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This AlpineRemote Deposit User Guide does not replace the Remote Deposit Complete Handbook, but should be used as a supplement.
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ALPINEREMOTE DEPOSIT: GETTING STARTED

You will receive your login credentials from Alpine Bank, in an email. It is important for you to log into your account and set-up your
AlpineRemote Deposit credentials.

1. Go to: https://smartpay.profitstars.com/business/login/alpinebank
2.Input your User Name and Temporary Password, as well as your Company Name, which will be included in your welcome email.
3. Select a new password.

4. Select a security question and answer.

CREATING USERS

You want to create separate users for each person who will be using AlpineRemote Deposit. This creates an audit trail, which helps to
protect you and your business. Never allow anyone to use your login credentials.

1. Click on"Admin”.
2. Click on"Users’"
3. Click on"Add User”.
4. Click on"Business User"
5. Enter the user's information and authorities.
a. Full Name — Required.
b. User Name — Required.
¢. Email Address
Privilege Fields (We recommend enabling “Customer Services”and “Reports”for most users):
d. Administrator — This gives the user the option to add, delete, and reset other users within the portal.
e. Customer Services —This gives the user the ability to open and run deposits, close batches, and view reports.
f. Reports — This allows the user to pull any report within the payment portal

6.The user's temporary password is listed at the bottom of the screen. Take note of this password to give to your new user.
7. Click"Add"
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8. After you click"Add’, there are additional fields that populate into a third column on the right side of the screen. You can establish and
manage your users abilities even more through this area.

a.You can change the user’s privileges to Admin- Merchant Administrator

b. Credits & Debits PDF Report- Allows the user to view the credits & debits PDF report with check images for a batch

Accounting- All Reporting Functionality

RDC Admin- Remote Deposit Complete Administrator*

RDC User- Remote Deposit Complete User*

* Feature is required if user wants to open and close deposits, and scan checks.

¢. Enable what accounts each user should have access too.

d.You can see who made changes last to this user's profile.

9. Click"Update”to complete the new user setup.
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RESET A USER

As an“Administrator’, you have the ability to reset your user’s password.
1.Click on"Admin”.

2.Click on"Users”.

3.Click on"View"under the user that needs to be reset.

Users Add User
. Add User Settings Privileges for this User
4.Click on the "Reset Password" button at the bottom of the screen. m—— Re—
Bl Enabled Bl Authorized
5. Admin will need to provide the temporary password to the user. e Tt ] i
Zach Efron
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Business Users hd admir

Auto Disable
Users User Name e jsmit]

Dual Auth Amount
bthom
Roles
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HOW TO MAKE A DEPOSIT
Making deposits directly into your account is fast and convenient.

1.Click on"Transactions”.
2.Click on"Remote Deposit Complete”.

3.Click on the “Create New Deposit”button.
If Device Control has not already launched, the system will ask you to confirm launching Device Control. Select Run to continue.

4. Select your deposit Location, Number of Checks, and the Total Amount of Deposit.
5.Click“Create”.

6. Scan your checks. The front and back images of your checks will show on your screen.

Transactions =~ Remote Deposit Complete ' Create New Deposit

Transactions
Dashboard Create New Deposit
Quick Links

Transactions Location * Scanner Interface

Admin Check Processing Location 1 e Service
Deposit Name *

Remote Deposit Complete

Reports . aa - "
o = 13:35:30.9510220 1116/2018 Deposit
Open Deposits Number Of Checks Scanner
15
Opan Requires Rescan  Date Created Locatien  Deposit Name Item Count (S/C}  Deposit Amount §
O110/2018 06:02:00 PM €T | Location 1 18.01.42.399713 110/2018 . 22/50 $16.557.21/ $504

Total Amount *

3 5680 25

% m . S —— ) Scanner Terminal Number

Do youwant to run or save Pro‘li‘lStarsDeviceCon‘troll.aul@.ﬂe (448 KB) from sslselectpayment.com? = P

1@ This type of file could harm your computer. Run Save | ¥ Cancel
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7.0nce you scan all checks, click“Complete Deposit”.

8. Open Deposits will populate, click on the red box on the left hand side of the deposit.

9. Click on“Close Deposit(s)"”

10. Confirm your Deposit.

11. Close Deposit(s) Summary will pop up. Click"OK’.

Note: \We recommend submitting your deposit no later than 5:00 p.m. (MST), in the event that a batch needs additional attention.

The cutoff time is 6:00 p.m. (MST), Monday through Friday.

Note: if you receive a notification that you are unsure about, please refer to the Remote Deposit Complete Handbook.

Frontof Check [T T Em— SEamnes kierors
01 b T8 S 1 8 'Sewlce
A S——— 1013
Dallas, TK 75207 Bt ”J“jm

o Do Comparny is i Scanner

E-l'rln.'t-l Fiua ! b.‘a"’w [E— I
Dame Hank :
L \ifD H‘) Tarminal Number
= et
w0k 3

Deposit Status
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Cedar Ridge
Control

%/ §7.718.96
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42 13636292

Complete Deposit

GT'E‘V:EEUD‘!: Remote Deposit Complete

Open Deposits
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Date Created Location Deposit Name Custom Batch |d Item Count (S/C)  Deposit Amount (S/C})
10/15/2015 T1104 PM CT Cedlar Ridge Ebhing Test Deposit Ebking Testing (BB) 42i9 $636992/57.71396
10/20/2015 3:4525 PM CT Blasson Hill 15:44:35 8969439 10/20/201 1 3045 $£479643 /8550000
25/2015 80618 AM CT AA CPP Location 1 0&:0536 4301793 1/25/2015_ . 201511252 641 $51144 /51.00

1242015 13511 FM GT AACPP Locanon 1 Jennie's Naw Daposit

uiu

P Displaying Page 1671
0 Per Page v P
Records 1104 of 4

e o2 5000/ $10055

Confirm Deposit(s) Close

Are you sure you want to close the selected 2 deposit{sj?

®
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Close Deposit(s) Results

Close Deposit({s) Summary

RS
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HOWTO ADD TO A DEPOSIT

You can add additional checks to a deposit until you “Close Deposit”in the system.

1. Click"Transactions”.
2. Click"Remote Deposit Complete”
3. The Open Deposits page will appear. Under the Open column, select an open icon to open a deposit.

4.The open deposit will appear. Scan your additional check item(s). The additional check amount(s) will be displayed.

Note: If the amount of the additional check(s) you scanned are not displayed automatically, select the Refresh option at the top of the

Transactions
Dashboard ! |
Transactions  Remote Deposit Complete
T . Quick Links
ransactions 1
Open Deposits BT % Displaying Page 1 or1,
= Records 1to 4 of4
Admin Check Processing
Open Requires Rescan Date Created Location Deposit Name Custom Batch Id Item Count (S/C) Deposit Amount (S/C)
tortszals 1104 PMCT Cedar Ridge Test Depost E Testing [BBB) 4z/9; 3636992/ 8771896
Reports Remote Deposit Com) 5] a
1072012075 34525 PM CT Blossom Hill 15:44:20 8969439 10/20,201.. | jj 30/5 $4,796.43 / §5.500.00

| W25/2015 8:0618 AMCT AA CPP Locetion 1 | 08:05:36.4301793 W/25/2015_ | 201511252 °
=Y

HOW TO DELETE A DEPOSIT

A deposit can be deleted as soon as it has completed scanning. You may edit or delete a closed deposit, until Alpine Bank pulls the file.
Alpine Bank pulls deposit files every 2 hours, from 8:00 a.m — 6:00 p.m., Monday — Friday.

1. Click Transactions”.

2. Click"Remote Deposit Complete”.

3. Select the check box(es) next to the deposit(s) you want to delete.
4. Click on the “Delete Deposit(s)” button.

5. A confirmation of the deletion will display. Click “Delete”to continue to the Open Deposits page.

Tiansaciions - Remote Deposit Complets
Transactions
Dashboard ! .
Open Deposits g 10 Por Page Displaying Page 1071
Quick Links Records 1o 4 ord
Transactions
Open | Requires Rescan  Date Created Lacation Deposit Name ‘Custom Batch Id Item Count (S/C) | Deposit Amount (S/C)
i 1015/201s 11104 PM CT Cadar midge Ebbing Test Depost Enbing Testng (EEB) az¢9 $6.369.921 5771296
Admin Check Processing g ] g g
o 10/20/2015 3:45:26 PM CT £l it 15:44:25.2069439 10/20/201. 0/5 796,42 / $5,500.00
R Remote Deposit Comp R u 5 $oi
eports
1¥25/2015 8.05:18 AM CT AA CPPLocatio. | D8:0536.43017931/25/2015... | 2015M252 801 $511.44 ) $1.00
- m 1LV TR M L] AD UPHLOCAND Jenies New Uepacit i o2 B U PRI bh

e T

Confirm Deposit(s) Deletion

o | i L o
Are you sure you want to delete the selected 1 deposit(s)
Cancel
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PULLING REPORTS

You have the ability to pull different reports, depending on your business'needs. Below are a few of the most common reports.

CHECK BATCH REPORT

This report will provide you with your full deposit, and the checks within that deposit. You are able to view the deposit, as well as images of
all the checks that were deposited within that batch.

1. Click"Reports’”

2. Click"Credits and Debits to Your Merchant Settlement Account”,

3. Choose your date range.

4. Click"Get Batches”,

5. Click on the PDF icon under the reports section.

6. You will receive a pop-up at the bottom of your screen. Click “Open’”.

7. A PDF report will populate and show the front and back of every check that was deposited for the day.

Dashboard Reports

My Reports

Transactions

Admin

q Reports

Shared Reports

No Records to display.

New Report New Shared Report

Remote Deposit Complete Reports

Deposit Results

Standard Report

No Records to display

Show Notice of Change ltems

Show ltems that Returned NSF Today

Show ltems that Returned Bad Account Today

Show ltems that Charged Back Today

Show ltems that Settled Today

Show ltems that Returned Other Check21 Today

Show ltems Detected as Duplicate Transactions

Invoice Reconciliation

Recurring Payment Report

Show Recurring Payments That are Disabled

Recurring Payments Due

o Merchant Settlement Account Reports
Credits and Debits to Your Merchant Settlement Account

Merchant Settlement AccountReports | Batches matching search criteria 25 ParPage © .
Searc
Merchant Settlement Account Reports Search Locitioa s 1-
satch  Report | Batchstatus EmectveDate  Batch D Location Name
Details
e s sed 10202017 s20M10589 Location =
x Pracessed oa201? 3279969449 Location 1
Location Quaick Pick start Date
_ e Wosi201 3281962477 Locaton 1
Start Time o Processed 102017 3288349721 Location 1
Start Date Start Time A
2 - Processed 12/012017 3353054545 Location 1
End Date P
aoeate 12082017 a399354177 ion 1
End Dato End Time N “L rocessed 12/08/20! 39935 Locator
£
- End Time = Processod 1262017 347917901 Locatin
mm erocessed otozizots 3469599053 Locavon
4 lﬁl: Processed 01/08/2012 3513507585 Location 1
Get @niches % 2
Total Debit Count 2 Total Credit Count 7
Total Debit Amount (§5.00) Total Credit Amount s8.01
Do you want to cpen or save Batch-3201410589-20171020.pdf (105 KB) from smartpay.profitstars.com? Open | | Save ‘ - | ‘ Cancel b 4
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SCANNED CHECKS REPORT

This report will provide you with a report showing you how many transactions you have scanned, your key-in dollar amounts, and the
system received amounts, and the dollar amounts that have been credited to your bank account. You can break down each deposit by
check for your review.

1. Click"Reports’”

2. Click"Deposit Results”

3. Choose your date range.
4. Click "Get Deposits”.

5.Your deposits are listed. You can view Item Details or Deposit Details by clicking on the icon(s).

Dashboard Reports

Remote Deposit Complete Reports

My Reports
Transactions
Deposit Results

Admin Standard Report
No Records to display.
Reports Show Notice of Change Items

Show Items that Returned NSF Today
Shared Reports

Show Items that Returned Bad Account Toda

Show Items that Charged Back Toda

No Records to display. Show ltems that Settled Today

Show Items that Returned Other Check21 Today

Show Iltems Detected as Duplicate Transactions

Invoice Reconciliation

Recurring Payment Report

Show Recurring Payments That are Disabled

Recurring Payments Due

Merchant Settlement Account Reports

Deposit Restits Search

This page displays a list of the dept

s made via Remote Deposit

Location Quick Pick
Location 1 Custom wr
Start Date Start Time

Jun7, 2017 e 12:00 AM ~
End Date End Time

Jan 17, 2018 12:00 AM w

Deposits matching your search criteria Displaying Page 1of 1 Records 1-20f2 M T =

Records Per Page 0 v

Item Deposit | Create Date  Location Custom Batch Id Batch Type Description
Details Details
e 12172015 Location 1 uiui Remote Deposit New Deposit
- =
- B 1272172015 Avalon Campbell 5646542 Remote Deposit 17:49:04.1335657 12/212015 ...

Questions? Please feel free to contact Alpine Bank at 800-551-6098 | alpinebank.com | Member FDIC Page 07



ALPINEREMOTE® DEPOSIT USER GUIDE

CUSTOM REPORT BUILDING

This report will show you how many transactions you have scanned, your key-in dollar amounts, the system received amounts, and the
dollar amounts that have been credited to your bank account. You can break down each deposit by check for your review.

1. Click"Reports”.
2. Click on the “New Report”button.

3. Choose your date range.

4. Select your desired report criteria from the Advanced column.

5. Select your desired Report Layout.

We recommend unchecking Transaction Number, Reference Number, Customer Number, as these fields will not provide helpful information.

6. Click"Run Report”. You are able to export the information into either a csv file or Excel spreadsheet.

7.Click"Save to My Reports”to save this report for future use.

d

Dashboard Reports

My Reports

Transactions

Admin

No Records to display.

Reports

Shared Reports

Remote Deposit Complete Reports

Deposit Results

Standard Report

Show Notice of Change ltems

Show Items that Returned NSF Today

Show ltems that Returned Bad Account Today

Reporis ' New Report

Title

Share to All Users

6
Run Reports @l

Report Type

o Transaction Report
Reports primarily based on a status, a category or type
as associated with transaction

Historical Event Report
Reports primarily based on a past occurrence/event as
associated with a transaction

oo |
Date Range

Date Type Export Date Range

Transactions Crea Custom L
Start Date Start Time

Nov 1, 2017 12:00 AM v
End Date e End Time

Jan 17, 2018 12:00 AM ~

Advanced Report Layout
Location
View
Location 1
Transaction Date [+
Status Transaction Status [
Payment Type )
Declined
]
ion Number O
Settlement Status ce Number O
Al O
%

Location Name

Origin Of Transaction Amount

—ALL— Account Number
Autt
o Check Number
Originated As
ffective Date
—ALL -

ount

Amount Range

$ 000 5 1000.00| |
Account Type i
User
S H L v
Operation
= ALl v

O OO00O0O000000KE

Q Alpine Bank

Membe

FDIC

alpinebank
.com

Lflc[o(v]in]
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