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Receivables Online Remote Capture Scanning – 
What’s Different? 
Introduction 
Receivables Online Remote Capture Scanning has a new streamlined, intuitive design that simplifies capturing, viewing 
and managing your remote capture transactions. The new batch level workflow will help you to quickly scan, review and 
prepare your transactions for deposit submission.  

 
Capture Transactions 

1. To begin scanning remote capture items, select Capture Transactions from the Receivables Menu. (Note: If 
you have the Capture entitlement, the system will open on Capture Transactions as your default landing page.)  

  
When you select Capture Transactions, the system will automatically check that you have your scanner driver and 
scan software installed.  If the system does not detect the driver and/or scan software, a message will be displayed 
asking you to complete the installation. Follow the on-screen instructions, as needed. 
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2. Begin scanning by selecting the Program where the checks will be deposited.  

 

 
3. Select the Capture Type and Group Name (if required).  
4. Enter the Expected Total Checks and Expected Total Amount for your batch (if required by your organization). 

Enter the Batch Number (if needed – batch number will be automatically generated if not entered).  
5. Load your items into the scanner, and then select Scan. 

   
 
Notes:  

• The system will display the related Deposit Account information and Deposit Cutoff Time for the Program 
selected. The system will advise if you are scanning after your daily cutoff time has been reached.  

• As your items move through the scanner, you will see a progress counter on the Receivables Online screen.  
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Capture Details 
 
Once all items have been scanned, you will be taken to the Capture Details screen that displays the following 
information about all of the items scanned for your batch. 

 
 

 
 

1. The screen will display the number of items captured and total amount of those items. If you utilized the 
balancing fields when initiating your scan, the system will advise if your batch is out of balance.  

2. Summary-level information for your batch is displayed under Summary Details; you can expand or collapse 
this section as needed.  

3. Items successfully captured will display a green checkmark icon; those that require action will display a red 
warning icon.  

4. The screen will display the first item requiring action with specific messages next to the field(s) that need to be 
reviewed.  

5. As you correct items, select Save and Continue to automatically advance to the next item that requires action.  
6. If you would like to add additional items to the batch, load them in the scanner and select Scan More.  
7. If you need to delete an item, select the Delete icon  
8. If you need to rescan an item, load it in the scanner and select Rescan.  
9. Once you have completed all required updates, the Submit button will be activated and you may submit the 

batch for deposit. 
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Duplicate Items 
 
If the system encounters a potential duplicate item, a side-by-side review screen will be displayed for your review.  

• If the item is a duplicate, select the Mark as a Duplicate box and then select Save and Continue.  
• If the item is not a duplicate, select Save and Continue.  
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Balancing 
 
If utilizing the balancing fields when scanning and there is a mismatch in the actual number of checks or dollar amount 
scanned with the expected number of checks or dollar amount, a message will display onscreen to notify you that the 
batch is out of balance.  

 
  
You can select Modify to open the Balance Totals overlay and make any revisions, as needed.  
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Submitting Batches 
When all items are complete, the Submit button will be activated on the screen and the batch can be submitted for 
deposit. 

 
 

After you select Submit, the system will display a confirmation message. Select Yes if you are ready to submit the 
batch for deposit. 

 
 
Once submitted, you will receive a success message and will have the option to view/print the Submission Confirmation 
report. 
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Receivables Online Capture Items Requiring Action – 
What’s Different? 
Introduction  
Receivables Online now makes it easier to identify those Remote Capture items that require your attention. A single 
menu selection will take you to all of your in-process remote capture items, where you can review and prepare your 
transactions for deposit submission.  

 

Capture Items Requiring Action 
1. To access your pending remote capture items, select Capture Items Requiring Action from the Receivables 

menu.  

 
  

2. A list will display of all the pending remote capture batches that have not yet been submitted for deposit for the 
Programs to which you are entitled.  

3. From the Filter panel that displays, you can further refine your search by Programs, Statuses, Batch Number or 
Captured By, if you choose.  
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Note: The status of the batch will reflect if an Action Required or the batch is Ready to Submit. If you select a batch 
that is being worked on by another user, a pop-up message will be displayed telling you the batch is in process and 
which user is currently working on the batch.  
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4. Select the Batch Number link from the Capture Items Requiring Action list. From the Capture Details page that 
displays for the batch, you can edit check and/or document information, add or delete items for a batch, rescan 
images, validate potential duplicates, confirm balancing information, or submit a batch for deposit. See 
the Receivables Online Remote Capture Scanning - What's Different document for additional details. 

 

5. From the Capture Items Requiring Action list, you can also perform certain actions on multiple batches at the 
same time. Select the batches you wish to action; then select the appropriate button. 
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• Submit – Only batches in the Ready to Submit status can be submitted. When submitting multiple batches 
from the list, the system will provide a confirmation message indicating the total items and dollar amount of 
the batches submitted. If an issue is identified with any of the batches flagged for submission, the 
confirmation message will indicate which batches could not be submitted and may require additional 
review. After closing the success message window, you will have the option to view/print the Submission 
Confirmation report. 

• Delete – Only batches in the Action Required or Ready to Submit statuses can be deleted. Batches that 
have been submitted, cannot be deleted. A confirmation message will indicate the successful deletion of 
selected batches.   

• Export – The system will create a CSV file for the selected batches.  
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Receivables Online Capture History – What’s 
Different? 
 
Introduction   
Receivables Online now makes it easier to search for all of your Remote Capture items, from initial scan through 
deposit submission, via Capture History, a single easy-to-use search function. 

  
 
Capture History 

1. To access your remote capture items, select Capture History from the Receivables Menu.  

 
  

2. A list will display noting all your remote capture batches for the current and previous day for the Programs to 
which you are entitled. The Capture History list will display batches in all statuses, which are: 

 Action Required  
 Ready to Submit 
 Submitted 
 Expired 
 Deposited 
 Rejected 
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3. From the Capture History Filter panel that displays, you can further refine your search by Programs, Statuses, 
Batch Number or Captured By, if you choose. 

 
 

4. To view an individual batch, select the Batch Number link from the Capture History list. The Capture Details for 
that batch will display.  

 

 
 
 

Note: For batches that are still in process, you can edit check and/or document information, add or delete items 
for a batch, rescan images, validate potential duplicates, confirm balancing information, or submit a batch for 
deposit from the Capture Details screen. See the Receivables Online Remote Capture Scanning - What's 
Different document for additional details. 
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5. From the Capture History list, you can also perform certain actions on multiple batches at the same time. 

Select the batches you wish to action; then select the appropriate button.  

 
 

 
 

• Submit – Only batches in the Ready to Submit status can be submitted. When submitting multiple batches 
from the list, the system will provide a confirmation message indicating the total items and dollar amount of the 
batches submitted.  If an issue is identified with any of the batches flagged for submission, the confirmation 
message will indicate which batches could not be submitted and may require additional review. After closing 
the success message window, you will have the option to view/print the Submission Confirmation report. 

• Delete – Only batches in the Action Required or Ready to Submit statuses can be deleted. Batches that have 
been submitted cannot be deleted. A confirmation message will indicate the successful deletion of selected 
batches.   

• Export –The system will create a CSV file for the selected batches.  
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