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Introduction

Digital Deposits enables you to scan cheques and securely transmit the cheque images to
your account using the Online Banking for Business platform.

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

STEP1 STEP 2 STEP 3

B

Scan your cheques and
generate reconciliation reports

Sign into your Online
Banking for Business
session

Purchase a compatible
scanner

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

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

Where to Begin?

Before you begin, you will need a compatible scanner, which can be obtained from a
supplier of your choice. The scanner must work with the software application provided by
the Bank for the digital deposit system. You will be required to accept the software license
during installation.

Ourrecommended 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 atime)

ForMAC::
> Panini EverneXt (up to 100 cheques at atime)

{ 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

Visitthe Payments Canada website for more information on item 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 ensuring that staples and paper clips are
removed, and that the items are neither torn nor have bent corners that could
interfere with scanning.

> Organize the items by aligning the bottom edges and headers so that all items face 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 sets your limits based on your company’s profile, and these are
communicated to you when the product is opened.

> 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 to all three categories. These limits may be changed at
any time, and a digital deposit may be refused if these limits are not respected.

Acceptance of a deposit that exceeds the limits should not be interpreted as the Bank’s
agreement to modify them.

> Each deposit may include up to 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 placed on the deposited funds.

Cut-Off Time

Deposits sent to NBC before 9:00 p.m. ET on a business day will be credited on the same
day. Deposits received after this deadline will be credited on the next business day.
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Deposit

Before making a deposit, ensure the following:

> 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).

Make a Deposit

1. Go to your Online Banking for Business session and click on ‘Digital Deposits’ in the left-hand menu.

. ATIONAL (_Business client centre 3 )
Summaries Accounts
» Accounts = Fiter | @ Export | 2 Holp| & Prnt

» Reconciliation of cheques

« = 12
e E# Hide totals | ¥Show previous day balance| #”Rename accounts | Manage documents | 4 View documents

» Transactions o sign

» Payments

¥ Inferac e-Transfer™

» Govermment remittances.

Commercial Accounts Summary dated of 2023-06-28 at 1138 AMET

Name Descriptio Gurrent Balance able Balance carches
» Fund transfers
» Wire ranshers. Compagnie Opérante inc Commercial Account 2283382 CAD 2263389CAD A Transaclions
= a0z Compagnie pérante Inc Commercial Acount 964531 CAD 964531 CAD A Transactons.
» Digital deposits =
8 0006-15301.0088021 Compagnie Gestion-Holing Inc Commercial Account 6230343 CAD 6230343CAD A Transactions
Total for currency CAD [ 94762.63 CAD F
» Transaction update Lot
» Manage billers | DODE- 15301008008 1 Compte US Commefcial Account 2,880.35 USD A Transactions

beneficiaries.

Total for curmency LUSD 2,680 36 USD
Account statement |
cheque

¥ View / Download

» Retrieve

Other services
» Chegue images

» Order cheques

» Stop payment * Fier | [ EXport | 2 Help | & Print
» PAD-Refusal

» Credi reference

¥ Letter of credit

* Investment

¥ More

» Add a user

Legal Intarmation - Dolicy - ABC'S of secunty
© NATIONAL BANK OF CANADA
28

a DEPOSIT

2. Goto the ‘Make a Deposit’ tab. A box will display the list of available deposit 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 12 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.

3. 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

4. Place the items you wish to deposit into the scanner.
5. Enterthe total amount expected for all the items in your deposit and click on the ‘Start Deposit’

button.

6. The deposit page will appear. The application will connect to the scanner, and scanning
will begin automatically. The scanned items will be displayed in the box on the left, with the
details of each item shown in the box on the right.
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NATIONAL  Digital Deposit Logged in as: nadge431
BANK

Deposit For 01-MONTREAL Scanning...

ceount Number 5625 Scanning in progress..
0

ISN Amount

¥ ﬁ::,l §'+

«2

Item Details

Routing / Transit Ausiliary On-us

7. While scanning, if an error message appeatrs, refer to the ‘Correct or Modify a Deposit’
section of this guide to determine which action to take.

8. Once all items have been scanned, you may:
a. Scan additional items.
b. Make corrections or modifications to scanned deposits - for example, if the total amount
entered does not match the total amount detected.
c. Entera comment for the attention of the deposit reviewer.
d. Submit your deposit for approval.

Deposit For 001-MONTREA...  Scan Complete Cancel Degasi
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
B Scan More Items

ISN Amount

ON0NNNNQED £005 00 H044 | \

9. Verify that the deposit summary displayed is correct:
a. Ifso, click on the ‘Submit Deposit’ button.
b. Ifnot, 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
carrection 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

10. 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.

a. Clickthe '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 reselved before starting a new deposit
Deposit Started: 06/04/2021 09:30

Depaosit Account: SBIE RDC, x5623

Items in the Deposit: 18

Total Value: $9026,24

Mema:

W View last item added to deposit Cancel Deposit |

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

Make Deposits of 465 Iltems or More

If you scan more than 465 items in a single deposit, the application will display the message
shown below. You will then need to scan the remaining items one by one, even if your
scanner supports a higher 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 appear at 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: X5526  Amount cannot be zero. Please correct the Amount field

Item Count: 2

Total Amount; §1,339.99

Expected Total: §1,35499

Difference: (§15.00)
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/A DONOT DOWNLOAD

Most Frequent Error Messages and How to Resolve Them

Error message Actions to take

Error - ltem 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 buttonto
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.

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

You can find the limits assigned to your company in the
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 during scanning
or after scanning is complete (when the ‘Submit Deposit’ button is displayed). Enter the item’s
amount and click the ‘Save Changes’ button.

ISN Amount
+\
0090000969 $895.99 - 0014 13%
\TE
0090000970 $444.00 ” - -
PAYEZA b
0090000972 $15.00 i : “} 15,00 § s
+ e Y= "]
[ BAMQUE NATIONALE OU CANADA C
20 de ln Gaucheids Ouew Nvesu A
QC KB4 ’
Powr i
#00 ML 12000 L Iw00EY ) -2
Item Details
ISN Amount Transaction Code
0090000972 15.00
Routing / Transit
0007?-006 0014
Remove Item Undo Changes Save Changes

Correcta Deposit After it has Been Rejected by a ‘Deposit Reviewer’

If a deposit you submitted for approvalis 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  Review Deposits f)  Generate Reports

Settings @

Click on an account to start deposit Notification(s)

Accounts for Toronto Deposit Rejected
03/12/2021 12:22 PM Toronto
Description 1 Account Number Items Deposited : 1 Deposit Total : $200.02

Reason for Rejection : invahd tems
Account 1

Correct Deposit

To make corrections to a deposit before resubmitting it, click the ‘Correct Deposit’ button. This
will open the deposit page, allowing you to:

Modify item amounts
Delete items

Scan additional items
Resubmit the deposit
Delete the deposit

vV V V V V
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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 b4 05/17/2021 4:27 PM 001-MONTREAL-NO x5526
Items Deposited : 3 Deposit Total : $1,354.99
Z A Operator Comments : [tems in this deposit require corporate review.
Description Iz Account Number Location

Show Deposit History &

Comnte nour les déndtc da ¢ X55828 001-MONTREA!L -NO

Under Notification(s)
Held for Review Deposithas notbeenvalidated by a Deposit Reviewer.
Deposit Reiected The deposit was rejected by areviewer or by the platform, see reason of
positiRel reject entered by the verifier or the application for more details.
Pending Posting Thetransmission of the deposit to the bank is in progress.
Under Deposit History
Deposit History The depositwas approved by areviewer and was successfully
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 History

Accounts for 001-montreal

Expand filter and sorting control W

Description Iz Account Number
[+105/09/2021 2 Deposit(s) $0.03

BNC cpt USD x8562 [+104/28/2021 2 Deposit(s) $1.01
+104/20/2021 6 Deposit(s) $102.04

ENTREPRISE BNC v77.820210205 x7120

* By default, the history displays deposits grouped by day. The number of deposits and the total deposit
amount for each day are shown. Click the '+" icon to view the deposits for a specific day

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

+/ 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.B20210205 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

Rear of cheque

Searchfor a Deposit in the ‘Deposit History’ Section

You can search your ‘Deposit History’ using filters and sorting options. Click 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 Sortdeposits 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.

Goto the ‘Review Deposits’ tab. Deposits awaiting approval / rejection are shown in the left sidebar.

NATIONAL  Digital Deposit
BANK

Make a Deposit

Logged in as: laljes45

Review Deposits @  Generate Reports

Select a deposit to see details and perform review

Image for 0090000969
View 3 Refresh List & +
o0 -
paTe L 130%
05/17/2021 asss S
Commit Time: 4:27 Pl =4 T reeieg s 5o
Location: 001-MONTREAL-NO. Account Number: x5526 c
et mmenits: ltems in this depasit require corporate review. <
»000%* <000 | i=00ke

ISN Cheque

Amount Review Reason
L2/ 009000096 0007

$89599  Pending Pesting
+ 0090000970

i 0090000972

Select a deposit and click the 'Open for Review’ button to verify it.
>

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

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

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: . Ref e +
- o7 | N
oare 30%
= 05/17/2021 T 0 N
Commit Time: 427 P1A iy B Wy - el B
Uocatjon: 001-MONTREAL-NO | Aceount Number: x5526 c
Operator Comments: ltems in this depasit require corporate review, TS s 6 e,
Oepositar: [aé845 ot bo gy pe
Itams Deposited: 3 Deposit Total: $1,354.99 e

#0D07# #0004 I=00ER

ISN Cheque

Amount Review Reason
+1 0090000969 0007

$895.99 Pending Posting

& 0090000970 0101

i 0090000972 0014
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> Once the deposit is validated:

> If desired, enter a comment addressed to the ‘Depositor Role’ who
submitted the deposit

>  Click the Approve button to approve and submit the deposit.
> Click 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 multiple reviewers, you can also transfer the deposit to another
reviewer. For more details, refer to the subsection: ‘Transfer a deposit to another
reviewer.’

Assign a Deposit to Review

Operator with a Reviewer Role

If an operator with the ‘Reviewer’ role submits a deposit, it will appear in their ‘Review Deposit’
tab for approval.

If the operator does not have the ‘Reviewer’ role, the deposit requiring verification will be
assigned to the designated ‘Reviewer’ — or to one of the ‘Reviewers’, if multiple are available
(refer to the next paragraph for more details).

Reviewer Role

If your business has more than one ‘Reviewer’, deposits requiring verification will be
assigned as follows:

> When a deposit is submitted by an operator, it will be assigned to the first reviewer
who logs into the application.

> |If that reviewer wishes to assign it to someone else, they must release the deposit.

(Refer to the section ‘Transferring a Deposit’ to another reviewer for more
details).

Transfer a Deposit to Another Reviewer

If your business has more than one reviewer, they can transfer the verification of a deposit to
another reviewer. If there are two reviewers, the deposit will be assigned to the second
reviewer. If there are more than two reviewers, the deposit will be assigned to the next
reviewer who logs into the platform after the deposit has been released.

2

Go to the ‘Review Deposits’ tab and select the deposit you wish to transfer.
Click the ‘Open’ button to verify.

If necessary, enter a comment for the reviewer who will be assigned to the deposit and click the
‘Release’ button.

vV Vv

D e R R e L L L
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Generate Reports

DID YOU KNOW?

> Youmusthave 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 otherwords, deposits that are not submitted for approval or rejected by the reviewer will not
be included in the reports.

Go to the ‘Deposit Reports’ tab to generate a new report.

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 searchresult Yes (click next to the + of each
ltem 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

[ Please note only one report can be generated at a time. ]

The report will display on your screen. You may:

> 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.

> Enteradeposit date and select one or more deposit accounts. These two fields are

mandatory.

Business Date | 4/20/2021

Account Number

[F———

View Report ‘

>  Click on the button View Report'.

Example of a report:

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

Deposits for account 2707120
Amount: $102.04

Item Count: 6

Amount: $0.01

NGk Alo gt

ISN: 0004000006

T R R R Y
[l y—— .
O A owE 2 0 & J< g
........
“rRmpdgl B

T atsd : ) L ®
. e ARS @R

I BANGUE NATIONALE DU CANADA L

® a9 23285 e=006E 23=7L0=0Le

Item Count: 1

'ffl.ld'fl i Idll.: -

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.
From Date | 4/20/2021 To Date | 4/20/2021 View Report |
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

/A DONOT DOWNLOAD
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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.

Show 1SN < Deposit Account 2 Site ID Cheque Account Routing Tran Serial Amount Receipt Time £ =
Image No. No. Transit  Code
a 0004000006 001-montreal 12151-006 607047 168 $0.01 4/20/2021 12:54:32 AM EDT

—— T ] "9
- aE 2 0 & [ ¢ )
I -
pyeza S MTprse Bue I o S YR 3
- Wil : o Avovousms g
* A BANQUE NATIONALE DU CANADA 10421
B R S ey e v 4
[ — - - 4 —-

wiES* 121235 ew006N

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

Enossement - Gignaturs ou tmbre

BACK/VERSO

Searching for an ltem

> 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

V V V V V V V V

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

>  Click on the View Report’ button.

From Date 14/20/2021 To Date | 4/20/2021 | View Report
Amount >= Amount <=
Cheque Account Number Transit-FI
Serial No Depesik Account 0178562 (Site: 001-montreal; TC:| ~
Number L
Max Number of Items to 1 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

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

Session Completion

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

Mg Solutions bancaires Internet— £ X @ Digital Deposit X 4+

cC 0 @ applications.symcor.com/nbc/RemoteDeposit/#/account

NATIONAL Digital Deposit
BANK

If you have no other activities to perform on the Online banking for business portal, you may click the

sign out icon.
© s

Messages (1) = Session summary

ENTREPRISE BNC (: )
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Inactivity Time

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

Session Timeout

Your session has timed out, please log in again.

You may sign back in through your Online banking 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 cheque a note or mark indicating that the cheque was deposited electronically (for
example: “Presented Electronically”). This will reduce the chance of a deposit error.

You must securely retain each deposited item for a minimum of 15 to 20 business days
following the deposit date and destroy it thereafter. This retention period can be adjusted
based on your business needs. During this time, 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.

22
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Manage Your Settings

Manage Roles

DID YOU KNOW?
You can manage roles only if you are an ‘Administrator’ or User Adminstrator’in the Online banking

for business platform.

> Once connected to the portal, click on the ‘Administrator Options’.

-m',?""‘ ‘ (_ Business elient centre $ ) 2) (2) (& Mobiersc + Sign out
Messages « jdministrator options = [Sesslon summary
Simnaies Accounts ROGO# i j 3 L‘r
¥ Accounts vine @mEmon pHen g P dod ¥

+ Reconciation of chegues
- 5 Show s 35w previous cay baance| 4 Rename accouns| @ Marage sacuments | - viw documents
» Tansactonstosgn

» Payments

» Foreign exchange
» Dighal deposts.
» Salary gepostis
» Transacton update

FORI MOTOR CRETNT

Loan & Line of Credit Accounts:

BOYSEN MICHAL

» Stop payment
» PAD-Retssal

» Gredt raference
» Letier of cred;
b investment

» here

+ Add a user

v Pl @Ol Pl @ Pt

FORD MOTOR CREDIT Comm

1,460 15 1) CAD
62436018 USD @4HIBUID X1

Summary dated of: 20210500 5t 1,58 PM ET

onl Ba

000 CAD

> Click on ‘Manag

e Users’.

€ c o

re—fy X |

& commercial-ti-bbnc.ca/Se,

Administrator options

7ran| &

e - =a

* 2@

- - = = B (5w do e
(2) () (& MobileRde ) » Sign out

Messages = Administrator options = Sessic

RBC-OBELX RESERVE AUTOM

ired to mako digital cheque deposits using the NBC moblo app. To view e Terms of use lor the Depost a cheque lealure ploass go lo My arofie, undet View my profis

) The consent of aii suthorized business adminiairalor is reaulred to
obie).

‘ana seioct Dighal deposts (m

> 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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o - 0 x
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wors—5. x| 4

« C O & commercial-ti-bbnecasss:

3 applenions 3 whisHE 3wt @ Frec

g Lina Business client centre ) (7)) (@) (& Mobite Rdc  Sign owt

Messages » Administrator options = Session summary.
ROC.O8EL X RESERVE AT OMATEON (106582)

o Manage users
¥ hocounis s
+ Reconcslaton of cheges
Transactions. Users search

» Tranksetiena s sign

gl
Ve Tt Lostrare: [ Fastrame:
e =

Gavarnment e

ht

» Digal geposty

) ks Poge tot1 W] 4] ¥ | M| rssqonsa
Accs Actians

pored sesswars. WGanunsts wetcaton cosu

DG MOBIE
Rox LANADS

B #uapaty K Dokta * Gonorse pazeverd @ Senorma venicabon cooa

» o Teably | Caette
¥ Lefie of e

» invesment

¥ ane

e e
» b2 uner 2 G

g noronton - Coekceseney poicy - AT of ety
© HAIORAL BAK OF CANADA

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

e - 0 x

9 e Bvking ok — . % 4o
« C O W commendaltibbne carssiComwebiivontDispatch/modUsorProfles FCModty * S n@®:
i Wk X W bNE @ s Obcachi-mignii. 3§ docmodele dornces @ BNE Zeokn e SoiE Zépin. | I il ovrent 3G userstest . witres davoris  [B] it o loche

g o Patinads Cla . sy ?) {Q) (& Moblende [+ Sign out

Messages » Administrator oplions « Session summary

Modify a user ;| Personal profile ~ R CAELIX RESERVE ALITEMATION (169548
v Gotom x CenfLAll BOCOSS0S & profiles

Parsonal profie

Accounts
Lant
First rat Paymenis:

PrTaty 6% Other

Secanary ematiSh. SreerMastage (s (T
Type: Lser
Resdomymode: | | (7
Ackass contest

Suspand access (3

) Primany emat
{1 Seconcay emallsnis

) Prmary emat
) Caaprone (@)

DID YOU KNOW?

Three roles are available for ‘Digital Deposits’:
> Reporting role: Allows the user toview and generate reports related to the digital deposit platform.
> Depositor: Allows the user to create or modify apending deposit.

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

Please note that each role grants access to the archive functions for cheques and deposits within the platform.
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Managing Locations:

> Below the ‘Roles for Digital Deposits’ table is the ‘Locations for Digital
Deposits’ section, which allows you to assign one or more locations to the specific user
you are modifying. When a location is assigned to a user, they can perform the actions
associated with their role(s) only in the accounts included in that location.

> Check/uncheck the boxes for the locations you wish to assign/unassign to specific 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

x o+

Assigh  Loeauon Name.

“Xellde Sccounts, pieaseunchack mem fiom e it

D=
&

cs | [ Uisicde lectire

234-Quetbos

zzzzzzz

‘compie secondaire

Compte®:

PrInCinal GRCoun for depasts

Compee en deises americaines

‘account used 10f FORD MOTOR CREDIT eigial

degosits

Reports

3

> 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.

not Banking Solutions — B X

C O & commercial-ti-bbncca/SBICamWeb/EventDispatch/modUserProfile

» Retrieve
Other services

» Cheque images v
» Order cheques L

Reports

Generate

» Stop payment Reporting oie -
» PAD-Refusal
» Credit (aterence DapoRRor
» Lottar of credit Deposit reviewsr
» investment
» More
 Add @ user
acations for digital deposits

) To exciude accounts. pleascuncheck them fom the kst

€ wAISHE P8 widBNE @ Frocesws Migntio. 38 Docarchi- migrati. @€ doc i

Create / Modify

s BNE Zoplin o SBE- Zephn S8 ud envtest 8 scers tost " fustres £

Deposits Rasaarch
Approve / Transmit Initiate

Assign Location Name Accounts
= 234-Québec View
Access o (he previcus digital deposits platiorm

) 11 no longer posaibie to make digital eposils from the previous plalform. You can only review (eparts, Conduet ROAICH and MANAGE LUSers.

Atlowed roles

Repaorts |

Repon Viewet
Operater

Seil Gperator
Supervisor

v Gontvm X Cancel | 2 1l | & Pl

LoaoLintmans

Create /' Modify

Deposits

Approve { Transmit Assign 1o anclher user

- SANtACILANTY nokoy - ABLS ST SacUnsY,
© HATIONAL BANK OF CANABA

(-]
R-2

=] 3

> @

B Viste de lecture

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.

>
>

/A DONOT DOWNLOAD

Click on ‘Administrator Options’
Click on ‘Manage Locations’

» Accounts
» Recendiliation of cheques,

ZHep| & Prnt

Transactions
» Transactions to sign Users
» Payments.
» Interac e Transter® Adda smer
» Govemment remitiances Manage users
» Fund ransters

Ordec SecuriD passkeys (7)
#Wire transtets.

» Fareign exchange
» Dighal deposits

» Salary deposits

Availabie documents

» Transaction update
» Manage biliers /

Manage documents (%)
View history of document managemens (7)

teneficlanies

Account statement /

sheque Digital deposits
» View | Download
» Reti

Retrieve. B

Other services View the it

# Cheque images
» Order cheques
» Stop payment

» PAD-Refusa

» Credit reference
» Leter of efeait

Qthers

Intorac c-Transfer © profie

» Investment Order cheues
o Manage alerts
 Add o user Manage accounts (2)

Open a Business Bank Account

View consent (7

car

and seiect Digital deposzs (moble).

w Soltions— B X 4

<« C O @& commercial-ti-b.bac.ca/SBIComWeb/EventDispatch/administration

3 applicstions 3¢ wikiSBIE 38 wikiBNF b Processus Migratio.. 8 Dot acchi < migrall. 8 doc modic donnees
BADTM- | ( Business client centre £ )

s Administrator options

o - T %
P ET Y
& BNEZophn o SHIE-Zepln 3 wilenvied 8 wicrstest . Auties favoris (B Lste delottne
(?) (@) (A MobileRde | + Sign out

Messages « Administrator options = Session summary

ROC-OBELX RESTRVE AUTOMATION (108569)

(i) The consent of an authorized business administralor is required 1o make digial cheque depasits Using the NBG mobile app. To view the Temms of use for the Deposit 3 cheqes fealure please go o My profil, under View my profie
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>  Click on ‘Add a Location’.
> Type in the name for the new location you wish to create (max 15 characters)

Mg Intermet Banking Soiutio

Summaries
¥ Accounis
» Reconciliation of cheques

Transactions
» Transactions to sign

» Payments

» Interac e-Transfer®

* Government remittances
¥ Fund transters

» Wire transfers

* Foreign exchange

» Dighal depashs.

¥ Salary deposhts

» Transaction update
» Manage billers /
beneficiaries

Account statement /
cheque

» View | Downioad

» Retrieve

Other services
» Cheque Images
+ rder cheques
» Siop payment

» PAD-Refusal

» Credit reference
» Letter of credit

» Investment

» More

» Add a user

—B X 4

Manage locations

2hei | @ Pt

@ - o0 x

€& C O & commercial-ti-bbnc.ca/SBIComWeb/EventDispatch/rdchManagesitess 7CrdesiteList w S @
R wkispie 2 wiki BNE @ Processus Migratio.. @ Docarchi - migr 2 docmodele donnees 4 BNE Zeglin & SBIE- Zeplin 38 urlenviest P userstest - Hurtres favoris [E] Uiste de lacture
- w,(c s ( Business client centre = ) (2 (& MobileRde | [ Signout

Messages » Administrator options s Session summary

RDGC-ORFL X RESERVE AUTOMATION (109688)

(i) You can adc locations 1o regroup your Bccounts for your digital deposits.

ge losations

+ Add a location

List of locations

Name

Search:

4 Action

234-:Québec

& Modity X Delote

Showing 1 to 1 of 1 entries

2 Helo | & Print

Leoal informaten - Ce tinjity policy - ABC's
S 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.

9. ot i Sokors—Bu X | e - & %
<« C O & commerial-ti-b.bnc.ca/SBIComWeb/EventDispatch/rdcManagesites%7Craesite * 2 @
HE Agplicstions. 98 whi Bt € wiki BNE @ Proces 2 Docarchi- migratl.. € docmo - Autres favorss | (8] Listedo lecture
g aniora ( s client centre 3 ) (2) ) (& mobile Rec * Sign out

Messages » Administrator options » Sesslon summary
fre— Add a location ROC.0BELIX RESERVE AUTOMATION (103535)
» Accaunts 2 Er
» Reconcllation of cheques
Mansactons (D) A 3 b wasrn w8 s s e e
» Transactions o sign

- A Wirorination
+ Govermment remirances
» Fund arters Name
» Wi transters
K Fomn ey InKed accounis
+ Digna deposits 8 A
» Satary deposits Link 2l aceounts | Do not ik any accounts
» Transacton updale:
» Manago bilers
benetitares
Account statement |
che Account number 4 Account name Currency Link
» View Downioaa
» Retneve = =
0006-000131-0038723 compte secondaira cAp T
Other services:
+ Chegue mages 0008-00031-0081020 Principal account for deposits cap
» Order cheques
» St paymens
» S0 pamere ARRORIR | s ior D GO SRR TG &5 5
» Craat reterence
+Lonercecieat 0006.000%1-0283065 Compto en dovises amdicainas uso 5
» ivestment
» vore 0008:14151-2111524 Compto 8 cAD ‘
» Add ausec
Showing 1 10 5 of 5 en
v Gontim xcancet |
ek &P
Looainfoumion - Confientay ol - ARG of secusy
© NATIONAL EANK G5 GANAEA
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Modify a Location

> Underthe ‘Administrator Options’, click on ‘Manage Location’.

» Wice ranslers
+ Foreign exchange

D m—m——— o - %
“ C O & commerciabti-bbnccassicomweb/eventDispatch/administration X ]
i Application 2 wikiBNT @ Froressis Migratio. gl & N 7cplin @ S % B kot
g nonar | ( Business client centre 4 ) ' (A MotieRrde ) [ signout
Massagos » Administrator options s Session summary
e Administrator options ROC-00ELIX RESCRVE AUTOMATION (1008631
+ Accounts Tiwp| & o
» Reconciiation of cheques. |~
Tansactions
» Transactiont to sign AR
» Payments
» Intevac e-Transted® Acd auser
» Govemmen;remitances  Manage usess
+ Fund ransfors Orgler SaunD paRskeys

+ Dignai geposts e sy

Sy it Availabie dneuments

» Transaztion upaate Manage soruments (3)

» Manage: blers | < . (
beneficiaries Mew history of doct 2
‘Account statement |
Sy jital doposits

+ View | Diownload.

» Retieve i
Other services. View the limifs

» Cheque images

¥ Order cheques.

+ Siap payment _—

» PAD-Rets HEe

» Credil reference "

e A o

 Letter of creat R,

» Inyestment Orer chesiies

+ tore Mansge aicris

» Adcd 3 user Manage acoounts (7

Open a Business Bank Account
View consent (7)
(3) The consentof an adminisiraios Is te digital cheque using the NBG mebile app. To view the Tarms of use for the Daposit @ chaqus leature please go lo My profie, under iew my profis
and select Digital deposits (mobie).

> Click on ‘Modify’ next to the location you wish to modify.

[ T e —

P Manage locations

» Reconcliation of cheques

2o &Pt

» Transactions 1o sign

» Payments

¥ Interac e-Transfer® Manage localions

» Governmen remmances

» Fund transiers + Add alocation

¥ Wire transfers

» Forelgn exchange

» Dighal deposts

¥ Salary deposits

» Transaction updale

» Manage biiers |
beneficiaries

List of locations

Account statement |
cheque Name
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(i) You can add ccalions 1o fegroup your accounts for your digial depasis.

) (& MoblleRde |  [+Signout

Messages s Administrator options s Session summary
ROC.OBEL X RESERVE AUTCMATION (106583)

Search

4 Action

¥ View / Downioad
#isheis 234-Ousbec

& Modity X Dolete

» Ghegue images Showing 1 1o 1 of 1 entries
» Order cheques

» Stop payment

» PAD-Refusal 2Hely | & Pt

¥ Credn reterence

» Letter of credit

» Investment

» More

» Add a user
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> Modify the name and/or the accounts you wish to include in the location and click on ‘Confirm’.

B intorrict Banking Sottions — B X = e - B X
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2help| & Print

Legal informasion - Confidentality pokc - ABCs of sacurity
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Deleting a Location

> Underthe ‘Administrator Options’, click on ‘Manage Location’.
> Click on ‘Delete’ next to the location you wish to delete.
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» Reconcliation of cheques
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» Transaction update
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» View | Download
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» Stop payment
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¥ Credit reterence
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» Add a user

Lagat informaton - Canfisentalty poicy
5 NATIONAL BANK OF GA

B of sacurty

oA
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View Deposit Limits

Different limits are applied to your profile when you sign up for ‘Digital Depots’. These include
a business limit, a daily limit, a limit per deposited item, and a maximum number of items per
deposit.

To view this information, please follow the steps below:

> Click on ‘Administrator Options’.

-'B‘:L',?“‘L | ( Business client centre $ ) (?) (2) (A MobleRdc | [ Signout

Messages = Administrator options = Sesslon summary

ROC-OBELIX RESERVE AUTOMATION (109555}
e KO10504 a1 1 55 PM T
» Aceounts v iier EEwpon THep & Pont s atuoss al
» Reconciiation of cheques
Transactions T Show tofsls| a y balance | o R I o Manag: | {4 View documents|
» Transactions to sign
Commercial Accounts. Summary dated of: 2021.05.04 af 1:56 PM ET

FORD MY TOR GRETNT 1,360,356 73 GAD 2360856 FICAD A Transoctions

o FORD MOTOR CREDIT 0249018 USD €2699090USD A imrmactinn
posits
» Salary deposits
:!rmacnm update LA Lkt o Cratit Abtiaits Summary datid of. 2021-05-04 ot 1:56 PM ET
05031008 M2ERTD BOYSEN MICHAL Ling of Crede 0.00 CAD

e
» View / Down'oad
» Retrieve

Other services
» Cheque images
» Ordler cheques
b Stop payment
ey vl ETxol Pl & Finl
» Cred
b Let
» Investment
» blore
Add

s

it - Contali -AlCuet
© NATIONAL BANK OF CANADA

> Click on ‘View Limits’ in the ‘Digital Deposits’ section.

O v g Sucxr=b. % ok 0 - 3 % 0 i g S X ¥ e - 0 x
Y & TE
" L ¥ TR i x X e Ui

) (& vostarde o

2] () (A Moblea: * Sign ot

WMessages.« Adminlstrator option

oo e

s e ol o5 T viow e T o e : Dnpost e et g o o My srol coder Vi oy profie.

¥ e Opew s ot

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 by using the
il e refresh page icon.

o > Click on the ‘Update’ button again.

Opening the App
The Digital Deposits’ option isn’t displayed
correctly/looks different:
I L2 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

If the following error message appears: o ) )
> Close the ‘Digital Deposit’ page (click on the "x").

S s L ——

> Relaunch the application from the Online banking
for business 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 ) i )
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.

If the following error message appears:

g > 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.

P e
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Deposits

Unable to 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 the system does not recognize the cheque
because the scanner is unable to read the MICR line.
The MICR fields, typically visible at the bottom of the
cheque and online, are not displayed, which causes an
error.

> Remove the cheque by clicking ‘Remove Cheque’ and try
scanning it again.

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

> As needed, contact ‘Customer Service’.

All items have been scanned, but the system still shows
“Scanning in progress.”

('\ Seanning..

> 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:

Sconner 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 itagain.

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 amountin the
‘Amount’ field and click onthe ‘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.

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.

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
(e.g., the cheque amount does not match the entered amount, the item is ineligible, or a
duplicate is detected), the deposit will be subject to an adjustment. In such cases, you will
receive an adjustment notice by 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 P1L6V7

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 Ti it A t# D it ISN D it A t .
eposit Transi ccoun eposi eposit Amoun’ Recaivad

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 535,01 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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& Appendix D — Change Scanner

If you wish to make deposits using a different scanner model, you can install the
corresponding driver to enable its use. Click the ‘Settings’ button and then click the
‘Change Cheques Scanner’ option.

NATIONAL Digital Deposit Logged in as: eritr344)
BANK

Make a Deposit  Review Deposits @  Generate Reports Settings #

Changa Cheque Scanner

Click on an account to start deposit

Accounts for 001-montreal Deposit History

Description 1z Account Number Expand filter and sorting control W

> You will need to select the correct driver for your scanner and follow the installation instructions.
In order 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> ¥ 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 store
the original documents in a secure location. We recommend keeping these documents in a
locked, preferably fireproof space, accessible only to authorized personnel.

Original cheques must be stored in a secure location for a reasonable period following their
submission via digital deposit. We recommend retaining the originals for 15 to 20 business
days before securely destroying them.

Once an item has been scanned, even though the Digital Deposit solution can detect
duplicates over a 180-day period, we recommend adding a note to the cheque indicating that
it has been deposited electronically (e.g., “deposited electronically”). This helps 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?
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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 chosen to destroy them 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

vV V V V V V

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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