit wasn’t
successfully transmitted. See Section 14.2, Corporate Capture Deposit Account Processing — Your
Financial Institution Supports Real-Time Deposits, for more information.
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14.1

14.2

m Central T’

HOME DEPOSITS REPORTS RESEARCH AGED OPEN DEPOSITS

Deposit List

(Customer: Central 1 Credit Union)

Deposit Number 1487 has been successfully transmitted.

List of Deposits
For Today v

Select Tasks <7 Create Date .  Deposit Number .  Account Description =

BE 05/08/25 03:49 PM 001487 CAD-DB

|<Prewou5 1 Next>‘ All 5 10 20 50

Figure 13.5: Deposit Transmission Confirmation

Ensure that you store deposit items in a secure location until they’re destroyed. Follow your financial institution’s
storage and destruction policy. Contact your financial institution for more information.

Tip: Consider printing a Deposit Summary Report to bundle deposits for storage. Wrap the bundle with the
date displayed on top. This will help you identify a specific business day’s deposit to retrieve original
items for rescanning if required (e.g., an item is dishonoured for poor image quality) or for destruction.
See Section 16.3, Generating a Deposit Summary Report, for procedures.

Corporate Capture Deposit Account Processing

Overview of Corporate Capture Deposit Account Processing

When you transmit a Corporate Capture deposit, your financial institution processes the deposit and credits the
deposit total to the account you selected. Your financial institution may process Corporate Capture deposits in
real time or via an end-of-day deposit file. Contact your financial institution for information on how they process
Corporate Capture deposits.

Corporate Capture Deposit Account Processing — Your Financial
Institution Supports Real-Time Deposits

If your financial institution supports real-time deposits, a message is sent to the banking system when you
transmit a deposit.

If your financial institution’s banking system successfully processes the message
e A confirmation displays that the deposit was successfully transmitted.

e The deposit state changes to “Received”. See Figure 13.5 in Section 13.2, Transmitting a Capture User’s
Deposit, for an example.

e Your account balance updates when your financial institution’s banking host processes the message.
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If your financial institution’s banking system doesn’t respond to the real-time message (e.g., the banking

host is down)

e The following message displays in red text: “Call to deposit notification service failed. Your deposit [number]

cannot be completed”. See Figure 14.1.
e The deposit state reverts to Open-Balanced.

Contact your financial institution for instructions on how to proceed.

m Central T

HOME DEPOSITS REPORTS RESEARCH AGED OPEN DEPOSITS

Deposit Item List - 001487
(Customer: Central 1 Credit Union, Location. CC12011BC Location)

Call to deposit notification service failed. Your deposit 1487 cannot be completed.

Deposit Information (Open-Balanced)

Declared amount ($): 134.96 Current amount ($): 134.96

Balancing d

Scanned Items (3)

¢ I

Errors “\ Tasks Item Type Post Amount ($) “. £ Capture Sequence “\
== Virtual Credit ltem 134.96 0
ECs Canadian Check 100.00 1
= Canadian Check 34.96 2

< Previous 1 Nexl>| All 5 10 20 50

Figure 14.1: “Call to deposit notification service failed” Message

If your financial institution’s banking system responds to the real-time message, but the deposit to your

account fails

e A confirmation displays, indicating that the deposit was successfully transmitted.

e The deposit state changes to “Received”. See Figure 13.5 in Section 13.2, Transmitting a Capture User’s

Deposit, for an example.

e Your account balance updates when your financial institution processes an end-of-day deposit file. Contact
your financial institution for more information on file processing times.

Corporate Capture Deposit Account Processing — Your Financial
Institution Doesn’t Support Real-Time Messaging

If your financial Institution doesn’t support real-time messaging:

¢ A confirmation displays indicating that the deposit was successfully transmitted.
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o The deposit state changes to “Received”. See Figure 13.5 in Section 13.2, Transmitting a Capture User’s
Deposit, for an example.

e Your account balance updates when your financial institution processes an end-of-day deposit file. Contact
your financial institution for more information on file processing times.

15 Assigning a Deposit and Managing Aged Open Deposits

15.1 Overview of Assigning a Deposit and Managing Aged Open Deposits

The procedures in this chapter apply to Supervisors (and/or Supervisors who are also assigned the Capture User
type). Supervisors manage the following tasks for deposits that aren’t completed in a timely manner:

e Assign deposits to another user with the Capture User type to correct, balance, and/or complete the deposit if
the user that created the deposit isn’'t available (e.g., they left for the day). Supervisors that are also assigned
the Capture User type can assign deposits to themselves to finish outstanding tasks and complete the
deposit. Depending on the deposit’s state, the tasks will vary.

e Manage Aged Open deposits. Aged Open deposits occur when a deposit isn’'t transmitted for processing
within 24 hours. Aged Open deposits should be a rare occurrence, as deposits should be completed and
transmitted the same day they’re created.

Important: Supervisors must monitor for the presence of an Aged Open Deposits tab daily. Review and process
Aged Open deposits appropriately.

15.2 Assigning a Deposit

Assign a deposit to another user assigned the Capture User type (with or without another user type) as follows:

1. Search for and select the appropriate deposit as described in Chapter 11, Searching for and Viewing a
Deposit.

2. Select the Edit icon (pencil) on the appropriate deposit. See Figure 15.1.

m Central 1

HOME DEPOSITS REPORTS RESEARCH

Deposit List

(Customer: Central 1 Credit Union)

List of Deposits

[ For Today v
Tasks <7 Create Date™.  Deposit Number “. Account Description “. Location“.  Assigned UserID“. Amount ($)
) Main
i‘l@ 11/26/24 09:53 AM 001422 CAD-DB Branch - cap 296.37

Vancouver

|<Previous 1 Next>| All 5 10 20 50

Figure 15.1: Select the Edit Option
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3. Select Assign Deposit. See Figure 15.2.

Central T Help . Hide Tips

HOME DEPOSITS REPORTS RESEARCH

User
Deposit Item List - 001488
(Customer: Central 1 Credit Union, Location: CC12022BC Location - Central 1)
Deposit Information (Open-Processing)
Declared amount ($): 165.32 Current amount ($): 162.98 Balancing difference ($): 2.34 |
Scanned ltems (4)
Errors "\ Tasks Item Type Post Amount ($) &£ Capture Sequence “\ Account . Routing Transit =
By Virtual Credit ltem 165.32 0 00-080912010 12010-809
@ @ Canadian Check 50.00 1 123456789012 01768-889
@ @' Canadian Check 45.00 2 123456789012 01768-889
@ @' Canadian Check 67.98 3 123456789012 01768-889

|<Previou5 1 Next>‘ All 5 10 20 50 Showmg:1—4of4|

Report View Return to Deposit List

version: 3.18.0.6 (8962) NCR Caorporation

Figure 15.2: Select “Assign Deposit”

4. Select the appropriate user from the Assign New User drop-down menu. See Figure 15.3.

Note: If you are also assigned the Capture User type, you can transfer the deposit to yourself to finish the
outstanding tasks and complete the deposit. See the relevant section according to the tasks required.

m Central 1 Help . Hide Tips

HOME DEPOSITS REPORTS RESEARCH

Assign Deposit - 001488 Use
(Customer: Central 1 Credit Union, Location: CC12022BC Location - Central 1)

Deposit Information

Current amount ($): 162.98 Account: 00-080912010 - CSB-DB
Declared amount ($): 165.32 No. of items: 4
Balancing difference ($): 234

Assign New User

Location: CC12022BC Location - Central 1
State: Processing
Assigned User: corpcap

| 080912010 panalyst

Cancel

08091201 1 fane
Oywu_c version: 3.18.0.6 (2963) NCR Corporation

corpanalyst

corpcapsup

corpcapsupbee

corpsup

Figure 15.3: Select a User
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Depending on the number of users at your business location, you may not see a drop-down menu. Select
Find User, then search for the appropriate user. See Figure 15.4.

m Central T’

HOME DEPOSITS REPORTS RESEARCH

Note:

Assign Deposit - 001422

(Customer: Central 1 Credit Union, Location: Main Branch - Vancouver)

Deposit Information

332.43 Account:

Current amount ($):
Declared amount ($): 29637 No. of items:
Balancing difference ($): (36.06)

Assign New User
Location: Main Branch - Vancouver
State:

Assigned User:

Jammed

cap
Find User

Assign New User:*

Figure 15.4: Search for a User

Select Save to complete the assignment. See Figure 15.5. A confirmation message displays when the deposit
is successfully assigned to the new user. See Figure 15.6. The assigned user must perform all outstanding
tasks and “Complete” the deposit for review and/or transmission. Consider adding a deposit note to advise
the user of the outstanding tasks. See Section 8.7, Adding and Viewing Deposit Notes (Optional).

m Central T

HOME DEPOSITS REPORTS RESEARCH

5.

Assign Deposit - 001488

(Customer: Central 1 Credit Union, Location: CC12022BC Location - Central 1)

Deposit Information

162.98 Account:
165.32 No. of items:
2.34

Current amount ($):
Declared amount ($):
Balancing difference ($):

Assign New User
CC12022BC Location - Central 1

Location:

State: Processing

Assigned User: corpcap

Assign New User:*

Vversio

Figure 15.5: Select “Save” to Complete the Assignment
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m Central T

HOME DEPOSITS REPORTS RESEARCH

Deposit Item List - 001488
(Customer: Central 1 Credit Union, Location: CC12022BC Location - Central 1)

Help Hide Tips

User|

| Success: The deposit was successfully re-assigned. |

Deposit Information (Open-Processing)

| Declared amount ($): |165.32

Current amount ($): 16298

Balancing difference ($): 2.34 |

Scanned ltems (4)

Enny Tasks Item Type Post Amount ($) °\
== Virtual Credit Item 165.32

[EgiciE Canadian Check 50.00

[EgEciE Canadian Check 45.00

[EdECiE ¢ Canadian Check 67.98

Assign Deposit Delete Deposit

£ Capture Sequence “\ Account “\ Routing Transit “\
0 00-080912010 12010-809
1 123456789012 01768-889
2 123456789012 01768-889
3 123456789012 01768-889

|<Previ0us 1 Next>‘ All 5 10 20 50

Showing: 1 - 4 of 4|

Return to Deposit List

Figure 15.6: Successfully Assigned Deposit

15.3 Managing Aged Open Deposits
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Aged Open deposits are deposits that weren’t transmitted for processing within 24 hours of their creation and are

in an open state. See Chapter 6, Reviewing a Deposit, for a description of deposit states. The Aged Open

Deposits tab displays on the top navigation menu when an Aged Open deposit is detected. Only Supervisors (or

Supervisors also assigned the Capture User type) can see the Aged Open tab. The tab doesn’t display if there

are no Aged Open deposits.

Manage Aged Open Deposits as follows:

1. Log into Corporate Capture as described in Section 2.1, Accessing Corporate Capture.

2. Select Aged Open Deposits. See Figure 15.7.
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HOME

Central T Help  Hide Tips

DEPOSITS REPORTS RESEARCH AGED OPEN DEPOSITS

Welcome corp sup

Welcome to = (e
Remote Deposit '

User Alerts

Generate Reports
Create a Report »

View the list of deposits »

Understand

Branch Capture
An online guide to get you started »

Figure 15.7: Select “Aged Open Deposits”

3. Select the Edit icon (pencil) on the appropriate deposit. See Figure 15.8.

HOME

Aged Open Deposit List

(Customer: Central 1 Credit Union)

Central T’ Hel

DEPOSITS REPORTS RESEARCH AGED OPEN DEPOSITS

Select

List of Deposits

<7 Create Date . Deposit Number °.  Account Description .  Location = Assigned UserID=.  Am(

. CC12022BC
06/18/25 09:48 001488 CSB-DB Location - corpcapsup
AM
Central 1

‘<Previous 1 [Next>| Al 510 20 50

Figure 15.8: Select the Edit Icon

4. Assess the deposit’s state to determine the appropriate action. See the following table for guidance.

Important: Verify that items in the Aged Open deposit weren't included in another deposit before proceeding

(i.e., the deposit contains suspected duplicate item errors). If so, instruct the user that created the
deposit to delete the duplicate items and balance the deposit or delete the deposit, as
appropriate. If the user that created the deposit isn’t available, assign it to another user to
manage. See Section 15.2, Assigning a Deposit, for procedures.
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16.1

16.2

State(s) Action Required

Open-Processing,

Open-Incomplete, or .

Open-Jammed.

Open-Disapproved

Open-Balanced

If the deposit should be processed:

Have the user who created or is assigned to the deposit resolve outstanding
errors and complete the deposit.
o Have the appropriate user review and transmit the deposit for processing.

If the deposit shouldn’t be processed, have the Capture User delete the deposit.

If the deposit should be processed:

e Have the user who created or is assigned to the deposit re-open the deposit,
resolve outstanding errors, and complete the deposit.
e Have the appropriate user review and transmit the deposit for processing.

If the deposit shouldn’t be processed, have the Capture User delete the deposit.

If the deposit should be processed:

o Have the appropriate user review the deposit. If they disapprove it, have the
user who created or is assigned to the deposit re-open the deposit, resolve
outstanding errors, and complete the deposit.

e Have the appropriate user review and transmit the deposit for processing.

If the deposit shouldn’t be processed, have the Capture User delete the deposit.

Reports and Research

Overview of Reports and Research

This chapter provides procedures for generating deposit reports and using the deposit research function. The

available reports are based on your assigned user type(s) as follows:

Note: Deposit information is available in Corporate Capture up to 180 days after processing.
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e Capture Users, Analysts, and Supervisors can generate deposit detail reports from the Deposit Item List page
or deposit summary reports from the Deposit List page. See Section 16.2, Generating an Image Deposit
Items Detail Report, and Section 16.3, Generating a Deposit Summary Report, for more information.

e Supervisors and Analysts (and/or Supervisors and Analysts who are also assigned the Capture User type)
can generate custom deposit reports and use the deposit research function. See the related sections in this

chapter for procedures.

Generating an Image Deposit Items Detail Report

An Image Deposit Items Detail report contains an individual deposit’s details and reflects the deposit’'s state at the
time the report is generated. For example, if you generate a report before a deposit is transmitted, the report won’t
include the transmitted date/time.
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Capture Users can generate a report for deposits that they create or are assigned. Supervisors or Analysts
(and/or Supervisors and Analysts who are also assigned the Capture User type) can generate a report for all
deposits at assigned business locations.

Generate an Image Deposit Iltems Detail Report as follows:

1. Search for and select the appropriate deposit as described in Chapter 11, Searching for and Viewing a
Deposit.

2. Select Report View. See Figure 16.1.

Central T’

HOME DEPOSITS REPORTS RESEARCH AGED OPEN DEPOSITS

Deposit Item List - 001486
(Customer: Central 1 Credit Union, Location: CC12011BC Location)

Deposit Information (Received)

Balancing difference ($): 0.00

‘ Declared amount ($): 146.92 Current amount ($): 146.92

Scanned Items (3)

Errors Tasks Item Type Post Amount ($) £ Capture Sequence . Account
E? @ Virtual Credit ltem 146.92 0 03-080912011-00"
Bgicy Canadian Check 46.92 1 123456789014
Bgicy Canadian Check 100.00 2 12345-67§

‘<Prevwous 1 Next>| All 5 10 20 50

Report View

version: 3.18.0.4

Figure 16.1: Select “Report View”

3. View the report. Select Print Report to print it. See Figure 16.2.

— Report Setting:

Image Deposit Items Detail Report - Customer: Central 1 Credit Union, Deposit: 001486

Totals

Sort Criteria:

Filtered Fields:

Capture Sequence

|

Total Number of Items: 3

Total Amount of Deposit: $ 146.92 CAD

_Report Details

Location:
Account Number:
Assigned to:

Create Date and Time:

CC12011BC Location
03-080912011-001 - CAD-DB
corpcapsupbee

May 08, 2025 02:44 PM

Status: Received

Transferred by:
Sent Date and Time:

Received Date and Time:

corpcapsupbee
May 08, 2025 02:47 PM
May 08, 2025 02:47 PM

Virtual 12011- 03
Credit 080912011 g9 080912011-
Item 001
Canadian 02410-

1 Check 172 809 123456789012
Canadian 70573-

2 Check 029 839 12345-678

146.92

46.92

100.00

Figure 16.2: View and Print Report
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16.3 Generating a Deposit Summary Report

A Deposit Summary report provides a summary list of individual deposits from the Deposit List page.

Capture Users can generate a Deposit Summary Report for all the deposits that they create or are assigned.
Supervisors or Analysts (and/or Supervisors and Analysts who are also assigned the Capture User type) can
generate a report for all deposits at assigned business locations.

Generate a Deposit Summary Report as follows:
1. Go to the Deposit List page as described in Chapter 11, Searching for and Viewing a Deposit.
Note: Update the “List of Deposits” filter if required. The default is the current date.

2. Select Report View. See Figure 16.3.

Central T

| HOME DEPOSITS REPORTS RESEARCH AGED OPEN DEPOSITS

Deposit List

(Customer: Central 1 Credit Union)

List of Deposits

|| For May 2025 v ]|
Select Tasks <7 Create Date °.  Deposit Number °.  Account Description ®. L
. q
a @ 05/08/25 02:44 PM 001486 CAD-DB |
B 05/08/25 02:40 PM 001485 CAD-DB E
q
@\. @ 05/08/25 02:33 PM 001484 CAD-DB L]
q
‘<Prewous 1 Next>‘ All 5 10 20 50
|
Figure 16.3: Select Report View
3. View the report. Select Print to print it. See Figure 16.4.
>
Deposit Summary Report - Customer: Central 1 Credit Union
Report Settings e Amount/Iitem Totals S S b
Sort Criteria: Create Date | Total Deposit Value: $428.80 Number of Items: 9
Filtered Fields: ‘ Number of Deposits: 3
001486 SSD_ 14692 3 corpcapsupbee gﬁ/{IOB/ZS 02:44 corpcapsupbee gﬂos/zs 02:47 Received
001485 SQD' 14692 3 corpcapsup 2%08/25 U240 corpcapsup gﬁoa/zs D248 Received
001484 SQD' 13496 3 corpcapsup gijloms 02:33 corpcapsup 2308/25 0240 Received

Figure 16.4: Print Report
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16.4 Generating a Custom Deposit Details Report

Supervisors and Analysts (and/or Supervisors and Analysts who are also assigned the Capture User type) can
generate a custom Deposit Details Report for specific timeframes, locations, and/or deposit states.

Generate a custom Deposit Details report as follows:
1. Log in to Corporate Capture as described in Section 2.1, Accessing Corporate Capture.

2. Select Reports. See Figure 16.5.

HOME DEPOSITS REPORTS RESEARCH AGED OPEN DEPOSITS

Welcome corp sup

Generate Reports
Create a Report »

Welcome to

Remote Deposit

Understand
Branch Capture

An online guide to get you started »

User Alerts

Messages
® Please click here to download scanner drivers.

Central T’ Help Hide Tips

Figure 16.5: Select “Reports”
3. Complete the report options as follows. See Figure 16.6.
@ Select Deposit Details from the Report drop-down menu.
@ Select the appropriate report output type (DOCX, PDF, or RTF).

@ Select the appropriate Date Range Type:

/78

e Create Date — Use if the report must contain deposits in an Open state. See Chapter 6, Reviewing a

Deposit, for deposit state descriptions.

o Deposit Receipt Date — Use if the report must contain only transmitted deposits.

Note: The Posting Date filter isn’t applicable and is considered the same as the Receipt Date.

@ Select a valid date range from the “Start date” and “End date” menus.

@ Select a location from the Location drop-down menu. If you select All, the report includes all business
locations and all associated accounts in the same report. The report is sorted by location.



Corporate Capture — Deposit Processing User Guide 179

Note: If you select a specific business location, a Bank Account drop-down menu displays. You can
select a specific account (e.g., 03-080912345-001 — CAD-DB), or you can select All to include all
accounts in the report. Leave the User ID field as “All”.

@ Select one of the following states from the Deposit Status drop-down menu:
e Select All to include all deposit states.

e Select Open to include deposits that haven’t been transmitted.

Note: To include Open deposits, set the Date Range Type option to “Create Date” or you will get an
empty report.

e Select Received for deposits that are transmitted.

Note: “Transmitting”, “Received Failed”, “Perfected”, or “Perfected Adjusted” are transitory states and
don’t apply.

@ Ensure that you select No Images in the Image drop-down menu. Don’t include item images in reports.

Leave Capture Source as “All Sources”.

Note: “Mobile” displays in the drop-down menu; however mobile deposit information isn’t available in
Corporate Capture.

4. Select Create Report.

m Central T’ Help  HideTips
HOME DEPOSITS REPORTS RESEARCH AGED OPEN DEPOSITS
Reporting
Report:* lDeposi( Details v l @des a detail report for deposits.
Report Type:* @
Date range type: ©)
Start date:* [0 [December v[2024 1200 [am v | @
End date:* [09  [December v[2024 T11:59  |Pm v |
Capture source:
Sample: =

Report Instances v

Figure 16.6: Complete the Deposit Details Report Options

The report request displays in the Report Instances section. If a report successfully generates, the State column
for the report request displays as “Completed”. See Figure 16.7. Choose from the following tasks:

@ Select the View icon (document) to download the report.
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16.5

@ Select the Item History icon (question mark) to view the report parameters.

@ Select the Delete icon (red X) to delete the report.

Report Instances
Tasks Description Execution Date

E Dk Deposit Details 12/06/24 03:56 PM

@@ @ ltem Export File 03/31/20 03:18 PM

|<Previous 1 Next>| All 5 10 20 50

Figure 16.7: Report Tasks

Note: If there’s no data matching the search parameters, the State column for the report request displays as
“Empty” and the “View” and “Delete” tasks don’t display.

Generating a Custom Deposit Details by Deposit Number Report

Supervisors and Analysts (and/or Supervisors and Analysts who are also assigned the Capture User type) can
generate a custom Deposit Details by Deposit Number report for a specific range of deposit numbers.

Generate a custom Deposit Details by Deposit Number report as follows:
1. Log in to Corporate Capture as described in Section 2.1, Accessing Corporate Capture.

2. Select Reports. See Figure 16.8.

Central T Help  Hide Tips

HOME DEPOSITS REPORTS RESEARCH AGED OPEN DEPOSITS

Welcome caprev sup

Create New Deposit
Jump into Start Capture »

Welcome to | .
Remote Deposit

Deposit List
View the list of deposits »

User Alerts

Messages
® Please click here to download scanner drivers.

Figure 16.8: Select “Reports”
3. Complete the report options as follows. See Figure 16.9.

@ Select Deposit Details by Deposit Number from the Report drop-down menu.
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@ Select the appropriate report type (DOCX, PDF, or RTF).

@ Enter a range of deposit numbers in the Deposit Number fields.

@ Ensure that you select No Images in the Image drop-down menu. Don’t include images in reports.

@ Leave Capture Source as “All Sources”.

Note:

“Mobile” displays in the drop-down menu; however, mobile deposit information isn’t available in
Corporate Capture.

4. Select Create Report.

Images:

Sample:

m Central T Help Hide Tips
HOME DEPOSITS REPORTS RESEARCH AGED OPEN DEPOSITS
Reporting C1Bcap
Report:* lDeposit Details By Deposit Number v ] @es a detail report for deposits.
Report Type:* @

Deposit Number:*

Capture source: All Sources v e

To | O)

Nomeges <] (4)

Figure 16.9: Complete the Deposit Details by Deposit Number Report Options

The report request displays in the Report Instances section. If a report successfully generates, the State column

for the report request displays as “Completed”. See Figure 16.10. Choose from the following tasks:

@ Select the View icon (document) to download the report.

@ Select the Item History icon (question mark) to view the report parameters.

@ Select the Delete icon (red X) to delete the report.

Report Instances

@@ @ Item Export File 03/31/20 03:18 PM

Tasks Description Execution Date
EEG)E Deposit Details 12/06/24 03:56 PM

’<Previous 1 Next>| All 5 10 20 50

Figure 16.10: Report Tasks
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Note: If there’s no data matching the search parameters, the State column for the report request displays as
“Empty” and the “View” and “Delete” tasks don’t display.

16.6 Generating a Custom Deposit Summary Report

Supervisors and Analysts (and/or Supervisors and Analysts who are also assigned the Capture User type) can
generate a Deposit Summary report for specific timeframes, locations, and/or deposit states.

Generate a custom Deposit Summary report as follows:
1. Log in to Corporate Capture as described in Section 2.1, Accessing Corporate Capture.

2. Select Reports. See Figure 16.11.

Central T Help  Hide Tips

HOME DEPOSITS REPORTS RESEARCH AGED OPEN DEPOSITS

Welcome caprev sup

Create New Deposit
Jump into Start Capture »

Welcome to - e |

Create a Report »

Remote Deposit

User Alerts

Messages
® Please click here to download scanner drivers.

Figure 16.11: Select “Reports”
3. Complete the report options as follows. See Figure 16.12.
@ Select Deposit Summary from the Report drop-down menu.
@ Select the appropriate report output type (DOCX, PDF, or RTF).
@ Select the date range type:
e Create Date — Use if the report must contain deposits in an Open state.

o Deposit Receipt Date — Use if the report must contain only transmitted deposits.

Note: The Posting Date filter isn’t applicable and is considered the same as the Receipt Date.
@ Select a valid date range from the “Start date” and “End date” menus.

@ Select a location from the Location drop-down menu. If you select All, the report includes all business
locations and all associated accounts in the same report. The report is sorted by location.
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Note: If you select a specific location, a Bank Account drop-down menu displays. You can select
a specific account (e.g., 03-080912345-001 — CAD-DB), or you can select All to include all
accounts in the report. Leave the User ID field at “All”.

@ Select one of the following states from the “Deposit status” drop-down menu:
e Select All to include all deposit states.
e Select Open to include deposits that have not been transmitted.

Note: To include Open deposits, set the “Date range type” option to “Create Date” or you will
get an empty report.
e Select Received for deposits that are transmitted.

Note: “Transmitting”, “Received Failed”, “Perfected”, or “Perfected Adjusted” don’t apply.

@ Ensure that you select No Images in the Image drop-down menu. Don’t include images in reports.

4. Select Create Report.

W Central —
HOME DEPOSITS REPORTS RESEARCH AGED OPEN DEPOSITS
Reporting
Report:* IDeposit Summary v ] @des a summary report for deposits.
Report Type:* @
Date range type: ®
Start date:* [09 |December v [2024 [12:00 [Am v
End date:* [09  [pecember v 2024 [11:59  [Pm v | @
Capture source: @
Sample: T

Figure 16.12: Complete the Deposit Summary Report Options

The report request displays in the Report Instances section. If a report successfully generates, the State column
for the report request displays as “Completed”. See Figure 16.13. Choose from the following tasks:

@ Select the View icon (document) to download the report.
@ Select the Item History icon (question mark) to view the report parameters.

@ Select the Delete icon (red X) to delete the report.
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Report Instances
Tasks Description Execution Date

EEQ)E Deposit Details 12/06/24 03:56 PM

@@ @ Item Export File 03/31/20 03:18 PM

|<Previous 1 Next>| All 5 10 20 50

Figure 16.13: Report Tasks

Note: If there’'s no data matching the search parameters, the State column for the report request displays as
“Empty” and the View and Delete tasks don’t display.

16.7 Using the Research Function

The research function allows Supervisors and Analysts (and/or Supervisors and Analysts who are also assigned
the Capture User type) to search for Corporate Capture deposit items and generate customized item research
reports. Search results that users generate using the Corporate Capture research function are only available
during the current session. Once you log out of Corporate Capture, the search results are deleted.

You can download or print a report of the research results from either the Item Research — Query page or from
the Item Research — Stored Results page. See the related subsection(s) in this section.

16.7.1 Researching Corporate Capture ltems
Research Corporate Capture Items as follows:
1. Log in to Corporate Capture as described in Section 2.1, Accessing Corporate Capture.

2. Select Research. See Figure 16.14.

Central T Help  Hide Tips

HOME DEPOSITS REPORTS RESEARCH AGED OPEN DEPOSITS

Welcome C1BCap

Create New Deposit
Jump into Start Capture »

\Welcome to o
Remote Deposit | .

User Alerts

Messages
® Please click here to download scanner drivers.

Figure 16.14: Select “Research”
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3. Enter search criteria, then select Search. See Figure 16.15. You can select up to five different search
elements. Depending on the criteria that you select, you may need to complete additional fields in the Values
column (e.g., if you select “Deposit Date”, you must enter a date range).

Note: Select Clear to remove the selected search criteria and start over.

m Central T

HOME DEPOSITS REPORTS RESEARCH AGED OPEN DEPOSITS

Item Research - (Query)

Search Criteria: Values:
[ Deposit Date v|[09  |December v J2024 [1200 [AM v |to[09  [December v [2024 [11:59  [PM v |
| Deposit Status v | | Open v |

|

Figure 16.15: Enter Search Criteria

4. View the search results. A maximum of 1000 deposit items display. Use the page navigation to view
additional results. See Figure 16.16.

Note: Modify the search criteria to reduce the number of results, if necessary. Select Clear List to remove
the search results.

a
Search Criteria: Values:
[ Deposit Date v |09 JJanuary v 2024 J1200  [AM v |tofos  |December v [2024 [11:59  [Pm v |
[ Deposit Status ~ |[open M
Select Criteria... v
Select Criteria... v
Select Stored Tasks State A Item Type Difference "\ Amoy
O & a Virtual Credit Item 0.00
O @ Q Recognition Complete Canadian Check 0.00
O & q Virtual Credit Item 0.00
O E Q Recognition Complete Canadian Check 0.00
O @ Q Recognition Complete Canadian Check 0.00
O @ q Recognition Complete Canadian Check 0.00
[< Previous 1 Next>‘ All 5 10 20 50
Report Type: [PDF v | Images:[No Images v |
Select All Clear List Create Report Add to Stored Results Go to Stored Results

Figure 16.16: Research Results
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Preview an item from your research results as follows:

186

e Select the Preview icon. The front image of the item displays on the query results page. See Figure 16.17.

m Central T’

Help Hide Tips

HOME  DEPOSITS ~ REPORTS ~ RESEARCH  AGED OPEN DEPOSITS
User Role(s): C1BCapCUAdmin, C1BCapCUSuper, C1BCapCURevDC, C1BCapCUCapDC...
Item Research - (Query)
Search Criteria: Values:
¥ - BvheNoe - 0%
Deposit Date v 09 [January v [2024  [1200 AM v [ to |09 December v [2024  [11:59 PM v SN ove2 0 15000
Deposit Status v Open v vome T $ 10,
B
Select Criteria... v Rl L] 100 00U yod
Select Criteria v cone@ R U W
Select Criteria... v | o VA
Select Stored State % ftem Type % Difference Amount (§) % Account % Routing Transit
0 Virtual Credit ltem 0.00 10.00 03-080912010 12010-809
0 Recognition Complete Canadian Check 0.00 10.00 123456789012 01768-889
m] B a Virtual Credit Item 0.00 197.47 03-080912010 12010-809
0 B a Recognition Complete Canadian Check 0.00 50.55 123456789012 02410-809
0 B a Recognition Complete Canadian Check 0.00 48.92 123456789012 02410-809
0 B a Recognition Complete Canadian Check 0.00 100.00 123456789012 02410-809
<Previous | 1 [Next=| Al 5 10 20 50 Showing: 1- 6 of 6
Report Type: | PDF v | Images: No Images v
Select Al Clear List Create Report Add to Stored Results JICASISCIEELERNIY
version: 3.18.0.21 (9059) NCR Corporation

Figure 16.17: Select the Preview Icon

View the item and the related deposit as follows:

e Select the View icon (magnifying glass) on the appropriat

e item. See Figure 16.18.

[ TCETT RESCarc - (JUery)
‘Search Criteria: Values:
Deposit Date v [oo T anuary
tem Type v Canadian Check ~
Select Criteria... v |

Select Criteria... v

Select Stored Tasks state L

@] Q Recognition Complete
[m] Recognition Complete
[m] Q Recognition Complete
0 B a Recognition Complete
]} qQ Recognition Complete
[m] Q Recognition Complete
(m] Q Recogpnition Complete
O Ba Recognition Complete
@] B q Recognition Complete
@] B a Recognition Complete

<Previous 12 3 Next> All 5 10 20 50

v [2024  [12:00 AM v [ to[09

Item Type
Canadian Check

Canadian Check
Canadian Check
Canadian Check
Canadian Check
Canadian Check
Canadian Check
Canadian Check
Canadian Check

Canadian Check

December v [2024 1159 |PM v |

Difference “\ Amount ($) &
0.00 78.90
0.00 279.00
0.00 279.00
0.00 23.92
0.00 10.00
0.00 20,000,000.01
0.00 78.90
0.00 279.00
0.00 10.00
0.00 10.00

Account

123-456-7
123456789012
123456789012
123456789012
123456789012

1234567-890

123-456-7
123456789012
123456789012

123456789012

Routing Transit .

05677-879
02410-809
02410-809
02410-809
01768-889
09212-828
05677-879
02410-809
01768-889
01768-889

Showing: 1 - 10 of 28

Report Type: PDF v/ | Images: NoImages v

Select All Clear List Create Report e Goto Stored Results

Figure 16.18: Select the View Icon

5. View the item and related deposit. Select Return to Research to go back to the query page. See

Figure 16.19.
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|m Central

Deposit Item L

(Customer: Central

Deposit Information:

Declared amount (

Scanned ltems (2)
Errors %,

<Previous 1 Next>

Edit Item - Capture Sequence 1

Help  Hide Tips

VOID SAMPLE 0186
O AN aTReer 20 -
CITY, PROVINCE A28 3C4 oAt Yoy "’7. O- {- n?j’
0o
oave__ ST | $a77

the order of
/r\DO\’\J\)Mt*\‘) SerwSay N\ 55 douaRs 8=

JAMES oA BRANCH I
C coastoaptal, ISR oo wsm Voo sawene
P OO R

gﬁ% H_DAVHENOER
-f T

*0004BE™ 1202L 40809 L23LSE7B504 2

000186 02410-809 123456789012 279.00
Serial Routing Transit Account Amount ($) T/C
Depositor PAN/Account Number Item Reference

Role(s): Capture, Supervisor,Reviewer

Routing Transit %,
12010-809

02410-809

Showing: 1-20f2

I Return to ltem Research

Figure 16.19: View the Deposit Item and Deposit

16.7.2 Generating Research Reports

You can create a report from search results or add multiple queries together to create a report using the Stored

Results option.

Generating a Research Report from Search Results

Create a report from search results as follows. See Figure 16.20.

@ Select the check box next to each item you want to include in the report. Alternatively, choose Select All.

@ Select the appropriate report output type (CSV, PDF, RTF, or XLS).

@ Ensure that you select No Images in the Images drop-down menu. Don’t include images in reports.
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@ Select Create Report. Depending on your browser type, you may need to save the report, or it may download
automatically. See Figure 16.21 for a sample PDF report.
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Select Stored Tasks State A Item Type “. Difference "\
O Q Virtual Credit Item 0.00
Y Q Recognition Complete U.S. Business Check 0.00
B a Virtual Credit Item 0.00
@ Y Q Recognition Complete Canadian Check 0.00
A q Virtual Credit Item 0.00
O Y Q Recognition Complete Canadian Check 0.00
O A q Virtual Credit ltem 0.00
O EY Q Recognition Complete Canadian Check 0.00
O & q Virtual Credit ltem 0.00
O a Recognition Complete Canadian Check 0.00
‘< Previous 1 2 3 4 5 6 Next >| All 5 10 20 50
Report Type: ages:@

Figure 16.20: Create a Report from Search Results

Report run on: 12/09/2024 03:48 PM PST Report run by: caprev sup

m Central T bepost Date: 101092024 12:00 A¥ POT t 120812024 1159 ¥ T

Item Research - Central 1 Credit Union

Account Name/Number: CSB-DB/00-080912010

Account Currency: CAD
Deposit Number  Location Item Number R/T Account Number Check Number Post Amount
0001415 Vancouver 0000000 12010-809 00-080912010 279.00
0001415 Vancouver 0000001 02410-809 123456789012 000186 279.00
Depositor Transit Depositor PAN/Account Number Depositor Identification Item Reference

Depositor Route

Account Name/Number: CAD-DB/03-080912010

Account Currency: CAD
Deposit Number Location Item Number R/T Account Number Check Number Post Amount
0001412 Vancouver 0000000 12010-809 03-080912010 78.90
0001412 Vancouver 0000001 05677-879 123-456-7 076 78.90
Depositor Transit Depositor PAN/Account Number Depositor Identification Item Reference

Depositor Route

Confidential Page 1 of 11

Figure 16.21: Sample PDF Report
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Generating a Research Report from Stored Results

Use Stored Results to add multiple queries together to create a report as follows:

1. Enter search criteria as previously described.

2. Select the check box next to each item that you want to include in the report, then select Add to Stored

Results. See Figure 16.22.

Item Type "
Virtual Credit ltem

Canadian Check
Virtual Credit ltem
Canadian Check
Virtual Credit ltem
Canadian Check
Virtual Credit ltem
Canadian Check
Virtual Credit ltem

Canadian Check

Difference “\

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

Select Stored Tasks State .
0 aQ
@\ Q Recognition Complete
Ba
& q Recognition Complete
O & a
O @\ Q Recognition Complete
O =Y Q
O @ Q Recognition Complete
0 B a
O qQ Recognition Complete
[<Previous 1 |23 4 5 6 Next>| Al 5 10 20 50
Select All Clear List Create Report

Go to Stored Results

Figure 16.22: Select “Add to Stored Results”

3. Repeat the previous steps until you've selected all items to include in the report, then select Go to Stored

Results. See Figure 16.23.

Item Type “.

Virtual Credit ltem
U.S. Business Check
Virtual Credit Item
Canadian Check
Virtual Credit Item
Canadian Check
Virtual Credit Item
Canadian Check
Virtual Credit Item

Canadian Check

Difference

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00

Select Stored Tasks State °\
O & q
O & a Recognition Complete
0 B a
v & a Recognition Complete
v Ba
v @ q Recognition Complete
O B a
v & a Recognition Complete
v Ba
O & q Recognition Complete
‘<Previous 123 4586 Next>‘ All 5 10 20 50
Select Al Clear List Create Report PR e | o to Stored Results

Figure 16.23: Select “Go to Stored Results”

Generate the report from stored results as follows. See Figure 16.24.
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@ Select the check box next to each item that you want to include in the report. Alternatively, choose Select All.

Note: To remove an item from stored results, select the check box next to the appropriate item, the select
Remove from Results.

@ Select the appropriate report output type (CSV, PDF, RTF, or XLS).
@ Ensure you select No Images in the Images drop-down menu. Don’t include images in reports.

@ Select Create Report. Depending on your browser, you may need to save the report, or it may download
automatically. See Figure 16.25 for a sample PDF report.

Note: Select Return to Query to go back to your search.

m Central T

HOME DEPOSITS REPORTS RESEARCH AGED OPEN DEPOSITS

Item Research - (Stored Results)

No Item Selected

Select Stored Tasks State 4 ltem Type
0O v Y Q Recognition Complete Canadian Check
O v B a Virtual Credit Item
O (]D v Y Q Recognition Complete Canadian Check
O v B a Recognition Complete Canadian Check
O 4 B a Virtual Credit ltem

|<Previous | 1 [Next=] Al 5 10 20 50

Report Type: [ PDF v @ages:[ No Images VI @
Select All Create Report o Remove from Results [JRCCACRCIEN]

Figure 16.24: Generate a Report from Stored Results
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12/09/2024 03:48 PM PST Report run by: caprev sup

Report run on:
m C t I 1 Deposit Date:  10/09/2024 12:00 AM PDT to 12/09/2024 11:59 PM PST

Item Research - Central 1 Credit Union

Account Name/Number: CSB-DB/00-080912010

Account Currency: CAD
Deposit Number Location Item Number R/T Account Number Check Number Post Amount
0001415 Vancouver 0000000 12010-809 00-080912010 279.00
0001415 Vancouver 0000001 02410-809 123456789012 000186 279.00
Depositor Transit Depositor PAN/Account Number Depositor Identification Item Reference

Depositor Route

Account Name/Number: CAD-DB/03-080912010

Account Currency: CAD
Deposit Number Location Item Number R/T Account Number Check Number Post Amount
0001412 Vancouver 0000000 12010-809 03-080912010 78.90
0001412 Vancouver 0000001 05677-879 123-456-7 076 78.90
Depositor Transit Depositor PAN/Account Number Depositor Identification Item Reference

Depositor Route

Confidential Page 1 of [11

Figure 16.25: Sample PDF Report

Deposit ltem Storage Best Practices

To prevent scanning items twice in error, scanned cheques must be clearly marked and kept separate from
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cheques that haven’t been scanned. You must also ensure that items processed in Corporate Capture are stored

and destroyed securely.
Important: Follow your financial institution’s storage and destruction policies and procedures.
Some best practices include, but aren’t limited to, the following:
e Bundle scanned cheques and record the following on the tape listing:
- ‘“scanned”
- the Corporate Capture deposit number

- the deposit date on the deposit’s tape listing

e Consider printing an Image Deposit Items Details Report to bundle the original deposit items for storage.

Wrap the bundle with the date displayed on top to help identify a deposit and retrieve original items for

rescanning (if needed). See Section 16.2, Generating an Image Deposit Item Detail Report, for procedures.

Note: To include information pertaining to the deposit date, time, and received status on the report, the

report must be printed by the Capture User after the deposit has been transmitted.



Corporate Capture — Deposit Processing User Guide /92

18
18.1

18.2

o Consolidate all scanned deposits at the end of each business day and store them securely in date order.
Sorting deposits by date assists in retrieving and/or destroying items by the required date.

e Consider printing a Deposit Summary Report to bundle deposits for storage if you have more than one per
day. Wrap the bundle with the date displaying on top to help identify a business day’s deposits and retrieve
original items for destruction (or rescanning if applicable). See Section 16.3, Generating a Deposit Summary
Report, for procedures.

e Store deposit items in a secure location and restrict who has access to them. Follow your financial institution’s
storage and destruction policies and procedures.

e As per Payments Canada CPA Rule A10, Image Rule, cheques cleared by image must be destroyed within
120 calendar days after they are negotiated. When the items are destroyed, ensure that they are destroyed
securely (e.g., using a cross-cut paper shredder or a third party service provider). Follow your financial
institution’s storage and destruction policies and procedures.

Scanner Maintenance and Troubleshooting

Accessing the Scanner Diagnostic Tool

The scanner diagnostic tool allows you to initialize and test scanner connectivity, clean the scanner, and
troubleshoot scanner issues. You can also generate scanner driver logs when requested by your financial
institution, if you require support. See the related sections in the chapter for specific procedures.

Tip: Initialize your scanner after installing or updating your scanner driver and before creating a deposit. This
ensures that your scanner and computer are interacting properly. The computer, USB port, or scanner
can go into standby mode if unused for a while. See Section 18.4, Initializing and Testing Scanner
Connectivity, for procedures.

Access the scanner diagnostic tool as follows:

1. Go to http://localhost/pptcdrvrdiag.

2. Alternatively, go to the computer’s start menu, then select All > Passport Web Edition Client > WebClient
Diagnostics.

Scanner Cleaning and Maintenance

Dirt, ink, and dust in the scanner track and rollers affect image quality, scanner performance, and reliability.
Regular scanner cleaning and maintenance is critical to capture clear and legible images. Failure to do so may
result in scanner jams, deposit errors, and/or illegible images that can be dishonoured by a financial institution.

We recommend cleaning your scanner weekly. Only use authorized cleaning supplies. Using unauthorized
cleaning supplies may result in scanner damage, document damage, repair fees from your scanner service
provider, and may void your scanner’s warranty. Refer to your scanner’s user manual for maintenance
instructions.

Use the Passport Web Edition Client cleaning cycle with an authorized scanner cleaning card as follows:

1. Open the scanner diagnostic tool as described in Section 18.1, Accessing the Scanner Diagnostic Tool.


http://localhost/pptcdrvrdiag
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2. Put the cleaning card in the scanner input tray, then select Clean Scanner. See Figure 18.1. Follow your
scanner’s cleaning instructions.

NCR Passport Web Edition Client Diagnostic

Summary Info:

Driver Version: 03.24.00.04
Transport ID: 2850

Receipt Printer Port: Not Found

Receipt Printer Model: Unknown

Log File Name: [None]

Driver Http Svr: Port 80 functioning
Driver Https Svr: Port 443 functioning
Driver Process ID: 9452

Initialize Scanner]

Print Test Receipt]

[Stop Debug Monitor]

Save Logs]

End Deposit Client side for Diagnotics - Log off application first ]
Shutdown Scanner - Log off application first (Takes 30 seconds)_]
MicrFont : E13B (Toggle Font)_]

[Clean Scanner]

Firefox needs a manual certificate install to work with Web Client Driver for each user.
Can be used for IE and Chrome if automatic install failed
[Install Driver HTTPS Certificate]

Figure 18.1: Passport Web Edition Client Cleaning Cycle

18.3 Locating Your Scanner Driver Version Number

You may be asked by your financial institution’s support personnel to provide your current scanner driver version
number if you require support.

Locate your current scanner driver version number as follows:
1. Open the scanner diagnostic tool as described in Section 18.1, Accessing the Scanner Diagnostic Tool.

2. View the scanner driver version number on the NCR Passport Web Edition Client Diagnostic page. See
Figure 18.2.



Corporate Capture — Deposit Processing User Guide /94

C @ % 127.0.0.1/pptcdrvrdiag

NCR Passport Web Edition Client Diagnostic

Summary Info:

[ Driver Version: 03.24.00.04 |
Transport ID: 2850
Receipt Printer Port: Not Found
Receipt Printer Model: Unknown
Log File Name: [None]
Driver Http Svr: Port 80 functioning
Driver Https Svr: Port 443 functioning
Driver Process ID: 20240
[Initialize Scanner
[Print Test Receipt]
[Stop Debug Monitor]
[Save Logs]

[End Deposit Client side for Diagnotics - Log off application first ]

[MicrFont : E13B (Toggle Font) ]

[Clean Scanner|

Firefox needs a manual certificate install to work with Web Client Driver for each user.
Can be used for IE and Chrome if automatic install failed
[Install Driver HTTPS Certificate]

Figure 18.2: Locate the Driver Version Number

18.4 Initializing and Testing Scanner Connectivity

Initialize your scanner and test your scanner’s connectivity as follows:
1. Open the scanner diagnostic tool as described in Section 18.1, Accessing the Scanner Diagnostic Tool.

2. Select Initialize Scanner. See Figure 18.3.
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NCR Passport Web Edition Client Diagnostic

Summary Info:

Driver Version: 03.24.00.04
Transport ID: 2850

Receipt Printer Port: Not Found

Receipt Printer Model: Unknown

Log File Name: [None]

Driver Http Svr: Port 80 functioning
Driver Https Svr: Port 443 functioning
Driver Process ID: 9452

I Initialize Scanner] I

Print Test Receipt]
Stop Debug Monitor]

End Deposit Client side for Diagnotics - Log off application first |

Shutdown Scanner - T og off application first (Takes 30 seconds)_]
MicrFont : E13B (Toggle Font)_]

—=55

[
[
[
[Save Logs]
[
[
[
[

Clean Scanner]|

Firefox needs a manual certificate install to work with Web Client Driver for each user.
Can be used for IE and Chrome if automatic install failed
[Install Driver HTTPS Certificate]

Figure 18.3: Initialize Scanner

3. Verify that the Scanner Initialization STATUS_SUCCESS message displays. If not, see Section 18.5,

Resolving Scanner Initialization Error Messages, for procedures.
4. Put a cheque in the scanner input tray.

5. Select Get Next Cheque. See Figure 18.4.
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Scanner Initialization STATUS_SUCCESS

Summary Info:

Driver Version: 03.24.00.04

Ranger Version: 4.6.4.0

TransportID: 2850 (MVX)

Transport Info: IMG=0x{,PKTS=2,DFD=Y,FRNK=STAGED,SN=114025630,MODEL~I:Deal. SPEED=30
Get Next Cheque]

NCR Passport Web Edition Client: Scanner Diagnostic

Figure 18.4: Status Success
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6. Verify that the Code Line MICR information read by the system matches the cheque’s MICR. See Figure 18.5.

NCR Passport Web Edition Client: Scanner Diagnostic

[Get Next Cheque]

Code Line: <col4c de1768-889d 123456789012c>

OCR: <ce14c de1768-889d 123456789012c >
OCR Line: 0CRFRONTZONE1

Best Line: MICR

Front Greyscale Image:
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Figure 18.5: Captured MICR
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18.5 Resolving Scanner Initialization Error Messages

This section provides information and procedures to resolve specific scanner initialization error messages when
testing your scanner connectivity.

o Status Ranger Timeout — Indicates a cheque wasn’t loaded in the scanner input tray prior to selecting Get
Next Cheque.

- Place a cheque in the scanner input tray, then select Get Next Cheque.

o Deposit in Progress — Indicates an active deposit session is open.
- Delete the current deposit and initialize the scanner again.

e Scanner_Transport Off — Indicates the computer and the scanner aren’t communicating.
- Verify the scanner power source is plugged in and the scanner is on.

- Verify the USB cable is plugged in to the scanner and an available (2.0) USB (or greater) port on the
computer.

- Verify that you installed the Corporate Capture driver before plugging the scanner in to the computer. If
you plug the scanner in to the computer before installing the Corporate Capture driver, Windows default
drivers will install, and you won'’t be able to scan your deposits.

- Ifthe scanner can’t be initialized, restart the computer.

See Section 18.7, Resolving a Scanner Transport Off Error, for more information.
18.6 Resolving Scanner Jams

Scanner jams occur when items get caught in the scanner’s track or the scanner detects a double feed. If the
scanner detects a jam or double feed, the following error message displays on the Deposit Item List page:
“Transport Problem: The hopper is jammed”.

Resolve a scanner jam as follows:

1. Search for and select the appropriate deposit as described in Chapter 11, Searching for and Viewing a
Deposit.

2. Select Recover on the Deposit Item List page. See Figure 18.6.
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Central T Help  Hide Tips

HOME DEPOSITS REPORTS RESEARCH
. . C1BCapCUAdmin,
Deposit Item List - 002376

(Customer: Central 1 Credit Union, Location: Vancouver - Main Branch)

| Transport Problem: The hopper is jammed. Click the Recover button to resolve the problem. |

Deposit Information (Open-Jammed)

| Declared amount ($): [46.92 Current amount ($): 0.00 Balancing difference ($): 46.92 |
m Assign Deposit Delete Deposit
Scanned Items (1)
Errors Tasks Item Type Post Amount ($) £ Capture Sequence “\ Account Routing Transit .
["5? [g Virtual Credit Item 46.92 0 03-080912010 12010-809

|<Previous 1 Next>| All 5 10 20 50 Showing: 1-1 0f1|

Complete Add ltems Return to Deposit List

Figure 18.6: Recovering a Jammed Deposit
3. Review the error message, then recover the deposit as follows. See Figure 18.7.

¢ Remove all items from the scanner’s track and the input tray. If an item is stuck in the scanner, follow your
scanner model’s instructions to access the document track.

e Inspect the items for damage. Smooth out wrinkled items and repair with clear tape if necessary.

e Organize the items and start the bundle with the item after the last successfully captured item that was
displayed on screen. Put the item(s) in the scanner input tray.

4. Select Restart Scanner to scan the remaining items.

Transport Recovery C1BCapCUAdn]

Hopper could not be started due to an outstanding exception.
Follow these steps to recover the transport:
1) Remove all documents from the track and document feed area.
2) Reorder the documents starting with the document after the one displayed below.
3) Place the documents back into the document feed area.
4) Click "Restart Scanner".

This is the image of the last item successfully added to the deposit

DEPOSIT SLIP Deposit Reference
1
Deposit Type: 03-080912010 g
Deposit Date: 1/26/24 8:42 AM
Deposit Number: 2,376
Depositor: Perkins, Belinda
Credit to the account of:
Central 1 Credit Union # of Deposit Items: 1
080912010 : i nosit sli
Vancouver - Main Branch (includes virtual deposit slip)
12010-809 Deposit Total: $ 46.92

Figure 18.7: Restart a Jammed Deposit
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18.7

If the scanner jams every time that you process a deposit:
5. Clean the scanner. See Section 18.2, Scanner Cleaning and Maintenance.

Note: Clean scanners on a regular basis to prevent poor quality images, scanner jams, and piggybacks. We
recommend cleaning your scanner weekly. Follow the scanner manufacturer’s cleaning and
maintenance procedures.

6. Log out of Corporate Capture.

7. Unplug the scanner’s power supply and USB cable from the computer.

8. Restart the computer.

9. Plug in the scanner’s power supply.

10. Plug the scanner’'s USB cable in to the computer.

11. Initialize the scanner as described in Section 18.4, Initializing and Testing Scanner Connectivity.
12. Locate the appropriate deposit as described in Chapter 11, Searching for and Viewing a Deposit.

13. Add the remaining items to the deposit or delete the deposit and re-scan the items in a new deposit, as
appropriate. See the appropriate section in Chapter 8, Managing a Deposit and Deposit Items, and Section
5.2, Creating a Deposit, for procedures.

Note: If the scanner continues to jam, it may be due to a hardware issue. Review your scanner manual or
contact the scanner manufacturer, your financial institution, or your scanner supplier for further
instructions, as appropriate.

Resolving a Scanner Transport Off Error

A Transport Off error indicates that the computer and scanner aren’t communicating. Verify that your scanner is
on and connected to the computer’s USB port.

If, after checking the connections, your scanner continues to display the error, have your local administrator
uninstall the scanner driver as described in Section 18.14, Replacing a Scanner, and reinstall the driver as
described in Subsection 3.1.2, Downloading and Installing or Updating the Scanner Driver.

If the uninstall and reinstall of the driver are unsuccessful:
1. Go to Device Manager in System Properties.
Update the driver path to “C:\Program Files (x86)\NCR\Passport Web Edition”.
Open the scanner diagnostics tool as described in Section 18.1, Accessing the Scanner Diagnostic Tool.

2
3
4. Ensure that Port 80 is available for the scanner driver to use.
5. Plug the scanner in to a different USB port on the computer.
6

Initialize the scanner as described in Section 18.4, Initializing and Testing Scanner Connectivity. If you can’t
initialize the scanner, restart the computer.
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18.8 Restarting the Scanner Driver

If the scanner driver isn’t responding, restart it as follows:

1. Go to the computer’s Start menu, then select All Programs, Passport Web Edition Client, then Restart
WebClient Driver. See Figure 18.8.

Q |'_%-%m<: h for apps, settings, and documents
All < Back
Palo Alto Networks S
Passport Web Edition Client ~
¢ Install Browser Certificate
TI: Restart WebClient Driver
¢ WebClient Diagnostics

Figure 18.8: Restart WebClient Driver

2. Use the scanner diagnostic tool to initialize the scanner. See Section 18.4, Initializing and Testing Scanner
Connectivity.

Note: If the driver doesn'’t restart or the scanner continues to jam or feed cheques slowly, restart the computer.

18.9 Ending Deposits and Shutting Down Scanners for Third-Party Scanner
Diagnostics

If you want to use a third-party scanner diagnostic tool and you are unable to end a deposit normally in Corporate
Capture, you can end a deposit session and clear the driver processing state as follows:

1. Close your browser to log out of Corporate Capture.
2. Open the scanner diagnostic tool as described in Section 18.1, Accessing the Scanner Diagnostic Tool.
3. End the deposit and shut down the scanner as follows. See Figure 18.9.

@ Select End Deposit Client Side for Diagnostics.

@ Select Shutdown Scanner.
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NCR Passport Web Edition Client Diagnostic

Summary Info:

Driver Version: 03.24.00.04
Transport ID: 2850

Receipt Printer Port: Not Found

Receipt Printer Model: Unknown

Log File Name: [None]

Driver Http Svr: Port 80 functioning
Driver Https Svr: Port 443 functioning
Driver Process ID: 11312

Initialize Scanner

Print Test Receipt]

Stop Debug Monitor]

Save Logs]|

End Deposit Client side for Diagnotics - Log off application first | @

MicrFont : E13B (Toggle Font)_]

Clean Scanner|

Firefox needs a manual certificate install to work with Web Client Driver for each user.
Can be used for IE and Chrome if automatic install failed
[Install Driver HTTPS Certificate]

Figure 18.9: End The Deposit And Shut Down The Scanner

4. Use your third-party scanner utility or other diagnostic application as required.
18.10 Resolving Login Issues for Shared Computers

Saved browser settings (e.g., cookies and/or temporary internet files) may prevent another user from accessing
Corporate Capture on a shared computer.

Clear the cookies and/or temporary internet files and close the browser after completing deposits. Refer to your
browser provider for instructions.

18.11 Installing a Browser Certificate and/or Resolving an “HTTP 12057 —
SSL Revocation” Error

You may be prompted to install a browser certificate if your browser doesn’t have permission to install one
automatically. Installing a browser certificate will also resolve an “HTTP 12057 — SSL Revocation” error if one
occurs. The following instructions apply to computers with a Windows 11 operating system. The procedures may
differ if using a different operating system.

Have your local administrator install a browser certificate as follows:

1. Go to the computer’s start menu and select All Programs, Passport Web Edition Client, then Install
Browser Certificate. See Figure 18.10.
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L (o Install Browser Certificate

Q Fearch for apps, settings, and documents

All

Palo Alto Networks

Passport Web Edition Client

T" Restart WebClient Driver

(3 WebClient Diagnostics

<

Back

Figure 18.10: Install Browser Certificate

2. Follow the on-screen instructions to install the browser certificate.
If you continue to get the error, update the browser certificate settings as follows:

3.

Open the Control Panel, select Network and Internet, then select Internet Options (or enter “Internet

Options” in the Windows search bar).

Select Advanced, then deselect the following options under security settings. See Figure 18.11.

Check for publisher’s certificate revocation

Check for server certificate revocation

/102
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* Internet Properties ? X

General Security Privacy Content Connections Programs Advanced

Settings

@ Enable alternative codecs in HTML5 media elements
@ Enable automatic image resizing
@ Play animations in webpages
@ Flay sounds in webpages
() Show image download placeholders
@ Show pictures
5 Security
(] Allow active content from CDs to run on My Computer
(J Allow active content to run in files on My Computer
(D Allow software to run or install even if the signature is invalid
(] Block unsecured images with other mixed content
B Check for publisher's certificate revocation
@ Check for server certificate revocation
Check for signatures on downloaded programs
() Do not save encrypted pages to disk
B Empty Temporary Internet Files folder when browser is closec
@ Enable DOM Storage
@ Enable insecure TLS server compatibility
@ Enable Integrated Windows Authentication
@ Enable native XMLHTTP support
() Send Do Not Track requests to sites you visit in Internet Explc
|

Restore advanced settings

@  Some settings are managed by your system administrator.

Cancel Apply

Figure 18.11: Advanced Internet Options

5. Restart the browser.
18.12 Resolving Black Lines on Scanned Images

You must submit good quality cheque images for processing. Financial institutions can dishonour an item with
poor image quality for up to 90 days after it clears. If single or multiple horizontal lines appear on images, refer to
the following table to determine why this may be occurring and how to resolve the issue.

Reason solution

There may be electrical interference from an Ensure that any appliances are at least 18
appliance such as an oscillating fan, a space inches away from the scanner.
heater, an old-style CRT monitor, etc.

The scanner may be plugged in to a poor-quality Relocate the scanner’s power source to another
electrical circuit. electrical outlet.

The USB controller or USB cable is degraded. Replace the USB cable or use a powered USB
hub for your scanner’s USB connection to the
computer.
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Reason Solution

Other USB devices are connected to the Turn off the power to these devices to eliminate
computer (e.g., a printer). These types of devices interference.

can sometimes cause interference with other

USB devices attached to the computer.

18.13 Resolving Canon Scanner Driver Issues after a Windows Operating
System Upgrade

If the computer can’t detect that your Canon scanner driver is connected after a Windows upgrade, have your
local administrator replace the “usbscan.sys” file as follows:

1. Go to a working computer with a Windows 10 operating system and copy the usbscan.sys file from the
following location: \windows\system\drivers.

2. Replace the usbscan.sys file on the computer that's not detecting the scanner driver.

3. Install the driver on Device Manager. Search for the driver under C:\Program Files (x86)\NCR\Passport Web
Edition\Ranger\RangerCore\Scanner Plug-ins\Scanner_Brand\Driver

4. Reboot the computer and initialize the scanner.
18.14 Replacing a Scanner

If a scanner becomes inoperable and you must temporarily or permanently replace it, you can use the same
scanner driver as long as the replacement scanner is the same scanner model. If the replacement scanner is a
different scanner model, you must uninstall the current driver, then download and install the appropriate driver.
The following procedures apply to computers on a Windows 11 operating system. The procedures may differ if
using a different operating system.

Uninstall the current scanner driver as follows:

1. Enter “add or remove programs” in your Windows Search Bar, then select Control Panel. See Figure 18.12.
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Control panel

Settings
[P Install a program from the network >
Search the web

Q add or remove programs - See more
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search results

Q add or remove programs from my 5
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Q_ add or remove programs apps >

Q_ add or remove programs printer >

Q_ add or remove programs windows >

Q_ add or remove programs 1 >
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Q, add or remove programs rem >
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Figure 18.12: Locate the Scanner Driver
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2. Locate “PassportWebClient” in the list of installed apps, select the More options icon (three dots), then select

Uninstall. See Figure 18.13.
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Apps > Installed apps

p— IVIICrosoTt Lorporaton | 4/1/£U45

e Ngtepad _ 101 KB »**
Microsoft Corporation | 4/1/2025

Paint
Microsoft Corporation | 4/1/2025

(D)

16.0 KB ==

PassportWebClient
03.24.00.04 | NCR Corp Ltd. | 4/10/2025

M Phot :
otos Uninstall

Microsoft Corporat

Figure 18.13: Uninstall the Scanner Driver

3. Select Uninstall to remove the scanner driver.

4. Ensure that the scanner is disconnected from the computer, then select OK to proceed with the uninstall
wizard. See Figure 18.14.

PassportWebClient - InstallShield Wizard l

Prepaiing Setup
Please wait while the InstallS hisld Wizard prepares the: setup.

Passg™ - ; = =
rest { PassportWebClient - InstallShield Wizard

0 Unplug any check scanners from PC before continuing.

f——-. ——

Cancal

Figure 18.14: Disconnect the Scanner

5. Select Yes to proceed with uninstalling the driver. See Figure 18.15.
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PassportWebClient - InstaliShield Wizard s =1

Do you want to completely remove the selected application and all of its features?

[ Yes ] [ No

Figure 18.15: Confirm Scanner USB is disconnected

6. Select Finish to complete the uninstall. See Figure 18.16.

PassportWebClient - InstallShield Wizard

Uninstall Complete

InstallShield Wizard has finished uninstalling
PassportwebClient.

Figure 18.16: Confirm the Driver is Uninstalled

7. Download and install the replacement scanner driver as described in Subsection 3.1.2, Downloading and
Installing or Updating the Scanner Driver.

18.15 Exporting Scanner Logs

Scanner logs can assist your financial institution to troubleshoot scanner issues if you're unable to resolve them
yourself. If you're directed by your financial institution’s support personnel to export the scanner driver logs,
proceed as follows:

1. Open the scanner diagnostic tool as described in Section 18.1, Accessing the Scanner Diagnostic Tool.

2. Select Save Logs. See Figure 18.17.
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NCR Passport Web Edition Client Diagnostic

Summary Info:

Driver Version: 03.24.00.04
Transport ID: 2850
Receipt Printer Port: Not Found
Receipt Printer Model: Unknown
Log File Name: [None]
Driver Http Svr: Port 80 functioning
Driver Https Svr: Port 443 functioning
Driver Process ID: 9452

Initialize Scanner]

Print Test Receipt]

[Stop Debug Monitor]

Save Logs]

End Deposit Client side for Diagnotics - Log off application first |

L

[Shutdown Scanner - T og off application first (Takes 30 seconds)_]
[MicrFont : E13B (Toggle Font) ]
[

—=55

Clean Scanner]|

Firefox needs a manual certificate install to work with Web Client Driver for each user.
Can be used for IE and Chrome if automatic install failed
[Install Driver HTTPS Certificate]

Figure 18.17: Save Logs

3. Save the scanner log ZIP file to your computer.

4. Follow the instructions from support personnel on where to send the file for analysis.



Corporate Capture — Deposit Processing User Guide /109

Copyright and Disclaimer

Except as expressly permitted in this publication, or by the provisions of the Copyright Act, no part of this publication may
be reproduced in any form by any means without the written permission of Central 1 Credit Union.

Central 1 is not responsible for any errors or omissions contained in this publication and expressly disclaims liability,
whether under contract or in negligence or otherwise, to any user, including subscribers and other persons who may use
this publication and to members, clients, and customers of such subscribers and other persons.

Central 1 expressly disclaims liability for loss or damage, whether direct or indirect, resulting from any use of this
publication, including, without limitation, any loss or damage arising as a result of the procedures or forms contained in
this publication being determined not to be valid or enforceable or not attaining the end desired by the user.
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