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Remote Deposit Instructions

1. Loginto BankWise Online Banking via bankprospect.com. Select the Checks & Deposits tab and then select
Deposit Checks to launch Merchant Capture. (Depending on security level, Remote Deposit may launch
automatically after selecting Checks & Deposits tab)

2. Select Create Deposit. Select Account, enter Deposit Total and select continue.

3. Tips for a successful deposit:

e Endorse the back of the checks.
e Line up checks so that the ends of each check are lined up on the end that is fed into the scanner.
e Checks are scanned with the front of the check facing outward.
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e Place checks in feeder up to the line on the machine. Do not force checks into machine. The machine
rollers will pick up the check when you select Scan.
4. Select Scan. Machine will begin pulling checks through feeder.
5. Sometimes the images aren’t clear or amounts are not read. You will see a red triangle next to items that need
reviewed. Select Fix Errors to review items.

Item # < Check # Error’ Amount Actions
= 0029733203 A 1.00 I
= 0029733204 037 iy Il
e 0029733205 898 iy Il
£ 0029733206 400 \ iy / Il
\/
Mo of Hems:4 Error:6 Deposit Total:$1.00 Difference:3$0.00 Checks Total:$1.00
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e For Image Quality Errors, you will have the option to Accept, Delete, or Rescan. Review the Front and
Back of the image to ensure it is readable (Face of check, including Routing number, Account Number
and Check number, is readable. Back of check shows full endorsement.). If the check is readable select

Accept. Ifitis not, choose to Delete or Rescan.

Error Correction

[\ Poor Image Quality

Front Back Item #:0029733306
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Amount:
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e For other errors, such as the amount, enter the corrected data and hit enter.

Error Correction

N\ Error in MICR fields
Item
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6. Once all errors are corrected, you will have the option to Submit Deposit. This will submit the deposit to the
bank for processing. Only the bank will be allowed to make changes to the deposit at this point.
e Cutoff is 4pm. Any deposits made after 4pm will be processed the next business day.
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|\/ Success. All Emors Fixed.

ltem # = Check # Ermor Amount Actions
H 0029734203 35.00 [m]
Mo of Hems:1 Error:0 Deposit Total:$35.00 Difference: $0.00 Checks Total:$35.00
~
Scan

Detect Double-Feed

Correct All Erors _ B ———————
to Submit Deposit Submit Deposit ave Deposil g

Note: If you select Save Deposit it must be submitted the same day in order to be processed. Ifitis
not submitted on the same day it will have to be scanned again.

Other Tips and Troubleshooting

e You can view the image of check within a deposit by selecting the + sign next to the item. Selecting — will

minimize the check:

ltem # « Check #

Emror

Amount Actions

< = , 0029733203
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Front Back

Fress enter fo updste field

Mo of ems:4 Error:6 Deposit Total:51.00
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Detect Double-Feed
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e Checks that are crumpled or have been folded might give you an error of a Double-Feed:

Batch Id - 159923
A Double-Feed has been detected please read below BEFORE dlicking 'Ok
VERIFY last item imaged before restariing the scanner

1. Click "OK to acknowledge ermor message.

2. The User Action Box will appear - click 'Cancel’ to show the last image uploaded to image file.
3. VERIFY the last item that made it into the image file.

4. Take ALL items that were scanned behind the last item that is displayed on the screen

and put back on top of the batch to be rescanned.

5. Continue scanning batch.

[t is very important that you vernify the last item that made it into the image file.
Mot verifying the last item will result in the fransaction being out of balance.

o Try running the checks through individually.

o Asalast resort, when rescanning images you can uncheck the Detect Double-Feed box next to the
Scan button. We do not recommend selecting this option for every deposit as it may not detect
true misfeeds. Always make sure all check images are properly scanned before submitting
deposit.

e The Home Page will show recent deposit history:

View Deposits View Items Reports
() Pending Deposits (@) All Deposits Rows per page: 10 |
Search v
] B posil P Account # Account Mame Work Type Processing Date Status Deposit Total ($) Actions
159924 1 2020-08-14 SUSPENDED 0.00 & 3
Displaying 1 - 1 of 1 Page 1|of1
Submit Remove |
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o Batch Statuses:
v Suspended or Ready for Approval — means the deposit has not been submitted to the
bank. It has been saved or needs attention prior to submitting.
v Delivered or Submitted — means the deposit has been sent to the bank and received for
processing.
o Actions icon to the right of the deposit allow the following options:

View Deposit icon — takes you to the images
within the deposit. If it's a saved batch you
can scan more items, delete items or submit
the batch. Itit’s already been deposited you
can view the items in the deposit.

Deposit Information icon — will show you
the details of the deposit including the
amount, account number deposited to, who
submitted the deposit, and the date
submitted.

e Within a deposit you can save or print a report of the deposit by selecting Export As and choosing which report
you would like to save/print:

ltemn # =
I+l 0029734203

Deposit ID:
Account #:
Account Name:
More Details

( )] Delete Depos

)| Pdf
B | G5V
[ Pdf with Images A

Extract Images

e Make sure paper clips, staples, etc are removed from checks before scanning. Spray canned air in scanner
regularly to remove debris from scanned checks.

e Items submitted for deposit should be retained for at least 90 days and then destroyed.

e If you have any issues submitting a deposit or have questions about a deposit already submitted, please contact
Prospect Bank Deposit Operations department at 877-465-4154.
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