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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. 

 
 

User Management will display. Select Add User. 
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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. 
 

Message ‘The User has been saved’ will display. Select Close. 
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Next, the Primary Administrator will need to provide account access for the new user. Select Accounts. 
 

 
 

Available accounts will display. 
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Select the desired accounts and select Save. 
 
 
 

 
 

The Policy Saved message will display to confirm the changes have been accepted. Select Close. 
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Select Manage Users > Manage Portal Access. 
 
 
 

 
 

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

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

 
 

Remote Deposit Access will expand. 
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Enter RDC Login Name and select Save. 

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

 

The following message will display for confirmation. Select Close. 
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   Select Deposits. 
 

 
 

The Home page of Synovus Gateway Remote Deposit will display. 
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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. 
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  Add User Settings will display. 
 

 
 

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. 
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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. 

 

 
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. 

 

The below message will display. 

 

 

The user now has access to Synovus Gateway Remote Deposit. 
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