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REGIONS QUICK DEPOSIT SUITE 
The Regions Quick Deposit® Suite enables you to eliminate trips to your local branch by submitting deposits 
electronically to Regions from the convenience of your office using a desktop scanner, or on the go using your Apple or 
Android device with Quick Deposit Mobile. All Quick Deposit solutions – Desktop, Mobile Xpress, Mobile and 
Enterprise -- give you the ability to scan and deposit checks at your convenience, while extending the ledger deposit 
deadline from 2:00 p.m. CT to 8:00 p.m. Central Time for improved funds availability and cash flow. 

 
Regions Quick Deposit offers the following Remote Deposit Capture solutions: 

 
 Quick Deposit 

Desktop 
(traditional) 

Quick Deposit 
Xpress 

Quick Deposit 
Mobile 

Quick Deposit 
Enterprise 

 
Platform 

 
Desktop 

 
Mobile 

 
Mobile 

 
Desktop & Mobile 

Reportin
g & 
Resear

 

 
Full 

 
Basic 

 
Full 

 
Full 

Deposit Size (per 
batch) 

300 Items or 
less* 

 
5 or less** 

 
    5 or less** 300 Items or 

less for desktop 

5 Items or less 
for Mobile 

Ability to 
grant 

multiple 
 
 

 
Yes 

 
Yes 

 
Yes 

 
Yes 

 
Note: This guide is divided into two sections – Desktop and Mobile. Click on the desired topic in the table of contents 
(next page) to navigate to the desired page view. 
 
 
 
 
 
 
 
 
*For Desktop Scanner Capture, there is a three 300 check maximum per deposit, allowing up to 300 scanned checks at 
a time. For ease in the balancing process, it is recommended that batches not exceed 100 checks at a time. 

 
 

**Due to the two-step process of capturing the front and back images of the checks, it is recommended that Mobile 
Batches not exceed 5 to 10 checks at a time
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INTRODUCTION 
 

SYSTEM REQUIREMENTS 
 

The following is a list of the system requirements that enable a PC to run the Quick 
Deposit desktop application: 

 
Minimum Quick Deposit System Requirements (All desktop options): 

 
• Windows (32 or 64 bit) Operating System or Mac 

Windows XP (32 or 64 bit) or MAC OS X (10.6 “Snow Leopard” or  
version 10.7.0 or 10.7.1 or “Lion”) 

• High-speed Internet Connection 
• Adobe Flash – To download, visit: 

http://www.adobe.com/support/tlashplayer/downloads.html 
• Recommended 2.4 GHz Pentium IV processor (or equivalent) or faster 
• Minimum 1.6 GHz 
• USB 2.0 
• 2 GB of free disk space 
• 1.5 GB RAM 
• Port 80 for browser to driver communication (local host) 
• Any port available to IE for HTTPS communication (e.g. 443) 
• Disable IPv6 

 
Browser Requirements (minimums represented): 

 
• Internet Explorer® 8 and 9  
• Firefox® 10 and 11   Version 25.0.1 
• Chrome® 19   Version 31.0.1650.57 
• Safari® for Mac 5.1   Version 7.0 

 

http://www.adobe.com/support/tlashplayer/downloads.html


 

BASIC NAVIGATION 

Logging In with Regions OnePass 
 
Note: Upon initial login, all Quick Deposit users will be directed to the security challenge Registration page 
to establish personal multi-factor authentication (MFA) safeguards. Users are prompted periodically to 
enter answers to security challenge questions in order to verify identity for access  to the  Quick  Deposit  
application. This safeguard protects your company’s sensitive information from unauthorized access. 
 
Access Regions Quick Deposit using the Regions OnePass portal by entering the following URL into your Web 
browser: 
 
https://onepass.regions.com/OnePass 
 

Regions Quick Deposit also may be accessed directly from regions.com. Simply select Quick Deposit from the 
Services drop-down menu located on the regions.com home page as displayed below. You will be directed to 
the Regions OnePass login page for access. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

https://onepass.regions.com/OnePass


 

Logging in to OnePass – Existing User 

 
1. Open a new browser window.  In the address bar enter the URL 

https://onepass.regions.com/OnePass. 
2. Enter your Login ID. This is your email  

address. 
3. Enter your password. 
4. Click Login. 

 
 
 
 
 
 
 
 

5. You have successfully logged in to Regions OnePass. You will see the OnePass Landing page as 
displayed below. 

 

 
 
 

https://onepass.regions.com/OnePass


 

Logging in to Regions OnePass – First Time 

 
Note: Quick Deposit Mobile users must use a desktop computer to complete Regions  
OnePass registration when logging in for the first time. 
 
Locate the two emails from onepass@regions.com. One is an email containing a Validation Code, while the 
other email contains your Temporary Password. 
 
 
1. Go to the Regions OnePass login page 

(https://onepass.regions.com/onepass) and enter your user 
ID. Your user ID will be the email address at which you 
received the two emails (Validation Code and Temporary 
Password). 

 
2. Enter the Temporary Password emailed to you by Regions. 
 

3. Click Login. 
 

4. Your Temporary Password must now be changed. Enter your old password (which would be the Temporary 
Password from the Regions email for a first time user). 

 
5. Enter your new password. The new password must meet all the following criteria: 

a) Password must not match or contain first name. 
b) Password must not match or contain last name. 
c) Password must contain at least 2 alphabetic   

character(s). 
d) Password must be at least 6 characters long. 
e) Password must contain at least 1 lowercase  

letter(s). 
f) Password must contain at least 1 numeric  

character(s). 
g) Password must contain at least 1 uppercase 

 letter(s). 
h) Password must not be one of the 6 previous  

passwords. 
i) Password must start with an alphabetic character. 
j) Password must not match or contain the user ID. 

 
6. Confirm your new password by entering it a second time. 

 
7. Click Submit. 

 
 
 
 
 
 
 
 
 
 
 
 

mailto:onepass@regions.com
https://onepass.regions.com/onepass


 

 
 
 

8. After setting your new password you will  
be prompted to establish your security 
questions. Select three security questions. 
 
 

9. Enter a response to each question in the 
corresponding answer fields. 
 

 
10. Click Submit. 

 
 
 

 
 

11. When prompted for a Validation Code in the box 
provided enter the Validation Code from the other 
email you received. 
 
 

12. Click Confirm. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Answer Requirements 
• Maximum answer length is 50 characters. 
• Answers must be at least 5 characters. 
• Answers cannot be repeated. Each must be 

unique. 
• Answers cannot have more than 2 repeating 

characters. 
• The following special characters are allowed: ! @ 

# $ ^ % ( ) - = _ + ` ~ [ ] { } | ; ' " , . / < > ? 
• Answers are not case sensitive. 



 

13. You will now need to complete your 
Regions OnePass Profile. Fields 
marked with a red asterisk are 
required. 

 
 
 

 
 
 
 

 

  
 
 

14. After successfully completing the Regions OnePass Profile, users will be returned to the main Regions 
OnePass landing page.  Click Create. 

 
Note: If you are a Quick Deposit Mobile user you will now be able to log in using the mobile app icon on your 
device. See the Quick Deposit Mobile section of this guide for mobile application download instructions. 

 
 
 
 

The Regions OnePass Landing Page 

Create a Security Code that will be used 
to respond to verification requests in 
the future. The security code must be at 
least four characters, cannot be 
sequential or the same number 
repeated four times. 

Enter your name and address in this 
section. 

Occasionally users will be contacted via 
phone as an additional means to verify 
identity. This is referred to as ROOBA 
(Regions Out-of-Band Authentication). 
Users must enter a primary phone 
number and select the appropriate 
country code from the drop-down 
menu. Next, the user will select a 
messaging (contact) preference. This 
determines whether secondary 
validation attempts will be initiated via 
voice (telephone) call or text message. 



 

 
The Landing Page is the home page of the Regions OnePass online services portal. It will be the first page 
encountered after logging in. Functionality and potential links are added or removed based on user role and 
application access. Essentially, each user will only see what is applicable to them on this page. All functions 
identified on the landing page are explained in detail the Regions OnePass User Guide accessed at 
https://www.regions.com/TMResources > Information Reporting > Regions OnePass User Guide. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
User Administration 

Home - This option will return you to 
the landing page wherever you are in 
OnePass 

Admin Console - This option will take you to 
the Admin Console. Here, you can reset users 
and maintain permissions. Only available to 
Admins. 

My Profile - This option will 
allow you to view and make 
changes to your profile. 

Notification Center – Customized and general messages 

Logout - This option will log 
you out of OnePass 

Services you have registered with OnePass- Clicking 
these links will open the respective applications. 

Other Regions Services - A list of links to 
other Regions online applications not yet 
integrated with OnePass. 

Note: The options available in the Link Bar located at the top of the screen will vary 
depending on each user’s level of access; for example, designated company 
administrators only will have access to the Admin Console. 

 

https://www.regions.com/TMResources
https://www.regions.com/virtualdocuments/One_Pass_UserGuide.pdf


 

User administration functions related to Regions Quick Deposit access are performed within Regions OnePass. 
This includes adding users, making profile changes, etc. Please see the Regions OnePass User Guide for 
additional details, specifically Section II. Regions OnePass Administration. Access the guide at 
regions.com/TMResources > Information Reporting > Regions OnePass > Regions OnePass User Guide. 

The Quick Deposit Welcome Page 
 

The Quick Deposit Welcome Page is the main  menu  screen  displayed directly after logging  in to Regions 
OnePass and accessing Quick Deposit by clicking on the link. From the main menu, users may have the 
ability to view banner messages, create deposits, retrieve reports and research Quick Deposit items. The 
options available depend on the level of access granted to each user by the Company’s System 
Administrator. 

 
Tabs 
Tabs provide links to several User functions. The tabs are located on the top left side of the Welcome Page.  
The tab options available depend on each individual User’s level of access. 

 
User Alerts 
Alerts display information specific to each user and appear at the bottom portion of the Welcome Page.  
These messages are set up and maintained by the Company’s System Administrator. 

 
Messages 
Banner Messages display below the User Alerts. These messages are generic system-wide messages from 
Regions. 

 
Quick Links 
Quick links are displayed on the right side of the Welcome Page and may differ for each 
user, as they are specific to each individual user’s level of access and assigned role. 

 
Note: Information displayed will differ based on the Quick Deposit service to which your company 
subscribes. Specifically, the information displayed will differ when using Quick Deposit Mobile and 
Mobile Xpress. See the Quick Deposit Mobile section of this guide for screen views and details. 

 

 
 
Help Menu 
The Help Menu provides descriptions and other useful 

https://www.regions.com/commercial_banking/tm_resources.rf?WT.ac=VanityURL_tmresources
https://www.regions.com/virtualdocuments/One_Pass_UserGuide.pdf
https://www.regions.com/virtualdocuments/One_Pass_UserGuide.pdf


 

information for Quick Deposit. This link is displayed on 
the top right side of each page.  The menu adjusts to 
reflect pertinent information regarding each screen 
accessed. 
 
 
 
 
 
 
 
 
Navigational Tools 
The following segments are provided to assist when researching Quick Deposit items or navigate 
through the system successfully. 
Icons: 

Selection – This icon indicates that a specific field can be selected. 

View/Edit – Select this icon to view or edit an item’s detail. 

Delete – This icon provides the option to delete selected item. 

Filter – This icon allows the user to access the list filter function. 

Alert – This icon displays when user attention is needed. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
DRIVER INSTALLATION 



 

Do not connect the scanner to the PC before installing the correct scanner driver to the PC to be 
used with Quick Deposit. 

 
Before installing the workstation driver: 

• Ensure that you are logged in to a PC and have administrative privileges 
(unrestricted ability to download to the PC). 

• If an earlier version of Regions Quick Deposit or Regions Remote Deposit Capture is installed on  
the  PC,  uninstall  it  before  attempting  to install this version. 

• Ensure the provided USB cable is disconnected from the check scanner and the computer. 
• Close all open applications, including any programs that use the check scanner (the driver 

installation requires a system restart). 
 

Driver Download 
1. Once you have received two secure, automated emails from onepass@regions.com containing 

your temporary password and validation code, please follow the accompanying instructions to 
create your Regions OnePassSM Profile for Quick Deposit access (see the Logging In with Regions 
OnePass section of this guide). Then, go to https://onepass.regions.com/OnePass and sign on to 
the application by entering your Login ID and Password in the designated boxes. 

 

2. Once you’ve logged in to Regions OnePass and have accessed the Quick Deposit main menu screen, 
click on the link “Please click here to download the scanner drivers” (located under Messages). 
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3. Select the scanner that most closely matches your scanner model as pictured on the 
Scanner Driver Download screen. The scanner is selected by clicking on the link displayed 
below the scanner.  The download process will begin once the link is clicked. 

 
Note: The color of the scanners in the illustrations is not indicative of scanner model.  All models 
are available in either a dark or light color. 

 
4. A File Download – Security Warning message will display.  Click Save. 
5. The Microsoft Save As window   will appear. Select the location to save the file and click Save. 
6. The Download Complete message box    will display. Select Run to  begin the driver installation.  If 

a security warning message box displays, click Run again. 
7. The Quick Deposit scanner driver installation     process will begin. Click next on the InstallShield 

Wizard box. 
8. Select the I accept. . . option and click Next to continue. 
9. When the Unplug scanner. . . message appears, verify that the scanner USB cable is not 

plugged into the PC.  Click OK to continue. 
 
 

 
 
10. When the Ready to Install pop-up appears, select Install. The setup status screen will display 

installation progress. 
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11. Next, click Finish when the InstallShield Wizard Complete box appears. 
 

Once the driver installation is complete, click Return on the Scanner Driver   Download 
screen to return to the main Quick Deposit application menu. 

 
Should the scanner driver need to be uninstalled, simply click on the driver icon saved during the initial 
installation process. Once the driver is uninstalled, click the same icon link again to reinstall. 

 
Note: The Regions Quick Deposit Agreement requires all scanners to be physically located inside the 
borders of the United States or Territories of the United States. 
 

 
CONNECTING THE SCANNER 

 
• Only connect the scanner after the correct scanner driver has been installed. 

 
• Verify that the modular power supply rating as depicted on the label on the bottom of the 

supply corresponds to the voltage of the power source. 
 

1. Place the scanner on a flat surface away from direct light and near the PC where deposits 
will be processed. 

2. Connect the power cord from the modular power supply to the power connector located 
on the scanner rear deck. 

3. Place the modular power supply in a ventilated area away from the scanner body and connect to 
the appropriate power source. 

• The electric fields created by the transformer in the modular power supply can 
have an adverse effect on MICR reading accuracy. It is imperative that the 
supply be separated from the scanner by at least 
8 inches (20 cm). Care should also be taken not to place the scanner too close to a CRT 
type display terminal, or any other source of magnetism. 

4. Connect the modular power supply to the AC outlet. 
5. Verify that the scanner is turned off. The red power indicator on the control panel should 

display. 
6. Connect the supplied certified USB@ cable to the scanner rear deck USB 

connector. 
7. Next, connect the opposite end of the USB2 cable to an available USB2 port on the PC. 
8. Turn the scanner
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Page Display 
Most lists will default to display 5 or 10 items per page. At the bottom left side of the list, users have the 
ability to adjust the number of items that will display per page. 

 
• 5 items 
• 10 items 
• 20 items 
• 40 items 

The  user  can  move  through  each  additional  page  by  clicking  on  the <  Previous or Next > 
links. 

 
 

Sorting Columns 
Certain  columns can be  sorted  by  clicking on  the column title. For example, in the diagram below, the 
following columns can be sorted: 

 
• Create Date 
• Deposit Number 
• Type 
• Account 
• Amount ($) 
• Number of Items 
• State 

 

Each column title displays an up or down arrow. The down arrow   indicates that the adjacent title displayed 
is currently sorting the table in a descending order. 
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The up arrow  indicates that the list is sorting in an ascending order. 
 

Using Filters 
Quick Deposit allows various columns to be filtered in order to display specific information. For example: 

 
• A filter can be created to display a specific range of amounts or states. 
• Multiple filters can  be used. For example, a filter for   both amount 

range and account number can be set at the same time. 
 

1. To create a filter, select the filter icon . The filter input box will display. 
2. Complete the fields provided in the filter input box and click Apply. 

 
 

3. To remove the filters set in place, click the clear filter icon located directly under the title for 

which the filter was created. 
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ADMINISTRATIVE FUNCTIONS 
 
ADDING A NEW LOCATION 

 
Note: The Regions Quick Deposit Agreement requires all scanners to be physically located 
within the continental U.S. or Territories of the U.S. 

 
Regions Quick Deposit allows users to easily make deposits from multiple locations. To make 
this possible, the Customer Administrator needs to create the different locations. 

 
To create a new deposit location, select the Administration tab. 

 
 

From the Administration tab, select Locations on the left toolbar. 
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LOCATION SEARCH 

Existing Locations may be searched by entering all or part of a location name(s) in the search box and 
selecting Search. The system will display all users that meet the selected criteria. 

 
 

Or, select the Show All option to see all of the locations that are currently set up for the company. 

 
CREATING A NEW LOCATION 

 
Select Create New Location on the Location Search screen. 
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The Location Name and Location Number are required fields. If the Location Number will not be used for 
specific reporting needs, simply place a zero in this field. From the Available Accounts list, select the accounts 
that should be mapped to the new location and click Add >> to add the accounts to the location. A deposit 
cannot be made to an account from this location unless it is included in the Selected Accounts list here. Click 
Save to complete the new location creation process. 

 

 
Note: New accounts can only be added to the list by Regions. 

 
A message will appear to confirm that the new location has been created. 
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EDITING A LOCATION 

Select a location from the Location Search list by clicking on a line. 
 

 
Add  or  remove locations  by  highlighting  the location  name and using  the Add or Remove 
options to select or remove them as needed.   Then, click Save to   complete the change. 
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USER PERMISSIONS 
 
ADDING A NEW USER 

Regions Quick Deposit allows the users of the system to be granted authority to perform different tasks 
based on their specific responsibilities and role needs within your company.   The company Administrator is 
responsible for setting up new users through Regions OnePass and granting them the proper authority or 
roles within the Quick Deposit application. Each user can have any combination of roles assigned to them in 
order to grant them the ability to perform the tasks for which they are responsible. 

 
Note: Quick Deposit Mobile user roles differ. See the Quick Deposit Mobile section of this guide for Mobile 
details. 

 
The following describes the different roles the Administrator is able to assign to each user. 

 
Customer Administrator: 

> View Customer and Account information 
> Add, delete, and modify Users 
> Manage User Passwords 
> View User information 
> Assign accounts to a Location 
> Add, delete, and modify Locations 
> View Location information 
> View all Deposits 

 
Cannot create, edit, delete, balance, transmit or assign deposits. 

 
Supervisor (Dual Control Role*): 

> Review, approve, view deposits only for Assigned Locations 
> Transfer deposits 
> Assign deposits to other Users 

 
Cannot create, edit, delete, or balance deposits; cannot perform the same functions as a Customer 
Administrator such as adding, modifying, or deleting Users, and managing User Passwords, etc. 

 
Operator (Dual Control Role)*: 

> Create, edit, and delete deposits only for Assigned Locations 
> Balance deposits 

 
Cannot approve or transmit deposits; cannot perform the same functions as a Customer 
Administrators such as adding, modifying, deleting Users, and managing User Passwords, etc. 

 
Report Viewer: 

> Can create and view Reports 
 

Note: Due to the information contained within these reports (check details and client non-public 
personal information), it is critical that only the users needing these reports are granted access. 
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CSR:  
> View User Information 
> Manage User Passwords 
> View all deposits 

 
Cannot perform the same functions as an Operator or Supervisor; cannot perform the same 
functions as a Customer Administrator except managing Passwords and viewing Deposits. 

 

Financial Officer: 
> Can only add, delete and edit Locations 

 

 

To add a new user, start by clicking the Administration tab. 
 

 BEST PRACTICE 
Industry research has shown that utilizing a Dual Control Hierarchy (when 
available) prevents improper internal use of the system. Dual Control is the 
establishment of a User (Operator) for creating deposits, scanning checks, and 
balancing deposits that is separate from a User (Supervisor) that submits the 
deposit to the bank. 
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From the left toolbar, click Users. 
 

 
USER SEARCH 

Existing Users can be searched by selecting either User ID or Last Name in the first search box. Then enter 
a few characters of that field into the second search box and select Search. The system will display all users 
that meet  the  selected  criteria.  Or, click the Show All option to see all the users that are currently set up 
for the company. 

 
 

CREATING A NEW USER 

When on the User Search page, select Create New User. 
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First, enter user details. Fields with an asterisk (*) are required information. 
 

The following Password Rules govern how passwords perform within Quick Deposit: 
 

> Password must contain a minimum of 7 characters and a maximum 12 characters. 
> Password will expire every 60 days. 
> The system will remember the last 4 passwords and you cannot use them as a new password. 
> The account will lock after 3 unsuccessful login attempts within a one-hour period. 
> If an account becomes locked, it must be reset by an Administrator. 
> Password must contain at least one letter and at least one number. 

 
 

 

Click Next to proceed with creating the new users. From the Available Roles list, select the role or roles the 
new user should be assigned.       Click Add to assign the selected roles. 

 
 

Next, select and assign Roles for the new user. 

 

 BEST PRACTICE 
Administrators need to ensure all users who will be accessing the system have been provided 
their own unique Login ID and password. This will help with internal controls, auditing and 
security of the system. 

 BEST PRACTICE 
Industry research has shown that utilizing a Dual Control Hierarchy (when available) prevents 
improper internal use of the system. Dual Control is the establishment of a User for creating 
deposits, scanning checks, and balancing deposits that is separate from a User that submits 
the deposit to the bank. 
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In the Deposit Thresholds section, you can set three deposit limits for the user.  All three fields default to the 
maximum amount allowed. You can enter lower amounts in order to set stricter limits for the user, but you 
cannot raise the amounts above the defaults. 

 
Maximum Dollar Amount per Item sets the limit for the largest dollar amount any one check can contain and 
be allowed into a deposit this user can create. 

 
Maximum Dollar Amount per Deposit sets the limit for the overall dollar amount that all the checks in the 
deposit can equal. This also references the Declared Amount of the deposit that is entered in the New 
Deposit screen. 

 
Maximum Number of Items per Deposit determines the limit of the total number of items or checks that can 
be included in any one deposit. 

 
Select Next to proceed. 

 
From the Available Locations list, select the location(s) for which the new user should be granted permission 
to make deposits. 

 
 

Click Add to assign the selected locations. Click Save to complete the process. 
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A message will appear to indicate the new user has been added. 
 

 
EDITING USERS 

From the User Search page, the Administrator can select any user in the list to perform maintenance to the 
user’s profile. 

 

The Administrator can edit user information by selecting the Edit User option. 
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After changing the desired information for any field, select Save. 
 

The User’s Password, Roles, Locations and Report Access may be updated; or you may remove specific 
locations for which you would like to exclude the user from making deposits by clicking the associated Edit 
option on the User Details screen. 

 

 
 

 
 

 

 

 

 

 
 BEST PRACTICES FOR EDITING USERS 

A Dual Control Hierarchy prevents improper internal  use of the system.   Dual Control       
is the establishment of a user (Operator) for creating deposits, scanning checks and 
balancing deposits that is separate from a user (Supervisor) that submits the deposit to 
the bank. 

 
Due to the information contained on the reports (check details and client non-public personal 
information), it is critical that only the users needing these reports are granted access. 

 
Administrators need to ensure all users that will be accessing the system have been provided 
their own unique Login ID and password. This will help with internal controls, auditing and 
security of the system. 
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CUSTOM FIELDS 

Custom Fields are editable fields of data that can be added to the individual checks being captured in your 
deposits.  These fields can appear on the Item Edit screen next to the Amount field.  The fields can be used to 
add non-standard information to deposited items (for example, your customer’s account number or name). 
The Administrator defines the Custom Fields as needed and determines how the fields will be used. 

 
You do not have to use Custom Fields, but should you choose to, you may create from 1 to 35 defined fields. 
If used, this is an example of how the custom fields will appear: 

 
Example of Company and Customer Account # Custom Fields on the Edit Item screen.  Notice that the 
Customer Account # field is outlined in red.  This is because it was created as a mandatory field, and the 
Company custom field was not. The user can add data to both fields, but the Cust Acct # is required to be 
filled in before the error screen can be resolved. 

 
If neither Custom Field were mandatory, the Quick Deposit system would not flag the item    as an error even 
if data were missing.  It would be optional as to whether the operator selected the item and completed the 
fields or not. 
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ADDING A NEW CUSTOM FIELD 
 

Creating and using Custom Fields for the first time is an intricate, detailed process that takes a little time 
and planning up front in order to set up to accomplish the task you need. However, once the process is 
completed for one account, it can be copied to other accounts using the Advance Copy function addressed 
later in this section. Once you get a feel for all the options the Custom Fields bring to your reporting and 
data gathering tasks, the detailed set up process will be worth your efforts. 

 

Access the Custom Field screens by clicking the Administration tab and then selecting 
Custom Fields option from the left-hand menu. 

 
 

From the Custom fields/Account Search screen, you can navigate to a particular account or Custom Field to 
edit settings, or Create New Custom Field by clicking the option on the bottom right of the screen.  To 
create a new Custom Field, first   choose Create a New Custom Field. 
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Fill in the Name field on the New Custom Field screen, and then select the Data Type from the drop-
down menu for the format of the data that will be required for this field. You also have the option of 
Currency, Date, Numeric or Text formats. 

 

After the type of data desired is selected, choose the Input Validation Pattern that will be used with the 
Custom Field on the Edit Item screen or in reports. 
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The available Input Validation pattern options are: 

 
 

Next, select the rules that apply to the Custom Field when the item is displayed in the Edit Item screen. 
 
 

The Show Custom Field check box determines whether the field is displayed on the screen. 
 

The Make Custom Field Editable check box determines if this Custom Field can be altered or edited by the 
Operator when within the Edit Item screen. This box is grayed out (disabled) if  the Show Custom Field box 
is not checked. 

 
 
 
 
 
 
 
 
 
 
 



Regions Quick Deposit Suite User Guide Page 26 of 103 
 

The Make Custom Field Mandatory check box determines whether the item displays as an error on the 
Deposit List screen when this Custom Field is not complete or the data is not in the specified format. Setting the 
Custom Field to Mandatory enables the associated data box to be red and an error message to appear on 
the Edit Item screen until the proper data is input into the field. This error has to be corrected before the 
item can be validated and the deposit completed. When this box is checked, the Make Custom Field Editable 
box is automatically checked and disabled so that it cannot be changed.   The Custom Field has to be 
editable if it is mandatory. 
 

 
 
The Add Locale Label field is intended to be used as the short name or label of this Custom Field that is shown 
under the field box on the Edit Item screen and on reports column headings. 

 
Once the Add Locale Label box is filled in, click Add Locale Label to add it (the red X 
Icon can be used to delete the label so a new name can be entered if needed). 
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After the label has been added, click Save to create the Custom Field. 
 

 
Once the Custom Field is saved/created, the following message will appear at the top of the 
search screen:  
 
The new custom field has been created/saved. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 



Regions Quick Deposit Suite User Guide Page 28 of 103 
 

ASSIGNING CUSTOM FIELDS 
 

Custom Fields must be linked or assigned to each depository account for which they are intended to be used. 
And, beyond the Account level, they have to be defined to each possible type of check being deposited to 
that Account. In the example, a Custom Field may be assigned to Personal Checks for one Account and 
Business Checks for another Account. There are currently nine different Check Types defined in Regions 
Quick Deposit.  This section will define how to    set up or assign Custom Fields to different depository 
Accounts and Check Types. 

 
After the desired Custom Fields are added to the system, they may be reviewed through the search 
functionality provided by the Custom Fields/Account Search screen. 

 
Search by Custom Field Name or by Account Number by selecting one from the drop-down menu. In order 
to assign the Custom Fields to the needed Item Types in an Account, the Account must be searched for and 
then selected. 

 
Here, all of the available Accounts may be listed by selecting Account Number from the drop-down menu 
and clicking the Show All option. 

 

 
 

This will display the Custom Field for Account screen for the Account selected. 
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Available Custom Fields (all the fields that have been created to date) can be assigned to the different Item 
Types within the account from this screen by selecting Item Type in the view account setup by:  drop down 
menu. 

 

 
 

Or, Available Item Types may be assigned to the individual Custom Fields by selecting 
Custom Field in the View account setup by: drop down menu. 

 

 
 

It is less time consuming to assign the category that has the most available items to the category with fewer 
options, because you can select multiple lines at one time in the Available list. Whatever category you select 
(outside of the Add/Remove box) can only be assigned one option at a time. In this example, it would be 
quicker to assign Item Types to each Custom Field, because there are fewer Custom Fields defined than Item 
Types available. You could select all the Item Types and assign them to one Custom Field at one time, or pick 
and choose which Item Types you want one at a time. Then you would move on to the next Custom Field, 
and decide    if you want to use it or not and so on. 
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The available options can be assigned by highlighting them in the Available box and clicking Add to 
add them to the Selected box. 

 

 
 

Again, one option or multiple options may be highlighted at a time from the Available 
box to add to the Selected box. 

 
Items may be removed from the Selected box in the same manner. Highlight the items to remove and click 
Remove. 

 

 
 

Once the Custom Fields are assigned as needed, click Save to complete the selections. Once 
 

the selections are saved for this account, a message will appear on the Custom Fields/Account Search 
screen indicating the update was successful. The Custom Field column of the list displays the 
Assigned or Not Assigned status for each Account. 
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CUSTOM FIELD ADVANCED COPY 

 
Once one or more custom fields are set up for a particular account, those same attributes and rules may be 
copied to other accounts if applicable. So, if the same Custom Fields need to be set up for other accounts, the 
steps of choosing which fields and assigning them to all of the account types and setting up the rules do not 
have to be repeated. Simply click the Advance Copy option located on the bottom of the Custom 
Fields/Account Search screen to begin adding the same attributes to other accounts. 

 
This will display the Advanced Custom field Copy screen. 

 
 

On this screen, select the account from which to copy the Custom Field information in the 
Copy setup from account: (required) drop down menu. 

 
Next, select the account to which to apply the Custom Field settings from the Copy to account list. 

 
And finally, click Save to apply those Custom Fields to the selected account. 
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Once the Advanced Copy is saved, the Custom Field Assigned or Not Assigned information will appear in the 
List of Accounts on the Custom Fields/Account Search. In this example, there are three depository accounts 
to which deposits can be made, but only two have Custom Fields assigned. 

 

 
PREFERENCES 

The Preferences menu option is only available to Administrators.  There are three areas that are 
managed via preferences. They are List, Optional Fields and Virtual Endorsements. This section 
will define how to use these options to manage how your Quick Deposit system operates. 

 
Navigate to Preferences by choosing the Administration tab and then the Preferences 
option in the left side menu. 

 
 

The Customer Preferences screen contains the Preferences List of the three options available under 
this function. From here, List, Optional Fields and Virtual Endorsements may be managed. Click 
on the line of the option to change. 
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LIST OPTION FUNCTIONS 

First, look at the screens and reports that are affected by the List option. 
 
The List option allows the Administrator to add, remove and re-order the column headings and 
content of the Report View screens and reports available under the Deposit tab. 

 
While capturing a deposit and when you return to older deposits after they are captured, work 
from the Deposit List screen. This screen displays a summary of all the deposits submitted from 
the particular Location logged into for the past 45 days. You can sort and filter this information 
by clicking on the column headings and hour glasses beside them. These column headings can be 
managed. 
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This is an example of the information the List function controls on the Deposit List. Note: As previously 
stated, due to the information contained within these reports (check details and client non-public, personal 
information), it is critical  that  only  the  users needing these reports are granted access. 

 
Click Report View on this screen to create a Deposit Summary report that may be printed. The report cannot 
be saved to your PC.  It can only be printed.  The column headings and data in this report can be managed 
by choosing Deposit Summary in List. 

 
 

 
Select one of the deposits on the Deposit List screen, and a Deposit Item List screen will appear that shows 
the details of every check-in the deposit selected.  The List function refers to this screen as the Deposit Item 
List Simple. By choosing Deposit Item List Simple from the List options, the column headings and data within 
this Deposit Item List screen can be managed. 
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By selecting Report View, an Image Deposit Items Detail Report will be displayed. This report can also be 
printed, but not saved to your PC. Manage the column headings and data on this report by clicking Image 
Deposit Items Detail Report in List. 
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The screens and reports that the List function controls have been reviewed. Now we will review the List 
options themselves. Remember, the List functions may be accessed by clicking the Administration tab, then 
choosing the Preferences options from the left side menu. 

 

 
 

Now look at the List. Select the report or list screen to change in the top drop-down menu. 
 

 

To manipulate the data fields on the report or list screen, select the column/data heading from the Available 
box and click Add to move it to the Displayed box. 

 
Remove any item from the report or list screen the same way, by clicking the Displayed 
field and clicking Remove. 
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The columns can be rearranged in the screen list and reports by re-ordering them in the Displayed box using 
the Move Up and Move Down options. 

 
OPTIONAL FIELDS 

 
The second option under Preferences is Optional Fields. This option allows the Administrator to set rules 
governing how the Optional Fields on the New Deposit screen function. 

 

 
 

Note: These fields are named User Field 1, User Field 2, and User Field 3 in the Preferences List function, and 
they are found on the Deposit List and Deposit Summary Report options in the List function. The List 
function can be used to move the fields around on these screens and report, but remember to look for User 
Field names and not Optional Field names. 



Regions Quick Deposit Suite User Guide Page 38 of 103 
 

Below is an example of the New Deposit screen where the Optional Fields are input if they are going to be 
used. 

 

 
When Optional Fields is selected from the Preferences menu, the Edit Optional Fields Preferences screen 
appears. 

 

 
 

Select the desired Optional Fields to be displayed on the New Deposit screen. 
 

Select which of the displayed Optional Fields are required before the deposit can be started. 
 

Quick Deposit allows the Optional Fields to be renamed as desired. Depending on the intended use of the 
fields, a name can be created that will help your staff know what to put into them, such as Mail Run #, Shift # 
or Department. Again, use whatever name makes sense to your operation. 



Regions Quick Deposit Suite User Guide Page 39 of 103 
 

In the following example, test data is entered into the fields to illustrate how the data appears on the Deposit 
Summary screen and the Deposit Summary Report. 

 
Remember, the Deposit Summary screen and Deposit Summary Report had to be edited in the 
Preferences/List option to get these fields in this particular order on the screen and on the report. 
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VIRTUAL ENDORSEMENTS 

Regions Quick Deposit uses internal information about each deposit to create a virtual endorsement on the 
back image of each check that is scanned into a deposit. This eliminates the need for a person to have to 
manually stamp or sign the back of each check in order for   the check to have a proper endorsement. These 
virtual endorsements are not physically printed on the paper check; instead they are images the system 
places on the back image of each check in the proper endorsement area. This endorsement becomes a part 
of the check image submitted with the deposit to the bank and stays with that image throughout the payment 
system process of that item. The labels may be modified and the data fields may be selected to use in most 
of the lines of these endorsements. The company name is not editable as it must be part of the endorsement 
information. 

 
Access the Virtual Endorsement function by clicking on the Administration tab and then clicking Preferences 
in the left side options menu. 

 
 

On the Preferences options list, select Virtual Endorsements. 
 



Regions Quick Deposit Suite User Guide Page 41 of 103 
 

This brings up the Sample Endorsement and the Virtual Endorsement edit    options list. 
 

 

Click on any line in  the edit  options list  that has the edit icon beside it in  the   Tasks 
column to access the Edit Virtual Endorsement screen. 

 

 
 

On this screen, the text in the Profiled Literal Test box can be changed or replaced. This will change the 
label name of the field in the endorsement line placed on the check. 
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The data that will be displayed next to the label can also be selected by clicking on the drop-down menu in the 
Field box. 

 

This is a list of all of the data elements to choose from to place into the endorsement. 
 

The Prefield Literal Text box and Secondary Field box work just like the first two, except they allow 
placement of a second label and data field to the right of the first set on this same line of the endorsement. 

 



Regions Quick Deposit Suite User Guide Page 43 of 103 
 

BASIC OPERATIONS 
 
CREATING A DEPOSIT 

Regions Quick Deposit (desktop services) allows a user to scan checks using a scanner to create online 
deposits to be transmitted to the bank. Only legal checks drawn on United States banks can be deposited 
via Quick Deposit. No Foreign items are allowed to be deposited. If a foreign check is scanned and its MICR 
line is read correctly, Quick Deposit will create an error message which will instruct the operator to take 
that item out of the deposit and will not allow it to be included in the deposit that is sent to the bank. If the 
foreign item’s Routing/Transit number is misread in the MICR line and it is transmitted to the bank, it will 
be returned to the depositor via an adjustment later. 

 
Note: Please ensure the check(s) intended for scanning and submission has not been presented in a prior 
deposit. 

 
As part of the Regions Quick Deposit Agreement, it is your responsibility to ensure the checks being 
submitted are authentic and are not altered in any way. This includes forged endorsements and counterfeit 
items. 

 
To create a new deposit, click the Create New Deposit quick link on the right side of the Welcome Page. 
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Note: The Deposits tab at the top of the Home Page may also be selected to begin a new deposit. If the 
person processing deposits is assigned to more than one location, they will then be presented with a 
Location Select screen. When the location is selected, a deposit list for that location will appear. When the 
Create New Deposit option is chosen from this screen, do not assume that the system will pre-fill the 
correct location in the New Deposit screen. Always check the Location when beginning a new deposit. 

 
Before any checks can be scanned, there are required fields marked with an asterisk (*) that must be 
completed. There are also optional information fields that can be completed or left empty. 

Before capturing the checks, ensure all items are aligned correctly and placed into the check scanner 
hopper facing outward.  Click Start Capture. 

 
Checks will automatically feed through the scanner. While the checks are being scanned, the Deposit Item 
List page will appear where both the information captured from each check and the image of the check 
itself can be reviewed. 
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If there are no errors and the deposit is balanced, the deposit can be completed by selecting Complete. The 
Complete option will have a red font and will not be selectable if there are errors on the screen or the deposit 
is out of balance and changes to the deposit information are needed. 

 

 
 

Refer to the Users section of this User Guide for detailed information regarding 
Available Roles and a description of each role. 

 
 

After Complete has been selected, you will be prompted to confirm that you would like to 
submit the deposit. Click OK if this is the intended action. On the Deposit List page, a 
message should appear to indicate the deposit has been successfully completed and 
transmitted. 

 BEST PRACTICE 
Industry research has shown that utilizing a Dual Control Hierarchy (when available) 
prevents improper internal use of the system. Dual Control is the establishment of users 
who can only scan checks and balance deposits, and other users who submit the deposit to 
the bank.  This set up requires two users to verify the information for every deposit. 
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BALANCING A DEPOSIT 

Before a deposit can be submitted, the Declared Amount and the actual amount that will be 
deposited (Current Amount) need to be equal or balanced. The Balancing Difference 
identifies how much the two amounts differ. 

 
If the text is red, the two amounts are not equal. If this is the case, changes need to be made 
to either the Declared Amount or the checks in the list that make up the Current Amount. 
The Declared Amount is changed by entering numbers into the Declared Amount text box 
and selecting Save. 

 

 
 
 

If the Balancing Difference is $0.00 and the font is green, the deposit is balance
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CORRECTING ERRORS 

When an item is scanned and the scanner is unable to read information from the image or there is 
information missing, an error occurs. On the Deposit Item List, those items that have errors and  require 
attention will be marked  with the attention  icon    and will have red text. To view the error and the 
information about what needs to be corrected, select the item in question by clicking on the item and the 
image window will be opened. 

 
 

 
 

There are a variety of errors that can occur. When the image is being viewed, the error type will 
be specified at the top left side of the image window. It will have red text with an attention 
symbol   in front. 

 
When all errors have been corrected and saved on the deposit list, the attention symbol will no 
longer be present and the text will return too black. 
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KEYING ITEMS 

In the event the scanner is unable to read the handwriting on a scanned item, an error will occur. When an 
item has been selected that has errors in the amount field, you will need to manually key in the required 
information. When the user selects an item with an error, the errors that occurred will be outlined at the 
top left corner of the image window with red text and an attention symbol   in front. 

 

The text boxes where the correct information needs to be entered will be outlined in red. These text boxes 
may be blank or contain partial information. If a character is scanned but  not recognized, the character will 
appear as an exclamation mark in the text box. 

 
Once the required information is entered, click Save. A message will confirm the saved changes. 
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The text boxes where the correct information needs to be entered will be outlined in red. These text boxes 
may be blank or contain partial information. If a character is scanned but not recognized, the character will 
appear as an exclamation mark in the text box. 

 
Once the required information is entered, click Save. A message will confirm the saved changes. 

 
 

As the items are reviewed and corrections are made, each time a corrected item is saved, the system will 
automatically forward to the next exception item in need of correction. 

 
Note: Once the last exception item has been corrected and Save is clicked, the screen will remain on that 
item’s image.  Select Cancel to close the window to return to the Deposit   Item List. 
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DELETING ITEMS 

 
If it is determined that a specific check (or checks) needs to be deleted from a deposit, there are two ways 
to delete the item(s): 

 
1. Click on the red X icon under the Tasks column of the Deposit Item List. 

 
 

 

The system will prompt to confirm the deletion of the item. Select OK to delete. 
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The item will be deleted from the deposit, and a message will appear above the 
Deposit Information section of the screen displaying the number of the deleted item. 

 

OR 
 

2. Select the item in the list to display the Edit Item screen, and select Delete.  This will delete  
the item from the list as well. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
      
 

A message indicating Item X has been deleted will appear confirming the deletion of the item from the 
Deposit List.
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IMAGE QUALITY FAILURES 

 
When an image fails an image quality test, an Image Quality Assessment (IQA) failure occurs. 
To override an IQA failure, check the Override Image Quality box and click Save. 

 
Note: If an operator is not sure whether an image is acceptable, he should consult his 
supervisor. 

 

Note: This is an example of a Bent Corner IQA failure. 
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SCANNER JAMS 

There may be one of a variety of reasons for a jam of the scanner hopper to be reported. When this occurs a 
message will be displayed indicating that the hopper is jammed. 

 
The Transport Jam message does not immediately appear. It will be displayed when another key is pressed, 

such as Add Items or move to a different screen. Select the Recover option. 
 

 
A message will be displayed indicating the reason why the hopper jam was reported. Follow the on-screen 
instructions exactly, making sure you remove all checks from the feed hopper and click Start Hopper to 
resolve the jam. 

 

T 
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ONLINE REPORTS 

Regions Quick Deposit also allows the Operator to view and create online reports. This type of report 
allows the operator to view both complete and incomplete deposits. Select the Deposits tab from 
the Welcome Page. 

 

Select the location where the deposits to be reported have been made by clicking on the 
Location line in the list. 

 

The deposit list can be filtered before a report is created, or it can be left so all deposits will be part 
of the report. In this case, the deposit list has been filtered to only include deposits between $1,000 
and $10,000. 
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Click Report View to view a report with the filtered information. 

 
 

The report is displayed in a new window. Online reports display information that is different from downloaded 
reports. 

 
In the left corner of the report, the Report Settings box shows the sort criterion that was chosen, as well as how 
the deposits were filtered for this particular report. The main feature that is different with online reports is the 
deposit state. Online Reports show deposits in all states, whether received, open, failed or complete. 

 
While these reports cannot be saved electronically, a hard copy can be printed by  selecting 
Print. 

 

Note: These reports contain check details and client non-public, personal information and should  be securely 
controlled. 
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SUPERVISOR ACTIVITIES 

Regions Quick Deposit allows different users to have different roles. This enables capabilities to be limited to 
certain users, creating a more secure system. A user in a supervisor role is able to perform specialized tasks. 

 
DEPOSIT ACTIVITIES 

 
There are a variety of deposit activities that Regions Quick Deposit allows supervisors to perform. Click the 
Deposits tab on the Welcome Page. 
 

 
 

Select the location where the deposits to be managed have been made by clicking anywhere on the line for that 
location. 
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TRANSMITTING A DEPOSIT 

In a dual control environment, the Operator, who does not have Supervisor capabilities, creates a deposit.  
Once the deposit is created and balanced, the Operator will log out of the deposit.  The final transmission 
step will be performed by a Supervisor. The Supervisor will log in to the system, and select the deposit to 
transmit to Regions. Deposits that have yet to be transmitted will have an open status. 

 
Note: In a single control environment, you will not see the Open-Balanced status or have to complete this 
step if the Operator who creates the deposit also has the Supervisor role assigned. As soon as the deposit is 
balanced and Complete is selected, the deposit will automatically be transmitted (see the Assigning a Deposit 
to a Different User section below for instruction on performing this task). 

 
To transmit  a  deposit  to  Regions,  check  the box  beside  the deposit to be  transmitted. Click 
Transmit. 

 

The Supervisor will be prompted to confirm that they would like to start transmission. Click OK if this is the 
desired action. 
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A message will confirm that the deposit has been successfully transmitted to Regions, and the state of 
the deposit will change to Received. 

Now that the operator has successfully submitted these items electronically for deposit, it is the 
operator’s responsibility to securely store the items for the duration of a minimum of 30 days. 

 

 
ASSIGNING A DEPOSIT TO A DIFFERENT USER 

If a deposit has been started by a user but not completed, it may be advantageous to assign the deposit to 
another user for completion. 

 
From the Deposit List: 
 
Click the Edit icon on the line or the deposit information itself that needs to be assigned. 

 
 BEST PRACTICE 
Make sure the stored checks are reconciled to the appropriate bank statement prior to 
destruction. 
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When viewing the deposit item list, click Assign Deposit. 

 

On the Assign Deposit page select the user from the drop-down menu that will be 
assigned to the deposit. Click Save. 

 
The user will be prompted to confirm that they would like to assign the deposit. Click OK 
if this is the desired action. A message will confirm that the deposit has been reassigned. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Regions Quick Deposit Suite User Guide Page 60 of 103 
 

 

REPORT FUNCTIONS 
 

VIEWING REPORTS 

Reports are useful tools that can be created by users with the Report Viewer role assigned. 
Regions Quick Deposit has a variety of reports that can be created, viewed and saved to your  
PC in several  file  formats.  The  reports  contain  data  from  completed deposits and need to  
be downloaded once they are created in order to be viewed and/or saved. 

 
NOTE: Due to the information contained within these reports (check details and other client 
non-public personal information), it is critical that only the users needing these reports to have 
been granted access. 

 
 
DEPOSIT REPORTS 

 
To create a Deposit Report, go to the Welcome Page and click the Reports tab. Reports can be 
generated at any time by users with the Report Viewer Role. 
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The Reports page is where you select reports to be created. The first drop down menu is used to 
select the report to be created. 

 

 
These are the Reports from which to choose and their descriptions: 

 
 Client Account Listing Export File – lists the account information for selected 

customers. 
 Daily Deposit Summary 
 Daily Grand Total Received 
 Deposit Details – lists detailed deposit information including the ability to filter options 

for limiting the deposits included in the report. If you have selected a customer, a 
location and account may also be used as filtering details, allowing you to easily find the 
exact information you need. 

 Deposit Summary – lists deposit summary information including the ability to filter 
options for limiting the deposits included in the report.  You can restrict the 
deposits by the User ID of the deposit creator, or filter the location and account 
details. 

 Item Export File – export file of detailed deposit information. 
 Location Deposit Status – lists the status of deposits for each location including 

the ability to limit the deposits included in the report  by  filtering location and  account 
details. 

 Login Audit – lists audit information for users including filter options for limiting the 
entries included in the report, such as restricting the deposits by the User ID of the audit 
entry. 

 User Activity Audit –  lists activity audit information for users including the ability     
to restrict the deposits by the User ID of the audit entry. 



Regions Quick Deposit Suite User Guide Page 62 of 103 
 

 
The second drop down menu allows selection of the preferred output format. 

 

• Report Creation fields will change depending on the Report you are selecting. 
– Additional filtering fields will be displayed as options are selected. 

 
• The following output formats are available and vary depending on the specific report: 

– CSV (Comma-Separated Values) 
– XLS (Excel) 
– HTML 
– PDF 
– RTF 
– All output formats are not available for each report. Available output formats will appear 

in the Type drop down menu, and Images menu allows inclusion of images or not. 
 
• Optionally, when created as PDF or RTF output, the Deposit Detail Report can include 

images. 
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When selecting the various report options, an example of the report format may be viewed by 
selecting the thumbnail below the drop-down menus. 

 
 

When a report is created, a status of the report is provided under the column heading State, 
meaning the current processing state of the report.  The possible State conditions are: 

 
o Submitted – when the ‘ Create Report ’ option is selected ; th e r ep o rt is submitted for 

processing. 
 

o Processing – indicates the report is in the process of being created. 

o Completed – is reported once the report is created and ready to be viewed    or saved. 

o Failed – indicates there was a processing issue and the report was not created. 
 

o No data meeting criteria – indicates that there was no item(s) in the Quick Deposit history 
database meeting the selection criteria that was entered. Check/update the selection criteria and 
re-submit the report. 

 
o Scheduled for processing tonight – The report was too large to be created during daily processing 

hours, while most other deposit processing is taking place. The report request is placed on hold 
and scheduled to be released after the daily processing is complete and more system resources are 
available. It will be created tonight and available to you tomorrow morning. 

 
o Too large, cannot process. Size (0)% of maximum – The amount of data selected for the report is 

too large to be processed. It would require more system resources  than are available. 
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REPORT LIMITS 

Reports that contain data of individual checks without images will be created immediately when 
submitted if they contain 3,000 checks or less. 

 
If they contain check data and images, Report will be created immediately if it has 500 checks or less. 

 
If a non-image report contains between 3,000 and 30,000 checks, it will be scheduled to print at night after all 
other deposit processing is completed and will be available to you the next morning. 

 
If a report that does contain data and images has between 500 and 5,000 checks, it will be scheduled to print 
at night after all other deposit processing is completed and will be available to you the next morning. 

 
Reports with images consume many times more resources than reports without images and this is why the 
limits are required. 

 
As noted previously, due to the exposure of information contained on these reports (check  details and client 
non-public personal information), it is critical that only the users needing these reports are granted access to 
these report features. 

 
See Appendix B for examples of each report. 

 

 

DATA 
REQUESTED: 

Check data 
< 3000 without 
images 

 

Check data 
and images 
< 500 
 
Non-image report 
with  3,000-30,000 
checks 

 

Check data 
and images with 
500-5,000 checks 

 

REPORT AVAILABILITY: IMMEDIATE NEXT DAY 
(morning) 
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RESEARCH FUNCTIONS 
 
ITEM RESEARCH 

 
The Research function provides the ability to locate a specific item or group of items in the Quick Deposit 
database by searching a combination of one or more fields. 

 
The Research function tab is available to users who have the Client Administrator, CSR or Report Viewer role 
assigned to them. 

 
Navigate to the Research screen by selecting the Research tab from the Function Tabs at the top of any 
Quick Deposit screen. 

 
Again, the user will not see this tab unless they have one of the previously mentioned roles assigned to 
them. 

 

 
Searching on multiple fields reduces the number of results that will be found matching those criteria. 
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There are thirteen data elements from which to choose in each Selection Criteria field. 
 

    
 

Enter or select the field you wish to search for and enter the desired values for that field.  Each field can have 
different values to be entered for searching. 

 
Account Number – Account number value on the check, can apply to the Virtual Credit as well. Check 
Number – Serial field on a business check or in the Trans Code field  of  a personal check. 
Declared Amount – Displays a range and is the amount field on the Virtual Credit and deposited checks as they 
were when transmitted to the bank. 

 
NOTE: In most cases the Declared Amount will be the same as the Posted Amount. However, if any checks 
sent to the bank are found to have incorrect amounts, bad images, are determined to be foreign items (after 
they are corrected), or contain any other error, the bank may have to make a deposit adjustment to correct 
the item. If a deposit adjustment is made after the deposit is received it could change the amount of an item and 
the Declared Amount could be different than the Posted Amount. In this case the adjustment information will 
be input into the deposit history and be viewable within Quick Deposit. The Deposit Status will become 
“Perfected – Adjusted” instead of just “Perfected”. 

 
DRN – This field does not currently exist in the system, so no search results are displayed. 
Deposit Date – Displays a range of available dates and is the date the deposit was scanned, not the date the 
deposit was transmitted. 
Deposit Number – Displays a range and is the system assigned deposit number applied to the deposit. 
Deposit Status – Displays a pull-down menu list of all of the deposit status values. (See Chapter 5 – Deposit 
Operations for a list of all Deposit Status.) 
Item Grouping – Displays a pull-down menu list of items types; Credit Item (Virtual Deposit Slip), Check, and 
Payment Coupon. (Regions    does    not    currently   utilize   the Payment Coupon options within the 
system, so no results will be found for this value.) Item Status – Displays a pull-down menu list of item status 
values; Not Queued, Deleted, User Corrected, Recognition Complete, and Pending. ##### 
Items Type – Displays a pull-down menu list of item types; such as Business Check, Personal Check, Virtual 
Credit, etc. This would be the list the user sees on the Edit Item page when they correct an item. 
Location – Displays a pull-down menu list of location numbers and should be used in combination and as a 
secondary search field with Customer. 
Posted Amount - Displays a range and is the amount field on the check and if the Virtual Credit. 
Transit Number – Routing Transit number field on both the checks and if the Virtual Credit      is used, applies 
to the Virtual Credit as well. 
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Example of search criteria to select all checks (not credits/deposits) between 
$10.00 and $100.00 in the date range of 10-21-2010 and 10-28-2010. 

 
Click the first Search Criteria field and select Item Grouping. The Values section will present another 
drop down list.  Click the Values drop down and select Check. 

 

 
 

Select the second Search Criteria field and select Posted Amount and enter the amount range. 
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Select the third Search Criteria field, select Deposit Date and fill in the data range. 

 
 

Once the desired criteria are selected, click Search to execute the search. 
 

 
The search can return up to 100 items meeting the search criteria. The data is displayed at the bottom of the 
screen. 

 
Once the search has returned the items that meet the selection criteria and populated the Search List, the 
user has the ability to review the list and make sure it contains only items desired       in the report. 

 
The User can choose to create a report of all the items in this search list by selecting the Create Report 
option at the bottom of the page. 

 
However, if this list is not exactly what is needed for a report, the user may wish to add or remove items from 
the list to create the exact report desired. In such case, a Results List can be created from which to work. 
First, all or any portion of the items listed in the Search List should be selected by clicking the check box 
under the Select column; then select the Add to Stored Results option. 
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99999999999 

Clicking on any item in the Search or Results List will display the front image of that item at the top of the page 
(see example next page). 

 

 
 

 
 
 

After the selected items have been sent to the Stored Results List, click the Go to Stored Results 
link beside the Add to Stored Results option. 

999999999 

999999999 

999999999 

999999999 
click 1234567890 

999999999 

999999999 
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After the selected items are in the Stored Results List, the user has the ability to remove them by checking the 
box under the Select column and selecting the Remove from Results option. 

 
Think of the Stored Results List as a work area where you are building the exact list of items you need in a 
report. 

 
Once this first group of items is stored in the Stored Results List (work area), additional items can be added by 
clicking the Go to Query link and selecting other items that are needed for the report. 

 
Once back at the Item Research – (Query) screen, the old list can be cleared by clicking “Clear List” and 
creating a new search. Repeat the process and select other items to be added to the Results List (work 
area) until the exact list of items needed are created. 
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Once the desired items are in the Results List, choose a print format for the report. The options are: PDF, 
CSV, RTF or XLS. 

 
The PDF and RTF formats will also allow the user to choose whether they wish to print front and back images 
in the report or not.  Note: “BW Images” represents the option for black  and 
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QUICK DEPOSIT DESKTOP APPENDIX:  SAMPLE REPORTS 

The following images represent sample reports as they appear in Regions Quick Deposit Desktop. 
 
CLIENT ACCOUNT LISTING EXPORT FILE 
Client Account Listing Export File provides a report showing all accounts by customer. 
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DAILY DEPOSIT SUMMARY REPORT 
The Daily Deposit Summary Report provides a summary report for deposits for a selected day. 
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DAILY GRAND TOTAL RECEIVED 
The Daily Grand Total Received Report provides a grand total report for deposits received for a 
selected day. 
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DEPOSIT DETAIL REPORT (WITHOUT IMAGES) 
Deposit Detail Report provides a detail report for deposits. 
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DEPOSIT DETAIL REPORT (WITH IMAGES) 
Deposit Detail Report provides a detail report for deposits. 

 

 
 

After all the item details are listed, the images are printed for each deposit. 

 
 

Currently four images per page are available. 
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DEPOSIT SUMMARY REPORT 
Deposit Summary Report provides a summary report for deposits. 
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ITEM EXPORT FILE 
Item Export File provides an exportable version of all received deposit(s) within the given date range 
(tailored for CSV output). 

 
 

 

 

(CONTINUED ON NEXT PAGE) 
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LOCATION DEPOSIT STATUS 
Location Deposit Status provides a summary of deposits by location. 
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LOGIN AUDIT 
Login Audit Report provides a report for user login activities. 
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USER ACTIVITY AUDIT 
User Activity Audit Report provides a report for user activities within Quick Deposit. 
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(03/01/2018) 

 

Regions Quick 
Deposit Mobile 

 
 

 
 

Regions Quick 
DepositFor Quick Deposit Desktop, click here. 



 

REGIONS QUICK DEPOSIT MOBILE (QDM):  GETTING STARTED 
 
DEVICE COMPATIBILITY 
 

The following certified mobile device operating systems are required to support Regions 
Quick Deposit Mobile: 

 
Platform OS 
Android 4.0.3 to 5.0.1 or higher 
iOS 7.x to 8.3 or higher 

 
Mobile Device Video Auto-Capture Requirements 
Devices must meet minimum requirements for video auto-capture mode. If a smartphone has any of 
the specifications listed below, the QDM application reverts to a still-camera manual capture mode 
and users must take the picture of the check themselves. 

• Nexus 4 
• Android operating system less than 4.0 
• Inability to process 1080p, 720p, or large VGA frames 

 
DOWNLOADING THE REGIONS QUICK DEPOSIT MOBILE APPLICATION (APP) 

 
1. To download the Quick Deposit Mobile app to your iOS or Android mobile device, access the 

App Store or Google Play respectively and search for “Regions Quick Deposit Mobile”. 
Complete the onscreen prompts to download the app. 

 
2. Next, open the Regions QDM app from your mobile device by tapping the app icon, which is 

distinguished by the Regions pyramid and a circled checkmark. 
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LOGGING IN – USING THE QDM APP 

Regions Quick Deposit Mobile is accessed using the Regions OnePass single-sign on portal. As a result, 
you will see the Regions OnePass login for Quick Deposit Mobile once you tap on the QDM app icon. 

 
FIRST TIME LOG IN 

 
Note: You will access Quick Deposit using the OnePass single sign-on portal, whether you use 
desktop or mobile services or a combination of the two. However, regardless of Quick Deposit 
service, you must complete initial setup using a desktop computer. 

 
Note: If this is your first time logging in, click here to see the “First Time Log  In” section of this 
guide. You will need to follow instructions to complete Regions OnePass registration before you can 
access Regions Quick Deposit using the mobile app. 

 
 
RETURNING LOG IN 

 
 

1. Log in using your Regions OnePass ID and Password. 
 
 

2. You may be prompted to answer a security 
question. Enter your response and select Submit. 
Note: During initial login, users must select three 
security questions and provide answers. Users 
will be challenged with security questions 
randomly. 

 
 
 
 

OnePass & QDM Log in screen 
 
 

 

MFA Security Question Answer Screen 
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Once logged in, the following splash page will briefly display: 
 

 
 
 
 

CREATING A DEPOSIT 
 
STARTING AND SAVING A DEPOSIT (BEFORE SCANNING CHECK ITEMS) 

 
Once logged in, the first screen that will display is the Application Start Screen, which then changes to 
the Deposits screen and defaults to the all open deposits tab. If you have multiple companies 
established within Quick Deposit, you will need to select the company from the list that you wish to 
log in to. Regardless, location and account must be selected in order to begin a deposit. 

 

 
1. Select company 2. Select location 3. Select account 
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4. After you select the desired account to which to credit your deposit, the “Save” option 
will be enabled. Tap Save to open and begin your deposit. 

 
 

5. You will then be 
prompted by the 
“Confirm Deposit 
Saved” screen. 
Select OK to begin 
your deposit. This 
allows the Mobile 
Operator to ensure 
they have selected 
the correct Location 
and Account before 
they begin to 
capture checks for 
the deposit. 

 
 

However, if the Deposits screen is not showing (for example, if you are currently in the middle of a 

deposit), tap  (the Menu button, also referred to as a “hamburger menu” due to appearance), 
and then tap Home. The Deposits screen will then display. 
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ADDING ITEMS TO A DEPOSIT 

In the QDM application, each check is a separate item in a deposit. Perform the following procedure 
for every check you want to add to a deposit. 

Note: It is okay to add items to a deposit and log out without completing a deposit. You can always 
go back and complete and close the deposit to transmit to the bank. Add multiple checks 
throughout the day or make multiple deposits throughout the day. 

 

To add an item: 
 

1. If your deposit is not already open in the Actions screen, perform these steps. 

a Tap , and then tap Home. b 

Select your deposit. 

 

2. Tap Add Item from the Actions” 
screen. The Add Item screen displays. 

 
3. In the Amount field, enter the amount of the check in cents. 

 
For example, to add a check for $197.26, type only 19726; 
do not enter a decimal point or a currency symbol. 

 
 
 

 
 
Once the amount is entered, the red bar will change color to green. 
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4. Place the check front-side up on a flat surface. Next, tap Front of check to capture the item for 
deposit. Hold the camera on the mobile device above the check, and follow the on-screen 
directions. 

 

 
You may be directed to add more light or move closer to or further from the check. When the 
conditions are right and the check is in the correct range, a red outline will appear. The 
image is then automatically captured. 
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After the front of the check is captured, the Add Item screen is updated with the front check 
image.  Repeat the steps to capture the back of the check: 

 
5. Turn the check over so the back side of the check is showing. 

6. To scan the back, tap Back of check. 

7. Hold the camera above the check, and follow the on-screen directions. 
 
 



Regions Quick Deposit Suite User Guide Page 95 of 103  

After the back of the check is captured, the Add Item screen is updated with the front and back check 
images. 

 
8. Click Complete. 

 
The Edit Item screen will then appear. 

 

 
Once Complete is selected, you will be presented with the option to either edit or submit the item. 
Note that if there are any problems with the item, messages are displayed here, for example: 

• duplicate item 

• amount error 

• image quality problem 

Depending on your permissions, you may have the option of overriding the errors. Otherwise, delete 
the item. For additional information about errors, see the “Correcting a Deposit” section of this guide. 

 

Note: You do not have to stamp or manually endorse the checks(s). The Regions Quick Deposit 
Mobile application will add a virtual endorsement to each item that is captured. This virtual 
endorsement is added to the back image of the check after the deposit has been transmitted to the 
bank. 

This is the same virtual endorsement process used with traditional Regions Quick Deposit desktop 
scanning. 
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To view the image of the check, press the camera icon circled in green. 

 
 

A full-size image is made visible when the camera icon has been selected. Once you tap 

the image, the Edit Item screen appears again. 

9. Tap Submit to transmit the deposit to the bank. 
 

You can view items within the deposit whether or not they have 
been submitted. This allows the ability to decide if you wish to 
delete the image and retake it or not. 

 

The Actions screen displays. Repeat the item capture procedure if 
you have another check to add to the deposit. 
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VIEWING ITEMS AND COMPLETING A DEPOSIT 

 
Once you have added all of the items for a particular deposit, you must complete it so that the checks 
can be processed. After the deposit is completed, you cannot make any additional changes, add more 
items, etc. 

 
There are three tasks that can be performed from the Actions screen: 

• Add more items to the deposit by tapping the “Add Item” button 
• View items within the deposit whether or not they have been submitted 
• Complete the deposit 

 
In the example below, an item is selected for viewing. 

 
 
 

Once a check is selected, the image of the check will appear onscreen.  View the front and back by 
clicking on the green arrow on the check. 

 
To return to the Items screen, tap the back arrow on the top left corner of the View   Items screen. 



Regions Quick Deposit Suite User Guide Page 98 of 103  

Once on the Items screen, you can click on the back arrow command in the upper left to return to the 
Actions screen. 

 

 
 

COMPLETING A DEPOSIT 
Once all items are captured and you are ready to make the deposit, select Complete. Then, “yes 
complete” on the next screen. Then, finally by confirming the deposit. The Complete screen will 
appear.  Tap Yes Complete.  The confirm screen will appear.  Tap OK. 

 
 

Tapping OK will confirm and complete the deposit. You will then be returned to the Deposits screen. 
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Note: Checks should be retained for no less than 45 
days and no more than 90 days; then properly destroy 
the checks. 

 
 
 
 
 
 
 
 
 
 
 

DEPOSIT SCREEN OPTIONS & OPTIONS MENU 
There are three options available on the Deposits screen: 

 

• Today:  Tap Today to view all deposits created today. 

• All Open:  Tap All Open to view all deposits that have been started but not completed. 

• All:  Tap All to see all deposits made within the last 45 days. 
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LOGGING OUT 

Select the Menu icon located at the top right of the scree, and then the Logout option to 
close the Quick Deposit Mobile app.  You will then be returned to the Start screen. 

 

 
Note: If there is no activity detected for 5 minutes, the Regions Quick Deposit 
Mobile system will automatically log you out of the application. It is strongly 
encouraged that you log out of the mobile application whenever you are not 
working with it. 
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ASSIGNING A DEPOSIT 
If for some reason you are unable to complete a deposit, you can assign it to another user, providing 
you have permission and have been granted the “Supervisor” role. 

To assign a deposit: 

1. If your deposit is not already open in the Actions screen, perform these steps. 

a Tap , and then tap Home. 

b On the Deposits screen, tap the deposit you want to assign to another user. 

The Actions screen displays. 
 
 

2. Tap .  The application menu displays. 

3. Tap Assign Deposit. The Select User screen displays. 

4. Tap the user to assign the deposit to, or search for the user by typing the name in the Filter 
box. The Actions screen displays, showing a different user in the Owner field. 
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DELETING A DEPOSIT 
If you no longer need a particular deposit, you can delete it. To delete a deposit: 

1. If your deposit is not already open in the Actions screen, perform these steps. 

a Tap , and then tap Home. The Deposits screen 
displays. 

b On the Deposits screen, tap the deposit you want to delete. 

The Actions screen displays. 

2. Tap .  The application menu displays. 
 
 

 
3. Tap Delete Deposit. The Confirm pop-up displays. 

4. Tap OK.  The Confirm pop-up indicates that the deposit was deleted. 

5. Tap OK. 
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CORRECTING A DEPOSIT 
When you submit an item, it is processed and then the Actions screen appears. You can then choose to add 
another item, view items, assign the deposit, delete the deposit, or complete the deposit. Occasionally, there is 
a problem with some aspect of the item, such as the following: 

• An item image is invalid. 

• An entry for a required item field is missing or invalid. 

• An entry for an optional item field is invalid. 

• The item amount limit is exceeded. 

• The item count limit of the deposit is exceeded. 

If there is an error with a submitted item, the Actions screen displays a "One or more items have processing 
errors. Deposit cannot be completed." message. 

 
 
 

To respond to a limit error, the user can do one of the following: 
 

• Delete the item from the deposit and process the item  another way. 

• If it is an item count error, delete the item, complete the current deposit, 
and start a new deposit with the item. 

 
To respond to other item errors, for every item that has an error, 

complete steps described previously in this guide.



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This guide is for general informational and reference purposes only and is entirely subject and subordinate to 
the terms of the respective written agreements for the products and services described above. This guide does 
not constitute a contract or representation or warranty of any kind, express or implied, nor does it in any way 
supplement, replace, modify, or amend the terms and provisions of the written agreements that govern the 
products and services. You should review actual product and service agreements carefully to understand the 
terms that govern the products and services and the rights, responsibilities, and liabilities of parties thereunder. 

 
© 2018 Regions Bank. Member FDIC. 
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