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How do I tell the when batches are opened, approved and 
processed? 

 

 
 
Steps for Desktop Deposit Users: 
 

 Log into the system 
 You will then be presented with the above screen 
 Click onto the Batch Status link on the left side of the screen 
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 The screen below reflects the Batch Status page. 
 

 
 

 Batch Status can be determined by locating batch in question, and then 
reviewing the corresponding status (under Status column). 

 



How do I log into my Desktop Deposit service? 
 

 
 
Steps for Desktop Deposit Users: 
 

 Log into the system 
 You will then be presented with the above screen 
 Click onto the Capture tab on the left side of the screen 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 The screen below reflects the Open Batches page. 
 

 
 

 Click onto the “Create New Batch” link along the top of the screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 The screen below reflects a more-detailed Create New Batch page. 
 

 
 

 Select the account that you would like to make your deposit into by  
  clicking onto the Select link which is located under the Action column. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 The screen below reflects the Create New Batch page so that you can 
enter your check deposit(s). 

 

 
 

 You have a choice to use either a calculator to add up the number of     
checks, or use the tape option on the capture screen. (This demo will use 
the tape option on the screen.) 

 
 In the Item Amount field, you will enter the amount of each check. As the 

checks are entered, the Expected Deposit Total Amount field and the 
Expected Deposit Total Items field will be updated. 

 
 
 
 
 
 
 
 
 
 
 
 



 The screen below reflects a sample of an $18.00 check after it was 
entered. 

 

 
 

 You will then be prompted to enter the remainder of your checks. 
 

 If you enter the wrong amount, you can use your mouse to highlight the 
incorrect item; then press the delete key and enter the correct amount.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 The screen below highlights the incorrect item to be adjusted. 
 

 
 

 Press the delete key on the key board and the item will be removed. 
 

 Enter the correct amount in the Item Amount field and press enter. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 The screen below reflects the adjustment made to the deposit item. 
 

 
 

 Once your deposit items have all been entered on the tape, click onto the 
Create Batch button on the bottom of the screen. 

 
 When using the tape option, you do not have to enter a Batch Name; it will 

be system generated. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 After you have clicked onto the Create Batch button, the system will 
present you with the Check Scanning page. 

 

 
 

 At this point, place the checks into the hopper of the Panini scanner, and 
then press the Start Batch Scan button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 When scanning has been completed, you will then be presented with the 
following page. 

 

 
 

 Press the OK button.  
 If you have more checks, you can then place your checks in the hopper of 

the Panini scanner, and then click onto the Start Batch Scan.  
 If you do not have any more check deposits, then you can click onto the 

Complete Batch link (along the bottom of the screen). 
 
 
 
 
 
 
 
 
 
 
 
 
 



 If any items need to be corrected (after you’ve clicked onto the Complete 
Batch link tab), you will be presented with the following page. 

 

 
 

 You will then enter information into the fields are missing any required 
data.  (In this example, the amount of the check.)  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 Once all items have been corrected, you will be presented with the 
following page. 

 

 
 

 At this point, click onto the Close Batch button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 You will be presented with the following message, “Batch 7204 
successfully completed and sent for approval.” 

 

 
 

 Press OK, and then you will be presented with a PDF report.  You can 
then either print or save the report. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 You will then be presented with the following “Closed Batch Status” page. 
  

 
 

 Once you have printed out this report, your deposit batch will need to be 
approved.  
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How do I adjust an item that is entered in the tape option 
incorrectly? 

 

 
 
Steps for Desktop Deposit Users: 
 

 Log into the system 
 You will then be presented with the above screen 
 Click onto the Capture link on the left side of the screen 
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 The screen below reflects the Open Batches page. 
 

 
 

 Click onto the Create New Batch link (along the top of the screen). 
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 The screen below reflects a more-detailed Create New Batch page. 
 

 
 

 Select the account that you would like to make your deposit into by 
clicking onto the Select link which is located under the Action column.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 



©Copyright 2006  Commercial Capture Xpress 
 Fidelity Integrated Financial Solutions  Created 11/13/2006 
Confidential:  This is Commercial Capture Xpress Confidential Information and is not to be disclosed or 
copied. 
 

 
 The screen below reflects the Create New Batch page so that you can 

enter your check deposit(s). 
 

 
 

 You have a choice to use either a calculator to add up the number of 
checks, or use the tape option on the capture screen.  (This demo will use 
the tape option on the screen.) 

 
 In the Item Amount field, you will enter the amount of each check.  As the 

checks are entered, the Expected Deposit Total Amount field and the 
Expected Deposit Total Items field will be updated. 
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 The screen below reflects a sample of an $18.00 check after is was 
entered. 

 

 
 

 You will then be prompted to enter the remainder of your checks. 
 

 If you enter the wrong amount, you can use your mouse to highlight the 
incorrect item; then press the delete key and enter the correct amount. 
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 The screen below highlights the incorrect item to be adjusted. 
 

 
 

 Press the delete key on the key board and the item will be removed. 
 

 Enter the correct amount in the Item Amount field and press enter. 
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 The screen below reflects the adjustment made to the deposit item. 
 

 
 

 Once your deposit items have all been entered on the tape, click onto the 
Create Batch button (on the bottom of the screen). 

 
 When using the tape option, you do not have to enter a Batch Name; it will 

be system generated. 
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How do I get to and use the advanced edit functionality?  
 

 
 

 
Steps for Desktop Deposit Users: 
 

 Log into the system 
 You will then be presented with the above screen 
 Click onto the Capture link on the left side of the screen 
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 The screen below reflects the Open Batches page. 
 

 
 

 You will then find multiple check deposit batches; click onto the Search 
link (to the right of the batch) for the item(s) you’d like to edit. 
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 The screen below reflects the Batch Items Search page. 
  

 
 

 Press the edit button next to the check that shows an incomplete status. 
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 The screen below highlights the details of the check to be edited. 
 

 
 

 If you have the proper security level, then the advanced edit button will 
appear. 
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 The screen below reflects the “Advanced Edit” page. 
 

 
 

 With the Advanced Edit page, you now have the opportunity to revise the 
information on the check. 

 
Important Customer Information:  

1. Auxiliary “OnUs”, usually is the check number for a business check .  The check number is located 
to the left of routing number ((surrounded by a pair of OnUs symbols) ( )).  

2. OnUs is located to the right of routing number, but to the left of amount (if present). The OnUs field 
should be put in exactly as shown in the MICR line. OnUs symbol(s) ( ) should be replaced with 
the letter 'U' (uppercase U).   Dash symbol(s) ( ) should be replaced with the letter '-' (dash).  

3. The Check number field is only significant if there is no auxiliary OnUs field; no check number in 
OnUs field in the MICR line; the check number was printed somewhere else on the check; or if the 
check number is mispresented.  
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How do I monitor my customer usage? 
 

 

 
 
Steps for Desktop Deposit Users: 
 

 Log into the system 
 You will then be presented with the above screen 
 Click onto the Capture link on the left side of the screen 
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 The screen below reflects the Reports page. 
 

 
 

 Click onto the Category dropdown box to select the Metrics link. 
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 The screen below reflects a more-detailed Reports page. 
 

 
 

 Click into the Depositor drop down box to select the appropriate customer, 
and then input the date range (in the Start and End Date fields) to pull the 
“Metrics By Depositor” report. 
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The screen below highlights the “Metrics By Depositor” report. 
 

 
 

 This report will provide you with a wealth of information about your 
customer for the time period you selected. 



How do I print a report with just the images for a batch? 
 

 
 
Steps for Desktop Deposit Users: 
 

 Log into the system 
 You will then be presented with the above screen 
 Click onto the Batch Status link on the left side of the screen 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 The screen below reflects the “Batch Status” page. 
 

 
 

 Click onto the Depositor drop down box, and then click onto the Search 
button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



The screen below reflects the Batch Status page. 
 

  
 

 In the Process column, select the appropriate amount underlined link. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



The screen below reflects a more-detailed Batch Status page. 
 

 
 
 

 Select an individual check, or the entire list of checks to view. 
 To view the entire list of checks, you must select the top check box in the 

headings. 
 Once you’ve selected the check(s) you’d like to view, click onto the Print 

Selected Checks button. 
 
 
 
 
 
 
 
 
 
 
 
 
 



 By clicking onto the Print Selected Checks button, you will start up the 
Adobe PDF viewer. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 The screen below reflects the check information provided by the Adobe 
PDF viewer. 

 

 
 

 Press the print button to send the PDF to their printer. 



How do I print a report with just the information and not the 
images? 

 

 
 
Steps for Desktop Deposit Users: 
 

 Log into the system 
 You will then be presented with the above screen 
 Click onto the Batch Status link on the left side of the screen 

 
 
 
 
 
 
 
 
 
 
 
 
 



 The screen below reflects the Batch Status page. 
 

 
 

 Click onto the Depositor drop down box, and then click onto the Search 
button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 The screen below highlights a list of check deposits batches. 
 

  
 

 Highlight the required batch, and then click onto the Report link located on 
the left side of the page. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 By clicking onto the Report link, you will start up adobe PDF viewer. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 The Adobe PDF viewer will produce the following report. 
 

 



How do I reverse an Approved Batch? 
 

 
 
Steps for Desktop Deposit Users: 
 

 Log into the system 
 You will then be presented with the above screen 
 Click onto the Batch Status link on the left side of the screen 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 The screen below reflects the Batch Status page. 
 

 
 

 Find the required check deposit batch, and then click onto the Reverse 
link (under the audit column).  

 If the batch has been processed, then the reverse button will be replaced 
with the report button.  

 Once you press the reverse button, the batch will be placed in the 
Approval tab.  

 You can then return to the requested check deposit batch to capture (if 
needed with the return button). 

 
 
 
 
 
 
 
 
 
 
 
 



 
 If you press the approval tab, the screen below reflecting the Batches 

Pending Approval page will appear.  
 

 
 

 Then you can return the batch to capture to scan or rescan any items. 
 
 
 
 



How do I see all of my approved work? 
 

 
 
Steps for Desktop Deposit Users: 
 

 Log into the system 
 You will then be presented with the above screen 
 Click onto the Transactions link on the left side of the screen 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 The screen below reflects the Pending Approval Items page. 
 

 
 

 Click onto the Approval link of the left side of the screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 The screen below reflects the Approved Items page. 
 

 
 

 Click onto the Depositor drop down box, and the click onto depositor or 
deposit account to find the approved items. 

 
 You can then either view the items or display the audit trail of the items. 

 



How do I see all of my deleted work? 
 

 
 
Steps for Desktop Users: 
 

 Log into the system 
 You will then be presented with the above screen 
 Click onto the Transactions link on the left side of the screen 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 The screen below reflects the Pending Approval Items page. 
 

 
 

 Click onto the “Deleted” link on the top of the page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 The screen below reflects the “Deleted Items” page. 
 

 
 

 Select the depositor or deposit account to find the pending approval items. 
 

 You have a choice to either view the items or display the audit trail of the 
items. 
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How do I see all of my pending work? 
 

 
 
Steps for Desktop Deposit Users: 
 

 Log into the system 
 You will then be presented with the above screen 
 Click onto the Transactions link on the left side of the screen 
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 The screen below reflects the Pending Approval Items page. 
 

 
 

 Select the depositor or deposit account to find the pending approval items. 
 

 You have a choice to view the items or display the audit trail of the items. 



How do I see all of my processed work? 
 

 
 
Steps for Desktop Deposit Users: 
 

 Log into the system 
 You will then be presented with the above screen 
 Click onto the Transactions link on the left side of the screen 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 The screen below reflects the Pending Approval Items page. 
 

 
 

 Click onto the “Processed” link at the top of the page.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 The screen below reflects the “Processed Items” page. 
 

 
 

 Select the depositor or deposit account to find the processed items. 
 

 You will see the history of the item that has been processed. 
 

 You can either view the items or display the audit trail of the items. 
 
 
 
 
 



How do I see the number of Items that ran through the 
system during a time period? 

 

 
 
Steps for Desktop Deposit Users: 
 

 Log into the system 
 You will then be presented with the above screen 
 Click onto the Reports link on the left side of the screen 

 
 
 
 
 
 
 
 
 
 
 
 
 



 The screen below reflects the Reports page. 
 

 
 

 Click onto Metrics link from the Category drop down box. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 The screen below reflects a more-detailed Reports page. 
 

 
 

 Select the Depositor and the desired date range (up to one month at a 
time), and click onto the appropriate Metrics link.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 The screen below reflects the required metrics by date range. 
 

 
 

 This report gives you the Depositor’s total number of items scanned during 
the period (up to one month). 

 



How do I set up a user to only transfer files? 
 

 

 
 
Steps for Desktop Deposit Users: 
 

 Log into the system 
 You will then be presented with the above screen 
 Click onto the Users link on the left side of the screen 

 
 
 
 
 
 
 
 
 
 
 
 
 



 The screen below reflects the “User Search” page. 
 

 
  

 Select the New FI User link at the top of the screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 The screen below reflects the New FI User page. 
 

 
 

 The Administrator then clicks onto the File Exchange Manager link in the 
“Choose Role” drop down box for the role. 

 Click onto the Continue box to move to the next page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 The screen below reflects a more-detailed New FI User page. 
 

 
 
Complete the following fields: 

 Enter the full name of the FI user in the User Full Name field, 
 Enter the login name, 
 Enter the password, and reenter the same password in the Confirm 

Password field, 
 Check the change password on Next Login, 
 Enter the email address of the FI user, 
 Click onto the appropriate FI User’s time zone, and 
 Check the Active box 

 
 You will then click onto the Save button. 

 
 
 
 
 
 
 
 
 



 Once signed into the system, you will be presented with the screen below. 
 

 
 
 
 
 



How do I set up notification? 
 

 To set-up the notification feature, you are required to send a “from 
address” to the support department.  

 Setting up this feature will take approximately two to three business days. 
 
 

 
 
Steps for Desktop Deposit Users: 
 

 Log into the system 
 You will be presented with the above screen 
 Click onto the Users link on the left side of the screen. 

 
 
 
 
 
 
 
 
 



 
 

 The screen below reflects the User Search page. 
 

 
 

 Select the Notifications link at the top of the screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 The screen below reflects the “Notification Maintenance” page. 
 

 
 

 Select the Depositor and the location for the account. 
 

 Select the event to send an email notice. 
 

Listed Events in the drop down box are the following: 
 

 Batch Approval 
 Closed Batch Approaching Cut-off 
 Batch Closing 
 Open Batch Approaching Cut-off 
 Open Batch from Previous Day 
 Batch Processing 
 Batch Return (only customers that use remote entry) 
 Batch Submission (only customers that use remote entry) 
 Pending Approval from Previous Day 
 Batch Adjustment (only customers that use remote entry) 

 
 Place a check mark next to the people that should receive an email notice 

for this event.  



Payment File Configuration 
 

 The following information is a step-by-step process to set-up an account 
for payment configuration. 

 
 

 
 
 
Steps for Desktop Deposit Users: 
 

 Log into the system 
 You will then be presented with the above screen 
 Click onto the Maintenance link on the left side of the screen 

 
 
 
 
 
 
 
 
 



 The screen below reflects the “New Opt-Out Account” page. 
 

 
 

 Select the Payment Export Configuration link at the top of the screen 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 The screen below reflects the “Payment Export Configuration” page. 
 

 
 

 Click onto the “Select” link for appropriate depositor to create the payment 
exchange file. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 The screen below reflects a more-detailed Payment Export Configuration 
page. 

 

 
 

 Click onto the appropriate “Select” link for the account you want to 
generate the file. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 The screen below reflects payment-export details on the account you 
selected. 

 

 
 
Please complete the following steps: 
 

 Check the export payments box. 
 Click onto the type of file to be created.  

 
Values listed are the following: 
 

 ASCII 
 CSV 

 
 Select the appropriate link from the Row Delimiter drop down box  

 
Values listed are the following:  

 
 CR  (carriage return  
 CRLF (Carnage return Line Feed) 
 LF (Line Feed) 

 
 



 Click onto the appropriate link in Column Delimiter field  
 
Values listed are the following: 

 
 , Comma 
 ; Semicolon 

 | Vertical pipe 
 Tab 

 
 Click onto the appropriate link in Text Qualifier field  

 
Values listed are the following: 

 
 None 
 Double tick 
 Single tick 

 
 Click onto the appropriate link in the Date Format field  

 
Values listed are the following: 

 
 mm/dd/yy 
 mm/dd/yyy 
 yy.mm.dd 
 yyyy.mm.dd 
 dd/mm/yy 
 dd/mm/yyyy 
 dd.mm.yy 
 dd.mm.yyyy 

 dd-mm-yy 
 dd-mm-yyyy 
 dd mon yy 
 dd mon 

yyyy 
 mon dd, yy 
 mon dd, yyy 
 mm-dd-yy 

 mm-dd-yyyy 
 yy/mm/dd 
 yyyy/mm/dd 
 yymmdd 
 yyyymmdd 
 mmddyy 
 mmddyyyy 

 
 Click onto the appropriate link in the Currency Format field  

 
Values listed are the following: 

 
 Explicit Decimal 
 Implicit Decimal 

 
 Enter the appropriate file name into the File Name ID field (this is user 

defined field). 
 

 Enter the appropriate file extension into the File Extension field. 
 

 Select the fields to be shown in the file by placing a check in the check 
box under the include field. 

 
 

 Select the order of the fields by selecting the field order number. 
 



How do I see the number of items that were scanned 
through the system during a time period? 

 

 
 
 
Steps for Desktop Deposit Users: 
 

 Log into the system 
 You will then be presented with the above screen 
 Click onto the Reports link on the left side of the screen 

 
 
 
 
 
 
 
 
 
 
 
 



 
 The screen below reflects the Reports page. 

 

 
 

 Click onto the appropriate Metrics link in the Category dropdown box. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 The screen below reflects additional Metrics for you to select. 
 

 
 

 Select the depositor and the date range to pull the metrics by Financial 
Institution. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 You will then be presented with the following report for your customer. 
 

 
 

 This report will provide you with the number of items that have been 
scanned for all of your customers. 



How do I tell when a batch was approved? 
 

 
 
Steps for Desktop Deposit Users: 
 

 Log into the system 
 You will then be presented with the above screen 
 Click onto the Batch Status link on the left side of the screen 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 The screen below reflects the “Batch Status” page. 
 

 
 

 To ascertain when a batch was approved, click onto audit link under the 
Audit column.  

 You will then be shown a history of the activities that have occurred in the 
batch. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 The screen below reflects the Batch Audit page. 
 

 
 

 This report screen shows your all the information about the batch (i.e. 
Created, Updated, Closed, Approved and Processed). 
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How do I tell when a batch was created? 
 

 
 
Steps for Desktop Deposit Users: 
 

 Log into the system 
 You will then be presented with the above screen 
 Click onto the Batch Status link on the left side of the screen 
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 The screen below reflects the Batch Status page. 

 

 
 

 To ascertain when a batch was created, click onto the Audit link (under the 
Audit column).  

 You will then be shown a history of the activities that have occurred in the 
batch. 
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 The screen below reflects the “Batch Audit” page. 
 

 
 

 This report screen shows you all the information about the batch (i.e. 
Created, Updated, Closed, Approved and Processed). 
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