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Creating Deposits 

1. To access Remote Deposit, click the ‘Remote 
Deposit’ link within Business Online Banking. 

The remote deposit landing page appears. 
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2. Select ‘Accounts’ tab within the Create Deposit Box to 
select the account the deposit will go in to 

3. Enter the total for the deposit into the ‘Control Total’ box 

4. Select ’Create Deposit’ 

Note: Clicking capture connects to the scanner and opens a window that enables the 
user to view messages regarding the scanning of the items including error messages. 

Note: Button location throughout 
the process will vary depending on 
size and width of browser display. 

5. Load checks into scanner and click ‘Capture’ to scan items – Click ‘Start Scan’ in ‘Capture Items’ window 

Click ‘Start Scan’ here 



For further assistance, please contact a member of our Treasury Customer Support team at 1-800-542-8191  3 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. Once the items have been scanned, the ‘Capture Items’ page is updated with those items 

If there are no issues with the items scanned, the system will move on to the Deposit 
Review page – the next step can be skipped and you can move on to page 5, step 9. 

 

If there are any issues with items scanned, step 7 below explains the process to resolve. 

2 

To view an item from the list, select the item by clicking it. The 
image pane will update with the image of the selected item. 

Items can be selected here by checking the box next to the item. To remove 
an item, clicking the menu button here will enable removal of the items.  

Results can be sorted by column simply by clicking the header label. 
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7. If there are any problems detected, the system will prompt a correction page to resolve the issue: 

 -     Duplicate Detected 
 -     Amount not recognized 
 -     MICR code information error 

You can enter the amount here 

Example: Missing Check Amount 

Example: Duplicate Item 

When a duplicate item is presented, the system 
provides an option to view the existing image. 

To remove the item, click the ‘Remove’ button 

To remove an entire deposit, 
click the menu button and 
then select remove deposit. 
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8. If scanned items do not match the control total entered on the Create Deposit 
page, the Balance Deposit page appears to make corrections as needed. 

 

9. Review the deposit for accuracy and submit the deposit. 

 

If comments are necessary, enter them here. Submit the deposit 
by clicking ‘Submit’ 

If the total amount was 
entered incorrectly, it 
can be corrected here. 

If the check value was misread, it can be edited here. 

To remove or edit an item, 
select the checkbox of the 
item, then click the item menu 
button to perform the action. 

To capture more items, click the ‘Capture’ button. 
Once additional items have been captured, ‘Save 
Changes’ and move onto review step. 
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10. Once submitted, the system confirms the deposit. 

 

Click either to return home or to show deposit receipt. 

Deposit Receipt View 

Click to close the window and return 
to page with submitted deposit. 

To download or print 
the receipt, choose 
either of these. 


