Remote Deposit Capture

1. Loginto Online Banking
o Navigate to Payments & Transfers section.
e Select Remote Deposit Capture from the available options.

Go To: | | | Bulletins

$% GENZSIS BANK

FDIC FOIC-Insured - Backed by the full faith and credit of the U5, Government

Dashboard EE«GENAGNERGINE Payments & Transfers | Control & Recon  Adminisg

Payment Activity

QUICk VIEW ACH Payments
Select Quick View Accounts SRR p
Account Number [ Name Account Transfer

Payee Maintenance aroup

Account Type

”l Import Maintenance

Tax Payments
Bill Pay
I Remote Deposit Capture I

A search L all
Data reporte:

Checking

2. Access the Remote Deposit Capture Site
e Clickthe green arrow icon to proceed to the Remote Deposit Capture platform.
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You will now be taken to the desktop check deposit site.
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3. Initiate a New Deposit
e Click Create Deposit to begin the deposit process.
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4. Enter Deposit Details
e Enterthe total amount for all checks included in the batch.
e Select the appropriate deposit account from the dropdown menu.
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* Required Fields
Deposit Amount® - | 25.00
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Store Number: ||

Continue




5. Scan Checks
e Place the check(s) into the scanner.
e Wait for the scanner light to turn gold, indicating it is ready.
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6. Submit the Deposit

e |fthere are no errors, click Submit Deposit to finalize the transaction.
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7. Resolve Erros (if Applicable)
e |[f errors are detected, an erroricon will appear.
o Clickthe Fix Errors button to begin correcting the issues.
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8. Correct Entry Errors
e Foreach error, click the corresponding field and enter the requested information.
e Press Enter on your keyboard to confirm each correction.
e The system will guide you through remaining errors until all are resolved.
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9. Finalize the Deposit
e Once all errors are corrected, click Submit Deposit to complete the process.
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