UBT

Union Bank &Trust,

Desktop Teller User Guide

Deposit Preparation

e Calculate and verify your deposit total for entry.

e Remove all paper clips, staples, rubber bands, and other foreign items. Straighten any bent corners
and tape any torn edges.

e Place checks of the same size together prior to inserting them into scanner. This will help reduce the
likelihood of jams.

e Ensure that all items are facing the same direction.

¢ Align the leading and bottom edges by tapping the checks on a hard surface.

Making your Daily Deposit

e Visit Union Bank and Trust’s website at www.ubt.com
e Select the Business tab on the login portal box
e Select Login

Business UBTgo

Business Banking Online

Log in \

Additional Logins



http://www.ubt.com/

e Enter your Username and the temporary Password assigned by the bank
e Select Login

Login

Enter your credentials to access online banking.

Username DE
Password
[J Remember my username
"Log in Forgot password or PIN? Token lost or damaged?
. To launch Desktop Teller, Select the Checks & Deposits button on the Business Banking Online home

page, then select Deposit Checks

UBT Home Accounts Payments & transfers Checks & deposits
Union Bank &Trust.

Checks & deposits

Stop payments Deposit checks

Create a stop payment

Placing a stop payment on a check prevents it from being cashed if, for example, it was lost or stalen.

Complete the following to prevent checks from being cashed. (Note that entering mare search parameters will narrow your results)

Account * John Customer Checking XX3456 v

Create a stop payment * O Forone check O For a range of checks

Check number *
Amount

Date

B

Payee

Reason

* Indicates required field

Preview stop payment




Watch for the “Silver Bullet” screen to flash. This is loading the driver you have installed for your scanner.

e Select Create Deposit

Union Bank &Trust
Desktop Teller
bl View Deposits View ltems Reports
Create Deposit (@ Pending Deposits () All Deposits Rows perpage: |10 | v
Start a new deposit by clicking the
Create Deposit button below, enter Search v
specifics on your deposit, then click
Continue
] DepostiD~ Account®  Account Name WorkType | Processing Date  Status Depasit T"‘.m Actions

Create Deposit
Training v
Messages A
News/Promotions v

Mo deposits 1o display Page  1|of1

Enter the Deposit Name (if applicable)

Enter the expected Deposit Amount

If you have multiple accounts, select the appropriate account
Enter the Store Number (if applicable)

Click Continue

Create Deposit

* Required Fields
Deposit Mame* ;

Deposit Amount:

Select Account: John Customer Checki - *=%*%*3455

Store Mumber:




The deposit capture screen will appear

Place check(s) into the desktop teller machine’s feeding tray

Select Scan

The Desktop Teller machine should automatically feed the checks thru

If the scanner is not loaded prior to clicking “Scan,” you may get an error message. Click “OK,” load the
scanner with checks, and then select Scan again.

uBT

Union Bank &Trust

Desktop Teller

« Hem # & Check # Ermor Amount Actions
Deposit ID 1304332

Deposit Name: Today's
Deposit

Account #: 3456

Account Name: John
Customer
Check

More Details

| Export As™ ] Delete Depo!

Training v

Messages A

No of tems:0 Error0 Depasit Total$5.00 Difference:30 Checks Total $0

News/Promotions v /

Scan
Detect Double Feed

While the batch is scanning, you will see the following message. You will not be able to view the items until the
scanning has been completed.

Scanning In Progress

ltemns Scanned:3




Once the check scanning has been completed, the following screen will appear with the list of items that were
scanned:

| Merchant Capture Solution |

<« Item # « Check # Error Amount | Actions
Deposit ID: 133879 =] 1122003502 0527 310.20 »
Deposit Name: September =] 1122003503 0518 45.00 b4
Rent
. 2] 1122003504 0524 100.00 x
Account Mo Fee 3456

Account Name: John
Customer
Checkingxxx

More Details
| [ R ———
Training A

Test Training here

Messages A
No of tems:3 Error:0 Deposit Total $455.20 Difference: $0.00 Checks Total: $455.20
Flease Fix Errors o B
Detect Double-Feed then Submit

¢ If you have more items to scan, click “Scan” again.

The following keyboard hot keys can also be used during the scanning process

Hot Key Function

CTRL+f Use to view the captured image of the front of the item.

CTRL+b Use to view the captured image of the back of the item.

CTRL+i Use to initiate scanning (that is, click the Scan button).

CTRL+s Use to submit the deposit (that is, click the Submit Deposit button).
CTRL+c Use to save the deposit (that is, click the Save Deposit button).
CTRL+e Use to fix detected emors (that is, click the Fix Emors button).
CTRL+z Use to put cursor focus in the User Fields section.




Balancing and Submitting a Deposit
**For Exception resolution please refer to the Exception User Guide.**

Verify the following before submitting a deposit:

Error: O

Deposit Total and Checks Total are in balance
Difference is $0.00

Click Submit Deposit

| Merchant Capture Solution |

L Nem & = Chenck @ Error Aumosant Achone

— W 3 3 M X

o Soplombor ]

o

Training &

Messages &
] Erngi 30 Depoai Tobal S455.28 Difterence: §0.50 Checis Total J455.20

[¥] Delnct Doutle-Fasd

The system will give the following pop up message if you attempt to submit the deposit before it is in balance:

Verify Balance

, Transaction should be balanced before submit

Deposit Data

Check Total:  $1,065.40 Difference: -$815.40

Deposit Total: Frgy pd




Verify the deposit to determine the difference

If the deposit total is incorrect:

o Enter the correct deposit total

o Click on “Update”

If an item amount is incorrect:

o Click on the “X” on the pop up box to close the ‘Verify Balance’ screen
o Select the item to correct

o Enter the correct amount of the item(s) in the Amount field

o Hit the “Enter” key on your keyboard

Merchant Capture Solution
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Once the Deposit Total and the Check Total are in balance, a verification box will appear and show that
the transaction is balanced.

Click Submit Deposit

Submit Deposit

|\-/Transa|:1i-3n is Balanced

Add Memo {Optional)




Deposit Report screen:

e Select the All Deposits radio button

This will show the deposit’s status as “Submitted”

Create Deposit

Create Doposd

Traunimg

Messages

Search /

Merchant Capture Solution

Detailed Reports

To print a deposit receipt:

e Under the Actions column, click on the View Deposit icon

Rl
Create Deposit

Start a new deposit by clicking the
Create Deposit button below, enter
specifics on your deposit, then click
Continue.

Create Deposit
Training v
Messages A
News/Promotions v

View Deposits

View ltems Reporis

() Pending Deposits (@) All Deposits

Search

Deposit ID *
= 1308985
= 1308980
[} 1308960

Account # Account Name

*=xex3456  John Custome..
2223456 John Custome..

=*x+3456  John Custome..

Work Type

Processing Date Status

2019-02-06 DELIVERED
2019-02-06 DELIVERED
2019-02-06 SUSPENDED

Displaying 1- 3 of 3

Rows per page:

Depaosit Total
(%)
137.62

20.00
0.00

Page| 1 of1

10

Actions




Choose one of the following Detailed Report types under the Export As drop-down menu:
e Generate PDF Report — Deposit Detail Report
e Generate CSV Report — Deposit Detail Report in a CSV format
e Generate PDF Report With Images — Deposit Detail Report with front and back item images
o Extract Images — creates a separate TIF image of the front and back of each item

<« ftem # Check # Error Amount Actions

Deposit ID 1308980 =] 9900523802 12 20.00

Deposit Mame: MG test 2 ] 9900523204 0516 20.00
Account#: e 3456

Account Name: John
Customer
Checki

More Details /

o Pdi
i csv

@ Pdf with Images
@ Extract Images

Mo of Hems:2 Error:0 Deposit Total:$20.00 Difference: $0.00 Checks Total: $20.00
News/Promotions v

PDF Report:

2 https://merchcap.ubt.com/WebCaptureWeb/ReportServletifromScanPage=fromScanPagefumethod=DepositDe - Inte..  — ] x

Deposit Detail Report

Deposit Detail for Deposit ID: 1308980

Site ID: Deposit Report: DELIVERED

Batch ID: 154947200 Processing Date: 2019-02-06

Customer Name: John Customer Company ID: 9

Worktype ID: 1 - Merchant Capture Submit Date/Time: 2019-02-06 10:54

Deposit Name: MG test 2 Account Name: John Customer Checki
Location ID:

Transaction Detail for Transaction ID: 1308980001

Type: ELECTRONIC Deposit Account: 123 - John Customer Checki
AUNSerial RIC RT WAUXFLD4 Account Check Amount ltem Type Item Statug]
104010795 2 12 $20.00 Credit
104010795 1z 0516 $20.00 Check

Transaction Control Information:

Credit tems: 1 Credit Total: $20.00 Txn Difference: $0.00
Debit Items: 1 Debit Total: $20.00

Deposit Control Information:

Deposit Total: $20.00 Difference: $0.00
Checks Total: $20.00 Item Count: 2

BEE OO

Done




CSV Report:

Depositld_1308985_DepositDetailReport - Excel o

QuickBooks ant to do 8 Share

2] s
HE AL A e
Conditional Formatas Cell Insert Delete Format
Formatting - Table Styles~ | - - -
Alignment i Styles. Cells

Review  View

Formulas  Data

s

| M=sp BT =

> Autosum %Y p
[ Fill =
Sort & Find &
& Clesrm Fiter- Select~
Editing

S Wrap Text

WAUX/FLI Account  Check

123456 1

123456 507
123456 6844
6094510 1602
6094510 1478
123456 523
123456 512

Amount  Item Type Item Status
Credit
Check
Check
Check
Check
Check
Check

Icustomer Deposit IL Processin| Deposit A Deposit RiBatch ID TransacticType  AUX/SericRIC
John Custi 1308985 2/6/2019 123456 - J DELIVERE[ 1.55E+08 1.31£+09 ELECTRON 123
John Custi 1308985 2/6/2019 123456 - J DELIVEREL 1.55E+08 1.31E+03 ELECTRON

John Custi 1308985 2/6/2019 123456 - J DELIVERE[ 1.55€+08 1.31£+09 ELECTRON

John Custi 1308985 2/6/2019 123456 - J DELIVERE[ 1.55E+08 1.31E+03 ELECTRON

John Custi 1208985 2/6/2019 123456 - J( DELIVEREL 1.55E+08 1.31E+03 ELECTRON

John Custi 1308985 2/6/2019 123456 - J DELIVERE[ 1.55E+08 1.31E+03 ELECTRON

John Custi 1308985 2/6/2019 123456 - J( DELIVEREL 1.55E+08 1.31E+03 ELECTRON

Depositld 1308985_DepositDetai

PDF Report with Images:

@ httpsi//merchcap.ubt.com/WebCaptureWeb/ReportServiet?fromScanPage=fromScanPagedimethod=DepositD.. — O X

Deposit Detail Report

Deposit Detail for Deposit ID: 1308985

Site ID: Deposit Report: DELIVERED

Batch ID: 154847223
Customer Name: John Customer

Worktype ID: 1 - Merchant Capture

Deposit Name: Testing

Processing Date: 2019-02-06
Company ID: 9
Submit Date/Time: 2019-02-06 10:58

Account Name: John Customer Checki

Location ID:
Transaction Detail for Transaction ID: 1308985001
- John Customer Checki

Type: ELECTRONIC Deposit Account: 123

AUX/Senal RIC RT WAUXIFLD4 ‘Account Check Amount ltem Type Item Statu<}
123 104010725 123 12 $137.82 Cradit
S
N
e
550531203
AUX/Serial RIC RT WAUX/FLDA Account Chack Amount tem Type Item Status)
104910725 123 0507 347.62 Check
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Extract Images Report:

e The front and back of each image is saved separately
e The date and item trace number is identified with each image

Home

R

3 Quick access
[ Desktop
3 Downloads
|| Documents
SharePoint

=/ Pictures
Customer Guides
FORMS
Meg
5CO64

[ This PC
W 30 Objects

[ Desktop

|| Documents

Share Wiew

Compressed Folder Tools

Extract

9 > ThisPC » Desktop > Deposit » Depositid_1308985

~

Name

|| BBW-5227799315494 74667004
|| BBW-53227799415494 74667004
|| BBW-5227799515404 74667004
|| BBW-522779961549474667004
|| BBW-522779971549474667004
& BBW-322779981549474667004
& BBW-322779991549474667004
|| FBW-522779931549474667004
|| FBW-522779941549474667004
|| FBW-522779951549474667004
& FBW-522779961549474667004
|| FBW-5227799715494 74667004
|| FBW-3227799815494 74667004
| FBW-3227799915494 74667004

Depositld_1308985

Type

TIF File
TIF File
TIF File
TIF File
TIF File
TIF File
TIF File
TIF File
TIF File
TIF File
TIF File
TIF File
TIF File
TIF File

v O
Compressed size Password ...  Size
7KB MNo 7KB
TKE Mo TKB
GKE Mo G KB
SKB Mo KB
GKE Mo G KB
TKE Mo TKB
2KB Mo 2KB
8KB MNo 8 KB
8KB MNo 8 KB
KB Mo SKB
SKE Mo KB
TKE Mo KB
3KB Mo KB
2KB Mo 2KB

—uxJ

Search Depositld_130... @

Ratio

Date modi

Available User Report

e Click on User Audit

e Lists all activity a specific user has made throughout the day.
o Click and modify the “Search Options” box to search for a certain date or user

o Click “Search”

Creats Depond
ST Cptans

EiLrs S |

G




Query Search

The system retains inquiry access for deposits and items for 45 days.

Searching for a Deposit

Click on the “Reports” tab
Select the “Deposit Query Report” radio button

Click on the ‘Search’ bar to input a date range and/or amount
Click on “Search”

Merchant Capture Solution

«
Search v/
Create Deposit :
T ng -
fessage -
News/Promotions \

o For a more detailed search, click on the “Advanced Search” hyperlink

e Enter the Search Options for the deposit, (Date Range, Deposit ID, Amount, etc.)
e Click on “Search

Merchant Capture Solution

Creoate Deposdt

20120824 201208243 /
Croate Depost

Messages A

News/Promotions v




e This will show all deposits that meet the criteria.

Merchant Capture Solution

<« View Deposits View ltems Reporis

Create Deposit

® Deposit Query Report O Iltem Query Report Rows per page: 10 o~
Search FY
then cli . . -
From Date* 2012-08-24[3|To Date” 2012-08-24[F|From Amount To Amount
Create Deposit Capture User: Account # ~ |Site 1D Deposit 1D
Capture Status -

Training A

Test Training here

= DepositID * Account # Account Name Processing Date Status
Messages Al E & John Customer.. 2012-8-24 inUse

= 6 John Customer.. 20 SUSPENDED

= § John Custorner... 2C READY FOR APPROVAL

= § John Customer.. inUse

= 6 John Customer.. 2012-8-24 CAPTURE COMPLETE
News/Promotions v

Displaying 1 - 5 of & page| 1|of1

Deposit Status

Ready for Approval — deposit is in balance, but pending approval from a second user
Capture Complete — pending exceptions to be resolved

Suspended — deposit interrupted during scanning

Uploading — items are currently being scanned

Submitted — approved and submitted for processing

Delivered — accepted and processed by the bank

O O O O O O

e Click on the ‘View Deposit’ icon under the ‘Actions’ column to view the entire deposit

Merchant Caplure Solution

Creane Depost

Trasning -

Mussages -




Searching for an Item

Click on the “Reports” tab

Select the “Item Query Report” radio button

Enter the Search Options for the item, (Date Range, Deposit ID, Amount, etc.)
Click on “Search”

Merchant Capture Solution

-~

« Jew Deposa e
Create Deposit (

Search A
2012-08-2403 " 2012-008-2603 t 45.00 60.00
Create Deposit c !
Training - ' 1
t N l
harg “

Messages -

»

o

s

]

#
News/Promotions v "
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An image of any matched items will be displayed.

Click on the ‘Expand’ sign next to the item to view the front and back of the item

[ )
I rcha ptuy ) )
(RSOSSN
. H— o R
e Under the “Actions” column, click on the “View Deposits” icon to view the entire deposit containing this

item
¢ Once you have completed processing, click “Logout

Welcome, Mary Customer

Desktop Teller

% View Deposits View liems Reports

{2 http:Hmerchcap. ubt.com/MWebCaptureWeb/GetThemeResourceZresourceName-theme/default/closeMC. htm - Windows Internet Explorer.

Thank you for using Merchant Capture! Your session has ended.

Close the brovser

("close )




