Traditional Bank Remote Deposit Now Guide
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New Deposit Process with Remote Deposit Now
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Contact Us

For assistance with your scanner or deposit, contact the Cash Management team at 859-410-7980 or
CashManagement@traditionalbank.com.
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Logging into SmartPay Business
1. Go to: www.traditionalbank.com and click Login
2. Click onthe drop-down menu to select Remote Deposit Capture
3. Enteryour username, password, and Company

Traditional Bank

FDIC rDiCinsured - Backed by the full faith and credit of the U.S. Government

Please enter your login information and click the 'Log In' button to access your
account.

User Name

Enter User Name

Password

Enter Password

Company

Enter Company

Install Scanner Software and Drivers
Before starting the installation, ensure the scanner’s USB cable is disconnected from the computer.

SOFTWARE

1. Log into SmartPay Business
2. Select Transactions from the menu on the left

Dashboard

Transactions

== Collections

ﬁ Admin ~
E Reports
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3. Select Remote Deposit Now

ﬁ Dashboard ¢ Transactions
Quick Links
W Transactions
ﬁ Admin - Check Processing
E Reports Remote Deposit Mow

4. Select Scan from the top menu bar

The Scanner Service Install window appears.

5. Click Download to Begin

Scanner Service Installer

MNote: 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.

oo | oomwes [ rven

Make sure your scanner is disconnected from the computer.
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6. The Install Wizard displays the Install prompt. Click Install to continue.

7. Ifthe Files In Use prompt appears, select Close the applications and attempt to restart them, and click
OK.

8. Select Finish to complete the installation.

SCANNER DRIVERS
1. Select the type of scanner that you are using from the drop-down menu.
2. Select Download.
3. Afile download window appears in the top right-hand corner of the browser.
4. Click the downloaded file to open it.

Downloaded File for Chrome™

[«

=S * ¢ 2 »

i3 InstallvisionXAdapter.exe

I T ME -« DArme
>5.0 Wb vone

Dependingonthetype of scannerforwhichyou areinstalling a driver,you may receive the
following adapter setup message.

5. Click Nextto continue.

4 Panini VisionX Setup — et

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,

6. Follow the prompts to install scanner until Finished.

7. The scanner driver installation process is complete. Wait for the scanner to load—a pop-up window may
indicate that the device is ready to use. You may now plug the USB cable from the scanner into the
computer.
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Making a Deposit

When you make a deposit, you will follow these steps:

1: Scan
2: Batch Edit
3: Make Deposit

Scanning Checks for a Deposit

1. Loginto SmartPay Business

2. Select Transactions from the menu on the left Dashboard

Transactions

i= Collections
'@ Admin v
E Reports

9. Select Remote Deposit Now

£ Transactions

ﬁ Dashboard

Quick Links
Transactions

& Admin . Check Processing

n Remote Deposit Now
E Reports .

10. Select Scan from the top menu bar

Home

11. Select Start to scan a check.
12. Complete the expected total of the batch with atwo-decimal place number.
13. Select OK.
14. Scan the check with the scanner.
Eachitem appears onthe pageinthe orderthatthey were scanned with the MICR line displayed.
15. Select Stop when you have finished scanning checks.
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16. Select Close Batch.

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

1. SelectBatchEditfromthetop of the page.

o801 1125 AM Basch Number 229 12

Expecied Total 6000.01 Actuat Total: 6000 01| | AX Bems needing caiting have Deen completed
Froot Back Seq Codeline Amount

1562 1 A3eTAY A 600001

John Doe
BO3W. Mighwoy 060 paTH 0110001 120000050690 1234567/

Mongts MO
645708 820

PRY TO THE
ORDER OF M Dee E000.1

Exphty EVght DOMWE THERE Five +eeeemrsmromrenmieriasiasissearaareas Presyperos

o NON NEGOTIABLE

" e " "l: [ ‘-'( " $000.01

Customer No TML 5102018
Invoice No
Invoice Number

Unt Numdes

2. TheExpected Totaland Actual Totalinformation appears underneath the batch-selection drop-down
menu at the top of the page.

08/01. 1:25 AM Batch Number 229 - Ten

Expected Total: 6000.01 Actual Total: 6000.01
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Editing a Batch Total

Abatch totalcan be changed onthe Open Batch page.

1. Click Scan to adjust a batch total.

2. Select OpenBatchfromthe Start menu.

Open Batch

Change Scanner
Scanner Installers

Scanner Settings

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

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 -
07726 12:34 PM Batch Number 226 -
07726, 12:19 PM Batch Number 224 -
07/26. 12:18 PM Batch Number 223 -
07/26 10:47 AM Batch Number 222 -
07/18 )4:55 PM Batch Number 221 -
07/12 12:18 PM Batch Number 219 -
07/12 10:58 AM Batch Number 216 -
07/12 10:23 AM Batch Number 213 -
07/112 10:09 AM Batch Number 212 -
07/12 10:07 AM Batch Number 211 -
077112 10:05 AM Batch Number 210 -

4. Enterthe new amountinthe Expected BatchTotalfield.

Open Batch
Select Batch: 08/01 11:25 AM Batch Number 229 - ~
Expected Batch Total: 6000.01
Batch Description: 1234
cance
5. Click OK.
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MICR Line Repair

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

1. Click BatchEditto adjust MICR information from the top menu.

2. Selectabatchfromthe drop-down menu atthe top of the page.

08/01 11:25 AM Batch Number 229 -JohnDoe - 1234

v

| Expected Total: 6000.01 Actual Total: 6000.01 || All tems needing editing have been completed |

Front Back

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

08/01 11:25 AM Batch Number 229 - JohnDoe - 1234

v

Expected Total 6000.01 Actual Total: 6000 01] [All items needing editing have been completed]

A0 -

4. Enter the new MICR information in the MICR fields.

G000 01

Deleting an Item

You can delete an item from a batch.

1. Click Batch Edit.

2. Select anitem from the item list at the right of the page.
3. Click OKon the confirmation dialog box.
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Deleting a Batch

Use the following steps to delete a batch.

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

Delete Batch

Batch Lock Manager
SmartLink Ignore List

The Delete Batches window appears.

2. Selectthe boxbeside all batches thatyouwant to delete.
3. SelectDelete Selected.

Delete Batches

]  Date Batch No. Scanned By
0 080t 229 John Doe
[ 0801 228 John Doe
0 0801 227

0 0726 226

0 07261 224

0 0726/ 223

00 o726 222

00 0718 221

0o o072 219

o oy 216

Delete Selected

4. Select OK.
Confirm Delete

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

l,} Cancel oK
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Submitting a Deposit

Once the batch items have been edited and the [ZEl(lsNENEE) A )BT ole s message displays on the Batch Edit
page, you are ready to submit your deposit.

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

Alist of open batches that have notyetbeen submitted appears.

2. Select the check box next to the deposit that you are ready to submit.

Your Bank's Current Tine Accounts
33:32 pm

Batches Avaitable for Depostt Select Dépostt Account

D 112548 -229 Unallocated Total: 0.00
Batch Description 1234

Total Amount: 6000.01 Deposit Total: 0.00
Iteen Count: 1
Scanned By
+ Maxe Deposit

View llems

1129161228
Banch Descrption 123
Total Amount: 3333
Item Count. 1
Scanned By

fems

3. Select the account location to send the deposit from the Select Deposit Account drop-down menu, if

necessary.
Your Bank's Current Time Accounts
Batches Avaliable for Depostt Select Deposit Account

112548 - 229 Unallocated Total: 0.00
Baich Description: 1234
Yotal Amount: 6000.01 Deposit Total: 0.00
Item Count: 1
st oo
View ltems o

2151.228

Batch Description 123
Total Amount: 33 33
Item Count: 1
Scanned By

View ltems

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.
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4. Select MakeDepositto submityour batch.

Your Bank's Current Time

Baiches Avaltable for Depostt

C 112548. 229
Batch Description 1234
Total Amount 6000 01
flem Count 1
Scanned By

View Items

TI215 -228
Baich Description 123
Total Amount 3333
nem Count 4
Scanned By

View ltems

Adeposit confirmation message appears stating that the depositwas successful, with a receipt

number.
5. Select OK.

Deposit Completed

Deposit Confirmation Mo: 7390223
Total Iltems: 1

Total Amount: 33.33

%

Deposit Report
Deposit Report With Images

From this deposit confirmation message you can access your Deposit Report or Deposit Report with Images.

Reports

Accounts
Setect Depost Account

Unallocated Total: 0.00

Deposit Total: 0.00

v Mike Deposit

You can also access the Deposit Report and Deposit Report with Images from the Reports tab.

1. Click onthe Reports tab

Home
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2. Clickon Select Report to choose report type from the drop-down menu

Report Name: |Select Report... V‘

Start Date: Select Report...

Stop Date: L .

Deposit Report With Images
Account Group: | Select Account Group... v

3. Tochoose an account, use the drop-down for Account Group to select Accounts, then choose your
Account Number

Account Number:

Account Group: Accounts v

Account Number: |Select Account... v

Viewing Deposits

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

1. SelectaStartDate and End Date to narrow your list of deposits.

o o = e o o 15

Depasits
Fromt Back

07126 12 23 pm
Total Amoustt 1.00 schnbos 1562
Item Count 1 B83'W ghway 00 DaTe
Deposs Recepts 7354667 Mongts MO

65708-81%
0Nz 0328 pm PAY TO THE
Total Amoust. 300 00 oRoEROf 1o Doe 8IS
Item Count 1 L L —— s

Depost Receipts 7276535 O i B

NON NEGOTIABLE

0T 114 am
Total Amount 0.00

Item Count O

Depostt Receipts 7273220

oma 108 am
Total Amount. 6000 01
Item Count ¥ Batch No Seq Routing Acct No Check No Amount Customer No  Invoice No

Depostt Receipte 7273160
225 1 2222 100

AcCount AROCation

RON HTML 1234 100

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

e Select Front or Back to view each side of the image.

=
Start Date &1
Stop Dage am
2560 Dee 1562
Batch Numbet 043 W, gy 00 DATE
Mongts MO
Check Number o S5708- B2
PAY TO Tt
Routing Number oRDEROF  JoneDoe s
Check Acct vetionthas it st odvioJI——————sesseserns oousss
- o NON NEGOTIABLE
Amount DO0

Customer Acct No

Irvoice No
Irvoice Number
Seq BawchNov CheckNo Amount CustAcctNO Invoice No Deposit Date Deposit Confirm Code
Unt Numdes
1 209 1562 88.35 7163170
2 208 2897 3000 7163170
3 20 2179 6348 7163170
Reset Pt o 4 208 122 6216 1163170
5 203 1723 37.14 7163170

3. Select Print to view different print options.
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