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Remote Deposit Overview

Remote Deposit provides businesses the ability to deposit checks in to their Greenfield Savings
Bank accounts right from the office — no trip to the bank needed! It's convenient, saves time,
and gives businesses next business day access to their deposited checks.

Remote Deposit images your incoming checks with a special scanning device and then
electronically submits those images to Greenfield Savings Bank for deposit into your account.
Remote Deposits submitted before 6:00PM EST are considered processed the same day, while
deposits submitted after 6:00PM will be processed on the next business day. Once your checks
have been scanned and submitted, they will be collected from the originating bank just as if they
were deposited at a GSB office.

Remote Deposit scanners work by “reading” the information that is printed on the bottom of
checks in special magnetic ink, which is commonly called Magnetic Ink Character Recognition,
or MICR. The MICR line on the bottom of a check includes the Routing Number, the Account
Number, and the Check Number.

MICR is not able to read the amount of a check, since that is either hand-written or printed in
non-magnetic ink. To read this information, the scanner uses CAR/LAR (Character Amount
Recognition / Legal Amount Recognition) to determine the check amount. The Character
Amount Recognition seeks to verify the numeric amount of the check, while the Legal Amount
Recognition verifies the amount that is written in words. If these two amounts appear to
coincide, the scanner will enter the check amount automatically. If the two amounts appear
different, or if the scanner cannot read the typed or handwritten amount, you will be able to
enter it yourself.
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Responsibilities Associated with Remote Deposit

When using Remote Deposit, your business will be responsible for the proper storage,
safekeeping, and destruction of the checks. You may also be asked to provide the original
scanned check to Greenfield Savings Bank, if a research request is made.

Check Retention, Storage & Destruction

The checks you receive and deposit remotely must be stored for a 90-day period before being
destroyed. Stored checks must be kept in a safe location, under lock and key, and access to
your scanned checks should be limited to employees who need access to the checks to perform
their job functions.

We recommend that stored checks be filed by deposit date for easy retrieval and simple
recordkeeping.

Once 90 days have passed since the check was submitted for deposit, your company should

destroy the original check by shredding it through a cross-cut or diamond-cut shredder. This will
prevent identity theft and safeguard the financial data that was listed on the checks.

Request for Original Check
From time to time, Greenfield Savings Bank may receive a request from a customer or financial
institution that requires the Bank to view the original check in order to resolve a question that

arises in the check clearing process. If this happens, your company has an obligation to provide
the original check as expeditiously as possible.

Endorsing Checks

Deposited checks will be virtually endorsed and no stamp is required by the customer.
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Remote Deposit Installation

Businesses that are using the Remote Deposit feature of Business Online will use the following
instructions to prepare for Remote Deposit. Because every computer system is different, we
recommend that you have your company’s IT Department or vendor walk you through the
process.

Scanner Driver Download Instructions

1. Log in to Business Online and go to Checks & Deposits.
2. Once there click on Deposit Checks.

W Ha D :
g s .2 contactus m i
Last log in: Feb 14, 2020

C Greenfield

Savings Bank

Home Accounts Payments & Transfers Checks & Deposits Administration
Checks & Deposits

Stop Payments Deposit Checks

Create A Stop Payment

Requesting a stop payment will electronically enter the information you submit in to our systems. The system will not review items that
were presented for payment prior to the stop being placed. Stop payment requests received after 7:00 PM (Eastern) will be processed
the next business day. A stop payment fee will be charged to your account upon submission. Please refer to our fee schedule for more

information.
Account* Vacation Account *****2257 v
Create A Stop Payment * For One Check

Check Number *

3. You will now be on the create deposit page. Under Help click on Download Page.

About

«| Workstation Status
; Set Logging Level
Create Deposit Browser Version: Chrome 80

Start a new deposit by clicking the Create Deposit

button below, enter specifics on your deposit, then G};

click Continue Not Ready to Scan Download Page

Verify Ranger Remote scanner driver service is running on your workstation

Create Deposit -
Test Connection Speed

Messages A Download Speed:
Average:

Download Page
Workstation Status

Ranger Remote

Upload Speed:
Average:

Do not show page at logon.
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4. You will then Install the required driver for your scanner. This is usually the SmartSource
PVA and Elite driver (located on page 2). If you have a different type of scanner like
Panini or a MAC select the correct option from the list.

«| ' Download Page

Create Deposit Rows per page 10

Start a new de
button below
click Continue

y clicking the Create Deposit Category: | Scanner Driver v
pecifics on your deposit, then

Component Description

MagTek Excella Installs I
Create Deposit makes neces
Panin

canner Driver. Also Install Now|

xplorer

canner Driver. Also Install Now|

RDM EC7000 ver. Also Install Now|

SmartSource Edge d Scanner Driver. Also Install Now|
xplorer.

SmartSource Micro Elite SE canner Driver. Also Install Now|
xplorer

SmartSource Micro EX Installs ed Scanner Driver. Also Install Now|
makes for Internet Explorer.

SmartSource PVA and Elite Installs Image Vi nd Spec canner Driver. Also Install Now/|

makes neces ges for Internet Explorer. A

Displaying 11-170f17 | 4 4 | Page| 2|of2
Status Chec! | Select Driver >> |

5. Once the driver is installed it is recommended that you close your web browser
completely if it did not have you do this during the install.

6. Once you log back in you should be all set to scan checks. If you still see a Not Ready
To Scan error message the driver may not have installed properly.

Using Remote Deposit

Deposit Preparation
As you prepare your deposits, please keep the following guidelines in mind:

Checks Eligible for Remote Deposit

Any check, Money Order, or Travelers Check may be remotely scanned, provided that the
check is drawn on a bank within the United States and payable in U.S. dollars. Checks drawn
on the U.S. branch of a foreign bank are eligible if the check is written in U.S. dollars.

To tell if a check you’ve received is eligible, look at the routing (transit) number at the bottom of
the check. The routing number will be 9 digits in length and is always found between the
“smiley face” = symbols on the check. The example below shows the routing number circled.

LLiZ23LSETBAN )i 3ILSETASO" S EEILS

If the routing number has 9 digits and the check is written in U.S. dollars, it can be accepted via
Remote Deposit.
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Checks Ineligible for Remote Deposit
While most checks can be deposited, there are a few that cannot. These include:

e Third-party checks (i.e. a check that was made payable to someone else and then
signed over to your business)
Checks drawn on a foreign bank

o Checks denominated in a foreign currency
Checks that have a Routing Number that includes dashes or other non-numerical
figures. These types of Routing Numbers are not used in U.S. banks.

If you receive a check that is ineligible for Remote Deposit, you may deposit that check at any
GSB office.

Preparing to Scan

Before scanning your checks, be sure to do the following:

1. Add all of the checks and make note of the total amount. This amount will be requested
during the creation of your deposit.

2. Count the number of checks you will be depositing. This information will also be
requested during the process of creating your deposit.

3. Prepare the checks themselves by

Removing all rubber bands, staples, paper clips, etc.

Turning all checks to face in the same direction

Smooth any large creases or “dog ears” from the checks

Jog the checks by tapping the side and bottom leading edges on a table top until
the checks sit uniformly.

cooow

A ey

I.H'mii.m 101

r:inmw —— s

L R
AR | ¥ Side
o B R Leading Edge

i e symmen

. -

nLEILEETASS  LE3LSEe 403

A
"

Bottom
Leading
Edge

4. Your checks are now ready for deposit. Follow the Creating Deposits instructions
before placing your checks in the scanner.
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Creating Deposits

1. Once logged into business Online, select Checks & Deposits.

Welcome, Jared Cyhowski

e e e T T
Last log in: Jan 11, 2024

.

( ' Greenfield

Savings Bank

Home Accounts Payments & Transfers Checks & Deposits Administration

@ Greenfield Savings Bank Offices and Teller Connect Services will be closed on Monday, January 15th in Observance of Martin Luther King Jr. Day. This is a non-ACH processing
day.

Alerts Pay Or Transfer
A stay Alert Internal
Know about changes to your finances and online security. Choose when and what alerts you get by email or text
message. ACH
ACH import
Wire
> o
Accounts (& EditAccounts = Print i
Wire import
CD Current Balance Bill
I
=xxxrRg1 g $20.63 Recent —

Show All Accounts Quick Launch

Positive Pay User Guides

Positive Pay Account Client ID

t Day Exceptions

2. Next Click Deposit checks. A new window will load.

Welcome, Melanie Johnson

Contact Us Profile | Log Out
Lastlog in: Feb 14, 2010

C Greenfield

Savings Bank

Home Accounts Payments & Transfers Checks & Deposits Administration

Checks & Deposits

Stop Payments Deposit Checks

Create A Stop Payment

Requesting a stop payment will electronically enter the information you submit in to our systems. The system will not review items that
were presented for payment prior to the stop being placed. Stop payment requests received after 7:00 PM (Eastern) will be processed

the next business day. A stop payment fee will be charged to your account upon submission. Please refer to our fee schedule for more
information.

Account Checking 5507 *=**5507

Create A Stop Payment ~ @® For One Check
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3. You will hear the motor in the scanner turn on.

4. The Remote Deposit home screen will be displayed. To ensure connectivity with the
scanner, verify that the Silver Bullet screen is displayed after login.

Creats Daposit

£ Sng Depeans ¥ L

Search L

Creae Deposit

Training L

Messages a

Naws Promotions L]

Definitions

Create Deposit Click to begin the scanning process.

View Deposits Click to view deposits.

View Items Click to view items.

Reports Allows the user to view additional reports.
Home Displays the Remote Deposit Home Screen.
User Audit Displays recent user activity.

Customer Displays customer profile information.

Help Displays the Remote Deposit Help window.
Logout Click to log out of Remote Deposit.
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5. Click Create Deposit.

Creats Daposit - : = & . e 0 =

Create Deposd

—

Messages &

NewMPrematisng v

6. The Create Deposit screen will be displayed, enter the required information and click
continue.

Create Deposit X

* Required Fields

Deposit Name* : |

Deposit Amount* ;

Select Account: Test Checking #2 - ¥+¥+¥**5523

Store Number:

(S —

Definitions
Deposit Name Enter a name for the deposit. You may enter an asterisk [*] if you wish to not

name your deposit.

Deposit Amount Enter the amount of the total deposit. Zeroes automatically populate as cents. If
a user enters an amount of 5000, this populates as 50.00.

Select Account Select the account for which this deposit is being created if there are more than
one account to choose from.

Store Number Enter the store number or Location ID for the deposit. This is not a required field.
This number will be displayed in the auxonus field on the MICR line of the credit
for reporting purposes.
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7. Click Scan to begin scanning checks.

Note: Ensure the Detect Double-Feed checkbox is selected. If unchecked, the scanning
process will be more susceptible to piggybacks.

L User Augl  Cusinmer  Hep  Logoid
- [ Chac ¢ e Amoun  Achons
&0 5384
armali Eorming
[
iame Conpotate
Lo
Bl Doty
'R0 RE"] Dsiete Depost
Training ¥
Meisiges L
it L #
LS s r
BMal B pwonewreg [ S Dépoat |

As the checks are scanning, the information will be displayed on the page.

If there are no errors when the scanning is complete, the Submit Deposit button will be
available on the bottom of the page. If there are errors to be fixed, see the “Fixing Errors”
section of this guide.

Home: User Aot Cusiomer  Help Logout
« memu - Check 8 e Amonl & -
i ] L x
Ekoeming s x
Dwpeceiat
®
AL
Rl Detasty
[Fipots—| Dol Depost
Training T
Bbeuages &
(T F P e
HewnPromoticns L
o ' Detect Deutie-Faed

8. Click the Submit Deposit button. A Submit Deposit dialog box will be displayed to enter
and save information about the particular deposit. Enter information in the Add Memo
field (optional). Click the Submit Deposit button.
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Submit Deposit

Note: Clicking Save Deposit will save the deposit in pending to be submitted later on.

Delete or Submit a Saved Deposit

Deposits saved, but not submitted, can be deleted if you don’t want to process the deposit (or
you can submit the saved deposit).

1. From the Remote Deposit Home page in the View Deposits tab, view Pending
Deposits.
« Repoits

Create Deposit Rows per page: 0 >
Srestc Deposd beffon below, ver |G48TCh v
spcc-rcs on your deposd, then click =
Sontiwg ! Deposain = Accowth | Accoubame | WakType  Processiog Dele | Status W"f;j Actions.

CI'MIGDO;DGSl 1 BE12TTT3 mesesSS07  Payrod 5507 8 260218 READY FOR A 875
Messages A

Displaying 1-10f 1 Page|  1|of1

2. Click the View Deposits icon under Actions to the far right of the screen.

The deposit detail page displays:

Cash Management
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Amoun! Actians

at fem i « Chack § Ervod
Deposit 10 E12TTT3 a DEEE2EII43 1057 3.50
Deposit Name:  test a DBEE0EI044 1051 225 IE
Accounl @ e 8507 T} DEEEIEII4S 1054 300 1]
Accounl Mame  Payroll 5507
Mare Details
Delata Depa
Messages A
oo of Mena 3 Errord Deposit Totnl $8.75 Defferpraci $0.00 Chschs Total $8.75

[¥] Detect Doubile-Foed

3. Choose either Delete Deposit or Submit Deposit.

Viewing Deposits
The deposit information, including Deposit Total and Status, is displayed on the Deposit Status
page.

To view the deposit details:
1. Click the deposit detail icon = under the Actions column

Sz Depasd € Par I a5 Dape 5 | ™
sibe Depea usion ek, search *

Toan clck Coniaus (— Stk B bt R [E——— = Compori okt (1] Ao
Traimag x

Messages &

HewnPromaticns ¥

The Deposit Details dialog box is displayed with the deposit details. Click the Close
button to return to the Deposit Status page.
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Ste D
Dapaist 1
Oepost lame
Accound Humbes
Agzouns Kama

Lost Upsated By

Fixing Errors

Corrections can be made once scanning is complete. Exceptions occur when data is missing or
was entered incorrectly. If there are errors with the deposit, the Submit Deposit button is not
available. Errors are required to be fixed prior to submitting the deposit.

Error in MICR Fields

An icon in the Error column indicates which item needs corrections. The status bar on the
bottom of the screen also indicates the number of errors in the deposit.

1. Click the Fix Errors button.

. —
538 i ERRIETHR ®

teams Mormng a AOOFATIEY 2184 =1
]

...... q

ey Al Coslomest  Feip Logoud

towmy Coapossie
Begom

Lore Dedasly,
Trasning ¥
arnages &

T | gt Tomar L34 89 Ctternca 1808 Enecan Vo 1038 88

Kk #e bt i L =

The first item requiring correction will be displayed. The reason for the error is displayed
at the top of the page in the error status bar and the number of errors associated with
that item is displayed at the bottom of the page in the status bar.
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Uner Augt  Cusiomer  Help © Logout

Home:
= LEmoc
L (31T & Eear i
M Momng
Depeesst i e TG
....... oy
e Coporms = 5183
Acrout
L - % wier Figids
B Dty e u._kll!il}ﬂ_l_l o
&2 Lamp Tndy 8 15,00 e
Training L E1t began m!ﬂ!mluul.: Diate
o o g
Maasages " [ ; MO NI COTAILD
S RS S S| TS
LS 2 IA0OLC OB 50LTE5E= 5493
sl Tramss oo i Amaaet
SEETMEE | DABSLETEE | E1 £ e
Mwwn Promotions L
o 1 R Errer; 4 Smaeal Tt el Bl reves T A2bi B8
e L4 ["FirEmuny [ Swes Drgeoos |

2. Enter the corrected information in the fields below the image.
3. Press Enter.

4} [Enps Corechion

s

’ By Erorin URCR Baks

Hormng

R Froes Back B P00 102

----- e
hksosurt tisme. Conporese =

Aecount £193

q %__ Uaar Flaldi
R Cataey e o 2] 41 [2012, -
I e | iz Comp Tnds Py - e
Training ¥ STR P mwwtunl.: Dl
o, o Inglan
frrreeeey " etteng MOM NEGOTARLE
—dchur _lhgeos ) tfluoe .
L 5A 2 MA00LT ODESOLTSE# 5193
Sanal Tranes Accoud  Chack e
S5ETIE0NL | DOESOATEA | B1E0 nsod ol
HewnPromotions L
] Ermor 1 Susau Totad 18 80 Crmeswscn 11808 Checnn Total A28
= Fieasa Fu b R —

Once all errors are fixed, the Submit Deposit button will be available and the deposit is
now ready to submit. Click Submit.
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L) a

Depsatiame: Bormiog @
Dwprcrt
g0

5780

w Corporate
Account

(Gt~ Osete eoont
Training L)
Mesrages a

Poor Image Quality

ier Audi Cusiomer Help Lopout

Amoun  dctons

nm X

Checis Temm: L3500

... Tepeat| | e epen |

If the Image Quality is not acceptable (crooked or folded), locate the physical item and

click the Rescan button.

If the image is too dark or is missing the MICR line, you must Rescan or Delete the

item.

#  Emer Corecion

5184

& Peex mage Cusin
o omn (ol
""" ers0 Front Back
S
e 5120
e e o T
T ume 130,00
Jnined Z n‘bj.—m”n}mu-tt:
Messages & O
a=hbiSAe B0 H
i b
HewnPromanony x
e ot ek Ervee: 4 Coguad Tom §N2 06 Defteremce 3130 83
BeE

Jer Ausl  Cusiomer  Help  Logeut

e 000252208

Ehbck 18120

A dialog box will be displayed. Reload the Physical Item into the scanner. Click the Yes

button to continue the rescan process.
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When rescanning an item, the image is compared to that of the original item. Images
are displayed side by side to compare and ensure the correct item was rescanned. A
Rescan Dialog Box will be displayed to confirm that item with the image quality issue
should be replaced with the rescanned item.

A Rescan dialog box will be displayed. Click the Yes button to accept the rescanned
image item. Click the No button to rescan again.

CUrEn nem Riss anned es

B1Z0
[ WO 25 2051
i1 iy T 814 o0

n'l'\j e — | TS
s AT s
_ Fovald Sepany .
hLile RRPD

Bi120
—_ TR
St T, SR PELTS TR—"
Ot lnidied tajeniig ——— [ o AT
- N [

& _Lovald Yepee .

Rl AEOGRG GEeERbehE e BE D

T -l

Duplicate Checks

The system will automatically identify duplicate checks that it detects within the current deposit

or from any previously scanned deposit within 180 days. Images of the duplicates are available
for 45 days. If the image is available, both checks will be displayed side by side and a Duplicate
Items message will display at the top of the screen in red.

Click the Duplicates tab, click the Delete button.

I Lar fust  Cusinser  Help
# Emgs G
18T
I &t I
Ev
Ao - L s 5
= 120 =] 120
M sy [ == i ey 0=2= e faay
[Emor Aa | Dckee Deposd | me fay w137 5 35 80 A lomy fwy o 137 a0 8 |*
:Mll.Lf'.-rL = — LTI T P T e — T T
Training b i == [Eape e B i spar.
Messages & — — o Odats - Sobue Qoges .
4R IEOOME B 5 E R e LD N P T T
Fig i
e 1 AT
| Dheiete | - BT
HawiPromaticons v
Ervos 1 Circeand Totar £304 5 ferwece. 3506 pnchn Tatad 30,80
P [ LRy U AP |
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Note: The current items will be displayed on the left. Items found as duplicates will be displayed on the
right. Click the arrow buttons to review multiple items.

A Confirmation dialog box will be displayed if the Delete button is clicked. Click the Yes button
to delete the item.

oL Gk FABOD ] Bl

Submit Deposit

The Deposit Total can be adjusted, but the Deposit must be in balance before being submitted.
The Deposit is ready to be submitted when the deposit is in balance, duplicate items have been
addressed, and all errors have been corrected. If a deposit is submitted without correcting an
exception issue, an error dialog box will be displayed.

If the deposit is not in balance
1. Click the Deposit Total text box to update the balance of the deposit.
2. If the Deposit Total is correct, click the Update button to accept the change.

Dopon Duts

Desont Total [RE

Definitions

Number of Items/ Total number of items/checks.
Number of Checks
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Error Any items that require attention or corrections.

Deposit Total Displays what the customer added and typed into the field.
Difference Displays the difference between the deposit amount and the checks total
Checks Total The sum of all scanned deposit items.

3. Click the Submit Deposit button when the deposit is free of errors.

Submit Daposit

o Tramiachion iy Balanced
Ad] Blerna (Odonal]

Deposit Status

Two tabs are available to view the status of a deposit. The All Deposits tab displays the status
of all deposits. The Pending Items tab allows a user to view the status of deposits that are
pending and have not been submitted.

1. Click the Home button to view the deposit information
2. Click the View Deposit icon = to view a specific deposit.

-
All Deposits
= Wiew Deposis Wit HAma REpoiis
I Py D R B page L1
beise | Bwarch v
= -
Cmpent i+ Sccowdl  Accoes Nam & Wl Acice
i CI¥ FOR AFFR LFo ] =
Training v sa0h e Catpetnls & 015808 BUIFTED ' B
ietages a
Hawn Promotions L
aya Fage 1 g8y
(U
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Pending Deposits

HewaiPromotons L

Deposit Status Descriptions

Suspended A deposit/batch is in Suspended status when a User has not selected Capture
Complete and has not resolved all exceptions. This status is functionally the
same as Open but indicates that no one is currently working on the deposit.
Customer has control.

Capture Complete A deposit/batch is in Capture Complete status when the User selects the Capture
Complete option. This status only means that the User has finished scanning
checks. Additional steps are needed to finalize the deposit process. Customer
has control.

Delivered A deposit/batch is in Delivered status after it has been extracted for processing.
Customer has no control.

Reports

Reports can be used to obtain Deposit/Batch information and/or Item information. Reports can
be exported to PDF and/or CSV (Excel) format.

Deposit/Batch Reporting

You can view or print a Deposit Detail Report with images from the View Deposits tab.

After submitting your deposit, click on the View Deposit icon to the right of the deposit you want
to view or print on the home page.
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To view or print a Deposit Detail report with or without images from View Deposits, click on

Export As.

L S—n Check § Hrrar e ‘i

Cepsadti e o [t ] W
Copaaifimma Taas Deposi & [T 3 T
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If you don’t want images included, click on PDF

|

- Tt W Check § Lo Amceord AcSonm

The PDF document will open in a separate window. It can then be printed and/or saved. Once
printed/saved, you can close the report window by clicking the X in the upper right corner of the
report window.

w... [

You can view or print a list of deposits from the Reports tab.

Click on the Reports tab.
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Click on Deposit Query, and then click on Export As.
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Click on PDF

| 5 W ibawne
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To view a report showing all deposit details, with Deposit Query still checked, click on Deposit
Detail Report.
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The PDF document will open in a separate window. It can then be printed and/or saved. Once
printed/saved, you can close the report window by clicking the X in the upper right corner of the
report window.
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To export in a CSV (Excel format for import into an external application, with Deposit Query still
checked, click on CSV.
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In the dialog box, click Open.
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A spreadsheet will open. You can then format the columns as needed and print and/or save it.

Search Tool

Use the Search feature to search for specific deposits. Click on the arrow down on the search
bar.

L] it Chrparity Wi efid Aspaety

L A (&) Cepont Guary ) Bern Gusr e e f i L
o s .-"' ' tem E

mm Dot © = ALooT 8 4 C 03T Yk Precesarg D Law Dapznt "o (K LE
Training i s g =G
[ETTTIT TR -
IastRiacchant Cachors Dcanl
sl

You may use the available fields for searching.
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Item Reporting

To print an item detail report with Images, click on Item Query. Click on the arrow down on the
search bar.
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Click on Advanced Search
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Type in the Deposit ID for the deposit you want to print.
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Items belonging to that batch ID will be the only items displayed. Click on Export As and select
PDF with Images (or just PDF if you don’t want to display images).
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The PDF document will open in a separate window. It can then be printed and/or saved. Once
printed/saved, you can close the report window by clicking the X in the upper right corner of the
report window.

To export item details in CSV (Excel) format, click on Export As and select CSV.
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In the dialog box, click Open.
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A spreadsheet will open. You can then format the columns as needed and print and/or save it.

Contingency Procedures

In the event that Remote Deposit is unavailable or functioning incorrectly, Greenfield Savings
Bank is happy to deposit your checks at one of our offices. We can provide you with pre-
addressed, pre-paid envelopes that you can use to mail a deposit or you can drop them off at
any of our offices. These options are also available for checks that cannot be scanned due to
irregularities with the MICR line. Please remember to include a deposit slip if mailing checks to
an office.

Support

Call or email us at Greenfield Savings Bank with any questions at 413-775-8150 or
businessonline@greenfieldsavings.com.

Support is available during normal business hours.
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