John Q. Public
T
PAYTOTNE UTILITY C@ g
Two Hundred Fifty anl

SNB

CHECK CAPTURE

User’s Guide

March 2009



Table of Contents

TabIE Of CONIENTS ... 2
LIST OF FIQUIES ...ttt e et ettt e e e e e e e e e e ettt e a e e e e e e eeeseennnnns 2
Introduction t0 SNB CheCk CaplUure ..........oieeiiiiiieeiiiiie e eee et e e e e e e e e e e eeaenes 3
HOW TEWOTKS ..t e et et e e e e e e e eenann s 3

[ [0 1V (o T 1= o = o 3
SYStEM REQUITEMENES ...ceeiiiiiiiii ettt e e e e e e e et s e e e e e e e e eeabnn e e eeeeas 3
Using SNB Check Capture WeBCHENt ..........ccovveiiiiiiiiee e eeeeaanns 4
Logging in to SNB Check Capture WebClient ..., 4
(@ o] (0141 To L= o0 ]| £ 6
Preparing t0 DEPOSIL ......cooiiiieiiiiiie e 6
MaKing @ NEW DEPOSIT .....coeveeiiiiiieee e e e e e e e e e e e e e e eeaaa s 6
SCANNING CRECKS ... 8
Correcting SCaNNed ChECKS .........iiiii i e e 10
(7= F= 1 Tox | o ST URPPPPPTRRN 11
When Your Deposit BAlANCES .........ccoiieiiiiiiiiiiiiiie et e e e e e e e e e eaeeees 11
When Your Deposit Does NOt BalanCe ..........ccooviiiiiiiiiiiiiiiieeeeeec e 12
Submitting your Deposit t0 SNB..........coiiiiiiiiieiiics e 13
(=] 00 ] £ PP UPPT TP 15
Frequently Asked QUESTIONS ........ooeuuiiiiiii e e e e e e e e e e e e e eeeeees 16

List of Figures

Figure 1: SNB Website/ HOMEePAgEe .........coovviiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeee e 4
Figure 2: WebClient LOg-in WINGQOW ........ccooieiiiiiiiiie e e e e e e e e e eannes 5
Figure 3: SNB Check Capture WebClient HOme SCreen.............uuevvvvveiviviiiiiiiiiiiieieeeenee. 5
Figure 4: Create NeW DEPOSIt SCIrEEN.......ccccciiiiiiiiiei e et e e e e e e eeaanes 6
Figure 5: Capture ItEMS SCIEEN ......ocvviiiiiiiiiiiiiieeeeeeeeeee ettt 7
Figure 6: Scanner INItialiZiNg SCrEEN.......cccooieiiiiiicce et e e eeanns 8
Figure 7: Capture screen displaying captured check image & info line ..............ccc..ee..... 9
FIQUIE 8: “COITECE" SCIEEN ... it e e e e e et e e e e e e e e e e et eeaeaeeeeennes 10
Figure 9: Deposit Balanced WINUOW ............oooviiiiiiiiiiiiiiiiiiiieeieeeeeeeeeeeeeeeeee e 11
Figure 10: Balance Adjustment WINAOW..............uuiiiiiiiiiiiiiiiiie e e 12
Figure 11: Balance Adjustment Window with corrected Control Total........................... 13
Figure 12: Deposit Review Screen “Ready for Processing” ..........ccoovvvvvvviiiieeeeeeeeeennnns 13
Figure 13: Transmission SUMmMary WiNAdOW............ccooiiiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeee 14
Figure 14: Deposit Detail REPOIT ..........iiii e e e e e eeeanes 14
Figure 15: REPOITS WINAOW .......ccoviiiiiiiiiiiiiiiiiiiiiiieeeeeee ettt e e e e e ee e 15
Figure 16: Report Criteria INPUL AMCaA .......cceeeeeieeeiiiiie e e e e e e e e e e e e e e e eeeanes 15



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:

e By telephone: 800.727.2230 ext. 101362

e 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)



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 ..........coiiii i SNB customers
http://www.bankofkansas.com ..........ccccccceeeeenes Bank of Kansas customers

You will be directed to the following SNB homepage:

Home | About SNB | Investors | Contact Us

Healthcare | Business Personall search | /e\

ign on now
Selecta Service j
Selecta Service
OnlineBanking
\Diocument [magi

i =)

SISNB

-,

Healthcare Financial Services Business Financial Services Personal Financial Services ~ #eplv How
[ A | NS AT | W =
Figure 1: SNB Website/ homepage

Financial Calculators

e Click on the “sign on now” drop-down menu and select “Check Capture”



e The following WebClient login screen will appear:

User Name:l

F'assword:l

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:

SNB Check Capture

Change Password|Administration|Registration|Deposits

Default
Create Deposit @ My Open Deposits
Account | Select Deposit Account = No Open Deposits in History
Deposit Control Total: 50.00 My Recent DEPOSitS
Deposit Type| Select Depasit Type |7 -
Item Count DepositTotal Source Location Username Captured
4 $1,280.00 Gruver, TX gy 21712009 1
2 $20.00 Gruver, TX arver 21772008
2 $400.00 Gruver, TX aruver, 21720001
2 5100.00 Gruver, T gruver 216120081
4 $80.00 Gruver, TX gruver 2116/20091
3 $500.00 Gruver, TX aruver, 213720091
2 $60.00 Gruver, T aruver 2352009
a $370.00 Gruver, TX aruver 211420081

-

Figure 3: SNB Check Capture WebClient Home Screen



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:

SNB Check Cap

Change Fa
Default
Create Deposit @
Account: ISeIect Deposit Account j
Deposzit Contral Total; $0.00

DepnsitTypelseleﬁt Deposit Type j

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.



Change Password|Administration|FRegistration DEstitsRepDrts

Capture Items

Correct I Balance [ Fevigw ] e
Jepositdccount: 70000 - Operating Acct

No ltems

flip zoomin zoom out reset

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.



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.

SNB Check Capture

Change Password|Administration|Registration|{Deposits

Capture Items

Comect | Balance

Deposit Account: **0000 - Operating Acct

[History|Reports

Capture Items

A

— . 1

>

Ready to Scan

flip zoomin zoom out '

B AN SriThaster Hatiomal Rl

Figure 6: Scanner Initializing Screen

Proceed



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):

Help | Logout

SNB Check Capture

Change Password|Administration|Registration|(Deposits

Lal 2F pedical L

Capture ltems

Correct [ Balance [ Review ] 9
Jeposit Account: 0000 - Operating Acct
Analysis Status Duplicated ltemType Account Debit/Cre
0778888
s 1431351 * False CK 0225999
* g% nm%.égé’ﬂéé’
£ 7
H =
L e '$ 70, 22
; CAE S L W_—%,:mﬁ_ns A ==
i LLWATER NATIONAL BANK
M AND TRUST COMPANY
H with locations in
- Stiltwatar, Tulsa, Oklaboma City and Chickasha
1-804-762-4762
MEMO e P ...
GA03 0L T 0778888" WoeSs
: A l | »
flip zoomin zoomout reset Total Debit Amount: $80.00

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.

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

Note:
e You do not need to create and scan a deposit slip— the system does this for you
automatically.



Correcting Scanned Checks

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

Change Password Depusitst

Capkure Ealance Review e
ABC 1060
123 MAIN ST,
ANYWHERE, OK. 74074 B=143/1031 Enter Correct Armaount: I $0.00
: x ol 2, 2027
i
e @ D) s
p 2 3 -
: LZezoe s £ - JEA : poLLaRs (B B
LWATER NATIONAE BANK Mo Image Quality Errors
AND TRUST COMPANY i
with bacation in : %
Stiliwator, Tulga, Oklahoma Cig and Chickashs
1-B88-762-47
A T Ry SRR - ltern paszed
R EER TR E N S ?765L 3 10BO
=

flin zoomin zoom out reset

Figure 8: “Correct" screen

. 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.

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.

10



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:

Capture Correct Review [7]

Deposit Account: **0000 - Operating Acct

ItemType Serial Routing Number Account Amount User

$a23L5E789:C W00000e 1] #0000008000¢

4

flip zoomin zoom out reset Deposits:

Checks:
Difference:

Deposit Control Total:

This deposit is now ready. The SNB Check Capture system automatically prepares a

Figure 9: Deposit Balanced Window

deposit slip for you as depicted in Figure 9:

Click “Proceed” to advance to the next step.

. . ' worl [ 123456768 1000000 $80.000 |
Stillwater National Bank MY CHECKING DEPOSIT ¢ K 1088 103101437 0778888 $70.00
x K 1084 103101437 0220888 $10.00
Ceuver Madical Clinic Deposit $80.00
J00B02 142150 Ameunt
North Office - mark's locabon address -
4.15.08

2
$50.00
$50.00
$0.00
$80.00

Balance Deposit

11



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:

wih lecatiarsin
Slilweset, Tﬂu.ﬂb.ltumc'gm.bl:lxh
xi

Capture Correck Review e
jo— = ItemType Serial Routing Number Account Amount User
i 2086 CK| 002086 103101437 0789654/$1.000.00
123 MATH ST.
ANYWHERE, OK. 74074
Lglilh)
i agt 23, 2ocT
oRDER / |$ soos, 22
3 " o/ -
bt TR seiarndl mué%’fms [
STILLWATER NATIONAL BANK
AND TRUST COMPARY

i 1408162
E o g
| PO020BE" HA0FIDALAT
b i 4 | o
flip zoomin zoomout reset Deposits: $0.00
: 1,000.00
Amount §1.000.00 Checks: i
Difference: $10.00
Cancel
m - Deposit Control Total: $550.00
Balance Deposit

+ Control total does not match debits. Please correct.

Praceed |

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:

12



Capture Correct Revisw 2]
Deposit Account: 0000 - Qperating Acct
ltemType Serial Routing Number Account Amount User
. i | | wop| | 123456788) 100000 $80.00) |
Stillwater National Bank MY CHECKING DEPOSIT | oK 1069 103101437 0773888 $70.00
x CK 1064 103101437 02299849 $10.00
s $80.00
North Office - mark's location address -
4.15.08
B h23LE5RYE5E  LO0O00OOe La #000000&0004
. | i
flip zoomin zoor out reset Deposits: $50.00
Checks: $30.00
Difference: $0.00
Deposit Control Total: $50.00
Balance Deposit

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:

Caplure Carrect Balance | Review | [7]
Stillwater National Bank MY CHECKING DEPOSIT
Capture Processed: 2/26/2009 2:07:37 P
Deposit Tracking & 892 225 072
e Medical Cli Deposit Deposit ems: 2
Gruver erdcal Chim P
20080205 14,2150 o 380,00
Checks Total: $30.00
MNodth Office - mark's location address -
4.15.08
Account, | 70000 - Operating Acct -
$L23L5R7A%E  L00000 i0  /O0000O0ADO0¢ Deposit Typel Inic |
fip zoomin zoomout reset Edit
Finish Deposit

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:

13



(2]

Stillwater National Bank

Morth Office - mark's location address -
41508

MY CHECKING DEPOSIT

Deposil $80.00

Capture Processed:
Deposit Tracking ¥:
Deposit ltems:

Checks Total:

21262009 2:07:37 P
992225072

2

$80.00

Deposit Detail Report
Depositlmage Report
Depositimage Report (Front Onkyd
Deposit Imane Repart (Tx3)

Horme

Ki23L5L7A5:C  L00000w i0 #0000008000¢

flip zoom in zoomout reset

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.

4 4 [t ofr b bl [95% =

Find | Mext | select a format

Eleporr @ S

q Advanced Financial Solutions
. Deposit Detail Report

Transmission Date: AI442007 12:51:04 P M Merchant Name: Jace's Test Deposit Date: 442007 10:35:38 AM

Account Number: 100000 Deposit Total: $165.00 No of Debits: 2

Deposit Status: Received Deposit 1d: S00f084a-fl Bc-4c 55-87 26-6a721 47 201 3f
Capture S eq EXportSeq Debit/Credi Check Amount  Serial Ho. Account Ho. ing ysis Status  Override Indic ator
104000000059 950008170 Credit $165.00 100000 103101437 Motpplicable False
104000000060 9600081 80 Drehit $150.00 1061 1234567 103101437 Motfpplicable False
104000000070 950008190 Drehit 1500 1060 95376543 103101437 Motpplicable True

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.

14



Reports
Toru

Select one of the seven options:
Deposit Detail Report

Deposit Image Report

Deposit Image Report (Front Only)
Deposit Image Report (1x3)
Deposit Summary Report

All Deposits Summary Report
Export Standard Data File

NookrwdhE

SNB Check Capture

Change Fassword|Administration|Fegistration(Deposits|History | Reports

Reports

View Reports @

Reports

© Deposit Detail Report

" Depasit Image Report

€ Deposit Image Repart (Front Only)
" Depaosit Image Report { 1x3)

© Deposit Summary Report

 All Deposits Summary Repart

€ Expart Standard Data File

Figure 15: Reports Window

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

Help | Logou

SNB Check Capture

Change Password|Deposits|History|Reports

Reports

2]

Feports [Criteria

Account I“’"‘"DEIUEI - Operating Account j

Start Date
End Date:

® Tah View © Window View

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.

15



Frequently Asked Questions

Do | need to prepare a deposit slip?
0 No, the system does this for you automatically.

Will the deposit tickets look different?
0 Yes. You will be able to easily distinguish an SNB Check Capture deposit slip
when you view your statement images.

What should | 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 | go back and review?
0 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?
0 Yes, for seven years.

How do | change my password?
0 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?
0 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?
0 Yes. Contact the SNB Business Client Services group to setup the list of
recipients for this e-mail confirmation message.
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