


You will need Admin 
rights to install.

Welcome to Remote 
Deposit Now installation 

guide.
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After logging in to 
SmartPay Business, from 
the navigation on the 
left, click Transactions.

Under the quick links 
section, click Remote 
Deposit Now.
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After the Remote Deposit 
Now Portal loads from 
the navigation at the top 
of the screen, click Scan.

The Scanner Service Installer window 
displays the three step installation 
instructions. Click Download.
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If you are using Internet 
Explorer or Edge, click 
Run.

If this is your default installation 
location click Next. If not, change 
to the location you choose and 
click Next.
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To complete the installation process 
using the controls at the bottom of each 
window to progress through each step.

Click Finish to complete the installation 
process. 

Now let’s download the drivers!
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Use the drop-down menu at the top. Select the scanner you want to install.
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After choosing the make and 
model of scanner, click 
Download.

If you are using Internet 
Explorer or Edge, click Run.
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Click Next to begin install.
If this is your default installation 
location click Next. If not, change to the 
location you choose and click Next.
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Using the controls at the 
bottom of each window to 
progress through each step.

After the installation 
completes, click Finish.
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Click Finish.

Now it’s time to connect your scanner.

Notice that the scanner is not yet initialized. 

The next step is to create a new batch deposit. 
Click Start.
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The new batch window 
opens. 

Enter the expected Batch Total and Batch 
Description in the appropriate fields and 
click OK to submit the batch.
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The Batch information 
appears below the 
Scanner information.

Then the Scanner Status will update. 
Once the scanner is initialized, checks 
may be scanned. Click Start.

Citizens Bank & Trust                                                                                  12                    2021



The Status updates….
…and the scanned check images are 
available for review. To look at the check 
images click on each Check Image link.
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The check image window opens 
displaying the front image of the 
check. Click Back.

The back image of the check appears. 
Click X to close the window.
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To complete, click Stop 
and… … click Close Batch.
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