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Manage Accounts and Locations
Activate multiple accounts and easily manage locations
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To activate accounts, use the 
slider under Status. Green 
indicates the account is active. 
Grey indicates the account can 
be activated
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Once accounts have 
been activated, click 
Manage locations to 
manage those that will 
be depositing checks 

For a new location select 
Add new location. 
Name the new location 
to track deposit history

Select Update 
remittance to 
modify details for a 
specified location
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Make necessary 
changes to the 
remittance and 
click Save  
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After activating account(s) and 
managing locations you can 
begin to Deposit checks if 
you already have a scanner
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Order a Scanner
The first scanner is included with the service. 

Follow this process to order any additional scanners
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In the More drop-
down select Order a 
scanner to view 
scanner specifications 
and select the scanner 
that best suits the 
business needs 
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Select the radio button 
to indicate scanner 
type and indicate 
quantity, location   
and shipping address NOTE: Need to ship to 

multiple addresses? Ensure 
you select the Ship to 
multiple addresses option
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Review order and 
shipment details and 
select Place order
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Select See details to 
view: order date, status, 
shipment date, tracking 
information and more
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Deposit Checks
After activating accounts and managing locations follow these steps to begin 

depositing checks
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NOTE: Use the check calculator to ensure the 
deposit total is correct before scanning checks 

Enter deposit details. Ensure 
Deposit to, Location, 
Remittance details and the 
Deposit total are correct. 
All checks will need to 
be endorsed manually if 
virtual endorsement has not 
been enabled 
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Once deposit 
information is 
complete, select 
Start scanning

15

Manage Accounts 
and Locations

Order a 
Scanner

Deposit 
Checks

Search & 
Reporting

Deposit 
Activity

Returns & 
Adjustments

Set up a 
Scanner

Set 
Alerts

3

< >



Copyright © 2021 JPMorgan Chase & Co. All rights reserved. 

Allow time for all 
checks to scan 
then select I’m 
done scanning

16

Manage Accounts 
and Locations

Order a 
Scanner

Deposit 
Checks

Search & 
Reporting

Deposit 
Activity

Returns & 
Adjustments

Set up a 
Scanner

Set 
Alerts

4

< >



Copyright © 2021 JPMorgan Chase & Co. All rights reserved. 

All checks that have 
been scanned will be 
displayed. If errors are 
detected and need to 
be corrected, select 
Show/Change
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Make the necessary 
corrections and 
select: Send 
corrections, Remove 
check or Cancel 

NOTE: Selecting Remove check 
allows for the check to be removed 
from the current deposit and 
rescanned for deposit or taken to a 
branch for deposit
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Add additional checks 
by selecting Scan more 
checks and follow the 
same steps as before

Don't have the 
information you need to 
initiate a deposit? Choose 
Save and finish later
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After making any 
necessary corrections, 
select Next 
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Review deposit 
information and then 
click Send deposit

NOTE: Deposits submitted before 11 p.m. ET/8 
p.m. PT on a business day will be processed that 
day.  Deposits after that or on a non-business day 
will be processed the following business day. 
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Deposit Activity
View deposits made over the last 120 days
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After selecting Collect 
& deposit and 
Deposit checks select 
Deposit activity 

Submitted transactions 
reflect deposits that have 
been submitted but the 
funds are not yet 
available for use  
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Filter transactions by 
the Deposit-to 
account or location

Select Details to view 
additional information 
on the deposit 

Posted transactions 
reflect deposits that 
have been submitted 
and the funds are 
available for use
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View: Check images, 
amount, account 
information and location. 
If needed, print/download 
transaction details  
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Returns & Adjustments
View regular and Non-Conforming Image (NCI) returns–and the reason 

for the return–made within the last 60 days
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Select Collect & 
deposit and then 
Deposit checks 

Click Details for 
additional information 
as to why the check 
was returned

Select Returns & 
adjustments. View 
returns by: Regular 
returns or NCI returns 
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Search & Reporting
Search for deposits, individual checks, and 

save search criteria for future use
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After selecting Collect & 
deposit and Deposit checks
select Search & reporting
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Enter additional search 
criteria for the best 
results and click Search

NOTE: if you want to save this search 
for the future, enter a Search name.
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Click Details to 
review the deposit 
information 
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Indicate the deposits to 
include and click Create PDF 
to export check images
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To export results as a 
CSV file, click the 
Download icon
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Indicate the fields to 
be included in the 
report and click 
Create report
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Set Up a Scanner
Connect and test the scanner on your computer 
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From the More
drop-down menu 
choose Set up 
scanner
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Click scanner 
installer 
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The file will download and 
show in your browser tray 

When the download is 
complete, open the file 
to start the Install Wizard
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When the Install Wizard 
appears, click Next 

When the install is 
complete, click Finish

NOTE: Several pop-ups will appear and 
disappear as part of the install process
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Set Alerts
Set up alerts to stay informed of deposit progress
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