
Remote Deposit Capture
JOB AID GENERAL

March 2020 Version

CLICK

Deposit List

Deposits Tab

SELECT

One Location

All Deposits

SELECT THE 

PERIOD OR STATUS

among those available

VIEW

DEPOSIT

DETAILS

VIEW

VIRTUAL

DEPOSIT

IMAGE

DISPLAY IMAGE

Icon 

Edit this 

deposit’s details

CLICK ICONS

Select various 

display options

+

DISPLAY AND PRINT (2 options)

Report View

button

Edit deposit’s 

details icon

Print

button

Print

button

Report View

button

CLICK

Generate Reports

Reports tab

SELECT CRITERIA
Report version

Type of format (PDF)

Reporting period

Other, if applicable

NUMBER OF ITEMS PROCESSED

500 or less – Immediately generated

501 to 4 999 – Generated overnight

5 000 or more – N/D (refine search criteria)

CLICK

Create Report

button

WAIT

Appears in 

Report Instances

section

DOWNLOAD 

REPORT

In preselected 

format

REPORT 

AVAILABILITY 
In the system:

7 days maximum

10 most recent reports

SAVE

Save or print

the report

CLICK

Research 

tab

SELECT 

CRITERIA

among those available

CLICK

Search

button

VIEW A 

SINGLE 

ITEM

DISPLAY VIRTUAL

IMAGE
Image preview

Detailed image

VIEW

SEVERAL

ITEMS

SELECT ITEMS

among those available

SELECT 

CRITERIA

Report Type

Images

MANAGE RESULTS

Add to Stored Results

Go to Stored Results

CREATE

Create Report

button

SAVE

Print or 

save report

Save

button
Deposit status is Received

or Open-Balanced when 

transmission successful

PREPARE

Machine tape

OR equivalent

PREPARE CHEQUES

Remove any staples, paper

clips, folds and tears

Line up in the same direction

Check for valid dates

CLICK

Create New

Deposit 

button

PREPARE SCANNER

Adjust the output tray

Place cheques facing up
Ready when light turns orange

CLICK

Start 

Capture

button

CHECK DEPOSIT
Correct items
Ready to be transmitted

Incorrect items
Must be corrected 
(see reverse for procedure)

WAIT

Scanned 

cheques appear 

in Deposit List

CONFIRMFILL OUT SLIP

All required fields 

marked with * 

Number of items
max 250 + 1 credit



Remote Deposit Capture
JOB AID

SCANNER MAINTENANCE RECOMMENDED FREQUENCY

Clean camera glass

Clean entry drive rollers

Change Ink cartridge

Approximately every 8,000 scans

Approximately every 8,000 scans

Approximately every 80,000 scans

ORDER

Cleaning supplies: cleaning cards and 

wipes, compressed air can

Spare parts: ink cartridges, drive rollers 

and SADR discrimination rollers

CONSULT

Scanner User Manual 

Maintenance procedures
https://paystation.ca/solutions/digital-check-tellerscan-ts240/

https://paystation.ca/solutions/chexpress-cx30/

CLICK
Error icon

Edit Item

CLICK
Return to 

Edit Item

CLICK
Delete

CLICK
Edit Deposit

CORRECT
Number of items

Declared amount ($)

CLICK
Save

CLICK
Complete

CLICK
Red

Duplicate

box

CHECK
Deposit

information

CLICK
Complete

CLICK
Error icon

Edit Item

CLICK
Save

CORRECT
Declared

amount

CLICK
Save

CORRECT
Amount

If necessary

CHECK DETAILS 
Balancing 

difference in red

CHECK 
discrepancies
between amounts 
in digits and letters

CLICK
Error icon

Edit Item

CORRECT
Incorrect

items

CLICK
Save

NOTE
If the problem recurs,

scanner maintenance is required.

CHECK
• Serial

• Routing transit

• Account

CLICK
Error icon

Edit Item

SELECT
Cheque 
according to 
currency

FILL OUT
Serial, Routing Transit, 

Account, T/C, Amount ($)

CLICK
Save

CLICK
Drop-down

Unknown list

Save

Button

CLICK
Error icon

Edit Item

DELETE
Item if the other items of 

the deposit are valid

Deposit if only one item 

in the deposit

Redo 

deposit

CHECK
Item 

currency

GENERAL

Roles Legend

You will find:

• User guide

• Training videos

• Job aid tools

• Links to Digital Check 

scanners models

For more information, visit:

http://www.desjardins.com/re

mote-deposit-capture-help

User Help & Support

March 2020 Version

http://www.desjardins.com/remote-deposit-capture-help
https://paystation.ca/solutions/digital-check-tellerscan-ts240/
https://paystation.ca/solutions/chexpress-cx30/
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