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SECURITY NATIONAL BANK REMOTE DEPOSIT INSTRUCTIONS

Step 1: Run a calculator tape on the deposit items to confirm the expected amount of the deposit. If

the scanner does not print an endorsement on the back of the items, checks must be manually

stamped or hand-endorsed. Below are examples of each type of accepted endorsements.

Auto-printed endorsement

\

\l
\ 9944671220 2020-03-07 Mobile Deposit Only - SNB

Stamped Endorsement

ENDORSE HERE
X

Mobile Deposit Only
——Security National Bank

DO NOT WRITE, STAMP OR SIGN BELOV THIS LINE
RESERVED FOR FINANCIAL INSTITUTION USE

Remote Deposit Capture Instructions v2.0
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Handwritten Endorsement

ENDORSE HERE

X Businessy Name
For Mobile Deposit Only to-SNB

DO NOT VWRITE, STAMP OR SIGN BELOVW THIS LINE
RESERVED FOR FIMANCIAL INSTITUTION USE
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Step 2: Go to |securitynationa|.bank|

. Select Online Banking Login

° Enter Login ID (username)

° Enter password

° Complete 2-Factor Authentication via SMS, voice or email (first time login)
° Select Register Device to bypass authentication on next login

Our Story | Locations | Contact Us | Careers | Education Center | Search Q ONLINE BANKING LOGIN (5)
FDIC Froic insured - Bocked by the full fuith and credit of the U.S. Government
NATIONAL BANK
PERSONAL v BUSINESS v

ONLINE BANKING LOGIN ()

WEALTH v RESOURCES v

ITY

NATIONAL BANK

Memuer FOIG

Login ID

Password

| Show

Enroll

Alternate Login Options

WEALTH

Forgot your password?

BUSINESS CREDIT
CARDS

Member

2 Fbic

On the home page, select the Remote Deposit Capture quick link, or select the Remote Deposit Capture tile on the
Treasury Connect Page.

SECURITY
NATIONAL BANK

Home  Transfers & Payments  7reasury Connect  Services  Settings  Messages  Log Off

Transfer Money
Home

Statements
ACCOUNTS E Payment Activity and Approvals
Available: 5884.73 @ Payments
Small Business Rewards Checking Remote Deposit Capture
Available Balance $80.71 Available Balance $154.02

Positive Fay

Once selected, the opening page to create a deposit will appear. Depending on browser type, there may

be a prompt to run a service (SetupZiptrc.exe). Please select Run or OK to allow the install.

Please note: Scanner screens may vary from the screenshots provided within this instruction guide.

Remote Deposit Capture Instructions v2.0 8/12/2024
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Remote Capture Home Screen Information: From this screen a new deposit can be started, the

deposit display mode can be switched, and completed or pending deposits viewed.

SECURITY
NATIONAL BANSK

Mo View Deposts View e Repons
Pasteg Depost ® 22 Dagoust
ot Shen Search
Dpest (O Accout #
408000 1230
Create Depost
4030 123444
& 0 T

View Deposits:

Wert Trpe

Fows per page 2 >
v
Pooemog Dste  Sheke Depost Total (3} Acsam
% 20240029 DEUVEREL 53
¥ 20040129 SUSPENDED 0 B3
20040029 SUSPENDED ) B3

Pending Deposits — shows deposits that have not been completed.

All Deposits — will display all deposits for the current day.

Search — will define deposit search criteria

View Deposits View ltems

Create Deposit

Reporis

() Pending Deposits @ All Deposits

Start a new deposit by clicking the Create Deposit
button below, enter specifics on your deposit. then
click Continue

From Date” : [2024-01-28 |3

Create Deposit

To Date” - [2024-01-30 3

Rows per page: 10 |~

From Amount: To Amount:

Advanced Search

=
[ 402030701

Deposit IvD Account #

1234565 ANALYSIS
BUSINESS
12345656 AMNALYSIS
BUSINESS

ceount

[E] 408030700

Remote Deposit Capture Instructions v2.0

5 Dl Deposil Tolal (3) | Aclions

39 2024-01-29 DELIVERED 300 @ 3

39 2024-01-29 UNDER 400 B 3
REVIEW

Displaying 1- 2 of 2 Page| 1 of1
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Step 3: To start a new deposit, select Create Deposit.

@ nhttpsi//ssofiservsco.com/method=maximize - SCO1 - Pallet - 5 - Internet Explorer - [m} X
SECURITY | Switch To: Classic View

NATIONAL BANK |

Weicome, MIKE MANN

User Audit Help =~ Logout

[/ View Deposits View ltems Reports
Create Deposit @ Pending Deposits () All Deposits Rows perpage: (10 ||
Start a new deposit by clicking the Create Deposit e
button below, enter specifics on your deposit, then Search X
click Contit

Deposit ID Account# | Account Name Work Type | Processing Date | Status Deposit Total (§)  Actions
A
Nodepositstodisplay | |4 | | Page| 1/of1

In the overlay window, enter the dollar amount of the deposit. The decimal point will
automatically fill in (example: $20.00 deposit, enter 2000 — the amount will display as 20.00;
$25.41 deposit, enter 2541 — will display as 25.41). If there is more than one account available,
please select the account for the deposit. The Store Number is an optional field. Select

Continue.

@ hitp fi imize - SCOT - Pallet - 5 - Internet Explorer - o X

Enter deposit

Create Deposit

Important Tip — amount

Deposit Amount: |1.01]

Make sure you select the S
correct account from your Gancel Select the
deposit account list. deposit account

iession Started @ 12:24:02 PM|ltems Scanned: 0][items Processed: 0]

m/WebC: .do# ®100% ~

Remote Deposit Capture Instructions v2.0 8/12/2024
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Step 4: Once the main capture screen displays: Place check(s) (single feed — one check, multiple feed

— up to 50 checks) in the scanner. Once items are placed in the feeder, select the yellow Scan button.

@ https://ssofiservsco.com/?method=maximize - SCO1 - Pallet - 5 - Internet Explorer - o X
SECURITY Switch To: Classic View
NATIONAL BANK |

Deposit ID

Item # Emor Amount Actions

Deposit ID: 216926462

Account #: 1234565

ANALYSIS BUSINESS CHECKING
ACCOUNT

Account Name:
More Details

Messages A
Important Tip
Select Scan If there are issues with
No of items:0 Ermror0 Deposit Total:$1.01 Difference:$0.00
after checks / checks not running correctly
areloaded | ™ = o ¢ through the scanner, uncheck
into the the Detect Double-Feed box
scanner

[Session Started @ 12:24:02 PM|[Items Scanned: 0][Items Processed: 0

®100% v

Step 5: Scan all checks in the deposit. Adjustments are not able to be made until scanning is completed. For
single-feed only units, once all items have been scanned, select Stop Scan.
Step 6: Once scanning is complete correct any scanning errors. To correct errors, select the Fix Errors

button. If there are no exceptions and your Checks Total matches your Deposit Total — proceed to Step 8.

216920300
1234
AN
A

S £mort [———) [Er——

0% -
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After clicking Fix Errors, The Error Correction screen will display items needing attention.

BECURITY

NATIONAL TLANN

«  Enoe Conection

Joyisst K BNV A (7o o MR babde
MNiowt ¥ LIMaMn B § NRlem 11004
ACCOWE Narw ANALY S BLUSINE A
Mure Dvlats ront B
=
This error example shows an
. incorrect check number.
& - —t
@ ADNODOAL 46 13LsLie Once the correct number has
«— | been typed in, press the Enter
AL Sevipt RT WALXFLDY Accognt Anourt
veax0atar 4 ) key on your keyboard.
If needed, items
can be deleted- o Lot -t Saw 34 00 Cwemenw 59 00 Sests ew 300
SECURITY
o Enor Conechon
20070200 A Emorie MCE b
% e e @ 06000 1 T4
Accawt Rarte  ANALY RS BUSINE S5 - p-
Mo Ortrls drez: o
(2 I
- = Vel
Cmaa v A Fo—
“wi LJJ_)J_“
novse Lo 3. N £ Y ¥ -
g&. et D B P
e - R el
’ © AOND0OHN i EsLae
AUL bl AT AL LD Alsiare Anoat
Wbk )W'@ §00
g2 S
ot tewes 4 Evert Crpnt Sew 86 00 Cferrear 30 00 ooy Totr 3500
‘ e e | SN
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Checks that have an error will appear one at a time, and the error will be highlighted in light red. All
corrections must be completed prior to submitting the deposit. Once corrections have been made,
press enter on your keyboard. Any changes will be processed and if there are multiple check image

errors, the next error will appear.

rg https://www.snbco i=m pture - Windc rer ' .
SECURITY Switch To: Classic View
NATIONAL BANK

Merchant Capture Solution Welcome, SEAN GILL

User Audit Help  Logout

[«] | Error Correction 4

Deposit ID: 63953
/\ Error in MICR fields

Account No.:  ****=% 4565

Account Name: ANALYSIS Fi
BUSINESS ront Back
CHECKING P w g
ACCOUNT 1028

i Execubane Test Company
More Details i Omaha NEGH131 2([4 ’0[:( a4
—————— ; owE_O | =
g ol D) MLk 25%, 7
o= — L

ok

couass
Messages A
i {ancaL wa |
i = , i I
*ron _Q}qlu nf"w /FL/J/ -
Ko #0010 28" 1140LO0DBL 4423 LSE G . i
|
Serial Transit Account Check Amount “
News/Promotions v 001026 104000841 | 1234565 |0.0d x | N

e fieid
R

Item #:1214698805

Session Started @ 05:17:43 PM][Items Scanned: 5||Items Processed: 5[]

#100% ~

Important!

https://www.snbco

ECUHITY
NATIONAL BANK

Remember to hit Enter on the
keyboard to save the change.

Merchant Capture Solution

I«] | Error Correction
Deposit ID: 63953

/\ Error in MICR fields
AccountNo.:  ******4565

Account Name: ANALYSIS E
BUSINESS ront Back
CHECKING o .
ACCOUNT To26

ExecuBanc Test Company.

More Details g Qmaba, NESEIL e
e T | | ST we 2(14]04 ]
A T A
W %
Messages A ’A‘L /)W'i SR _ coums @E5;

#0010 28% 1110L000BLAZA23 LSE 5

|
Serial Transit Account Check / ‘
EX & Yy
feid

News/Promotions v 001026 104000841 | 1234565

Item #:1214698305

[Session Started @ 05:17:43 PM|[Items Scanned: 5|[items Processed: 5|
|
®100% ~

Remote Deposit Capture Instructions v2.0 8/12/2024



SECURITY

NATIONAL BANK

Member FDIC

Step 7: Once all read errors have been corrected, ensure the Difference equals $0.00. Common

Errors

e Number of Items Mismatch - Verify that the No. of Items matches the number of checks. If a

check was missed during scanning, place the check in the scanner hopper and select Scan (see

Figure 7-A).

® Incorrect Check Amount - If your No. of Items match the check count, verify all checks within the

deposit were read correctly by the scanner. To correct an error, select the (+) button next to each

item and enter the correct check amount (same as Step 6)(see Figure 7-A).

e Deposit Total Incorrect - If the original deposit total was incorrect, adjust the amount of the

deposit by selecting Submit Deposit, and enter correct amount (see Figure 7-B).

@ http;://www.snbconn com/?r

SECURITY
NATIONAL BANK

[«] |\/ Success. All Errors le!:

h To: Classic View

Merchant C3

Deposit ID: 63953

1 Account No. *=exx24565 o

Account Name: ANALYSIS 3
BUSINESS

‘ CHECKING @
ACCOUNT £

More Details £

1'2 il O i“.‘-m [ . ﬂ

em # &

1214698302
1214698803
1214698804
1214698805

1214698806

Check

To Fix a Check Amount:

Select (+) to fix an incorrect
check amount.

pme, SEAN GILL
lit Help = Logout

I

Amount Actions

0010

ai

001017
001016

001026

001013

600 3
8.00
7.00
5.00

xX. X X X

555

’ Messages A

Denotes number of
items in the deposit.
Make sure it matches
the number of checks.

Promotions v

"y

No of items:5

Error :0

Deposit Total:$20.00

Remember!

Unbalanced deposits
cannot be submitted.

Difference: -511.55

Checks Tolal: $31.55

A e Depo
Figure 7-A SEL [V Detect Double-Feed then Submit 3
ISession Started @ 05:17:43 PM”Items Scanned: 5"Items Processed: Slﬂl
#100% ~

Remote Deposit Capture Instructions v2.0
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Step 1:

Select Submit
Deposit

Verify Balance

/4, Transaction should be balanced before submit
Deposit Data
Check Total: $31.55 Difference: -$11.55

Deposit Total: _

Step 2:

Enter the correct Deposit Total in the pop-up
window. Then select Update.

Session Started @ 05:17

hetpsi/wwwsnoconne  Step 3: :

The deposit can be submitted from this screen by
selecting Submit Deposit.

[&# Transaction is Balanced
Add Memo (Optional

A

Submit Deposit

Figure 7-B

|Session Started @ 05:17:43 PM”Items Scanned: 5||ltems Processed: 5]_[”

©100% ~ _]

10
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Step 8: To submit the deposit, select the Submit Deposit

'.,;-; https://,

SECURITY

NATIONAL BANK

[« |4 Success. Al Errors Fixed.

Merchant Capture Solution Welcome, SEAN GILL

Switch To: Classic View

User Audit Help = Logout

Deposit ID: 63953 Hem# Check # Eiroe Amoant/Action
AccountNo..  ******4565 @ 1214698802 001015 6.00 ¥
R @ 1214608303 001017 800 x

ggggﬁﬁf ® 1214698804 001016 700 ¥
More Details ] 1214698805 001026 500 x
m Delete Depostt BRE ‘ 1214693806 001013 555 ¢
Messages A
News/Promotions v

No of ltems:5 Error :0 Deposit Total:$31.55 Difference: $0.00 Checks Total: $31.55
Scan Please Fix Errorj
Detect Double-Feed then Submit

hﬂSession Started @ 05:17:43 PM“Items Scanned: 5"ltems Processed: 5”]]
|l

= ———— = ——— —

Remote Deposit Capture Instructions v2.0 8/12/2024
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Once all errors have been corrected, the following message will appear at the top of the

screen: “Success. All Errors Fixed.” Select the Submit Deposit button.

@ https://sso fiservsco.com/?method=maximize - SCOT - Pallet - 5 - Internet Explorer

- o x
SECURITY Switch To: Classic View
NATIONAL BANIK
Welcome, MIKE MANN
1| |2 Success. All Errors Fixed o———
ttem # « Check # Emor | Amount Actions
Deposit ID 216931488 e —
234567 £l 0886616403 0101 1.01 mw
e SBA

Messages a

o of items:1 Emor:0 Deposit Total s1.01 Difference: $0.00 Checks Total: $1.01

e Submit Deposit Save D

Session Started @ 02:18:49 PN”nems Scanned: l”!tems Processed: 1|

@ 1nnos <

Once Submit Deposit has been selected, the system will show a Verify Balance prompt. Ensure the
Deposit Total matches the Check Total, and the Item Count matches the Items in Deposit. If all items

match, select Submit Deposit. If not click the X in the open window and fix any outstanding items.

Step 9: Generate Deposit Report

Four different types of reports may be generated (multiple reports may be generated for each

deposit).
e  PDF Report — summary of deposit with no check images.
e  PDF Report with Images — detailed report with deposit and check images.

e (CSV Reports —this report generates a CSV file that can be opened in Microsoft Excel or

imported into other types of financial software, such as QuickBooks.

e Extract Images — this will generate image files of the individual items within your deposit.

To generate a report, from the Home screen select the View Deposits tab and the All Deposits radio

button and then click the "l button to the right of the deposit for which a report will becreated.

12
Remote Deposit Capture Instructions v2.0 8/12/2024
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Switch To: Classic View

Merchant Capture Solution

Welcome, SEAN GILL

User Audit Help -~ Logout

[« /\iew Deposits

View ltems Report:

Create Deposit (O Pending Deposits (@) All Deposits Rows perpage: 10 |y
Start a new deposit by clicking the

Create Deposit button below, enter

v
specifics on your deposit, then click
(Continue. ] Depost IO "Account #Account Name Processing Date | Status Deposit Total ()Action
Create Deposit B 63953 e 4565 ANALYSIS BUSI... 2013-4-24 READY FOR APPROVAL 31555 (3 )
Messages A
Remember!
T —— = You must select view

deposit icon to open the
deposit to generate a ol
report. (NR—

Displaying 1- 1 of

—
[Session Started @ 05:17:43 P|[items Scanned: s|[items Processed: 5|

i
L _ ®100% ~ I

From the deposit detail screen, go to the Export As menu and select the type of report you want to
generate. To successfully generate a report, make sure you have an Adobe PDF (Reader or Acrobat)

program installed on your computer.

?hﬂps://www bconnec — @T
- Switch To: Classic View
NATIONAL BANK

Merchant Capture Solution

Welcome, SEAN GILL

User Audit Help ~ Logout

Item # & Check # Error Amount Actions
Deposit ID: 63953 1214698802 001015 6.00 ¢
Account No..  ******4565 ] 1214698803 001017 8.00
[Account Name: ANALYSIS
BUSINESS = 1214698804 001016 7.00 x
CHECKING
ACCOUNT ] 1214698805 001026 500
] 1214698806 001013 555 ¢
A
csv
Pdf with Images
Extract Images
A IPr
No of ltems:5 Error -0 Deposit Total:$31.55 Difference: $0.00 Checks Total: $31.55

Please Fix Errors
then Submit

|Session Started @ 05:17:43 PM"Items Scanned: S||Items Processed: 5[[”

| #100% ~

Sample Reports

Remote Deposit Capture Instructions v2.0 8/12/2024
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PDF — Deposit Detail Only

77 Dt i SABCOANect 3 com/WehlaptursWah Raport Sorviet 17 omScanPage - fromScanPagettmethod - Depost — Windows Internet Explorer

Deposit Detail Report

Deposit Detail for Deposit ID: 2544

Site ID: 104000841-12346

Batch ID: 2275741443 cessing Date:

Deposit Status: SUBMITTED

2010-12-13

Customer Name: ExecBanc Test

Deposit ID

Transaction Detail for Transaction ID: 1

Number of items
in the deposit.

PDF Report with Images — Deposit Detail with check images

{7 Dt twww, snbeoanest WL apturew fromeanPagettmathed - Uppost - Windows Intarnat Explorer

Type: ELECTRONIC Deposit A
u Aux On-Us RIC RT W Aux Account PC Amount Item Type
2
!: 103000841 009 $20.00 Crednt
&1 001028 104000841 $500 Debit
001029 104000841 $7.58 Dsbit
001030 104000841 1234565 $7 42 Dsbit
Transaction Control Information:
Credit items: 1 Credit Total: $20.00 Txn Difference: $0.00
Debit Items: 3 \ Debit Total: $20.00
Lo Deposit Control InformaNeon:
Se Deposit: $20.00 DifferencenNg0.00

7 Crsrrns Tom

Amount of
deposit.

Deposit Detail Report

Deposit Detail for Deposit ID: 2544

Site 1D: 1040008411246 Deposit Status: SUBMITTED
Batch |D; I3T5741443 Frocessing Date:  2010.12.13

Customer Name: ExecBanc Tes!

Transaction Detallfor T

Type: ELECTRONIC Depasit Account: 234567
Aux On s RIC AT Amoani Bem Type
4000841

Bt

14000841

LLHLV

S Sicumoisieal) LhL i

#fuxx On s RIC Whux  Account

04000841

T ————

Remote Deposit Capture Instructions v2.0 8/12/2024
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Step 10: Once reports have been generated, return to the Home screen to view additional deposits

or select Logout to end your session.

r—

'5 https://www.snbconnect

SECURITY Switch To: Classic View
NATIONAL BANK
Merchant Capture Solution S —
) —
User Audit Help | Logout
—
ltem # & Check # Al nt Actions
Deposit ID: 3053 ] 1214698802 001015 600 3¢
Account No.: *4565 E] 1214693803 001017 s00 ¢ |l
Account N ANANSIS
R D 1214698804 001016 700 ¢ |
CHECKI
O OUNT 1214698805 001026 500 ¢
More Details 1214698806 / 555 3¢
Errom Select here
v |
Messages to LogOUt
Select here to go to the
Home screen. From the
Home screen you can :
J view 90 days Of depOSitS. Deposit Total:531.55 Difference: $0.00 Checks Total: $31.55
Please Fix Errors
then Submit
Session Started ® 05:17:43 PM|[Items Scanned: 5| Pr a: 5[
| #100%

Remote Deposit Capture Instructions v2.0

Thank you for using Merchant Capture! Your session has ended.

Clota the browear

&=

8/12/2024
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Home Screen

SECURITY

NATIONAL BANK

Switch To: Classic View

Merchant Capture Solution

Welcome, SEAN GILL

User “udit Help  Logout

View Deposits WView Items Reports
Create Deposit () Pending Deposits (@) All Deposits Rows per page:
Start a new deposit by clicking the

Create Deposit button below, enter
specifics on your deposit. then click
Continue. D Deposit ID - Account #Account Name Processing Date Status Deposit Total ($)Actions

= 63853 e 4565 AMALYSIS BUSI . 2013-4-24 READY FOR APPROWAL 31 3

Search v

Create Deposit

Messages a .
Deposit ID
Click to open
deposit

News/Promotions v

I

Displaying 1- 1 of 1 Page| 1 |of1
[Remove
Session Started @ 05:17:43 PM|[Items Scanned: 5|[items Pr. s I
| #100% ~ |

Duplicate Check(s)
If you receive a “Duplicate Item Detected” warning, do not “Accept” the item unless
otherwise instructed by bank personnel. Contact Treasury Management Operations or

Treasury Management RDC support if you have any additional questions.

Switch To: Classic View

SECURITY
NATIONAL BANK

Merchant Capture Solution A —————
Home User Audit Help Logout
[«] | Error Correction A
Deposit ID: 65983
P 4\ Duplicate item Detected
Account No.: ~ ****==, 4565
Account Name: ANALYSIS Gunentliem ’
BUSINESS
CHECKING
ACCOUNT

More Details

[Siport As | Delete bepost

Messages s
Internet Explorer 10
View All
Itemi#:1215048002 Check#:001015 Amount
Delete
News/Promotions v ﬁ _
'ms from Previous Deposits Dispiaying 1 of 1 duplica
.
No of items:2 Emor: 2 Deposit Tota:$14.01 Difference: $0.01 Checks Total: $14.00

S Fix Errors |
Scan & Detect Double-Feed then Submit Fix Errors | Save Deposit v

Session Started @ 03:27:11 PM|[Items Scanned: 2|[Items Processed: 2|

#100% ~

Remote Deposit Capture Instructions v2.0 8/12/2024
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Suspended Deposits

If a deposit in unable to be completed during the scanning session, the deposit will be suspended. There are

several situations where this may occur:

e If there is an error during the scanning process

e If the scanning process is interrupted due to outside factors

e The deposit is not submitted, and the scanning window is closed
A suspended deposit can be processed the same day, or it can be processed at a later date. An email will be sent out
to the remote deposit capture user to advise that there is a suspended deposit in the system. If alternate
arrangements have already been made to complete the deposit, delete the suspended deposit. Do not process a

duplicate deposit. To process a suspended deposit, complete the following steps:

Log in to online banking and go to the remote deposit capture page. Click on the Pending Deposits radio button. If

no deposits are displayed, drop down the search section an input a date range to review all suspended deposits.

View DeposTs View Items Reports
Create Deposit @ Pending Deposits (O All Deposits Rows per page 10
Start a new deposit by clicking the Create Deposit
button below, enter specifics on your deposit, then earch
click Continue
From Dreteio | 2024-01-29 E To Date® : | 2024-01-30 E From Amount: To Amount”
Create Deposit Advanced Search B :
|} DEDDSItLD Account# | Account Name Work Type | Processing Date | Status Deposit Total (3) | Aclions
] 408030700 1234585 AMNALYSIS 39 2024-01-29 SUSPENDED 000 B 3@
BUSINESS
] 408029200 1234585 ANALYSIS 39 2024-01-29 SUSPENDED 000 B 0
BUSINESS

Displaying 1-2 of 2 Page| 1|of1

Click on the ] icon to open the deposit and review the item(s).

17
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ltem # « Check # Error Amount Actions
@| 0886612213 1002 4.00 m
Deposit ID 408030700 i
Account # 1234565
Account Name: ANALYSIS BUSINESS
More Details
Export As Delete Deposit
No of ltems:1 Error:0 Deposit Total:54.00 Difference:$0.00 Checks Tofal:$4.00
Scan . -
Detect Double-Feed t‘;‘gﬁm'b‘:’;g; Submit Deposit | JEEURBE |

Item # o Check # Error Amount Actions
= 0886612213 1002 4.00 m
Deposit ID: 408030700
Account # 1234565 Front Back
Account Mame: ANALYSIS BUSINESS . I al
More Details SBA 003
. 3500 FARNAM ST -
Export As Delete Deposit OMAHA NE 68131 "Zi' ¥
g ““"dﬁﬁ i
Py o I Deprgir 2 | $
R | e —— % T Y
SECURITY
prm—
For. -
12 i0LO00AL IS 23LSE T
f -
‘ »
AUX/Serial RT WAUX/FLD4 Account Check Amount
104000841 234587 1002 400
Fress enter to update skl
No of Hems:1 Error:0 Deposit Total-$4 00 Difierence:50.00 Checks Total:54.00
Scan = -
Defect Double-Feed ‘i"gﬁfm‘l'jigg;s“ submit Deposit | BEEVERRLE el

After reviewing the item(s) in the deposit it does need to be submitted, click on the submit deposit icon. The verify

balance screen will be displayed. If the balance matches and the deposit is in balance, click on “Submit Deposit” to

complete the process:
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Verify Balance

|¢ Transaction is Balanced

Deposit Data

Deposit Total: 400  Check Total: Difference: $0.00

Item Count: ltems In Deposit:

Add Memo (Optional)

256/256

Submit Deposit

”

If after reviewing the deposit it should NOT be processed, you may delete the deposit using the “Delete Deposit

option on the left-hand side of the screen.

Item # o Check # Error Amount Actions
=] 0886611694 1001 5.00 m
Deposit ID: 408029200
Account# 1234565 Front Back
Account Name: ANALY SIS BUSINESS -
More Details SBA e
3500 FARNAM ST
Export As Delete Deposit OMAHA NE o
= = 68131 “29-
wae /), ;
Origrot- et Dopgyi 1 1S 54

g A pllened- M.?.ﬁv—--__ Dollars £ B

%ﬁv .
#
1 20LO00AL 412 23L 567
. -
] »
AUX/Serial RT WAUX/FLD4 Account Check Amount
104000841 234587 1001 5.00
Fress enter to update fisld
No of items:1 Error:0 Deposit Total:35.00 Difference:50.00 Checks Total:$5.00
Scan B . =
Detect Double-Feed tcn°5':‘i°r'r“:"[)§'p’g;s‘t Submit Deposit | EEVERRL
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There will be a prompt to confirm the deletion of the deposit. Select Yes to delete the deposit.

Prompt 8

) ‘Are you sure you want to delete this deposit? - 408029200

Once all decisions have been made for suspended deposits, the main deposit screen will show only the deposits
that have been processed:

View Deposits View ltems Reports
Create Deposit (® Pending Deposits () All Deposits Rows per page m
Start a new deposit by clicking the Create Deposit
button below, enter specifics on your deposit, then Search 4
click Continue
Depasit ID Account# | Account Name Work Type | Processing Date | Status Deposit Total (8) | Actions
o 402030700 1234565 AMALYSIS 39 2024-01-29 UNDER 400 B 3
Create Deposit BUSINESS

REVIEW

Displaying 1-10f 1 |8} 4 Pageljluﬁ L4 L{}
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Exceeding Daily Deposit Threshold

If there will be a larger than normal deposit, please contact Treasury Management Operations Support
before attempting to submit the deposit. The daily deposit limit can be temporarily adjusted to
accommodate larger deposits. When contacting support, please provide the following information: the
reason for the higher deposit; the expected total deposit amount for the day; account number

impacted; and the employee name that will submit the deposit.

Remotely Created Checks
If Remote Deposit Capture is used to deposit remotely created checks, please notify the bank before

submitting items for the first time.

Removing a Deposit:

Once a deposit has been submitted it cannot be removed. The deposit may be caught in our
automated review process and rejected if exceptions are found.

Additional Information:

° Remember to store checks for a minimum of 60 days in a secure, controlled location.

It is recommended that you destroy checks after 60 days by using a commercially
accepted manner.

° Canadian and other foreign items cannot be submitted through Remote Deposit
Capture.

° Ensure that “Pay to the order of” on the check and the accounts authorized to use for
remote deposit match.

° Remote Deposit accounts are subject to review thresholds and Remote Deposit
deposits cannot exceed your approved daily limit without prior bank notification and
approval.

° Duplicate Items will be detected by the remote capture system. Do not resubmit an
item unless you are instructed to do so by Treasury Operations RDC Support.

° Do not upgrade your computer Internet Browser or your computer’s operating
system unless you have confirmed with bank Remote Deposit support that the
changes have been certified for use.

° You must contact bank support to add or change a user setup.

Remote Deposit Capture Instructions v2.0 8/12/2024
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Tips for a Successful Scanning Experience

Ensure numbers are legible and stay within the boxes, not touching any lines.

Press firmly using black ink; no red ink, pastel inks or gel pens.

No commas in the Amount field.

Remove all tape, staples, paper clips and check for folded corners.

Jog and fan checks thoroughly before feeding through scanner to avoid piggy- backing.

When items scan crooked, check all fields to verify information scanned correctly.

If more than one person is using the device, make sure there are no out-of-balance

batches prior to beginning new capture.

The scanning device may have trouble reading certain items:

o

o

O

O

Items written in ink other than black
Checks written lightly orillegibly
Amounts and Account Numbers written on or outside lines

Checks which have been folded, creased or mutilated

Troubleshooting

| cannot get logged into Remote Capture. Verify the correct PIN is being used with your token.

Verify the correct token is being used (there may
be other tokens for additional users or separate
tokens for other bank websites).

Verify you are using the correct link to the bank's
remote capture website (listed on page 3).

Contact Treasury management or RDC support.

The computer does not recognize the scanner. | Make sure the scanner is turned on.

Make sure the scanner is plugged into a proper power
source.

Make sure the scanner is plugged into a proper USB
port.

Turn the scanner off and then on.

Unplug the scanner from the computer and then
reboot the computer. Once the computer is fully
loaded, plug the scanner back into the computer's USB
port. Make sure the scanner is turned on. Allow the
computer enough time load the scanner driver before
attempting to start a deposit.

Contact bank support. 402-452-3590 or 877-686-3590

Remote Deposit Capture Instructions v2.0 8/12/2024
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The scanner stops in the middle of scanning.

Un-check the double detect feed option.

Make sure the deposit program is not waiting for a
response.

Check to make sure the scanner does not have a check
or part of check blocking the transport.

Use compressed air to blow/clean the transport.

The computer may have multiple website windows or
programs open that could be utilzing resources. Close
unneeded website windows or programs.

The scanners program drivers may have been
corrupted or have stopped working. - Log back out of
the scanning program and log back in again. You will
need to open the suspended deposit to complete your
deposit.

Check all cables and power sources and attempt to
complete the deposit.

Restart PC and attempt to complete your deposit.

Contact RDC support. 402-452-3590 or 877-686-3590

The scanning device has trouble reading items.

Items written in ink other than black.

Checks written lightly or illegibly.

Amounts and Account Numbers written on or outside
lines.

Checks which have been folded, creased or mutilated

Scanner may be dirty. Clean scanner transport with
compressed air.

Make sure the deposit program is not waiting for
a response.

The deposit is stuck in a "Processing",
"Suspended" or "Uploading" status.

Exit out of deposit then reopen the deposit to see if the
status changes.

Contact RDC support. 402-452-3590 or 877-686-3590

Deposit Summary Report did not generate.

Make sure Adobe PDF program is installed.

Verify Adobe PDF program version. Update Adobe PDF
program, if needed.

Restart PC and attempt to regenerate Deposit
Summary.

Contact RDC support. 402-452-3590 or 877-686-3590

Remote Deposit Capture Instructions v2.0
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Contact Information:
Treasury Operations Support
(402) 452-3590

(877) 686-3590

treasuryops@snbomaha.com

Treasury Sales

treasury@snbomaha.com

Notes:

Remote Deposit Capture Instructions v2.0
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