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Overview

The Remote Deposit Capture (RDC) service enables you to capture check images and create
electronic deposits, which are securely transmitted to AdelFi for processing.

RDC works via the web, making installation of software or manual downloads unnecessary and
allowing you to access the application from any PC that meets the minimum requirements. The
RDC application includes the following features:

* Capture and Modify Item Information: Capture images, amounts, and MICR line
information. Modify the MICR information and up to eight custom configured fields before
submitting deposits to AdelFi.

* Review Reports and Status: Generate deposit reports and view the status of deposit
transmissions to AdelFi.

Guide Contents

This guide provides instruction for:

* Installing your RDC scanner

» Configuring Internet Explorer security settings
* Making and editing deposits

* Viewing reports

* Troubleshooting issues

System Requirements
To run RDC, your computer must have at least the following configuration:

Components Minimum Requirements

Workstation * Pentium III 1 GHz CPU (Intel dual processors supported)

* 1.5GBRAM

*  Monitor with 1024 x 768 resolution

* 20 GB HDD, with at least 500 MB of free disk space
Operating System One of the following:

*  Windows Vista Business

*  Windows 7 Professional or Ultimate

*  Windows 8 Professional or Enterprise

*  Windows 10

* 32-bit and 64-bit operating systems supported

© 2022 AdelFi. All Rights Reserved. (June 2018) Page 5 of 57
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System Requirements (Continued)

Components Minimum Requirements

Software * Mozilla Firefox or Internet Explorer version 7.X or higher, 32-
bit versions only. Refer to the Internet Explorer Zones section
for security recommendations.

* Latest version of SUN Java Runtime Environment (JRE), 32-bit
versions only

Internet Connectivity ¢« DSL/Broadband 256 kbps or greater

« Ifa firewall is being used, the appropriate TCP/IP ports must be
open. Contact your Online Banking Administrator for this

information.
User Permissions Users must have RDC entitlements in AdelFi Online Banking.
Check Scanner » Digital Check (DCC) TS240

* USB 2.0 compatible port
*  Windows Vista, Windows 7, Windows 8, or Windows 10

Contact Us
RDC support is available through any of the following channels.
Help Needed Support Options
General RDC system support or < In the online RDC system, click Help.
issue resolution * Review the Troubleshooting section of this user
guide.
Check scanners Call AdelFi RDC Support at 800.921.1130, ext. 1576.

We can be reached Monday through Friday from 8:30

Internet Expl tti
nternet Explorer Settings a.m. to 4:30 p.m. (PT).

Assign RDC entitlements to Send a secure message: In Online Banking, click

users Messages > Manage Remote Deposit Capture User
Permissions.

Request check image copies Check images are available in RDC Web Client for 450

days (approximately 15 months) after the deposit date
and can be retrieved from the Reporting tab.

Should you need access to an image after 450 days,
please call AdelFi Member Services at 800.921.1130.
We can be reached Monday through Friday from 6:30
a.m. to 4:30 p.m. (PT).
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Basic RDC Concepts

If working with remote deposit capture for the first time, you may find it helpful to read this
section prior to using RDC.

Understand Checks

Checks are also referred to as “items.” The two terms (checks and items) are used
interchangeably throughout this document. At the bottom of a check is a line of characters
encoded in magnetic ink. This line is called the “MICR line” (Magnetic Ink Character
Recognition). The pieces of information included in the MICR line vary from check to check.
The following image depicts a typical check, with the various parts of the MICR line labeled.

FIRST NATIONAL BANK 10041
TEST DECK
COMMERCIAL
N
e
o e : S UM A 3
5 DOLLARE [
ma’iﬂ“n';'!"m':‘." SAMPLE - VO |
LOGAN, UTdH 1821 [
§
FoR L A S .
mopiooae)ynisoonnswe | (84 20000 ue l#D0000 4 & 276
Aux On- EFC Route/Tran- Bank On- Encoded amount
Us num- number sit number Us number (this may or may not
appear on an item)

Field Symbol Description

Aux On-Us Number ~ I' This is usually the check serial number. It is often included
on commercial checks but never on personal checks.

EPC Number None This is a single character code that indicates that the item
has previously been processed electronically. Most items
do not have an EPC number.

Routing and Transit I This field indicates the location of the paying bank and is a

Number required field.

Bank On-Us Number  II* This field includes the account number and sometimes the
check number.

Encoded Amount ! This is the amount of the check and does not appear on

most items.

For details about what information is contained in these fields and how to edit the fields when
processing items, refer to the Making Deposits — Edit Item Details section.
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Items to Deposit

You can use RDC to deposit a variety of negotiable items including personal, business, and
cashier’s checks; traveler’s checks; money orders; and bonds. As long as the negotiable item is
MICR-encoded with a valid nine-digit routing and transit number, it can be deposited using
RDC.

Note: RDC does not automatically read the amount on traveler’s checks.

For every deposit made, only one credit record or deposit slip can be associated with the deposit.
RDC cannot split deposits across multiple depository accounts or support the scanning of MICR-
encoded coupons.

Understand Deposits

Using RDC streamlines and simplifies your deposit process; rather than manually assembling the
deposit items and taking them to the bank, you can make your deposit online using the RDC
workstation.

A deposit consists of a group of checks (items). A single deposit may contain up to 299 items;
the deposit total cannot exceed your organization’s daily deposit limit (established by AdelFi).

After depositing items using RDC, you must safeguard the deposited checks. AdelFi is available
to provide consultation services to ensure the deposit process meets your organization’s needs.

Logging on to RDC

To access RDC, you will first log in to AdelFi Online Banking at www.adelfibanking.com. Once
logged in, click the RDC option from the main menu.

Exiting RDC
To exit RDC, close the RDC window by clicking the X on the browser tab.

If you close RDC when deposits are being transmitted to your financial institution, or if an error
occurs and a deposit is not successfully completed before the system is closed, the transmission
is automatically suspended, and resumes the next time you log in to RDC (provided login is
completed within 24 hours). For more information about suspended deposits, refer to the Making
Deposits — Resume a Suspended Deposit section.
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Getting Started with RDC

Certain steps in the RDC setup process must be completed by the Online Banking Administrator.
This Getting Started section is divided into two parts:

» Actions completed by the Administrator to set up RDC.

» Actions completed by all RDC users to configure security settings and display preferences.

Administrator Actions

Before users can use RDC, the Online Banking Administrator completes the following:
* Installs the RDC scanner (may be completed with assistance from an AdelFi representative).
* Configures the entitlements for each user who will use RDC in Online Banking.

* Sends an email to AdelFi listing the names of RDC users.

Check Box Content
1. Remove the scanner and accessories from the box.

2. Verify that you have the following items:

*  Check Scanner * Scanner Cover
* Power Supply * Bank-by-Mail Envelopes
« USB Cable * Ink Cartridge (Optional)

* Cleaning Cards

Note: If you are missing any items, please contact us for assistance.

Install the Scanner by Internet Browser
Follow the steps in the applicable section below to install your RDC scanner.

Note: If you experience any issues or have questions regarding the scanner installation, please
call the AdelFi RDC support line (800.921.1130 ext. 1576).
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Internet Explorer with Java

Important: To complete the scanner and Java installation process, you must be logged in as an
administrator or have administrator login credentials.

Step 1: Install Java

Note: The most recent 32-bit Java should be installed on the computer. Check Programs and

Features (located in the Control Panel) and uninstall any Java-related programs that are
currently installed on the computer.

1. Open Internet Explorer and navigate to the following URL: www.java.com.

2. Click the Free Java Download button. The Download Java for Windows screen appears.
Note: Do not click the Agree and Start Free Download button.

Download Java for Windows

Recommended Version § Update 121 (filesize: T21 KB)
Releass dabe Jaruary 17, 2017

Agree and Start Free
Download

By downboading Jawa you stknowledge that you have read amd
aceepbid the bedms of Ui &id Eer esnss sireement

E WWhen your JEva instalalion compishes, you may nesed 10 nesian your Drowser (Cose all Drowser
windows and re-open) b enable the Jiva irstallation

= Irgkallation Irstrucliong
= Syaiem F I L

Mot the right operating system? See all Java ﬂm’!;g;i

3. Click the See all Java downloads link. The Java Downloads for All Operating Systems
screen appears.

Java Downloads for All Operating Systems

Recommanded Version 8 Update 121
Reieass dabe January 17, 27

Selact I M 5E00NING B oL GOBBING Sy Blaf Foem Ihe k1 RO 15 580 I L] Lindk R jpinr

EOATEAST

Elesftacl Chuesr \esgacinh Tl o Ll
By dading Javd you ack g that you hawe fasd and SCcepaed tha Terms of e pnd user
licgnss poreemsng

M wedows R Which should | chogse?

Yo Dl
0 Bimsow T2 WB Jk e Afer instaling Jawa. you

Sy, CHE mray nead o restard youwr

Wiy HEn

4] — (270" ) e e ]
Ertatli L e

4. Click the Windows Online link.
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Internet Explorer with Java (Continued)

5. A pop-up window appears. Click Run.

D you want to run or save jre-Bul 21-windows-T586-iftwoexe (721 KE) from sdic-esdoracle.com? Run Save | T Cancel x |

6. The Welcome to Java screen appears. Click Install.

Java Setup - Welcome ww s s o S

Welcome to Java

Java provides access to a world of amazing content. From business
solutions to helpful utilities and entertainment, Java makes your Internet |
experience come to life. |

MNote: No personal information is gathered as part of our install process.
Click here for more information on what we do collect.

Click Install to accept the license agreement and install Java now.

[[] change destination folder [ Cancel ] f Install = |

7. On the next screen, choose Do not update browser settings and then click Next.

r - - Y
Java Setup ﬂ

Get the best of the web with Yahoo

© Recommended: Set'ahoo asyour homepage and default search
engine on Chrome and Internet Explorer, plus get a custom new tab page
an Chrome. I

@ Do not update browser settings.

By clicking "Mext" and accepting the recommended Yahoo Search offerings.
wour use is subjectto the Yahoo Terms and Conditions and Privacy Policy.

’ Cancel ] [ Next » 4

_ ]

The installation process begins.
Jora Setup - Progress T —— Ley s o

Status: [Installing Java
O

© 2022 AdelFi. All Rights Reserved. (June 2018) Page 11 of 57
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Internet Explorer with Java (Continued)

8. When installation is completed, a confirmation message appears. Click Close.

Java Setup - Complets — -_‘ ==

v/ You have successfully installed Java

You will be prompted when Java updates are available. Always install
updates to get the latest performance and security improvements.

More about update settings

When you click close, your browser will be opened so you can verify that
Java is working.

9. Click Verify Java Version.

Download Help

e Resources Verify Java Version
» W i ?
» Remove Qider Versions Check to ensure that you have the recommended version of Java installed for your operating system.

» I 3
» Other Help
All Java Downloads

IE 11 users: If you have issues verifying the installed version using this page, use the altemate page.
I you want to download

e [ yourecenty completed your Java soffware instaliaton, restart your browser (close all browser
R L windows and re-open) to enable the newly installed Java version in the browser. Javascriot must
L“I" S also be enabled

fava Dowriads

A confirmation message appears:

Verified Java Version

0 Congratulations!
You have the recommended Java installed (Version 8 Update 121).
Note: The above screen shot does not reflect the current version of Java.

Step 2: Log In to RDC

AdelFi will contact your Online Banking Administrator when your RDC setup is complete and
ready for scanner installation. If you are already set up for RDC, complete the following
instructions.

1. Log in to Online Banking at www.adelfibanking.com.

2. From the main menu, click Remote Deposit Capture. RDC opens in a new window.

© 2022 AdelFi. All Rights Reserved. (June 2018) Page 12 of 57
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Internet Explorer with Java (Continued)
4. A pop-up message appears. Click OK.

[ Meszage from webpage e}

You need the latest Java(Th) Runtimve Emarenment. Would you like to
update now?

[ Gonce

5. Follow the below steps carefully, as this requires a very particular sequence of actions.
These steps will not need to be completed again after the initial login.

a. A message appears at the bottom of the screen, stating: This webpage wants to run the
following add-on, “Java JE Runtime Environment 8 Update #” from Oracle America,
Inc. An Allow button displays on the far right.

b. Click and drag the Message from webpage pop-up message so the OK button is aligned
with (covers/directly on top of) the Allow button and double-click quickly.

» Ifyou are redirected to the Java website, then you did not double-click quickly
enough. In this case:

1. Close the AdelFi tab, which will take you back to the Accounts screen.
ii. Select the Remote Deposit Capture menu.

iii. Repeat steps a and b.

6. In the Do you want to run this application? window, select the Do not show this again for
apps from the publisher and location above checkbox and click Run.

x
Do you want to run this application?

Hame: Java Detection
=7 Publisher: COrace America, Inc.
Location:  htips:/fjava.com

This application wil run with unrestricted access which may put your computer and personal
information at risk. Run this application only if you trust the location and publisher above.

[/] Be not show this again for apps from the publisher and location abovel

|1 R [on o)
#
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Internet Explorer with Java (Continued)

7. The Begin Installation screen appears. Click Next.

T ) g G, N S

Step 1 of 7: Begin Installation
In order to scan a deposit, the apelication must install some files on your
system.

Click "Next" to start the installation process. You must be an administrator
on your PC to complete the installation.

Canecal," you will ascit tha i =t and

I you dick "
will be disablad.

8. The Unplug Scanner screen appears. Ensure your scanner is powered off and disconnected
from your computer, then click Next.

Unplug Scanner Select Scanner > Launch Scanner > Install Uriver >:' Pliver = > I:SH;’H'“ )

Step 2 of 7: Unplug Scanner

Plaase snzura that your i= di dand p d off.

9. The Select Scanner screen appears. Select the scanner model beginning with Digital Check
TS210 and then click Next.

>Beg'l Ilsh‘dl:inn) Unplug Scanner Launch Scanner > Install Driver > ___"I‘_P'i'?r & ) I,‘.""".’“"" >

Stap 2 of 7: Saloct Scannar

Flzase select your scanner model:

CTS L5100

Digital Check SE1000
| Digital Check TS210/215/220/230/240/CX30/BX7200
Epson CaptureCne 30/60

Paninil:Deal

Panini Visionx

Unisys LUEC 7011 /RDM 7000

[ Concel | [ mest
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Internet Explorer with Java (Continued)
10. The Launch Installer screen appears. Click the Download the Installer link.
>mm> mm}mum m Irctall Driver )...' ..ﬁhr."... ) &MF}

Sep 4 of 7; Lavsch Inslailer

Checke hig follomimg lifik B domiiagd the dtalies.

Ll hap [ristall:

It woew ek "Cancel,” you sl gt the satalaticn process, and scannang wil
b daabied.

11. An Internet Explorer security message will appear. Click Run.

Do you want to run or save setup_DCC_TS2XX.exe (6.85 ME) from eco

it.com?

Run \ Save = Cancel x

12. The Install Driver screen appears. Wait while the scanner drivers are installed. Once the

driver installation is complete, the screen will automatically advance to Step 6 — Driver
Synchronization.

> Bagin Inctallation ) Unplug Scanner ) Salact Geannar ) Launch Scannar Inctall Drivar e e

Stap 5 of 7: Install Driver

The installabon process will now beain. You will be notified when vou can
plug in your ecannar,

iy

T

ST

13. The Driver Synchronization screen appears. Connect the USB cable to your computer and
click Next.

Driver

Installation
Synchronization Complete

>Begin[ns|2|laticu|> Unplug Scanner ) Select Scanner > Launch Scanner > Install Driver

Step & of 7: Driver Synchronization

Connect your scanner to your PC and power it "ON™ to continue, then click
"Mext” and wait while the scanner initalizes.

© 2022 AdelFi. All Rights Reserved.
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Internet Explorer with Java (Continued)

14. The Installation Complete screen appears. Click OK and exit the installer.

>w.|m>mk—.—> mm)u—dm—-} Enstall Driver >s_mm

Step 7of 7: Installaticn Complete

The nstallaticn has completed nsocesshally.
=
15. The RDC Start Deposit page displays. Scanner installation is complete.

Seled &n soCownk

Go to sccount nama: 59 0 acsount numbaer: _G_DJ
Accourd Neme Account Numbar Ciegiomar Ramreas
Grwps Childrgng Horms "0 w777 Pama - Parschurch Hirasny
0 Grmow Rabiss B s, 7 Damo - Perschurch Hirdasry
0 Gamarsl Fund s, i Dwma = Perschurch Hinasny
0 Mimgagwing 0000000 =memes L TR Dama

= Parachurch Minasry

Internet Explorer without Java

Important: To complete the scanner and Java installation process, you must be logged in as an
administrator or have administrator login credentials.

1. Log in to Online Banking at www.adelfibanking.com.

2. From the main menu, click Remote Deposit Capture. RDC opens in a new window.

3. The Begin Installation screen will populate.

Begin Installation Select & t aunch Instalie Verify Connectian Installation Complate

STEP 1 OF 5: BEGIN INSTALLATION

to scan a depasit, you first must install the Scanner ce. The Scanner Service manages the check scanner and inszalls the drivers needed for this application
il e puided through the steps necessany to install this software

o might see this page far different reasans

= You pregiously scarmed depesits and now need

ta upgrade to the new Scanner Service (elimdnating the need for
with the set-up process by clicking Next

lava updates 1o scam deposits). Please prooeed

new user and newer have sps

5 serepn. Please procesd with the set-up process by clicking Mext.

Iy cancebed a scannes sofw . Please procesd with Installing the required sofiware by clicking Next.

= You hawe previously installed and urinstalled the scanner software. Magse proceed with installing the reguired software by chcking Nesxi

The scanner was unable to be conr

r the scanning softwane may have lost connecton. Please use the following recommendations to fix this issue

1 Follow the steps described in O elp to make= sure scanmer is properly instali=g and running

L1 Restart your computer and login again.

3 If you are stll having scanmer connecTon Ssises, contact your system administrator 1o verify whether an imternet proxy or another applicanon {2.g., antwirus
software] is bieck NE SLCESS

4. Ifthe abave steps do not resclee this ssue, please contact your service provider's custosmer support for addigonal help (Help > Cantact C

ustomer Support)

Important: You must be an administrator on your comnguter to complete the instalation

Click Next to sart the installation process, Higou click Cancel, you will gt the installation pracess, and scanning wi il be disablen

Cancel Mext
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Internet Explorer without Java (Continued)

4. Click Next. The Select Scanner screen appears.

Deposit

Begin installation Select Scanner Launch Installer Verify Connection installation Complete

STEF 2 OF 5: SELECT SCANNER

F'||.l.|ul ulhll1 WL S BT r1'||:.c1.'|

Digital Check TS240/0%30 -

Cancal  MNaxt

ho

5. Select Digital Check TS240/CX30 and click Next.

6. The Launch Installer screen appears.

degin Installaton Sebect SCanmer Laumndch Installer Verity Conmsction Installaton Comprete

STEF 3 0% 5: LAUNCH INSTALLER

{Chck the lollowang Bnk 1o download the mstaller
I o el Cancal yiouu well ot thee intallatson piocesd, and weanneng wall be desalibecd

Altes l-l..'.hll:-.-.lljl"q: thee irvalalles | click on the downdosded file and et ml'l of R 10 start the vt sllation. You will be siked to confirm

thal you want (o natall this on your computer, When the Scannes Servce installer i finishad, click Close on the final “Tnstallation Sucoesshully

Completed™ wreen 1o et the program and then click Next: below to contivue the installation process

Cancel

7. Click Download the Installer.

8. An Internet Explorer security message appears:

Do you want to run or save SetupScannerServiceDCC2xx exe

& This type of file could harm your computer. Run Save * Cancel

9. Click Run.
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Internet Explorer without Java (Continued)
10. A Scanner Service Drivers Setup dialog box appears:

B scanner Service for Digital Check Setup - X |

Scanner Service for Digital Check

instal Close

-
11. Click Install.

Note: A User Account Control dialog box appears asking if you would like to allow
changes to your device. Click Yes to continue installation.

12. An Installation Completed message appears. Click Close.

ﬁ Scanmer Senice Tar Digital Check Satup - Y

Scanner Service for Digital Check

Installation Successfully Completed

Close R
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Mozilla Firefox

Important: To complete the scanner and Java installation process, you must be logged in as an
administrator or have administrator login credentials.

1. Log in to Online Banking at www.adelfibanking.com.

2. From the main menu, click Remote Deposit Capture. RDC opens in a new window.

3. The Begin Installation screen will populate.

Deposii

Begin Installation Select Scanmne 11 1 talis Verity Connectian Installation Camplate

STEP 1 OF 5: BEGIN INSTALLATION

In orderto scan a depasit, you first must install the Scanner Service. The Scanner Service manages the check scanner and installs the drivers neaded for this application

Yo will be puided throwugh the steps necessany to install this software

fou might sees this pages for different ressans

- You previously scarmed deposits and now need to upgrade to the aew Scannes Service (elimvinating the noed for lava updatss to scan deposits). Plaase proceed

with the set-up process by clicking Next
You are-a new user and never have seen this screen. Please proceed with the set-up process oy clicking Mext.

= Wou previcusly canceled a scanner software installation, Please proceed with Installing the reguired sofiware by clicking Meat.

nstalled the scanner software. Maase proceed with installing the r software by chcking Naxi

foal pravinusly installed and u

o the scanning software may have losi connecbon. Please uae the following recormmendations bo Fx thes isswe

described in elp to make= sure scanmer is properly irstali=d and running

L Follow the sis

nputer and logn aga

L Restart your c
1 fyouw are stll having scanner connecsion isswes, contact your system administrator to verify whether an Internet proxy or another applicasion {e.g., antiwirus

software] {5 blacking acess
4. IFthe ahave steps do not resodes this ssue, please contact your service provider’s custamer support for addisanal help (Help > Contact Customer Support)
Important: You must be an administrator on your comnguter to complete the instalation

Click Next to sart the installation process, Hygou click Cancel, you will exit the installation process, and scanning will be dsabled

Camcel et

4. Click Next.
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Mozilla Firefox (Continued)

5. The Install Certificate screen will appear. Follow the steps that appear on the screen.

Baegir Inatallathorn 'y LT an wlalle Wetlly [ " sfalla L julete
STEP 2 OF & INSTALL CERTIFICATE
i carder to Continge to uwe Firelon, you Mt frl domenidcad andd svitalll 3 certfcatles that will aliow the wWanned 1o sciril the wrrvce wes urely

4 Chcic on the Feelos menu bution E P ihe wppeT NERT Rand Cornar of vour BrowteT, 0p9oLste The addreii Dar
L Cheii o "Dpliani®, & new bivwier Lab will apan
& Ol o " Adbvarslgd” i D ) -huasd musegieos pusnee
5 Seleit the " Cerofoates” mena @t the og
& Cheh the “Wiew Lorfficate” Buflon
7. Sadact Eha * Audieidifion” Lk
B Oich “impot "
B part PR CErTC e he o SO insied Frnen yoasr e o ety
10 Ol "Dpaen™
11 Mlasis the (hechbon " Trysl thes CA to adentity webades™ . Do mol mark soy othes ¢ hadbboses, f there are sy
172, Ol "D
13 Maks jasre 1hat § e entry "D Kanned fervice Cartification Aathadity™ sppeans 5 (he il of cermifsste on Na
1A Chch "O™

1% Cheiw i "Dipsoin” brcmrier Lah

Ll Mot fo fimah tThe riemeen A e Flocgldn d STl PO T L)

o cheik Carebml, yoou willl #ast Ehe enalallalion procesl. and sianseng el ba deiabied

Camoel L

b

6. Click Next. When the certification is installed, the Select Scanner screen appears.

Deposit

Begin Installation Select Scanner Launch Installer Verify Connection Installiation Complete

STEP 2 OF 5: SELECT SCANNER

Mlease sedect your scanmes moded

Digital Check T5240/CX30 -

_— .
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Mozilla Firefox (Continued)
7. Select Digital Check TS240/CX30 and click Next. The Launch Installer screen appears.

Cancel

8. Click Download the Installer. A dialog box appears asking if you would like to save the
file.

Dpening SetupbcannerServiceDOColemne

You hawve chosen to open:

B ' SetupScannerServiceDCCZxx.exe

which is: Binary File

Weuld you like to save this file?

9. Click Save File.

10. In the Firefox browser toolbar, click on the arrow to go to your downloads.

¢ || Q search w8 9§ |
— SetupScannerSeniceDCColexe

N -

— A n } Lot F I

Show All Downloads

11. From the list of downloads, select the scanner (SetupScannerServiceDCC2xx.exe).
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Mozilla Firefox (Continued)

12. A security message appears asking if you would like to run the program. To accept the
software and allow it to install, click OK or Run (depending on your browser and security
settings). A Scanner Service Drivers Setup dialog box appears.

H Scanner 3&rvice for Digital Check Setup - ) |

Scanner Service for Digital Check

anml Close

13. Click Install.

14. A user account control dialog box appears asking if you would like to allow changes to your
device. Click Yes to continue.

15. An Installation Completed message appears. Click Close.

ﬂ Scanmer Senice Tar Digital Check Satup - Y

Scanner Service for Digital Check

Installation Successfully Completed

Close K
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Google Chrome

Important: To complete the scanner and Java installation process, you must be logged in as an
administrator or have administrator login credentials.

1. Log in to Online Banking at www.adelfibanking.com.

2. From the main menu, click Remote Deposit Capture. RDC opens in a new window.

3. The Begin Installation screen will populate.

%!
Begin tnndallation ks
STEP | OF 5: BEGIN INSTALLATION

In ooder b0 scan & desasi o P mus nstall the Scanse =rece ThE SCANS SEr0r MAanages 118 Chidk LCanaer B IRl 1he Srivers needed far 105 apphoamon
vous will b puided througn the steps necessany 1o install this sofaane

Yora rrchit zpw tha pagy et dfgrent rea
vouu e iouily scaresd degaosl ™~ yupgrade o e now Samnr tervior [eliminaling § 8 oo el el 1 oy dhrposits). P & i
wirth Ehee dei-ap process by cholang Meat
W user and Mol bave veen i s e, Mleass prooood with the sot-up procedls by Cicking Nexd
E ULy W B S Ay L tallatige. oo oo d with dvstadl ong thag npguind Sofware by (lching Meat

o gl dnslalid Jesd urendtalled the scannef sODware. Please proveed with iralaling the redul ed softwine by Ch ng Menl

¥y vz boat ponpedctan, Pleme vie e lollowing recoremenadsfticrs W b bhis. bave

CRON FFEues, Doatact your sretem admuinstrator oovenfy whether an Intermet prowy or anather agplcanan (¢ g, antmirus

4. Wake sbove opa Sa not nessive this nsue, Pleats CONEREE Yoo LENICE prosid or's cuviamer wppant bor s dimsnal meip (Help > Cantaer CuTeamer Sappan

gt il o st b Jn sdministeate o your Cmgrter b0 complete 1he ncalatie

k Mt 10 S 18 tallatien process 1 you Chch Cancel, vou will gt the | sslallan + caning will b disable

Camnel ]

-

4. Click Next. The Select Scanner screen appears.

STEF 2 OF 5; SELECT SCANNER

Cancel HNext
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Google Chrome (Continued)
5. Select Digital Check TS240/CX30 and click Next. The Launch Installer screen appears.

Dorwrdopd the lngtalle: .

k Cancal, y

b Closs the | " Huillhy

Camcel

6. Click Download the Installer.

a. At the bottom left of the screen, click on the arrow to the right of the Setup Scanner file
and click Open.

(a1 SetupScannerS._exe . " =

a s
49 MB

b. Once you run or open the downloaded file, follow the steps to install the scanner driver.
7. A Scanner Service Drivers Setup dialog box appears.

# Scanner 3&rvice for Digital Check Setup - = |

Scanner Service for Digital Check

instal Close

8. Click Install.

9. A User Account Control dialog box appears asking if you would like to allow changes to
your device. Click Yes to continue.
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Google Chrome (Continued)

10. An Installation Completed message appears.

il scanner Service for Digital Check Setup - s

Scanner Service for Digital Check

Installation Successfully Completed

Close K

11. Click Close.
Set Up Users

To assign RDC entitlements to your organization’s Online Banking users, send us a secure
message. We will respond to your request within one business day.

Note: Please ensure the user(s) are added to Online Banking before contacting us. For help
setting up users, refer to the Online Banking User Management Guide or Online Banking
User Management with Treasury Guide.

To send a secure message
1. From the main menu, click Message.
2. Click New Conversation and select Manage Remote Deposit Capture User Permissions.

3. Provide the name and requested entitlement(s) for each user. The entitlements available for

RDC are as follows:
* Ability to scan and submit a deposit — Scan checks and submit the image file to AdelFi
for processing.

»  Ability to view deposit reports — Submit a deposit and view activity reports for deposits
submitted via remote deposit capture.
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All Users

The steps in this section should be completed by any user accessing RDC for the first time,
including the Online Banking Administrator.

Configure Security Settings

RDC relies on Microsoft Internet Explorer to provide a balance of security and usability. Internet
Explorer includes options for setting up browser security to protect your computer against
Internet threats such as programs that would try to gain access to your computer or data. While
having a highly secured browser is important, too much security can interfere with a web-based
application such as RDC; key components might be blocked completely or hindered by warning
messages.

Use the Suggested Internet Settings chart in Appendix A to find the right security settings for
your organization.

Internet Explorer Zones

Internet Explorer uses zones to specify different security settings according to where you browse.
There are four zones:

@ & v O

Internet Local infranet  Trusted sites  Restricted
sites

You can assign a different level of security to each zone. For example, you can set up security to
be tighter for general Internet sites while Local intranet and specific Trusted sites can safely
have less strict security settings.

To set security for each zone
1. Access the Internet Options dialog box with either of these methods:

* Select Start > Control Panel > Security Center > Internet Options.
* In Internet Explorer, choose Tools > Internet Options.
The Internet Properties screen appears.

2. Select the Security tab and define the security settings for different zones.

Zone Recommended Setting

Internet Setting is determined by your organization.

The Internet zone security setting is influenced by the security settings
and internet access policies at your organization. Please note that higher
settings could block RDS from running or make it difficult and time-
consuming to use.

Local intranet ~ No higher than Medium.

If you are accessing RDC through the intranet, a setting not higher than
Medium allows all of the applications to run uninterrupted.
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Configure Security Settings (Continued)

Zone Recommended Setting

Trusted sites ~ No higher than Medium.

The Trusted Sites zone lets you list the sites that you know do not pose a
security threat. If you are not running RDC from an intranet site, you can
list the IP address as a trusted site and reduce the security settings for the
Trusted Sites zone. Add the RDC URL as a trusted site on your
computer. Then you can set the slider to no higher than Medium to run
the Web Manager without any hindrance.

To add an address to the trusted sites list:

a. Click Trusted Sites > Sites. The Trusted Sites screen appears.

b. Inthe Add this web site to the zone field, enter the address you were
given for RDC. Make sure to include “https://” as part of the address.

c. Click Add.

Note: If the Server Reporting application is on a different server,
you will need to include the address for that server as well.

d. When finished, click Close to close the Trusted Sites screen.
Select the Security tab and move the security level slider to no

higher than Medium.
Restricted Restricted Sites and their security settings are determined by your
Sites organization.

3. Set Custom Level settings.
Each zone can be customized to set the appropriate level of security.

a. Click Custom Level and select from the listed settings. Refer to the Suggested Internet
Settings in Appendix A.
b. On the Security tab, enable:

* Binary and Script behaviors
* Active Scripting
* Scripting of Java applets
c. On the Advanced tab, disable Do not save encrypted pages to disk.

4. Set Advanced settings.
Advanced settings let you enable or disable specific settings for Internet Explorer. Most of
the settings can be left in their default settings. However, you should set “Use SSL 3.0” and
“Do not save encrypted pages to disk™ per the Suggested Internet Settings in Appendix A.

a. From the Internet Options screen, click the Advanced tab.
b. Scroll down to find and modify the setting.
c. Click Apply.
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Configure Security Settings (Continued)

Cookies

RDC uses cookies to track logins and for other vital information. If cookies are disabled, RDC
will not be able to function. Because cookie settings are handled in the Privacy tab, they are not
part of the security settings discussed above and need to be set separately.

Privacy Settings

The Privacy tab includes a slider that sets the privacy level for all sites in the Internet zone. The
Intranet and Trusted Sites zones automatically accept all cookies.

If you will be using the Internet zone to access RDC, consult your Online Banking Administrator
for the privacy settings. You can also find more information about privacy settings and cookies
by searching for “cookies” at https://support.microsoft.com.

If using the Intranet or Trusted Sites zones, you can set privacy to High to block cookies from
the Internet zone. If you must use the /nternet zone to access RDC, set privacy to no higher than
Medium.

Pop-Up Blocker

Internet Explorer can include a pop-up blocker for preventing browser windows from opening
automatically. The purpose of this function is to prevent unwanted ads from opening when you
open a website. RDC uses pop-ups as alerts and dialog boxes to make your experience with the
application easier to interact with. If the pop-up blocker is enabled, RDC will not function
properly.

If your organization requires that the pop-up blocker be enabled, you will need to exclude the
RDC site.

To disable the Pop-Up Blocker

1. From the Privacy tab, click Trusted Sites > Sites. The Per Site Privacy Actions screen
appears.

2. Inthe Address of Website text box, enter the address you were given for RDC. Make sure to
include “https://” as part of the address.

3. Click Allow > OK to close the Per Site Privacy Actions screen. Internet Explorer will now
accept all cookies from RDC.

AutoComplete

AutoComplete records the user name and passwords you use to log in to secured sites. Enabling
AutoComplete gives others who use your computer access to sites that require a user name and
password. For security reasons, you should disable AutoComplete.
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Configure Security Settings — AutoComplete (Continued)

To disable AutoComplete
1. On the Internet Properties screen, click the Content tab.
2. Inthe AutoComplete area, click Settings. The AutoComplete Settings screen appears.

3. Clear the User names and passwords on forms checkbox, then click OK.

Set Deposit Confirmation Email Address

The RDC system automatically sends an email message to a user after each deposit is sent to
AdelFi for processing. The message notifies the user that AdelFi has received the deposit and
summarizes the transaction.

The Deposit Confirmation E-mail Address is entered in the User Preferences tab.
DEPOSIT CONFIRMATION E-MAIL ADDRESS

Enter the e-mail address for your deposit confirmation.

-Mail Address

Confirm E-Mail Address | |

If an email address is not entered and saved in the User Preferences tab, the system will require
that you enter an email address each time you log in to RDC. The prompt for the email address
will appear on the Deposit tab under the Control Balance field.

Add Print Text Configuration for Inkjet Scanner
1. Select the User Preferences tab.
2. Under Print Text Configuration, select the checkbox next to each piece of information that
should be included on the back the checks you deposit via RDC.
PRINT TEXT CONFIGURATION
Configure the text to be printed on the back j:-fa check
Deposit Number
Item Number

Current Date

User Defined Text

Note: At your service provider's discretion, the settings specified here may be overridden with text selected
by the service provider

3. When finished, click Save All User Preferences Changes.
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Making Deposits

This section provides on overview of making deposits with RDC and step-by-step instructions
for working with deposits.

Overview

How to Endorse Checks

Checks must be endorsed during the scanning process or prior to scanning. At minimum,
endorsements must bear the legal name of the organization who owns the account and “For
Deposit to AdelFi.” To order an endorsement stamp, contact Member Services at 800.921.1130.

If your scanner can print endorsements, please follow the instructions in the guide that was
included with your scanner. If you do not have an inkjet scanner or you are out of ink, please
ensure each check is endorsed.

Process a Deposit

This section is a general overview of the basic procedure for making a deposit with RDC. For
detailed steps of completing a deposit, refer to the information in the Start a New Deposit
section.

*  Checks should be prepared for scanning by placing each of them in a stack, all facing the
same way. Each individual check amount is then added together so you have a total for the
deposit (Control Balance). This Control Balance is entered into the system prior to scanning
the checks to ensure that two checks were not scanned together and that all check amounts
were entered correctly.

Note: AdelFi recommends no more than 50 checks per deposit. Though the maximum
number of checks in a deposit can be 299; researching data entry errors on a large
batch can be significant. Fewer items per batch reduces error resolution time.

» The system lists the scanned items and displays the image of the first item. While scanning,
the Deposit Summary provides you with updated information for the deposit, shows items
that may need manual repair, and indicates if the deposit is out of balance.

» After the items are scanned, you’ll need to verify the information and edit any erroneous
fields (outlined in red with red text).

Examples:

— Ifthe amount wasn’t automatically read, enter it manually.

— If there were problems with the image reject, reprocess the item.

When you have finished verifying and correcting any information, submit the deposit.

Note: After depositing items using RDC, you must safeguard the deposited checks. For
instructions, refer to the Safeguard Checks section in this user guide; for complete
details refer to the RDC Agreement. AdelFi is also available to provide consultation
services to ensure the deposit process meets your organization’s needs.
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Understand Deposit and Item Numbering

As you scan items and create deposits, RDC assigns an identification number to each item and
deposit. The numbers are assigned sequentially. All users are on the same sequential numbering
system; therefore, sequential deposit numbers and item numbers are assigned as each user scans
items and submit deposits.

Deposit Numbering

Each deposit is assigned a unique deposit number. The deposit number is available on all RDC
reports and may be used to quickly search for a deposit and all associated checks.

Item Numbering

Each scanned check is assigned a unique item number. The item number is available on all RDC
reports and may be used to quickly search for a check.

Start a New Deposit

1. Group the checks together for the deposit and prepare them for scanning. Make sure they are
all upright and facing the same way.

Note: Do not include more than 299 items in a deposit. Batch and feed your checks in
groups of 30 when scanning checks in larger deposits. You can review and correct the
flagged items after each batch of 30 checks has been scanned, or you can wait until
all checks have been scanned.

2. Total the amounts of the individual checks for a Control Balance.
3. Loginto RDC. The Start Deposit screen appears.

SELECT ACCOUNT: x

Account Name T *  Account Number Customer Name

Demo Account 325789 ECCU RDC Demo

4. Insert the checks into the input slot of the scanner (left side of the scanner) with the bottoms
down and the fronts of the checks facing to the left.

5. Confirm the tray on the right side of the scanner has been pulled out. This will ensure the
longer business checks feed through without jamming the scanner.

6. Select an account to which you want the items deposited. The system will prompt you to
enter a Control Balance.

© 2022 AdelFi. All Rights Reserved. (June 2018) Page 31 of 57



= adelfi

Better banking. Higher purpose.
TR
Start a New Deposit (Continued)
7. Enter the Control Balance.
Notes:

* Ifyou enter a Control Balance amount without a decimal, RDC assumes a decimal is
present at the end of the entered amount. For example, if you enter “1000” the system
reads the amount as $1000.00.

» Ifyou enter a decimal but do not enter both digits after the decimal, RDC auto-fills the
remaining digits as zeroes. For example, if you enter “1000.” RDC reads the amount as
$1000.00.

8. Click Scan. The Deposit screen appears.

9. The MICR information from the check is automatically read and will populate in the /tem
Details grid located under the check. Select a different check to update the check image and
populate the Item Details for that check.
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10. Navigate the deposit by:

a. Using the Previous Item, Next Item, or Next Item to Repair buttons to navigate
through the checks in the deposit.

b. Using the scroll bar in the Scanned Items section to move up and down and clicking on
the line you wish to review.
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Understand the Deposit Summary

The Deposit Summary appears in the upper-right corner of the Deposit screen and provides
information about the deposit currently being processed.

DEPOSIT SUMMARY

Account **+E+5789
Total Amount 52,060.00
Control Balance 570.00
Difference 51,990.00
tems in Deposit -
tems Needing Repair 2
tems Mot Yet Viewable 0

The following information appears in the Deposit Summary:

Field Name Description

Account The account selected when starting the deposit.

Total Amount The sum of the debit items the scanner has picked up.

Control Balance The sum of the debit items that you entered for the deposit total
when starting the deposit.

Difference The difference between the Total Amount and Control Balance.

Items in Deposit Number of items currently scanned for this deposit.

Items Needing Repair Number of items in which the system has found errors that need

user intervention.

Items Not Yet Viewable = The number of items that have been scanned but are still being
processed and sent to the server.

The system updates the Deposit Summary as scanned items are validated and amounts are added
for each item. When all items are processed, validated, and the Total Amount is equal to the
Control Balance amount so that the Difference is zero (i.e., the deposit is in balance), the deposit
can be submitted.

Edit Item Details

If the scanner can read the information in the MICR line, the scanned information appears in the
fields below the check image. Refer to the example in the Understand Checks section.

*  When an item is scanned and validated by the application and requires no user intervention,
the system may approve the item.

» Items that require repair have fields highlighted in red. Correct data must be entered in the
flagged fields before the deposit can be completed.
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Understand the Deposit Summary (Continued)

* Items with errors will have a red circle with an exclamation point in the “Status” column of
the Scanned Items screen section.

* Every time you leave a row, the item is validated to determine whether it can be accepted or
still has errors.

*  When an item has been validated and accepted as error-free, the word “OK” appears in the
“Status” column in the Scanned Items screen section.
To edit Item Details

1. In the ltem Details section, make the change in the appropriate field. You may edit all of the
MICR information for that item and any custom fields.

Note: Refer to the Understand Checks section for help in identifying the MICR fields on an

item.
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2. After making the necessary changes, do one of the following:
* To accept the changes and open the next item, click Next Item.

* To accept the changes and open the next item that needs repair, click Next Item to
Repair.

Note: If you made changes to an item and it still has errors, it will continue to reappear
in the cycle of items (as you click Next Item to Repair) until it has no errors.
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Understand the Deposit Summary (Continued)

Review Duplicate Item Suspects

The system uses information from previously deposited checks to determine whether a check
currently being scanned may be a duplicate. When a potential duplicate item is detected, a
Possible Duplicate Item Found hyperlink appears.

Use the following steps to:

* Review a suspected duplicate deposited check.

» Decide whether to remove or process the suspected duplicate check.
1. Click the Possible Duplicate Item Found link.

* SCANNED ITEMS

Status.. Item T Type R/T Bank On-Us Amount Messages
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il o 3 oR 530.0¢
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%
The Review Duplicates screen opens displaying both the previous and current check.

2. Compare the check images and review the information to determine whether the current
check is a duplicate.

3. Inthe Cancel Item pop-up window, do one of the following:

Decision Action

The current check is a duplicate a. Click Yes, Cancel Item. “Item has been deleted”
of the previous check displays in the “Messages” column.

b. Continue with check processing.

The current check is not a a. Click No, Keep Item. The Check Processing screen
duplicate of the previous check reappears.

b. Continue with check processing.

Reject and Rescan
RDC may automatically reject items. The main reasons for automatic rejection are:

* Anitem has an incorrect Routing and Transit (RT) number, or an RT number that is
configured as invalid or unacceptable.

» There are problems reading necessary data fields in the item; for example, there is no MICR
line, or certain fields are unreadable.

* The item puts the deposit over the maximum dollar amount limit, which is $99,999,999.99.

When an item is automatically rejected, the row containing the item information appears grayed-
out.
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Understand the Deposit Summary (Continued)

If an item cannot be corrected, proceed as follows
1. Physically remove the item from the batch.

2. Subtract the item amount from the Control Balance. Refer to the Change the Control Balance
section.

3. Send the check to be deposited at AdelFi using the bank-by-mail envelopes provided. If you
have questions regarding the manual deposit process, please contact AdelFi RDC Support at
800.921.1130, ext. 1576.

You may manually reject or rescan items for the following reasons:

» There were problems with the initial scan that you cannot correct. For example, an item was
scanned upside-down or backwards, is folded or crooked, or two items were scanned
simultaneously.

* You suspect the item is fraudulent, or there are problems with the item that will prevent it
from being deposited, such as a missing signature.

» The initial scan produced an unacceptable image of the item or MICR line errors.

Rejected items are not included in the deposit. When rejecting an item, you must reject the
scanned item in the deposit, then locate the paper item and remove it from the deposit.

Understand the Deposit Summary (Continued)

To reject an item
1. Click Delete ( o ) on the item’s row. The Cancel Item Confirmation dialog box opens.

2. Click Yes, Cancel Item. The row containing the rejected item is grayed out and “Item has
been deleted” appears in the “Messages” column.

In the stack of paper items, locate the item you just rejected and remove it from the deposit.
If the item requires rescanning, place it in the input slot of the scanner.

Click Scan in the top-right corner of the check image.

AU

Edit the item as needed.

View Item Images
When you scan an item, the front image appears in the main part of the screen.

* To view the front or back of an image, select the View Back tab.
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Understand the Deposit Summary (Continued)

* To zoom in on an image, click the magnifying glass “zoom in” (Q) icon. A menu appears
giving you the option of zooming the entire image, just the amount, or just the MICR line.

CRON

Zoom All
Zoom Amount

Zoom MICE Line

* To return to the default image scan size, click the magnifying glass “zoom out” icon (eg).

Sort and Customize Columns

In the Scanned Items section, you can customize your view by clicking on the drop-down arrow
located at the end of the column headings row.

= SCANMID TN
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* To sort items, choose Sort Ascending or Sort Descending.

* To customize the Scanned Items columns that display, select the checkbox next to each
column that you would like on your screen.

Balance a Deposit

When you have scanned all the items for the deposit and are ready to submit it, you must first
ensure that the deposit balances. The Control Balance amount must equal the total of all the
monetary items you scanned. The Deposit Summary displays the Control Balance you entered
and any difference between the Total Amount and the Control Balance amount. The difference
must be zero in order to submit the deposit.

You can bring the deposit into balance by adjusting the Control Balance amount or a check
amount. There are two ways to modify the deposit so that it balances:

* Change an Item Amount

* Change the Control Balance

Change an Item Amount

Before changing the Control Balance for the deposit, make sure all the items in the deposit have
the correct amount. Validate the amount on each check to the amount in the item detail to ensure
they were entered correctly. Refer to Edit Item Details to change an amount.
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Balance a Deposit (Continued)

Change the Control Balance
Change the Control Balance when:

*  You have scanned and edited all of the monetary items for the deposit and have determined
that the Control Balance was initially entered incorrectly; or,

* The balance requires adjusting due to a rejected item.
To change the Control Balance
1. Click in the Control Balance box and enter the correct amount.

2. Once the Difference field is zero, you can complete the deposit.

Complete a Deposit
1. Before completing the deposit, check the following:

* Ensure the status of each item in the deposit is “OK.”
* Make sure the item Total Amount matches the Control Balance.

Note: Deposits must balance before you can submit them. If the deposit does not balance,
you can change the individual item amount or the Control Balance until it balances.
Refer to Balance a Deposit for details.

2. Once the above requirements have been met, click Submit Deposit to finish the deposit. A
confirmation box appears.

3. Click Yes.

The system verifies that there are no outstanding errors and that the deposit balances with the
Control Balance. If there are items with errors or the deposit does not balance, an error message
appears. You must either correct the problem to successfully submit the deposit or cancel the
deposit.

After you submit a deposit, the person designated to receive deposit confirmation emails will
receive an email that summarizes the deposit and confirms that AdelFi received the deposit for

processing.
A deposit received on any AdelFi business day will be processed according to the timeframes
below.

Deposit Received Processed On

Before 4:30 p.m. (PT) Same business day

After 4:30 p.m. (PT) Next business day
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Safeguard Checks

For a complete description of how to safeguard the processed items, please review the RDC
Agreement.

Storing Checks

Recommendations are:

» Securely store all original checks for a period of thirty (30) days (Retention Period) after you
have received notice from AdelFi that the deposit containing the check images has been
accepted. This ensures that the check is available to be manually deposited in the rare event
that the check image is rejected for poor image quality.

» Take appropriate security measures to ensure that:

— Only authorized personnel have access to original checks and the information contained
on the checks is not disclosed;

— Checks are not duplicated or scanned more than one time;
— Checks are not deposited or negotiated in any form; and

— Checks are handled in dual custody.

Destroying Checks

Original checks are destroyed upon the expiration of the Retention Period applicable to the
checks. Checks may be destroyed using one of several commercially reasonable methods. For
internal control reasons, it is recommended that checks are destroyed under dual control
conditions (at least two people present).

Please contact AdelFi if you have any questions about commercially reasonable methods for
check destruction.

Resume a Suspended Deposit

A suspended deposit is a deposit that is sitting incomplete on the RDC workstation. There are
three situations in which you may have a suspended deposit:

» If connectivity to the server is lost, the deposit is automatically suspended and saved for 24
hours.

» Ifthe application receives an error that causes it to close without completing the deposit, the
current deposit is automatically suspended and saved for 24 hours.

» Ifyou close your browser before completing a deposit, the deposit is automatically
suspended and saved for 24 hours.

When a suspended deposit exists on the workstation, it must be processed before you can start a
new deposit. The next time you open RDC, the suspended deposit is displayed on the Deposit
screen. Continue processing as usual, either adding more items to the deposit, or to finish the
deposit click Complete Deposit.
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Cancel a Deposit

1. Click Cancel Deposit. The Abort Deposit dialog box appears.

2. Click Yes to cancel the deposit and remove the changes you made to any item.
Reports

Overview

The reporting application provides access to the Deposit Report function that summarizes
activity in RDC. This functionality is used to research deposit statuses and deposit and item
information.

This section includes information on:
* Access Reports — How to view reports on screen

* Generate Reports — How to download reports and check images

Access Reports

Deposit Confirmation Report

Once a deposit has been completed, an overview confirmation of the deposit appears on the
Complete Deposit screen. This overview may be printed and wrapped around the checks to
indicate that the checks have already been scanned and should not be submitted a second time.

Note: Keep in mind that since AdelFi has not completed the deposit review at this point, this
report will not include any rejected items. The deposit is still in “processing” status. This
report is primarily a reference tool.

The “CR” (credit) Type visible in all reports functions as the “deposit ticket” for the transaction.

DEPOSIT ITEMS

Item T Type R/T EPC Bank On-Us Amount

1157400 DR 322271627 0953098996/ 0243 530,00
1157401 DR 322271627 0953098996/ 0245 530,00
1157402 DR 322371627 0953098996/ 0252 52.00
1157404 CR 322273379 123456789 022 362.00

© 2022 AdelFi. All Rights Reserved. (June 2018) Page 40 of 57



= adelfi

Better banking. Higher purpose.

Access Reports (Continued)

» If you have another deposit to process, select Start New Deposit to return to the Start

Deposit screen.

DEPOSIT 173141 HAS BEEN SUCCESSFULLY SUBMITTED

You may want to print this confirmation for your records. You can also retrieve detail

ustomer ECCU RDC Demo
Demo Account
..... 6789
tal $62.00
tems in the Deposit 4
Submitted Date 2017-02-03 2:21 PM

Deb Petersen

» To download the deposit detail, click the Download arrow and select your preferred file
format.

Note: Once you leave this screen, the option to download the report will no longer be
available on this screen. The deposit report will be available for download in a
different reporting area.

=H L
Download without Check Images (C5V)
Download with Front Check Images (PDF)

Download with Front and Back Check Images (PDF)

CSYV File Download

You can generate a report in CSV format. Note that check images are not available from this
report.

1. Click the Reporting tab. The Reports application opens.

Reportin
P g -

2. Choose the report criteria and then click Generate Report.
3. Ifdesired, customize your view:

* Expand or minimize the Account Summary and Item Details sections by clicking the
arrow next to the section heading.

* Sort or customize any column by clicking the down arrow next to the column heading.
4. Click Download CSV to generate the CSV file.
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Access Reports (Continued)

Check Images or CSV File Download
You can determine the deposit status, download check images in PDF format, or download a

CSV file.

1. Click the Reporting tab, then select Research from the submenu.

5 Hese
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7.X Reportin
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2. Choose the report criteria and then click Generate Report. The Research Details appear.

Note:

A dollar amount in the “Adjustment” column indicates that AdelFi rejected a check
during the deposit review.

=] =]

" RESEARCH DETAILS - TOTAL RECORDS: 4

lient Item ID .

Server Item ID Item Type Item Status Item Amount 1 Adjustment Aux On Us EPC  R/T Bank On Us Server Deposit ID . Client Depot

1244501 Debit Processing $2.00 $0.00 322271627 0953098996/ 02... 229513 1

1244590 Debit Processing $30.00 $0.00 322271627 0953098996/ 02... 229513

1
1244589 Debit Processing $30.00 $0.00 322271627 0953098996/ 02 229513 1
1

1244592 Credit Processing $62.00 5000 322273379 229513

3. Confirm that the status in the “Item Status” column is “Completed” rather than “Processing.”

Note:

A “Completed” status indicates that AdelFi has completed the deposit review. It is
recommended that you wait for the “Completed” status before downloading the report
in order to ensure that any items rejected by AdelFi during the deposit review are
included in the report.

4. If desired, customize your view:

* Expand or minimize the Account Summary and Item Details sections by clicking the
arrow next to the section heading.

+ Sort or customize any column by clicking the down arrow next to the column heading.

5. Click Download CSV or Download PDF to generate a report.

6. To minimize any potential for fraud, we recommend saving the checks to a network location
that is restricted to “need to know” staff.
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Troubleshooting

This section contains information to help you troubleshoot the following types of problems:
* Scanner Errors

* Item Processing Issues

* Deposit Issues

* Reporting Issues

* QGeneral Issues

Scanner Errors

Does Not Print Text String on Item

Description: ~ “The text string passed to the scanner is too long so it cannot print the text on the
item.”

This is the text string printed on the back of the item for research purposes. If you
receive this error, the configured text is too long for the scanner to handle.

Resolution:  To change the text string, refer to the Configure Text Printed on Items — Display
of Fields screen shot.

Increasing Performance
Description:  You want to increase the scanner performance.

Resolution:  If'you use the DCC TS240 scanner and your PC has a USB 2 port, try modifying
the “Image Wait” time in the BUICSCANL.INI file to a value of 500 milliseconds.

Note: If you are unfamiliar with working with .INI files, contact your Online
Banking Administrator or local IT resource to make this change.

Item Stuck in Scanner
Description:  “An item appears to be stuck in the scanner.”

Resolution: ~ Remove any stuck items and then try to reprocess the items. You may also need to
clean the document track of the scanner.

Laptop Cannot Detect Scanner

Description:  This error occasionally appears if the scanner is plugged into the USB port on a
laptop computer’s docking station.

Resolution:  Make sure that the scanner is plugged into the USB port on the computer and not
into the USB port on a laptop docking station. Avoid using docking stations as
they cause irregular behavior with the scanner operation.
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Scanner Errors (Continued)

Not Functioning Properly
Description: “The scanner is not functioning properly.”

Resolution:  Check to see if any items are stuck in the scanner. If so, remove them, reset the
scanner, and try again.

If the problem persists, close the application, restart the scanner manually by
turning the power off and then on, and then restart the application.

If the problem persists, contact your Online Banking Administrator or AdelFi
RDC Support at 800.921.1130, ext. 1576.

Not Plugged in Message
Description: “Your scanner is not plugged in or is turned oft.”

Resolution:  The scanner will not function, but it is plugged into the computer and the power
is on. First, try restarting the browser. If that does not work, reboot the
computer. If the scanner is still not responding, it is possible that you installed
the wrong scanner driver.

Contact your Online Banking Administrator as the scanner may not be
connected to the correct driver.

Scan Mode Not Supported

Description: “Your scanner does not meet the configuration requirements for the scan mode
set by AdelFi.”

Resolution:  The scan mode used by RDC is not supported by your scanner. Your Online
Banking Administrator should contact AdelFi RDC Support at 800.921.1130,
ext. 1576 to have the scan mode changed to acquire a different model scanner.

Scanner Empty

Description: “Scanner is Empty.”

You scanned a check, but RDC issues a “scanner is empty” message. If using a
DCC TS240 scanner which is connected to your computer via a USB 1.1 port,

or if your computer has a slow processor, the system may be timing out before
the scan is complete.

Resolution:  Increase the “Image Wait” time in the BUICSCANL.INI file to a value of 3500
milliseconds or greater.

Note: If you are unfamiliar with working with .INI files, contact your Online
Banking Administrator or local IT resource to make this change.
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Scanner Errors (Continued)

Scanner Jammed
Description: “The scanner appears to be jammed.”

Resolution: Remove any jammed items and then try to reprocess the items. You may need to
clean the document track of the scanner. See your scanner Quick Start Guide for
more information on scanner cleaning and maintenance.

If, after cleaning the scanner, checks are still jamming, please call AdelFi’s
RDC Support Line at 800.921.1130, ext. 1576.

Scanner Not Detected

Description:  This error appears if the application cannot form a connection with the scanner
when you try to scan an item.

Resolution:  Check to ensure the scanner is connected to the computer, is turned on, and all
the cables are attached securely. When all is in order, click OK and then try to
scan the item again.

Scanner Rejects Check
Description: A check is rejected during the scanning process.
Resolution: A small percentage of checks may get rejected for quality purposes. These
checks may be mailed to AdelFi in a bank-by-mail envelope (provided to your
organization when it was initially set up on RDC).

The checks may be deposited at a CO-OP Shared Branch. To locate your
nearest Shared Branch, go to https://co-opcreditunions.org/locator/.

Scanner Takes a Long Time to Initiate

Description: Some scanners take 10—15 sections to initialize when first powered up and RDC
is launched.

Resolution:  If using the DCC TS240 scanner, and you anticipate multiple scanning sessions:
1. Close RDC after you have completed the first session.
2. Leave the scanner powered on (the status LED should remain green).

Note: Subsequent scanning sessions will initialize more quickly.
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Scanner Errors (Continued)

Scanner Timed Out
Description: “The scanner has timed out.”

Resolution:  Try restarting the scanner manually. Turn the scanner’s power off, and then shut
down RDC.

To restart, turn the scanner’s power back on, and then launch RDC. If the
problem persists, contact your Online Banking Administrator or AdelFi RDC
Support at 800.921.1130, ext. 1576.

Slot Empty
Description: “The input slot of the scanner is empty.”
There are no items to scan in the input slot of the scanner.

Resolution: 1. Place items in the input slot of the scanner.
2. Click OK to close the message.
3. Click Scan to continue scanning.

Slot Full

Description: Messages:
» “The input slot of the scanner is full.”
* “The rejection slot of the scanner is full.”
* “The acceptance slot of the scanner is full.”
* “The rejection and acceptance slots of the scanner are both full.”

Resolution: Remove some items from the appropriate slot, and then continue processing.

Two Items Scanned
Description: Two items have been scanned simultaneously.

Resolution:  Reject the items and reprocess them.

Unable To... Messages
Description: Messages:

* “The scanner was unable to read the image.”

* “The scanner was unable to save the image.”

* “The scanner was unable to save complete information for the item.”
* “The scanner was unable to process the image.”

Resolution:  Rescan the item. If the problem persists, contact your Online Banking
Administrator or AdelFi RDC Support at 800.921.1130, ext. 1576.
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Scanner Errors (Continued)

USB or SCSI Connection Problem

Description: “There is a problem with the scanner’s USB connection or the scanner’s SCSI
connection.”

Resolution:  Check that the computer the scanner is connected to is on, and the USB or SCSI
cable is attached securely. When all is in order, try scanning the item again.

If the problem persists, contact your Online Banking Administrator.

ltem Processing Issues

Item Automatically Rejected
Description: A single item is automatically rejected.

Resolution:  Locate the item and reprocess it. If it continues to be rejected, you can remove
the item from the deposit and deposit it through an alternative channel such as
over-the-counter or bank-by-mail envelope.

Item Scanned Upside-Down/Backward

Description: An item was scanned upside-down or backward, or two or more items were
scanned simultaneously as in the sample below.
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Resolution: 1. Remove any jammed items from the scanner.

2. Place the items back into the scanner with the front of the items facing the
status lights of the scanner and the MICR line at the bottom of the scanner.

3. Rescan the items.
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Item Processing Issues (Continued)

Items Scanned Not in Grid
Description: Your network or Internet connection was interrupted or lost.

Resolution:  Any item that you scanned prior to losing the Internet connection should be
listed in the grid. Items scanned after losing the connection will not be recorded
by the server, and therefore not listed in the grid. These items should be
rescanned.

1. Check your network connection or contact your Online Banking
Administrator to re-establish your Internet connection.

2. Compare the paper items against the items in the grid to ensure you are
scanning the proper items.

3. Place the item(s) in the scanner slot and click Scan.
The rescanned items will be listed in the grid.

Image has Black Streaks/Bar
Description: The scanned image has black streaks or a black bar across the top.
Resolution: Rescan the item. If the image is still bad, and you are using a CTS scanner, then
the scanner may be overexposed to light.
1. Reject the item by clicking the delete icon.

2. Move the scanner so it is not directly under bright light, or shield it from an
overhead light source. You may also try removing and then replacing the
scanner cover to ensure it is tightly in place.

3. Try reprocessing the item.

If the black streaks persist, they may not pose a problem for downstream
processing of the item.

Partial Image Scan

Description: Only a partial image was scanned, or the image is cut off.

n
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Resolution: 1. Remove any jammed item(s) from the scanner.

2. Place the items back into the scanner with the front of the items facing the
status lights of the scanner and the MICR line at the bottom of the scanner.

3. Rescan the item(s).
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Item Processing Issues (Continued)

Scanner Not Plugged In Message

Description: ~ RDC says the scanner is not on or plugged in, but it is. The scanner driver is
not installed or an incorrect scanner is installed.

Resolution: The following steps should be completed by your Online Banking
Administrator or someone who has PC and/or network administrator rights.

1. Log out of RDC and close Internet Explorer.
2. Open the Windows Control Panel, then select Add or Remove Programs.

3. Remove the Scanner Drivers-Install. Follow the directions to uninstall the
drivers.

4. From the C:\Documents and Settings\< USERNAME>\Local Settings\
Application Data directory, delete the NetDeposit folder.

Stop Scanning Process

Description: There is a problem during scanning, and you need to stop the scanning process.

Resolution: Remove the remaining items from the input slot of the scanner. The scanner will
finish scanning the current item, then stop.

Scanned Item — Folded/Crooked

Description: The scanned image is folded or crooked.
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Resolution: 1. Remove any jammed items from the scanner.

2. Place the item back into the scanner. Rescan and process the deposit.
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Item Processing Issues (Continued)

Original Image Missing
Description:  After the check was scanned, either the front or back original image is missing.

Resolution:  Reject the item and reprocess it in order to capture the original images.

Deposit Issues

Account Number Not Listed
Description: The account you need is not in the list.

Resolution:  Contact your Online Banking Administrator or AdelFi RDC Support at
800.921.1130, ext. 1576 to activate the correct account.

Amount — Item Not Accepted
Description: “The item amount you entered cannot be accepted.”

Resolution:  Edit the amount, as appropriate, and then accept the item again.

Amount — Incorrect Format
Description: “The amount you entered is formatted incorrectly.”

Resolution:  The amount must only contain numbers and include two decimal places.
Edit the amount, as appropriate, and then accept the item again.

Amount — Not Present
Description: “The item amount is not present.”

Resolution:  Enter an item amount and then accept the item again.

Amounts on Check are Different

Description: The numeric amount on the check is different than the printed amount on the
check.

Resolution:  Regulation UCC 3-114 states: “If an instrument contains contradictory terms,
typewritten terms prevail over printed terms, handwritten terms prevail over
both, and words prevail over numbers.”

Aux On-Us Number Invalid
Description: “The Aux On-Us number contains non-numeric or disallowed characters.”

Resolution: The Aux On-Us number can contain numeric characters, spaces, or dashes.
Enter the Aux On-Us number exactly as it appears on the image.
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Deposit Issues (Continued)

Bank On-Us Number Invalid

Description: Messages:
“The Bank On-Us number is not present.”
“The Bank On-Us number contains non-MICR characters.”
“The Bank On-Us number is invalid.”

Resolution:  The Bank On-Us number can contain numbers, forward slashes (/), capital O,
dashes, and spaces.

Enter the Bank On-Us number exactly as it appears on the image, using a
forward slash (/) to replace the on-us symbol, which looks like this: "

Control Balance Invalid Message
Description: “The Control Balance you entered is invalid.”

Resolution:  The Control Balance must be greater than 0, and must not exceed
$99,999,999.99.

Re-enter the Control Balance, then continue with the deposit.

Control Balance Required
Description: “A Control Balance is required for the customer account you selected.”

Resolution:  Enter a Control Balance.

Control Balance Different Than Deposit Balance

Description: This may happen when a Control Balance was entered and then an item was
removed from the deposit.

Resolution:  The deposit is required to balance. If the deposit is still active, you may change
the amounts of items as needed to balance the deposit. Refer to the Balance a
Deposit section for instructions.

Deposit Account Changes

Description: A primary or secondary deposit account needs to be added, modified, or
removed.

Resolution:  Contact AdelFi RDC Support at 800.921.1130, ext. 1576 with the account
information.
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Deposit Issues (Continued)

Deposit Amount at Maximum
Description: “The item total has reached the maximum deposit amount.”
Resolution:  The item you just added to the deposit has put the deposit over the maximum
amount allowed for a deposit.
Reject the item and add it to a new deposit.

Your Online Banking Administrator may call AdelFi and request a temporary
deposit limit increase.

Deposit Has Maximum Number of Items
Description:  “The deposit has reached the maximum number of items it can contain.”

Resolution:  You cannot add any more items to the deposit. To deposit more items, submit
the current deposit and start a new one.

Deposit Total Not Accepted
Description: “The total amount of the deposit cannot be accepted.”

Resolution:  The amount cannot exceed the AdelFi-assigned daily deposit limit.

To complete the deposit, reduce the total amount of the deposit by removing
some items, or your Online Banking Administrator may call AdelFi and request
a temporary deposit limit increase.

Deposit Completion Stalled
Description: “You cannot complete the deposit because the scanner is still scanning items.”

Resolution: ~ Wait until scanning is complete, or remove the remaining items from the input
slot of the scanner, then try again to complete the deposit.

Deposit Process Interrupted

Description: While processing a deposit, the workstation crashed or the Internet connectivity
was lost.

Resolution: RDC will automatically suspend and save the deposit that is currently in
progress. When the workstation comes back up, log in to RDC and the
suspended deposit will be resumed.

Note: Make sure all the items you scanned appear in the item grid; if not,
rescan those items to add them to the deposit.

If the suspended deposit is not resumed, contact AdelFi RDC Support at
800.921.1130, ext. 1576.
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Deposit Issues (Continued)

Deposit Suspended

Description: A deposit was suspended, but it was not resumed after logging in to RDC
because it sat unfinished for longer than the allowed time.

Resolution:  Reprocess the deposit.

EPC Field Incorrect
Description: “The EPC field can only contain one digit.”

Resolution:  Enter the EPC number as it appears on the item.

Error During Deposit Transmission
Description: An error occurred while transmitting the deposit.

Resolution:  If any deposits are still being transmitted to your financial institution when you
log out of RDC Web Client, or if an error occurs and a deposit is not
successfully completed before the system is closed, the transmission will
automatically be suspended and resumed the next time you log in.

Item with Invalid Data
Description: “Items in this deposit have invalid data.”

Resolution:  Correct the fields that have errors (outlined in red and appear in red text) before
completing the deposit.

Routing and Transit Problems Messages

Description: * Lhe route and transit number is not present.”
“The route and transit number is not 9 digits.”
“The route and transit number contains non-numeric characters.”
“The route and transit number for this item appears to be invalid.”

Resolution:  Enter the numeric routing and transit number as found on the image before
accepting the item.

Routing and Transit Not Acceptable

Description: “The route and transit number for this item cannot be accepted. AdelFi has
configured it as invalid.”

Resolution:  Reject the item. It cannot be included in the deposit. You may process the item
manually by sending it to AdelFi in a bank-by-mail envelope.
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Deposit Issues (Continued)

Wrong Account Selected
Description: Funds were deposited into a wrong account.

Resolution:  The deposit can be corrected by contacting AdelFi RDC Support at
800.921.1130, ext. 1576.

Reporting Issues

Log In Screen Appears

Description: A log in screen appears in the Reporting tab with fields to enter your username
and password.

Resolution:  You cannot generate a report because you cannot select an organization. This
problem occurs because the browser security settings are too high. Update the
settings to medium or lower as follows:

1. Choose Tools > Internet Options.
2. Click the Security tab.

3. Slide the slider bar down until “Medium” or lower appears as the security
level.

4. Click OK.

General Issues

Application Error Message
Description: “An unexpected error has occurred.”

Resolution:  Try exiting and restarting the application. If the error remains unresolved,
contact AdelFi RDC Support at 800.921.1130, ext. 1576.

Application Freezes
Description: The RDC application appears to freeze.

Resolution:  If the application appears to freeze or hang, the server may have temporarily
stopped responding.

Contact your Online Banking Administrator or AdelFi RDC Support at
800.921.1130, ext. 1576.

© 2022 AdelFi. All Rights Reserved. (June 2018) Page 54 of 57



#= adelfi

Better banking. Higher purpose.

General Issues (Continued)

Automatic Log Off

Description:  The application logged off automatically and displays the following error:
“Your session has timed out. The application will close.”
If the application remains idle for a period of 15 minutes, the application will
automatically log you out and request that you log in again.

Resolution:  To avoid being logged out automatically, continue to use the system without
significant lapses in activity.

Deposit Rejection Notice

Description: You receive deposit rejection or adjustment notifications by email. These
adjustment notifications are sent when AdelFi makes a change to a deposit or
item. Each adjustment will include a reason code specific to the error.

The person or email group to whom these notifications are sent was configured
by AdelFi according to your setup documentation.

Resolution:  Depending on the error code, you may re-scan the check or mail it to AdelFi in
a bank-by-mail envelope (provided to your organization when it was initially set
up on RDC).

The Online Banking Administrator may contact the AdelFi RDC Support line at
800.921.1130, ext. 1576 to request any changes to the notification contacts.
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Appendices

Appendix A - Suggested Internet Settings

Option

Setting

Issue

Security Tab (Custom Level Settings)

Local Intranet Medium If you are accessing RDC through the Intranet, a
setting not higher than Medium allows all of the
applications to run without hindrance.

Trusted Sites Medium Add the RDC URL as a trusted site on your

Zone computer. Then you can set the slider to no higher
than Medium to run the Web Manager without
hindrance.

Binary and script  Enable in all RDC requires this setting to run correctly.

behaviors Zones

Active Scripting  Enable in all RDC requires this setting to run correctly.

zones
Scripting of Java  Enable in all RDC requires this setting to run correctly.
applets zones
Advanced Tab
Use SSL 3.0 Enable in Secure Socket Layer 3.0 lets you connect securely
Advanced with RDC.
Settings

Do not save Disable in RDC requires this setting to run correctly.

encrypted pages  Advanced

to disk Settings

Privacy Tab

Privacy High If using the Intranet or Trusted Sites zones, you can
set privacy to High to block cookies from the
Internet zone. If you must use the Internet zone to
access RDC, set privacy no higher than Medium.

Pop-up Blocker  Disable for the Add the RDC site to the Allowed Sites list.

RDC site
Content Tab
AutoComplete Disable Disable AutoComplete to ensure login names and

passwords cannot be circumvented.
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Appendix B - Scanner Maintenance

To prevent jams and maintain optimal performance, the scanners need to be cleaned regularly.
Scanner cleaning cards, also known as MICR/Check Reader Cleaning Cards may be found at
most online office supply stores. Here are a few options to help with your purchase:

» Enter “MICR/Check Reader Cleaning Cards” into any online search engine.
*  POS Supply Solutions (http://www.possupply.com/)

Cards may be purchased online, by phone, or by fax. On the home page, type “K-MCRB25”
into the search box.

» Digital Check (http://shopping.netsuite.com/s.nl/c.625937/it.A/id.200/.f)
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