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I(ntrociluction to JHA SmartPay Remote Deposit Now
RDN

JHA SmartPay Remote Deposit Now (RDN) allows you to scan checks from your place
of business, perform MICR repairs, and key in the dollar amount of an item. There

are reporting options available within the RDN window and the system application to
help manage transaction information.

Application Access

To access the JHA SmartPay Remote Deposit Now application, you must log in to the
application with the proper URL and login credentials supplied by the admin user.

Application URL: https://smartpay.profitstars.com/business

User Terminology

Throughout this document, the text refers to certain parties and their responsibilities
in using the application. The following terms help define who is who while performing
tasks in the system.

Admin User

The admin user is responsible for creating, deleting, enabling, and disabling
additional users within your organization. In addition, the Admin user is
responsible for the following.

Editing, unlocking, and/or deleting a user’s profile

Resetting a user’s password provides a temporary one

Assigning specific roles or functions to a user

Designating some users as authorized callers

e Enabling access to all accounts (locations) for which a user is processing
deposits

User

A merchant/member employee with the ability to support end users. Based on
their assigned privileges/roles, users can perform the following.

e Process transactions

e Generate reports

e Research historical transactions
e Edit transactions
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e Contact customer support (if applicable)

Note
Screenshots are provided for general orientation. Your screens and menu options
may differ from the examples pictured in this document.

Contact your first level of support for more information about the application.

JHA SmartPay Remote Deposit Now (RDN) Process
Workflow

The RDN process workflow illustrates the process of creating, editing, and submitting
an item for deposit.

A customer submits items for deposit. A merchant/member user within your
organization receives the items, makes any adjustments where necessary using the
RDN application, and submits the deposit for processing.

RDN Workflow
|
User scans items for
deposit using the RDN \User submits deposit for
Merchant/member p‘ A i : b
: o . application and performs | - |processing, and results
user receives deposit || ) e - o :
. any editing, MICR repair, |are posted in the
items from customer : ! S =
or other adjustments as lapplication for reporting.
needed.

Microsoft® Components Installation for JHA SmartPay
Remote Deposit Now

Use the provided link to download and install the appropriate Microsoft® components
for use with RDN.

Microsoft® .NET Framework 4.8 (Web Installer):
https.//dotnet.microsoft.com/en-us/download/dotnet-framework/net48

Note
Local administrator rights are required to install .NET updates.
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Trusted Sites
You can add certain T%JRL addresses to your list of trusted sites for SPE to run optimally
with Google Chrome .
1. Enter internet options in the Windows® search bar in the bottom right corner of
your screen.
2. Select the Security tab.
3. Select the Trusted Sites.
4. Select the Sites option.

Trusted Sites and Sites Options

i Internet Properties D |-t

General | Security |F-‘ri'uac5-' | Content I Connections I Programs I .ﬁ.d'u'an::ed|

o

Restricted
sites

e e o
f This zone contains websites that you =

K4 trust not to damaage your computer or
your files,
You have websites in this zone,

Select a zone to view or change security settings.

o .

Internet Local intranet

Security level for this zone
Allowed levels for this zone: all

Medium
- Prompts before downloading potentially unsafe

(- content

- Unsigred ActiveX controls will not be downloaded

[] Enable Protected Mode (requires restarting Internet Explorer)
Custom level... Default level

[ Reset all zones to default level ]

.ﬁ. Some settings are manaaged by your system administrator,

[ oK ][ Cancel ] Apply

5. Enter the URL https://smartpay.profitstars.com/express.admin in the Trusted Sites
window.
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6. Select Add.
7. Enter the URL for SmartPay Business.
8. Select Add.

Trusted Sites URL
b Trusted sites Lih’

4" You can add and remove websites from this zone. All websites in

'f this zone will use the zone's security settings.

Add this website to the zone:

Webhsites:

-

[¥] Require server verification (https:) for all sites in this zone

Close

9. Select Close from the Trusted Sites window.
10. Select OK.

Installing Scan Service

Installing a scan service provides centralized control and automation for document
scanning processes.

Before starting the installation, ensure the scanner’s USB cable is disconnected from
the computer and exit all other applications.

1. Log in to your financial institution’s (FI) JHA SmartPay Remote Deposit Now
application.
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2. Select Transactions from the main menu.

Main Menu

jack henry

@ Dashboard

Transactions

£8  Admin v
% Reports

3. Select Remote Deposit Now.

Transactions Section

jOCk henry (8] Transactions

Transactions
@2 Dashboard :

Quick Links
Transactions

ﬁg Admin o Check Processing

% Remote Deposit Now
Reports

The Remote Deposit Now window appears.
4. Select Scan from the top menu bar.

JHA SmartPay Remote Deposit Now Scan Option

The Scanner Service Installer window appears.
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5. Click Download to begin.

Scanner Service Installer

Scanner Service Installer

Note: If you installed the ProfitStars Scanner Service previously, this notification
may be displayed if it is not currently running or if an update to your browser now
requires an updated version of the scanner service to restore communications.

Installation Instructions:

Step 1: Click the Download button below to start the installation process.

Step 2: Depending on your browser, you may be presented the option to Run or
Save.
Choose Run if available. If you choose Save, once the file has downloaded,

browse to save location and double click the file.

Step 3: Once finished, please click Finish. The scanner installation steps will open
if you do not already have a scanner adapter installed.

Cower | oomons | Foen

The Windows® or Chrome™ download window appears depending on your
browser.

6. Click Download.
The Scan Service Setup Install Wizard appears.

7. Disconnect the scanner’s USB or power cable from your computer and exit all
other applications.

8. Click Next to continue.
The Install Wizard displays the Install prompt.

9. Click Install to continue.

10. If the Files In Use prompt appears, select Close the applications and attempt to
restart them.

11. Click OK.
12. Select Finish.
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Note

If you are upgrading from the existing JHA SmartPay Remote Deposit Now
application, the installation is complete. You may now connect the scanner to
your computer and begin making deposits.

Installing Your Scanner
Review how to install your scanner.

1. Select the type of scanner that you are using from the drop-down menu.
2. Select Download.

Driver Installer

Scanner Driver Installers

Panini VisionX Scanner W

Installation Instructions:

Step 1: After selecting your scanner and clicking Download, depending on your
browser, you may be presented the option to Rurm or Save.

Choose Run if available. If you choose Save, once the file has downloaded,
browse to the save location and double click the file.

Step 2: Proceed through the scanner adapter and driver installation wizard.

Step 3: Once finished, please click Finish button to complete the installation
Process.

Troubleshooting Tips:

» [f Windows SmartScreen prevents installer from running, click More info
and then Run anyway

» [finstallation still falls, try saving file locally. Instead of double clicking to
launch installer, right click and select Run as administrator.

Comer P oomons | en

RDN - Remote Deposit Now Handbook 10 ©1999-2026 Jack Henry & Associates, Inc. ®
CONFIDENTIAL Enterprise Payment Solutions, JHA SmartPay
Remote Deposit Now™ (RDN) | 01/14/2026



A file download window appears in the top right-hand corner of the browser.
3. Click the downloaded file to open it.

Downloaded File for Chrome™

= W o » =

#8  InstallvisionXAdapter.exe

i T an P
33.7 ME « Done

Depending on the type of scanner for which you are installing a driver, you may
receive the following adapter setup message.

4. Click Next to continue.

Setup Confirmation
#8 Panini VisionX Setup — x

Welcome to the Panini VisionX Setup
Wizard

The Setup Wizard will install Panini VisionX on your computer,
Click Mext to continue or Cancel to exit the Setup Wizard.,

& [vext ]| [ conce

The Destination Folder window appears.
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5. Select Next to continue.

Destination Folder Window
8 Panini VisionX Setup — ot

Destination Folder
Click Mext to install to the default folder or dick Change to choose another,

Install Panini VisionX to:

|C: YProgram Files (x86)\Scanner Adapters Panini Vision

Change...

Back Mext | Cancel

6. Click Install to continue.

Ready to Install Window

iisj— Panini VisionX Setup

Ready to install Panini VisionX @

Click Install to begin the installation. Click Back to review or change any of your
installation settings. Click Cancel to exit the wizard,

A confirmation for completing the adapter setup appears.
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7. Click Finish.

Setup Confirmation
j{{‘}' Panini VisionX Setup — e

Completed the Panini VisionX Setup
Wizard

Click the Finish button to exit the Setup Wizard.,

[ms}
(Ul
il
-~
l
=)
L
=
(]
al]
)
m

An installation prompt appears.
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8. Select Next to continue.

Installation Prompt

*anini Universal Installer - InstallShield Wizard

‘Welcome to the Wizard for Panini Universal

Installer # & "

The wizard will inztall Panini Universal Installer & fiar

icrozoft Windows =P Aista/ 7808140 - 32 and B4 bits
Ok PoLr cormputer.

To continue click Mest.

< Back Cancel

An End User License Agreement appears.

9. Select l accept the terms of the license agreement radio button.

RDN - Remote Deposit Now Handbook

14 ©1999-2026 Jack Henry & Associates, Inc. ®
CONFIDENTIAL

Enterprise Payment Solutions, JHA SmartPay
Remote Deposit Now™ (RDN) | 01/14/2026



10. Select Next.

License Agreement

- Install5hield Wizard

Panini Universal Installer

Licenze Agreement
Fleaze read the following license agreement carefully.

LICENSE AGREEMENT FOR PANINI

APPLICATION PROGRAMMING INTERFACE

1. FOREWORD.

This document (the “Agreement”) represents the agreement between Panini 5.p.A.,
with registered office at Via Po 38, Turin, katy (*Panini”), and you, being either an
individual or an entity (the “Licensee”), for the APl 4 TB - INTL software program (the

m | accept the terms of the icenze agreement | Frink

()] do mot accept the terms of the licenze agreement

InztallS hield

¢ Back Mext > Cancel

r

A location prompt appears asking you to confirm a location where the setup files
will install on your computer.
11. Select Browse to designate a location other than the one provided.
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12. Click Next to continue.

Select Definition Location Prompt

Panini Universal Installer . - Install5hield Wizard

Choosze Destination Location

Select folder where setup will install files.

Setup will install Panin Univerzal Installer © © 0 incthe folloving folder.

To install to this folder, click Mest. Toinstall to a different folder, click Browse and select
another falder.

D estination Faolder

C:AProgram Files [x86]8Panini Browse. ..

[niztallS higld

¢ Back Cancel

A prompt appears for the features that are installed.
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13. Select Next to continue.

Select Features Prompt

Panini Universal Installe - Install5hield Wizard

Select Features

Select the features zetup will install.

Select the featurez you want to install, and deselect the features you do not want to inztall,

ST = Description

e Panini Comrnon Driver

BB Viziond Pl This component installs the
USE driver 12.00 [E4-bit)

Demo Applications
(- Device Engines
- [w] Panini Updater

T0.33 MB of space required an the C drive
32047 55 MB of zpace available on the C drive

InztallS hield

¢ Back Mext > | Cancel

A confirmation for completing the software installation appears.
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14. Click Finish.

InstallShield Wizard Complete Confirmation

Panini Universal Installer - InstallShield Wizard

InstallShield Wizard Complete
]

Setup haz finizhed instaling Panini Univerzal Installer ©
Or oL computer.

< Back Cancel

The scanner driver installation process is complete.

15. Wait for the scanner to load.
A pop-up window may indicate that the device is ready to use.

16. Plug the USB cable from the scanner into the computer.
17. Log in to RDN through the system application.
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Session Timeout Warning
A Session Timeout Warning page appeadrs two minutes before a user is logged out.
The system automatically logs users off who have been inactive for 15 minutes.

The timeout warning provides an opportunity to remain logged in. You can click
anywhere in the application to remain logged in.

Session Timeout Warning

Session Timeout Waming

be automatically logged out in 1 minute, 58 seconds

Logging in as an Admin User

You are provided with your site’s URL address, the admin username, a temporary
password, and a company nhame that must be entered upon first logging in to the
application. Save the URL for future use, as it is a route of access into the system.

1. Once at the provided URL address, complete the User Name, Password, and
Company fields.

2. Click Login.
The system prompts you to change your password. Passwords expire every 90
days and are case-sensitive.

3. Use the following guidelines when creating a password.

At least one uppercase letter

At least one lowercase letter

At least one number

At least one special character
e 12-50 characters in length

4. Click Update Password.

Note

If you forget your password, you can request a new one, as long as your current
email address is in your user profile. Your administrator can update your user
profile.
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Creating a Secret Question
A secret question is a tool used when you forget your password and can have
another temporary password generated and sent to an email address.

Without an email address in a user’s profile, that user is not able to answer a secret
question for a new password for access into the system. The merchant admin must
manually edit/enter an email address for each merchant user, so that the merchant
user can request a new password by answering a secret question in the application.
Secret questions do not need to be a complete question or contain a question mark.
Secret questions and answer are not case-sensitive fields.

A secret question that is asked of the user must be configured before a new
password can be generated and sent to the applicable email address. If the
secret question is answered correctly, you receive an email with a new temporary
password.

Note
Single sign-on users do not need to establish a secret question.

1. Log in to the application.
2. Select User menu > My Settings.

My Settings
Q, Search §\ JH Financial Institution & Education ~ Thu, Apr 06

? FAQs

& My Settings

WM Videos

= Logout

The system prompts you for your current login password to reach the My Settings
page.

3. Change the following sections as needed.
e Change Password

e Create/Update Secret Question and Answer
e Create/Update Authorized Caller
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e [dentification Phrase and Response

My Settings Page
FAQs My Settings
Change Password
Enter New Password Confirm New Password

Create / Update Secret Question and Answer

Secret Question

MName of your dog

Enter New Secret Answer Confirm New Secret Answer

Create / Update Authorized Caller |dentification Phrase and Response

ldentification Phrase

What is your mother's maiden name?

Enter New Identification Phrase Response Confirm New ldentification Phrase Response

4. Select Update when finished.

Updating the Admin Profile

As an admin user, you must update your profile with an email address where a new
temporary password can be sent, if needed. A secret question must also be set up as
a security measure for creating passwords.

1. Log in to the system.

RDN - Remote Deposit Now Handbook 2] ©1999-2026 Jack Henry & Associates, Inc. ®
CONFIDENTIAL Enterprise Payment Solutions, JHA SmartPay
Remote Deposit Now™ (RDN) | 01/14/2026



2. Select Admin > Users from the left main menu.

Admin Tab

@ Dashboard

[8] Transactions

i= Collections
E Admin v
> Logins
> Users
> Roles

3. Select the Edit icon for the user profile to be updated (in this case, the admin).

Edit User Option
View Edit User Name & Full Name
| JohnDoe John Doe

. ’ D Jane Doe

4. Change the following sections as needed.

e Update User Settings
e Privileges for this User
e Roles

RDN - Remote Deposit Now Handbook
CONFIDENTIAL
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e locations for this User

Email Address under User Settings

Updiate Ulser Settings Privileges for this User Rl " System Administrator Privilege
Efiabsles Priviles
[ Eeabied Redes within the Administrator Privilege
S8are 10 bt —Foe -
Rade i Cusboemer Sarvices Pr AL
-
Y]
Hame
- Role 1 File Processing Privilege
| Curitamer Seniced d
Ustar Mame | File Procedding Roles within the ROW Privilege
Cuitomer Suppent Reles within the SmartSight Histodical Analyais Privilege
Repa
Rl i SmariPay Biller Direct P L
Addee I & -
Locations for this Liser
§ | SeanSichn Hivle
i Anasvis
thighs a
uth & . [ [V -

5. Select Update to save all changes.

Adding a User

Admin users are responsible for creating user profiles for those completing tasks with
the application daily.

The admin user is also responsible for updating user profiles, providing new
passwords, unlocking users in the event they become locked out of the system, and
deleting a user’s profile if necessary. If you are the administrator and are scanning
checks or running reports, make sure to create a separate user profile for yourself. All
individuals who scan checks or run reports needs a user profile.

1. Log in to the system.

2. Select Admin > Users from the left main menu.
3. Select Add User.

4. Select Business User.

Add User Option
Records 110 13 of 13
View Edit  User Name «  FullName Enabled Auth Caller | Business User
a & JohnDoe John Doe Enabled Disabled RTG User

. ’ ID Jane Doe

5. Complete the following required fields.
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e Full Name
e User Name
e RDNID

Note

This field creates the RDN user on the backend. It can be the same as the profile
username. To avoid duplication of the user profiles, do not update this field after
the original setup.

e Email Address

6. Complete optional fields as needed.

7. Complete the Add User Settings section.

8. Complete the Privileges for this User section.
A Temporary Password appears at the bottom of the page. Provide this password
to the user that you are creating.

9. Select the Authorized Caller check box if this user contacts EPS for support, if
necessary.
Once the Authorized Caller is activated, the user is then required to establish an
Authorized Caller Identification Phrase. The EPS Customer Support representative
uses this phrase to verify that the user is authorized before providing support.
Callers who are not able to answer their identification phrase or who are not
authorized users are directed to their Fl for further assistance.

10. Complete the Privileges section for the user.

11. Click Add.
The system creates the user and allows you to select roles underneath each of the
privileges assigned to them.

12. Select the Accounting role for the user to run reports in the application in the Roles
within the Customer Service.

13. Select the Remote Deposit Now role for the user to scan checks to submit for
deposit using RDN.
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14. Select the appropriate check boxes under Locations for this User for which the user
scans checks.

Selecting Roles and Locations for a User

Update User Settings Privileges for this User Roles within the Administrater Privilege +
Erabied Privilege
ﬂ Enabled ﬂ Burtbesiged Roles within the Customer Services Privilege +
Cala u Administrator
Full Nama Roles within the Customer Support Privilege +
] Customer Savices
#v1 Do
Fibe Proassng Locations for this User —
Uner Ham " J
hnGoe v Cuntamar Suppan Lecation
Eradipd Lotation Hame Enabled
Liasn LABAkge . o
v BA PP Location 1 v
Tmad Addres A4 CPP Location 2 -

™ AMATHED TEST | A ATHM w

RDN Roles and Permissions
User can be provided with different roles and permissions.
Admin Permission

This role is separate from the account administrator role. The Admin Permission
role is required to access the Tools tab, which allows the user to delete an
existing batch.

Receive Alert Emails
This role allows the user to receive deposit alert emails upon deposit.
Scan Items
This role allows the user to scan items through RDN.
View Deposits
This role allows the user to view deposits in RDN.
Export Deposits
This role allows the user to export items.
Receive Activation Emails
This role is not applicable. Do not select this box.
Create Deposits
Check this box to allow the user to make deposits to EPS.
Edit Items
Check this box to allow the user to be able to modify/fix their batches in RDN.

Search
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This permission allows the user to be able to perform searches in RDN on the
Search page.

View Notifications

This permission allows the user to view any deposit messages coming from EPS,
such as exceeded transaction limits.

Activating RDN Features for a User Profile
The Enable RDN function allows you to specify a user's permission.

1. Select the check box next to the Enable RDN option on the Update User Settings
page.
2. Select Update.
The page refreshes, and the various permissions to give a user profile appear.
3. Select which permissions the user needs from the options displayed.
4. Select Update to finish and save changes.

Note

If you want to add more users now, select List Users from the left navigational
bar before selecting the Add Users option, again. Perform this step for each new
profile you create.

Troubleshooting Tips
You can troubleshoot for instances that may generate duplicate RDN alert emails.

Duplicated email addresses

For every instance of the same email address that is entered into the merchant
user’s profiles in SmartPay Business, the application sends an email. For example,
using the same email address for both the admin profile and the merchant user
causes two identical emails to be sent to that address.

Updating the RDN ID

When the original RDN ID is created in the user profile, the application creates

an RDN profile on the backend. If the RDN ID is changed after the initial setup,
another RDN profile that is not visible to the customer is created. This new RDN
profile contains the same information as the original profile, including the email
address. This action results in multiple emails sent to the same address. To avoid
multiple emails, do not change the RDN ID.

Updating a User Profile

As the admin user, you also have the responsibility of enabling/disabling users,
deleting a user, resetting a user’s password, editing/updating user profiles, and
designating authorized callers.

1. Log in to the system.
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2. Select Admin > Users from the left main menu.

3. Select the Edit icon for the user profile to be updated (in this case, a user).
The Update User Settings page appears.

4. Make any changes necessary.

5. Click Update.

Unlocking a User Profile
Users can be locked out of the system for keying their password incorrectly
five times, or answering the secret question incorrectly when requesting a new

temporary password.

As the admin user, you are responsible for unlocking an employee’s profile. If an
admin user is locked out, contact your first line of support for assistance.

1. Log in to the system.

2. Select Admin > Users.
3. Select the Unlock option for that user under the Locked column.
The Unlock disappears, and the user profile is unlocked.

Unlock Option
View Edit User Name - Full Name Enabled Auth Caller Locked
= s JohnDoe John Doe
o P JDoe Jane Doe
- &
- 4
o ’ o' Unlock
Note

If the user needs a new password, you must reset the password.

Resetting a Password
Users may forget their password and ask you to provide them with a new, temporary

one.

1. Log in to the system.
2. Select Admin > Users.
3. Select Edit for the user profile to update.

©1999-2026 Jack Henry & Associates, Inc. ®
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4. Select Reset Password.

Reset Password Button

Users / Edit User

Update User Settings

Enabled Authorized
Caller
Full Name *
John Doe
User Name *
John_doe

User Location

Cash Management |D

Email Address

The user’s profile has a case-sensitive temporary password generated.
5. Carefully record this password and provide it to the user.

Disabling a User Profile
Disabling a user keeps the profile intact until the admin user re-enables access is.

The admin may want to disable a user if a user is on leave for an extended period
before working with the application again.

1. Log in to the system.
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2. Select Admin > Users from the left main menu.
3. Select Edit for the user profile you want to disable.
4. Clear the Enabled box in the Update User Settings section.

Clear the Enabled Option

Users = Edit User

Update User Settings

Enabled Authorized Caller

Full Name

User Name

User Location
Email Address
Auto Disable

Dual Auth Amount

Dual Auth Status

5. Select Update to save all changes.

Deleting a User’'s Profile

Deleting a user profile removes it from the list of users and make it inaccessible. The
username for that profile cannot be used again for a different user. The profile is
categorized as a deleted user.

To delete an admin, you must first remove the Administrator privilege from the user’s
profile.

1. Log in to the system.
2. Select Admin > Users.
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3. Select Edit for the user profile to delete.
4. Select Delete User.

.
Delete User Option
Update User Settings Privileges for this User Robas within the System Adminitrator Privilege
Enabies Privilege
3 Erabiea Redes within the Adminizstratar Privilege
[/ Sysbemn Adminigtrator
SEore ID
Redes within the Cusbosmer Sendoes Privilege
[ | ABFrenAY He
Fudl Hame - :
[ Cuptamer Tandion Roldes within the File Processing Privilege
User Mame n Fite Procedsing Redes within the RDA Privilege
Customer Suppon Roles within the SmartSight Histodical Analyais Privilege
Unar Laation
Repaity
Redes within the SaartPay Biller Disect Privilege
Emadl Bodeers o o
Locations for this Liser
SAnISIgRE Hittor sl
Bt Disabie
Anafypis
Ssandighe Cure Day
sl Austh Amgant - n\,i 1" -

A prompt asks you to confirm deleting the user.
5. Select Yes.

Delete User Confirmation

Confirm Delete

Are you sure you want to delete this user?

Yes No

Listing Deleted Profiles

A list of the user profiles that you have deleted is available if you must refer to a
previous user’s profile information. This list also provides the profile’s audit history
and any updates that may have been made to it.

1. Log in to the system.

2. Select Admin > Users.

3.In the Merchant Users section, select the Deleted Users option under Filters.
The list of users automatically updates to display only deleted users.
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4. Select Clear Filters to strip any filters from the list of users.

Deleted Users Filter

& Admin

Users

Merchant Users

Filters

‘ Deleted Users "

Business Users

|_ Deleted Users

Q

Full Name

Creating a Deposit in JHA SmartPay Remote Deposit Now
You must connect a scanner to create a deposit.

If the USB cable from the scanner is not connected to your computer, connect it now.
1. Log in to the system.
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Enterprise Payment Solutions, JHA SmartPay
Remote Deposit Now™ (RDN) | 01/14/2026

RDN - Remote Deposit Now Handbook 31
CONFIDENTIAL



2. Select Transactions.
3. Under Check Processing, select Remote Deposit Now.

JHA SmartPay Remote Deposit Now Link

Check Processing

Remote Deposit Scan

Remote Deposit Complete

Remote Deposit Express

[Remote Deposit Now|

The RDN application initiates. If you are using the RDN application for the first time,

elsl Application Run Security WarningliaglelReJelel=Te]#

Application Run Security Warning

Application Run - Security Warning >
Do t to run this application? P,
you want to run this application & ﬁ__:,
Name:

Merchant Capture

From (Hover over the string below to see the full domain):
www.remotedepositplus.com

Publisher:
lack Henry & Associates. |nc.

Run Don't Run

@ While applications from the Internet can be useful, they can potentially harm your computer. If
you do not trust the source, do not run this software. More [nformatien...

4. Select Run to continue.
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The Remote Deposit Now page appears.

RDN Home Page

Home

Messages:

You have new messages - click here to view them

Recent deposits:

~

07/26/2018 12:23 PM - Deposit Receipt: 7354667 - $1.00
07/12/2018 03:28 PM - Deposit Receipt: 7276936 - $300.00
07/12/2018 11:14 AM - Deposit Receipt: 7273220 - $0.00

<

N7iM2/2018 11°0R AM - Nanncit Raraint” 72731A0 - SANNN N1

)X ProfitStars

5. Select Scan to begin scanning checks for deposit.

Scan Option

6. If you have more than one scanner driver installed, select Change Scanner from
the Start menu to confirm which scanner you are using.

Change Scanner Option

Open Batch

Change Scanner

Scanner Installers

Scanner Settings
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7. Select a scanner from the drop-down menu.

Select Scanner

Select Scanner

8. Select OK.

9. Select Start to scan a check.
A prompt for the expected total of the deposit appears.

10. Complete the field with a two-decimal place number.
11. Select OK.

If you do not know the expected total of the batch, you may enter 0.00.
12. Select Start.

13. Scan the check with the scanner.
Each item appears on the page in the order that they were scanned with the MICR
line displayed.

14. Select Stop when you have finished scanning checks.

15. Select Close Batch.

Close Batch
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Editing a Batch
The Batch Edit page allows you to make any necessary changes to the batch.

1. Select Batch Edit from the top of the page.

Batch Edit Prompt

Use the Batch Edit page to make any necessary changes to a batch.

.
Batch Edit Page
B 11:25 AM Batch Number 220 1234 =
Expecied Total 600001 Actual Total: 600001 || Al Rems nesding editing have been compleied
Frond Seq Codeline Amourt
Sehn Do 1562 1 FANABGT AT i, B000.01
BATW, Mighway B0 CATE 01 10001 12 0000050E 001 23456 T8
Mongts MO
H5708-B6
PRY TD THE
oapgr of 1o Dox OO0

Eighity Eight [oart THewh s --renremrmrsmrsmrss s s COLATE
g —

NON NEGOTIABLE

" LA - (HE "y ol | 6000 01

Curstonmer Mo TML 5102018
Invoice Mo
Incioe Number

Ll NumEser

2. Enter the Customer Number and Invoice Number for the check item.

Although entering data into these fields is not required, this information is reflected
in the RDN reporting tool to help identify deposit items.

The Expected Total and Actual Total information appears underneath the batch-
selection drop-down menu at the top of the page.

Expected Total/Actual Total display
08/01. 1:25 AM Batch Number 229 - Tern

Expected Total: 6000.01 Actual Total: 6000.01
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Editing a Batch Total
A batch total can be changed on the Open Batch page.

1. Click Sean to adjust a batch total.

Scan Option

2. Select Open Batch from the Start menu.

Open Batch

Open Batch

Change Scanner
Scanner Installers

Scanner Settings
3. Select a batch from the Select Batch drop-down menu.

Select Batch

Open Batch

Select Batch: Select Batch...
08/01. 11:25 AM Batch Number 229 -
08/01. 11:21 AM Batch Number 228 -
08/01 11:18 AM Batch Number 227 -
07126, 12:34 PM Batch Number 226 -
07126 12:19 PM Batch Number 224 -

07126 12:18 PM Batch Number 223 -
07126 10:47 AM Batch Number 222 -
07nMe )4:55 PM Batch Mumber 221 -
0712 12:18 PM Batch Number 219 -
o7z 10:58 AM Batch Number 216 -
ovnMz 10:23 AM Batch Number 213 -
0712 10:09 AM Batch Number 212 -
0712 10:07 AM Batch Number 211 -
072 10:05 AM Batch Mumber 210 -
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4. Enter the new amount in the Expected Batch Total field.

Amount Field

Open Batch

Select Batch: 08/01 11:25 AM Batch Number 229 - ~
Expected Batch Total: 6000.01
1234

Batch Description:

canee

5. Click OK.

Performing a MICR Repair
MICR repair is the process of fixing issues related to Magnetic Ink Character
Recognition (MICR) on checks.

1. Click Batch Edit to adjust MICR information from the top menu.

Batch Edit

2. Select a batch from the drop-down menu at the top of the page.

Select Batch
08101 11:25 AM Batch Number 225 - John Doe - 1234 w

| Expected Total: 6000.01 Actual Total: 6000.01 ] Allitems needing editing have been completed |

Front Back
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3. Click the edit button at the top of the page.

Edit Button
08/01 11:25 AM Batch Number 229 - JohnDoe - 1234 w i‘ =
[Expected Total: 6000.01 Actual Total: 6000.01 I [ All items needing editing have been cc:rnpleted] 1
b 4
4. Enter the new MICR information in the MICR fields.
Amount Field
g > L i ﬁ " o | 600001
Keying in a Dollar Amount
Enter a new amount to correct a batch total.
1. Click Batch Edit to adjust a batch total.
Batch Edit
2. Select a batch from the drop-down menu at the top of the page.
Select Batch
08/01 11:25 AM Batch Number 229 - JohnDoe - 1234 v

| Expected Total: 6000.01 Actual Total: 6000.01 | Allitems needing editing have been completed |

Front Back

3. Click the edit button at the top of the page.

Edit Button
08/01 11:25 AM Batch Number 229 - JohnDoe - 1234 w i‘ =
[Expected Total: 6000.01 Actual Total: 6000.01 I [ All items needing editing have been cc:rnpleted] 1
; i
4. Enter the new amount in the Amount field.
Amount Field
v— e [} w [ M gl Z 500001
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5. Click Save.

Deleting an Item
You can delete an item from a batch.

1. Click Batch Edit.

Batch Edit

2. Select an item from the item list at the right of the page.

3. Click OK on the confirmation dialog box.

Deleting a Batch

Use the following steps to delete a batch.

1. Select Delete Batch from the Tools drop-down menu.

Delete Batch Option under Tools

Delete Batch

Batch Lock Manager
SmartLink Ignore List

The Delete Batches window appears.
2. Select the box beside all batches that you want to delete.
3. Select Delete Selected.
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Delete Batches

O o oo o oo oo oo g o

Date

os/01

08/01/

os8/01/

07726/

07/26/f

07126/

07126/

o7sl

o7

072/

4, Select OK.

Confirm Delete

Batch No.

229

228

227

226

224

223

222

221

219

216

Scanned By

John Doe

John Doe

Delete Selected

Are you sure you want to delete the selected record(s)?

RDN - Remote Deposit Now Handbook

CONFIDENTIAL

N

40

Cancel OK
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Duplicate Checks

If a check has been scanned twice within the past 75 days, a duplicate check
warning appears on the top-left corner of the Batch Edit page. Duplicates do not
prevent you from making the deposit.

Submitting a Deposit
Once the batch items have been edited and the message
displays on the Batch Edit page, you are ready to submit your deposit.

1. Select the Make Deposit option at the top of the page.

Make Deposit Link

A list of open batches that have not yet been submitted appears.
2. Select the check box next to the deposit that you are ready to submit.

Selecting a Batch to Deposit

Your Banks. Current Time Accounts
33:32 pm
Batches Availabie for Depost Seded] Daposhl Aot
D 1125048 - 229 Unallocated Total: 0.00
Bafch Description: 1234
Total Amcunt: £000.01 Deposit Total: 0.00
Ibesmn Comnt: 1
Scanned By ke Dol
Wirw Hems A -
1121051 - 228
Banch Destfiplion 123
Total Amount: X333
Itesm Count: 1
Scanred By
View fiers
L
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3. Select the account location to send the deposit from the Select Deposit Account
drop-down menu, if necessary.

Select Deposit Account Option

Your Bank's Current Time: Aot

Batches Available for Deposi

11:25:48 - 229 Unallocated Total: 0.00
Balch Description: 1234
Total Amaount G000.01 Deposit Total: 0.00
Item Count: 1
Scanned By + hake Depost
21:51 - 278
Balch Description: 123
Total Amount 33,33
tem Count: 1
Scanned By
st
Note

Only one account location can submit batches at a time. To submit a deposit to
a different location other than the one selected, you must first finish your current
deposit submission.

4. Select Make Deposit to submit your batch.

Make Deposit Option
Wour Bank's Curment Time s
Balches Availabie for Depost Seled Déposd Actoun
GG - 2 Unallecated Total: 0.00
Baich Descripdion: 1234
Total Amount: G000 01 Deposit Total: 0.00
nem Count: 1
SCanned By o Make Deposi
TH21:51 - 228
Baich Description: 123
Total Amound: 33.33
Seanned By
L
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A deposit confirmation message appears stating that the deposit was successful,
with a receipt number.

b. Select OK.

Deposit Completed Confirmation Page

Deposit Completed

Deposit Confirmation No: 7390223

Total Items: 1
Total Amount: 33.33
Deposit Report v OK

Deposit Report With Images

The batch you submitted is removed from the Make Deposit page, since they are
no longer open.

6. Select Home to see the status of the submitted deposit.

Home Page Option

7. Submitted deposits are listed under the Recent Deposits section.

Note

Any batches that have been saved and edited, but not submitted, appear under
the Batches Ready For Deposit section.
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Reporting
Although both the RDN window and the system application have reporting

capabilities, the application reporting tools are recommended for viewing items that
have been submitted for deposit.

Viewing Deposits
Select the View Deposits link at the top of the page to view batch/item information.

1. Select a Start Date and End Date to narrow your list of deposits.

Begin and End Dates for Viewing Deposits

- e

Depersits

Fronk  Back
DTG 1233 pm
Total Amoust’ 1.00 o 1562
Iz Cownt- 1 A3 W, Mighway B0 DaTE
Daposi Recoiphs TI54657 BGnets kA

B5T0E-ENG

oTHE 0328 pm B T THE
Tolal Amoust 300.00 QROER OF
It Codnt 1 Eighty Eight [0 TRtk Fii -nrmmremremremrsm s

Desposl Receipls TITES0E o L
NON NEGOTIABLE

Jstan Dot 2235
COLLARS:
O, 11:14 am

Tolal Amoust 0.00

Item Count:
Depost Receipts 7273220

o2 1:0& am
Total Amist 600001
Item Count 1 Batch Ko Seq Ruouting Acct No Check Ho Amount Customaer Ho Invvoice Ho
Deposh Redeipls T2T3160
225 1 e d 1.00
ALcoun ABCCAoN

RN HTML. 1254 1.00

2. Select Refresh at the top of the page to view the deposit within the date range.
3. Choose an option.

e Select Front to view the front of a check image.
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e Select Back to view the back of a check image.

Front and Back View Options for a Check Image

Start Diarle B =]
=
Stop Dabe B0 [ ]

EEiCh Nurmbssf
Check Number L]

Raguting Mumber

Check Acct
PurTIeET

Amnount W11}

Cusiomer At o

Seq  Batch New Check Mo Amount CustAcctMo  Inwdice Mo  Deposit Date  Deposit Confirm Code

Irrecace: Mo

IFrabace Mumbser

LN MUt
1
F3
3

Foeset Prinl  a m 4

5

RDN - Remote Deposit Now Handbook
CONFIDENTIAL

203

203

203

204

203

e Duesa 1562
BATW, Mighweay 60 CaTE

Mongts kO

T0E-ENG

oY TO THE

IO THE e Dos 35

Eighty Eight [oark THewh i —nremremremrem s s s

NON NEGOTIABLE

COLLARS

1562 88.35 TIG3IITD
eaT 0z TG0
rra 6342 e
Frd 6216 TEIT
1723 T4 Ti63T0
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Printing Images and Viewing Edits of Items
You can print images or view edits made to transactions on the View Deposits page.

1. Highlight which deposit to view from the left column.

Viewing Deposit Items
Deposits

07126/ 12:23 pm
Total Amount: 1.00

Item Count: 1

Deposit Receipt# 7354667

ornz2 03:28 pm
Total Amount: 300.00
[tem Count: 1

Deposit Receipt# 7276936

072 1:14 am
Total Amount: 0.00

[tem Count: 0

Deposit Receipt# 7273220

orn2 11:08 am
Total Amount: 6000.01
Item Count: 1

Deposit Receipt# 7273160

Rv

The item for that deposit appears.
2. Choose an option.

Situation Steps

Print the front and back of the check Select Print.
currently highlighted.

the items in the deposit. 9 Select Print All

Print only the frontimages of all the 1. Select the Print drop-down menu.
items in the deposit.
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Situation Steps

2. Select Print All Front Only.

Printing Options
Print All

Print All Fronts Only

View [tem Edits

3. Select View Item Edits from the Print drop-down menu to see which users have
edited transaction amounts for the deposit in the RDN application.
A list of edits appear, along with who edited the transaction, the name of the field
that was altered in the transaction, the Before Value of the field, and the After
Value of the field.

Searching for an ltem
You can use the Search function to find specific items in the RDN application.

1. Select Search.

Search Option

2. Complete the search criteria fields displayed.
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3. For a range of items between certain dates, complete only the Start Date and
Stop Date fields.

Search Criteria

[Siart Date

=80 Dane

4]

Eaich Mumber
Check Number L]
ROuling Murmber

Check Antt

LI

Amount

Customes Acct Mo

OO B

T

Seg  Batch Mew Check No  Amount Cust Acct Mo Invoice No  Deposit Date

Deposit Confirm Code
Linfl Mumber

4. Select Search.
The search results appear.
5. Choose an option.

e Select an item to print.
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e Hold the Shift key on your keyboard to highlight multiple items in the list.

Highlighting Search Items

|
Start Dl a
Sion Dade
Stop Date . - 1562
Bt Mummses \_ ey 62 CaTH
Check Numbser L]
PaY TOTHE
: Jobe Dot B35
Raguting Mumber QRDER OF
Eighity ESght [0 TR FRsl < renmsmreeremmemseremrenmeememneserns B—
Check Acct o ial
Humbes NON NEGOTIABLE
Amount (]
Cusioimer ADE Mo
Irrecice: Mo
IPfaacE M
Seq Batch Wew Check Mo  Amount  CustAcetMo Invoics Mo Depesit Date Deposit Condirm Code
Lini Murmier
1 203 1562 B8.35 TI6IT0
FR - 2897 3003 TI63T0
3 208 e 6348 TIE3T0
Betel | P | . m 4 208 122 6215 TIEIT0
5 203 1723 arnd TI631T0
6. Choose an option.
. .
Situation Steps

Print the front and back of the check Select Print.
currently highlighted.

Print the front and back images of all

1. Select the Print drop-down menu.
the items in the deposit.

2. Select Print All.

Print only the front images of all the

1. Select the Print drop-down menu.
items in the deposit.

2. Select Print All Front Only.

Printing Options
Print All

Print All Fronts Only

View Item Edits

Note
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Any items that are voided in the application are not reflected in the RDN
application.

Reports Page

The Reports tab grants you access to several reports available to run.

Standard Reports
Provides a list of reports with pre-set filters to show specific items. For
example, the Show Items Detected as Duplicate Transactions option generates
information about all the transactions that have been flagged as duplicate items
in any number of deposits.

Note
For any Standard Report, the pre-set filters can be customized to fit your needs

by altering the report filters.

My Reports
Allows you to customize a report based on your informational needs. You may
save this report as a template for future use, and it is available only to your
profile as a user.

Shared Reports
Allows you to customize a report and save it as a template available for other
users to access and use. Only the person who created this report template can
delete it.

Credits and Debits to Your Merchant Settlement Account
Identifies deposits made within a date range and displays individual transaction
amounts making up the deposit, with details of each transaction.

Using the Report Builder Utility

The report builder utility can be used to create one-time queries and custom
recurring daily, weekly, and monthly reports for bookkeeping, historical research,
and problem solving. There are two options when creating a customized report:
New Report and New Shared Report. While both are customizable, the shared report
is available to other users who have access to the system. Other users can pull

the shared report and use its settings to generate information. Only the user who
created the shared report can delete it.

1. Log in to the application.
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2. Select Reports from the left main menu.

Reports Tab

Admin

Reports

A LD

QuickBooks

T
[¥5]

3. Select an option.

e Click New Report to create a report for your use only.
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e Click New Shared Report to create a report that is available to others.

Report Builder Options for New Reports

My Reports

No Records to display

Shared Reports

Report Hame Cramer
BH 200808 21134 Bash
hemmiia2 Badd

ennie’s Report Test Jadiriie

ennies Tess R a2 Jennie
Kart

4+ New Report | 4 Now Shered Report |

The Reports page appears.

Transaction

TAnSSIT0N

Delete

4.In the top bar, enter a Title for the report.
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5. Fill in the report criteria in each of the four sections: Report Type, Date Range,
Advanced, and Report Column Headers.

Four Sections in Report Building

Dt Ty Lgeet Dl Warsge

6. Choose an option.

e Designate if your report is a Transaction Report based on the status of a
transaction.
e Designate if your report is a Historical Event Report based on past events.

7. Select an option from the Date Type field for the report.

e Select Transactions Created.
e Select Effective Dates.

These actions determine if the report displays transactions based on the date
created versus the date they took effect.
8. Choose an option.

e Select a pre-specified date range using the Export Date Range option (ideal for
recurring reports).
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e Specify a date range with the Start Date and Start Time and the End Date and
End Time fields.

Date Range Section

Date Range

Date Type Export Date Range
Transactions Createc v Today hd
Start Date Start Time
Jan 14, = 12:00 AM ~
End Date End Time
Jan 15 ] 12-:00 AM w
Note

If you are creating a Historical Event Report, a custom date range is unavailable.
9. Specify the Location of the transaction that you wish to have in your report.
10. Specify the Status of the transaction that you wish to have in your report.
1. Choose a status option.

e Select the Single Status check box.
e Select the Multiple Status check box.

12. Choose an option from the Settlement Status field.

e Select the Single Status checkbox.
e Select the Multiple Status checkbox.

13. Choose an option from the Origin of Transaction field.

e Select the Single Origin checkbox.
e Select the Multiple Origins checkbox.
14. Choose an option from the Originated As field.

e Select the Single Type checkbox.
e Select the Multiple Types checkbox.
15. Choose an Account Type option.
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e Select a specific account type.
e Select ALL.

16. Choose an Operation option.

e Designate one process.
e Select ALL.
17. Choose an Authority Response Code.
This option represents the types of return responses that can be received for a
transaction.
e Select a specific response code.
e Select ALL.
18. Complete the From and To fields for the Amount Range.
The From and To options allow you to look for transactions with a specific amount
or between amount values in decimal format (XX.XX).

19. Use the Report Column Headers to organize how the report appears.

20. Select the View check box next to any fields to have them show on the report.

21. Use the arrows under Prioritize to change the order in which information appears.
For example, select the upward arrow to have a field listed before others, or select
the downward arrow to have other fields listed before it.
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22. Use Freeze to lock fields when viewing a report. This option holds certain fields in
view while you explore the rest of the report information.

Report Column Headers Section

Report Column Headers

View Prioritize Freeze

Transaction Date
Transaction Status
Payment Type
Mame On Account
Transaction |DOO
Reference Mumber
Customer Number
Operation Type

Location Name

-

o U U L S Y Y YR Y YR

Amount

-

23. Select the Share to All Users check box if you want to have this report available for
other users to view.

If you selected New Shared Report previously, this box is already selected.
Alternatively, you may wish to save the report for your own use later by selecting
Save to My Reports. This option both saves the report and generates a report to
view.

Save and Run Report Options

ithe A samiphe repo Lt Save to My Reports. Share ta All Lhers Fun Reports

The report results appear.
24. Use the filters to change the report.
25. Choose an option.

e Select Run Reports again.

e Select = Print.
e Select * Export.
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Column headers in the report are selectable by organization. Select a column
header to organize the report based on that column’s information, in either
ascending order (designated by an upward arrow) or descending order
(designated by a downward arrow).
26. Select ! View to the left of an item to view more details about the transaction.
27. Adjust the report filters as desired.

28. Select Save to My Reports.
Selecting Save to My Reports saves the filter options as a template for later use.

Note

Be sure to select the Share to All Users check box if you wish to save the report for
others to use.
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