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Introduction

Digital Deposits allows you to scan cheques and send the cheque images to your account via
Internet Banking Solutions.

Making deposits with a scanner can be summed up in three easy steps

STEP 1 STEP 2 STEP 3
Sign into your Internet Scan your cheques and

Purchase a compatible

scanner banking solutions session generate reconciliation reports

The service is available in Canada and the United States and items must be
scanned within these two countries.

------------------------------------------------------------------------------------------------------------------------------------------

Where to begin?

Before you begin, you will need a compatible scanner that can be obtained from the supplier
of your choice. The scanner must be compatible with the software application provided by the
Bank dedicated to the digital repository whose license must be accepted at the time of
installation.

Our recommended supplier is Paystation: (https://portal.paystation.ca/nbcdigitaldeposit/).

Recommended compatible scanners:

for PC:

> Digital Check TellerScan 240 (up to 100 cheques at a time)
> Digital Check CheXpress CX30 (1 cheque at a time)

For MAC::
> Panini EverneXt (up to 100 cheques at a time)

{ See the installation guide for USB scanners (PC) or IP scanners (MAC) }
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Eligible items

Items deposited in Canadian dollars must come from a Canadian financial institution. Items
deposited in US dollars can come from a Canadian or US financial institution. Only the following
original and duly completed items can be deposited through the service:

>  Cheques

>  Certified cheques (non-perforated)

> Money orders and bank drafts

>  Travelers cheques (except those issued by « Thomas Cook »)

Specificities Eligibility

Payable to an individual and a company Accepted
Multiple beneficiaries with an "and" Accepted
Postdated or expired Refused
Material alteration (even if initiated) Refused
Item taken from the depositing account (kiting) Refused

Visit the Payments Canada website for more information on ltem standards and specifications.
Transmission of an image of an ineligible ltem may result in termination of access to the Service.

When scanning

> The item must contain: the payor's name and financial institution, the payor's
signature and the MICR line.

> Validate the quality of all items by making sure to remove any staples or paper clips,
that the items are not torn or have bent corners that may cause scanning problems

> Organize the items. Make sure the bottom edges and headers of all items are aligned and
face in the same direction

> Drop the deposit item(s) into the scanner according to the scanner guidelines.

The quality of the effect and image must comply with the Bank's standards as well as
those established by the rules of Payments Canada or any other regulatory authority.
Failure to meet these specifications may result in the rejection of a digital deposit.
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Limits

The bank establishes your limits according to your company's profile and are
communicated to you when you open the product.

> Daily limit: Maximum monetary limit (sum of deposits) per day.
> Deposit limit: Maximum monetary limit (sum of checks) per deposit.

> Item limit: Maximum monetary limit (amount) per item.

By default, the same limit applies for all three types of limits. These limits may be changed
at any time and a digital deposit may be refused if these limits are not respected. An
accepted digital deposit despite exceeding the limits should not be construed as an
agreement by the Bank to change the limits.

> Each deposit can contain a maximum of 499 items.

> There is no limit on the number of deposits per day or per user.

Availability of funds

Your account is credited immediately. However, a hold may be applied on funds deposited
into your account.

Cut off time

Deposits sent to the BNC before 9:00 p.m. ET on a business day will be credited the same
day. Any deposit received after the deadline will be credited to your account on the next
business day.
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Deposit

Before making a deposit, make sure that:

> You have completed the steps mentioned in the Installation Guide for USB or IP
Scanners and that your scanner is connected to the workstation.

> You hold the depositor role and that at least one site has been assigned to you. The
assigned sites will determine which accounts you can make deposits to.

> Prepare your items to reduce the risk of obstruction during scanning. Refer to
the Specifications section (eligible items).

R R R T R e R I R R R I W I R S S I R S

Make a deposit

> Go to your Internet Banking Solutions for Businesses and click on Digital Deposits in the left menu.

- S:L'ENM ‘ Business client centre ¢

N Accounts
Summaries

» Accounts  Fiter | [ Export | 2 Help | & Print
» Reconciliation of cheques

Transactions 32 Hide totals | ¥Show previous day balance | ¢”Rename accounts | *Manage documents| (| View documents

» Transactions to sign
» Payments §
) Interac e-Transfer® Commercial Accounts Summary dated of: 2023-06-28 at 11:38 AM ET
» Government remittances Account Name Description Current Balance Available Balance Searches
» Fund transfers
» Wire transfers 0006-15301:0094020  Compagnie Opérante Inc. Commercial Account 22,833.89 CAD 2283389 CAD  ATransactions
s L 0006- Compagnie Opérante Inc. Commercial Account 9,645.31 CAD 964531 CAD A Transactions
» Digital deposits

-15301- 1 Compagnie Gestion-Holding Inc. Commercial Account 62,303.43 CAD 6230343 CAD A Transactions

Total for currency CAD [ 94,782.63 CAD 94,782.63 CAD

» Transaction update
» Manage billers / 0006-15301-0080061 Compte US Commercial Account 2,880.36 USD 2588036 USD A Transactions

beneficiaries —
Total for currency USD == 2,880.36 USD 2,880.36 USD

Account statement /
cheque

» View / Download

» Retrieve

Other services.
» Cheque images
» Order cheques
» Stop payment v Fiter | 2 Export | 2 Help | & Print
» PAD-Refusal
» Credit reference
» Letter of credit
» Investment
» More

» Add a user

Legal information - Confidentiality policy - ABC's of security.
© NATIONAL BANK OF CANADA.
281

2 DEPOSIT

> Go to the Make a Deposit tab, a box displays the list of available accounts for deposits accounts
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NATIONAL  Digital Deposit
BANK

Make a Deposit  Review Deposits @)  Generate Reports

Click on an account to start deposit

Accounts for 001-montreal

Description 1z Account Number
BNC cpt USD x8562
ENTREPRISE BNC v77.820210205 x7120

The drop-down menu that allows you to filter your sites does not appear when you have only one site

>  Select the account (and the associated site if you have more than one) in which you
want to make a deposit.

SUCC BNC 1445625 - 01-MONTREAL, x5625
Please enter the total value of all items to be deposited

$

Cancel Start Deposit

> Place the items to be deposited in your scanner.
> Enter the total amount expected for all the items in your deposit and click on the Start deposit
button.

>  The Deposit page appears, the application connects to the scanner and automatically begins
scanning. The items are displayed in the box on the left and the details of each item in the

box on the right.
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NATIONAL Digital Deposit Logged in as: nadge431
BANK

Deposit For 01-MONTREAL Scanning...
A ber %5625 Scanning in progress..

ISN Amount

v n:i'l E‘g’o

-2

Item Details

> While scanning, if an error message appears, refer to the Correct or modify a deposit
section of this guide to determine what action to take

> Once all the items have been scanned, you can: :

>  Scan other items

> Make corrections or modifications to scanned deposits, for example, if the total
amount entered does not match the total amount detected .

>  Entera comment to the attention of the Deposit reviewer
> Submit your deposit for approval

Deposit For 001-MONTREA...  Scan Complete Cancel Deposit
Account Number: X3526 All items were scanned. Please review your items before submitting your deposit.
Item Count: 3
Total Amount $1,354.99
Expected Total: £ $1,354.99

oy

B Submit Deposit Scan More Items
ISN Amount

+

ananannasa ¢o08 66 il A

> Verify that the deposit summary displayed is correct:
> If so, click on the Submit deposit button.
> If not, click on the Edit Deposit button.

Submit Deposit

Compte pour les d... - 001-MONTREAL-NO, x5526

Once your deposit is submitted no more items can be added and no further
correction can be made. Please verify your deposit total and the number of items in

the deposit before continuing
Number of Items in the Deposit 3
Total Amount of Deposit $1,354.99

> Once the deposit has been submitted, you will be taken to the Make a Deposit tab. Refer to the
Verify the status of a deposit section to track the status of your deposit.
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Recover your deposit

If your browser closes during scanning, reconnect to the platform, collect your deposit,
and finalize it.

>  Click the Recover Deposit button to continue with your deposit or Cancel Deposit if you wish
to cancel it.

NATIONAL Digital Deposit
BANK

Make a Deposit  Review Deposits @)  Generate Reports

Deposit Recovery

The following deposit must be resolved before starting a new deposit
Depaosit Started: 06/04/2021 09:30

Deposit Account: SBIE RDC, x5623

Items in the Deposit; 18

Total Value: $9026,24

Memo:

W View last item added to deposit Cancel Deposit |

------------------------------------------------------------------------------------------------------------------------------------------

Make deposits of 465 items or more

If for the same deposit you scan more than 465 items, the application will display the
message below and you will have to scan the subsequent items one by one (even if your
scanner has a larger scanning capacity).

Warning

You are approaching the maximum limit of 499 items allowed per deposit. The cheque
scanner has been switched to 'single feed mode’, till you reach the limit of 499 items.
No items will be allowed to be scanned after 499 items unless you remove another
scanned item from the deposit.

Ok

The purpose of this mechanism is to ensure that the limit of 499 items per deposit is not exceeded.
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Correct or modify a deposit

DID YOU KNOW?
You can only correct or modify your own deposits.

When scanning a deposit, you might need to:

> Correct an item if the platform detects an error.
> Modify the amount of an item if it has not been read correctly by the platform.

Also, you may want to correct a deposit following a rejection of the deposit by a reviewer.
Correct an item related to an error message

While scanning items, if the application detects an error, it will be displayed in the top part of your
screen and the scanning process will be suspended until the error is resolved.

Deposit For 001-MONTREA...  Error - Item Correction Required Cancel Deposit
Account Number: X3326  Amount cannot be zero. Please correct the Amount field

Item Count: 2

Total Amount: §1,339.99

Expected Total: $1,354.99

Difference; (§15.00)
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/A DONOT DOWNLOAD

Table of most frequent error messages and how to resolve them

Error message Actions to take

Error - Item Correction Required — Please enter
the Amount fixed.

Enter the amount displayed on the check because it
cannot be read by the platform and click on Save
changes button.

Error - ltem Correction Required — Item has failed
Image Quality tests. Please remove the item and try
scanning it again.

Remove the item by clicking on the Remove item button
and retry scanning it a second time.

Error - Item Correction Required — Item not
eligible for deposit. Please remove the item.

Remove the ineligible item by clicking on the Remove item
button.

Error - Suspected Duplicate ltem — This item appears to
be similar to another item that has already been
deposited

From the images displayed on the screen, check
whether this is really a duplicate or not. If so, click on the
Same item button and if not, click on different item.

Error - Deposit Limit — The value of this item exceeds the
limit for an individual item that can be accepted.

Remove the item by clicking on the Remove item button to
be able to partially submit your deposit.

Error - Deposit Limit — The value of this item will cause you
to exceed the maximum amount that can be accepted in
a single deposit.

'You can find the limits assigned to your company in the

Error - Deposit Limit — The value of this item will cause
you to exceed the maximum amount you can deposit per
day.

View limits section. To increase your limits, you must
contact your account Manager or bank representative.

To view other possible error messages, see Appendix B.
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Manually modify and deposit amount

To change the amount of a deposit item, click on the item in the left sidebar while scanning or
after the scanning is complete (when the Submit Deposit button is displayed). Enter the
amount of the item and click on the Save changes button.

ISN Amount
0090000969 $895.99
0090000970 $444.00
0020000972 §15.00

+\
0014
- —— -
2 s 33%
A
PAYEZ A
’ ik 5 15,00 =
ooy =T 2"
[BANGUE NATIONALE DU c
600 de n Qauchwias Cuest. Nvesi A
Mosireai OC HI8 4L2 ’
Pow i
400N # 1000k 00BN - =23
Item Details
ISN Amount ode
0090000972 15.00
ount Number Routing / Transit Auxiliary On-us
00077-006 0014
Remove ltem Undo Changes

Correct a deposit after it has been rejected by a Deposit reviewer

If a deposit you submitted for approval is rejected by a reviewer, it will appear in the Notifications
sidebar under the Make a Deposit tab.

The deposit will have the status Deposit Rejected and the reason for rejection entered by the

reviewer (if applicable) will be displayed next to Reason for rejection.

Make a Deposit

Accounts for Toronto

Description 1

Account 1

Review Deposits P

Generate Reports

Click on an account to start deposit

Deposit Rejected

Account Number Items Deposited : 1

Reason for Rejection : invakd tems

2 PM Toronto

Settings @

Notification(s)

Corract Deposit

To make corrections to the deposit in order to resubmit it, click on the Correct Deposit button to
display the Deposit page allowing you to:

Delete items

V V V V V

Delete the deposit

Scan additional items
Resubmit the deposit

Modify the items amount of items

/A DONOT DOWNLOAD
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Verify the status of a deposit

DID YOU KNOW?
You can only verify your own deposits.

Once your deposit is submitted for approval, you can track its status under the Make a Deposit
tab in the Notification(s) right sidebar.

Make a Deposit  Review Deposits @)  Generate Reports Settings

Click on an account to start a deposit Notification(s)

View accounts for . .
Deposit Held for Review

All Locations v 0571772021 4:27 PM 001-MONTREAL-NO x5526
Items Deposited : 3 Deposit Total : $1,354.99
S A Operator Comments : [tems in this deposit require corporate review.
Description Iz Account Number Location
=5 —— Show Deposit History &
Lomnts pourles dénAteda e ¥5526 O01-MONTREAI -NO

Under Notification(s)
Held for review Deposit has not been validated by a Deposit reviewer.
D it Reiected The deposit was rejected by a reviewer or by the platform, see reason of
eposit rejecte reject entered by the verifier or the application for more details.
Pending Posting The transmission of the deposit to the bank is in progress.
Under Deposit History
Le dépdt s’affiche (sous Historique The deposit was approved by a reviewer and was successfully
des dépobts) Deposit History transmitted.

------------------------------------------------------------------------------------------------------------------------------------------

Deposit history

DID YOU KNOW?
You have access to a 99-day deposit history directly in the platform.

When a deposit is transmitted after approval (by a reviewer), the deposit is added to the History
of deposits box.
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NATIONAL Digital Deposit Logged in as: eritr344
BANK

Make a Deposit ~ Review Deposits )  Generate Reports

Settings #
Click on an account to start deposit
Deposit Histor
Accounts for 001-montreal 3 ¥
Denibon 1A e RAnLer Expand filter and sorting control W

(+105/09/2021 2 Deposit(s) $0.03
[+ 04/28/2021 2 Deposit(s) $1.01
ENTREPRISE BNC v77.820210205 x7120 1+1 04/20/2021 6 Deposit(s) $102.04

BNC cpt USD %8562

* By default, the history shows deposits grouped per day. The number of deposits and the total
amount of deposits per day is displayed. Click the + icon to view a day's deposits.

Deposit History

Expand filter and sorting control W
[+105/09/2021 2 Deposit(s) $0.03
-1 04/28/2021 2 Deposit(s) $1.01

2:55 PM x7120 001-montreal 1 Item(s) $0.01
2:49 PM x7120 001-montreal 1 Item(s) $1.00

1+ 04/20/2021 6 Deposit(s) $102.04

> Click on Deposit Receipt to display the items included of that deposit. It is also possible to
print the list of deposited items.

Deposit Receipt

Deposit to the ENTREPRISE BNC v77.820210205 Account x7120 Deposit Total: $1.00
ISN Cheque Amount
0035000105 $1.00 Display Images..

Deposit number 0035000104 was accepted on Wednesday, April 28, 2021 02:49:20 PM.
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> Click the Cheque image link to view images for an item. It is also possible to print the
images of the items.

Cheque Image

Front of cheque

oae  260°CA 202
£, g
| e ) SRR

Rear of cheque

Search for a deposit in the Deposit history section

You can search for any of your deposits in the history using filters and sort functions. Click on the
arrow to display the panel below:

Deposit History

View
All Deposits v
Made Since Sort By

MM/dd/yyyy Date v

Hide filter and sorting control 4

Field table and function

Field Function

View - All Deposits (by defaut) Display all deposits

View — Deposits to the account Filtrer deposits by account number

Location Filtrer deposits by location

Made since Filtrer deposits by deposit date

Sort by Sort deposits by date (by default) or account

..........................................................................................................................................
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Approve or reject a deposit

DID YOU KNOW?

>

Make sure you have the Deposit reviewer role and that at least one site has been assigned to
you.

As a Deposit reviewer, you will be able to check the deposits in the accounts associated with
the site that have been assigned to you by your administrator.

Go to the Review Deposits tab. Deposits awaiting approval / rejection are shown in the left sidebar.

NATIONAL  Digital Deposit
BANK

Make a Deposit  Review Deposits B

Logged in as: lalje845

Generate Reports

Select a deposit to see details and perform review Image for 0090000969

View:

Ri st & *

N

oaTE L 130%

05/17/2021 =

e LE]

Commit Time: 4:27 P g 0k L g e
1-MONTREAL-NO Account Number: x5526 c
mments: ltems in this deposit require corporate review. <

ISN Cheque Amount Review Reason
=) DOY00009ES -0-007 $89599 Pending Posting
& 0090000970 o101 $444.00 Pending Posting
i 0090000972

$1500 Pendir

Select a deposit and click the Open for review button to verify it.

> Onthe right side of your screen, the deposit items are displayed.

>  Click on an item to display the front image of it (click on the arrow icon to see the
back of the item).

>

Click on the + icon to display the item's detail (account number and transit).
>

Disregard the Reason for verification column and its content.

Select a deposit to see details and perform review Image for 0090000969
View: R c |
- A N
oare 30%
=1 05/17/2021 =
/17/ R L >
Commit Tl e 27 P N ¥ -
Location: 001-MONTREAL-NO  Account Number: x5526 ¢
Operator Comments: tems in this deposit require cofporate review, TS ouMaLS Chs,
Depositor: lafje84s n-i-—n-;-n_u ”
items Deposited: 3 Deposit Total: $1,354.99 T — e
#0D07# $I00ISO0ES
ISN Cheque Amount Review Reason
+) 0090000969 0007 $895.99 Pending Posting
3 0090000970 0101 Pending Posting
s 0090000972 0014 ) Pending Posting
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> Once the deposit is validated:

> If you wish, enter a comment to the attention of the Depositor role who
submitted the deposit

>  Click the Approve button to approve and submit the deposit.

>  Click on the Reject button to reject the deposit and return it to the Depositor role
(in this case, a comment is required).

> If your company has more than one reviewer, it is also possible to transfer the deposit to
another reviewer, see the subsection Transfer a deposit to another reviewer for more
details.

Assign a deposit to review

Operator with a reviewer role

If an operator with the reviewer role submits a deposit, it will then appear in their Review
deposit tab for approval. If the operator does not have a reviewer role, his to be verified deposit
will be assigned to the reviewer or one of the reviewer s if there is more than one (refer to the
next paragraph in this case).

Reviewer role

If your business has more than one reviewer, the deposits to be verified will be assigned to
them as follows: When a deposit is submitted by an operator, the first reviewer to log into the
application will be assigned to the deposit. If this reviewer wishes to assign it to another
reviewer, then he must release the deposit (refer to the section Transferring a deposit to
another auditor).

Transfer a deposit to another reviewer

If your business has more than one reviewer, it is also possible for a reviewer to transfer the
verification from one deposit to another reviewer. If you have two reviewer, the deposit will be
assigned to the second reviewer, and if you have more than two reviewers, the deposit will be
assigned to the next reviewer who will log into the platform (after the deposit has been released).

>  Gotothe Review Deposits tab and select the deposit you wish to transfer.
> Click the Open button to verify.

> Ifnecessary, enter a comment for the reviewer who will be assigned to the deposit and click the
Release button.

T e I T I R e R T I e e
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Generate reports

DID YOU KNOW?

> Youmust have the Reporting role.
> When you have the Reporting role, you will be able to generate reports for deposits in the

accounts associated with the location to which you have access.
> You can generate a report only on approved and successfully submitted (completed) deposits.

In other words, deposits not submitted for approval or rejected by the reviwer will not be
included in the reports.

Go to the deposit reports tab to generate a new report.

Table of 3 types of available reports:

Daily Deposit Details Detailed summary of deposits for a specific day Yes
Deposit Summary Summary of deposits for a specific period No
Search for items and export the search result Yes (click next to the + of each
Item Search item)
NATIONAL Digital Deposit Logged in 4
BANK

Make a Deposit  Review Deposits )  Generate Reports

Select a report to run
Daily Deposit Details | Deposit Summary | Item Search

[ Only one report can be generated at the time ]

The report will display on your screen. You can:

> Consult the report on the screen.

>  Save the report in the following formats: CSV, Word, Excel, PowerPoint, TIFF, XML,
MHTML, Data feed.
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Daily Deposit Details report

> Click the Daily Deposit Details link.
>  Entera deposit date and select one or more deposit accounts. These two fields are
compulsory.

Business Date | 4/20/2021 Account Number v View Report

"

> Click on the button View report.

Example of areport:

Daily Deposit Details for ENTREPRISE BNC on 4/20/2021

Deposits for account 2707120
Amount: $102.04 Item Count: 6

Amount: $0.01 Item Count: 1

crmedge B — 1 ©

. ISTSRy—
NATIONALE DU CANADA 10421

i’*"’ﬁ‘f:;:m g /
3 e g '3
ek Mogat ‘é/}m«uqldlu .

®IEGe 1212853006 2im7R0w0L"

ISN: 0004000006 Amount: $0.01 This space intentionally left blank

Amount: $1.00 Item Count: 1

Deposit Summary report

> Click on the Deposit Summary link.

>  Select a date range of the required deposits and select one or more locations (by
default all locations are selected). These fields are mandatory.

To Date | 4/20/2021

View Report |

From Date | 4/20/2021

Location | 001-montreal v

>  Click the View Report button.
Example of report:

Deposit Summary by Account for ENTREPRISE BNC
Corporate ID: 251058

Processing Date: 04/20/2021
Total deposits: $0.01 Deposit count: 1 Item count: 1

Deposits for account 2707120
Total deposits: $0.01 Deposit count: 1 Item count: 1

Deposits for site 001-montreal

Total deposits: $0.01 Deposit count: 1 Item count: 1

Deposit ISN Time Amount Item Count

0004000005 12:54:32 AM $0.01 1
EDT

Processing Date: 04/20/2021
Total deposits: $1.00 Deposit count: 1 Item count: 1
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Item Search report

>  Click the Search Items link.

> Searchfor an item as described in the Searching a deposit section.
>  Click on the View report button.

Example of areport:

Show SN * Deposit Account * Site ID Cheque Account  Routing Tran  Serial Amount 3 Receipt Time * -
Image No. No. Transit  Code
= 0004000006 001-montreal 12151006 602047 169 $0.01 4/20/2021 12:54:32 AM EDT

169
patE 2 0 ¢ [ ¢ 7 G

AAAAAAAA

Craese. BU . ] .00 $

PAYEZ A
LORDRE DE

_— - - ,/‘00 DOLLARS @E:‘-':"':_
I\ BANQUE NATIONALE DU CANADA 10421

WL e 2
‘s

- — - - -
wAEQ® 123245 Ww006B1

006, 4/20/2021
30004000006
251058, -montreal
00011-006,

Endossement - Signature ou timbre

BACK/VERSO

------------------------------------------------------------------------------------------------------------------------------------------

Searching for an item

> Click the Items search link.
> Fillat least one of the following fields:
> From Date
ToDate
Amount >=
Amount <=
Cheque Account Number (account number on the deposited item)
Serial No
Transit-FI
Deposit Account Number

Max Number of Items to Return (by defaultis 25, however you can search up to a
1000 items)

V V. V V V V V V

> Click on the View report button.

From Date 4/20/2021 To Date 14/20/2021 [ View Report
Amount >= Amount <=
Cheque Account Number Transit-Fl
Serial No Dlepastt Aoconm 0178562 (Site: 001-montreal: TC:|
Number
Max Number of ltems to '25
Return !
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Be alert

DID YOU KNOW?
Make sure you have the depositor roles.

Under the Make a deposit tab, a box at the bottom of the screen displays information for deposit
managers

Vous avez une question? Accédez, en un seul clic, a tous les outils d’accompagnement
a votre disposition

Trouvez la réponse a votre question

Do you have a question? Just one click will lead you to all the tools available

Find the answer to your question

------------------------------------------------------------------------------------------------------------------------------------------

Finish your session

To finish your session, simply close the navigation tab (click on X) :

Mg Solutions bancaires Internet — £ X @ Digital Deposit X +

C O @ applications.symcor.com/nbc/RemoteDeposit/#/account

NATIONAL Digital Deposit
BANK

If you have no other activities to perform in the Internet Banking Solutions for Business portal, you can

click the Sign out icon.
©

Messages (1) = Session summary

ENTREPRISE BNC (; )
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Inactivity time

During your Digital Depots session, if no action is taken in the platform for 20 minutes, the
window below will appear, and you will be automatically logged out:

Session Timeout

Your session has timed out, please log in again.

Sing back from you Internet Banking Solutions for Business portal.

.............................................................................................................................................

Manage your deposits

When you have received confirmation from the Bank saying that we have received and verified
your deposit (the deposit is displayed under Deposit History), we suggest that you indicate on
the original check a note or mark indicating that the check was deposited electronically (for
example: “Presented electronically”). This will reduce the chance of a deposit error.

You must securely keep each item deposited for a minimum period of 15 to 20 working days
after the date of the deposit and destroy it thereafter. You can adjust this period according to the
needs of your business. During this period, you must verify that the deposit amount has been
credited to your account.

You must maintain reasonable procedures for the security, conservation and destruction of
deposited items. These measures must prevent (i) the subsequent use of a deposited item, (ii)
the theft or reproduction of a deposited item and (iii) access to information relating to a
deposited item.
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/N DONOT DOWNLOAD Digital Deposits— User Guide — June 2023



Manage your settings

Manage roles

DID YOU KNOW?

You can manage roles only if you are an Administrator or a User adminstrator in the Internet banking
solutions for businesses.

> Once connected to the Internet Banking Solutions Click on Administrator options.

g onas ‘ ( Business client centre § ) (2) () (A Moblerde )  [+Signout

Messages = fAdministrater options = [Sesslon summary

UTOMATION (100869
5 202105043 1 50 P TT

P Accounts

b Accounis vime EEmon 7Hen &Pont
» Recanciiaton of ehegues
- ) | i view
Tanactions ¥ Show ohis| ¥Show previous day batance | 4 Rename accounts| & Marage documents | documents
» Transactons to sign
» Fayments
5 - A

» Gavemment remmances
» Fund transters
b Wi ransters 008 000N-DOI 773 CREDT : 160,856 11 GAD

Account Namo Besciipfion Gutront Dalenca

» Foreign exchange 200600003 022000% FORD MOTOR CREDIT Commwroral Avceunt €24.969.16 USD 24000.18USD A Tansacnons

» Dighai deposis

» Salary deposts

» Transacion upda'e s »

+ Manage bilers Loan & Line of Credit Accounts Summary dated of 2021.0804 af 1,58 PM ET
Duy Cisrunt Dol

BOYSENMICHAL Line o Cradt

0.00CAD

eh
» View ! Cownosd
» Resrieve

Other services

¥ Pl Expol il & P

> Click on Manage users.

W bitcrot Banking Sowutors — 0 X | 4

e - 1 x

< C O @ commerciakti-hbnc.ca/sBIComWeby/EventDispatch/ac Y

I Asphations 3€ vl SIE 38 wiiONT b Processun Migratio., 38 Boc.n x o - o o x = Nutecs tovorss. | [ Lt do foctune
HATIONAL “Businass client cantre £ ) (2) () (& mobierdc )  [Signout

Messages = Administrator options = Session summary
Administrator options

T

ROC-OBELX RESERVE AUTOMATION (100543)

©) The consent of an sulhorized business adminsiraior is required to maks digtal cheque deposis sing e KBC mobile app. To view Ui Terms of use for The Deposit 3 cheque fealure please go 1o My peofie, undes View my profie
‘ana select Digital deposis (mobie).

> Click on Modify at the right of the user’s name for which you wish to modify the assigned
roles and/or sites.
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By inccenet Bavking Solmors —6. X o e - B x

“ C O & commerial-tbhnccaseic rsandUsersuist * 2 h@:
B appleassns 3B whisut 36 wii BNE @ o eon. B docmodele doreces GG zeokn o S vegin B wlevien 3wttt * | darentnens [0 tise do s
g Lo Business cliens centie 3 ) (2) (82) (& MobieRde * Sign aut

Messages « Administrator options « Session sumimary

Manage users. RIYC.OBFLHERESERE ATOMATION (1325801

» Accouris Tk B
» Reconcilaton of chagues

Transac Users search
i
oty o
Page ot 1 |‘ 4| » “JJWWH
Lnen o 3 .
BERNER USE 3
Gagoon.Tvio Yoo
‘Other services
ot e
» Orser chagues BDC MOBILE Adminisator Fultime
ke i T
» Crege reference Tremblay Cathecne Uset Ful-tire > #acony Kokt  Gonerat pessword il Gororato vomlcation cooo
ot ‘
risedabay prmtet1 4] 4| | ¥ asepursa
e o
5 e

oy iy - 4B ofsocesty

> From the drop-down menu list, click on Digital Deposit and select on the checkbox
each role you wish to assign or remove for this user.

9 o Banking Sokioms —b % [ e = § =
2 sorProfile® 7CModily * 2@
o S Docw g B docmodels donneer @ BNE Zeckn e SO Zepln 3B e B8 userrtest » strestavars [ Giste s laoniee

?) {a & Mobite Rdc + Sign out

Messages = Administrator options « Session summary

Summaries Modify a user :[ Persanal profie > IDCORELIX RESERVE ALTTOMATION (109546)
o g O v o x candLAlL Bocesses & profiles

Parsonal profile

Accounts
Lastrat
Fat rat PaymeNIs.

usereq

Prrary oer

Gther
Seconary ematiSheo. ShcerMessage (85} (T
Type: Lsse
Rnad-omy mode: | | (7

Access control

Suspand access (3

1 Primany sl
|1 Seconaay emalisns

The veritication sodes wil be seni io: (') Prmany emat
¢ ) Cotghone (B

DID YOU KNOW?

Three roles are available for Digital deposits:
> Reporting role: Allows the user to view and generate reports related to the digital deposit platform.
> Depositor: Allows the user to create or modify a pending deposit.

> Deposit reviewer: Allows the user to complete the deposit by approving and transmitting the information.

Please note that eachrole gives access to the search functions for cheques and deposits in the platform.
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PR

[
Depro e

3 Tammsits mocnia. paassuschack S fon B sl

Avuige Lutabiss Hams

4 Wi e (TS e 0SS 5 B ORRE G ST R (F R0 o B ol g e

Managing locations:

> Below the Roles for digital deposits table is the Locations for digital deposits section, which
allows you to assign one or more location to the specific user you are modifying. When a
location is assigned to a user, it allows him to complete the specific actions of his role(s) only
in the accounts included in that location

> Check or uncheck the boxes for the locations you wish to assign or unassign to the user.

Excluding accounts:

> This part of the table allows for specific accounts in the location to be excluded (unchecked).
> This exclusion affects the specific user only, and does not modify the location for other users

I iovernt Banking Soktions—Bc X | i e - 0 ®
¢ c o mercial-ti-b bnc ca/S8 b/Event Profile * S h@
X i BNE @ P = - % o - - x 2 itres tavors | [ Uike e loctins
port Dep Ress
c Wodify pprove I T n
(] Reporting
(-] Deposk
L] Daposk faviewer
) To excude accounts, ploaseuncheck mem fiom e st
Assign  © Location weme 4 ecounm
0OOE-0003 1=
fsoniy compte secandaire can
coos.tars.
2111524 ol CAD:
1] 340Uttt 0008.0003 1
erocipa o gegost
0001020 CIDAl SC0OUNT 1o QepOsis. cAD
00800031
Compas en aeutses amercaines uso
0283065 o
om0t account used Yor FORD MOTOR CREDAT cighal &5
W0ai1ze agepashs.

Reports
P

) 116 no Tonger possibie 10 make digtal Ceposts rom 14 previous pIallofm, You Can ohly rEView eports, CONBuC! TESERER ANE MIMNage LSers.

> When all roles and locations have been properly assigned, you can click on Confirm to

apply the changes.
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Under the location table, you will find the Allowed role section which concerns exclusively the old
digital deposit service.

B (nreenet Banking Solutions — B X - (-] = (=] s
& commercial-ti-b.bnc.ca/SBIComWeb/EventDispatchy/ r > n @
wiki SEIE 38 wiki BNE @ Processus Migratio BE Doc archi - migrat B doc modele donnees & BNE Zeplin @ SBIE - Zeplin 38 udervirest S8 wsers test - Autres favaris | [E] Liste de locture
» Retrieve =
Other servicas Reporte Deposite Resoarch
» Cheque images W Cnnaraite S ranta o e oo i
il Visw / Generate Crsats / Modify Approve / Transmit Initiats
» Stop payment Reporting o - -
PAD-Refuzal = - . .
» Creait ralerance - Drpahor
» Letier of crean Deposh reviewer = -

acations for digital deposits

©) To exclude Accounts, pleateUncheck hem from the st

Assign Location Name “  Accounts
= 234-Quenec Aew
Access to the previcus digital deposits platform
(3) Mis no tonger passibie to make digal Geposits o the previous plalform. You Gan anly feview reparts, CONGUGE (GRCATCh ANt MANAGE LSers.
Allowed roles
Reports Deposits
View / Gensrate Create / Modify Approve / Transmit Assign to ancther user
Report Viewer -
Operator - - -
Seit Operator | . - - .
[ Supenvisor . - a -
o Contem 3 Cancel | 211t | 2 Priey
LeanLintoma: (GCODANY.OMCY, - ABCES OF SOCUTEY,

© NATIGNAL BANK OF CANABA

Create a new location

The site is automatically created when your company signs up for the service and contains all
eligible accounts that were confirmed to you upon signing up.

>  Click on Administrator options
>  Click on Manage locations

s—0u X [ o - L
€ C O @& commercal-ti-bbnccarse tch/administration I EY B
32 Applicstions  3C wiki SEIE 38 wiki BNF @ Pic Yoc archi < migratl.. 8 doc modalo doninece & BNF Zoplin @ SAIE- Zeplin 38 wrlenvted 3O uor tost » Huties fovoris | (B Liste delectn
~m'|?"" | (_Business client centre § ) (?) uf,lf: (& MobileRde | [+ Signout

Messages = Administrator options « Session summary

i i 08! = UTOMATION (109563)
Summaries Administrator options ROC-OBELX RESCRVE AUTOMATION (109589)
» Accounis FHep| &P
» Reconciliion of cheques

Transactions

» Transactions to sign vaRsa
Add a user
» Govemment remittances Manage usars
» Fund ransfers Order SecuriD passkeys (7
»Wire transters.
» Forelgn exchange
» Dighal ceposits e o
¥ ey Vgt Available documents
# Transaction update Manage documents (%)
» Manage biers | View history of document management (%)

beneficiaries

‘Account statement |
cheque

# View | Download

» Releve

gital deposits

Manage localions
Other services View the limits

» Cheque images

» Order cheques

» Stop payment

¥ PAD-Rensa

» Credit reference

» Letter of credit

Others

Interac e-Transfer * profis

¥ Investment Order cheques
» More Manage aieris
» Add a user biana s (@)

Open a Business Bank Account

ake an agaress changs

View consent (7

(i) The consent of an authorized business adminisiralot is required Lo make digital cheque deposits using the NBG mobile app. To view the Terms of use for the Depasit a chequs fealure please go 1o My profile, under View my profile
and seiect Dighal deposts (mobse).
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>  Click on Add a location.
> Typeinthe name for the new location you wish to create (max 15 characters)

Wy rtemet Banking Soi % e - X
« c 0O @ commercial-ti-bbnc.ca/SBICOomWeb/EventDispatch/rdcManageSites¥%7CrdeSiteList +4 ’ B . :
Applicar ® wkisse 3 wiione & Pr figratio.. & Docarchi-migrati., € docmodele donnces & BNEZoplin & SBIE- Zeplin 38 wrienvrest 3 userstost » Autres favoris  [E] Uste de lacture
. i { Business client centre & ) (2) ( & MobileRde | [ Signout
Messages = Administrator options = Session summary
Summaries Manage locations RDG-OBELIX RESERVE AUTOMATION (109589)
» Accounts ZHelp | & Pt

» Reconciliation of cheques

Transactions You can add locations (0 regroup your accounts fof your digial depasits.
» Transactions to sign
» Payments
¥ Interac e-Transfer® Mapage locations
» Government reminiances
» Fund transfers + Agsd a location

» Wire transfers
» Foreign exchange
» Dightal deposits

List of locations
» Salary deposits

» Transaction update
» Manage biliers
beneficiaries

Search:

Account statement /
cheque Name 4 Action
¥ View / Download
» Refrieve 234-Québec & Modity X Delete
Other services.
» Cheque images Showing 1 to 1 of 1 entries
+ Order cheques
» Stop payment
» PAD-Refusal 2Hulp | & Print
» Creatt reterence
» Letter of credit
* Investment
» Mare

b Add a user

ton - Confientinity policy - ABC S of securty
© NATIONAL BANK OF CANADA

> Selectthe accounts you wish to include in the location.
> Once the accounts have been selected, click on the Confirm button at the bottom of the page.

W Internet Bonking Solutions — B X e - 6 x
« C O & commercial-ti-b bncca/SBIComWeb/EventDispatch/rdcManageSites%7CrdeSite r 2@ :
& 2 whisEE 38 wic BNE @ Procesns 2 Docorchi-mignti. 3 docmodele donnees @ BNE Zesbn @ SBE-Zepin 3 wlenvren 3 users test » futresavors (B Liste do lecture
‘m -] Business client centre $ ) ?) ) (A Mobilerde ) [-+signout
Messages s Administrator options s Session summary

S Add a location RDC-OAE|IX RESERVE AUTOMATION (108546)
» Acosints 2| &P
» Reconcilation of cheques
Transactions. (i) Alocationis 3 5el of 3ccounts in which & USeF can miike deposls.
» Transactions o sign
» Payments
» interac o-Transtes® Lacation information
» Government remitances
» Fund ransters Name
» Wire ransters
RFcton estingy inked account
» Digiai deposis Lo ]
» Satary deposis Link ail accounts | Do not link any accounts
» Transaction update:
» Manage biiers / Soarch:
Account statement /
cheque Account number 4  Account name Currency Link
» View/ Downioaa
» Ret

e 0006-00031-0038723 compie secondaira CAD o
Other services
SCBoUS MAGRE 0006-00031-0091020 Principal acesunt for deposits GAD
» Order cheques
» St0p paymen
s i 0006-00031-0091128 account used for FORD MOTOR CREDIT digital deposits CAD s
» Crealt reference
» Letierof coeclt 0006-00031-0283965 Compta an dovisos américaines uso =)
» investment
» More 0008-14151-2111524 Compte 8 CAD (
» Addauser

Shawing 110 5 0f § eniries
v contirm xcancel |
2o & o
Log nfosmion - Confidentaey poley - ARC's of sacarty
 HATIONAL BANK GF GANACA
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Modify a location

> Underthe Administrator options, click on Manage location.

» Intérac g-Transter®

+ Funa ransters

» wiice wansiers

+ Foreign exchange

» Digtal ceposts

» Salary depasi's

+ Transaction update

+ Manage blers |
beneficiares

Account statement |
chequ

o
» View | Download
» Retrieve

Other services.
» Cheque images
b Order cheques.
» Siap payment
» PAD-Refusa:

b Credil reference
b Letier of creait
¥ Investment

» taore

» Addl @ user

Wt % |+

« C O @ commercial-ti-bbncca/sEiComWeb/EventDispatch/administration

Applications: 36 wiki SAIF 3¢ wid BNT @b Processun Magration. 38 ~migrati... 38 doe modele done @ BNF7cplin d SAIF-Zeplin 98 o test "

g aionaL | (" Business client centre % | [ signout

Mossages = Administrator aptions = Session summary
Summaries Administrator options ROG-O0ELIX RESERVE AUTOMATION (109549)
» Accounts. 2hep Pt
¥ Recanciiaticn of chieques
Transactions
+ Transaciions to sign Usars
+ Bayments
Ad a user

b Bowermment remittances Manags wsers

Grder SecurD pansheys (B)

Available documants

gital deposits

Manage localions
View the limits

Othars

T T ey
Orger checues

Mianage aiecis

Manage aceounts (7)

Open a Business Bank Account
Make an acyrens change

View consent (7)

3) The consent of an authorizod business adminatialo: b (cquired to make digital cheaue deposits using the NBG mobike app, To view the Terms of use for he DBpost @ chequs Ioalure picass o 10 My profie, under View my profic
and select imotie)

> Click on Modify next to the location you wish to modify

Summaries Man
s
» Reconclliation of cheques
Transactions
» Transactions to sign
» Pagments
» Interac e-Transfer® Ma

» Wire transters.
» Forelgn exchange
» Salary deposits

» Transaction updale
» Manage bilers /
benefciaries.

Account statement /
cheque

I internet Banking Soltions—Bi: X |
“ C O @& commercial-ti-bbnc.ca/SBIComWeb/EventDispatch/rdeManagesitesss7CrdcSiteList * S h@ :
T Applications 38 whiSHE 38 wia BN @ Processis Migato.. 3 Docnrehi- mignti. 38 docmadele donnees & BNEZepln 4 SBE-Zepin 38 wienvtes 3§ wsersten " Aestavons | [F] Uote de et
g Lmionas { Business client centre 3 () (@) (& Moblerde )  [+Signout

2l | & Print

» Government remitiances
» Fund transfers + Add alocation

» Dighal deposis List of locations

e - 0 x

Messages » Administrator options = Session summary

age locations ROC-ORELIX RESERVE AUTOMATION (100589)

You can ade locations 10 egroup your accounts for your dighal deposis.

nage focations

Search

Name 4 Action

» View [ Downiaad

» Retrieve 234-Quibac & Modity X Delota

» Order cheques

» Sop payment

» PAD-Refusal 2H
» Crea reterence

» Letter of credt

» invesment

» More

» Add a user

» Cheque images Showing 110 1 of 1 entries

ol | & Pint

Lagatinformaton - Ganfidentinity policy - ARG of securty
£ NATIONAL BANK OF CANAGA
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> Modify the name and/or the accounts you wish to include in the location and click on Confirm.

Wy internet Banking Solutic x o+ o - o x
< C O & commercial-ti-b.bncca/SBIComWeb/EventDispatch/rdcManageSites%7Crd T SR . 3
wiki SBIE wiki BNE Pracessus Migratio, Dac archi - migrats doc modele donnees 4@ BNE Zeplin - 4@ SBE - Zeplin url env test ers test » Autres favoris Liste de lecture

9 3 A l ol 1 del

5, e B —

- m'ﬁ""‘ { s client centre ) ) Mobile Rde | - Sign out
Messages » Administrator options = Session summary
Summaries Add a location ROG-QBELIX RESERVE ALTOMATION (109559}

oo 2Helo | &Pt
» Reconciiation of cheques

Transactions i) Alocation is a sel of accounts in which & uses can make deposits.
» Transactions to sign e
» Payments
¥ Interac e-Transfer® Location Inf
» Government remitiances
B Fund Iransters Name: |test

» Wire transfers
b Foreign exchange
» Dightal depesits.

» Salary deposits Link all accounts | Do not link any accounts

Linked accounts

¥ Transaction update
» Manage biliers /
beneficiaries

Search:

Account statement {

cheque Account number “  Account name Currency Link
» View { Download
» Retrieve

0006-00031-0038723 compte secondaire CAD
Other services

» Cheque images 0006-00031-0091020 Principal account for deposits CAD [

» Order cheques

» Stap payment

» PAD-Refusal

B Creditreference

» Letier of credit 0006-00031-0283965 Compto an dovises américaines uso o

» Investment

» More 0008-14151.2111524 Comple 8 CAD

b Add a user

0006-00031-0091128 account used for FORD MOTOR CREDIT digital deposits CAD

Shawing 110 5 of 5 entries

¥ Confirm X Cancel

2Hel | & Print

Legal informatian - Confidentality pabicy - ARC's of securify
2 NATIONAL BANK OF CANADA

=D ]

Deleting a location

> Underthe Administrator options, click on Manage location
>  Click on Delete next to the location you wish to delete

@ - B x

g Internet Banking Solut

“« c 0 a bnc.ca/SBIC b/ ispatch/rdcManag s%7CrdcSiteList SR . :
@] Uiste de lecture

& BNEZeln @ SBIE

atio.. 3 Docarchi - migrati.. € dos madele dor

Applications 38 wikiSBIE 38 wiki BNE € Process.

g o | (Business clent centre ¢ (2) (& Mobierde ) (> signout

Messages » Administrator options » Session summary

Manage locations RDG.0BELIX RESERVE AUTOMATION (199589)
‘Summaries
¥ Aceoures 7Help | & Print
» Reconcliiation of cheques

Transactions Yeu can add locations 10 FeGIoup your accounts for your dighal deposits.
» Transactions to sign
» Payments
» Interac e-Transter® s ianTossiions

overnment remiiances
» Fund transers + Add a location
» Wre ransters.
» Foreign exchange
& Digxal deposts List of locations
» Salary deposits
» Transaction update:
» Manage biliers / Search
benencaries
Account statement /
cheque Name
» View | Downiaad
» Retrieve 231-Québe & Modity X Delota
other services
» Cheque Images. Showing 110 1 of 1 entries
» Ocder cheques.
» Stop payment
AD-Relusal 2Hek | & Pint
» Creait reterence
» Letter of credt
» insesiment
» More

4 Action

5 Add a user

Lagal information - Canfisentiaity policy - ABCS af securty
© NATIONAL BANK OF GANAUA
n

O
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View deposit limits

Different limits are applied to your profile when you sign up for Digital Depots. A limit for your
business, a daily limit, a limit per deposited item and a maximum number of items per deposit.
In order to view this information, please follow the steps below:

> Click on Administrator options.

B | (Covnes cort come 2)
Summaries Actounts
» Accounts. 7 Fiter mExport PHelp & Pont

+ Reconcilation of cheques

3% Show totals | ¥Show previous day balance | #” Rename accounts| < Manage dacuments. |

2) (B) (A MobileRdc | - Sign out

Messages » Administrator options a Session summary

ROG-GAELX RESERVE AUTOMATION (109565)
Last atagss 20210504 al 150 FM CT

4 \View documens |

+ Transactons 1o sign
» Payments
¥ interac e-Transter™
it remiiances

Commercial Accounts

sters
» Wire transers DDOR-OOFI1ORIEZS i CRETHT
¥ Foreign exchange
+ Dightal depasits
» Salary deposis
» Transacton update
» Manage bilers /
beneficiaii

Loan & Line of Credit Accounts

! 00031050, BOYSEN MICHAL Line of Creds

chegque
¥ View  Downiaad
» Reineve

Other services
» Cheque images
¥ Ores cheques
b Stop payment
» PAD-Retsal
» Gredt reference

vEle Gl Pk &P
¥ Letter of creat

¥ investment

» Mare

¥ Add a user

1,300,856 73 GAD
624.969.16 USD

Summary dated of. 2021-05.04 of 1:56 PM ET

Curtyn| Balency
000 CAD

Lot infonispies: - Cunfabonbiity policy - ADCs ol sy
© NATIONAL BANK OF CANADA

>

Click on View limits in the Digital deposits section.

= + ° 3 %
e L A@
® x x e

2) (0] (& wastepce +Sgnou

0 51T o 1 T of 30 e Do 4 chaqu st e g2 10 My o, e Ve oy gene
04 v gew cucear oo

Viow digital deposits mits

1) ooty s, ou s corct o s e et o b e

9 pomnana omrs |

e - a4 «x
v fa@!
2] (1) (4 wootens: ) [rsgnoan

Mestages o Adminlstralor 0ptions s Session summary.

RRPSERUE ATATION (159529

Note: If you wish to modify any of these limits, you must contact your account manager or

banking representative
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) Appendix A - FAQ

Installing the driver

When updating the service, the screen below is displayed for
more than 5 minutes:

> Refresh your browser by pressing F5 or using the refresh
Update in Progress page icon.

o > Click on the Update button again.

Opening the app

The Digital Deposits option isn’t displayed correctly/looks
different:

IR SRR oo s > Solution 1:

Make a Deposit - . .
- Refresh your browser by pressing F5 or using the

Click on an account to start deposit refresh arrow icon until the option is correctly displayed.
Accounts for 001-montreal

— I

> Solution 2:

- Close the Digital Deposits page and click again on the
link.

Deposit History

| get the following error message: o ) )
> Close the Digital deposit page (click on the "x").

il i S

> Relaunch the application from the Internet Banking
Solutions platform.

> Make sure that the language of your browser is “English

o ) ) ) ) (Canada)" and not “English" or “English (USA)».
Digital deposit does not display in English although my ) . .
browser is in English > Refer to the section Language configuration to change the

display language (if applicable) or to change the language
of your browser.

| get the following error message:

il Erroe

> Check with your administrator that at least one role and
one location has been assigned to you. If you are an
administrator, contact customer support.

Frasd war irrdrerah
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Deposits

| can’t make a deposit

> Solution 1:

Check with your administrator that you have deposit
manager access rights.

> Solution 2:

Check with your administrator that you are associated
with at least one location.

The item information read contains one or more "? ":

> Solution 1:

Remove the item by clicking on the Remove item
button.

Clean the scanner path.

Scan the item again.
> Solution 2:

Submit the item as is.

Without action on your part, the missing numbers will be
adjusted once the deposit is transmitted / completed.

Note that the “? "Will be displayed for the item in the
reports.

The “Code not found” error appears while you are scanning a
cheque

> This means that the system does not recognize the
cheque. The scanner can't read the MICR line. The MICR
line fields that appear at the bottom of the cheque and are
usually visible online are not displayed, causing an error.

> Remove the cheque by clicking Remove cheque and try to
scan it again.

> If the error persists, it means the MICR line is not readable.
You must deposit this cheque in a different way, either by
mobile deposit, at an ABM or at a branch.

> As needed, contact Customer Service.

All the items have been scanned but still indicates "Scanning
in progress":

C\- Scanning..

> Refresh your browser by pressing F5 or using the refresh
page icon.

> Click on the Recover button to recover your deposit and
submit it if the total amount balances.

Sca

nner

The deposit cannot be made because the scanner is blocked.

> Remove the blocked cheque from the scanner and scan it
again.

> If you’re unable to remove it, please contact Customer
Service.

The platform cannot detect the scanner:

Scanner Not Connected

> Make sure the scanner is plugged in and turned on.

> Restart the workstation (leaving the scanner plugged in)
and reconnect to the Digital Deposits platform.

/A DONOT DOWNLOAD
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Appendix B — Error messages

Error message Action(s) to take

Item Correction Required — Please enter the Amount
fixed.

Dislodge the item stuck in the scanner and scan it again.

Be sure to regularly service your digitizer.

Item Correction Required — Item has failed Image Quality
tests. Please remove the item and try scanning it again

If an amount appears on the item, enter this amount in the
Amount field and click on the Save changes button.

If no amount appears on the item, remove it from the
deposit by clicking on the Remove Item button.

Item Correction Required - Item not eligible for deposit.
Please remove the item.

Remove the item by clicking the Remove Item button and
try to scan it again.

Iltem Correction Required - This item appears to be
similar to another item that has already been deposited.

Remove the item by clicking on the Remove item button.

Item Correction Required - USD item cannot be deposited
into a CAD account. Please remove the item.

Remove the item by clicking on the Remove item button
and deposit the item in a US currency account

Item Correction Required - CAD item cannot be deposited
into a USD account. Please remove the item

Remove the item by clicking on the Remove item button
and deposit the item in a Canadian currency account.

Codeline not found - Codeline not found. Please remove
the item and try scanning it again ensuring the item is
right side up, facing forward.

Remove the item by clicking on the Remove item button
and try again.

Item Correction Required - This item appears to be
similar to another item that has already been deposited.

Remove the item by clicking on the Remove item button.
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Appendix C — Adjustment notice

Once the deposit has been submitted, if one or more items are identified as non-compliant (eg
amount on the check does not correspond to the amount entered, non-eligible item, duplicate)
the deposit will be subject to an adjustment. If so, you will receive an adjustment notice in the
mail indicating that an adjustment has been made.

Below is an example of an adjustment notice:

BANQUE
NATIONALE

4 Place Laval, 6th floor, 16061

Laval, Quebec H7N 5Y3

XYZ Company 02/25/2021
29300 STRAFORD AVENUE
MONTREAL, QC P1L 6V7

Notice of adjustment to your account (cheque deposit)

Hello,

We would like to inform you of the following adjustment:

Total Amount of Items

D it Transit A t # D it ISN D it A t :
eposit Transi ccoun eposi eposit Amoun Rerersed

00031-006 1234567 0001000173 $139.01 $104

On 02/25/2021, an adjustment was made to your account following the deposit of a cheque of $104 for
which the declared amount was $139,01.

Your account was therefore debited $35,01 for the following reason: error in deposit.

Please refer to the back of this letter for details regarding this adjustment.

Make full use of our expertise

Our advisors are here to help. For questions or personalized support, get in touch with one of our
customer service representatives from Monday to Friday, 7 a.m. to 10 p.m. (ET) at 1-888-835-6281.

Thank you for doing business with National Bank.

National Bank customer service

Continued overleaf
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E Appendix D — Change scanner

If you wish to make deposits with another scanner model, it is possible to install the driver of
this scanner to use it.

> Click the Settings button and click the Change Cheques Scanner option.

NATIONAL  Digital Deposit Logged in as: eritr344|
BANK

Make a Deposit  Review Deposits @  Generate Reports Setlings &

Change Cheque Scanner

Click on an account to start deposit

Accounts for 001-montreal ST ey

Description |* Account Nambar Expand filter and sorting control W

—arianranaian IR -1

> You will need to select the correct driver for your scanner and follow the installation instructions.

To do this, please refer to the section Get setup \ step 2: Installing my scanner.

NATIONAL  Digital Deposit
BANK

Make a Deposit ~ Review Deposits @  Generate Reports

Device Selection

Please select the brand of scanner you will be using on this computer and
click "Continue*

<Choose a Device> v m Cancel

<Choose a Device>
Digital Check TS2xx Series
Digital Check SmartSource

Panini VisionX or neXt

| Panini EverneXt or miDeal
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=) Appendix E — Best Practices

Our clients who use our Digital Deposit Service must use this service appropriately and for
legal purposes. They must also retain the original paper items used to make digital deposits
at National Bank. We would like to share a few industry-best practices to guide you in setting
up security measures in your business, should you be interested.

Retention and management of paper cheques

As a National Bank client and user of our Digital Deposit Service, you are required to keep
the original documents in a secure location. We recommend that these documents be kept in
a locked, ideally fire-proof place and restricted to the people responsible.

Original cheques must be kept in a secure location for a reasonable period following their
transfer by digital deposit. We recommend that you keep the originals for 15-20 business
days before destroying them.

Once the item has been scanned, even though the Digital Deposit solution can detect
duplicates over a 180-day period, we suggest that you add a note to the cheque indicating
that it has been deposited electronically (e.g. “deposited electronically”). This will reduce the
risk of errors.

Storage bags

National Bank recommends you store your cheques in sealed plastic bags that cannot be re-
opened, as an extra precaution. Every bag should be identified with a unique number and
destruction date.

These bags will help you manage how cheques are stored before they are destroyed and
ensure that no cheque has been stolen or misplaced.

We also suggest you create a deposit log to record deposit dates, bag numbers, the amount
deposited, employee’s name, date of destruction, etc. This log could be combined with the
reports available in the Digital Deposit solution. The “Depositor's name” field identifies the
deposit

Destroying cheques

After a minimum period of 15-20 business days, you should destroy the original cheques.
Cheques can be destroyed at your place of business by you, your employees or an external
service provider. It is up to you to choose the solution that suits you.

If you don't have many cheques to be destroyed daily or weekly, your employees could
handle it.
> Do you have enough time or employees to do it?

>  Have you compared the cost of having an employee versus having an external service provider
destroy the cheques?

> Etc
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Destruction of original documents internally or by an external service provider

Here is some advice for the destruction of original documents, whichever method you
choose:

>  Select the bags of cheques to be destroyed. Verify that the information on the bags matches the
information in the deposit log.

> Place the bag and its contents in the secure container provided by your external service provider,
or open the bag and shred its contents, if you have decided to destroy it yourself

> Add the following information to the deposit log:

+ Destruction date
* Employee’s name
» Employee’s initials

Documentation on the retention and destruction of cheques

We recommend you follow the procedure for the retention and destruction of original
documents used for digital deposits at National Bank for control and information accuracy
purposes. We also recommend you first check that:

>  The deposit amount has been credited to your account

> Your account entries have been reconciled

>  The information on the cheques was not altered before scanning
>  The image submitted is of good quality

> The amounts submitted have been endorsed

> The scanner is working properly

We also suggest that you regularly review your regulations and procedures for scanning,
retention, and destruction of scanned cheques to ensure your employees fully understand
and follow them. Plan some training sessions or send your employees reminders of these
instructions.
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