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Administrator Guide: Synovus Gateway Remote Deposit

To provide Synovus Gateway Remote Deposit access to a user:

Note: This action may only be performed by your organization’s Primary Administrator.

To add a user, navigate to the Synovus Gateway Home page, and select Manage Users > Users.
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@ Help

&% sewings v
@ Locations

CJ  contactus

D—- Log Off

Home

d Financial Tools

Take the work out of staying on top of your finances.

ACCOUNTS &

US GOVT CHECKING *1118 :
Available Balance $216,467.14
CORRESPONDENT SWEEP *8641 E
Current Balance $67,181.00
COMMERCIAL CHECKING *1713

Available Balance $7,053.86
COMMERCIAL CHECKING *2005 E
Available Balance $149,980.05

DESA BUSINESS MASTER *5764
Available Balance $990,909.30

Get Started

BUS INT CHECKING *8639

Current Balance $1,199,934 28
PREFERRED ACCOUNT *8640 :
Current Balance $904,039.82

COMMERCIAL CHECKING *2003

Available Balance $109,975.48
COMMERCIAL CHECKING *5761 :
Available Balance $309,473.68
DUE TO BANKS *5762 :
Available Balance $1,356,632.12

Good Morning, !

APPROVALS
NEEDED

4

All caught up! No approvals
needed

LOCKED LOGINS -~

o]
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No locked logins

View all users

User Management will display. Select Add User.

SYNovuUs Se—

7} Home

= pessages
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Services v
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‘%3 Manage Users ~

Manage Portal Access

User Management

User Email Address Last login
Anna Adams @synovus.com 2 hours ago
Cali Adams @synovus.com 14 days ago
Hoyt Walker @synovus.com 9 days ago
Jake Reeves )synovus.com 9 days ago
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Complete both Personal Details and Login Details sections. Then, select Save New User Details.

Please note: In the following examples, “Tester RDC” reflects the customer’s name and all other instances
of “RDC” within the application appear as an acronym for “Remote Deposit Capture” as a general
reference.

SYNOVUS cosron

i} Home
E’ Messages

B Transactions

New User Details

PERSONAL DETAILS

First Name Last Name Email Address
Payments v
Tester RDC @synovus.com
Deposits
Phone Country Phone
Services v
United States \V | -8615
&  statements
o M
) anage Users ~

LOGIN DETAILS

_ Login ID Password Confirm Password

Manage Portal Access TestRDC L eeeeeeeee ] seeseeeee |
@ Help
{@} Settings v
Discard New User Details Save New User Details
@ Locations 1
Q Contact Us
(3> rogoff

Message ‘The User has been saved’ will display. Select Close.

Save User

The user has been saved
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Next, the Primary Administrator will need to provide account access for the new user. Select Accounts.

Good Afternoon,

i} Home
Tester RDC
E’ Messages User Policy @
=5  Transactions r——
Overview Features Accounts
Payments
Deposits tion ‘ ~ Per Account Approval 5
Approval Limit Per Day Approval Limits Per Month Approval Limits sl Draft Approve ew
Services
Account 9,999,999/ 9,999,999 / 999,999 / !
& staements Transfer $99.999.99999 (59 999,999,999.99 $999,999,999,999.99 $9,999,999,999.99 =4 v oy
& Manage Users ACH 5 99,999/ 9,999,999 / 99,999 /
Collection 99.999.99999 499 999,999,999.99 $999,999,999,999.99 $9,999,999,999.99 N v i
@ Help
ACH 999,999 / 9,999,999 / 99,999 /
&% sewings Payments $99999.99999 499 999.999,999.99 $999,999,999,999.99 $9,999,999,999.99 « ¥ own
@ Locations Bill Payment
C) contactus 999,999 / 9,999,999 / 99,999/
payroll $99,999,999.99 g S !
s 2 $99,999,999,999.99 $999,999,999,999.99 $9,999,999,999.99 o d KNG
Go Log Off
Stop Pavment 999,999 9999999 999,999 Qun

Available accounts will display.

Good Afternoon,

7} Home
Tester RDC
=2 Messages User Policy @
B  Transactions v .
Overview Features Accounts
Payments v
Deposits _
£ ACCOUNTS ©
Services v
Q number or
Statements
- Hide unassigned accounts
& Manage Users v
Number Name View | Deposit || Withdraw |
@ Help
#2003 COMMERCIAL CHECKING o o o
{(:\9} Settings v
*2005 COMMERCIAL CHECKING
®  Locations @ @
*2006 BUSINESS SAVINGS
C)  contactus (%) (%) @
& Logoif #1713 COMMERCIAL CHECKING o o o
*1715 PRO BUSINESS CHECKIN
@ @ @
*1714 BUSINESS SAVINGS
@ @ @
*1716 COMMERCIAL LOANS @ ® [ﬁ
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Select the desired accounts and select Save.

SYNOVUS S

m Home R
Tester RDC E

EP Messages User Policy @
B3  Transactions v

Overview Features Accounts
Payments v
O]  Deposits p
5 ACCOUNTS ©
Services v

Q  Search by name, number or label
@ Statements
= Hide unassigned accounts

(%“‘ Manage Users v

Number Name View [ Deposit |/ Withdraw [
@ Help

*2003 COMMERCIAL CHECKING

v v v

{@} Settings v

*2005 COMMERCIAL CHECKING
@ Locations v v v

*2006 BUSINESS SAVINGS
C)  contactus
(> Logoff *1713 COMMERCIAL CHECKING

The Policy Saved message will display to confirm the changes have been accepted. Select Close.

X

Policy Saved

Paolicy changes have been accepred.

Close
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Select Manage Users > Manage Portal Access.

APPROVALS
Home S NEEDED
EP Messages
B  Transactons ~ : i v
& Financial Tools
Take the work out of staying on top of your finances
Payments o All caught up! No approvals
needed
Deposis ACCOUNTS & N
HEEEE M . . LOCKED LOGINS
US GOWT CHECKING *1118 H BUS INT CHECKING *8639 H
E| Statements Available Balance $216,457.14 Current Balance $1,199,934.28 o
oo (]
fo] Manage Users ~
No locked logins
Users CORRESPONDENT SWEEP *8641 : PREFERRED ACCOUNT *85640 H
Current Balance $67,181.00 Current Balance $904,033.82 View all users
Manage Portal Access
Hel H H
@ =l | COMMERCIAL CHECKING #1713 H | COMMERCIAL CHECKING *2003 H
Available Balance $7,053.86 Available Balance $109,975.48
{@} Settings
@ Locations.
COMMERCIAL CHECKING *2005 : COMMERCIAL CHECKING *5761 .
Q Contact Us Available Balance $149,980.05 Available Balance $300,473.68
G- Log Off
DESA BUSINESS MASTER *5764 H DUE TO BANKS *5762 H
Available Balance $990,909.30 Available Balance $1,356,632.12

The Manage Portal Access page will display. Next, to Select User, select drop down and click on the user’s
name.

SYNOVUS s,

i} Home
MANAGE PORTAL ACCESS
E’ Messages Manage User’s additional access
B  Transactions v
Selected User: —_—
Payments v
y v
Deposits Adams, Troy - — -
Services v Adams, Penny
[% Statements Walker, Hoyt
‘%5 Manage Users ~ Adams, Anna
Users Test1, Test
Manage Portal Access Test, Susan
—_—
Help RDC, Tester -

Settings v

Contact Us

®
&
©  Locations
=)
E

Log Off
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The selected user’s name will populate in the field. Select the drop down next to Remote Deposit Access.

SYNOvUS g

G s MANAGE PORTAL ACCESS
IZP Messages Manage User’s additional access
3 Transactions 3
Selected User: RDC, Tester
RS M RDC, Tester \/
Deposits
e i POSITIVE PAY/ACH REPORTING LINK v
&  statements
&8 Manage Users ~ REMOTE DEPOSIT ACCESS Y

Users

Manage Portal Access

Help

Settings v

Contact Us

@
&
®  Locations
o
G

Log Off

Remote Deposit Access will expand.

SYNOVUS Goa aroon

Home
@ MANAGE PORTAL ACCESS

IEP Messages Manage User’s additional access

B Transactions v

Selected User: RDC, Tester

Bayments ¥ RDC, Tester v

Deposits

Services v

POSITIVE PAY/ACH REPORTING LINK Y4
@ Statements
08 panage Users . REMOTE DEPOSIT ACCESS A
s Link a user to Remote Deposit access. This will allow them to directly access Remote Deposit. All fields are required.

Online Banking Login Name RDC Login Name

Help

Locations

Contact Us

@
& settings v
Q
(]

(> Logoff
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Enter RDC Login Name and select Save.

Note: “RDC Login Name” is the same as Synovus Gateway Login Name.

SYNovus o

G o MANAGE PORTAL ACCESS
E’ Messages Manage User’s additional access
B Transactions v

Selected User: RDC, Tester

Payments v

RDC, Tester i

Deposits

R - POSITIVE PAY/ACH REPORTING LINK b

E  statements

&8 Manage Users v REMOTE DEPOSIT ACCESS AN
Users

Your changes have not been saved

Manage Portal Access

Link a user to Remote Deposit access. This will allow them to directly access Remote Deposit. Al fields are required

@ Help

{@} Settings Y Online Banking Login Name RDC Login Name
TestRDC

@ Locations

[:—} Log Off

The following message will display for confirmation. Select Close.

Success!

Remaote Deposit Successfully Updated

Close
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Select Deposits.

:

Home

MANAGE PORTAL ACCESS

Good Afternoon,

E’ Messages Manage User’s additional access
S Transactions v
Selected User: RDC, Tester
Payments > RDC, Tester v
Deposits
Services v
POSITIVE PAY/ACH REPORTING LINK Y4
g Statements
88 Manage Users . REMOTE DEPOSIT ACCESS v
@ Help
% semings v
@ Locations
C) contactus
B Log Off
The Home page of Synovus Gateway Remote Deposit will display.
Synewus Financial Corp. X @ Dashboars X 4+ = o X
C @ smartpay.profitstars.com/business/#/dashboard * U 6
SYNOVUS Q search  Fishingdlife & Administrator Thu, Nov 05
@ Dashboard DenSped
(3 Transactions Overview ~
08  Admin = Configure the dashboard display by clicking the settings lcon o
E Reports
Welcome News
Thursday, November 5, 2020
You are cutrently logged in to the Fishingdiife online systom.
Current Transaction Summary A
Below Is a summary of the pr s 60 days of tr as of 9672020, or et the status to view Its definition. Selecting a status link will navigate a
eport of of that type, may tho date as nece: xport, andiot print th Y.
Status Debit Count Debit Amount Credit Count Credit Amount
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Select Admin > Users. All users with access to Synovus Gateway Remote Deposit will be displayed. To add

your new user, from Add User, select Business User.

SYNOVUS

<« C @ smartpay.profitstars.com/business/#/admin/users * O 6
SYNOV[ S & Admin Q Search Fishingdlife & Administrator ~ Thu, Nov 05
@ Dashboard e
Merchant Users Pageloft, 25Per Page v o &=
(@) Transactions Records 1102 of 2
. View  Edit  User Name Full Name Enabled Auth Caller Locked
o°4 Admin ¥ Filters
el e admin Administrator Enabled Enabled
> Users = el 4 Test123Friday Test Enabled Disabled
> Roles
User Name
E Reports Q
Full Name
Q
©f Admin Q Ssearch Fishingdlife & Administrator Thu, Nov 05

@ Oashboard

Merchant Users
{8 Transactions

Page 1011,
Records 110 2 0f 2

\. <

View  Edit  User Name Full Name Enabled Auth Caller
Admin % Filters
- s sdmin Administrator Enabled Enabled
> Users - ”, Test123Friday Test Enabled Disabled
> Rol
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Add User Settings will display.

oz

Enabled Authorized
Caller

Full Name

User Name

User Location

02 Onfine 10

Email Address

Auto Disable

Vst Aubh Amanint

Enabled Privilege

Customer Services

Reports

SYNOVUS 6 Admin Q search  Fishingdle & Administrator Thu, Nov 05
@ Dashboard oo
@ Add User Settings Privileges for this User

ransactions

Provide the information for: Full Name = First and Last Name; User Name = Login Name; Synovus Gateway
Online ID = Login Name; Email Address (allows User to receive email notifications about closed deposits).
Under Privileges for this User, select Customer Services, Reports, and at bottom select Add.

SyNOovus

o5 Admin

Q search  Fishingdlife & Administrator

Thu, Nov 05

@ Dashboard

Add User Settings

Enabled B Authorized
Caller

Full Name

User Name

User Location

©2 Online 1D

Email Address

Auto Dizable

Peinl Avth Arvaiims

Privileges for this User

Enabled Privilege

[ v] Customer Services
[ v] Reports
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The section with Roles and Locations will display to complete the setup.

Note: Disregard the password information at the bottom of page. The user will not use this password;
authentication occurs during the initial log in to Synovus Gateway.

SYNO‘}‘ S o Admin Q search Fishingdlife & Administrator Thu, Nov 05
@ Dashboard gl / User acded successtully
® Update User Settings Privileges for this User Roles within the Customer Services Piidlona e
Transactions
5 Enabled Privilege o .
Admin v €2 Enabied B Autrorized Roles within the Reports Privilege v
Calier u Customer Services
5
Full Name Locations for this User v
Reports (2]
>  Role RG
. Uzer Name
B ceoons
User Location
02 Online ID
Email Address
Auto Disable
Pernt Asts Aramsione -
Temporary Password Ywig 4575 Kb Copy Password IS Copy Password Resaet Link m m

Under Roles within the Customer Services Privilege, select RDC Admin (allows the user to create
transaction, delete, and close deposits for processing) and Credit and Debits PDF (allows the user to
create a PDF report of deposited check images).
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Under Locations for this User, select the required Location Name.
Select Update.

SYNO‘r[ IS o Admin Q Search  Fishingdlife & Administrater ~  Thu, May 27
@& Dashboard e
Update User Settings Privileges for this User Roles within the Customer Services Privilege ~
Transactions
. Enabled  Privilege Ensbled  Role Name Description
Admin Enabled Authorized Caller
Customer Services Accounting All Reporting Functionality
R Full Name
Reports l RDC Admin I Remote Deposit Complete Administrator
>
User Name
E Reporis RDC User Remote Deposit Complete User
User Location Reconciliation Repart Allow User to view Reconciliation Report
Customer Data Privacy User can view the page, generate report, and forget customer
62 online 1D
Email Address
Roles within the Reports Privilege ~
Auto Disable Locations for this User ~
Enabled Location Name Location
Dual Auth Amount Enabled
[ B sososoacos v
Dual Auth Status
[ e |

The below message will display.

SYNOvVUS

o Admin

@ Dashbosrd

(@ Tansactions

> Roles

B oo

Users | Edit Uses

Update User Settings Privileges for this User

Enabled  Privilege
Enabled Authorized Caller
Customer Services
Full Name a
Reports
User Name

User Location

@2 online ID

Email Address

Bsynovus.com

Auto Disable

Dual Auth Amount

0

Dual Auth Status

Q Search  Fishingdlife & Adminisirator ~  Thu, May 27
o User updated successfully
Roles within the Customer Services Privilege ~
Enabled Role Name Description
Accounting All Reporting Functionality
ROC Admin Remote Deposit Complete Administrator
ROC User Remote Deposit Complete User
Reconciliation Report Allow User to view Reconciliation Report
Customer Data Privacy User can view the page, ganerats repart, and forget customer
Credits & Debits PDF Report Allow the user o View/Download the Debits & Credits PDF report
Roles within the Reports Privilege ~
Locations for this User A
Enabled Location Name Location
Enabled
9030202003 v

The user now has access to Synovus Gateway Remote Deposit.
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