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Login to Remote Deposit Service Online 
 

From the Client Access Portal home page,  

1. Click the Receipts tab in the Cash Pro Online header 
2. Select Remote Deposit. 

The Remote Deposit Welcome page will appear. Note:  If the Remote Deposit Service Online 
Welcome page does not display, the user has not been properly entitled to the application. Contact 
AskFinance with subject:  Remote Deposit Scan – CashPro not entitled.  

When the User successfully logs in to Remote Deposit Services Online, the Welcome Screen displays 
the assigned user role in the upper right-hand side of the application window.  

It is important to understand what tasks and or functions you can perform or information you can view 
within Remote Deposit Services Online.  All UVA departments are granted the same administrative 
roles. 

Users should see and have access to the following tabs: 

Home 

Deposits 

Reports 

Research 

Administration (for adding rules only) 

Aged Open Deposits (if you have a non-transmitted deposit greater than 10 days old)  

 

 

 

 

 

 

 

 

mailto:askfinance@virginia.edu?subject=Remote%20Deposit%20Scanner%20-%20CashPro%20not%20entitled
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Scanners 
This section describes tasks associated with the scanner. Tasks include verifying the scanner components and 
installing the scanner driver.  

See UVA Remote Deposit User Guide to obtain a scanner.  

If any of the scanning components are missing or defective, contact AskFinance with the subject line Remote 
Deposit scanner issues.  

Remote Deposit Service Technical Support is available at 1-888-367-2521 to help with setup assistance for the 
scanner to your pc, deposit imaging processing, and questions or issues. 

 

Scanner Set-up 
 

• Make sure that the scanner power box is at least 18 inches away from your computer and not on top of 
any other device (printer, etc.) to reduce any interference between the application and the scanner.  

• Do NOT place any electronic items near the scanner. (cell phones, etc.) 

 

Installing the Scanner Driver 
 

Before performing the installation:   

• Disconnect the scanner and USB cable from the computer.  
• Ensure you are logged into the workstation and that you have local administrator rights to your computer 

(or have the person that does have those rights available).  
• Remove any previously installed scanner drivers.  
• Close all open applications 

Note:  Do NOT download scanner drivers from “found new hardware” message.  Follow the instruction below 
and save the driver executable to your desktop.  

 
1.  After logging into Remote Deposit Services Online, click Create New Deposit.  If this is your first-

time logging in, you will be prompted to install the scanner driver.  

 

 

 

 

 

https://uvafinance.virginia.edu/sites/uvafinance/files/2022-10/UVARemoteDepositUserGuide%20-%2010-2022.pdf
mailto:askfinance@virginia.edu?subject=Remote%20Deposit%20Scanner%20issues
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2. Select the appropriate scanner model icon.  
 

3. Select Save to save the driver.  

 

 

 

 

 

4. Save the driver to your desktop with the file name: scanner model driver version.exe, File Type:  
Application, Select Save. 

Important Note:  Do Not change the default File Name or Save as Type! 
 
 
 
 
 
 
 

 

 

5.  Select Run when the download is complete.  

 

 

 

 

 

6. Select Run (again) to continue with the executable. 
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7. The Driver Install Wizard Begins.  Select Next.  
 

8. Unplug the scanner from your PC (if it’s not already unplugged) and press OK. 
9. Select Install. 

 

 

 

 

 

 

 

10. Select Finish.  
 

11. Plug in the scanner USB cable into the PC and select Return. 
 

 

 

 

Note:  If you are using a new scanner, be aware that the scanner needs time to calibrate itself to your mix of 
deposit items.  This calibration is typically complete after you have scanned approximately 200 items.    
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Getting Started 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

o Quick Links are displayed on the right side of the Welcome Page.  
o Tabs are located on the left side of the application and allow the user to perform functions within 

the application.  
o User Alerts are messages specific to a single user and appear at the bottom portion of the 

Welcome Page. These are set up by Bank of America. For example, the bank may notify users 
about account activity. 
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Making a Deposit 
 

Bank of America refers to the type of deposits that UVA does as simple deposits. Simple deposits 
include personal, bank and cashier checks drawn on US based and US domiciled banks.  

For UVA deposits, rather than including a paper deposit slip, a virtual deposit slip is created within 
CashPro for each deposit. Virtual deposits are not visible to the depositor.  

1. Gather all debit items to be scanned. 
 

2. Compute the expected total amount of your deposit, which is the declared amount of the deposit. 
 
 

3. Perform a quality check of all deposit items.  

Ensure that the bottom and leading edges of the deposit items are aligned and facing the 
same direction. Remove all staples, paper clips, etc. and straighten any bent corners 
before loading into the scanner. 

4. Login to Remote Deposit Service Online. 
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5. Click the Create New Deposit link, on the Welcome Page.  

 

 

 

 

 

 

 

 

Note: The page display will be dependent on what functionality UVA is using.  Not all 
options will be enabled. Information required for processing the deposit is identified 
with an asterisk (*) on the New Deposit page. 

 

 

 

 

 

 

 

6.  Select the appropriate account group from the Account Group dropdown. 
 

7. Select the appropriate account number from the Account Number dropdown, or start to enter the  
 
account number in the account number field.  

 

8. The Routing Transit number is automatically populated after the account is selected.  

 

9. Select Simple from the Deposit Type.  This button may be pre-populated based on your set-up. 
 
  

10.  Clearing Channel will auto-populate. 
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11.  Enter the number of items within the deposit.  
 You may deposit up to a total of 499 debit items plus one item for the virtual deposit slip per 

deposit, a maximum of 500, with no limit to the number of deposits you make in a day. If the 
number of items entered does not match the number counted by the application, the user will be 
required to edit the number of items to make it equal the number counted by the application prior 
to submitting the deposit.  

 
 Note: The virtual deposit slip is not visible but must be a +1 to the number of checks in the 

deposit. Ex: 20 paper checks on hand +1 for the virtual deposit slip = 21 for the number of items 
within the deposit. 

 
12. Enter the deposit’s total value as the Declared Amount.  

A declared amount is the total amount of the deposit and is used to compare the expected total to 
the captured amount of the items scanned. The Declared Amount cannot exceed 
$99,999,999.99. If a decimal is not entered, Remote Deposit Services Online assumes a decimal 
is present at the end of the deposited amount.   
 

13.  Place as many items as will comfortably fit into the scanner entry tray.  

 

 

 

 

 

 

14. Click Start Capture.  

While the checks are scanned the scanner prints a horizontal spray line on the back of 
each check and the application overlays a virtual endorsement on the check image which 
is used in clearing the items.  

15.  The scanner must be equipped with an ink cartridge that will spray or print information on the 
back of each item.  The information sprayed on the item includes the following:  

a) Sequential number in which the item was scanned 
b) Deposit number 
c) Location or Account Group 
d) Customer number (assigned by Bank of America) 

 

 

 



11 
 

 

 

Note:  The Bank of First Deposit and Virtual Endorsement information will not be 
printed on the physical item scanned.  However, when the user views the image 
within the application, Remote Deposit Service Online Applies the Bank of First 
Deposit and Virtual Endorsement information onto the image as it was configured in 
the customer set up process.  

As items are scanned Remote Deposit Online captures the courtesy amount of each 
item and the grand total of all items that have been scanned.  These amounts are 
populated on the Deposit Item List page.  In most cases, the deposit will balance, 
which means that declared amount equals the captured amount, the Balancing 
Difference field is “0.00”, and displays in green.  A deposit may not be transmitted 
if it is out of balance.   

Sample Deposit:  In balance 

 

 

 

 

 

Transmitting your Deposit 
 

1. Click Complete to transmit the deposit 

 

 

 

 

 

 

 

2. Click OK when asked if you are ready to transmit the deposit, 
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3. After the deposit is transmitted, the deposit status will change. A description of the deposit status types 
is listed in the appendix. 
 
 
 
 
 
 
 
 
 
 
 

4. Securely safeguard scanned checks behind two locks for three closed fiscal years.  
Note: See Records Management for questions and if off-site storage is desired. 
 
 
 

  

https://recordsmanagement.virginia.edu/
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Correcting and Balancing Simple Deposits 
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Individual Debit Item Errors 
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Number of Items Entered Does Not Match Number of Items Scanned 
 
 
 
A deposit can be out of balance when the number of items entered does not match the number of items scanned, 
the most common cause of this error is not including the virtual deposit ticket in the number of items.  

1. If you have additional items that did not scan, click add items and then start capture to scan additional 
items.  
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Item Quality Errors 
 

 

Duplicate Items 
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Using Deposit List Screen 
Viewing a Deposit Status 
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Sorting Columns within the Deposit List Screen 
Searching & Filtering on the Deposit List Screen 
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  Reporting 
 
 
 
 
 
 
 
Note: UVA Treasury does not require any reporting. You can use the CashPro reporting functionality if it 
beneficial to your process. However, UVA Data Security does not allow printing or downloading any copies of 
checks that show signatures, bank account numbers, routing numbers unless downloaded to a secured drive. 
Contact IT Security with questions. 

 
 
 
 
 
 
 
 

mailto:it-security@virginia.edu.
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Performing item research & downloading images 
 
 
 
 
 
 
 
There are multiple options for performing research within the Remote Deposit Service Online Application. You 
may choose up to five criteria at a time. The values you enter will be dependent on the criteria you choose. 

Research may be performed by clicking on the Research tab at the top of the Home page. A list of all searchable 
criteria is listed in the Appendix. 
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1. From the Home Page, click on the Research tab. 
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Managing aged open deposits 
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Exiting the Remote Deposit Service Online Appication 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
    Additional cleaning cards can be ordered by contacting Linda Vannatta of UVA Treasury at     llv2n@virginia.edu . 

 
 
 

mailto:llv2n@virginia.edu
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Scanner Maintenance 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You can get the cleaning supplies needed by emailing AskFinance.  

mailto:askfinance@virginia.edu?subject=Cleaning%20Supplies%20needed%20for%20Remote%20Deposit%20Scanner%20-%20Please%20put%20in%20Treasury's%20queue
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Support for Remote Deposit 
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Appendix 
 

Icons 
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Troubleshooting, Login, Authentication, and Scanning Errors 
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Best Practices 
 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Do not place any electronic items near the scanner (cell phones, etc.). 
• Scanners should be cleaned every 3,000 items or once a week with compressed air and cleaning 

cards; additional cards may be ordered by contacting AskFinance with subject line Cleaning Card for 
Remote Deposit Scanner. 

 

mailto:askfinance@virginia.edu?subject=Cleaning%20Card%20for%20Remote%20Deposit%20Scanner%20Needed%20-%20Please%20put%20in%20Treasury%20Queue
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Frequently Asked Questions 
 

 

 

 

 

 

         Q. Who is the University of Virginia contact for Remote Deposit Service Online 

         Services? 

 A. UVA Treasury manages the Remote Deposit Scanners. If you need anything related to Remote 
Deposit Scanning, you can send an email to askfiannce@virginia.edu and put Remote Deposit Scanner in 
the subject line.     

         Q. What is the Image Customer Care Number? 

           A. The Image Customer Care Number is 888.367.2521 

 

 

         Q. Can I rescan the original item if it is returned?  

   A. The original truncated item cannot be re-deposited. If an item is returned, the Image Replacement 

   Document (IRD) may be rescanned through RSDO or brought to the bank for processing as the IRD is MICR 

   encoded with a valid MICR line and is considered a legal document.  

Items are subject to return rules and only items returned for NSF can be redeposited. 

The item may show as a duplicate on RDSO-meaning the scanner would have recognized that it already scanned a similar item. 
The duplicate can be overridden.  

The item must not have been already represented. 

 

         Q. Can I rescan the original item if it is rejected by Bank of America check 

         processing? 

           A. Since the original item was never truncated, it may be re scanned or brought to banking center for 

             deposit. 

 
 
 
 
 

mailto:askfiannce@virginia.edu
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Scanner Jams 
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Deposit Status Type 
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