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About Commercial Remote Deposit (CRD)

Commercial Remote Depositis Old National Bank’s remote deposit capture service designed for
business customers seeking to deposit their checks without making a trip to a banking center. You
will have same-day credit for your deposits when they are submitted to Old National by 9:00 PM ET
(8:00 PM CT) on banking days. It can also be used to upload an image cash letter file or scanning
coupons with checks to streamline internal posting processes. Images and reports are available for
arolling 25 months. Businesses also can self-administer their own users and retain control over
their own user permissions.

Be sure to check the Old National Treasury Management Information Center for current
documentation and news updates.

Using this User Guide

Buttons and items to click are denoted in bold. On screenshots, required steps are indicated in red;
optional steps are indicated in blue.

Because so many options are configurable by merchant, there are a lot of sections in this guide that
may not pertain to you. For ease of reading, try viewing the Navigation Pane (View- Navigation Pane)
and minimizing any options that you do not need to use. You can also hover over any heading and
click on the black triangle to minimize that section.

Zg]f)ltem Keying Mode - Default

After each item is scanned in the Sce

Secan ltemas mndule This is the stand

System Requirements

See the current system requirements here

Supported Scanners

See the current supported scanners list here

Getting Started

Here is the URL for CRD: https://oldnational.itms-online.com/OldNationalDefault.aspx

The URL is also linked on the Treasury Management Information Center in the Commercial Remote
Deposit section.

NOTE: After 15 minutes of inactivity, you are logged out of CRD automatically. If you close your
browser without logging out and then need to get back in before the 15 minutes of inactivity, you will
see a message that says your user is already logged in — click the Login button to begin a new
session. This feature prevents users from accidentally logging into CRD in multiple browsers.


http://www.oldnational.com/tmic
https://www.oldnational.com/49c926/globalassets/onb-site/onb-documents/onb-business/onb-business-tmic/crd-system-requirements.pdf
https://www.oldnational.com/49c3cf/globalassets/onb-site/onb-documents/onb-business/onb-business-tmic/crd-supported-scanner-list.pdf
https://oldnational.itms-online.com/OldNationalDefault.aspx
http://www.oldnational.com/tmic

First Time Setup

Prior to logging in, please make sure you have a compatible scanner and the required cables.
Allow pop-ups for CRD in your browser of choice:

e Chrome: follow Google’s instructions for allowing pop-ups for specific websites, and enable
po-ups for your CRD access URL

o Firefox: follow Mozilla’s instructions for allowing pop-ups for specific websites, and enable
po-ups for your CRD access URL

e Microsoft Edge: in Edge, click the Menu button -> Settings -> Cookie and site permissions
-> Pop-ups and redirects. Under Allow, click the Add button and enter the CRD URL to
allow pop-ups.

e Safari: follow Apple’s instructions for customizing pop-ups for specific websites

User Credentials and Passwords

The administrator for your company is assigned a User ID by Old National Bank. All other users for
the company will be created and assigned by your company’s administrator user.

For your first time logging in or after a password reset, you will be assigned a temporary password
and prompted to change your password at your next login.

Security Questions

The first time you log in, you will be prompted to answer five security questions. You will be
prompted to answer these questions at login every 90 day, or anytime you clear the cookies in your
web browser. The answers to the security questions must be alphanumeric, between 3 and 5
characters long, and contain no special characters. You cannot have the same answer for multiple
questions.

To have your security questions reset, contact your company administrator.


https://www.oldnational.com/49c3cf/globalassets/onb-site/onb-documents/onb-business/onb-business-tmic/crd-supported-scanner-list.pdf
https://support.google.com/chrome/answer/95472?co=GENIE.Platform%3DDesktop&hl=en
https://support.mozilla.org/en-US/kb/pop-blocker-settings-exceptions-troubleshooting
https://support.apple.com/en-ca/guide/safari/sfri40696/12.0/mac/10.14

Installing Scanner Control Manager (SCM)

CRD uses additional software to connect to a scanner, known as the Scanner Control Manager or
SCM. Download and install the most recent version of the SCM at any time through CRD. You must
have administrative rights on your computer or have an administrator available to download and
install the SCM and drivers.

Before Installing

e Make sure to have a supported scanner and connect all necessary cables (power, USB)
e |f using a TWAIN scanner, install the driver for the device before installing SCM

e |fusing another scanner type, uninstall any previous drivers

e Ifan earlier version of SCM is installed on the computer, uninstall it before proceeding

Installing SCM

1) Loginto CRD usingyour preferred browser
2) If not automatically taken to the Settings menu, click the Deposit tab and then on the
Settings icon

Image & Transaction Management System

Welcome
Last Login: April 29, ? E’

3) Inthe Scanner Model list, select the scanner’s model name

Settings
Scanner Model: Scanner Information:
Select a scanner .
Scanner Control Version:
SElecta Scanner Scanner Driver Version:
Canon
Digital Check
Digital Check (Burroughs) Adaptive  [Jilssd! ‘ (]
Epson 1675
Panini . .
RDM EC9100i %"—"'—5"—-“57 e Workstation Information:
. . L. _i% ¢ieo
?ﬁﬂﬁcgmm’ S P— Client ID: Scan a check to show your Client ID
SAMPLE - NOT VALID q
' . o Ao £ Orttany Screen Resolution: 1280 x 720 NOT Supported
$2L95=39L 5 WO0DDDOE?S* ODO? A0O00000RSODH

4) Click Save

5) Inthe Software Required dialog, click Install. Follow the instructions shown to run the
installer file after the download completes (browser-specific)

6) When the installation finished, log out of CRD and close the browser

7) Open the browser and log back in to CRD

8) Inthe Install Update dialog, click Install

9) If the Install Update dialog does not automatically appear, open the Settings menu
10) If prompted by the update installer, disconnect the scanner’s USB cable and click OK
11) When prompted, reconnect the USB cable, turn on the scanner, and click OK


https://www.oldnational.com/49c3cf/globalassets/onb-site/onb-documents/onb-business/onb-business-tmic/crd-supported-scanner-list.pdf

12) If on a Windows operating system, wait for a notification that the device driver software has
been installed
13) Restart the computer

Contact us for more support

Network Scanners

If using the RDM network scanners, you do not need to install the SCM because there is no driver.
Please see below for more information on connecting network scanners:

Network Scanner - RDM EC9700i/9600i
The EC9700i/9600i network scanner can be connected via USB or ethernet cable.

USB connection:
e Update the firmware:

o When a firmware update is available, users will be prompted at the Deposit page to
Install the firmware 1.3.1.0065 update

o Ifthe firmware version is lower than 1.2.1.280, you will be directed to the scanner’s
dashboard and prompted that a new firmware version is available. Click Yes to
proceed with the update, and enter the default Dashboard credentials:

= username - administrator
= password -rdm123

e The scanneris plug-and-play enabled which means the user can just login to CRD and start
depositing checks

e Ifyou are not able to start scanning checks immediately upon login, follow the process
below for ethernet scanner setup

Ethernet connection:

Ethernet connections require the Network Serial Number and Certificate installation.

You must have administrative rights on your computer or have an administrator available
to download and install the certificate.

1) Configure the browser to allow pop-ups for the CRD URL

2) Connectthe RDM EC9700i/9600i series network scanner to the computer using a network
connection

) Loginto CRD
) If not automatically taken to the Settings dialog, click Settings.

5) Inthe Scanner Model list, select RDM EC9700i, EC9600i Network.
)

In the Network Scanner Serial Number field, enter the scanner's serial number, located on
the sticker on the bottom of the scanner

7) Click Install Certificate and choose where to save the certificate installer on the
computers.



8) Run the installer, by double-clicking the application file from the file explorer or by opening
the file from the browser

9) Once the certificate installer has finished, in the Settings dialog in CRD, click Connect

10) Another dialog should appear stating that the scanner connected successfully

Uninstalling SCM

You may receive a notification that an update to SCM is optional (can continue scanning as usual if
desired) or required (must be done before scanning). You must have administrative rights or an
administrator available to uninstall SCM.

Windows:
1) Disconnect the scanner from the computer
2) Enter “control panel” in the windows search
3) Click Control Panel to open it from the search results
4) Under Programs, click Uninstall a program
5) Click onthe SCM component from your list of programs and click Uninstall - you may need

to select multiple items from the list like the scanner driver, download agent and scanner
controller

6) Click Yes to confirm that you want to uninstall the selected component

7) When the uninstall finishes, repeat steps 5-6 for all other components

1) Do one of the following:
a. Open Launchpad, thenin the Search field, enter “terminal”
b. Openthe Applications folder, then open the Utilities folder. Double-click the
Terminalicon
2) Inthe Terminal window, do one of the following:
a. Ifuninstalling SCM version 4.0.2.1, enter “sudo/User-s/Shared/RDMUninstall.sh”
and press Enter
b. If uninstalling SCM version 4.0.3, enter “sudo/User-
s/Shared/RDM/RDMUninstall.sh”
3) If prompted, enter the administrator password
4) The script will uninstall SCM from the computer NOTE: you must manually delete the script
file
5) If needed, install the latest version of SCM

Perform a Test Scan

To ensure that your scanner has been successfully connected to CRD, you may run a test scan:

1) Open a browser and log into CRD
2) Setacheckintoyour scanner’s loading area
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3) Click onthe Deposit tab and then on the Settings icon

Welcome

Last Login: April 29,

4) Click Test

Settings

Image & Transaction Management System

2 (3 &

Scanner Model:

Select a scanner v ‘ ‘

Test Your Scanner:

& v B 2K T o

?

1675
WLLIAME Wi Lipws Q
o e, ﬂ’-!.«-_-ao 15 557 1zemanz
L“.‘LI?J:"_LEEﬁ-:w R 1% éj.00
: i
M.%M&M-_Ml:nn LLARS
SAMPLE. NOT VALID

©#2L95+~39L 55 W00000LE7S* 0007 #000000GS00M

5) A preview image of the check should appear in the image viewer — the check is not included
in a deposit and must be scanned again as part of a deposit to be processed by Old

National

C 3




Using Commercial Remote Deposit

The modules in CRD are granted by permission —your user profile may not include all the features
or sections covered. Contact your company administrative user if there are additional features that
you need to access.

Navigating the Deposit Tab

Il OLD NATIONAL BANK'

< | & Administration © Deposit Q Research Bl Reports Jo User Settings | =] Deposit Review | @ DepositWatch+ ¥ Documentation

2posit > Batch Status

Hierarchy Filter:
ABC Company

Modules Batches ltems Amount
n L
| o= | Scan Items 0 0 $0.00
[S= | Key Data 0 0 $0.00
5D | Balance Batches 0 0 $0.00
' @ Approve Batches 0 0 $0.00
. E;/. Authorize Batches 0 0 $0.00

In the landing screen of the Deposit tab, users can easily see what modules have deposits in
process and if any access needs to be taken.

SCAN ITEMS - items are in the initial scanning stage. Deposits can contain one or more batches of
checks, remittances, or general documents. All transactions must contain at least one check.

KEY DATA — enter any additional required item information that was not automatically lifted by the
scanner.

BALANCE BATCHES — ensure the total of the checks scanned matches the batch control total

APPROVE BATCHES - all deposits must be finalized and approved in order to be transmitted to Old
National for deposit

AUTHORIZE BATCHES — some companies require a second level of approval before deposits can be
submitted to Old National for deposit

11



At any time, click on the hamburger menu on the left side to expand the member nodes to view the
merchant, location, and account that you are working within.

[ )sit> Batch Status

Hierarchy Filter:
ABC Company

Modules
4 = ABC Company (0) - | FEH Scan Items
4 9 Ccambridge (0) —
# 000123654 (0) —
= NameCo (0) — Key Data

4 9 Toronto (0)

i 000123654 (0) —
Balance Batches

|

' @ Approve Batches

E‘/ ; Authorize Batches

Making Deposits

Preparing Deposits

You will first need to prepare the deposit to be scanned. Many of the steps you will take in this
process are similar to what you would do to prepare a deposit to be taken to a banking center.

1) Add the items in the deposit using a calculator or adding machine to get a control total. CRD
will read the scanned items to balance to your control total. Alternatively, you can use the
calculator feature within CRD to total your checks prior to scanning.

2) Ensure any staples, paper clips or other binding materials are removed from the items prior to
scanning.

3) Make sure any check skirts or stubs are removed.

4) If you are using a scanner that is a multi-feed scanner (such as a Digital Check TellerScan 240
or a Panini Vision X), we recommend grouping personal checks together, then putting
business checks behind them. This will help minimize mis-feeds.

12



Please see the Making Deposits section of this guide for more information on how to process your

deposits.

Eligible and Ineligible ltems

Refer to the table below for eligible and ineligible item categories:

Eligible Items Ineligible ltems

Personal Checks Cash

Business Checks Checks drawn on foreign financial institutions
(excluding Canada)

Cashier Checks Checks printed in non-MICR font or ink

Travelers Cheques Imaged returned deposit items (IRD)

Canadian Checks in CAN or USD; foreign Checks denominated in non-U.S. Dollars (e.g. £,

deposit item fee applies (CAD will have an €, ¥, etc.)

adjustment made the next day based on the
exchange rate)

Special procedures for Canadian items
Money Orders Note: Checks with missing or invalid characters in the
Money orders often fail image quality due to MICR line

light ink and colored backgrounds. Follow the
below procedure for money orders that fail in
Commercial Remote Deposit.

Make a Physical Deposit

If you would like to deposit foreign items, image replacement documents, or items that are unable
to pass CRD’s image quality controls, you can visit your nearest Old National banking center or mail
the items, with a deposit ticket, to

Old National Bank
PO Box 1227
Evansville, IN 47706

Note that additional fees and a delay in funds availability may occur when depositing checks drawn
on foreign financial institutions. Do not mail cash.

Scan ltems

1) Prepare your deposit
2) Loginto CRD and click on the Deposit tab
3) Clickon Scan Items

Modules Batches ltems Amount

Scan ltems 0 0 $0.00

!ﬂﬁ!

13
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4) Selectyour location and account in the drop-down menus if needed, and click the Scan

button
Deposit > Scan Items

Define batch parameters: Additional actions:
Location: Toronto v _ A
| View Batch List |
Account: 000123654 v — |m|
ran eCcKs

Close Batches |
@ Person Not Present |7

Back Office

P —

o ()

5) Enter the control total of your deposit, or click on the calculator tool to add the checks and
create a deposit tape

Deposit > Scan Items (Batch Keying) > Batch Parameters

Location: Account: Person Not Present
Toronto 000123654 Back Office
Calculator

Define batch parameters:

/ tool
Batch Control Total ($):

Transaction Profile: Check Only v h




a. Use the calculator tool and click Apply Total to automatically populate the control
total field with the amount calculated

Calculator X
1700.00 1 $500.00
2 $100.00 +
o CE C 3 $250.00 +
4 $700.00 +
7 8 9 5 $150.00 +
+ Total: $1,700.00
4 5 6
1 2 3
E ) - ( Apply Total ) Print
\._‘_____/

b. Select the Transaction Profile from the drop-down menu if needed — Check Only or
Check and Coupon for scanning remittance items
c. Clickthe Scan button in the lower right corner

i Cancel ‘ Secan
d. If available —select Keying Mode
i. ltem Keying
ii. Batch Keying
iii. Key Plus Keying
6) The scanner will initialize and pull in the checks.
a. Ifusing a TWAIN scanner, start by placing a single check or remittance face-down
on the scanner bed, and click Scan. Then flip the check or remittance and click
Scan again. The front and back of each item must be scanned individually.
7) Once the scanner has completed scanning the inserted items, choose from the options
presented:
a. Scanning completed —you have finished scanning — click OK
b. Resume scanning —add additional items to your deposit — insert your additional
items into the scanner and click OK
c. Add a General Document - scan a document that will be included with the deposit
for your records -



i. click OK, enter a name for the new document in the Document Name Field,
insert the document into the scanner and click OK again

Continue Scanning Options
Scanned Documents (1)

(O Scanning completed

@ Resume scanning

(O Add a General Documeht
i

8) The last option in the Scan Items workflow allows you to choose whether to leave the batch
open or close the batch. Leaving the batch open would allow you or another user in your
company to add more items to the batch later. Closing the batch finalizes the batch and
stops other users from adding additional items. Close Batch will close the batch and bring
you back to the Scan Items module. Close batch and proceed to <next module> will close
the batch and take you to the next step in the deposit workflow, depending on your user
permissions. After closing the batch, you may be prompted to re-enter the Batch Control

Next Action e
("L!eave batch open for additional items

=== Il

@ Close batch

() Close batch and proceed to Approve Baiches

[ Cancet Bt

Total. (

Keying Modes (Optional Feature)

You may have multiple keying modes available that you would choose before scanning, and would
show at the Key Data stage of a deposit:

e |tem Keying — normal workflow for each deposit through scanning and data entry
e Batch Keying — add additional information to each item by working in batches
o Key Plus Keying — match checks to remittance items

Additional Tasks in Scan ltems
Franking or Endorsing Checks

If the scanner supports franking and has a franker installed, you can mark (“frank”) the front of the
checks to indicate they were presented for deposit.

16



To use the franking feature:

1) Click on the Deposit tab and then Scan Items

2) Insert the items to frank into the scanner, according to the scanner manufacturer’s
instructions

3) Click Frank Checks on the right side of the screen
osit > Scan ltems

s

Define batch parameters: Additional actions
Location: Select a Location v
View Batch List

Account: Select an Account v

Close Batches
@ Person Not Present

M narl Nffira
4) Once the items have finished going through the scanner, additional options are given:

a. Tofrank more items, insert the items into the scanner and click Resume Franking
and then OK

b. To stop franking items and return to the Scan Iltems module, click Franking
Completed and then OK

Your company may also be configured to spray an endorsement on the back of the checks, if the
scanner has the capability and an ink cartridge installed. This is uncommon — most companies use
only the virtual endorsement added to each check image by CRD.

Deleting, Closing, Exporting, Editing, Or Resolving a Transaction Profile Mismatch for a Batch or
Item

These options are available in the Scan Items module by accessing the Batch List. The Batch List
lists all batches currently open in the Scan Items module, organized by transaction. Additional
options for the batches or items selected are listed along the bottom of the Batch List page.

1) Click on Deposit, then Scan Items

17



2) Click on View Batch List on the right side of the screen
Deposit > Scan Iltems

s

Define batch parameters: Additional actions

Location: Select a Location v — e

Qmw Batch List

‘ Frank Checks ‘

Account: Select an Account ~

Close Batches ‘
@ Person Not Present ‘

M narl Nffica
3) Inthe Batch List, select the batch or item and then choose from the options along the
bottom of the screen

[ EatTrans || | | | | e |

Adding a General Document

After all items are scanned, you will have the option to add a general document to your transaction.

The documents are not transmitted to Old National, but they are available in CRD for the 25-month
retention period.

1) Select the Add a General Document or Add Another General Document option
2) Inthe Document Name field, enter a name for the new document

3) Insertthe document into the scanner

4) Click OK

Continue Scanning Options
Scanned Documeniz (1)

() Scenning completed
(C) Resume scanning

@ Add a General Document

Document Name. | Correspendence]

18



5) Once the documentis scanned, you will have the option to add more pages to that
document, add another document, or finish (scanning completed)

Continue Scanning Options

Scanned Docurnents (2}
.;::;. Scanning completed
(O Resume scanning - Start new transacfion
(@ Add more pages to this General Document

(7) Add anather General Document

Depositing Canadian Checks

Canadian checks in US funds can be deposited with the rest of your checks like normal.

Canadian checks in Canadian funds (CAD) must be deposited separately using a location and
account denoted with CDN so that Old National can rout those checks a different way for the funds

conversion process.
After choosing the Scan module, select the location marked CDN from the batch parameters

Deposit > Scan Iltems

Define batch parameters:

Location: Select a Location v

Select a Location
Account: Location 1 ‘
Location 1 CDN i

Location 2

@ Person Not Present
Back Office

19



Then select the account marked CDN and proceed with your deposit as usual

Define batch parameters:

Location: Location 1 CDN v

Account: Account 1 CDN v

@ Person Not Present
Back Office

Key Data

This workflow will depend on the keying mode you selected at the start of the deposit, if available:

ltem Keying Mode - Default

After each item is scanned in the Scan Items module, CRD prompts for any necessary keying in the
Scan Items module. This is the standard data entry mode - if there is no option to select a keying
mode, you are in Item Keying mode. You will be prompted to update any missing orincomplete data
such as check amount, remittance account number, and any custom fields for your company.

Batch Keying Mode

Batch keying allows users to add additional information to each item by grouping of checks, also
known as a batch, in the Key Data module.

1) Ifyou did not choose to go to the Key Data module from the Scan Items module during
scanning, on the Batch Status page, click the Key Data module

Batches Items Amount
0 0 $0.00
2 4 $9,000.00

2) Onthe Batch Selection page, select a batch from the list of batches shown. Batches are
automatically grouped by the Location where a batch was created.

:—Deposit > Key Data > Batch Selection

Location & X

w UK
Account Created On & BCHN MNo. of Checks MNo. of Remits
@;_ 051312022 02:4421PM 1 . b
_-.--'---__ _—---'--_

20
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3)
4)

a. Toremove the Location grouping, drag the Location column header down to the list
of batches. Drag the Location column header back to the space above the batches

to add the grouping back.

:- Batch Selection
e

Location & 9

unt Created On a BCHN MNo. of Checks Mo. of Remits

Service 05/13/2022 02:44:21 PFM 1 1 0

b. Sort by clicking on a column header in the batch list. Click the header again to
switch between ascending and descending order.
Click the Select button

On the Data Entry page, do the following:
a. Ifthe transaction includes any remittances that require keying, in the Remittance No

field for each remittance, enter the remittance number
b. Ifthe transaction includes any checks that require keying, enter the check amount
in the Amount Field for each check

&

DAL et Sy

MORE

CHECKS

THAN . &_ya- =
PR 2 Z -
by Phy L0 SeCUiR EREE X
& S Kuedced twenty Fve ¢ L —— T Y
& | HsBCBANK
NOT NEGOTIABLE
SAMPLE - vOID
DO NOT CASH

Viitren

1107100002 21L0D0500600700 4087
LM Y Y L P AR S S e e

o A

i. Clickthe Show Auto-Complete checkbox to view all items scanned for all
transactions in the current batch. Otherwise, only items that require keying

will display
c. Enter any other additional information required in your custom fields for the items in

the transaction
d. To stop keying data and return to the Batch Selection page WITHOUT saving

changes, click Exit. Once all data is captured, click Submit Data

Exit Void Trans Suspend Reopen Export Submit Data

e. Ifthere is more than one transaction in the batch, repeat until all items from all
transactions have been keyed



Key Plus

Key Plus keying is an optional feature that combines the scanning, keying, and balancing processes
into a single process within the Scan Items module. Key Plus also allows users to apply the amount
from one or more checks to one or more remittances in a transaction.

4)

22

Follow the scanning and keying process as usual

In the Apply Amounts dialog, using the navigation arrows located at the top of the Checks
image viewer, select the first check in the transaction to apply to a remittance

Using the navigation arrows located at the top of the Remittances dialog, select the
remittance that you want to match with the check. You can also select a remittance by
clicking its corresponding Amount to Apply field

I Apply Amounts X

Checks e 10122 Transactions 1of1

CHECK TRANSACTION
Check Amount (3] 125.00 Check Amount () 625.00
" Unapolied Amount (3] 0.00 Remit Amount Due () 0.00
Satuit. ~ = 3 L% B Difieranca (8) E25.00
] Huureired twendy Fug 4 Vet—"Tomn 0 ’
P v e Unapplied Amount ($): 0.00
? 'l:-hl.'-.l 2 ¢ Qb0 5006
T YT
Remittances 1of1

Remit Accl Mo Amount Du=... | Total Applied Amo. ..

a.oo 52500

Cancel Insert Virtual Remit Edit Trans Apply

a. Ifthereis one check or one remittance in the transaction, the navigation arrows
above the Checks or Remittances image viewers are disabled. If there is only one
remittance, only one row will appear in the Remittances table.

In the Amounts to Apply field, enter the dollar amount, including cents, to be applied to the
selected remittance from the currently selected check
If you did not apply the total dollar amount of the check to a remittance, navigate to the next
remittance in the transaction. In the Amount to Apply field, enter the dollar amount to apply
that the remittance from the currently selected check.

a. The total dollar amount if each check must be applied to a remittance before you
can continue. The Unapplied Amount ($) for all checks in your transaction must be
$0

If you have additional checks in the transaction, use the navigation arrows located at the
top of the Checks image viewer to select the next check to apply to the remittance(s).
repeat steps 2-4 for all checks



a. Toadd a new virtual remittance to your transaction, click Insert Virtual Remit. You
will be taken to the Data Entry dialog to complete the required fields

n ii.'ar saction Profile Mismatch X

Optional Multi Remittances Single Cheack @ Al Exceplions

. Aot Mumbar TEREHIINGH21S e 1ot Emctoned o toar
Amounl Due 657 $i TE-E 1088
Winisum Anoued Due  $20.00 Lz ©

i
g v OF O OB

Mssngs, W1 6455
Card Number: LR B A I
Exp. Date [MMYY):
Addeess change 00 back:
D Mary Dobbs
. Stenback Wy #17
Dotton, GA G679
750542239k 5b42150%012002000200000306974

y

Cancel Batch || | Retypeas = |m Maove oid Item |
Additional Options in Key Data Module

Suspend a Transaction
Suspending a transaction leaves it pending in CRD —it will not be processed or transmitted to Old
National until it is resumed.

1) Inthe Batch Selection page, select batch that contains the transaction that you want to
suspend - if there is more than one transaction in the batch, on the Data Entry page, use the
First/Prev/Next/Last arrows to select the transaction — click Select

:Deposit > Key Data > Batch Selection

Locafion & X

v UK
Account Created On a BCN No. of Checks MNo. of Remits
Sales 051372022 02:19:30 PM 1 2 0
Sales 05/13/2022 02:26:53 PM 1 1 0

2) Click Suspend

| . o . .
|. Exit || Void Trans | |S Suspend } | Regpen | Export |

3) Enter areason for suspending the item or items (optional) and click OK

Enter Reason X

Enter reasen for selectzd Rem(s) to be suspended

Can(z{: |@
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Void a Transaction

Voiding a transaction will permanently delete all data for all items in that transaction from the CRD
system. The data cannot be recovered.

1) Inthe Batch Selection page, select batch that contains the transaction that you want to
suspend —if there is more than one transaction in the batch, on the Data Entry page, use the
First/Prev/Next/Last arrows to select the transaction - click Select

r Data > Batch Selection

Locafion & X

v UK
Account Created On a BCN No. of Checks MNo. of Remits
Sales 05/13/2022 02:19:30 PM 1 2 0
Sales 05/13/2022 02:26:53 PM 1 1 0

2) Click Void Trans

e
Ext | il | Supmit Data

3) A confirmation box will appear —to confirm, click OK. To cancel the void, click Cancel
4) If the last transaction is voided in the batch, the Next Action dialog will give you the following
options:
a. Show Batches Available for Keying — returns you to the Batch Selection page
b. Key Next Available Batch — opens the Data Entry page for the next batch available

suspena Reapen Export

Re-Open a Batch

You can re-open a batch that has been suspended and assign it to a user to continue working. You
cannot reopen and assign a batch to a user who already has an open batch associated with their
account in the system, or for a Location, Account, or scanning mode that already has a batch in
progress.

1) Inthe Batch Selection page, select batch that contains the transaction that you want to
suspend - if there is more than one transaction in the batch, on the Data Entry page, use the
First/Prev/Next/Last arrows to select the transaction - click Select

{ey Data > Batch Selection

Location & X

v UK
Account Created On & BCN No. of Checks No. of Remits
Sales 05/13/2022 02:19:30 PM 1 Z
Sales 05/13/2022 02:26:53 PM 1 1 0

2) Click Reopen
i

! Exit VoIg Trans

24
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suspena | (Ceopen )

Export

Submit Data



3) Inthe Select User list, choose the user that you want to allow to add additional items into
the batch. By default, the last user who closed the batch is selected, indicated with an
asterisk (*)

Select User 0

Select a user to assign the batch

4) To confirm the user selection and reopen the batch, click OK
5) If assigning the batch to your own user account, you will automatically be taken to the Scan
Items module’s Batch List page

Export Batch Item Data

Download the Batch Export Report in .csv format from any module in CRD. The file provides data on

all scanned checks and remittances from a selected batch, which can be used for review purposes

or additional processing outside of CRD. This report contains all MICR data and keyed fields, as well
as the batch, user, and scanner data.

1) From the Batch Selection page, click on the desired batch and then click Select
2) Click Export from the options at the bottom

3) Confirm by clicking OK or Cancel the export

4) Choose where to save the .csv file and click Save

25



Balance Batches

In the Balance Batches module, you will fix any mismatch between the Batch Control Total that was
entered at the beginning of the deposit, and the total dollar amount of the checks scanned in a
batch. If the Batch Control Total and the scanned total already match, there is no need for the
Balance Batches module. The options in this module are different depending on the keying mode
selected at the beginning of the deposit.

Balance Batches in Key Plus

Balance Batches b4

1of2 > »

Check Amount (&)

a ﬁ 120,00

- 500.00

N loq( Servifa | $ \“?_i‘i"*

|
"n
in_c.ﬁmdmﬂ_ﬁ&eﬁy Swe s Yor—""2w & s
; |{SBGC BANK List Tofal (%)
NOT NEGOTIABLE b
L 0D Bt — < 1
DO MCT CASH 1 Contral Total {
Wea w
'Dq s0000 EEI ':UD‘JUO EOO TDEIII'LDB? Difference (§): -5.00

h',‘ Batch Unbalanr=d

C— d___
1) Inthe Balance Batches dialog, you can:

a. Adjustanincorrect check amount by clicking on the check and entering the correct
amount for that check

b. Adjust anincorrect Batch Control Total

c. Permanently delete a check from your batch by clicking on the check and then
clicking Void Item

d. Return to the Data Entry dialog to verify all remittance or check data by clicking Edit
Trans

2) Verify that the amount displayed in the Difference ($) field is 0 and click Save

Balance Batches in Iltem Keying or Batch Keying (default)

With Remittance:

1) Click on Balance Batches from the home screen

L
v UK
Account Created On & BCH Mo. of Checks Mo. of Remits Total (5}
Service 05/16/2022 01:08:19 PM 1 2 1 800.00

2) Choose a batch from the Balance Selection page and click Select
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3) Each transaction from the batch should be balanced - optional: check the Unbalanced
Only checkbox to view only unbalanced transactions

acafen Account Batch Contral Number

| Tacadan

o

-

120.00

1087
w &) Baich Unbalanced
1 Tl 5;:.5: L2
iy Pyt 10X SELVILA s \iee
! S Huodced twenty Fve e Hiod— s 6 2

HEBC BANK

. ——— g
T 1304 40000 2 2 %00 500600 700~ 408 7
| oo R el il T ATl T el

4) If acheck amount was entered incorrectly, click the row in the Check Amount ($) table that
corresponds to that check. The selected check is indicated by the arrow in the Check
Amount ($) table. The selected check will appear in the lower image viewer window, and its
corresponding remittance will show in the upper image viewer window. Enter the correct
dollar amount for the check in the amount field for that check.

a. You cannot edit the amounts of any remittances on the Transaction Balancing page.
For a batch to be balanced, all transactions must be balanced, with the amount
listed on each remittance matching the total dollar amount of any associated
checks.

5) If the transaction cannot be balanced and you have permission to do so, click Accept
Unbalanced Trans

1
! Accept Unbalanced Trans Cancel Edit Trans Void Trans Suspend Reopen Export

6) Once the batch is balanced, or you have accepted an unbalanced transaction, click Save

Without Remittance
1) Click on Balance Batches from the home screen

v UK
Account Created On & BCH Mo. of Checks Mo. of Remits Total (5}
Service 05/16/2022 01:08:19 PM 1 2 1 800.00

2) Choose a batch from the Balance Selection page and click Select
3) If acheck amount was entered incorrectly, click a row in the Check Amount ($) table to
select that check. Enter the correct dollar amount for the check, including a decimal and
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DO NOT CASH Difference () $0.00
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) Batch Unbalanced

Press Enter to move to the next check in the table, you can also use the First/Prev/Next/Last
buttons to navigate, or click anywhere on the screen to cancel your selection. The currently
selected check is indicated by an Arrow, and the check will show in the image viewer
window
If the Batch Control Total was entered incorrectly, enter the correct amount in the Batch
Control Total ($) field. The Batch Control Total ($) and the List Total ($) must match for a
batch to be in balance
Once the Difference ($) shows 0, click Save
Choose an option from the Next Action dialog:
a. Show Batches Available for Balancing — go to the Batch Selection page in the
Balance Batches module
b. Balance Next Available Batch — automatically move to the next batch that needs
balancing
c. Proceed to Approve Batches — move to the Approve Batches module to finish
processing the newly balanced batch (user permissions required)

Additional Tasks in Balance Batches

Edit Transaction Data

1)
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Click on Balance Batches from the home screen

v UK
Account Created On & BCH Mo. of Checks Mo. of Remits Total (5}
Service 05/16/2022 01:08:19 PM 1 2 1 800.00

Choose a batch from the Balance Selection page and click Select
Click the Edit Trans button
On the Data Entry page, do any of the following:
a. Inthe Remittance No field, enter a remittance number for each remittance in the
transaction
b. Inthe Amount field, enter a check amount for each check in the transaction
c. Enter any other additionalinformation required for the items in the transaction
Once finished editing transaction data, click Submit Data



Void a Transaction

1)

Click on Balance Batches from the home screen

v UK
Account Created On & BCH Mo. of Checks Mo. of Remits Total (5}
Service 05/16/2022 01:08:19 PM 1 2 1 800.00

Choose a batch from the Balance Selection page and click Select
If there is more than one transaction in the batch, use the First/Prev/Next/Last arrows to
select the transaction to void
Click Void Trans — note: voiding a transaction permanently deletes all data for all items in
the transaction from the system. The data cannot be recovered
To confirm that you want to void the transaction, click OK; to cancel voiding the transaction,
click Cancel
If you voided the last transaction on the batch, in the Next Action dialog, select an option:
a. Show Batches Available for Balancing — go to the Batch Selection page in the
Balance Batches module
b. Balance Next Available Batch — automatically move to the next batch that needs
balancing

Suspend a Transaction

Suspending a transaction leaves it pending in CRD —it will not be processed or transmitted to Old
National untilit is resumed.

1)
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Click on Balance Batches from the home screen

v UK
Account Created On & BCH Mo. of Checks Mo. of Remits Total (5}
Service 05/16/2022 01:08:19 PM 1 2 1 800.00

Choose a batch from the Balance Selection page and click Select

If there is more than one transaction in the batch, use the First/Prev/Next/Last arrows to
select the transaction to suspend

Click Suspend

XL
Exit VoId Trans Reopen Export Submit Data

Enter a reason for suspending the item or items (optional) and click OK

Enter Reason X

nter reasen for selected Bem(s) to be suspended



Reopen a Batch
1) Click on Balance Batches from the home screen

L
v UK
Account Created On & BCH Mo. of Checks Mo. of Remits Total (5}
Service 05/16/2022 01:08:19 PM 1 2 1 800.00

2) Choose a batch from the Balance Selection page and click Select
3) Ifthereis more than one transaction in the batch, use the First/Prev/Next/Last arrows to
select the transaction to Reopen
4) Click Reopen
I

| B g
! Exit VoId Trans Suspend @ Export Submit Data

5) Inthe Select User list, choose the user that you want to allow to add additional items into
the batch. By default, the last user who closed the batch is selected, indicated with an
asterisk (*)

Select User v 4

Select a user to assign the batch

w

-Select-
Test ‘
| J [

6) To confirm the user selection and reopen the batch, click OK

7) If assigning the batch to your own user account, you will automatically be taken to the Scan
ltems module’s Batch List page

Export Batch Item Data

Download the Batch Export Report in .csv format from any module in CRD. The file provides data on

all scanned checks and remittances from a selected batch, which can be used for review purposes

or additional processing outside of CRD. This report contains all MICR data and keyed fields, as well
as the batch, user, and scanner data.

1) From the Batch Selection page, click on the desired batch and then click Select
2) Click Export from the options at the bottom

3) Confirm by clicking OK or Cancel the export

4) Choose where to save the .csv file and click Save
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Batch Approval, Authorization, and Deposit History

The final step in processing a batch for deposit in CRD is batch approval, and potentially batch
authorization. Before being processed for settlement, all batches processed through CRD must be
approved and submitted through the Approve Batches module.

If your company’s configuration requires it, some batches may require a second level of approval
and will be sent to the Authorize Batches module. The process for approving or authorizing batches
is the same, but a user’s ability to do either depends on their permissions.

Approve or Authorize Batches

The last step in processing a batch for deposit is batch approval, and potentially batch
authorization if your company is set up to require two users to submit a deposit.

Approve Batches

1) Ifyou did not choose to go to the Approve Batches module after you finished processing in
another module, click on the Approve Batches module from the Deposit home screen or the
Batch Status page

© Deposit Q Research

Modules
| B | scan Items

| =

| E| Key Data

|
| Balance Batches

5 v | Approve Batches

' |
Ev| Authorize Batches

[~
|(1)| Suspense Pool

2) Onthe Batch Selection page, click on the arrow next to a Location name to expand the list
of batches made at that location waiting for approval

3) Select the checkbox next to a batch to add it to the list of batches you want to approve; you
can also click the checkbox in the header row to select all currently available batches on
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your current page or across all pages
: Batch Selection

Approve Batches | Deposit History | Suspenso Pool

4) Click onthe Select button

5) Click on the Submit for Deposit button across the bottom of the window

B Reopen Delete gatch | [ EgRBCN | [ Eait Deposit igentiter Submilfor Deposs
6) Adeposit status dialog will appear
a. Approved - the deposit was successfully submitted
b. Submitted - the deposit was submitted to the Authorize Batches module for
second-level approval
c. Warning —the deposit was successfully submitted but approached a limit set for the
account
d. Declined -the deposit was declined because it passed a limit set for the account
i. Click the arrow next to Show More Details and next to any entries in the

Details table to view more information about any declined deposits
7) Click OK to return to the Batch Selection page

Authorize Batches

If your company is set to require two users to submit a deposit and the first user has processed the

deposit through the Approval stage, another user must log in and start at the Authorize Batches
module

32

1) From the Deposit home screen, click on the Authorize Batches module

@ Deposit Q Research

Modules

i
== | Scan Items
E} Key Data
\
/i2\| Balance Batches

1 @ Approve Batches

[ = |
E}} Authorize Batches

[~
{(1)| Suspense Pool



2) Onthe Batch Selection page, click on the arrow next to a Location name to expand the list
of batches made at that location waiting for authorization

3) Select the checkbox next to a batch to add it to the list of batches you want to authorize;
you can also click the checkbox in the header row to select all currently available batches
on your current page or across all pages

Approve Batches | Deposit History | Suspense Pool

4) Click onthe Select button

5) Click on the Submit for Deposit button across the bottom of the window

B expot | [ Reopen Delete gatch | [ EgRBCN | [ Edit Deposit igentiter Subimilfor Deposs

6) Adeposit status dialog will appear

a. Approved - the deposit was successfully submitted

b. Warning —the deposit was successfully submitted but approached a limit set for the

account
c. Declined -the deposit was declined because it passed a limit set for the account
i. Click the arrow next to Show More Details and next to any entries in the
Details table to view more information about any declined deposits

7) Click OK to return to the Batch Selection page

Deposit History

The Approve Batches and Authorize Batches modules also contain a Deposit History tab, which
shows the status of any deposits submitted to Old National within the last 14 days. After 14 days,
deposits are available to view using the Research tab

1) From the home screen of CRD, click on the Deposit tab across the top

B OLD NATIONAL BANK'

4 >& Administration Q Research

2) Onthe Batch Status page, click on the Approve Batches or Authorize Batches module

QD@ | Approve Batches 0 0 $0.00

E‘/ Authorize Batches 0 0 $0.00
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3) Click onthe Deposit History tab

Batch Selection

%\pprove Batches | Deposit History Suspense Pool

4) Click the arrow next to a date in the list to view all Locations where a deposit was made on
that date. NOTE: only deposits from the last 14 days are listed in the Deposit History tab.
Then, click the arrow next to a Location to view all deposits that were made at that Location
for that date

&"l Jr2022
O

p Senvice 05/13/2022 03:16:00 PM 59 1 0 1.000.00 ACCEPTED

= . No. of No. of = :
ALC 3 5 ; 5| mis e | Staws
Account | Created On DCN - UserMame oo po pomig 18l Depost Submission Tim tatus

5) The Status column shows the status of the deposit:

=  Waiting —the deposit is waiting to be transferred to CRD

= Sent-the deposit has been successfully transferred to CRD

= Accepted - the deposit has been accepted by CRD

= Failed - the deposit has failed to be transferred to CRD within a stipulated
service time. Contact Old National TM Service for next steps

= Deleted -the deposit information is corrupted, and the deposit must be
rescanned. Each item in the deposit is automatically voided to prevent any
Duplicate Item errors occurring during rescanning

Suspense Pool

Both the Authorize Batches and Approve Batches modules include a Suspense Pool tab, to view
and manage suspended items. The Suspense Pool is used to pause processing on selected items in
a batch. Any non-suspended items can continue to be processed without issue, while suspended
items can be held for review and resumed later.

From the Suspense Pool tab, you can edit the data for suspended items, void items from the
system, resume processing for items, or export all the data for items to a .csv file for review. When
ready to resume processing of the suspended items, each suspended transaction is added to a
new batch for processing in the system, allowing you to continue processing that transaction from
the place in the workflow where it was suspended.

Resume Processing for Suspended Items
1) Access the Suspense pool by:
a. Onthe Batch Status page, click the Suspense Pool Module

Modulgs Batches tems Amount

4] 0 $0 00

TOTAL (1] i §0.00
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b. Inthe Approve Batches or Authorize Batches module, click the Suspense Pool tab

Deposit > Approve Batches > Suspense Pool > Batch Selection
I

1
‘ Approve Batches | Deposit History KSuspense F?ool)
o

2) Onthe Batch Selection page, click the checkbox next to a transaction to add it to your
selection and then click the Select button

| - |

w UK
accown! | Ceealed On a Source Depostkentfer BCH  TransType Mo of Checks  No of @enis  Totsl (3 MICR Hepar  IG Overrde | Dupicate Ovemide
—
( m Service  DERON2022 125050 PM  APPROVE 1 EOC 2 1 Tooen

3) Onthe Suspended Item Management page, click the arrow next to a transaction to view the

list of items in that transaction
4) Click the checkbox for an item from a suspended transaction to select it and add it to a new

batch in the system, and then click Resume from the options along the bottom

v UK
fre Crmaed O Swars Dot lEod ol b Sl SR 1 b bt o
¥ Sanica 08202022 12-50:50 APPROVE 1 BOC 2 1 700.00
e Tima 1R T MUTERH | AcEnint b Caosk Mo amats) B s | Beiae
Q) 1vIRNZZETIE PH 18T MSBI0UIIITES o0
Reason for suspension: Furier rens.
@ nscnazenos P 1852720508000 10131773 020000253 | 50060OTI0ED 017 000
(@ Ds1ea0220nDE FM 1ESTT2G D031 DRI000IZ2 | 400500500700 05 000
< Pagelofly

I
Exit { Void Trans Edit Trans ‘ @

5) Inthe Resume Batch dialog, enter a reason for resuming processing of the selected items.
Entering a Batch Control Number is optional. Then, click OK

Resume Batch b4

Enter a reasan for resuming the selected item(s).

Contacted customer

Batch Control Number

6) A confirmation dialog will pop up - click Yes to confirm that you want to resume processing;
click No to cancel and return to the Suspended Item Management page

1
Confirm Resume 2,4
Batch containing selected item(s) needs approval

Are you sure you want to resume?



Export Suspended Item Details from the Suspense Pool

1) Access the Suspense pool by:
a. On the Batch Status page, click the Suspense Pool Module

Modulg Batches tems Amount
0 0 $0.00
TOTAL 0 0 $0.00

b. Inthe Approve Batches or Authorize Batches module, click the Suspense Pool tab

Deposit > Approve Batches > Suspense Pool > Batch Selection

i
i e
| Approve Batches l Deposit History KSuspense Pool )

2) Onthe Batch Selection page, click the checkbox next to a transaction to add it to your
selection and then click the Select button

( ) Service  DSR2OV2022 125050 PM  APPROVE 1 BOC 2 1 70000

3) Onthe Suspended Item Management page, click the arrow next to a transaction to view the
list of items in that transaction

4) Click the checkbox for an item from a suspended transaction add it to the list of
transactions to export; click the Export checkbox in the header column to select all
available transactions. Then click Export from the options along the bottom

Qo

Reason for suspension: Furirer rensy,

122 1:08 M 18527 2085900113137 oo

BGI022 07:08 FM | 18527 2G0T A1TTE

(08 FM | 1853720610039 IITTS

e

| Exit @t) Void Trans H Edit Trans m

5) To confirm the export, click OK; to cancel the export, click Cancel
6) Choose where to save the .csv file and click Save

Edit Suspended Items from the Suspense Pool

Editing item data does NOT remove a suspended transaction from the Suspense Pool and resume
processing of the transaction. Any changes made to item data using the Suspense Pool module
only apply in the Suspense Pool until the item is resumed.

1) Access the Suspense pool by:
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5)

a. Onthe Batch Status page, click the Suspense Pool Module

Moduls Batches tems Amount
0 0 $0.00
TOTAL 0 0 $0.00

b. Inthe Approve Batches or Authorize Batches module, click the Suspense Pool tab

Deposit > Approve Batches > Suspense Pool > Batch Selection
i

I
| Approve Batches | Deposit History KSuspense I;ool)
o

On the Batch Selection page, click the checkbox next to a transaction to add it to your
selection and then click the Select button

= |
v LK
socownt | Creaied On a Sousrcs DepostMentfier ECH  TransTyse Mo Dhacks Mo of@enis | Tos (3 MIGR Rngar | 1G Override | Dupicate Dnmimide
&
( ) Service DS2OV2022 125050 PM  APPROVE 1 BDC 2 1 Tooon

On the Suspended Item Management page, click the arrow next to a transaction to view the
list of items in that transaction

Click the checkbox for an item from a suspended transaction that you want to edit, then
click Edit Trans from the options along the bottom

w LK
oima s G [ lme by wer e [owee oo
w Saniea 05202022 125050 . APPROVE 1 [l | 700
DataTina i R Muoar | Acesut Cauk o Amamtfyy [WCR T | etk

0 0512022 ¢1:08 PM |27 20aSODI T ZITTFS Ll

Reason for suspension: Further rensv,
e T e o 20000
18 FM | 165ITI0RNOOIONITTI 1% 000

< Pagel o1y

On the Data Entry page, do any of the following:
a. Inthe Remittance No field, enter a remittance number for each remittance in the
transaction
b. Inthe Amount field, enter a check amount for each check in the transaction



c. Enter any other additionalinformation required for the items in the transaction

S 0 BT Wlolo BT

REMITS
Account Number 7505468221326519 iy i
Amount Due 322065 ;i ! & Remit 1
Minimum Amount Due  $20.00 Remtance |
ESSs——
75 ngianhead Drve  Credit Card Payment: SHECHS
Mosinee, W1 54465 L )
Card Numbsar: i3} S
£ B Ameurt 200.00
Exp. Date (MMYY): i
iAddress change on back: LR SR Cheek 2
TAMCUNT: 500.00
D Bob Weightman
1372 RT 127
Fillup, MN 98654
T 750546822132 51903242002000200000220k55

d. To edit another transaction in your batch, click the First/Prev/Next/Last buttons to
navigate through the transactions in your batch, then repeat step 5
6) Once finished editing transaction data, click Submit Data

Void Suspended Items from the Suspense Pool
Voiding a transaction will permanently delete all data for all items in that transaction from the
system. The data cannot be recovered.

1) Access the Suspense pool by:
a. On the Batch Status page, click the Suspense Pool Module

Modul Batches tems Amount
0 0 $0.00
TOTAL 0 i} 5 0.00

b. Inthe Approve Batches or Authorize Batches module, click the Suspense Pool tab

1se Pool > Batch Selection

nosit > .ﬁ:

1 z z =
| Approve Batches | Deposit History Suspense Pool

2) Onthe Batch Selection page, click the checkbox next to a transaction to add it to your
selection and then click the Select button

| oo |

w LK

ocownl | Cieated O Source Depost Werifier BCH TansTyse | Ho of Checks | Mo of fenfs | Total (3 WICR Angar | 1C Dverride | Duplcate Dramids
—

( Service  DARONZ02Z 125050 FM  APFROVE 1 BOC 2 1 rooen

3) Onthe Suspended Item Management page, click the arrow next to a transaction to view the
list of items in that transaction

4) Click the checkbox for an item from a suspended transaction that you want to add to the list
of items your want to void, then click Void Trans from the options along the bottom
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* UK
Wa.ef |Wa.of MICR 10 Cuplieale | Cxpod
L de | [

et o FE SRR s Ech Tive | Carsks | R | 4318 g Dvenide | e
¥ Sarvca 052002022 12-50:50 APPRIOVE 1 BOC 2 1 700.00
DatwTie =1 BT HunEar  Aceount b Caock Ho it MR TR | DNt
G 0vieR0z20n08 P 180ZTZISSS00TINTES 1w
Reason for suspension: Furier rene.
G 051832022 69:08 PM | 16527 20GQMNG 10131773 06000553  S00GIITIOEMY o 200.00
DHN00NI2 | ADOSDIE00TEE 05 500.00

G 05HEI022 0408 PM 18827206 HEOIDIATTS
€ Pagel o1y

.>..

5) To confirm the permanent deletion of the selected transaction(s), click OK; to cancel the

export, click Cancel
6) Click OK
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Troubleshooting Deposit Processing Errors

While scanning checks with CRD, you may encounter problems, such as your scanner failing to
read MICR data correctly, or the images of your scanned checks not meeting Image Quality Analysis
thresholds. If an error occurs during scanning, CRD displays an error message before allowing you
to edit the data so you can take steps to fix the scanning error. Contact us for more help.

MICR Line is Not Readable

CRD indicates the characters it was unable to read from a check with question marks or leaves the
MICR line field blank if the entire MICR line could not be read. The check that caused the error
displays in the image viewer. You have two options when a MICR error occurs:

1) Reject Check - Reject the check, which removes the check from the deposit. All other
checks without errors are not affected. You can rescan the check again if you believe the
MICR line should be legible.

2) Make corrections to the MICR line

Check Data Misread
0 The MICR data is not valid. €
Exception reason - Unexpected format or characters (i.e. rejects) in the check data
& & B U ® I | o | o
1126
T B5-9-2012
Dig
j g XYZ Comtouny = 183000, %0
i Lt Housand ¢4 A
© HSBCBANK e
SAMPLE - VOID
s F T it SOAINRL
T 18220000802 3004L,00500600 i 2B
2 Enter check data 1
— 2 220000 01 3004LO00S00R0O0O™ @‘
o o) /-A --D
T

1) Select the Editicon (£

2) Make any updates to the MICR line needed as indicated by question marks; use
the T/O/A/D keys across the bottom of the viewer screen to create any MICR
symbols that are missing

3) Clickthe Submit Changes button

Duplicate Check

CRD compares the MICR data from items scanned in the last 60 days to the MICR data on all newly
scanned items and will warn a user when an item may have already been scanned. The warning will
show the newly scanned item next to the previous check so that the user can make a decision on
what action to take.
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Duplicate Item X
@ The item is suspected as a duplicate. 0

Current Check Duplicate Check

& & B 0 B I = | o] o & « & 0o @ I | <o

o L3R an B 1322
His. MBL Cempany | s 600, 00 B MBC Compony s 1000, @
one treutan d g O jptre e ane thoutand L e S
? HOT . HEGOTUALE ’ N'J:-N:-m;ml—lr
- POR BAB* 050550 4s R nl.q"cu'.:_{ S - - #OEBABF  GDFLATDLEEE IMhATIIER e
21111 [ i s BT L
Bank Mumber: 094950166 Batch Control Mumber:
Account Number 19495016 Batch Control Total ($): 1.000.00
Check Number: 062888 Batch Created Date 5/16/2022 1:01:01 PM
Check Capture Date: 51162022 1:01:01 PM
Scan Location: UK -

| Vaid | | Edit MICR |

1) Void -remove the check from your deposit; all other items without errors are not affected

2) Accept-—acceptthe check if the suspected duplicate is not the same as the previously
scanned check

3) Edit MICR - update the MICR line on the newly scanned check if it is not the same as the
previously scanned check
Check Data Misread

@) ™he MICR data is not valid. ;)
Exception reason - Unexpected format or characters (i.e. rejects) in the check data
i 1126
- 5-9-2012
e
| e AYZ Comgany 1 $ 3000, 20
g '\alﬂdh'l‘ 'H"\du. n“lr\(‘} }dohd'ﬁ_#;_-ﬁ_"—"louu, 0w
 HSBCBANK
NOT NEGOTIABLE
SAMPLE - VOD
R S N T
T 118220000801 3004,00500600 iR
_2 Enter check data ‘1
2 220000 01 300400500600 & @
| T | -0 A | --D | 3

a) Select the Editicon (£

b) Make any updates to the MICR line needed as indicated by question marks; use
the T/O/A/D keys across the bottom of the viewer screen to create any MICR
symbols that are missing

c) Clickthe Submit Changes button

3) Ifthe error persists, you will need to physically deposit the check



Poor Check Image - Image Quality Analysis Error

Error Code Explanation + Solution

EO1 - An unexpected error has occurred during scanning

Unspecified

Error Try rescanning the check or contact Old National for assistance

EO2 - The check has a folded or torn corner

Folded/Torn

Corner Try to flatten the check and scan it again. If the check is damaged, you may
need to physically deposit the check

E03 - The check has a folded or torn edge

Folded/Torn

Edge Try to flatten the check and scan it again. If the check is damaged, you may
need to physically deposit the check

EO04 - Skewed The checks alignment in the image captured by the scanner exceeds the

Check threshold in the image quality settings of CRD

Try to scan the check again

EO5 Multi-feed

The check image captured by the scanner contains multiple checks

Try to scan the check or checks again

E06 - Too Light

The check image does not meet the minimum required percentage of black
pixels in the image quality settings of CRD

Try to scan the check again

EO7 - Too Dark

The check image exceeds the maximum required percentage of black pixels in
the image quality settings of CRD

Try to scan the check again

EO08 -
Undersize

The check image does not meet the minimum required dimensions; ensure
thatthe check s at least 3 inches wide and 2 inches tall

If the check you are trying to scan does meet the required dimensions, try to
scan the check again. If you continue to see the error, you may need to
physically deposit the check

EO09 — Oversize

The check image does not meet the maximum required dimensions; ensure
that the checkis no longer than 10 inches and no wider than 6 inches

If the check you are trying to scan does meet the required dimensions, try to
scan the check again. If you continue to see the error, you may need to
physically deposit the check

E10 - Excessive
Spot Noise

The check image contains excessive spot noise; the image is not clear enough
to be accepted for deposit. This could indicate an issue with how your scanner
is capturing check images

Try to scan the check again. If you continue to see the error, consult your
scanner’s manufacturer’s documentation for assistance or contact Old
National for assistance
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E11-Too Large | The file size for the check image captured by the scanner is too large. This
could indicate an issue with how your scanner is capturing check images; the
check image could contain too much image “noise” or too much of the check’s
background has been retained for the check to be accepted for deposit

Try to scan the check again. If you continue to see the error, consult your
scanner’s manufacturer’s documentation for assistance or contact Old
National for assistance

E12 -Too Small | The file size for the check image captured by the scanner is too small. This
could indicate an issue with how your scanner is capturing check images; the
check image could contain too much white background and not enough writing
or printing for the check to be accepted for deposit

Try to scan the check again. If you continue to see the error, consult your
scanner’s manufacturer’s documentation for assistance or contact Old
National for assistance

Image Compatibility Error

This error occurs when using a TWAIN flatbed scanner when a check image fails any image
compatibility test. Images captured with a TWAIN flatbed scanner are assessed for proper
alignment, MICR presence, and dimensions and assigned a Compatibility Level Index

If the check images do not have a high enough Compatibility Level Index, or CRD detects that the
dimensions of the front and back of the check are not the same, try to rescan the check. If the
check continues to produce an error, you need to physically deposit the check.

Non-US Check Error

CRD will allow the deposit of Canadian checks in US funds comingled with the deposit of US
checks. If a Canadian check is in CAD, you will receive a Non-US Check error and will need to
deposit the check into your assigned Canadian funds location. Please contact Old National if you
need to have a location set up to deposit Canadian funds.

Any other foreign checks will not be accepted via CRD and will need to be physically deposited.

Session is Disrupted While Making a Deposit

An online session may be disrupted due to multiple reasons, including lost internet connection or
session timing out due to inactivity. Every check in the deposit is saved during scanning and may be
resumed in the module where you left off.

Thick Document or Double-Feed Error

To allow a thick document, click Thick and then re-insert the thick document into the scanner.

To rescan a suspected double-feed and continue scanning additional checks, click Skip to eject
the double-feed and delete the transaction from the batch, then re-insert the item into the scanner
and click Resume to rescan the item.
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Check Processing Error
This error requires editing of the MICR line or remittance information. If you do not have permission
to edit those fields, click OK to remove the item from the batch and continue scanning.

If the item stopped is a check:

Stop ltem

@ A check processing error has occurred.
Exception reason - Client Message

Instructions:
« Click "Edit MICR" if the problem is caused by MICR line.

« Click "OK" to acknowledge that the item will not be processed.

MORE

%“1‘3’ t_ Car Secvices Ine. $ 1pQ, 00
' Eiiﬂ.ﬁmﬂd@_*tha & s

¥ HsBCBANK
NCT NEGOTIAS.E
SAMPLE - OID
e DO MOT CASH -
T “1,0R%40000? 2e:LO0 S0O0R00 FO0w LOBB
R R T T BF T p e o ST s

1) Click the Edit MICR button
2) Clickthe Editicon and made the needed changes to the MICR line, including using the

T/0/A/D keys for the correct MICR symbols
r Check Data Misread

@ The MICR data is not valid.

Exception reason - Comect MICR for the decisioning tem

Pyo_Lar Services lne. % ip0, 00
BRE red 100/ B e

T

Enter check data
1:09 k0000 ¢ s LOOSO00EOOPOO™ AOBA C,f‘

< [ o Il » [ o>

3) Clickthe Save Changes button
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If the item stopped is a remittance:

1) Inthe Stop Item dialog, click Yes to reject the item/transaction or No to edit the Remittance
No field for the stopped remittance

Confirm Submit ltem x’

The Remit was identified as a STOP item. Click Yes to reject the

temAransaction, or No to edit the Remittance Account No

o -

2) Enter the correct remittance number and click Submit Data

Data Entry v
8% & § O I o 1) [ Show Auto-cempiste Teid
bl RO P
Unamhraut O 460 $: [Tinio,po REMITS

5 - .
D T, w Elﬁ oS Remit 1
Gard Nobar; [ i r. I A Remitiancs Ne
T I

Ay harge o Bk
D Bob Weighiman CHECKS
1372 AT 127
Fillip, MN 85658
. Chack 1
7 5059bBEEICR 51903242002 010200000223 0h55
"Amaount: 125.00

Check 2
*Amaunt: 500.00
Cance; Insert Virtual Remit Woid Item @

Check MICR Data Reference

When scanning checks in CRD, the correct MICR line data from a check may need to be manually
entered. Normally, you should not have to manually input the MICR line data, but there could be a
misread during scanning or something obscuring the MICR information. Refer to the graphic below
for the general format of a MICR line for personal checks - the fields may be in a different order for

business checks:

Routing # (9 digits)  Account # Check # Amount

, '

120719555592 900899y 2048 00000010004
\ 7 t X 7

Opening & Closing  Closing Account Opening & Closing
RT Symbols Symbol Amount Symbols
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Reports

Under the Reports tab, there are several standard reports that are automatically generated by the
system or that can be created on demand by a user. Access to these reports is permission-based by
company and by user. Reports detail data for a range of up to 35 days that occurred up to 25
months in the past.

To generate a report:

1) Click on the Reports tab along the top of the screen

& OLD NATIONAL BANK'

B ———
€| & Administration © Deposit Q Research K} Reports :

2) Select the member node

Hl OLD NATIONAL BANK
%( & Administration © Deposit Q Research Ja User Se

U'e Cambridge Reports for [ABC Company]
¥, NameCo
H e Toronto Please select from the list of available Reports below:
[ Select a report v

3) Chose your report from the drop-down list —these will vary based on the member node

selected and permissions granted to the user
a. Allltems Report

All Items Report Batch

Batch Detail Report

Batch Export Report

Customer Information Report

Daily Deposit Summary by Account

Daily Deposit Summary by Location

Daily Deposit Summary Report

Deposit Account Activity Report

Deposit Detail Report

Deposit Report by Date Range

Extended All Iltems Report

Item Detail Report

n. User Detail Report

@ o oo

— x T

3
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0. WebClient User Audit Report

In-Module Reports

Some reports are only available from within specific modules in CRD, rather than the reports
model.

All Items Transaction Details Report — Approve/Authorize Batches

Access this report in the Approve Batches or Authorize Batches modules on the Deposit History
tab. The report provides information about all items in a batch, including images of the front and
back of each scanned item. You can print the report for selected items or allitems in a batch.
General Documents are not included in this report.

1) Click on the Deposit tab in the upper left of the screen

3l OLD NATIONAL BANK

¢ ¥ Administration { © Deposit ) Q Research

2) Onthe Batch Status screen, click the Approve Batches or Authorize Batches module
®

‘6‘ Approve Baiches 0 0 $0.00

|E‘ Authorize Batches 0 0 $0.00

3) Clickthe Deposit History tab
freposit > Approve Batches > Deposit History

e . .
‘ Approve Batches { Deposit History | Suspense Pool ‘

4) Click the arrow next to a date in the list to view all Locations where a deposit was made on
that date. Click the arrow next to a Location to view all deposits made at that location for
that date. Click the arrow next to a listed deposit’s account name to view the batches in
that deposit. Click the batch you want to use for generating the Transaction Details Report.
To only report on certain items, click the Print Item checkbox next to each item

@u;:-:.u:':n:
o
No. of Nao. of

(= o ! { l posi Suoemis: =
Aceount Created On OCH Uzer Hame Checks | Remits | 7115 Degosit Sucmiszion T statug

@ Service 05/20/2022 1122.57 AM 510 we 1 a 1,000.00 052072022 11.23AM  ACCEPTED
BCH Transaction Type ftem Count Batch Open Date/ Time: Eatch Close DateTime
e 1 BOC 1 05/18/2022 01:01 PM 0516/2022 01:01 PM
IRN Account Ho Check Ha Ameunt (3] Imclividsal Harne Frinik Iferm
O 165272046000119131773 12405016 062583 1,000.00

€ Page:1afi »
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5) Click the Print All Items button to print all items. For the same report including front and
back images,, click Print All ltems with Images. If you only want the transactions selected
with a checkbox, click Print Item List

( Print All Items ) ll Print All Items with Images M Print ltem List ]D' Print Batch List

Batch List Report

Access this report via the Approve Batches or Authorize Batches modules:

1) Click onthe Deposit tab in the upper left of the screen

3l OLD NATIONAL BANK'

€ & Administration { © Deposit ) Q Research

2) Onthe Batch Status screen, click the Approve Batches or Authorize Batches module

s
o Approve Batches 0 0 $0.00

E._"/} Authorize Batches 0 0 $0.00

3) Clickthe Deposit History tab
EEF@ > Approve Batches > Deposit History

‘ Approve Batches { Deposit Historj«r ){ Suspense Pool

4) Click the arrow next to a date in the list to view all Locations where a deposit was made on
that date. Click the arrow next to a Location to view all deposits made at that location for
that date. Click the batch you want to use for generating the Batch List report

e;a; 012022
o

Ha. of Ha of

Account Created On OCH Uzer Name Cheoks | Remits | 0121{S) Deposit Suomission Time S1atus
O Service 05/20/2022 112267 AM 510 we 1 ] 1,000.00 0572002022 11:23 AM ACCEPTED
- BCH Tranzacdion Typs ftem Count Batch Open DateTime EBatch Chise DateTime
e 1 BOC 1 05182022 01:01 PM 0516/2022 01:01 PM
IRN Account No Check Ha Amound (5] Individual Narns Frint li=m
G 165272046000112131773 10405018 0528338 1,000.00

€ Page:1af1 »

5) Click Print Batch List

Print All Items \ \ Print All ltems with Images \ \ Print Item List \ {  Print Batch List
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Declined Deposits Report

This report provides detailed information about any deposits that were submitted for deposit but
declined because of an aggregate or deposit limit. Once a deposit has been submitted via the
Approved Batches or Authorize Batches modules and is declined,a dialog appears with the
Declined message. Click the Print button to print the Declined Deposits Report.

~ Deposit Status g
¥ g o
9 1 Depasit(s) were declined. m
3
w Hide deiails
Agcount DCN Amaunt (% Chack Counl
P Semice 513 1.000.00 1 0

Miove over the icon for more infomation

All Items Transaction Details Report — Scan Items Module

1) Click on the Deposit tab in the upper left of the screen

3l OLD NATIONAL BANK'

< & Administration { © Deposit ) Q Research

2) On the Batch Status page, click the Scan Items module

1
Modules Batches tems Amount

’ ' -
TOTAL 0 0 $0.00

3) Click View Batch List

Additional actions:

View Baich Lis |

Close Batches |

4) Inthe Batch List, select the batch to use for the All Items Transaction Details Report

[ w UK

Account | Crealed On BCH Trans Type Ho. of Checks Ho. of Remils Amount (5 Elecironic OPD

p  Service D52002022 03:41:53 PM 8 BOC 1 0 50000 1 0

a. Tochoose only certain transactions to report, use the Export checkbox
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5) From the Print button, choose All Items

Batch List

Print =

a. Toprintonly the items selected by the Export checkbox, click Print and then Item
List

6) The browser will determine how to display the report — it may show as a dialog inside CRD,

or you may be prompted to open or save the report to your computer

Batch List Report — Scan Items Module

1) Click onthe Deposit tab in the upper left of the screen

3N OLD NATIONAL BANK

¢ & Administration { © Deposit D  Q Research

2) Onthe Batch Status page, click the Scan Items module

I
Modules Baiches tems Amount

TOTAL 0 0 $0.00

3) Click View Batch List

Additional actions:

View Batch LisD |

Close Batches |

4) Inthe Batch List, select the batch to use for the All Items Transaction Details Report

w UK
‘ . Export
Account | Crealed On BEH Trans Type Ho. of Checks Ho. of Remils Amount (5 Elecironic OPD 0
P Service D520/2022 03:41:53 PM 8 BOC 1 0 50000 1 D @

5) From the Print button, choose Batch List

Print - All ltems
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a.

To print only the items selected by the Export checkbox, click Print and then Item
List




Research

The Research module can be used to search for any checks that were submitted to CRD as a
deposit in the last 25 months. View scanned images and any associated data using this module.

There are two search types:

e Standard - create a search based on some basic criteria, such as capture date, check
amount, or MICR data

e Advanced - create a search based on more advanced criteria such as custom fields from
your data entry forms; remittances and general documents are excluded from search
results by default in an advanced search

Standard Search

1) Click on the Research tab along the top of the screen

Bl OLD NATIONAL BANK

€| % Administration © Deposit Q Research ER Reports

2) Select the member node in the hierarchy along the left side of the screen — choose from the
company level, location, and account

El OLD NATIONAL BANK
< % Administration © Deposit BN Reports Ja User s

:Jr’-“ ‘ Search \ Advanced Search
:J'e Cambridge

" Capture Date [ Last 31 days V]
{5 000123654
"% NameCo IRN [Equal To v
- e Toronto
Check Amount | Equal To v

3 000123654

Check # | Equal To
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3) On the Seach tab, the member node that you selected will show at the top — enter data for
any search fields in the Primary Search Fields section

Advanced Search
Member to search{ ABC Company

@ary Search Fi@

Capture Date [Last31days V| 03/29/2024 And
Check Amount [m [—]
Check #  Equal To :}

‘ Payor Search Fields

\ MICR Search Fields

a. Capture date: the data range when the item was scanned. Use the drop-down menu
to quickly select a timeframe, or edit the date fields for a custom date range
selection

b. IRM (Item Reference Number): search for the exact number, or use the “like” option
with wildcard characters % for sequence of characters, or _ for a single character

c. Check Amount: use the dropdown menu to choose an exact amount, relative
amount, or amount range

d. Check Number: enter the exact check number only

Payor Search

Payor Search Fields ~
pafor Name [Equal To . 1
IndividualName |Equal To :]

To use a payor name to search for your item or items, in the Payor Name data entry field, enter the

exact name of the check payor that is associated with a check’s MICR data, exactly as it appears in
CRD.

To use an individual name to search for your item or items, in the Individual Name data entry field,
enter the exact value assigned to the payor by your company, exactly as it appears in CRD. NOTE:
Individual Name is the default label for the data field, the field may have a different name assigned,
such as account number, or another way of identifying a payor in the system.

MICR Search

MICR Search Fields A

Account # | Equal To v

e Fillinthe exact routing number in the Bank # field

e Forthe Account #, enter the exact account number, use the “like” option with wildcard
characters % for sequence of characters, or _ for a single character
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Search Results

After completing an item search, you can choose to do any of the following:

Create anew block record based on a check in your search results

Click Print to print your search results

Click Download to download the image displayed in the item image viewer or click Print to
print the item image

To display your search results in a paged format with 25 items per page, in the Mode list,
select Paged. Use the First/Prev/Next/Last buttons to navigate between pages. Enter a page
number in the Page field to jump directly to that page

To display all search results on a single page, in the Mode list, select All

Export the available details about the items in your search to an Excel or PDF file

Start a new search

Distribute your search results in a XML file through email of an FTP service, with or without
all associated images

Advanced Search

1)

2)

54

Click on the Research tab along the top of the screen

Bl OLD NATIONAL BANK

<| % Administration © Deposit Q Research B} Reports

Select the member node in the hierarchy along the left side of the screen — choose from the
company level, location, and account

El OLD NATIONAL BANK
€ ¥ Administration © Deposit BN Reports Ja User S

:J”-“ ‘ Search \  Advanced Search
:J'e Cambridge

" Capture Date [ Last 31 days V]
iz 000123654
73, NameCo IRN [Equal To v
| e Toronto
Check Amount [ Equal To V]

g 000123654

Check # | Equal To




3)

4)

Click on the Advanced Search tab; the member node that you selected will show at the top
—enter data for any search fields in the Primary Search Fields section

b

Search Advanced Searc

Member to search ABC Company

Primary Search Fields

Capture Date &
IRN | Egual To A
Check Amount [m
Bank # [£qa To ]

Account # | Equal To v [ J

Insert Time [Last 31 days v Between 3/20/2024 and 4/29/2024

Include non-checks [ Include associates [

‘ Secondary Search Fields

a. Capture date: the date or date range when the item was scanned

b. IRM (Item Reference Number): search for the exact number, or use the “like” option
with wildcard characters % for sequence of characters, or _ for a single character

c. Check Amount: use the dropdown menu to choose an exact amount, relative
amount, or amount range

d. Check #: enter the exact check number only

e. Bank #:fillin the exact routing number

f. Account #: enter the exact account number, use the “like” option with wildcard
characters % for sequence of characters, or _ for a single character

g. Insert Time: use the drop-down menu to select a timeframe

h. Include Non Checks: check this box to include remittances and general document
images in your search results

i. Include Associates: check this box to include an item and any additional items from
its transaction in your search results

Click Search —the first 10,000 results will be displayed

Secondary Search Fields

Secondary Search Fields ~
peN [Equal To ]
BeN [EqualTo 1
Scanner Serial Number |Equal To :]
Merchant | Equal To v
Payor Name | Equal To [:]
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DCN (Deposit Control Number): enter the exact value
BCN (Batch Control Number): enter the exact value
Scanner Serial Number: enter the exact value




Merchant: search for the exact merchant name, or use the “like” option with wildcard
characters % for sequence of characters, or _for a single character

Payor Name: enter the exact name of the check payor that is associated with a check’s
MICR data

Advanced Search Fields

Advanced Search Fields A
IndividualName | Equal To :]

The Advanced Search section will contain any custom data entry fields that your company has
enabled. Have your company administrator contact Old National to add or change custom fields.

Search Output

Selected Output Columns
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Deposit: None

Batch: None

Check: IRN, SegNum, Capture Date, Capture Time, Merchant, Bank #, Account #, Check #, Check Amount, SEC Code, Swapped RT, Swapped Account,
Endpoint, Return Status

Remit: IRN, SeqNum, Capture Date, Capture Time, Merchant

General: IRN, SegNum, Capture Date, Capture Time

Change

Count Search Reset

Count button —returns only the number of items that match your search criteria

-online.com says

Count: 68 items.

Reset button — clear all currently configured search options

Change button - change the output columns in the search results by selecting the
checkbox of each field to be included; clear a checkbox to remove the field from the search
results. Required fields are marked with an asterisk (*). Clear all checkboxes except for the
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required ones by clicking the Defaults button

O Deposit Create Date

O Deposit Create Time

— Deposit — Batch
[:] DCN O BCN
[:] DCT O BCT

O Batch Close Date

O Batch Close Time

Swapped RT
Swapped Account
Endpoint

Return Status

(J user Field 10

* Indicates default output fields.

— Check — Remittance
) IRN O IndividualName - IRN
i SeqNum D User Field 1 ) SegNum
. Capture Date D User Field 2 ’ Capture Date

*

’ Capture Time (J user Field 3 . Capture Time
. Merchant O User Field 4 Merchant
. Bank # U user Field 5 O SecondaryID
. Account # O User Field 6 0 user Fietd 1
. Check # O User Field 7 O User Field 2
. Check Amount O User Field 8 O User Field 3
. SEC Code (J User Field 5 U User Field 4

D User Field 5
D User Field 6
D User Field 7
D User Field 8
D User Field 9

(] user Field 10

e —
@ Cancel

o

Refoul)

— General

" @Ry

" seqnum

- Capture Datd

" capture Time
D User Field 1
D User Field 2
D User Field 3
D User Field 4
D User Field 5
D User Field 6
D User Field 7
D User Field 8
D User Field 9
U user Field 10

D Document Name




Working with Search Results

PO T T T ) TR Y T

Bank Irems found: 59 {2511 ms)

Block Print | Excel v | | Top-level Records only V| (O indude Headers | Ewort |

IRN ¥
CHECK DD10517500000090000600004
CHECK DD10517500000:050000600003
CHECK DD10517500000090000600002
CHECK DD109217200000020000100008
CHECK DD10217900000090000100007
CHECK DD10217300000090000100006
CHECK DD10%217900000090000100005
CHECK DD10%17900000090000100004
CHECK DD105%17%00000090000100003
CHECK DD10517500000090000100002
CHECK DD10517500000030001000006
CHECK DD10%17300000030001000005
CHECK DD10217200000020001000004
CHECK DD10%17900000020001000003
CHECK DD10%17300000020001000002

View an Image
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SegqNum Capture Date Capture Time Merchant

3
2
1
-
6
3
4
3
2
i
3
4
3
2
1

09/17/2021
09/17/2021
09/17/2021
05/17/2021
09/17/2021
0%/17/2021
03/17/2021
09/17/2021
05/17/2021
05/17/2021
05/17/2021
03/17/2021
09/17/2021
09/17/2021
05/17/2021

13:27:00
13:27:00
13:27:00
12:37:00
12:37:00
12:37:00
12:37:00
12:37:00
12:37:00
12:37:00
14:03:00
14:03:00
14:03:00
14:03:00
14:03:00

Merchant
Merchant
Merchant
Merchant
Marchant
Merchant
Merchant
Merchant
Merchant
Merchant
Merchant
Merchant
Merchant
Merchant

Mearchant

1) Click the row containing the IRN to view the image
2) Use the slider bar on the left or scroll with the mouse to zoom

Bank # Account # Check # Check Amount

088223391 77252648
088223391 77252648
083223391 77252648
088223391 77252648
088223391 77252648
088223391 77252648
088223391 77252648
088223391 77252648
088223391 77252648
083223391 77252648
088223391 77252648
088223391 77232648
088223391 77232648
088223391 77252648
088223391 77252648

7449
7449
7449
7449
7449
7449
7449
7449
7449
7449
7449
7449
7449
7445
7449

I
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ORDER OF
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e
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3) Use the tools across the top to save or manipulate the image
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Start a New Query
Click the New Query button at the bottom of the search results to start a new search

Block H Print ‘ | Excel v ||Top-|evel Records only V‘ [ 1nclude Headers

Bank Items found: 54 (3666 ms)

IRN ¥ SeqMum Capture Date Capture Time Merchant Bank # Account # Check # Check Amount !
CHECK DD10917200000090000800004 3 09/17/2021 13:27:00 Merchant 088223391 77252648 7449 91.21
CHECK DD10%17900000090000600003 2 09/17/2021 13:27:00 Merchant 088223391 77252648 7449 91.21
CHECK DD10917900000090000600002 1 09/17/2021 13:27:00 Merchant 088223391 77252648 7449 91.21
CHECK DD10%17200000090000100008 7 09/17/2021 12:37:00 Merchant 088223391 77252648 7449 91.21
CHECK D0D10917900000090000100007 & 09/17/2021 12:37:00 Merchant 088223391 77252648 7449 91.21
CHECK DD10917900000090000100006 5 09/17/2021 12:37:00 Merchant 088223391 77252648 7449 91.21
CHECK DD10%17500000090000100005 4 09/17/2021 12:37:00 Merchant 088223391 77252648 7449 91.21
CHECK DD10%17900000090000100004 3 09/17/2021 12:37:00 Merchant 088223391 77252648 7449 91.21
CHECK DD10917900000090000100003 2 09/17/2021 12:37:00 Merchant 088223391 77252648 7449 91.21
CHECK DD10%17900000090000100002 1 09/17/2021 12:37:00 Merchant 088223391 77252648 7449 91.21
CHECK DD10917900000030001000006 5 09/17/2021 14:03:00 Merchant 088223391 77252648 7449 91.21
CHECK DD10917900000030001000005 4 09/17/2021 14:03:00 Merchant 088223391 77252648 7449 91.21
CHECK DD10917500000020001000004 3 09/17/2021 14:03:00 Merchant 088223391 77252648 7449 91.21
CHECK DD10517500000020001000003 2 09/17/2021 14:03:00 Merchant 088223391 77252648 7449 91.21
CHECK DD10917900000030001000002 1 09/17/2021 14:03:00 Merchant 088223391 77252648 7449 91.21

Distribute

Export Search Results
Use the options across the top of the search results to create your export

Bank Items found: 59 (2911 ms)| Block H Print | Excel v | | Top-level Records only VI (O include Headers | Export
IRN Y SeqNum Capture Date Capture Time Merchant Bank # Account # Check # Check Amount

1) Select the file format between Excel and PDF

2) Select the level of detail to include in the exported file —- Top-Level Records Only, or All
Records

3) Checkthe box to include headers (optional)

4) Click Export

5) Click OK

The requested information may be cached to your local computer's
hard drive. To ensure safe web browsing, as a matter of practice you
should always clear your cache (Temporary Internet Files) after viewing
personal data, especially if you are using a public or shared device.

Select OK if you wish to proceed, or Cancel if you do not.

Cancel
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Create a Decisioning Block

A decisioning block creates an alert for a user scanning a check from a problematic payor that the
check should not be accepted for deposit. The block will only apply to checks deposited at the
same account number where the original check was deposited, and to any accounts below. This is
an optional feature that must be enabled by Old National.

1) Inyour list of search results, click the entry for the check that has the routing and account
number that you want to block
2) Click Block

Bank Itsms found: 59 (2511 -"'ls}i print ||| Excel ¥ || Top-level Records only ¥ | [ ncude Headers | Export

IRN ¥ SeqNum Capture Date Capture Time Merchant Bank # Account # Check # Check Amount
3) Inthe Note field, enter any additional information you want to include in the record for the
new block
4) Click OK to create the block

Please confirm that you want to create a Decisioning Block
record with:

RT: 022000020
Account: 20040

300400500601
NotTINSF ChecH >
E OK 5] Cancel

Distribute Search Results
1) From the options at the bottom of the search results list, click the Distribute button
2) Inthe Distribution Name field, enter a name for your distributed .XML file
3) Select a Distribution Channel option. Depending on your configuration, you may have FTPS
and/or SFTP
4) Select a Distribution Data option:
a. Iltem Only
b. Item andImage
i. SelectanImage to Include option:
1. Front Only
2. Front And Back
5) To confirm and distribute your search results through your selected distribution channel,
click OK
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6) Click OK

Distribute Images

Distribution name | 06092022

Distribution channel

Distribution data

Image to include
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® Fres

O 1tem Only
® 1tem And Image

® Front Only
O Front And Back

Close

)
S



Resources

If you have questions or need assistance with Old National Commercial Remote Deposit, please
contact Treasury Management Service:

Hours: Monday-Friday 8am-6pm ET/ 7am-5pm CT
Phone: 800-844-1720

Email: TMService@oldnational.com
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Appendices
Appendix A: Bank Holiday Schedules

Old National does not process CRD transactions on the following federal holidays:

o New Year’s Day (January 1)

e Dr. Martin Luther Kink, Jr. Day (3 Monday in January)
e Presidents Day (2" Monday in February)
e Memorial Day (last Monday in May)

e Juneteenth (June 19™)

e Independence Day (July 4™)

e Labor Day (1°* Monday in September)

e Columbus Day (2" Monday in October)

e Veterans Day (November 11%)

e Thanksgiving (last Thursday in November)
e Christmas Day (December 25)
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Appendix B: Online Security Best Practices

In today’s increasingly connected world, online fraud has become a primary concern for Old
National. We strive to provide as many tools as we can to protect your online banking.
Unfortunately, we cannot work alone to help protect you. In this section, we offer some best
practices to help guard your Commercial Remote Deposit session from unwanted intruders and
internal fraud.

1. Use Dual Control Where Possible

Maintaining dual control over internal banking processes is strongly encouraged by Old National.
For example, you may have one staff member add the total deposit and have a second staff
member scan and transmit the deposit, to make sure the amounts match. We also recommend
having two staff members securely storing the checks, writing their initials on the bag to verify its
contents. These procedures can help protect your company from errors and internal fraud.

2. Watch for Suspicious Activity at the Log-in Screen

If you notice that your PC is acting strangely at log-in — either prompting you for a new token
passcode when it normally wouldn’t, popping up windows you haven’t seen before, or locking your
user account out, you may be experiencing an online attack. First, turn off your PC immediately
and disconnect it from power. Then, call our Treasury Management support team at 800-844-1720,
Option 1 immediately to notify us of the attack. We will review your user account for any suspicious
activity.

3. Review your Deposit History Regularly

Use the reports in Commercial Remote Deposit to make sure that the deposits sent match what
you have in your records. If you find any discrepancies, contact the bank immediately.

4. Never Share User ID’s or Passwords

We will set you up with additional user accounts, at your request. Itis never recommended to share
login credentials with anyone. Furthermore, we will never call or email you to ask for your password
or token passcode.

5. Restrict User Rights Where Possible

If you have multiple Commercial Remote Deposit users, evaluate how much access they need. We
can restrict access to certain accounts or functions at the user level, giving you increased control
over what each user can and cannot do.

6. Read the Treasury Management Information Center Notices

We periodically post information about recent security issues and how to protect yourself on the
Treasury Management Information Center, or urgent immediate notices on the Home Page of
Commercial Remote Deposit.

7. Safeguard your PC and Network

Make sure your Internet security software (anti-virus, firewall, etc.) are up-to-date. If you have a
computer network, make sure vulnerability scanning and testing are done regularly.
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8. Do Not Click Links to Old National Log-in Pages in an Email

While it may seem more convenient to click a link in an email that looks like it is from Old National,
this is a common way that fraudsters can redirect you to a phony webpage that resembles the
normal login page. Always use links you access through OldNational.com or which you have
previously bookmarked.

9. When in Doubt, Call Us at 800-844-1720
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