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Introduction to SNB Check Capture 
SNB Check Capture is an easy-to-implement electronic deposit service that enables 
organizations to deposit checks from their location without having to physically transport 
those checks to the bank.  The purpose of this document is to assist SNB clients in the 
use of SNB Check Capture WebClient. 

How It Works 
Using SNB Check Capture to deposit checks works as follows: 
1. A check is received. 
2. Checks are scanned using the scanner and software provided by SNB.   
3. During the scanning process, the information on the check is read by the scanner 

and verified by the person doing the scanning. 
4. An electronic file of the check images is sent to SNB via a secure Internet 

connection. 
5. Deposits made using SNB Check Capture become available according to SNB’s 

normal availability schedule. 

How to Get Help 
Should you need assistance installing or using SNB Check Capture, please contact the 
SNB Business Client Services department: 
• By telephone: 800.727.2230 ext. 101362 
• By e-mail:  Business_Client_Services@banksnb.com  

System Requirements 
 
• Microsoft Windows 2000 or XP 
• Internet Explorer 5.5 or above 
• At least one USB 2.0 port 
• 512 MB of system memory 
• 1 GB of disk space 
• A high-speed Internet connection (DSL, cable or T1) 
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Using SNB Check Capture WebClient 

Logging in to SNB Check Capture WebClient 
To use the SNB Check Capture WebClient, you must first login.  SNB Business Client 
Services will provide you with your Login ID and Password after you’ve been set up for 
the service.   
 
Open a Web Browser on your computer & enter the appropriate link from the list below: 
 
http://www.banksnb.com ……………………………………..SNB customers 
http://www.bankofkansas.com ...........................Bank of Kansas customers 
 
 
 
You will be directed to the following SNB homepage: 
 
 

 
Figure 1:  SNB Website/ homepage 

 
 

• Click on the “sign on now” drop-down menu and select “Check Capture” 
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• The following WebClient login screen will appear: 
 

 
 

Figure 2: WebClient Log-in Window 

 
Enter your User Name (ID) and Password and click the “Log In” button. 
 
After successfully logging in to the SNB Check Capture WebClient, the home screen will 
appear: 
 

 
Figure 3: SNB Check Capture WebClient Home Screen 
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Capturing Deposits 

Preparing to Deposit 
Depositing checks is a three-step process: 
 
1. Capture the checks for deposit by scanning them 
2. Correct any information from the captured checks that did not scan properly 
3. Balance the scanned check total and submit the deposit 
 
These steps are described in detail in the following sections of this document.  Prior to 
depositing checks using SNB Check Capture, total the checks using a calculator.  
You will use this “control total” during the balancing process step.   

Making a New Deposit 
To deposit one or more checks: 
 

 
Figure 4: Create New Deposit Screen 

 
1. Select the account in which you wish to make the deposit from the drop-down menu. 
 
2. Enter the “Control Total” of the checks you wish to deposit in the “Deposit Control 

Total” field. 
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3. Click the “Proceed” button and the “Capture Items” screen will appear as follows: 
 

 
Figure 5: Capture Items Screen 

 

 
Note:  If scanner is not in Ready status, verify that the scanner is plugged in, 
powered on, connected to a USB 2.0 port on your computer and that the proper 
scanner software driver is installed. 
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Scanning Checks 
With your scanner ready, begin scanning your checks for deposit: 
 
1. Click “Start Scan”.  The following pop-up will appear. 
2. Following the directions provided by your scanner’s manufacturer, place a check or 

checks into the scanner. 
 

 
Figure 6: Scanner Initializing Screen 
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3. After you have finished scanning your checks, click “Stop Scan” on the pop-up 

window.  The following screen will appear (this example illustrates the process with 
two checks): 

 

 
Figure 7:  Capture screen displaying captured check image & info line 

 
4. The image of the first check scanned appears on the screen.  In addition, an 

information line for each check scanned appears at the right of the check image.  By 
clicking on the “Red X”  an item can be deleted from the deposit. 

5. Once all the checks have been scanned for the deposit, click  at the 
bottom of the page to move to the Correct Items phase of the process. 

 
Note: 
• You do not need to create and scan a deposit slip– the system does this for you 

automatically. 
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Correcting Scanned Checks 
The system automatically identifies and displays the items that require correction.  
Correct problems with scanned checks using this procedure: 
 
 
 

 
Figure 8: “Correct" screen 

1. The image of the check selected for correction will display.  The “Image Quality 
Exceptions” display area will list the items to correct. In the example above, the 
amount was not read from the check that was scanned.  No other image errors exist.  
The “Rejected Item Exception” displays “Item passed.”  Therefore, no other 
image quality errors exist. 

 
2. Correct the item in the example above by entering the check amount, referring to the 

paper check if necessary, and then click the “Accept” button. 
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Balancing 
After all checks are scanned for deposit and the scanned information is verified and 
corrected, then click “Proceed” at the bottom of the screen. 
 

When Your Deposit Balances 
If the control balance you entered prior to scanning your checks balances with the total 
of the scanned checks, the following Window appears: 
 

 
Figure 9: Deposit Balanced Window 

This deposit is now ready.  The SNB Check Capture system automatically prepares a 
deposit slip for you as depicted in Figure 9: 
 
• Click “Proceed” to advance to the next step. 
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When Your Deposit Does Not Balance 
If the control balance you entered prior to scanning checks does not equal the total 
amount of the checks scanned, the following Window will appear: 
 

 
Figure 10:  Balance Adjustment Window 

This Window indicates the control total does not match the total of the checks that were 
scanned.  To resolve the balancing error: 
 
1. Re-check the control total you entered to make sure it is correct 
2. Verify that the amounts of the checks which were scanned are also correct 
 
In the example shown in Figure 10, the Deposit Control Total was entered incorrectly.  
To balance, simply click in the Deposit Control Total input area and edit the amount.  
When the Deposit Items Total and the Deposit Control Total match, click on the 
“Balance Deposit” Button: 
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Figure 11: Balance Adjustment Window with corrected Control Total 

 
Then, click “Proceed” to review the deposit before submitting it to the bank.  You will 
see the following screen: 
 

 
Figure 12: Deposit Review Screen “Ready for Processing” 

Submitting your Deposit to SNB 
After your deposit balances, the Final Deposit Ticket will appear in a Window on your 
screen allowing you to submit the deposit to SNB now or save it for submission later.  
Should you choose to click the “Deposit” tab at the top of the page, you will have the 
opportunity to submit this deposit from the home SNB Check Capture screen at a later 
time. 
 
Clicking the “Finish Deposit” button will begin the process of immediately transmitting 
your deposit to SNB.  After your deposit is successfully transmitted to SNB, the 
following Window appears: 
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Figure 13: Transmission Summary Window 

 
Click on the “Deposit Details Report” (see Figure #14) or “Deposit Images Report” 
button in the Transmission Summary Window to display a summary of the report 
either with or without images. 
 

 
Figure 14: Deposit Detail Report 

 
SNB recommends that you print a copy of this report and store it with the check(s) you 
scanned to make this deposit.   



 

15 

Reports 
To run reports, from the home screen click on “Reports” to bring up the Reports page: 

 
 
 
Select one of the seven options: 
1. Deposit Detail Report 
2. Deposit Image Report 
3. Deposit Image Report (Front Only) 
4. Deposit Image Report (1x3) 
5. Deposit Summary Report 
6. All Deposits Summary Report 
7. Export Standard Data File 
 
 

 
Figure 15: Reports Window 

 
Selecting an option from the list will cause the report criteria input area to appear: 
 

 
Figure 16: Report Criteria Input Area 

 
Enter the parameters for generating the desired report, in this example, the date range.  
Click the “View Report” button to display the selected report. 
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Frequently Asked Questions 
 
• Do I need to prepare a deposit slip? 

o No, the system does this for you automatically. 
 

• Will the deposit tickets look different? 
o Yes.  You will be able to easily distinguish an SNB Check Capture deposit slip 

when you view your statement images. 
 
• What should I do with the paper checks after scanning them? 

o Print a copy of the Deposit Receipt (see Figure # 14) and store it with the 
associated, scanned checks.  You must store scanned, paper checks for 60 
days in a secure, fireproof filing cabinet.  After 60 days, destroy the checks. 

 
• How many items can I go back and review? 

o The SNB Check Capture system will allow you to review either the most 
recent 5,000 items scanned or items captured in the last 90 days. 

 
• Will my statements look different? 

o No. 
 

• Will SNB archive the images and keep them? 
o Yes, for seven years. 

 
• How do I change my password? 

o You can login to the SNB Check Capture WebClient to change your 
password.   

 
• Does SNB Check Capture change the current funds availability structure? 

o No. 
 
• Will deposits made using SNB Check Capture memo post to my account? 

o Yes, anything submitted by 6:00pm CST on a weekday will post that day. 
 
• Will SNB Check Capture change the wire deadline? 

o No. 
 
• Does the scanner convert the check into an ACH? 

o No. 
 
• Will we receive a confirmation e-mail message from SNB? 

o Yes.  Contact the SNB Business Client Services group to setup the list of 
recipients for this e-mail confirmation message. 

 


