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ALPINEREMOTE® DEPOSIT USER GUIDE

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

c. 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”. 

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.  

https://ssl.selectpayment.com/ClientFiles/Remote%20Deposit%20Complete%20Handbook.pdf
https://smartpay.profitstars.com/sts/Account/Login?ReturnUrl=%2fsts%2fissue%2fwsfed%3fwa%3dwsignin1.0%26wtrealm%3dhttps%253a%252f%252fsmartpay.profitstars.com%252fbusiness%26wctx%3drm%253d0%2526id%253dpassive%2526ru%253d%25252fbusiness%25252f%26wct%3d2018-06-
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8. After you click “Add”, there are additional �elds 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.

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

d. You can see who made changes last to this user’s pro�le.

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. 

4.Click on the "Reset Password" button at the bottom of the screen.

5.Admin will need to provide the temporary password to the user. 

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. 
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7. Once 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. Con�rm 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. 
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https://ssl.selectpayment.com/ClientFiles/Remote%20Deposit%20Complete%20Handbook.pdf
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HOW TO ADD TO A DEPOSIT

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

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.

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

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.

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 �les every 2 hours, from 8:00 a.m – 6:00 p.m., Monday – Friday. 
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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. 

PULLING REPORTS
You have the ability to pull different reports, depending on your business’ needs. Below are a few of the most common reports.
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5

SCANNED CHECKS REPORT

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). 

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. 
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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 �elds 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.

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. 
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