
Creating a Deposit (Not using RDC+) 

Log into Remote Deposit Capture. On the right-hand side of the home screen under Create 
Deposit, choose the Location and the Account for deposit. 

Enter the total amount of deposit in Control Total, then select Create Deposit. 



Create Tape can be selected to total up multiple checks in a deposit. Enter in the dollar 
amount in the Amount box and click or type +.  Select Accept and it will create the Control 
Total. 

 

To remove an entry from the Deposit Tape, select the check and click the 3 dots in the 
upper-right corner. Select Remove Selected, then select Accept. (Note: Selecting All and 
Removing all will delete the whole Deposit Tape)  



Select Capture to scan checks. The scanner will first initialize; once it says Ready and 
then Scanning, checks can start being fed through the scanner. Once all checks are 
scanned, select Stop Scan. (Note: Start Scan does not have to be selected) 

 

 



After scanning, client will be brought to the Capture Items screen. Select Next to continue 
depositing.  

If more checks need to be added to the deposit, select Capture.  

To leave a deposit open to come back to later, click the Home icon in the upper left corner. 
Doing so will leave this batch as an Open Deposit. 

 

 

If the deposit is balanced, it will take you to the Review Deposit screen. Click Submit to 
submit the deposit. 

 



Once the deposit has been successfully submitted, there are various receipt options 
available. Select Receipt and select the option desired to keep for records. 

 

 

 

It’s best practice to print a receipt to bundle together with the checks scanned for deposit. 
Store them in a secure location for at least 60 days, but not more than 75 days. After the 
retention period, client is responsible for shredding them in a secure manner. 

 

 

 



An email is sent from the Bank to client that the deposit has been received and is Pending. 

 

Deposit will show under Deposits > Pending and will display the status of the deposit. 

 

 



If a deposit has been Rejected, an email is automatically sent which includes the rejected 
reason.  

Alerts for rejected deposits are also displayed in red on the home page.  

Rejected deposits are sent back to Open Deposits to either be edited or deleted. 



To delete an entire deposit from Open Deposit, click on the deposit. 

 

Select the three dots in the upper right-hand corner and select Remove Deposit. (This 
option is available on each screen of the deposit process.) Select OK to confirm deletion. 

 

 



Checks can be removed from either the Capture Items screen or the Balance Deposit 
screen. (Once Next is selected on the Capture Items screen, checks can only be removed 
from the Balance Deposit screen.) 

 

Checks being removed from the Capture Items screen: 

Select the check(s) that need removing, select the 3 little dots and select Remove 
Selected. (Selecting and removing all checks in deposit will delete the entire deposit.) 

Select OK on the confirmation message to delete. 

 



Checks being removed from the Balance Deposit screen: 

Right before submitting a deposit on the Review Deposit screen, a check can be removed 
by selecting Balance.  

 

This will bring the client to the Balance Deposit screen. Select the check to be removed, 
select the 3 little dots, and select Remove Selected.  Select OK on the confirmation 
message to delete the check.  



 

The deposit will need to be rebalanced. In this example, a $50.00 check was removed from 
the deposit. Rebalance the Control Total and select Save Changes. Once the deposit 
balances, select Review to continue with the deposit. 



If the deposit was created utilizing Deposit Tape at the beginning, select the 3 little dots 
and select Deposit Tape to edit the Control Total. (The Control Total box will be greyed out 
if client tries to type in an amount.) 

 

Select Unreconciled to view only the dollar amount of the check removed. Select the item, 
select the 3 little dots, select Remove Selected, and select Accept. 



Once the deleted check’s dollar amount is removed, click Review. (Please note that the 
Control Total will not change until the last screen.) 

 

On the Review Deposit screen, the Control Total will reflect the new, balanced dollar 
amount. Select Submit to submit the deposit. 

 

  



If a dollar amount has read incorrectly, it can be changed on the Balance Deposit screen. 
The deposit will show out of balance until corrected. 

  

 

Change the amount of the check and select Save Changes once balanced. 

 



Once changes have been saved successfully, select Review to continue the deposit. 

 

 

 

If the dollar amount does not read at all, client will be brought to the Correct Items screen. 
Type in the dollar amount and select Accept to continue with deposit. 

 

 

 

 

 



If there is something that does not read properly at the time of scanning, client will be 
brought to the Correct Items screen. All information must be corrected to proceed with 
the deposit. 

If desired, the check can be removed from the deposit by selecting Remove. 

If the system detects something wrong with the MICR line, it will prompt the error in red. 

 

The MICR information can be edited by typing in the corresponding boxes. Once corrected, 
select Verify MICR. Once it has been verified, select Accept to continue with deposit.  

 


