REMOTE DEPOSIT CAPTURE

Quick REFERENCE GUIDE

RESEARCH — GUIDE TO PERFORMING RESEARCH

This guide provides instructions on how to perform image research within the Remote Deposit Capture
application. Remote Deposit Capture’s Research Module provides the ability to search for any checks that were
submitted as a deposit. You can view the image of an item, and associated data included in the search criteria.

STEP 1: SELECT THE RESEARCH TAB

Y B Forore S i Katar » Click Research in the menu

Last Login: August 18, 12:36 PM EDT

Note: If you do not see the Research tab, you do
not have access and must contact your Remote
Deposit Capture administrator.

= There are two search types in the Research

© Deposit ) Research Ei Reports module:

o Search (default)

7]
ai' Search Advanced Search o Advanced Search.

ﬂ* Location 1

Rdareed e\ .

Member to search AZC Compzny

Click the Search tab. The primary
research screen appears with a default
oo — PoE— setting for a standard search.

1w [ cal J = (Click Search.

Check Amount [Equzl To ~] [ |

Chock s Exi —

Deposit: DCN, DCT

Selected Output Columns IRN, Seglium, Capture Date, Caprure Time, Merchant, Bank =, Aczount =, Check =, Check Ameunt, SEC Cod
Remitz [RN, Ssqlum, Capture Date, Capture Time, Marchant

General: IRN, Segiium, Caprure Dace, Capiure Time

e The defaul h criteria will perf
n
L T e default search criteria wi perform ?
S search and return all deposits/batches/items
B for the last 31 days.

©2024 Zions Bancorporation, N.A.
Zions Bancorporation, N.A. Member FDIC

ECPRDC756 1 Rev 08/2024



REMOTE DEPOSIT CAPTURE

Quick REFERENCE GUIDE

Search ' Advanced Search ',
b}

Member to search ABC Company

Capture Date

Check Amount

Check #

IRN

Last 31 days e

Last 7 davs

This Month

Last 90 cays
September 2022
August 2022
July 2022

June 2022

May 2022

spril 2022
March 2022
February 2022

Jznuary 2022
Drecember 2021

November 2021
October 2021

September 2021

August 2021

July 2021

June 2021

ER
Momber o cuarch 535 To e 3172
Primary Search Fields

Payor Search Fields
MICR Search Fields

Member to search 420 Company

Capture Date | Last 31 days el 07/19/2022
IRN [Equsl To ~] [ |
Check Amount [ Equzl T - [238.25 |
Equal To
Greater Than
Chedk # | 07, ]

ABG Company

R
+] DEvosIT 20 29

ABC Company

DCN ¥

DE POSIT 230

DCT
27409.92

Items found: 1 {2608 ms)

= The standard research criteria can be modified

to search based on various Capture Date
ranges, Item Reference Number (IRN), Check
Amount, Check #.

= QOther options to search on are Payor data
(Payor Search Fields) or MICR data (MICR
Search Fields).

=  Enter the dollar amount in the Check Amount
field.

o The modified search result returns only
deposits/batches that include an item for
the dollar value in the modified search
criteria.

= To view the batch, click the + button next to
Deposit.
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ABC Company

Items found: 1 {2608 ms)

DCN Y DCT
EDEPOSIT 230 27405.92
CMN BCT

mBﬁTCH 230 27405.52
IEN SegMum

Capture Date
| CHECK 15806873050032237378¢8 1

08/16/2022

~EC0 LI 1PVES ATk M WA b i bAr

Hew Query_ atrmuse.

_

Download Copy to Clipboard

Open Full Screen

Invert Color

Best Height

v,

[ Search 1 Advanced Search -h\

Member to search AEC Company

Capture Date [EquaiTa | [
RN [EquzlTo v [ J
Check Amount [ Eaual T2 v [ |

Check # |Equal To |

Bank # [Equal To ] [ |

Account # | Equzl To v [ |

Insert Time Behleen 10/3/2022 and 11/3/2022

Include non-checks [

Include associates [

= To view the items in the batch, click the +
button next to BATCH.

= Click on CHECK to bring up an image of the
check.

= You have options to print, download, copy to
clipboard, adjust the size of the image, flip the
image to see the back, and invert the color of
the image.

STEP 2: SELECT THE ADVANCED RESEARCH TAB

Additional search criteria options are available to
narrow the search results to specific data
elements and/or to include associated document
images in the search.
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Search Advanced Search

Member to search ABC Company

Capture Date | Equal To il

IRN [Equal To v

Check Amount | Equal To hd

Check # |Egqual To

Bank # |Equal To

Account # | Equal To d

Insert Time |Last 31 cays W

Includég

non-checks o

Last 7 days
This Month

Last 30 cays
October 2022

September 2022 T
August 2022

July 2022 Ef
June 2022
May 2022

april 2022
March 2022

Selected Outpdt Columns

February 2022 T
January 2022

December 2021
Nowember 2021
October 2021

September 2021 i
August 2021
July 2021 "

ABC Company

DCN ¥ DCT

+| DEPOSIT 56 15437.68
+| DEPOSIT 54 13087.40
- | DEPOSIT 53 26953.78
BCN BCT

- | BATCH 33 26553.78

IRN
CHECK 156550197200119090604
CHECK 168550157700219090604
CHECK 156550198400319090604

ABC Company
DCN ¥ DCT
+| DEPOSIT 36 15437.68
+| DEPOSIT 13087.40
- | DEPOSIT 33 26953.78
BCN BCT
- | BATCH 53  26953.78

IRN

CHECK 16£550197200113050604
CHECK 16£550197700215050604

CHECK [68550198400319090604

Items found: 50 (2271 ms) [ Biock ||

Print | [ Extcel V\@

SeqMum Capture Data Capture Time
1 10/11/2022 11:26:14
1 10/11/2022 11:26:1%9
1 10/11/2022 11:26:26
Trems found: 50 (2271 ms) | Block H Print | | Excel Vl Top-le
SeqNum Capture Date Capture Time
i 10/11/2022 11:26:14
1 10/11/2022 11:26:19
1 10/11/2022 11:26:28

= |n addition to the primary search criteria you
can search options by:

o Bank # (Routing Number)
o Account # (check account)

o Insert Time (range of time specific to when
the items were archived in the system)

= The search will return all batches/deposits

available from the range of criteria selected.

= (Click the + button

= The deposit will expand to list all the checks in

the deposit.

= Asnoted above in the primary default search

tab, click CHECK and an image of the check will
display.

= All the same options are available to view and

print an image of the check.
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Includa non-chacks Includs associates

Secondary Search Flelds

Fayer Name Eoca %5

Advanced Search Fields

Advanced Search Fields

‘Selacted Output Columas

. SEC Goda, Swapped T, Swagoad Accsons, Endpsint, Return States

To narrow the search results, the Secondary
Search fields are available:

o DCN (Deposit Control Number)
o BCN (Batch Control Number)

o Scanner Serial Number
o

Payor Name

Advanced Search Fields will not be available
unless your company has requested a custom
data entry form be set up and custom search
fields have been enabled in the Research
module.

STEP 3: PRINT OR EXPORT SEARCH RESULTS

= The option to print or export the information
tezms found: 50 (3091 ms) | @leck | enne ]| [Excel ¥ | [Top-level Records only ¥ | B include Headers | Spor | from your search results in pdf or Excel
formats is available.
Ttems found: 50 :3D91rr5)| Block || Brint | [Excel v |[All Records ~ | B inciude Hgadgrs
Printing Options:
Items found: 30 (2288 rr:)l Elock || Brint ‘ [ Excel ~ || :;pfllevEll l;ecnnjjs nn\TVI [ include Headers n Click the drop_down to choose the optlon to
op-level 2Ccords only
Al Recorde print/export summary information (Top-level
Records only) or include item detail
information (All Records).
. .
It=ms found: 50 :Zzssrrsj‘ Block H Print ‘ |ExceIVHTop—\eve\ Records only V"]r\cludeHeaders CIICk the.Che.CkbOX tO_InCIUde He_aders
information in the print/export file.
Irems found: 50 :j3n91n—;)| Block || Brint I [ Excel v || Top-level Recards only » | B nclude Hgadsrs n If y0u C||Ck the ”Print” button, a pOp'Up prlnt
window will appear.
Export Options:
. . .
Items found: 50 (2467 ms) [ Block |[ eim || [PDF_ ] [All Records ~| '"C:":EHE“E In expor:tlng a 'pdf flle' choose the
e appropriate options to Include Images and/or
Include Headers of the items in the
print/export file.
Tt=ms found: 50 :3D91rr5)| Block || Brint | [ Excel & | [All Records ~ | Einclude Headers " CIICk Export to download the flle'
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= To review more detailed information regarding
© Deposit KN Reporis (1) performing research in the Remote Deposit

Capture system, you can access the
Y . application’s on-line help feature.
I “ Search \ Advanced Search l"'\.

RemOtE De pOSit Ca ptu e =  While in the Research Module, Click on the “?”

icon in the top right-hand corner of the screen.
i

BIE

Getting started with ITMS

About the ITMS help system
ITMS system requirements
Access the ITMS system

First time setup for ITMS
. . .
Searching for item images using the ITMS Research A menu V_VIII a'ppear Pn the left side of the
— screen with five options that you can click on
to learn more.

Export item details from the Research module search
results page

Avallable output columns in the Research module's Field
Selection dialog reference

Create a decisioning block from the Research module
search results page

Distribute search results from the Research module
search results page

Getting started with ITMS

ITMS is a complete remote deposit solution that allows you to sc
one or multiple deposit applications: Simply Deposit, WebClient,

ITMS includes administrative features that help you to keep track

Everything in ITMS is controlled through permissions, so you can

To get started using ITMS, read the information and follow the ins = If you would like to view these options as a pdf
document, click on the link for the ITMS

Research Guide.

Want to view this guide in PDF format?

To download the entire in PDF format, click the link below, or in tf

© |TMS Research Guide pdf

Please reference Key Risk Mitigation Best
Practices below and share with all Users who will
be using the Remote Deposit Capture system.
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REMOTE DEPOSIT CAPTURE
KEY RISK MITIGATION BEST PRACTICES

PROCEDURAL BEST PRACTICES:

Segregation of duties for personnel processing receipt of check payments, those
preparing and submitting deposits via Remote Deposit Capture, and those
reconciling accounts and statements is strongly recommended.

Physical checks should be scanned, stored, and shredded in a secured area.
Electronically captured check images, data, and any reports generated should be
stored in a secured area.

Securely store original checks between 14 days and 45 days. Immediately reconcile
deposits to bank reporting and statements as they are available.

Never share system credentials among users. Each user must be issued their own
credentials for using the system.

When processing a deposit, enter a control amount first to balance to when
scanning of checks is completed.

Confirm deposit is in balance and information is accurate before submitting each
deposit.

Routinely clean your scanner removing dust and any debris to help ensure proper
performance.

DEPOSIT OF THE FOLLOWING ITEMS IS NOT PERMITTED AND COULD BE REJECTED:

Checks drawn on foreign banks in foreign currency. Includes Canadian Checks in Canadian dollars
or U.S. dollars.

Checks payable to “Cash”.

Remotely Created Checks and Demand Drafts that do not have a maker signature.

Checks that are irregular in any way (i.e., courtesy amount and written amount are different).
Substitute checks (i.e., checks created from an electronic image).

Checks you suspect are fraudulent or not properly authorized.

Registered Government Warrants.

Any checks that exceed transaction limitations that the bank may establish from time-to-time.
Redeposit of Returned Checks (Must be taken to a branch).

Check that are postdated or more than 6 months old.

Third-party-issued-items outside the ordinary course of business” as noted in the Master Services
Agreement.
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