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RDC - Remote Deposit Capture

Quick Start User Guide

1. Logging in

e Goto https://smartpay.profitstars.com/business/login/bbubank User Mame

e  Enter your User Name
e  Enter your Temporary password

Password
e  Enter your Company )
—. C

Once you log in you will be prompted to change your Company
password and set up your security questions. L ..

;-';Bmeseo (@ Transactions
I’btniﬁgw

2. Creating a New Deposit

< Transactions

@ Dashboard
o e  Select Transactions

_ Quick Links )
a Transactions —* e Select Remote Deposit complete

& Acm Check Processing e Click on Create New Deposit on the bottom right
amin il
e Confirm the account number in the Location field
B Revorts Remote Depost Scan e Edit the deposit name (optional)
Remote Deposit Complete

° Put the number of checks and the total amount
of the batch
e including decimals

Trasssctens - Bmets Depotn Comlens © Depost Vies

. WP Pags = ;‘-!:\;_":’_"*;"6"" - m Dta Ertry View
vcoess 1106

Check  MiCR Customes Number  Mame On Accound  Daposit Amount Ee

3. Scanning Checks

1 88524

e If you have a multi-feed scanner, load the check ] A e se8.24
item(s)into the scanner and then select Create. The

Deposit View page will display (see next section),with

the check item(s) displayed as they are scanned. P tasissiu Sotiiiaiie i W
e Ifyouhavea snngle—fegd scanner, select Create gnd = et | P
then feed the check(s) into the scanner one at a time. ; Siars o
The items will display on the Deposit View page as e T et | et Buh JT29400. | A CPPLacaton'
B Dams Compans  Js[EE ) y Scanner Control
they are scanned. = Bt L | e
find = VDI J Seanned
SVII34EOLe GO0V ILBITY 10T = Tormnal Humber .
Complete Depostt
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4. Deposit View Page

Once a deposit has been opened, the following features are
available under the Deposit View tab from the top of the
page.

Refresh — If at any time the Amount values for the check

itemsdo not immediately display, select the Refresh option to

have values display.

e Scroll to the right of the listed items to see the Edit, Delete,

and Rescan opt

ions available.

NOTE: Red question marks or yellow highlighted areas

on this page may indicate that there was a system difficulty in
reading MICR line items or that a manual key entry is required

for a check. Keying and balancing and MICR repair will take place
once this has been closed and submitted for processing.
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Scanner Interface

Beset  Deposit Status

1
w3
il o Ctlenfroey |
Y Dues Corpuns 13[FE Scanner Contral
P R "
imma e N 1 VisLT
- NOIS )| Terminal Number Scanned
GCRLADIRDELG DODRIINBIS® 04T | 3188 a
—
Dnglapng age 1ort
Open Deposits Ncone 14 ¢
[ e — proveny
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a
Confirm Deposit(s) Close

Are you sure you want to close the selected 2 deposit(s)?

Dz plasring Pags 1of 1
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Mame On Bccount Depeosit fmow
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5. Completing and Closing the Deposit for Processing

The Complete Deposit is located at the bottom of the

page. When you have finished scanning, select this

option to begin submission process.

It is recommended that each deposit be closed as soon

as a user has completed scanning.

After you select Complete Deposit, it will take you to the

open deposits page where you can add more deposits

or close open deposits.

Check the open deposits and select Close deposit

A pop up will appear and you will select Close.
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6. Printing a report

| Remate Dopasit Complete Reports -

———@ My Reports -

No Recoras to display | ndar Repo -
e Go toreports o Rocores to isploy. B

e Under Remote Deposit Complete Reports, select Shared Reports -

Grmer Report Type Delete

Deposit Results on the right side.

Exb Transaztion
Repont

Bab Transaction
Report

e Select a location and date, then select Get Deposits.

3 Repon Tes ennie Transacton

e  Select the printer or save option on the top right. e -

hing your search criteria Duplaying Poge 1071 Recorss 12822 @ ¥
Rocosds Per POge

Create Date  Location Custom Batch Id Batch Type Description

1212015 Location 1 ks Remote Deposit New Deposit

12202018 Avelon Campbell 5646542 Remots Depost 17.49:04 1330657 12/202015

Best Practice

In addition to your responsibility of securely storing

all scanned items for the duration of a minimum of 90 days,
it is recommended that you reconcile all items with your
statement prior to destruction.

If you have questions or need technical support, please
email cm@banescousa.com to schedule a time to speak
with our Cash Management Specialist

or Cash Management Officer.
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