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Corporate Capture21- Getting Started
Corporate Capture21, or CC21, is remote deposit software. CC21 uses scanned check images
alongside CAR/LAR technology to allow merchants to deposit directly to a bank account.
CAR/LAR technology will read the amount on the check and then record the amount the system
reads. If CAR/LAR is unsure of the amount, it will record $0.00, requiring manual input of the
amount. Editing amounts is discussed in the Editing Transactions section of this manual.

Merchant Functions
Logging on
To log into CC21:
1. Navigate to the CC21 log in page via Internet Explorer or Firefox.
2. Enter the Account ID (M followed by your merchant number), User ID, and Password.
NOTE: These will be provided to you the first time you log on. You may be prompted to
change your password the first time you log on.
3. Click Log In or press Enter.
NOTE: If you click the Remember Me check box, your Account ID and User ID will
automatically display the next time you log on. Make sure “cookies” are enabled for the
browser.

NOTE: Your merchant location will receive one administrator level user ID. Please use this ID
ONLY for setting up new users and security protocols. This User ID SHOULD NOT be used to
perform daily transactions.
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Phone Factor Authentication
Phone Factor Authentication is an extra security measure required by DCI. To utilize this feature,
log on following the logging on procedures. A message will display with a PIN. You will then
need to follow these steps:
1. Click Continue.
2. When the phone rings, answer it.
3. Enter the PIN from the displayed message followed by the # sign.
4. You will be auto-logged into CC21 and may hang up the phone.

NOTE: If using a mobile phone with a touchscreen, the keypad will need to be selected before
the phone message prompting for the PIN ends. If the keypad is selected after the message ends,
the system will read the selection of the keypad as part of the PIN and will not allow you to
proceed.
If your phone number for Phone Factor Authentication has not been specified, you will see the
message below when trying to log on. In this case, contact a supervisor with Administrative
capabilities and have them add a phone number to your user information.
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Security Questions
Security Questions are a layer of security the bank can choose to utilize. If the bank is using
security questions, you will be prompted to select questions and provide answers the first time
signing on. The number of questions required is bank-defined. These questions are for bank use
only, and will be used to verify your identity if you call the bank.
When the Security Questions window displays:
1. Select a question from the drop-down menu. There are 10 options.
2. Enter an answer in the answer field.
NOTE: This field will be used for verification purposes if you call the bank.
3. Repeat steps one and two until all questions and answers are completed.
4. Click Save.
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Installing Software
If your scanning software needs to be installed or updated, the software installation process will
begin automatically when you log on. If updates are required, you will be guided through the
following process:
1. A security-warning window may open. Click Save or click Install.
2. The Checking for installed components message displays.
3. A table displays with the correct software to install. Click Install for the Scanner
Interface Program.
4. Click Run when the Security Warning message displays.
NOTE: If a second security warning displays, click Save.
5. When the Setup Wizard window displays, click Next.
6. Follow the setup wizard instructions.
NOTE: If the software is already installed on the computer, two choices display. Click
one of the radio buttons so the Close button becomes available, then click Close.
7. When the Select Processor Type window displays, leave the default setting and turn off
or unplug your scanner.
8. Select the My scanner is turned off check box.
9. Click Next.
10. When the Select Installation Folder window displays, leave the default unless otherwise
directed by an IT administrator. Click Next.
11. A table will display. Repeat steps 3 and 4 for the Digital Check Scanner driver’s line
item.
12. Follow the installation steps for your brand of scanner.
13. Once the software is installed, the Installation Complete window displays. Click Finish.
You should now be on the Main Menu screen (discussed in the Main Menu section of this
manual).
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Messages
A message page displays after logging in. When you are finished reading any messages, click
Continue.
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Main Menu
Depending on your security settings, there are three possible options on the Main Menu; New
Deposit, Review Deposits, and Reports Menu.
Company and
User ID logged in

Server Time and
Cutoff Time for
deposits

Navigation Menus

New Deposit

Click this button to start making deposits.

Review Deposits

Click this button to review deposits already made.

Reports Menu

Click this button to see available reports.
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Deposits
Scanning Deposits
With the appropriate security, you will have the ability to scan items, edit them, and then send
them for deposit using CC21.
To make a new deposit:
1. Connect the scanner to the computer, if needed, and turn it on.
2. Click New Deposit from the Main Menu.
3. Select an account number from the Select Account Number drop-down menu, if
applicable.

If your bank DOES NOT require deposit tickets, skip to step 6.
4. Place the deposit ticket in the scanner based on your scanner’s directions.
5. Verify the deposit scanned correctly.
6. Complete the Enter Deposit Amount field, if required.

7. Click Continue.
8. Scan the items.
9. Enter the information for the User Fields, if required.
10. Make sure all errors are fixed. (The Show Errors Only check box is available.)

Check here to
show only error
items.

Correct any
errors.

11. Make sure the transaction is in balance.
12. If you have security, click Submit.
NOTE: You may leave the batch open all day and continue to scan checks into it.
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Deposit Details Screen
Use the Deposit Details screen to view, add, and maintain deposits. There are four different
sections on this screen: Deposit Details, All Items, Selected Item Details, and Images.

Deposit Details
The Deposit Details section displays detailed information about the batch.

Number of Checks

Displays the total number of checks scanned into the batch.

Total Amount of Checks

Displays the total dollar amount of checks scanned into the batch.

Deposit Amount

Displays the deposit amount entered on the previous screen.

Difference

Displays the difference in the deposit amount entered and the
scanned deposit amount.

Errors

Displays errors in the transaction.
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Status

Displays the status of the batch.

Account Number

Displays the banking account number the batch will be deposited
into.

Transaction Number

System-generated number for the transaction.

Bank Number

System-assigned bank number.

Merchant Number

Assigned merchant number for the bank.

Date Created

Date/Time stamp for when the transaction was created.

Created by UserID

User ID of the person who created the transaction.

Date Last Updated

Date/Time stamp for when the transaction was last maintained.

Last Updated by UserID

User ID of the last user to update the batch.

Date Approved

Date the transaction was approved.

Approved by UserID

User ID of the person who approved the transaction.

Date Submitted

Date/Time stamp for when the transaction was submitted.

Submitted By UserID

User ID of the person who submitted the transaction.

Earliest Processing Date

Earliest date available for transaction processing.

Date Extracted

Date the transaction was extracted.

Require Amount Entry

Indicates if the amount entry field is required.
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Require Ticket Scan

Indicates if you are required to scan a deposit ticket.

Pending Items

Indicates if there are pending items in the batch.

Account Key

System-generated number of the deposit account.

Limit Overidden By

User ID of the person who approved the limit override.

Limit Overidden Date

Date/Time stamp for when the limit was overidden.

Limit Errors

Indicates if there are limit errors within the batch.

Hard Errors

Inidcates if there are hard errors within the batch.

Submit

Click this button to submit a batch of transactions.

Reject

Click this button to reject a transaction item; displays grayed out.
NOTE: If the Reject button is colored, the bank rejected the
transaction. Contact the bank to determine what issues need to be
resolved.

Print

Click this button to print the Transactions and Images report.

Delete

Click this button to delete an entire batch.
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All Items
The All Items section displays all scanned items in the batch.

Refresh

Click this button to refresh the data.

Auto

Check this box for a refresh to happen automatically.
NOTE: This will be selected by default.

Show Errors Only

Check this box to display only error items in the grid.

Select

Click this link to view the transaction line’s details.

Type

Displays the type of deposit for that transaction line.

Scan Key

System-generated field.

Amount

Displays the check/deposit amount that CAR/LAR read for this
item.

Conf

Displays the confidence level CAR/LAR placed on the amount that
was read for this item.

Errors

Displays “Errors” if an error was found when processing this item.
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Selected Item Details
The Selected Item Details section displays information for the highlighted line item in the All
Items section.

Additional fields may display here.
These are User Fields, and can be
Merchant or Bank-defined. See the User
Fields section of this manual for more
information.

Errors

Displays errors associated with the item.

Warnings

Displays warnings associated with the item.

Amount

Displays the Total Deposit Amount entered. This field is
maintainable, if needed.

Aux On-Us

Displays the Aux On-Us account number, if applicable.

R/T

Displays the Routing Transit number for the item.

On-Us

Displays the account number from the check, if applicable.

Dup Accepted By

Display the User ID of the person who overrode a duplicate
warning.

Status

Displays the status of the scanner.

Source

Displays the source of the transaction.

Item Type

Displays the type of transaction item.
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Scan Key

System-generated field.

Item Number

System-generated item number.

Transaction Number

Transaction number tied to this item.

Scan Date

Date/Time stamp for when the item was scanned.

Scan User

User ID of the person who scanned the item.

Override User

User ID of the person who entered an override on the item.

Scanned MICR

Scanned MICR line that was read.

OCR MICR

MICR line that was read by OCR.

Final MICR

Final MICR line, including any changes that were made.

EPC

EPC that was read.

OCR Amount

Amount that was read by OCR.

OCR Amt Confidence

Confidence level assigned to the transaction amount.

OCR Amt Threshold

Threshold level assigned to the transaction amount.

OCR MICR Confidence

Confidence level assigned to the MICR line.

OCR MICR Threshold

Threshold level assigned to the MICR line.

OCR Processed Date

Date/Time stamp for when the transaction was scanned.

Save

Click this button to save any changes.
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Delete

Click this button to delete the highlighted transaction line item.

Rescan Item

Click this button to rescan the deposit slip.
NOTE: This button will only be available if a deposit slip is
required.

Override

Click this button to override a displayed error message.
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Images
The Images section allows you to view the image for the highlighted line item in the All Items
section.

Side

Select the side of the check to view from this drop-down.

Zoom In

Click this button to zoom in on the image.

Zoom Out

Click this button to zoom out of the image.

Reset

Click this button to return to the image’s original size.
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Editing Transactions
Duplicate Error Messages
CC21 is set to detect when duplicate checks are scanned.
To handle duplicate items:

1. Select the transaction line item in the All Items section.

2. Verify the image is a duplicate. Click View Duplicates for a side-by-side comparison.

3. Click Go Back to return to the Deposit Details screen.
4. If it is a duplicate item, click Delete.
5. If the item is not a duplicate check, contact your bank to override the error.
6. Click Save.
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Other Errors
Additional error messages or warnings may display. This manual will not cover all error
messages you may see. Use the following steps to deal with other warnings or errors:
1. Select the transaction line item in the All Items section.

2. Determine what the error or warning message refers to. In the image below, there is an
Invalid R/T number and an Excessive Skew.

3. Correct the errors. In this case, begin by fixing the routing number.
4. Click Save.
5. If the error message is refering to the quality of the image, ex. Excessive Skew, then DCI
recommends clicking Delete.
Delete or rescan
poorly scanned
items.

6. Rescan the deleted item.
7. If the item is acceptable and you have security, click Override.
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Out of Balance Transactions
If a transaction is out of balance, you will not be able to submit it.
To fix an out of balance transaction:
1. Determine why the transaction is out of balance. In this example, there was an extra
check scanned that was not included in the original deposit amount.

2. Select the line item that is causing the offage. In this example the original deposit amount
needs to be updated.

3. Make any neccssary corrections using the Selected Item Details section. For this
example, the amount was maintined to bring the transaction in balance.

4. Select the appropriate button to maintain the out of balance situation. For this example,
click Save.
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5. If the transaction is complete, and you have security, you may click Submit.

User Fields
User Fields are merchant-defined or bank-defined fields. These fields are optional. Up to 10 User
Fields are available for each deposit account. These fields can be defined at a check or deposit
level.
Check Level
 If defined at a check level, the User Fields will display on each individual check. Ex: The
merchant can enter customer account numbers.
Deposit Level
 If defined at a deposit level, the User Fields will display once for the deposit transaction.
Ex: If the merchant has multiple locations, this field can be used to note the location or
store number.
NOTE: If you or your merchants would like to implement User Fields, please contact DCI
Customer Support for assistance in setting them up.
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Reviewing Deposits
When reviewing a deposit, you will be able to maintain the deposit, add more items to the
deposit, and submit the deposit if you have the appropriate security.
To review a deposit:
1. Navigate to the Review Deposits screen, Deposits  Review Deposits, or click Review
Deposits from the Main Menu.
2. Use the Search fields to filter the results.
3. Click Search.
4. Click Select next to the transaction to view.
5. Maintain the transaction, scan additional items, or submit the transaction. (Refer to
Scanning Deposits or Editing Transactions for directions.)

Displays total figures for
all combined transactions.

NOTE: Click Checks to view a list of checks instead of transactions.
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Users
Adding New Users
Your merchant location may be given the authority to set up new users by your bank. If you have
the appropriate security:
1. Log in using your merchant location’s administrative password.
2. Navigate to the Users screen. Settings  Users
3. Click New.
NOTE: You may copy an existing user by selecting the user in the list and then clicking
Copy. Maintain the new user as needed.
4. Select the appropriate Function Group, MERCHSCAN.
5. Set the appropriate status.
NOTE: To force the user to change their password during the first log on, set this field
to Expired.
6. Enter the new user’s ID.
7. Enter the user’s password.
8. Confirm the user’s password.
9. Enter the user’s first name.
10. Enter the user’s last name.
11. If desired, enter the user’s Phone, Fax, and Email.
12. Enter the PhoneFactor Phone and Extension.
13. If this user is the primary contact, select the Primary Contact User check box.
14. Click Save.

Search using the
search fields.

Deleting Users
1.
2.
3.
4.

Navigate to the Users screen. Settings  Users
Click the Select link next to the appropriate user.
Click Delete.
Confirm the deletion when the message displays.
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User Security Questions
You may maintain your security questions at any point. Each question must have a value and an
answer.
1.
2.
3.
4.

Navigate to the Security Questions screen. Settings  Security Questions
Maintain the question.
Maintain the answer.
Click Save.
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Reports
Viewing CC21 Reports
1. Navigate to the Reports menu. Click Reports Menu from the Main Menu, or click the
Reports navigation menu.
2. Click Select next to the report to view.

3. Enter the date range to view.
4. Click Run Report.

Click here to change the
date range that was input.

Use the arrow icons to
navigate from page to page.

Open the dropdown menu to
view the report in
Excel, PDF, or
Word formats.
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Transaction Detail Report
This report is separated by deposit, and displays each item within the deposit.

Transactions and Images
This report is similar to the one above, but includes all line item images.
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User Defined Field Report
This report displays deposit accounts by individual check.

Deposits with User Fields
This report displays transactions containing the User Fields.

Transaction Recap Report
This report displays a snapshot of all transactions and their statuses.
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Extract Report
This report displays transactions that are in a submitted status and are ready for extract.

Extract Summary Report
This report displays transactions that have been extracted.

Transaction Summary Report
This report is separated by merchant, and lists combined totals for all transactions.
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OCR Statistics Report
This report lists overall statistics for Optical Character Recognition (OCR).

User/Accounts Report
This report is separated by merchant location, and displays account information settings.
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Merchants/Users Report
This report is separated by user, and displays account settings.

Accounts/Users Report
This report is separated by account number, and displays user ID’s who can access the account.
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For more information about DCI Education classes, go to our website at
www.datacenterinc.com and log into the Just for Customers area.

