Community West Bank

BUSINESS
Online Banking

Remote Deposit
User Guide




About Remote Deposit ...............

TABLE OF CONTENTS

Customer Rights & Responsibilities........cccceeeeveievrviececnniininece

Guidelines for Securely Storing Checks ......ccccceeeevevienesevereierineenen,

Fraud PrevenTioNn ..ottt sttt s s

Scanner & Software INformation ........ccccoeceeevveecceiiee s

Remote Deposit ProCedUIES ........cvveeieieciecienceese e ete e ee e

Creating and Submitting a

Remote Deposit ......cccevveeeerrenns

Scanner Settings for First-Time Deposit or Re-Installation..

Navigation Tips ...cccceeverrnene

Duplicate Check Detection .........ccovevevververececceeneenre e

Image Quality/Usability Failure .......ccoeevevvececcriceneiee e,

Processing Money Orders

Viewing and Printing Reports and Images ........cccccevvveveene.
Printing Reports with Previous Day Deposits.................
Printing Reports with Multiple Images.......ccccccecvvrervrennne.

Deposit Adjustments...................
MICR Detection.......cccccceeveevernennee.

Pending or “Deferred” Deposits

Rev 7-1-26

Page 2 of 21

10

13

14

15

16

17

17

17

18

19

21

CMR 101



ABOUT REMOTE DEPOSIT

Remote Deposit is a check processing tool that allows you to deposit checks electronically without having to
bring them to a physical branch for deposit. It utilizes a bank-supplied desktop scanner that connects to
your PC and the Internet. With it you can scan checks received from customers and issue deposits
electronically to the bank anytime, day or night.

Remote Deposit Features & Benefits

Faster funds availability

Online speed and convenience

Extended deposit posting period

Less time preparing deposits

Consolidation of funds from remote locations
Reduced risk of check fraud

Reduced courier fees and trips to the bank

Remote Deposit Overview

Remote Deposit is a result of the Check 21 legislation enacted in 2003. This law allows for electronic
images of checks to be accepted as the legal equivalent of an original paper check. You can remotely
capture checks and send a batch of electronic images to the bank for processing.

Individuals may receive an image of the check in their bank statement. When needed, a paper image
called a substitute check can be reproduced. Both image checks and substitute checks are accepted as
legal proof of payment.

Use the Remote Deposit module to:

Scan checks and create deposits

Approve and transmit deposits

Modify pending deposits

Delete pending deposits

Access reports detailing remote deposit activity

Check Scanning Rules

Only bank-approved check scanners can be used with the system.

Some checks may be rejected, for one or more of a variety of reasons. In many cases, the checks
may be re-scanned; if re-scanning does not help or is not an option, the check may be physically
deposited at a branch near you.

User Setup - Before Utilizing Remote Deposit

To ensure deposits are captured and successfully delivered to the bank, specific steps must be taken
when adding user permissions for Remote Deposit. To add a user with access to Remote Deposit,
please contact a Cash Management specialist.
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CUSTOMER RIGHTS & RESPONSIBILITIES

As a customer using Remote Deposit, you are expected to comply with the terms of the Agreement as well
as all applicable federal, state and local laws and regulations. The bank has the right to audit or perform site
inspections at any time.

Image Quality

Based on Check 21 standards, check image quality is required to meet certain specifications. As a customer
using Remote Deposit, there are quality controls that need to be put in place, including the following:

= Checks should be written in blue or black ink

®=  Handwriting must be legible

= Checks should be uniform in shape

=  The MICR line must appear to be fully intact

= Checks should have watermarks on the back

= Checks should be signed

= Checks should be endorsed (or scanner’s virtual endorsement feature enabled)

Although the Image Quality Assessment (IQA) tool will identify most checks with poor image quality,
following the guidelines listed above will help ensure checks are scanned properly. If the image fails the IQA
test after scanning, review the following:

= Verify that the check is able to pass through the scanner

=  Make sure the information on the check is legible

= Verify that the image displays the MICR line, signature, date, payee, amount, and both sides of the
check

Customer Responsibilities
As a customer using Remote Deposit, you guarantee the following:

= Check images presented to the bank accurately represent all information on both sides of the check
= Check images contain endorsements (or scanner’s virtual endorsement feature enabled)

= Checks are kept in a safe and secure area

= Checks are destroyed in accordance with bank instructions

= Checks can only be deposited once

= Checks are voided after deposit verification on statement

=  QOriginal checks will be provided to the bank upon request

= Payee name on check matches business name on account

Ineligible Items

Listed below are items that are ineligible for Remote Deposit:

®  Personal Deposits " Photocopies of Items =  Warrants
=  Third Party/Two Party Checks ®  Credit Card Drafts = Currency
= Savings Bonds = Foreign Checks ®=  Money Orders**

**Money Orders are not prohibited but are not recommended due to potential image quality issues
Business Continuity Plan

Businesses are required to have a business continuity plan which includes periodic testing of the plan.
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Authorized Equipment

Only authorized equipment and software specified by the bank may be used. Do not bypass, override or
disable any security mechanisms within the equipment or software.

Maintenance Equipment

Make sure your equipment is clean and operating properly. Periodically inspect and verify that the images
are legible. Use compressed air to clean the scanner frequently.

Staff Training

Training employees to properly use Remote Deposit is essential, along with supervising and auditing their
use of the service. Initial onsite training will be provided to you prior to implementation. Supplemental
training is available upon request.

Storage and Destruction of Checks

It is important to retain the original checks for the period of time as described in your Remote Deposit
Agreement. Itis recommended that scanned checks be kept a minimum of 60 days. Please refer to Disposal
of Consumer Information of your Remote Deposit Agreement. After the retention period expires, you are
required to use a commercially-acceptable method to securely destroy all original paper checks.

If needed, you will provide any retained check (or, if the check is no longer in existence, a sufficient copy of
the front and back of the check) to the bank as requested to aid in the clearing and collection process or to
resolve claims by third parties with respect to any check.

Acceptance of Deposit

The bank will accept electronic check images for deposit into your account upon receipt of a successful
transmission of check images. Deposits must be complete, usable, and adhere to data specifications
established by the bank.

Returned Items

If a financial institution returns a check you captured, the bank may charge your account for the check. The
bank may also return the check to you or re-present the check to the financial institution.

Daily Deposit Limit

The daily deposit limit is the maximum dollar value of all Remote Deposit checks your company may deposit
in a 24-hour business day period.

Virtual Endorsement

The Virtual Endorsement feature of Remote Deposit superimposes an endorsement on the images created
from the backs of scanned checks. By marking the permanent record (the electronic version) of the check
with this endorsement message, it saves users the effort of manually stamping the back of checks before
scanning. It is not physically printed on the check. Virtual Endorsements are not physically printed on the
check but are placed on the check image when the deposit is saved, and thus will not be visible while the
user is scanning checks.
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GUIDELINES FOR SECURELY STORING CHECKS

Businesses using Remote Deposit will store original checks for a minimum amount of time prior to
destroying them. Due to privacy laws and the liabilities associated with the storage of customers’ checks,
here are a few important measures you should take:

= Store all original checks in a safe, lockbox, or locked file cabinet accessible only by authorized
personnel.

®= Do not store account information, photocopies, or private information in your general files which
are accessible to non-authorized personnel.

=  Maintain a filing system that easily identifies any missing checks. Examples include:
o Store a paper copy of each deposit receipt along with the original checks.

o Store the checks in chronological order so you can destroy checks in accordance with the
banks recommended storage time of sixty (60) days.

o Maintain an accurate count of checks you have stored at any time.
= Set atimetable for periodic destruction of stored original checks.
®=  Maintain a paper shredder on-site or hire a third-party service for the secure destruction of checks.
= Have a locked or secure trash bin for the disposal of shredded checks.
= Guidelines for protecting electronic check images include:

o Host computers should have working anti-virus software, and software should be regularly
updated.

o Limit access to the host computer to authorized personnel only and require a login with user
ID and password for each session.

Perform routine audits for potential security breaches to customers’ information.

Use of Customer Information

Since you may have access to personal information regarding your customers, you are required to:

®=  Maintain the confidentiality, integrity and security of their information
= Use customer information only for the purposes as described in the Remote Deposit agreement
= Disclose such information only to authorized personnel

®=  Maintain physical, technical, procedural and administrative procedures reasonably designed to
ensure the security, integrity and confidentiality of customers’ information

Breach of Information
The bank may suspend your Remote Deposit service if the bank has reason to believe there has been:
= Abreach in the security of the program

®  Fraud involving a customer’s account or their check
=  Uncertainty to the authorization or accuracy of electronic items

» If a breach of security is discovered, immediately contact local authorities, the bank and customers that
may have had their information compromised.
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Proper Disposal of Consumer Information
If you maintain or possess consumer information you must take reasonable measures to properly dispose of
the information. Reasonable measures include the following examples:
= Implement and monitor policies that require the burning, pulverizing, or shredding of papers
containing consumer information so that the information cannot be read or reconstructed
= Require the destruction or erasure of electronic media containing consumer information

= Utilize and monitor a third-party engaged in the business of record destruction to dispose of
material containing sensitive information

FRAUD PROTECTION

One way to protect against fraud is to have a separation of duties, for example where one user prepares and
creates the remote deposit and another user approves and submits the deposit.

Always have your check acceptance and check cashing procedures clearly defined. The following safety
precautions can help prevent “check fraud.”

= Ask for a picture ID before accepting checks

= Always make sure the customer signs the check in front of you (if applicable)

= Request that checks be written with blue or black ink

=  The check’s MICR line should appear slightly raised and not smudged

= Don’t accept starter checks or checks without a bank logo and routing number

=  Be alert to suspicious or unusual activity when accepting checks

=  Two-party checks double the risk for check fraud and are not allowed for Remote Deposit

SCANNER & SOFTWARE INFORMATION

All bank-approved scanners are compliant with Federal Reserve regulations and generates images in the
approved x9.37 format.

How the Scanner Takes an Image

The scanner captures an image of both sides of the check in a single pass. It also captures all data from the
check including the MICR line, account and routing numbers, payee, signature, amount, date and
endorsements.

The scanner includes Courtesy Amount Recognition (CAR) and Legal Amount Recognition (LAR) capabilities
that reads the customer’s handwriting and automatically inputs the dollar amount of each check into the
deposit.
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Caring for the Scanner

You can extend the life of your scanner by performing the following preventative maintenance procedures:

Complete a weekly “health check” of your scanner.
Do not insert checks that could damage the scanner, such as stapled checks.

Use compressed air to clean the scanner frequently. This eliminates dust and paper fragments that
may damage the scanner.

If the scanner is located in a dusty environment, consider covering the scanner when not in use.

Approximately once every three months clean the Contact Image Sensors and the Reading Transport
Belt.

For multi-feed scanners with extended use, it may be necessary to replace the feeder and separator
rollers.

Tips for Scanner Location

For best results, make sure the scanner is located:

Out of direct light — direct light may interfere with the scanner’s ability to read check data.

As far from as possible from any electronic devices (phones, printers, monitors, etc.) as the
electromagnetic emissions may impede the scanner’s ability to scan check’s magnetic characters
and cause lines to appear on the images.

On a level surface — an uneven surface may impede the scanner’s ability to scan check’s magnetic
characters.

Scanner and Software

Each scanner is owned by the bank and provided for your use. The Remote Deposit application will
automatically search for and install updates each time you log in.

Should you have issues with your scanner, please contact your Cash Management representative for
assistance.
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REMOTE DEPOSIT PROCEDURES

Creating and Submitting a Remote Deposit

Log in to Business Online Banking. m

Click on the Cash Management menu.

Click the Remote Deposit link. @ Services

The Remote Deposit application will open with

Business Online Banking in the background or a separate tab,
depending on the web browser.

Ll S

Payments
Note: Enable pop-ups, if necessary. Recipients

ACH Pass-Thru

Tax Payments

< Remote Deposit >

5. Select Capture > Deposits from the menu on the left.

Community West Bank Remote Deposit CMillrt. ~

# Dashboard

Create Deposit

Deposits Location * Amount *
&  Transmit Select a location v ‘ ‘ 50.00
Analytics v Account * Processing Date *
Select a account A4 ‘ 08/08/2024 I D
i v
&  Admin Enlerdate ip MM/DD Ay o

®  Training
Create Deposit

Select the Location, if applicable.

Select the Account.

Enter the deposit Amount.

v e N o

Processing Date will default to today.
10. Select Create Deposit.
11. Review checks and place in scanner.

= Remove all staples and paperclips, straighten any folded corners.
= Align the edges by tapping the bottom and leading edges on a hard, flat surface.
= Place smaller checks in front.
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The capture screen displays the deposit ticket information, including account and user. See page 11 for
additional information about buttons used for viewing items.

Scan

Amount: $1.50
Account#: 123456
Accaunt Desc: Test Checking
Credit Date: 20240506

User: CMiller!

Location: CWVCB Demo - Checking

Deposit
Ticket

NOTE: If this is the first-time making a deposit after setup and installation (or re-installation), continue

with Steps a-d. If not the first deposit, skip these steps and continue to Step 12.

Additional First Time Remote Deposit Capture Steps: Steps a-d below only need to be completed
prior to the first time the scanner is used or following reinstallation.

a. Click the Settings button to the left of the Deposit Ticket image.

Amount:

Sean Account
Account Des

Credit Date

Rescan

< Settings
I

$3.00
#
e
20240404

User: millerc:
Location: Gentral Valley Commurnity Bank i

[=][e]e]
Deposit

b. Select Panini Everest Windows (or Mac) in the Scanner Type drop-down menu.

c. In the Capture Options section, turn the five options to “OFF”. Everything else may remain.

d. Select Save.

12. Click the Scan button.

Scanner Settings

ScannerType | Panini Eversst [Windows) v Free Track

Capture Options

Image Options.
Use auto clean mode
Front Image Bnghtness

Darkar

Rear image Brightness

ltem Detalls

Routing Transit

‘ 121137726 ‘ <

Images Item Details

Scan

Amount: $1.50
Account # 123456

Serial Account Desc: Test Checking Deposit
erla Credit Date: 20240506 )
User: CMillert Ticket
‘ 007 ‘ Location: CVCB Demo - Checking
Amount
‘ $150 ‘
Rev 7-1-26 Page 10 of 21
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Check image navigation buttons:

b Best Fit

Flip

Rotate Image Left

Zoom Out

Q

Open in Window

c Rotate Image Right
EI' Delete Selected ltem
Q Zoom In

13. Follow the prompts in the message box. Use your computer keyboard’s Enter key to advance.

14. When the scanning/capture is complete, review any items that need attention. Refer to the message
box for status or completion instructions. See example below.

NOTE: See page 14 if Duplicate Check Detection message displays.

NOTE: See page 15 if Image Quality Failure message displays.

. Images Item Details
Item Details
Routing Transit
‘ 091900533 ‘ P ® '
LS N MoneyGram. (& :
[ boadd: nmunnoosvererowoen
Serial I:I Scan g T ¥ T AT ORLY THIS ANDUNT_T. ¥ Z [
o E G i T
™ TIRCIE, ONTADOR TERA CE: UBRCE. i
Settings % T
Account ‘—/ o S
68136830663 ‘ 0
‘ 13 I I & | Message box
N " &
‘ 5000 ) ‘ Status No. Document Amount
N
1 Deposit $250
2 Check 0 Armount is reqguired
2 Check @
Amount Difference
Deposit Amount S 250
Checks S 250
Difference 5000
Audit Trail Status Message Close Transaction
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15. When all checks needing attention have been reviewed and each item status is “Success”, use the Enter
key to change the message to “Deposit is balanced and ready to be closed” or the Amount Difference is
.00 showing the deposit amount matches the total amount of the scanned checks.

16. Click the Close Transaction button, select Release and click Continue.

. mages ltem Details
Item Details s
Reuting Transit
‘ 121137726 ‘
Amount. §1.50
Serial Account #: 123436
Accu.unl Desc: Test Checking DEDOS“
B |
Location: CWVCEB Demo - Checking
Settings —
Amount
‘ 5150 ‘
Status No. Document Amount
1 Deposit $ 150
' ™ it i
|\ Success /I 2 Check $150 Deposit is balanced and ready to be closed.

Amount Difference

Deposit Amount
Checks
Difference

Audit Trail Status Message Close Transaction

Close Transaction

Choose an option below

(O Defer (Transaction will be held as an "Existing Depaosit”)

Release (Thrnsaction will be transmitted to central site)

O Delete (Entire transaction will be deleted)
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17.

Review and check the Deposit box(s) then click the Transmit button.

Transmission ltems

| Search Q | Filter v
Type Status Description Amount Processing Date Posting Date Acknowledged Date Location BatchID In Balance Action
peposit Released Test Checking (123456) S 150 08/08/2024 N/A N/A CVCB Demo - Checking Yes View Images

View Report

o

TIP: Click to view Daily 1-10f1] View

Deposit Limit :
* Daily Deposit Limits Del te Transmit ’

18. A Transmit Status confirmation box will appear and the Transmission Status will change from

19.

20.

“Released” to “Acknowledged”. Confirmation details as well as an opportunity to print a report will be
provided.

Transmission ltems

Search O\‘ Filter v

Type Status Description Amount Processing Posting Date  Acknowledged Date  Location BatchlD In Action
Date Balance

Deposiff Acknowledged T3st Checking $150 08/08/2024 08/08/2024 08/08,/2024 5:07 CVCB Demo - Yes
234586) PM Checking

1-1o0f1] View

View Images

View Report

10 v

Daily Deposit Limits Delete Transmit

If desired, you can print a report of the deposit by clicking the View Report or View Images icons on the
right. The View Reports link will provide a deposit summary, the View Images link will provide a deposit
summary with images for printing or saving.

NOTE: Images will appear one per page. For multiple images per page, see the “Viewing and Printing
Reports and Images” section on page 17.

= Log Out

After all deposits are completed, click the Log Out link on the upper right.

Navigation Tips

Processing Corrections — Press Enter on the keyboard for each item viewed and to advance to the next.
Continue to press Enter on the keyboard until all items are reviewed and processed.

Amounts — When entering dollar amounts, the decimal point is not needed. The system automatically
marks the last two values as cents.

Deleting Items — Items may need to be deleted from the deposit. This could include items with
incomplete information or that are not allowed in this account. To delete an item:
e Highlight the appropriate item

e Click the Delete Item button [?—
e Click Delete to confirm deletion =)

Check Image Buttons — See page 11 for descriptions of check image buttons.
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Duplicate Check Detection

If message is displayed indicating possible duplicate item, follow steps a-e below.

:

. mages Itern Details
ltem Details _meees
Routing Transit
‘ 121137726 ‘ e M7 BB O
pison m— NP
PAnERE DO ST Feet 3 1% ;5D
| | PP e
i v T ’ -
Settings E: Ph: 1-800-2551775
Account o P S S
‘ 1 ‘ SE L |
Amount
‘ $150 ‘ Status No. Document Amount
e ™ )
L Success ) 1 Deposit $110

This itern may be a duplicate of another
Check $150 captured item. Please review.

a.

Click the Enter key on your computer keyboard to advance.
b. Compare the two images to determine if the item is a duplicate.

Possible Duplicate item(s)

e T iy

gt RDC 552 Fent 3 LR
. o sne A B
D et

: w’ B: J B0 25

.~

T werni o

- THugak .
[1331] se— LT .

Original Document

Original ltem : 1 of 2
o] le] |
Item Details
[tern number: 2

Tracer number:
20240507900222480000200002
ltern Name: DepositCheck
Transit/Routing: 121137726

e 117, T n——

by RO 550 Faet 3 1% .50

?&.‘;\r\i L — o B ST
_— Yiu. ol .
maans/—/———

RS  S— T i

Possible Duplicate

Itemn Details

ltermn number: 3

Tracer number:
20240808900222480000300003
ltern Name: DepositCheck
Transit/Routing: 121137726
Account number: 19—

| Close m This is a new ltem ]‘ Delete Duplicate

C.

d.

If the item is not a duplicate, select This is a New Item. The item remain will remain in the transaction
and will be flagged for the bank’s Central Operations to review further.

If the item is a duplicate, select Delete Duplicate and Delete to remove transaction.

Rev 7-1-26
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Image Quality/Usability Failure

Due to enhanced fraud protection, occasionally a check will fail the image quality/usability test. This can
happen for a number of reasons if the scanner detects something that requires additional due diligence.
The image quality issue may be based on the front or back of the check.

1. If anitem fails an Image Quality test, review the following:

e |stheitem a Money Order? If so, see page 16.

e Does the legal amount match the numeric courtesy amount?

e Isthe payee legible and payable to the name on the business account?

e Is the maker signature present? Note: Checks processed through Bill Pay may present with
“Signature on File” rather than an actual signature. Continue with step #2 below.

e Isthe MICR line clear? If message indicates “No MICR line is Detected”, see page 19 or contact your
Cash Management specialist for assistance.

2. After reviewing the check and answering the questions in #1 above, click your computer Enter key or the
Rescan button.

- mages tern Distailz
Itern Detailz ——
Auwiiary
Ecar "
Routing Transt . F — —
ez | "y 3]
B I l
Settings ARG BARK ST MEGTELE .
T
Acoal DOMOT A
[ — S - ———
AOSANEHOT + 4i07400002 d:L00500800 P00 A086
Y TN T 3R T
roces: Contral
Statua He. Dacumen: Aumnount
10
Success 1 Dol 512500 vag e Cuality,Asan iy tests faled Chooss Rescan” io review is bem B e
AR quality is poor, please delebe this ke ord remove & nom the scaneer
SUCENaE 2 = 5 12500
[ Errce | 3 Check S'.-UUU:J]
CutoREr Nare
Amount Déference
Deposit Amount Chacks Ditferance
e Mk & 1w o3 Py
1 562
Audit Tradl Status Message Closa Transacticn

3. If the lgnore button is present, select it to move forward.
4. If the Ignore button is greyed out, select the Flip to Rear button and then Ignore. (Note: you may need
to click your computer Enter key again to move to Ignore.)

Rescan

I~ i — EHRR IR RS Frant Image Brighiress
. E 1088 Darsar Lig e
'EEEN.,‘, e §-27-0]
o _
_— R . . Front Image GuaRy
:| Pyl L5T - __ 1 F REon oo —':E

-{ o AT LT I e 1) S —— T R Le Jl= |l o WamingTon Light,/Tea Dk
¥ . o S A
HEBE BAKE MR T & ) WamingInvalid Docunrent
m‘?\’.:‘:-b ‘Warrengg invaled Sgnstors
L S —— s e s - — T
0510000 2 226005 00600700 1D6S
BT Moo s sl

H ALlomsEtically Claan e
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Processing Money Orders

Although money orders are listed as ineligible items in the Remote Deposit User Guide, this is not because
they are prohibited or non-negotiable but because they often reject due to the potential image quality
issues.

1.

2.

If the only image quality issue with the money order is the amount not scanning, the dollar amount may
be written in a blank area, typically the upper right, that will not obstruct any pertinent information on
the original money order and then a circle drawn around it.

Example:

Yakd Moncy Order Inclados 1. Hoat soasitive d siop sgn AND 2 Costains 3 True Watarmare hold up 1o 1

INTERANATIONAL MONEY ORDER

TMPORTANT - (LF BALL 8:FORE LISHING )

NEY ORDEN NUMBEN

MO

D&J.DI: ‘ Mough BIvaR/CRAWER,
Esid, OF HONEIGTAY PEINENT STITENS,

If presented with an “Image Quality/Usability Failure” message after completing step 1 above, follow the
processing steps on page 15.
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Viewing and Printing Reports and Images

Note: Reports and check images are available for 60 days.

To Print Reports With Prior Day Deposits

1. From the Analytics menu, select Reports > Deposit Reports > Deposit Detail
Select the Start Date and End Date.

Select the Location, if applicable.

Check the Select All box for Locations and Accounts. (or select specific).

vk W

Select Generate Report.

To Print Reports With Multiple Images

From the Analytics menu, select Research.

Select the Start Date and End Date.

Select Location, if applicable.

Select Transmissions from the Query by option.

Select Deposits from the Look For option.

Select Acknowledged from the Where option and the applicable date.
Click the Search button.

Highlight the deposit you want to view/print images from.

W N R WDNRE

From the drop down, select the number of checks per page you would like displayed and whether you
want “Front & Rear” or “Front Only”.
10. Click View PDF to print or save.

Raggarch By TransacHon Report
[ |

Repot Crialad oy VER020 330018 P by millen:

Pl Risasineh I0x 2
L Elalia AchTawisdged

Traoes 20101231 S00EEIE30000C00001 Tracer 201912310000 3383000000001

Tracer 20101231 D03 3EI00C000E Tracss™ 201512319002 33&E0000C00003
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Deposit Adjustments

Occasionally, a check may be rejected after the deposit has been submitted to the bank for processing. To
reduce the chances of a check being rejected, be sure to review the information about “Image Quality” and
“Ineligible Items” on page 4.

Based on Check 21 standards, check image quality is required to meet certain specifications. The Image
Quality Assessment (IQA) tool will identify most checks with poor image quality or MICR issues, however
following the guidelines listed on page 4 will help ensure checks are scanned and images captured properly.
If the image fails the IQA test after the deposit has been sent to the bank for processing, it will be removed
from the deposit and must be deposited in a branch. For additional information about MICR Detection, see
page 19.

If a check is rejected, a notification will appear on the Dashboard when logging into Remote Deposit.
Notifications will drop off after 60 days so it is important to review and perform any necessary action on all
rejected items in a timely manner.

Dashboard

O Capture v
My Messages )
2  Transmit A Acknowledgement pending.
07,/10/2022 A
An Adjustment has been made to your account. 07,/10/2022
IEI Analytics v Your deg 07 /10,2022 required an adjustment. Please Anl

Acknowledge adjustment

revier

T 2

VewRepot  © Acknowledge -] and Confirm
2 Admin v | Reason for } y

adjustment !

| acknowledge that | have read the
message.

Confirm

1. The reason the check was rejected will be displayed.
2. The View Report link will provide an image of the rejected check(s).

Depending on the reason for the rejection, the check may be redeposited through the scanner or
may need to be deposited in a branch. If unsure, please contact the Cash Management department.

3. Once reviewed and action completed, check the box to acknowledge and confirm.

4. Deposit Adjustments may also be viewed from the Analytics > Reports menu.

f Dashboard

Reports

& Capture

8  Transmit

Reports
L

Search Q ‘

> Admin Reports

Deposit Reports
Deposit Adjustment

If the amount of the rejected check was part of a deposit and debited from the account, it will appear in the
Business Online Banking Transaction History as a “Miscellaneous Debit”.

APR ) ) ($1,800.00)
20 Miscellaneous Debit §121,273.96

APR1E $1,800.00
Sops = REMOTE CAPTURE DEPOSIT 12307506
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MICR Detection

As a default and to aid in fraud prevention, the Magnetic Ink Character Recognition (MICR) detection feature
in CWB’s Remote Deposit is enabled/turned on. As a result of this protection, if a scanned check was
printed without magnetic ink, the item will typically result in an error message of “No MICR line is detected”
and will not be able to be processed through Remote Deposit. If you experience recurring MICR issues,
please contact Cash Management.

Customer Responsibilities When Entering MICR Information

If the MICR line of a check printed with magnetic ink is not captured correctly when scanned, the missing or
incorrect characters may be manually keyed in, enabling the check to be submitted for processing.

If any MICR characters are entered, it notifies the Bank as a warning. Accuracy and placement of MICR
information is crucial. If any MICR characters are manually keyed, all MICR line information must be entered
accurately and in the proper placement or the item will be rejected. This includes the check number and
any leading zeros if present in the MICR line.

e Check numbers for business formatted checks are entered in the Auxiliary field.*
e Check numbers for personal formatted checks are entered in the Process Control field.*

Auxiliary . SUMMARY: If any MICR
Business format check . .. .
[ number information is manually keyed in,
all information on the MICR line

EPC .
) must be entered: routing number,

‘_ I account number and check number,
Routing Transit including leading zeros. The MICR

‘- ' information entered must match

. I the MICR information presented on
Account the check (no more, no less).

" I If the amount is the only thing
Process Control changed (i.e. amount is unable to be

‘- ‘ Personal format check read or legal amount does not

b
| number match courtesy amount), the check

_ . can be processed even if the check

‘_ 760.00 I number does not get captured when
the item was scanned. This is
because the amount is not part of
the MICR and therefore does not get
flagged as a MICR issue.

Amount

*A check format is based on the MICR placement, not the size of the check or whether the maker is a
business or individual. Business formatted checks have the check number to the left of the bank routing
number. Personal formatted checks have the check number to the right of the bank routing number (it can

appear before or after the account number, but will always be to the right of the bank routing number).

See examples of check business and personal check formats on following page.

Rev 7-1-26 Page 19 of 21 CMR 101



Rev 7-1-26

Example of business format (check number to the left of the bank routing number):

SRR

**3,186.85
$

Three Thousand Gne Hundred Eighty-Six and 851100

DOLLARS

034471211 |2470 |
[r——r—

e 5= 13 /6

{ oRDER OF. $ 125 -

MEMO. — L4

4234088 L b2t 70| Com—

Uk

3 - = — =
¥ w12 it eas ot - Pivos | i

Vet it

Page 20 of 21

| _ I l 11539 |
-m‘" - Rkl i

RS- Y —

Example(s) of personal format (check number to the right of the bank routing number):
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Deferred/Existing Deposits

If you see one or more Existing Deposits listed on your Create Deposit page, these are partial deposits that
were never completed for one reason or another. Typically, you will have already completed another
deposit for these checks or deposited them in a branch and the pending deposit is now a duplicate that

simply needs to be deleted.

When you see a deposit listed under “Existing Deposits”, you have two options. If the deposit has not been
made, you can complete it or delete and start over. If the deposit was completed, the existing or partial

deposit should be deleted.

1. Determine if the deposit has already been made and the “existing deposit” is indeed a duplicate.
2. Click on the Action link.

Create Deposit

Location * Amount *
‘ CWVCB Demo - Checking X v ‘ S 000 ‘
Account * Processing Date *
Select a account v ‘ ‘ 08,08 /2024 [ D I
Enter date in MM /DD /YYYY format.

Create Deposit

@ng Deposits

Date Account Description Amount In Balance Action
05/01/2024 Checking (1] S 15.00 No >
05/07/2024 Test Checking [l:l) S 300.00 No p

3. Ifthe deposit is not a duplicate, continue processing the deposit by following the instructions in the
status box as you normally do for a Remote Deposit. If the deposit is a duplicate, and needs to be
removed, continue with the following steps to delete the deposit.

4. To delete the deposit, click the “Close” button and select “Delete”

The Deferred/Existing deposit will no longer appear on the Create Deposit page.

5. Repeat for any other “Existing Deposits.”
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