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1.

Getting Started

This manual provides instructions for installing and using Electronic Deposit Service (EDS).
EDS must be accessed from a workstation meeting the minimum recommended system requirements for hardware,
software and scanners found listed in the following paragraphs:




Merchant Hardware Requirements
Merchant Software Requirements
Scanner Requirements

A. System Requirements
Merchant Hardware Requirements









Pentium 4 2.0 GHz or Core 2 Duo 1.86 GHz processor
512 MB RAM
250 MB free hard drive space
Network card
Broadband Internet access
USB 2.0
Screen resolution 1024 x 768
A check scanner connected to the workstation

Note: For optimal performance, particularly with scanners faster than 30 dpm, additional RAM is recommended.
Further performance improvements may be achieved using computers with dual‐core processors.

Merchant Software Requirements
Software minimum recommended configuration:




PDF Viewer ‐ Required for viewing Reports. Adobe PDF Viewer is qualified.
Java 1.8

Note: Java is only supported using Chrome on a Windows OS

Scanner, Operating System and Browser Requirements
EDS supports the following Operating Systems and Browsers:
Operating Systems
‐ Windows 10 (32‐bit or 64‐bit)
‐ Windows 11 (64‐bit)
Browsers
‐ Edge
‐ Chrome – Minimum v.94.x and higher.
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See the table below for a list of supported scanners on both operating systems above (accurate as of the publication
date of this document for Web Client v.20
Manufacturer
Canon

Digital Check ‐
CheXpress
Epson

Panini
Digital Check ‐ Teller
Scan
Panini ‐ Vision

Model
CR‐190
CR‐25
CR‐50
CR‐55
CR‐80
CX30
TM‐S1000
TM‐S2000
TM‐S9000
IDEAL
TS230
TS240
VisionX

B. Client Workstation Setup
Although EDS is a browser‐based application, the user must download and run the appropriate scanner installation
package on the local workstation before the user can begin capturing deposits.

WebScan Utility
This section provides general information on the installation process of the WebScan application. This application is
required for Chrome and Edge. The WebScan setup wizard provides a single feature tree to install all components.
The step‐by‐step instructions are listed below on how to install WebScan application on a workstation.
Note: All software requirements/components must be installed by a System Administrator
Note: You must have the necessary Windows privileges to install an application

Scanner Installation
To install scanner drivers, follow the steps listed below:
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1. Launch the scanner driver deployment web page:
https://eds.bankofthewest.com
a. Make sure your scanner is unplugged.
b. Select EDS Premier Scanner installers.
2. Select appropriate scanner and choose a download location for
the driver and click “Save”.
3. Extract the contents of the downloaded file.
4. Launch the setup.exe and follow the instructions to complete
the installation.
5. Upon completion of the installation process, click “Finish”.
Note: The installation Wizard and procedures vary by scanner, so
follow every step carefully. It is especially important to note when
to physically connect the scanner to power, or to the PC.

Browser Security
Browsers have a feature to remember form data and retrieve matches from entries users typed or visited
previously. This feature can be used to save user names and auto populate passwords on forms.
To comply with UI Standards, EDS forces these feature to be disabled. However, in Chrome and Edge, the browser
ignores this setting and allows the user to decide how to use these features.
1. It is recommended to disable these features for the Merchant EDS website.
2. Open selected browser.
3. Browse to the Merchant EDS website.
4. Enter Username and Password.
5. Message appears, “Would you like to store your password for this site?”
6. Select Never for this site.
Note: If presented with pop‐up or re‐direct option, please allow

Multi‐Factor Authentication
Multi‐Factor Authentication (MFA) is available to provide additional security and prevent unauthorized access to EDS.
The user must complete MFA enrollment and registration on the workstation prior to login.
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Enrollment: The MFA enrollment process is a one‐time only event that allows the user to select additional
security identifiers that are unique to each login. The information provided during enrollment remains and
is not required again once they have initially enrolled.
Registration: The MFA registration process verifies that the current workstation is valid. The registration is
only valid for the username and the machine the user is currently using. Each time a different username or
workstation is utilized, the user must complete an additional registration.

C. Using EDS for the First Time
Logging In
1. To access the application and register for the first time, follow the steps described in this section:


Ensure the scanner is installed, connected and powered on; then launch the internet browser and
https://www.eds.bankofthewest.com

2. The Login page displays.

3. Enter the user name and password, then press Enter or click the Log In button.
 The user must enroll in MFA before accessing the application. Refer to the Multi‐Factor
Authentication section in this document, for more information.
4. Upon successful authentication, the default Deposits page displays.
See next page . . .
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5. Under Create Deposit, select a primary deposit account from the Account drop‐down list or start typing the
account name. As the user begins typing, the list of accounts is filtered to match, allowing the user to
choose from a shorter list.
6. Calculate the deposit total and enter the amount into the Deposit Control Total field. This is the expected
total for the deposit and is always required.
7. Ensure any additional required deposit fields in the list are complete.
8. Click the “Proceed” button.

9. Follow the steps below based on the browser being used, Chrome or Microsoft Edge.

Chrome
The following steps are only required the first time the application is used on a particular PC using Chrome.
1. Click Capture Items.
2. Java attempts to load a plug‐in.
3. Click on the message and select “Always allow plug‐ins on <servername>”.
At this point, the user has successfully authenticated and registered the local Workstation with the application
provider and are ready to begin creating electronic deposits. Refer to Working With Deposits for more
information on creating, managing, and submitting deposits.

Microsoft Edge
The following steps are only required the first time the application is used on a particular PC using Microsoft
Edge.
1. Click Capture Items.
2. Java attempts to load a plug‐in.

3. Click on “Allow...” to load plug‐in and capture.
At this point, the user has successfully authenticated and registered the local Workstation with the application
provider and are ready to begin creating electronic deposits. Refer to Working With Deposits for more
information on creating, managing, and submitting deposits.

Browser Sessions
7

Only one browser session can be open at a time. If a new EDS session is started, the following message displays
when the user attempts to navigate to another page.
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2.

EDS – General Information

A. Introduction
EDS converts paper‐based deposits to electronic format for immediate and secure delivery to the Bank over the
internet. EDS provides easy‐to‐use tools for creating, managing and transmitting electronic deposits. Once EDS has
been successfully registered, launch the application URL at any time to login to the remote deposit service and
access the default page. EDS displays up to seven primary tabs. Access to all of these tabs varies based upon which
roles are assigned to the user.








My Profile
Administration
Registration
Deposits
Approvals
History
Reports

B. Password Messages
During the login process, EDS displays the appropriate alert or warning message whenever any of the following
password events occur:







Invalid User or Password (Alert)
Non‐Conforming Password (Alert)
New Account Reset (Alert)
Administrative Password Reset (Alert)
Password Expired (Alert)
Password Expires in X Number of Days (Warning)

After receiving any of the password alert notifications, a mandatory Change Password window displays. For warning
messages, Change Password is an optional choice.


Invalid User or Password
This message displays if the user enters an incorrect username and/or password while attempting to access EDS
from the Login page. This message also displays if the user has been temporarily locked out due to consecutive
invalid login attempts.
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New Account Reset
This message displays if the user is required by the system to create a new password the first time the user
logs in. The user must enter an email address to receive a confirmation message that the password is changed
successfully.



Administrative Password Reset
This message displays if the password has been reset by a system administrator. This may be required if the
password has been forgotten or compromised. The supplied password received as the result of a Reset
Request is temporary, and the user is required to create a permanent new password after logging in and
receiving the alert message. The user must enter an email address to receive a confirmation message that the
password is changed successfully.



Password Expired
The user receives this message during login if their password has expired. The user is required to create a new
password before proceeding. The user must enter an email address to receive a confirmation message that the
password is changed successfully.



Password Expires in “X” Number of Days
This message displays if the password is set to expire in a specific number of days. The user may change the
password by clicking Yes. If the user chooses not to, a reminder displays at each successive login until the
password expires.
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C. My Profile


Change Password
The Change Password tab allows the user to change their password, add or edit email and phone numbers, and
set activity alert emails.

To reset the password, follow the instructions provided below:
1. Select the My Profile tab.
2. Select the Change Password sub‐tab.
3. In the Change Password section enter the current password in the Old Password field.
4. Enter the new user password in the New Password field.
5. Re‐enter the new user password in the Confirm New Password field.
6. Click Change Password to complete the process.


My Profile
Enter the user’s email address for password retrieval and manage user phone numbers. Select the country
code from the drop‐down. Enter a phone extension up to six digits.



My Activity
From this screen the user can enable scheduled emails to inform them of their deposit activity. The options are
None, Daily, and Weekly for email frequency and the send time. When enabled, at the specified time the user
will receive an email detailing their deposit activity summary, including deposit count, item count, and amount
totals.
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User Notifications
User notifications lets a user choose which activity they would like emailed to them as a notification activity
from the previous tab (My Activity). The emails a user can enable or disable are:
 Standard ‐ Alerts a user that a deposit has been received.
 Deadline ‐ Alerts a user that a deposit has been received, but missed the deposit deadline.
 Rejected ‐ Alerts a user that a deposit has been rejected by the institution.
 Pending ‐ Alerts a user that a deposit has been received and is awaiting approval at the institution.
 Items Rejected ‐ Alerts a user that part of a deposit has been accepted, but some items were rejected.

Continued on next page . . .
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D. Administration

The Administration tab is viewable by users with the Administrator or Supervisor role to perform the following
functions. Depending on client configuration the features available on this screen may vary:


User Administration
 Search users ‐ Allows you to type in a partial name match to find a user.
 Create a new user (Only available to the Administrator Role)
 Remove an existing user (Only available to the Administrator Role)
o To delete an existing user, click the Delete icon in the row of the user to be removed. Click OK to
complete the action.


Edit user properties
o An Administrator or Supervisor can modify a user’s properties, including e‐mail address, phone
numbers assigned Deposit Accounts, roles, and user registration information.
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To edit User Properties, follow the instructions below:
1. Click the Edit icon in the user row to modify.
 To modify a user's e‐mail address, enter it in the in the E‐mail field. This is a required field for
password retrieval.
 To modify a user’s phone number, enter it in the provided phone number fields. Select the country
code from the drop‐down. Enter a phone extension up to six digits.
 To assign/unassign Role(s), select/unselect the appropriate role(s). See the User Roles section below
for more information on user roles.
 To assign/unassign Deposit Account(s), select/unselect the appropriate account(s).
 To register a Location and Scanner, select the appropriate location and scanner from the drop‐down.
2. Select the Save button.
 Set user access (Enabled or disabled)
o Administrators or Supervisors can prevent a user from logging into the application or restore
access by toggling the Enable/Disable box.
 Reset a user password
o Administrators or Supervisors can reset user’s passwords
1. Select the Reset Password link in the row of the selected user.
a. An email for the user must be configured for password retrieval before the
password can be reset. (See next page.)

b. Select OK, then update the user email address by Editing User Properties.
2. A message displays:

3. Select OK to email an automatically generated password to the user.
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4. A confirmation message displays above the grid.



Reset Duplicate History



Deposit Activity Emails
Sets email recipients for merchant level activity. Email frequency can be set up for Daily or Weekly. When
weekly is selected, the email will be sent at the specified send time on the Friday of the week.

From this screen you can configure system users and external users to receive Merchant Activity Reports.
Merchant and User activity email reports can be configured in the Configuration Management Utility under the
Notification Profiles. The default notification messages are displayed below:
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User Deposit Detail:

Merchant Deposit Detail:



External Recipients
Enter external recipient’s emails in the External Email Recipients input box. You can enter multiple email
addresses by separating them with a comma. Use the frequency and time drop down menus to designate
when and how often to send the emails.



Deposit Notification Admin
Allows the Merchant Administrator to configure email addresses for Merchants, Accounts, and Locations to
receive deposit notification emails.
See next page . . .

16

In the Deposit Notification Admin section the administrator can add email addresses to the deposit notification
distribution list.


Merchant ‐ This section displays the email addresses already configured to receive deposit notification
emails for this merchant. You can expand the distribution list by adding email addresses to any of the three
lists, separated by semicolons.
‐ Disable Notification ‐ Checking this button will disable all notification emails for this merchant
regardless of email addresses configured.



Accounts ‐ Individual accounts can also receive deposit notification emails. To add to the distribution list,
first select an account from the drop down list. If an account already has an email set up it will be displayed
once the account is selected. You may add more email addresses by entering them in one of the three
fields, separated by semicolons.



Locations ‐ To add to the Locations’ distribution list, first select a location from the drop down list. If a
location already has an email set up it will be displayed once the location is selected. You may add more
email addresses by entering them in one of the three fields, separated by semicolons.

Click save to apply the changes to the email notification distribution lists.
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E. User Roles
User roles grant or restrict access to the available functions within EDS. The initial user created by the Bank is an
Administrator and has the following privileges:




Reset Duplicate History
Manage Users (Add New Users, Assign/Remove Roles, and all Modify Users privileges).
Manage ACH Opt Out

Note: Administrators are unable to create additional administrators. Contact Bank of the West to obtain additional
administrator user accounts.
The Manage Users privilege of the Administrator role allows the following functions to other non‐Administrator
users under the same merchant:





Add New Users
Assign/Remove roles (except for Administrator Role)
Modify Users functions.

The administrator can assign users to the Supervisor role, which allows another user to modify existing users. The
Modify Users privilege of the Supervisor role allows changes to the following functions to non‐Administrator users
under the same merchant:





Reset Password
Unlock, Enable/Disable, Assign/Remove roles (except for Administrator and Supervisor Roles)
Change E‐mail Address
Deposit Account Add/Remove

The deposit accounts which are assigned to administrator and/or supervisor users are the only accounts these
users may add to or remove from other users' accounts through the EDS Administration tab. Having the
Administrator role does not implicitly give the user the subsequent privileges. For full access, give the user all
available roles.
Note: Any user assigned the role of Administrator by Bank of the West is not displayed in the EDS User
Administration list.
The privileges granted by all merchant roles except for the Reviewer role are limited/filtered based on the Primary
Deposit Account numbers assigned in each user's configuration. The Reviewer role grants access to view items,
deposits, and data from reports associated with all of the merchant's deposit accounts regardless of the user
settings.
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EDS User Roles
The following table lists the functionality available for each user role. If the deposit approval functionality is enabled,
additional roles are available and the behavior for existing roles changes slightly. See the EDS User Roles‐ Deposit
Approval section for more information.
Role

Privileges
Register User with Location and Scanner
Modify Users



Supervisor



Reviewer

For all users’ deposits and all accounts
 View Reports
 View History
 View / Run Queries

Depositor

For own deposits only
 Register User with Location and Scanner
 Finish Deposits
 View History, including Transmitted Deposits
 View Reports
 Run/View Queries
 Create, Capture, Correct, Balance
 View Open Deposits
 View Recent Deposits
 Mark Items (any items)

Operator




Register User with Location and Scanner
Reserved for Smart Deposit: Use Depositor role
instead

EDS User Roles – Deposit Approval
When the Deposit Approval functionality is enabled, an additional user role is available called Approver. The
remaining roles are also modified to fit this new workflow. The following table summarizes the privileges available if
deposit Approval is enabled
Role
Supervisor

Functionality



Reviewer

Register User with Location and Scanner
Modify Users

For all users’ deposits and all accounts
 View Reports
 View History
 View / Run Queries
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Approver

For all users’ deposits
View Pending Deposits
 Approve Deposits
 Reject Deposits
Note: The Approver cannot see any of the
Depositor deposits, as these are already
approved.


Depositor

For own deposits only
Register User with Location and Scanner
 Finish Deposits
 View History, including Transmitted
Deposits
 View Reports
 Run/View Queries
 Mark Items (any items)


Operator

For own deposits only
Register User with Location and Scanner
 Create, Capture, Correct, Balance
 View Open Deposits
 View Recent Deposits
 Submit Deposits for Approval


The Depositor role requires the operator role also be assigned when creating or editing users. If the Depositor role is
checked without the Operator role the following error message is generated when the user clicks the Save button:

Users with the Approver role can approve or reject pending deposits created by all users; however, if the user also
has the Operator role they cannot approve or reject deposits they created themselves. If the user also has the
Depositor role, they can submit their own deposits (it does not require approval).
To summarize:
If the user is assigned the Operator, Depositor, AND Approver roles:
 The user’s own deposits are finalized in the Review phase of the deposit.
20



The user may access, approve or reject other users’ deposits from the Deposit Approval page.

If the user is assigned the Operator AND Approver roles, but NOT the Depositor role:
 The user’s own deposits are submitted for approval in the Review phase of the deposit.
 The user may not see or access his/her own deposit(s) from the Deposit Approval page. A different user with
the Approver role must examine and accept/reject the user’s deposits.
 The user may access and approve/reject other user’s deposits from the Deposit Approval page.

F. Registration
A user must be registered to a location and scanner. The Registration tab allows a user with the Supervisor,
Depositor, or Operator roles to register their own location and scanner. The selected scanner determines which
device control is initialized when capturing. This page is automatically presented if a default scanner and default
location have not been assigned to a user.

To register the current user with a location and scanner, perform the following:
1. Click the Registration tab.
2. Select the location from the Locations drop‐down list.
3. Select the scanner model from the Scanners drop‐down list.
Note: If a network scanner is selected, Scanner Host is also required.
4. Click “Register” to complete the process.

Re‐Registration
If a user with the Supervisor, Depositor, or Operator role has already registered a scanner and location they can
update their registration settings by navigating to the Registration tab then clicking the Re‐register button.

If the current user does not have access to the Registration tab, a user with the Supervisor or Administration role
can re‐register a scanner and location to the user from the Administration tab by Editing User Properties.
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Required Re‐Registration
Upon login to EDS, the system checks to make sure the currently‐selected location is still valid. If it is, the user is able
to continue. If not, they are re‐directed to the Register Client page to re‐register the client. Use the following steps
to re‐register:
1. The Register Client page displays
2. Select the correct location from the drop‐down list, then click the OK button. The system saves the new
location and deposits can now be processed.
3. If the system does not allow users to register, they do not have permission; contact the System
Administrator.

End of section.
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3.

Making Deposits

A. Introduction
The Deposits tab is the default page after login. From here, choose to create a deposit as well as view open and
recently submitted deposits.

Announcements ‐ This section of the page allows the user to view announcements from Bank of the West.


Create Deposit ‐ This section of the page allows the user to specify the information needed to create a new
deposit, including the Account, Deposit Control Total and any other required custom fields. All additional
deposit fields are configured by Bank of the West.



Proceed ‐ Click the Proceed button to begin a new electronic deposit once the required deposit fields have
been populated.



Mark Items ‐ Select this option to endorse an additional printed message on captured deposit items using
supported scanners. The message is intended to state the items have been previously captured to an
electronic deposit. The message can only be configured by Bank of the West.



My Open Deposits ‐ Open deposits are deposits that have not been finalized (i.e. submitted electronically
for deposit). Additional items can be captured to an open deposit. Select an active field link of any listed
entry to access an open deposit. Displayed column headers are configured by Bank of the West.



My Recent Deposits ‐ All recent finalized deposits are listed in the My Recent Deposits section.
Select an active field link of any entry to access a finalized deposit.

Approvals
The Approvals tab is only available if enabled by the system administrator and a user has the Merchant Approver
role. This tab displays deposits that are pending approval before submission to the Bank. Refer to Deposit Approvals
for details on the work flow.
See next page . . .
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B. Deposit History
This tab allows viewing of the submitted deposit history and searching of deposited items as shown below.
Note: The user is only able to see deposits made to accounts and locations that they are authorized to view.

View Deposit History
View the History detail for a deposit by clicking the active link found in the left‐most column of the listed deposit.
When this link is selected, the page changes to the Deposit History Detail View. From here, the list of all items within
the deposit displays. The selected item's deposit information displays in the Deposit Information pane, and the
selected item’s images display as well. The user can also generate and view the Selected Item Image Report, Deposit
Details Report, or the Deposit Image Reports directly from this page.
This page also displays the results for item searches, which may show items from multiple deposits. The user can
click the Deposit Tracking # link in the Deposit Information pane for any selected item to reset the Item Search
Results to the items for the specified deposit only.
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Search Deposit History Items
Users can search for a specific item or items across deposits using any combination of available criteria (i.e. Amount
> $100.00 and Serial <> 100).
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Enter the appropriate search criteria, then click the Search button.
 Item Type ‐ The type of item or items for which to search. The options are All, Deposit Ticket, Deposit Item
(checks) or Rejected Item.
 Start/End Date ‐ The date range to be searched. These dates correspond to when the deposits were created
successfully on the Aggregator.
 Locations ‐ Drop down list to filter by location. Default is All.
 User ‐ The user who captured the item.
 Amount ‐ The Amount of the item.
 Serial ‐ The Serial number of the item.
 Tran Code ‐ The Tran Code of the item.
 Account ‐ The Account number of the item.
 Account Name ‐ The name given to the account if it was changed in CMU or Dashboard. This field allows a
partial name search by changing the search operator from ‘equals’ to ‘contains’ in the operator drop down.
 Transit Routing ‐ The Transit Routing number of the item.
 Sequence ‐ The Sequence number of the item.
 Additional Fields ‐ Depending on configuration, additional search fields may be present. Possible data
types: Dates, Currency, Numeric, String, and Pick List. Only searching for exact matches is supported.

‐
‐
‐
‐
‐

Dates ‐ Search for a specific Date value.
Currency ‐ Search on a specific dollar value. The value is formatted by the client.
Numeric ‐ Search for a specific numeric value.
String ‐ Search for a specific alpha‐numeric value.
PickList ‐ Search for a value that exists in the pick list.
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C. Reports
These following reports are available from the EDS Reports tab:



Deposit Notification Admin
This report provides details of a selected deposit.

To run this report, perform the following steps:
1. Select Deposit Detail Report. The Input Field Entry page displays.
2. Select a Date.
3. Select a Deposit Description.
4. Optional: Click the Include Custom Fields check box to display all relevant custom field data in the
report.
5. Select a report layout of either Tab or Window.
6. Click the View Report button.
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Deposit Image Report
This report provides summary detail of a deposit and front/back images of each item in that deposit.

To run this report, perform the following steps:
1. Select Deposit Image Report. The Input Field Entry page displays.
2. Select a Date.
3. Select a Deposit.
4. Select a report layout of either Tab or Window.
5. Click the View Report button.


Deposit Image Report (Front Only)
This is the Deposit Image Report with front‐only images.
See next page . . .
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Deposit Image Report (1x3)
This is the Deposit Image Report with front‐only images in a 1x3 format (default is 2x6). Use this report if larger
images on printed pages are needed.
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Deposit Image Report – Single Item
This image report will display the deposit with a format of 1 single item image, front and back per page.



Deposit Summary Report
This report provides a summary of deposits for a specified account in the selected date range.

30

To run this report, perform the following steps:
1. Select Deposit Summary Report. The Input Field Entry page displays.
2. Select the deposit Account.
3. Select a location, or choose All locations.
4. Enter a Start Date and End Date.
5. Optional: Click the Include Custom Fields check box to display all relevant custom field data in the report.
6. Select a report layout of either Tab or Window.
7. Click the View Report button.


Amount Limit Exception Report
Feature not used by Bank of the West



All Deposits Detail Report
This report provides a detailed summary of all deposits captured on a given date or date range.

To run this report, perform the following steps:
1. Select All Deposits Detail Report. The Input Field Entry page displays.
2. Enter a Location, or keep All locations selected.
3. Enter a Start Date and End Date. Optional: Click the Include Custom Fields check box to display all relevant
custom field data in the report.
4. Select a report layout of either Tab or Window.
5. Click the View Report button.


Export Standard Data File
This feature allows deposit data to be exported in a CSV format. To run this report, perform the following:
1. Select Export Standard Data File.
2. Select a Location.
3. Enter a Start Date and End Date.
4. Click Export File.
5. Choose to Save or Cancel the Export Capture Data Report.
6. If saving the report, enter a report name and select a location to save the file
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Export Data File by Layout
This is a special report that creates a CSV, an OFX (QuickBooks), or a flat text formatted file based on the selected
layout. This report option is only available if export layouts have been defined by the application provider. To
create the export, perform the following:
1. Select Export Data File by Layout. The Input Field Entry page displays.
2. Select an Account, a Layout and a Location.
3. Enter a Start Date and End Date.
4. For QuickBooks only: select an Account Type. Valid values include Checking, Savings, Money Market, or
Creditline, and reflect the type of account in QuickBooks.
5. Select Export File.
6. Select a save location.



Location Summary Report
This report provides a detailed summary of all deposits and debits captured on a given date or date range by
location.

To run this report, perform the following:
1. Select Location Summary Report. The Input Field Entry page displays.
2. Enter a Start Date and End Date.
3. Select an Account.
4. Select a report layout of either Tab or Window.
5. Click the View Report button.


Deposit Approval Summary Report
This report summarizes the status of all deposits that have been submitted for Merchant Approval. This report
can only be view by users who have the Approval Role assigned.
See next page . . .
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To run this report, perform the following:
1. Select Deposit Approval Summary Report.
2. Optional: Click the drop‐down menu to select a single location by which to filter the report.
3. Select a report layout of either Tab or Window.
4. Select the View Report button.
The Rejected Deposits are grouped together followed by the Approved Deposits. Deposits are listed by Submit Date
(oldest first), then by Deposit Total (largest first)
The following columns are used in this report:

Tracking Number ‐ A unique 9‐digit number assigned to each deposit

Submit Date ‐ Date deposit was submitted for approval

Operator ‐ Merchant user name who created the deposit

Rejected Date ‐ Date when the deposit was rejected by an approver

Approver ‐ Merchant user name who rejected the deposit

Number of Debits ‐ Number of debit items in the deposit

Deposit Total Amount ‐ Sum dollar amount of all debits in the deposit
The following columns are used in this report:

Tracking Number ‐ A unique 9‐digit number assigned to each deposit

Submit Date ‐ Date deposit was submitted for approval

Operator ‐ Merchant user name who created the deposit

Rejected Date ‐ Date when the deposit was rejected by an approver

Approver ‐ Merchant user name who rejected the deposit

Number of Debits ‐ Number of debit items in the deposit

Deposit Total Amount ‐ Sum dollar amount of all debits in the deposit
33

Note: Within the Rejected Deposits section, if more than one location is listed, the deposits are divided into sub‐
sections by Location. Within each location, the deposits are sorted by ascending alphanumeric order. Each sub‐
section ends with a subtotal tally of the number of debits and deposit total columns for each location individually.
Within the Rejected Deposits section, if the report is run for one location, Grand Totals are given for the Number of
Debits and Deposit Total.


Merchant Users Report

Report Layout
Reports open in the Report View window using a PDF viewer. Common functions, such as Print, Zoom, and Find, vary
based on browser and the PDF viewer used. For complete use of report functions, save the report to disk as a PDF.
Export to CSV. All reports can also be exported to CSV format by selecting Export to CSV on the Criteria tab.

D. Working with Deposits
Introduction
Using EDS allows the user to create new deposits, update and modify any open deposits, and review the history and
detail of submitted deposits.
To use EDS and the internet/intranet browser to create and submit an electronic deposit, follow the steps
described in this chapter.

Creating a New Deposit
To create a new deposit, perform the following steps:
1. Be sure that the scanner is installed, connected, and powered on; then launch the browser and enter the
URL for Direct Merchant EDS.
2. The Login page displays.

3. Enter the User Name hit Login
4. You be asked to complete some Multi‐factor Authentication questions if you have not registered your
workstation.
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5. The next page is where you enter your password, then press Enter or click the Log In button.

6. Upon successful authentication, the default Deposits page displays.
7. Under Create Deposit, select a valid primary deposit account from the Account drop‐down list or start
typing the account number. As the user begins typing, the list of accounts are filtered to match, providing a
shorter list.
8. Calculate the deposit total and enter the amount into the Deposit Control Total field. This is the expected
total for the deposit and is always required.
9. Ensure any additional required deposit fields in the list are completed.
Note: All required fields are highlighted in yellow.
10. Click the Proceed button.
Note: If this is the first time using EDS, the user is prompted for additional steps before they can begin
capture. Refer to Using Electronic Deposit Service (EDS) for the First Time section.
11. The Capture Items page displays.

12. Follow the instructions below for the desired scanner type.

Capture Deposits
The Capture Deposits sections provide information on capturing items with a traditional check scanner, a flatbed
scanner, and through x937 File Upload.

Check Scanner
Use the following steps to capture items with a traditional scanner:
1. Load items into the scanner.
2. Click the Capture Items button.
3. The Capture Items window displays. Loaded items automatically start scanning and are added to the
deposit.
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4. When finished, click the Stop Scan button in the Capture Items window.
Note: The Close button closes the Capture Items dialog. If items are still being scanned or processed and Close is
selected items may not be included in the deposit.

5. The screen displays Processing {X} of {Y}. When all items have completed processing, the capture dialog
closes automatically.
6. The Capture Items page displays the captured items just scanned.
7. Review the items in the deposit.
8. Continue to append additional items to the deposit by click the Capture Items
Button or click the “Proceed” button.

If the calculated total matches the deposit total and there are no failed items, a virtual deposit
ticket is created.

If there are any failed items, the Correct Items webpage displays those items and their
corresponding failures and exceptions. Refer to Correct Deposits for additional details.

If there are no failures, the Balance webpage is displayed. Refer to Balance Deposits for additional
details.

Resetting the Scanner
If the scanner loses connectivity during capture or needs to be re‐initialized the Reset button becomes active. Select
the Reset button to re‐initialize the scanner and continue capturing.
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This page allows items to be repaired for any of the following conditions:

Missing an Assigned Amount

Duplicate Captured Items

Additional Data Entry Required

Image Quality Errors

Considered as a Reject

Item Limit

MICR Failed

37

Analysis Field Type

Description

Amount Recognition
Failed

The user must manually enter the amount of the item if
EDS does not successfully identify the amount during
capture.
The error is presented in the Amount Recognition Failed
section.

Analysis Field Type

Description

Duplicate Item

If a duplicate item is captured, the users are presented
with both the current and original images for verification
The Institution may force that these items be removed.
The error is presented in the Rejected Item Exception
section.

Item Data Entry

The section allows the user to enter data assigned to the
item in question.
The user must enter data for any field highlighted; any
field not highlighted is optional.
The error is presented under the Amount Recognition
Failed section.

Image Quality Exceptions

This section lists all of the image quality and usability
error(s) associated with each item.
The Institution may force that these items be removed.
The error is presented in the Image Quality Exceptions
section.

Reject Item Exception

This section provides an explanation of why an item is
labeled as a Reject. An item can be considered a reject
based on the following:





The item is foreign (i.e. item drawn in Canada or
Mexico).
The scanner is unable to successfully read the
MICR.
The item routing number is not a valid TR.
The MICR fields indicate that the item is of a
currency not supported by the selected
account.

The error is presented in the Rejected Item Exception
section.
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Analysis Field Type

Description

MICR Edit

The user must manually enter the MICR of the item if
EDS does not successfully identify the MICR during
capture.
The error is presented in the MICR Failed section.
NOTE: In order to utilize this feature, the scanner files
must be updated to version 12.0 or newer. Contact the
site’s system administrator for more information.

To accept an Exception Item into the deposit, perform the following steps:
1. Click Accept button once all required fields are populated with data.
Note: Some fields may already have populated default values or values from intelligent keying.
2. Remove the item by clicking the Remove button, a confirmation message displays to verify the decision.
Note: Any item removed can be recaptured. If the recaptured item continues to fail and cannot be accepted,
it must be deposited through traditional means (i.e. within a paper deposit).
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a. If an item is a critical failure or reject the only option available is to remove the item.

3. When the last exception in the Correct Items page is corrected, the Balance page displays.
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Balance Deposits
Use the following to balance a deposit:

If the combined item total matches the deposit total, the deposit is in balance and eligible for submission.
Click the Proceed button to continue to go to the Review Deposits page.


If the combined item total does not match the deposit total, the item is not eligible for submission until it is
in balance. To edit the amount of an item, select the item in the grid and edit the amount below the image.
Click the Save button to finalize any change.

Caution: If Save is not selected, all changes are lost.



Once the deposit is in balance, either the Review Deposits or Multiple Deposit Account Distribution page
displays. The user is taken to the Review Deposits page.



You can filter the deposit items view by amount recognition confidence levels and by edited items. To do
this select the filter drop‐down menu above the item grid and choose one of three criteria:
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All Items ‐ This will display all items captured in the deposit.



Suspect Item Amounts ‐ This filter will display only items whose recognition score falls below a predefined
limit. This limit is set in the Capture Profile. For more information see the Car Settings section of the
Capture Profile configuration in the Configuration Manager Guide.



Edited Items ‐ This filter will display items that have amounts or MICR keyed in by the merchant deposit
user.

Intelligent Keying
Intelligent keying saves field values associated with the routing and account number for each captured item. The
next time an item with the same routing and account number is captured, the saved values are automatically
populated during item correction. This decreases repetitive data entry for routinely captured item values within a
deposit.
When a field is populated with a previous value, either accept the value or enter a new value that replaces the one
previously saved.

Review Deposits
Once the deposit is in Balance the Review Deposits page displays.
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A summary of the deposit is displayed:

Capture Processed ‐ Displays the date and time the deposit was submitted.

Deposit Tracking # ‐ Displays the deposit tracking number.

Debit Items ‐ The number of Debits within the deposits.

Debit Total ‐ The deposit total.

Account ‐ The account the deposit is being submitted to.

Submit a Deposit
To submit a deposit select the “Finish Deposit” button. A message displays stating the deposit was submitted
successfully. To return to the initial Deposits webpage, click the Home link.
See next page . . .
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A list of reports is available that can be run directly for the submitted deposit. These include the Deposit Detail
Report and the Deposit Image Reports. Refer to the section below for a Sample of the Reports.

Deposit Approval Enabled
Users with the Depositor role finish deposits as described in the previous section. However, users with the Operator
Only role submit deposits for approval instead of sending them to the Bank directly.
See next page . . .

To return to the initial Deposits webpage, click the Home link.
Deposits submitted for approval display in the My Open Deposits section of the Deposits page. The deposit status is
Pending and is not accessible for editing. Once a pending deposit is approved, it is removed from the list. However,
if the deposit is rejected, the listed status under My Open Deposits changes to Rejected.
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Refer to the Modifying Rejected Deposits section for information on processing rejected deposits.

Modifying Open Deposits
Add items to and modify individual items within an open deposit. To modify an open deposit, do the following:
Add Items:
To add items, perform the following steps:
1. Login as described under Creating a New Deposit.
2. Under My Open Deposits, click the link for the deposit needed. The Capture Items page displays.
3. Load items into the scanner, then click the Capture Items button. The Capture Items pop‐up window
displays.
4. Items are scanned and added to the selected open deposit.
5. Continue by stopping the capture process as described in Creating a New Deposit.
Modify Items:
To modify items, perform the following steps:
1. Login as described under Creating a New Deposit.
2. Under My Open Deposits, click the link for the deposit needed. The Capture Items page displays.
3. Select the item needed and modify the item as described in the Correct Deposits section.
Note: Items can only be modified within the Balance section of an open deposit.
Modify Rejected Items:
If deposits with a status of Rejected under My Open Deposits are available, these must be corrected and
resubmitted for approval.
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To modify a rejected deposit, perform the following steps:
1. Click the link to re‐open the rejected deposit.
2.

The deposit process starts over at the capture phase. The deposit is shown on the Capture Items page
which now includes comments from the Approver shown below the list of items. The Approver’s comments
explain why the deposit was rejected, providing the Operator with information on how to correct it.

3.

Capture, correct, and/or balance the deposit as needed.

4. Once the deposit is ready to be re‐submitted for approval, enter comments for the next Approver within
the Deposit Approval Comments section. Enter comments explaining how the deposit was corrected.
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Select the Submit Deposits button to re‐submit the deposit for approval.

6. Once the deposit has been submitted, click the Home link to return to the main
Deposits page.
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Deposit Approvals
The Approvals tab is only available if enabled by the system administrator and a user has the Merchant Approver
role. If it is not enabled, deposits are automatically finalized.
1. Click the Approvals tab. The Deposit Approval Detail page displays:

2. In the Deposit Approval page, pending deposits from other users display for the Approver’s examination.
The left‐most column displays the source location. Click on the column header to sort the pending deposits
by location. Select the deposit to open.

3. After clicking the desired deposit, it displays in the Deposit Approval Detail View page. From here, the
Approver examines the image and data for every item in the deposit. If there is a problem with the deposit,
select Reject Deposit.
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4. If the Approver rejects the deposit, the Approver types an explanation into the comment field. Something
must be keyed in this field before the OK button is enabled.

5. Once the deposit has been rejected the Approver clicks on the Back to Approvals link to return to the main
Deposit Approval page. This completes the rejection process.

Note: Critical errors may require approval by an Administrator.
Continued on next page . . .
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6. When examining a deposit previously rejected and resubmitted for approval, both the Approver’s and the
Operator’s comments are visible on the Deposit Approval Detail View page.

7. If the deposit is acceptable, the Approver clicks the Approve Deposit button in order to finalize the deposit.
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