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Remote Deposit Capture

OPERATIONAL GUIDELINES

To help ensure best experience with Dime Remote Deposit Capture, it is important for you to

follow these recommended guidelines:

Only US dollar items, drawn on domestic banks, to US dollar accounts may be captured
through Remote Deposit.

Checks made payable to a business, may only be deposited to a business account in the
same name.

Original checks must be kept in a secure and locked location.
Retain checks for a minimum of 60 days but no more than 90 days from date of deposit.

Username and Password information is confidential and should not be shared with any parties
other than the assigned employee.

Original checks can only be processed through the scanner one time unless otherwise directed

If the scanner detects a duplicate check, please remove the check from the deposit and contact
Treasury Management Support at 631-723-7620 or email TMsupport@dime.com.

Returned deposited items will be re-deposited through the scanner using the “substitute check”
received from the financial institution. Do Not Re-deposit Original Check.

Verify all deposits have posted to the correct checking account by logging into Dime Business
Online Banking or Dime Business Online Banking PLUS (depending on which service you use).
Notify the bank immediately if there are any discrepancies.
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GETTING STARTED

LOGGING INTO DIME BUSINESS ONLINE BANKING PLUS OR BUSINESS ONLINE BANKING

To access your Dime Business Online Banking PLUS or Business Online Banking account, simply visit dime.com.
Then, click the Sign in link in the upper right-hand corner.

Find a Branch Resources ContactUs  Search O

DlME Busi c ial Wealth Management Personal

Business banking solutions to
help your business thrive.

Next, you will see a login screen.

For Dime Business Online Banking PLUS, select the “Business Online Banking PLUS" button. For Dime Business Online
Banking, select the “Business Online Banking” button.

PERSONAL

SigniIn

% BUSINESS ONLINE BANKING

% BUSINESS ONLINE BANKING PLUS

Stay connected from your smartphone or tablet.

£ Download on the [ GETITON

@ App Store »® Google Play

Contact your banker to enroll in Business Online Banking

Note: If you are using Secure Browser, please log in through your Secure Browser.
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“Getting Started” continued from previous page...

Then, select Remote Deposit Capture in the Payments & Transfers menu.

Go To: | Bulletins | Resource Center

DI ME Gwd e
Dashboard [RASSSTUGEHAERERIINCETIEEE R FIE SN Stops & Positive Pay  Administration My §

. . Payment Activity
QU|Ck View Account Transfer

Mobil i
Select Quick View Accounts ghile Depost Gapuee

Account Number / Name Bill Pay
Remote Deposit Capture &

#~ Search | 2= All
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CREATING A DEPOSIT

To create a deposit, please follow these steps as described below.

1. Create a Deposit. To begin scanning a deposit, click on Create Deposit, located in the upper left corner.

# View Deposits Reports

Create Deposit @ Pending Deposi

Star

Training A

Search

Deposa 0 = Accoont

Messages —

2. Select an Account. Next, enter the total Deposit Amount, and use the Select Account drop-down menu to

determine which account to use for this deposit.

Create Deposit

* Required Flakis
Deposit Amount: ||

Select Azcount: | AChecking #2

Slore Number:

Fields Description

Deposit Enter the amount of the total

Amount deposit. Zeroes automatically
populate as cents. For example,
if you enter an amount of 5000,
this populates as 50.00.

Select Select the account for which

Account this deposit is being created.

Store Not a required field.

Number

When you click in the Select Account text area, a drop-down list of available deposit accounts displays. To find an

account, you can scroll through the list using the scroll bar or Up/Down arrow keys.

uuuy

Store Number:
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“Creating a Deposit” continued from previous page...

3. After selecting an account, click Continue.

4. Prepare items for scanning. Please follow these recommended steps to ensure your checks are properly set for
scanning.

» Check for staples, paper clips and calculator tape, etc. Then, remove these items since they will cause the
scanner to jam.

* Ensure all items are facing in the same direction and not upside down.
» Ensure that all items are straight and stacked neatly together to prevent jams and missed images.
5. Order the documents. Place the documents straight and even into the scanner opening.

| Gl 505 Scan |

Items Scanned:1

8. Fix Errors. After all items have passed through the scanner, click Fix Errors to correct exceptions related to the
deposit.
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“Creating a Deposit” continued from previous page...

9. View Exceptions. At this time, you can view any exceptions that may exist. Exceptions typically occur when data is
missing or was entered improperly. By clicking on Fix Errors all items that require correction are presented in Red.
Update the needed fields and then hit Enter on your keyboard to proceed to the next item.

Chock § Error Amount Actions

Deposit ID 5563 328e ¢ x
Deposit Name. Rent & 10 03 1266 7500 o
ACCOUNE NG - seseerygeg F] 100073440 3284 @ ®
ACCOUNt NBME. Fisery

T Tl Belete Depost

Training v

Messages A

News/Promotions X

o of hems Depont Tolal $100.00 Déftorence: $10.00 Checics Tolsi. $50.00
Piease F o Erors "Save Deposit
scan Ottec Dot Foes men Som l [FirEros|

Common exceptions include:

+ Image Quality - Rescan the item or accept the image if the image quality is acceptable.
* Item Amount — Input missing amount or correct misread amount.
* MICR data — Correct or complete missing MICR data.

* Duplicate Items — delete or accept duplicated item from the deposit
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“Creating a Deposit” continued from previous page...

MICR fields that can be updated include:

+ Check Number - is the serial number or check number (4 digits) for personal checks
* Amount — the dollar amount found on the item

See sample below:

Jae's Lakeside B-alcery - EI
S s b /22 / /5/ 0> =5 ]
g?ﬁ;ﬂ}e /4'5@ ?‘/C&o#fc 1$ 12/, 00
SM\W/»M Feref st 0 A Aptars B ;—:_'%
&
E

Your Training Bank

" O Doveen

| 12508200027 04 DOOOOOR 2w @ 200 DU?LEDUN%

S LR i s B PR e e T D e e T o T mL T S I S RE LA ami .
RAIRAITNE 1Y LU ATL

10. Submit Deposit. Click Submit Deposit if the Deposit Total and the Checks Total agree, and the Difference Amount
is $0.00. Then, your deposit is ready to be submitted. Please note: If you're not ready to submit the deposit at this
time and would like to return to the deposit later, click Save Deposit.

Check = Error

Amount Actons
el 32 00 3¢
E] 3z o0 x
o 4 10.00 4
Account Name: Fiserv
Training X
Messages &
News/Promotions Y
o of hems 3 Error 0 Depesa Total $100.00 Cefference: $0.00 Checks Total $100.00

| bt De I Depost
Scan Detect Double-Fead t t W @
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HOW TO MAKE CHANGES TO A DEPOSIT

HOW TO DELETE AN ITEM IN A DEPOSIT
(Batch status cannot be Submitted, Delivered or Pending Review)

To delete an item, the item will first need to be located on the grid. Select the row which will allow the system to
display the front image. Then, verify the item selected is the correct item that needs to be deleted.

1. Highlight the appropriate MICR line, which will display the corresponding image. Then, click the Delete Item
icon (X) as shown below.

|\;}Su::.=s.: Al E

Check # Error Amount  Actions
X
X
3284 10.00 e

Note: Items scanned upside down or backwards will need to be deleted and rescanned.
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‘How to Make Changes to a Deposit” continued from previous page...

HOW TO REMOVE A BATCH OR DEPOSIT
(Batch status cannot be Submitted, Delivered or Pending Review)

1. To remove a deposit while currently in the deposit, select the Delete Deposit button.

“ Item # « Check # Error Amount  Actions
DepositiD 5563 i 1000734402 3288 15.00 %
Deposit Name: Rent . =] 1000734403 3296 75.00 %
AccountNo.  wewess: 3456 ] 1000734404 3284 10.00 x

Account Name: Fisery

More Details
Training v
Messages A
News/Promotions ¥
o of Rems:3 Error:0 Deposit Totat $100.00 Difference: $0.00 Checis Total: $100.00
Submit Deposit | Save Deposit
e [v] Detect Double-Feed i

2. Upon selecting the Remove Deposit button, you will receive the following warning.

Prompt

) sure you wani to delete this deposit?

3. Select Yes to proceed with the removal of the Batch or select No to return to the Deposit Capture window and carry
on with the same batch.
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‘How to Make Changes to a Deposit” continued from previous page...

4. To remove a batch from the Home screen, place a check mark (v') next to the appropriate deposit.

Then, click Remove.

View Deposits

View ltems

@ Pending Deposits O All Deposits

Search

il Deposit ID =

] 5569
] 5563
- S
~ s
E 5527
B 5526

Displaying 1 - 6 of 6

Account #

HOW TO RESIZE AN IMAGE

First view the image. To view the image of an item, click the Plus (+) sign located on the left for the appropriate item.

Account Name

Reports

Processing Date

Fisery 2011-5-06

Fiserv 2011-5-04

Fiserv 2011-5-04
il Fisern

Fisery 2011-4-18

Fisernv 2011-4-18

Status
SUSPENDED

READY FOR APPROVAL

T

READY FOR AFPROVAL

READY FOR APPROVAL

Rows per page: 10 |

v

Actions

Deposit Total ($)
0.00

100.00

Page

If the image of the scanned item is difficult to read, the whole item can be resized.

Resize the image. You can resize the image by clicking on the image. Moving the mouse will show different parts of

the enlarged image.

tem # ~ Check # Error Amount
1000734402 3236 - 15.00

1000734403 3206 75.00

1000734404 3284 1000
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The view after clicking the Plus (+) sign.

‘How to Make Changes to a Deposit” continued from previous page...

HOW TO MAKE AN ITEM QUERY

tem & ~ Check 2 Error
a 1000734402 3286
Front Back
@w GEORGE WASHINGTON
%N. NE 88518 3 236
DATE
B 1$:15° -
T ¢ Yoo poLLARsREET
T CEPCET AT OMATCN
ﬂw’:‘
T SAMPLE VOID
nigiLSETAONR 200050 328B
Serial Transit Account Check Amount
123456780 | 200050 3286 15.00
Mo of Rems:3 Error:0 Deposit Total: 5100.00 Difference: $0.00

Amount | Actions

1500 3 &

Checiks Total $100.00

Begin by selecting the View Items tab. To include Search Options, click the Search drop down menu arrow and select
a Date and Amount Range.

Search

B B e B

Disginying 1 -4 af 4

1000734002

6568 1000734001

View Deposis View ltems Reports
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‘How to Make Changes to a Deposit” continued from previous page...

Next, click the Advanced Search option to make additional search criteria available.

Search A
From Date* : 2011-05-0603|To Date* : 201 1-05-06[From Amount [T Amount:

l Advanced Search IW
Search -
From Date" : _jmﬁns.uéﬁ_m Date* : 2ﬁ11'.u5.'néE}FrUr'1 Amount: To Amount
Capture User; Account No: '_Serial No Routing No.:
ISN: Check: ftem Type |+ |DepositID
Site ID: Customer No.: 12345678012 Bank id: 123456780  nclude Deleter  [J

=

Then, click the Plus (+) sign along the left to display the image of the appropriate item. You can click the image
icon to view the entire deposit.

Search —
From Date*: 2011-0506:_@?0 Date*® 201 1-0&06Q|From Amount: 10.00 To Amount 10.00
Capture User: merchant Account No: Serial No.. Routing No.:
ISN Check: Item Type: ~ |Deposit 1D:
Site ID: Customer No.: 123456780-12 gank Id.: 123456780 |nclude Delete 0
Deposit ID ftem # Transit Account Check Amount Actions
5568 1000734904 3284 10.00
= 3284 | g [ 1
| o ‘ # [ § ‘
‘ merne dlune fdauus 0% !i ! i
Tond " DoLARsBEET H : l
FisEvy i ¥
e ' |
i SAMPLE VOID i
14423456 76808 200050¢ 328 [ 4 | ]
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VIEWING DEPOSITS

On the View Deposits tab, select the All Deposits option if you want to display all deposits, including deposits that
have been submitted.

Select the Pending Deposits option if you want to display only those deposits that have not been submitted.

View Deposits View ltems Reports
(Q Pending Deposits (& All Deposits ] Rows per page 10 |w
Search h 4
ey Pre——————————1
1 Deposit ID v At Account Hame Proc. s Status D
5563 SUBMITTED

READY FOR APPROVAL
SUSPENDED
SUSPENDED

READY FOR APPROVAL

READY FOR APPROVAL

Displaying 1 -6 of & Page 1|of1
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ol
DIME

Deposit Status is the first page displayed after a successful logon. You can also navigate to the Deposit Status page
by selecting Home at the top left of the screen.

fone ]

«| | Success All Emors Fued

Deposit ID 5568

tem g Check # Error Amount | Actions
Deposit Name: Rent ] 1000734902 3286 1500 x
ACCOUNEND.:  wwesss 3456 ] 1000734903 3206 7500 %
Account Name: Fiserv =/ 1000734904 3284 1000 »
LGl TR Retete Deposit

Training .4

Messages A

News/Promotions b4

Ho of Nems-3 Error 0 Deposit Tolat $100.00 Ditference: $0.00 Checks Tolat $100.00

Scan

Gl Submil Deposit i Save Deposit

Detect Double-Fead

Depending on your level of authority and permissions, either all the deposits you created will display or all the deposits
for your business will display.

From this View Deposits tab, you can open and view a particular deposit by selecting the Open Deposit icon for the
appropriate Deposit ID.

View Deposis Witw R&ms Reports
(& Pencing Deposits (O All Deposits Rows per page 110 |~
Search v
Depost D = g Daoe Deposd Tokal (5
555 .06 PROVAL =
55 2 04 PROVAL 100.00 a3
& 0 ]
ad 5 4 READY R APPR AL 2 -3
3 e 465 ¥ 4 REA R APPROVAL E g
Ay T Fage L
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‘Deposit Status” continued from previous page...

Also from this window, you can View Deposit Details for a particular batch by selecting the View Details icon for the
appropriate batch.

Search v

After selecting the View Details option, a screen like the example below will be displayed.

Deposit Details

Site ID
Deposit ID 973464
Account Number
Account Name
Work Typa

Last Updated By

Capture User
Create Date/Time 2018-02-20 (94T
Processing Date 2018-02-20
Submit DateTime 20 0953
Status SUBMITTED
Counti{CR/DB) 111
Deposit Total 51.00
Memo
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TROUBLESHOOTING

JAMMED DOCUMENTS

If a document jams during the process, usually the scanner will stop and the message box will display an Alert, as
shown below:

A jam has occurred — please read below BEFORE clicking "OK

VERIFY last item imaged before restarting the scanner

1. Click "OK™ to acknowledge error message

ear - click "Cancel
it into the imag
anned behind the |ast item that is displayed on the screen

to show the last image uploaded to image file

you verify the last item that made it into the image file
m will result in the transaction being out of balance

Steps for troubleshooting jammed documents

1. Clear the document(s) from the machine. Make sure not to damage the documents or the scanner. Then, select
OK for the scanner to try to clear the jam.

. Retain the documents in the proper order as a rescan may be required for the document.

. Review the Transaction section of the screen (shows all items that were successfully scanned).

. Determine the last item scanned by taking the last items from the scanner pocket.

. Turn them upside down in front of you and work backwards until you find the last item that was processed.

. Reinsert the next item or items that did not scan into the hopper with the remaining documents.

N o a0 b WODN

. Click the Scan tab to complete processing the batch.

Please note: Only the items with images that the user can see on the monitor were scanned.
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FAILED IMAGE QUALITY - RESC

If you receive a Poor Image Quality message, this means the captured image failed the Image Quality test. This will

AN ADOCUMENT

show after you have clicked Fix Errors.

Here's what you need to do:

» View the image to ensure that it is acceptable. Most likely, the image quality is poor and needs to be fixed.
* Examine the images of the front and back of the check to determine if it's acceptable.

« |f the image of the item is not acceptable, then select Rescan to replace the current image.

» To delete item out of the deposit, click Delete.

» To accept the image as is, click Accept to keep the item within the deposit.
* When rescanning the item, find the item within the batch and select Rescan.

% Emor Comaction
Deposi iD: GRGE

Depost Mame: Ront

ACCOUN Np_  wwees 3456 o Back
e ——
Account Name. Fisary = WONGE WA
Dane
[
Nersoecss [CTERRTE) - sesa
— || 1] s S
aining YL —— 5 p %
e v W L — LER
Messages - R by - Te—boas AR
SRR
cremeseann . _-—SAMPLE voip
3 i{aTH e
o D OO 3281,
T

Newsi/Prometiens x

b of Bema:3 Error:2

Dime Remote Deposit Capture

Depost Tote:$100.00 Dtterence: 50,00

User Guide

Hem 1000734304

Check #:**

Amount:10.00

Ehesks Totl $100,00
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“Troubleshooting” continued from previous page...

The system will give the following warning message:

Select Yes to continue the rescan process. When rescanning an item, the MICR is compared to that of the original
item. If there is a match, the image is overlaid. If there is a discrepancy, you receive the following warning.

ument images. Do you still want to repla

Current item Rescanned ltem
Front Back Front Back
- S —
o e mammaoy -
! EiTE 3284 = mmEmy 3284
.;;.'....,:: MU\,, mw/ . —_— [ P,
o A T ——k wrrt e fdy s
. T ——ton T Tend "  —— s
SAM |} mEma
— PLE VOID "8
Y AL e 1] sae ~__SAMPLE VOID
el 4230456 TA0G 00050¢ 3264

If Yes is selected, the new item image replaces the original image. If you select No, the system defaults to the
original item.
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DUPLICATES

Evaluating Duplicates

Once all items have been scanned within the deposit and all exceptions have been addressed, the program will
then display any duplicate items that are detected within the current batch or from any previously scanned batch

within 90 days.

Duplicate Item Detected will display at the top of the screen. This will display the images of items that are
considered duplicate side by side. The Current Item will be displayed along the left and the Items from Previous

Deposits will be displayed along the right.

Below is an example of the check images that would be detected by the system as duplicate checks.

Errar Correction

Items from Previous Deposits

“Troubleshooting” continued from previous page...

Displaying 1 of 1 duplicales

Front Back Front Back
= g 3286 = e 3286
M [ S
|} e M flams BT N 4l mrae M fdamg iS5
b ¢ Ppe ———— pouars R Tefiprin & e Cporams@ET
e ™
] ___SAMPLE VOID P s SAMPLE VOID .
G L23L56 780 200050 3266 nLZILSETADS 2000 50 3266
s s
[tem#:-1000734002 Check#:3286 Frevous em Details
Amount Deposit ID: 5563 Capture Operator. merchant
READY
FOR
Capture Date:  05/04/2011  Status: APPROVAL
Mo of ftemsa:3 Error :2 Deposit Total:$100.00 Difference: $0.00 Checks Total; $100.00
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“Troubleshooting” continued from previous page...

Note: The information about the item from a previous deposit will display below the image. The system will display
the following information when the last similar item was processed:

* Deposit ID Captured Operator
» Capture Date
 Status

Correcting Duplicates

To correct duplicates, you can delete the duplicate(s) by clicking Delete or clicking Accept to override the
exception and accept the duplicate(s) item. Once all duplicates are resolved, the message “Success. All Errors
Fixed" will be displayed. The deposit is now ready to be submitted by clicking Submit Deposit.

QUESTIONS? NEED ASSISTANCE?

For all questions or requests for assistance, please contact Treasury Management Support at 631-723-7620
or email TMsupport@dime.com.
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