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How	to	Deposit	Checks	with	RDC	

Special	Instructions:	Virtual	Endorsement	is	now	given	to	all	clients	by	default	–	you	will	no	longer	need	to	
endorse	checks	deposited	through	RDC.	If	you	wish	to	continue	endorsing	your	deposits	manually	please	contact	
the	bank	to	remove	this	feature.		

1. Login	into	Online	Banking
2. Navigate	to	the	“Deposit	Check”	link	under	the	Transactions	Menu

3. A	new	window	will	open,	displaying	your	RDC	Dashboard,	select	the	Transactions	Menu

4. Select	Remote	Deposit	Complete
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5. Select	Create	New	Deposit	
	

	
6. Fill	in	the	required	information	and	select	Create	

7. Place	check(s)	in	scanner	to	begin	scanning	

8. Select	the	Pencil	Icon		 	to	edit	check,	the	trash	can	icon	 	to	delete	the	check,	or	select	the	

repeat	icon	 	to	rescan	the	check.		

IMPORTANT	TO	NOTE:	Virtual	endorsements	will	not	appear	on	the	check	until	the	deposit	is	processed.		
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9. Select	Complete	Deposit	 	
10. Select	the	Deposit	you	want	to	submit	and	select	Close	Deposit(s)	

	

	

IMPORTANT	TO	NOTE:	Any	discrepancies	with	deposits	will	be	reviewed	and	any	deposits	that	require	a	total	amount	
adjustment	will	be	rejected	by	default.	If	you	wish	to	allow	deposit	adjustments	at	this	stage	please	contact	the	bank	to	
request	this	feature.		


