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Depositing Checks

Creating a Deposit

Prepare Deposit

1. Gather checks for deposit.
2. Total the deposit (using adding machine tape or Excel spreadsheet).

Login and Scan

1. Open an internet browser (Chrome, Edge, Firefox, etc.)
a. Go to: www.nicoletbank.com.
b. Click the Login button at the top right.
¢. Under Online Banking Login, choose the second option in the dropdown: Business Online
(Treasury Management.)
d. Input your access ID and password, then click Login.

2. Your Business Online Home page is displayed.
a. Under Checks & Deposits select Deposit Checks. You will be redirected to the Remote Deposit
home page.

3. The scanner will turn itself on and the Silver Bullet window is displayed. (This will be displayed every time
you login).

"Ranger Compatible”

Licensed to: CheckFree
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4. Click on Create Deposit.
a. Enter the Deposit Amount.
Select the appropriate deposit account.
Store Number is optional.
Click Continue.

pe T

Create Deposit

* Required Fields
Deposit Amount* © |10.00 ‘

Select Account: CHOCOLATE FACTORY - =*****0012

Store Number:

), -
-

5. Scan checks.
a. Click the Scan button in the lower left corner of your screen.
b. Place your checks in the scanner (as directed for your particular scanner).

Switch To: Classic View
NATIONAL BANK

Merchant Capture Solution Wetcome, Maria Konikel
Home User Audit  Help  Logout
Item # ~ Check # Error Amount Actions
Deposit ID: 2698089
Account #: 0012
Account Name: CHOCOLATE
FACTORY

More Details

Export As | Delete Deposit
Training v
Messages A
News/Proemotions v

No of Items:0 Error0 Deposit Total:50.50 Difference:$0 Ghecks Total:30
~

Scan | Correct All Ermors -
—/ ‘ Detect Double-Feed 15 Submit Ds i | Fix Ermors Save Deposit i%
——
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6. Click Stop Scan after all checks have been scanned.

Scanning In Progress

ltems Scanned:2
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Resolve Exceptions and Balance Deposit

7. Ensure all exceptions are resolved. You will see an alert under Error if you have any exceptions. For
details on how to resolve exceptions, please see the Exception Items chapter of this guide.

Nloolet Switch To: Classic View
NATIONAL BANK
Merchant Capture Solution Welcome, Maria Konkel
Home User Audit Help = Logout
Item # & Check # Error [ Amount  Actions
Deposit ID 2702307 ] 9900024303 A — m
Account # 0012
Account Name: CHOCOLATE
FACTORY
More Details
[Sootse ] oo vepst
Training v
Messages. A
News/Promotions v
No of lfems:1 Error:1 Deposit Total:$10.48 Difference: $10.48 Checks Total: $0.00
~
Scan
[+#] Detect Double-Feed g”s’f;r‘"ﬁ'yggg;i (9= SO Save Deposit Y

8. Once all errors are fixed, ensure deposit is balanced (Difference = $0.00).
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Submit Deposit

9. Click on Submit Deposit at the bottom right.

Switch To: Classic View
NATIONAL BANK

Merchant Capture Solution Welcome, Maria Konkel
Home User Audit Help  Logout]
Item # & Check # Error Amount Actions.
Deposit ID 2704373 ] 9900089703 25.00 m
Account# =002 ] 9900089704 555 [
Account Name: CHOCOLATE
FACTORY
More Details
@ Delete Deposit
Training v
Messages A
News/Promotions v
No of ltems2 Error:0 Deposit Total $30.55 Difference. $0.00 Checks Total. $30.55
A

Scan i = =
| [EF—— - > [ sumitoepost | TR
f— /

10. A “Verify Balance” box will pop up. Verify that the balance total and item count are accurate. If so, click
Submit Deposit. Ensure that the status of your deposit is SUBMITTED.

Verify Balance

‘J Transaction is Balanced

Deposit Data

Deposit Total 30.55|  Check Total: Difference: $0.00
Item Count Items In Deposit. 2 Difference: 0

Add Memo (Optional)

RDC—5e
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Logout

1. Tolog out, click on Logout on the information bar at the upper right.

Nicolet

NATIONAL BAMK

Merchant Capture Solution

View Deposits View ltems Reports

Create Deposit (®) Pending Deposits (O All Deposits

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

Continue.
Deposit ID ~ Account#  Account Name Work Type  Processing Date  Status
Create Deposit
Training v
Messages A
News/Promotions v
Mo deposits to display

* 6 —RDC

Switch To: Classic View

Welcome Waria Konkel

-f-m
Rows per page:

v

Depasit Total

® Actions

pagel 1lof1 bl
soom. | 1T



Remote Deposit Capture — User Guide

Exception items

There are two types of exceptions that can occur in Remote Deposit Capture: Dollar Amount Exceptions and
Duplicate Item Exceptions. A Dollar Amount Exception will appear if the courtesy and legal amounts do not
match, or if the pen ink is not detected by the scanner. A Duplicate Item Exception will occur if the same item is
scanned more than once. Exceptions will be indicated under Error. Click Fix Errors to clear your exception.

Dollar Amount Exceptions

1. Dollar Amount Exceptions will appear with a pink background in the Amount field. This occurs when the
dollar amount on a scanned check cannot be read.

2. Enter in the correct amount in the bottom right hand box that is highlighted pink and press Enter. (You
may also delete the item by clicking Delete.)

t Swiich To: Classic View
NATIONAL BAMK

Merchant Capture Solution Welcome, Maria Konkel
Home User Audit Help  Logout

Error Correction

Deposit ID: 2704456
/A Error in MICR fields
Account # 0012
Account Name: CHOCOLATE Item #:9900092703
" FACTORY Front Back
More Details - |
Delete Deposit N*VEMCQQLAL
ACCOUNTNO. onte AT 12 330 0
Trainin: v .
‘ WraToak Aocsont s gybh
Messages 4 Lendlofhes ¢ 10— esnBiz=z
Bay)
N N | oo, .
F Loy
oo i Qesed®s .
1075902400 0OC

Press enter to update fisld

AUXiSerial RT WAUX/FLD4 Account Check Amount
i v
News/Promotions 075002104 0007777777 [N |

No of ltems:1 Error:1 Deposit Total $10.43 Difference: $10.48 Checks Total: $0.00

After all exceptions are resolved, you can continue with your deposit and submit.

RDC—7e
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Duplicate Items

The system will automatically check for duplicate check entries. If you happen to scan a duplicate item, the system
will stop you when you try to submit and require you to complete an action.

1. If you wish to accept the item, click Accept and proceed with the deposit as normal.

Switch To: Classic View
Merchant Capture Solution Welcome. Waria Kenke!
Home User Audit Help  Logout
Error Correclion =
DepositID 299309
/\ Duplicate ltem Detected
AccountMo. e 7T
Current ltem Items from Previous Deposits Displaying 1 of 3 duplicates
AccountName: Dean Martin
‘Checking
Front Back Front Back
More Details — =
Delete Deposi 7 - 7 e -
sccowthio AR i 100 acooho——— mAAR g
Training v TR g, gk I$§A.co S I I$§A.co >
- Scov ddiiocs £ %les. DoLLARSBERT S e
essages v Ba
g T —
: e el 2
News/Promotions A — Lo Wpdus . e W, .
075902 d0u1 1307590 2 LOIE
Itemd#:0044927903 Checki#: e
Amount:4.00 N
Deposit 1D 208631 Capture Operator: Mariak01
-/w Capture Date:  02/01/2012  Status DELIVERED
—
Ho of tems:Z Error: 1 Deposit Total $7.00 Difference: $0.00 Checks Total: $7.00
Flease Fix Errors
[ Detect Double-Feed then Submit bt Ikt il
Session Started @ 03:09:08 PM |Items Scanned: 5 ‘Items Processed: 5
Dane [0 T 0T T [ Trusted sies [a - [®o0w -

2. Ifyou choose to delete an item, click Delete. Once you click Delete Item, the system will ask you to verify
that you really want to delete this item.

3. Click Yes.

4. The screen will refresh and the duplicate item will be removed. Continue as many times as necessary.
Once you have removed all the necessary items, proceed with your deposit as normal.

* 8 —RDC
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Deleting a Check

While scanning a deposit, you may need to delete a check that you have scanned.

1. Click the icon that looks like a garbage can, located at the far right under Actions.

Nicolet Switch To: Classic View
NATIONAL BANK
Merchant Capture Solution Welcome. Mana Kankel
Home User Audit Help  Logout
tom # + Check # Error T r— |
e ER R
Account#  *=rp012 El 9900007204 5555 [
Account Name: CHOCOLATE @] 9800007205 500 [
FACTORY
More Details
Export As | Delete Deposit
Training v
Messages A
News/Promotions v
No of ltems 3 Error:0 Depostt Total 552 10 Diffsrsnce: 50,00 Checks Total: 38210
~
‘ el |Delecl Double-Feed Comect ANEMTCrs | gypmit Deposit | Save Deposit L%
SR to Submit Depasit pos| €pos

2. A box will pop up verifying that you want to delete this item. If you do, click Yes.

Prompt

<9 Are you sure you want to delete this item?
Q 9900007203

RDC—ge
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Deleting a Deposit

You may need to delete an entire deposit before final submission.

1. Click on Delete Deposit at the far left. (Note: The deposit cannot have a Deposit Status of SUBMITTED

or DELIVERED.)
Switch To: Classic View
NATIONAL BANK
Merchant Capture Solution Wetcome, Wan Konkel
Home User Audit Help = Logout
Item # + Check # Error Amount Actions
DepostID: 2704844 | os00007203 155 [0
Account #: =012 =] 9900007204 55.55 [
Account Name: CHOCOLATE = 2900007205 2500 [
FACTORY
More Details I
Export As Delete Deposit —
Training v
Messages A
News/Promotions v
No of ltems:3 Error:0 Deposit Total:582.10 Difference: $0.00 Checks Total: $82.10
N
| Scan ‘ Correct All Ertors ” " -
Detect Double-Feed {2 Submit Depast | Submit Deposit | Save Deposit 0%

2. A box will pop up to verify you want to delete the deposit. Press Yes. The deposit is now deleted.

Prompt

9 Are you sure you want to delete this deposit?
2704844

°* 10 — RDC
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Reporting

Detail Deposit Report

You may need a detail report of a deposit to summarize your deposit. The report can include images (front and
back of every scanned check) or data (routing number, account number, check number, and dollar amount).

1.
2.

On the Home Screen click on All Deposits button.
Click on the box in front of the transaction.
3. Click the View Deposits Box (the second icon at the far right.)

Create Deposit
Start a new deposit by clicking the

Create Deposit button below,
enter specifics on your deposit,

View Deposits

Merchant Capture Solution

View Items REpDnS
' Pending Deposits & All Deposits <I|[||]

Search

= Deposit D v Account #

Account Name

Processing Date

Status

=101 x|

Switch To: Classic View

Welcome,

User Audit Help ~ Logout

Rows per page: 10w

v

303763

Dean Martin Ch...

2012-2-10

SUBMITTED

Deposit Total (§)  Actions. A_
300 B 3\‘_3 ["]

then click Continue
oreate Depdll__2 >

Training v
Messages A
News/Promotions v

Displaying 1- 101

Session Started @ 03:58:26 PM |Items Scanned: 1 |Items Processed: 1

page| 1|of1

| Trusted sites

v - [®o0w -

RDC —11e
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4. Click on the Export As button; then choose PDF or PDF with Images.

0-web.ufsdata.com/?method=maximize - Web Capture - Windows Internet Explorer o ] o4
Swilch To: Classic View
Merchant Capture Solution —
< Hem # « Check # Error Amount  Actions
Deposit ID. 303763 | 0044939201 009 200
Account No.: e 0044839202 3.00
Account Name: Dean Martin
Checking
More Details
)
Training v
Messages A
News/Promotions
No of tems:2 Error:0 Deposit Totat$3.00 Difference: $0.00 Checks Totak: $3.00
Session Started @ 03:58:26 PM ‘ltems Scanned: 1 [Items Processed: 1
Dane [T [ [ [ trostedsies Va - [Rwow -

5. A new window will appear with the Deposit Detail Report. Print or Save the report.

co-web.ufsdata.com,/WebCaptureWeb /ReportServiet2fromScanPage =fromScanPage&method=Deposi - Windows Internet Explorer pro IR

[l N I I e
B =
Deposit Detail Report
Deposit Detail for Deposit ID: 62262
Site ID: 075902104-98 Deposit Status: DELIVERED
Batch ID: 3434482116 Processing Date: 2010-09-02
Customer Name: Demo
Transaction Detail for Transaction ID: 1
Type: ELECTRONIC Deposit Account:
Aux On-Us RIC RT Western Account PC Amount Item Type
075902104 109 $87.48  Credit
b Aux On-Us RIC RT Western Account PC Amount Item Type
& 075002104 $21.23 Debit
_ hd]
[pore [T T ko zane A

e 12 — RDC
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Close this window and you will go back to previous screen.

If you would like to go to the Home Screen, click on the Home button.
If you are finished with Remote Deposit Capture, click Logout.

o-web.ufsdata.com/?method=maximize - Web Capture - Windows Internet Explorer

—iox

Switch To: Classic View

Merchant Capture Solution Welcome

Session Started @ 03:58:26 PM |Items Scanned: 1 |Items Processed: 1

E - Il Bl | T
ltem # + Check # Error Amount ~ Actions
Deposit ID: 303763 0044939201 009 3.00
Account No. 0044939202 2.00
Account Name: Dean Martin
Checking

More Details

Export As
Training v
Messages A

News/Promotions v

No of tems:2 Error:0 Deposit Total:$3.00 Difference: $0.00 Checks Total: $3.00

Dane

T

[/ Trusted sices [<3 - [®100% -

RDC —13 ¢
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Summary Reports

When you need to know how many deposits were made in a time period and for what amounts, you will need to
search for a Summary Report.

On the Home Screen, click the Reports tab.

Click the arrow at the far right to display the search fields.

Complete the fields for which you would like to search — date range, dollar amount, account, etc.
Click Search.

b=

2 https:/ /sco-web.ufsdata.com/?method=maximize - Web Capture - Windows Internet Explorer _ ol x|

Switch To: Classic View

Merchant Capture Solution

Welcome,

User Audit Help -~ Logout

View Deposits View ltems Reports ["] =

% Deposit Query Report € ltem Query Report Rows perpage: |10 | »

Create Deposit

Start a new deposit by clicking the

Create Deposit button below, |I[|
enter specifics on your deposit, Search

then click Continue.

From Date” 2012-01-01 |FTo Date” 2012-02-13FFrom Amount To Amaunt ["I
Create Deposit 3
Training v "

Messages A A Deposit ID « Account#  Account Name Processing Date: Status Deposit Total (§)  Actions
News/Promotions v

‘Smmn Started @ 11:22:26 AM [Items Scanned: 4 |Items Processed: 4

/2] Done [0 [ [ [ [ [ Trustedsites [7a = [®wowe -

* 14 — RDC
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5. To produce a PDF report of the deposits in this list, click on Export As and choose PDF.

/2 Web Capture - Windows Internet Explorer

-0 x|
£ htips://=co-1<b, ufsdata.com V/eb:

Switch To: Classic View

Merchant Capture Solution

Welcome

User Audit Help ~ Logout
View Deposits View items. Reports
Create Deposit

€ DepositQuery Report € ttem Query Report Rows perpage: |10 |,
Start a new deposit by clicking the
C it bution Delow,
enter specifics on your deposit, Search .
then click Continue.
From Date* 2012-03-12F| o Date” 2012-03-12F From Amount To Amount

Create Deposit

advanced searcn ISkl
Training v ["I
Messancs Y. O] oeposto~ Account#  Account Name FrocessingDate  Status Deposit Total (5) ~ Actions

News/Promotions e 310724 Dean Martin Ch... 2012-3-12 SUBMITTED 300 @3

Displaying 1 -1 011 Fage| 1lof1

[Session Started @ 03:45:34 P [ttems Scanned: 0 [items Processed: 0

6. A new window will appear with the Deposit Status Report. Print or Save the report.

I—_oB8=| ¢ « [

EE |IZI = Comment Sign

Deposit Report

& S O

Deposits by ID

Site D Location Deposit BaichID Processing Last UpdatedLast Update Status ems Credit Total Debit Total Deposit DIT WorkType Compa
L] ] Date Time or [] )

0759021 075902104-319724 133158507 2012403-12 2012-03-12 MarlakD1 SUBMITTED on 53.00 53.00 50.00 1 075902104~
D48 53 15:45 B

Totals Item Count (CRIDB): 911 $3.00 $3.00 $0.00

Ad|
7. Close the window. If you are finished with Remote Deposit Capture, click Logout.
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