RBC Royal Bank

RBC Express Cheque Pro

Cheque Pro

Cheque Pro is the electronic remote cheque depositing service from RBC Royal Bank. Clients can deposit cheques
and other eligible paper items into their Canadian and US Dollar business account accessed through RBC Express
online banking or RBC Online Banking for business.

If you are using RBC Online Banking for business you will not need to do the Administration section of this guide
(skip section 1)

Eligible Items for Cheque Pro Deposits

CAD Items

USD Items

Magnetic Ink Character Recognition (MICR)
encoded cheques

Examples:

MICR encoded business cheques
line of credit cheques

Visa cheques

Money orders

traveler’s cheques

certified cheques

bank drafts

e USD MICR encoded cheques drawn on Canadian
banks and must have transaction code 45.

e USD ABA MICR encoded cheques drawn on US
Banks (ABA stands for American Bankers
Association, it is a 9-digit number)

Examples:

e cheques drawn on a US bank
e money orders

e traveler’s cheques

e certified cheques

e bank draft

Getting Started with Cheque Pro

1.

2.

This guide will be split up into 5 sections:

Cheque Pro Administration

Cheque Pro Installation

Cheque Pro Troubleshooting

Cheque Pro Reports & Research

Depositing in Cheque Pro

Section 1: Administration
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RBC Express Cheque Pro

Administrators on RBC Express will automatically have access to Cheque Pro, however, if as an Admin you want to
give this access to other users, those users must be added into RBC Express and then given access to Cheque Pro.
This is a two-step process:

Step One: assign user permissions for Cheque Pro under Manage Users and Permissions

m Balances, Statements & Reports | Payments, Transfers & Deposits Administration .

User Administration Account Preferences
I » Manage Users and Permissions I » Nicknames
» Approval Rules » SWIFT Account Details
» Password Reset Requests » Manage Chargeback Locations
» Order Tokens » Statement Preferences
» More...

My User Profile

Alerts » Change Password
» Global Service Alert Settings » Message Centre
» View User Alerts » Manage Security Questions

Now select Individual and then Cheque Pro from either drop-down menu under Add Available Services or
View/Edit Assigned Services. Then please check off the lone box that appears that reads Deposit and Manage
Cheques. Step one is now complete!

Permission type@
Individual Group Administrator
Add Available Services®) View/Edit Assigned Services®
Pick a service from this list v Cheque-Pro v

View Cheque-Pro Permissions(®

There are two steps to assign this user's Cheque-Pro service.
1. Select this checkbox 1o give them access to the Cheque-Pro services.
2. To give them permission, visit the home page and select Deposit & Manage Cheques under Payments in the menu.

v/| Deposit and Manage Cheques

Step Two: go into the Cheque Pro platform and add a user role in Cheque Pro Administration
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First select payments, transfers and deposits and then deposit and manage cheques

&%ﬁ RBC Express Help Resource Centre + Robin Farquharson #
RBC/H RBC CMO TRAINING ENG
Balances, Statements & Reports  [EGEFIEHIEIR (EOEAER QIEEICE  Administration Other Online Services
File Transfers Wire Payments ACH Direct Paymenis & Deposits

» Upload v Create » Create Payment Files

» Approve » Approve » Approve

v Activity Report » Release » Release

» Activity Report » Service Reports/Data Files

Account Transfers » More... » More...

» Create

+ Approve Deposit and Manage Cheques

» Release » Deposit and Manage Chegues

» Activity Reports

» More... Stop Payments

» Stop a Cheque

Bill Payments » Stop Multiple Cheques

» Pay a Bill » Stop a Pre-Authorized Payment

» Approve » Import a File

+ Release » More...

» Activity Report

» More._.

This will bring up the Cheque Pro site. Please click Administration

| Return | Help Hide Tool Tips | Logoff |

Administration | Deposits | Reports

Welcome to

Cheque-Pro™

Manage Locations >

Manage Users

Generate Reports

Now select Users on the left-hand column and Show All. This is selected so your entire user list populates
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RBC Express Cheque Pro

Home WNINNSEGIM Deposits | Reports

Oistnas User Search

g (Customer: RBC GS CLIENT SERVICE)
Details

Locations UseriD ¥ | | Search ]I[ Show All ]
Users
List of Users

T Tasks Operator IDQ & Last Name Eiest Name Q

g 389370 re—— Afsaneh
Custom Fields .

= 420694 =, Philip
Preferences = 24396405 = Assad

Now double-click on the line of the user’s name that you gave Cheque Pro permissions to in Step one. You should
see an option that says Edit Roles. You may also edit report access and edit to exclude accounts from a specific

user.

Ehaitione User Information

Users User ID: @ Enail: \
First name: Stephanie Last name: -—

Details Phone number: Time zone: Eastern

Region: Ontario

Rule Accounts Edit User

Custom Fields Assigned Roles: Assigned Locations: Assigned Reports: Excluded Accounts:

Preferences S [backbonon: = 2

I Edit Roles I Edit Locations I Edit Report Access I Edit Account Exclusions

We recommend that you add the user role Deposit maker no approval; this means that this user may deposit
cheques and requires no further approval to do so. Alternatively, you may make this person a deposit maker
requiring further approval or even an administrator on Cheque Pro.

Reminder: if you would like this person to see reporting on Cheque Pro, please grant them the Report Reviewer
role. You will need to edit the reports they are able to view in the previous step under Edit Report Access.

Available Roles: Assigned Roles:

QUICKBOOKS A RBCX_DEPOSIT_MAKER_NO_APPROVAL .
RBCX_CLIENT_ADMIN_WITH_ACCESS
RBCX_CLIENT_ADMIN_WITHOUT_ACCESS [ Add >>
RBCX_DEPOSIT_APPROVER
o £ _APPROVAL
RBCX_Report_Reviewer [

<< Remove ]

Step two is now complete and the user will have full access to use the Cheque Pro service!
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Section 2: Cheque Pro Installation

To begin the driver download:
e Unplug the cheque scanner from your computer
e If your organization restricts downloads you may need to have you internal IT present to sign in as a
system administrator to complete this download

Starting from the RBC Express Homepage, click on the Payments, Transfers & Deposits tab from the blue banner
at the top of your screen. To access Cheque Pro click on the Deposit and Manage Cheques link:

Help Resource Centre + Robin Farquharson ¢

RBC CMO TRAINING ENG

Balances, Statements & Reports JUEWUENIEM IENE PR RIS RS Administration Other Online Services
File Transfers Wire Payments ACH Direct Payments & Deposits
+ Upload » Create + Create Payment Files
v Approve » Approve + Approve
v Activity Report » Release » Release

» Activity Report » Service Reports/Data Files
Account Transfers » More... » More...
+ Create
v Approve Deposit and Manage Cheques
+ Release » Deposit and Manage Chegues
» Activity Reporis
» More... Stop Payments
» Stop a Cheque
Bill Payments » Stop Multiple Cheques
» Pay a Bill » Stop a Pre-Authorized Payment
v Approve » Import a File

+ Release » More...

+ Activity Report
» More...

When you access cheque pro for the first time you may be immediately be prompted with to download the
drivers:
-Select the first option: I am a new user

Scanner Driver Verification

Your scanner driver may not be working properly.

Which option best descnbes your situation?
Bl am a new user, or [ have a new computer, or | have received a dfferent model of scanner. I need to download a scanner driver on this computer,
The scanner driver is working as expected. | have already installed a driver, however, | have deleted cooloes in my browser, and/or I haven't made a deposit n more than 30 days.

1 have the driver installed, but it is not working.

On Windows: Chck Start > All Programs > Passport Web Edition Client > Restart WebClient Driver to restart the scanner driver before contnung
On a MAC: Click on the Launchpad Icon and type "Restart™ to brng up the Restart WebClient Driver icon, and then chck on that icon to restart the scanner driver before continuing.

[ 1 have followed the nstructions above to restart the scanner driver. )

Cheque-Pro Pre read January 2021



RBC Royal Bank

N

RBCH

RBC Express Cheque Pro

Deposit” from the Cheque Pro home page:

If you do not see this prompt or previously ignored it; we can prompt the download by clicking on “Create New

5

RBCH

Return

Home  Administration  Deposits  Reports

Research

Welcome to

Cheque-Pro™

User Alerts.

Messages
® Transactions you make on business days before 10:00 PM EST will be processed by us on the same day
 Transactions made at all other times will be processed by us the next business day.
 Allitems on deposit must be destroyed in accordance with your agreement.

Help  Hide Tool Tips  Logoff

Create New Deposit >

Manage Locations >

Manage Users

Enter the number 1 into the Declared amount field and click start capture

Home | Ad

ration QOHITLEITE Reports | Research

New Deposit

Transactions you make on business days before 10:00 PM EST will be processed by us on the same day.
Transactions made at all other times will be processed by us the next business day
All items on deposit must be destroyed in accordance with your agreement.

(Customer: RBC CMO TRAINING GROUP)

Location:* Location001 v
Account number:* 1198928 - Bus Dep ¥
Routing transit number: 00002-003

Account currency: CAD

Deposit Note 1:
Deposit Note 2:
Deposit Note 3:

| Declared amount ($):*

[ Start Capture ][ Cancel

This will bring up the download prompt: select the first option: / am a new user

Scanner Driver Verification
Your scanner driver may not be working propery.
Which option best descnbes your situation?

DI am a new user, or [ have a new computer, or | have received a dfferent model of scanner. 1 need to download a scanner driver on this computer,

1 have the driver installed, but it is not working,
On Windows: Click Start > All Programs > Passport Web Edition Client > Restart WebClient Driver to restart the scanner driver before contauing

[ 1 have followed the instructions above to restart the scanner driver. ]

The scanner driver is working as expected. | have already instaled a driver, however, | have deleted cooloes in my browser, and/or I haven't made a deposit in more than 30 days.

On a MAC: Click on the Launchpad Icon and type "Restart™ to bring up the Restart WebChent Driver icon, and then cick on that icon to restart the scanner driver before continuing,
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You will be presented with a list of scanners, select the one you have received

@ Retun Help  Hide Tool Tips  Logoff

RBCH

Home  Administration Deposits Reports Research
Driver Download
What to do:

1. Choose the cheque scanner from the supported ones below that most closely matches
your model and then dick on the related link to start the download

WOl e

fision X AGP  Digital Check - T5220 / TS230 Digital Check - TS240 Digital Check - CheXpress CX30 Digital Check - TS4120

Q' V?’

RDM - 3.1 onh NCR Personal Scanner - 3.x ool Panini - L:Deal Canon - CR-180/CR- 18011 Canon - CR-135I/CR-190i

Keep an eye out at the bottom of your screen for the drivers downloading:

1. When prompted, save the ‘passportwebclientxxxx.xxx’ file

Run ‘passportwebclientxxxx.xxx’ to install the cheque scanner driver

3. Once the Cheque Pro drivers have installed you will be prompted to plug in the scanner to your computer
— this will allows the device’s drivers to install

N

You have successfully completed the download!

Section 3: Cheque Pro Troubleshooting

Occasionally, you may need to restart your Cheque Pro Scanner software and hardware. This is because systems
routinely need to be refreshed/restarted so we can be sure they are working properly. This can be done by going
to the start menu of your computer and searching your programs for Passport Webclient Edition Drivers
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Word 2013
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RBC Express Cheque Pro
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Outlook 2013
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Please click on Passport WebClient Edition Drivers and then select Restart WebClient Driver. This restart only
takes a few seconds and no loading icon will appear on screen (it takes place in the background). Please now click

on WebClient diagnostics.

% raintap

B Pessport Web Edition Client R Wa

B oste Browsor Centificate
Word 2013
internet
Explorer

LB Restart WebClient Driver

0%

Outlook 2013

xH

Excel 2013

This page will load as a webpage in your default browser. Please now select Initialize Scanner in the middle of the
page. This will do some software and hardware checks on the system side. It will usually fix any error that has

occurred and refresh/restart the software and hardware.
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o & https//127.0.0.9/pptedrvidiag
File Edit View Favorites Tools Help

NCR Passport Web Edition Client Diagnostic

Summary Info:

Driver Version: 03.24.01.01
Transport ID: 2820

Receipt Printer Port: Not Found
Receipt Printer Model: Unknown

Log File Name: [None]

Driver Hittp Svr: Port 80 functioning

Driver Https Svr: Port 443 functioning
i 17112

[Initialize Scanner]

rint | est Receipt
[Stop Debug Monitor]

[Save Logs )

[End Deposit Client side for Diagnotics - Log off application first |

[Shutdown Scanner - Log off application first (Takes 30 seconds) |

[MicrFont : E13B (Toggle Font) ]

[Clean Scanner]

You will know everything is working properly if you get a “Status_Success” message. If you get the Transport_Off
error message, please call our helpdesk for assistance.

Section 4: Cheque Pro Reports & Research

There are several reporting options for Cheque Pro, all options have a 90 day history.
Research Reports:

Search Criteria:

Select Criteria... v |
Select Criteria...
Home Administration Deposits Reports Research Account Number
Customer
Item Research - (Query) Deposit Date

Deposit Number
Deposit Status

Field 4

Item Amount

Item Currency Indicator

Search Criteria: Values:
Select Criteria... -

Select Criteria... v Item Grcuping

Select Criteria... - Item Status

Select Criteria... hd MICR EPC

Select Criteria... hd MICR Serial
MICR Transit/FI

| Scarch | Cleay | Open Deposit States
Original Amount
T/C

Steps to retrieve a Research Report
e Each deposit that is made has a unique, sequential Deposit Number

e Go to Research (on blue banner) and use the Deposit Number as the selection criteria
e enter the deposit number into both of the 2 Values fields that appear
e click search
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go to bottom and click Select All to include all results
use drop down that is just above the Select All button to choose report type:
e XLS - Excel
e PDF-Adobe
e (CSV-—Textfile
if relevant choose BW Images or No Images
click “Create Report”
look for pop up window messages- most often downloads to bottom of screen

% Return Help  Hide Tool Tips  Legoff
RBC

Home  Administration  Deposits  Reports  Research

Item Research - (Query)

Search Criteria: Values:

T —l] [ Doy [ [ [wi vt
o s e wlaw [im [ ] wn2015.0pm2

Open Depest Grater

WOOA 1 2L72EMRANT DL MNEI0TTTE

Ttem Type Currency &, Difference. Item Amount (311 MICR Account . MICR Transit/FIn
cap 0.00 210,001.70 1193928 00002-003

Virtual Cred Item

CAD Chague cap .00 60,000.95 04716320777 26722:999

D Cheque cap .00 150,000.75 000-002+6 03132-003

Ba Virual Cred tem o 000 12000 1138528 o000z-003

B.a  Recogniton Complete 4D Cheaue ) 000 120.00 1006725 04506003

< Previous 1 Newt=| All'5 1020 50 Sroving: 1-5 665,

selectall | [ cleartist | [ create Report | | Add to Stored Results

o to Stored Resuls

Royal Bank of Canada Website © 19952015

Deposit Details Reports:

The Next report type is called the Deposit Details Report

Steps to retrieve a Deposit Details Report

e Select Reports from the blue banner menu at the top

e Deposit Detail Formats are available for the various reports
e DOCX -Word
e PDF-Adobe
e RTF —text file

e From the Report types list choose Deposit details

e Use the date filter if needed

e Select to include images if needed

e Select the grey Create Report button near the bottom

e The report will generate in the Report Instances box — click on it to view or save

List view:
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f - Adobe Acrobat Reader 2017
Help
User Guide Cheque. DepositDetails_042... x
o @
©] R MOO® - RBEAT ©Z
[ sz gty ot Fatancn
Sseced st 8 AT AN sesceasacses iz 1158 MEDT
ocaton A DogostsCreumdty u
Jr—— u ———" n
Details of Deposits by Account - RBC CMO TRAINING GROUP - Commercial
Account Name/Number Bus Dep/1198928 Number of Deposats: 1
Account Cumency: cAD Total of Depasits Submitted: 343.00
Total Number of hems: 2
Depost RUMBE o Count Post Amount CreditAmount  Adjustment Depositor Location Depostt Date
00006E5 2 34300 34300 aoo Accounsng
Postamomt X cuanamount BT mT Accont Pary sepustment
4300 o837 4300 0000001  (M506-003 1006725 0.00
Reterence Number  Sendertame
I p—
W00 we 00 O BREOR 1000115 %
Reference Number Sendertame
7 oce
[T~ Adobe Acobat Resder 2077
eio
User Guide Cheque. DepositDetalls_042... *
o
® R PDO® »» - RBEAT ©~4
20170427 1128 AW EDT oo Faraason
o RHmET s 20178421 115 PUEOT

— - Depost stns
Details of Deposits by Account - RBC CMO TRAINING GROUP - Commercial

Account Name/Number Bus Dep/1198928 ‘Number of Deposits 1
Account Currency. Total of Deposts Submitted.  343.00
(continued) Total Number of ltems. 2

Ttem Number 0000001 Back

Item Number 0000002

Front Back

Section 5: Depositing in Cheque Pro

To deposit a cheque, please select Create New Deposit on the Cheque Pro Homepage

%

RBCH

Hide Tool Tips  Logoff

Home Administration

Research

Deposits

Reports

Create New Deposit >

Welcome to

Cheque-Pro™

Manage Locations >

Manage Users

Now, please select the location (or leave as Location001) and account you wish to deposit the Cheque into. Tip:
Cheque Pro does not support currency conversion. The declared amount is the total of all the cheques in the
deposit. E.g. if you have 3 cheques that are $100 each, your declared amount is $300.
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Home | Administration QOIS Reports | Research

New Deposit

Transactions you make on business days before 10:00 PM EST will be processed by us on the same day.
Transactions made at all other times will be processed by us the next business day
All items on deposit must be destroyed in accordance with your agreement.

(Customer: RBC CMO TRAINING GROUP)

Location:* Location001 v
Account number:* 1198928 - Bus Dep ¥
Routing transit number: 00002-003

Account currency: CAD

Deposit Note 1:
Deposit Note 2:
Deposit Note 3:

| Declared amount ($):*

[ Start Capture ][ Cancel

After you have entered in the correct declared amount, please select Start Capture. You may now feed your
cheque(s) into the physical scanner

@ Pazmpan Web EBon =+
- C & pswebrbe com TR ECampletionyShoweposi facesTratum FromDiiver=true & & @8 i

il App @ R EBpam

| Return | Help  Hide Tool Tips Logoff |

Home | Administration [t Ol Reports | Research

Deposit Item List - 000912

(Custorner: REC CMO TRATNING GROUR, Location: Locationd01)

Deposit Information (Deposit-In Progress)

Declared amount {$): 159,083,10 | | Save | Current ameount ($): 160,085, 10 Balancing difference ($): 0,00 |

| Notes | [ Assign Depesit | [ Edit Deposit | [ Delete Deposit |

Scanned Items (5)

Errors o, Tasks Item Ldentifier Post Amgunt (5] 0, £ Feguence o, MICRE Account o, MICR Transit/FIo, Lurrency 9,

E’ Wirtual Cradit Ttem 160,089.10 1188928 0000z-003 CAD

9 :-* CAD Cheque 43.00 1 100-672-5 04506-003 CAD

E' 3 CAD Chegue 45.00 3 100-011-8 04506-003 CAD

9 :-* CAD Cheque 100,000.15 4 000-002-G 03132-003 CAD

E’ 3 CAD Cheque &0, 000.95 & 0471-8320777 24723-09% CAD
| < Previous 1 Mext =| All 5 10 20 50 Shawing: 1 - Sof 5
I |_Add Items [_Return to Deposit List

WEFEGTL S HL TATAAEL 210 (BOE2) Royal Bank of Canada Website @ 1095-2015

Erivacy & Security | Legal | Accessibilite

After you are done feeding your cheques, please select Complete. Reminder: if you experience any errors at all
during the deposit, please call our helpdesk.
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