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CHAPTER 1: GETTING STARTED 
This manual guides you through installing and using Associated Bank’s Onsite Deposit Manager (ODM)  
to image and deposit endorsed checks for your organization. 
 
Note: Please make sure that the scanner is NOT connected to the PC before continuing with this setup process. 
You will be instructed when to connect the scanner. 

System Requirements 
Computer hardware: 

 3.0 GHz Single Core processor or 2.33 GHz Multi-Core processor or better 

 1 GB of RAM 

 40 GB hard drive 

 Network card 
Operating system (ODM is only supported on Windows

®
 machines): 

 Windows XP
®
 (32 bit), Service Pack 2 or 3  

 Windows Vista
®
 (32 and 64 bit) Service Pack 1 or 2 

 Windows 7 (32 and 64 bit) Service Pack 1 
Browser ...................................... Internet Explorer

®
 7, 8 or 9 

Check scanner ........................... Check scanner supplied by or approved by Associated Bank 
Scanner connection ................... USB 2.0 or 3.0 port 
Screen resolution ....................... 1024x768 
Internet connection .................... Broadband (Cable, DSL, T1) 
Administrative rights .................. Installation of scanner must be performed using Windows Administrator Account 
Entitlement ................................. Provided by Associated Connect Security Administrator 

Security Considerations 
 The installation must be  performed by a user that has Windows “local administrator" privileges including 

the authority to change settings in Internet Explorer and the ability to validate that they saved correctly. 
Once the installation is successful, any designated user will be able to use ODM. 
[To determine if you are a Windows Administrator: Under “My Computer,” go to “Computer Management 
(Local).” You should find a “Local Users and Groups” folder. Select “Administrators.” (This may vary 
depending on your operating system.) You will see all the users that have local administrator access. If 
you do not have these folders or your name is not listed, you do not have administrative rights.] 

 The installation may require modifying the IE settings  to add the bank’s web server 
[https://onsitedeposit.associatedbank.com] to the trusted sites list.  

Data Transfer Speed 
The speed of your Internet connection can make a significant difference in the time it takes to capture images, 
perform courtesy amount recognition/legal amount recognition (CAR/LAR) and submit deposits to the bank.  
The table below is intended to give you an idea of how much time it takes for each of these tasks over a typical  
2 megabit (Mb) connection. Your actual performance will vary depending on factors, such as how many 
computers are sharing the connection. 

Data Being Transferred 
Approx. 
Megabytes (MB) 

Approx. Time Over 2 Mb 
Dedicated Connection 

100 Item Capture CAR/LAR using a 30 DPM 
scanner 

n/a n/a 

100 Item Deposit (four images per item: front, back, 
black and white, grayscale) 

0.3 Two minutes 

 



 
 

Associated Connect: Onsite Deposit Manager User Guide       page 4 of 30 

 

Installation Instructions 
You must install a scanner driver to enable the communication between ODM and your scanner. Install the 
scanner driver BEFORE connecting the scanner to your PC. 

1. Launch Internet Explorer. 
 
2. Sign in to Associated Connect directly from Associated Bank’s website at AssociatedBank.com/Business. 
 
3. Look for “Onsite Deposit Manager” in your left navigation menu. Depending on how many services you have, 

Onsite Deposit Manager may be grouped under the Payments and Transfers category. 
 
4. You will be required to authenticate your identity before gaining access to this service. OOBA (Out-of-Band 

Authentication) provides additional, multi-factor authentication by allowing authorized users to authenticate 
themselves by phone. 

 
5. After successful authentication, the following page displays. Click the “Help” button in the upper right. 

 

 
 
6. A new page opens in a new window. Click the link to download and install the driver for your scanner. The 

steps that follow are essentially the same for each scanner driver, but the messages will vary slightly 
depending on the model being used. 

Note: Depending on the scanner model and operating system you have, you will download either a MyVisionX 
Panini or TellerScan 32 or 64 bit driver.

 

https://www.associatedbank.com/business
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7. When the following window appears, click “Save” and save the zip file to the Desktop. Right-click the saved 
file and choose “Extract” to complete the wizard. 

 

 
 

8. After extracting the contents of the file, double-click the setup.exe file to start the installation of the  
scanner drivers. 

 

 

9. The “File Download Security Warning” window appears. Click “Run” to proceed. 
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10. The scanner’s install application starts. Click “Next” to continue the installation. 
 

 
 
11. Click “Install.” 

 

 
12. When the installation completes, click “Finish.” 
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13. A dialog box appears, prompting you to restart your system so the changes you just made can take effect. 
Save any open documents and close all programs. Next click “Yes” to restart your system. 
 
Note: If you are using the Panini scanner, no PC restart is needed. 

 

 
 

14. When your computer restarts, connect your scanner to the PC. First power on the scanner, next connect the 
cable to the scanner and then to the PC. Your computer should recognize the scanner and complete the 
configuration. This should take less than a minute. 

 
15. You are now ready to use the ODM application. If you are the system administrator and would like to add 

additional users, please go to Company Admin within Associated Connect or access the Associated Connect 
User Entitlement Guide.  
 
Note: To understand how to use the application, please refer to the Daily Workflow Reference Guide or 
access online “Help” for the ODM User Guide. 
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CHAPTER 2: USING ONSITE DEPOSIT MANAGER 
This section of the manual explains the Onsite Deposit Manager user interface and how to use it  
to accomplish daily tasks. 

Starting ODM 
1. Launch Internet Explorer. 

 
2. Sign in to Associated Connect directly from Associated Bank’s website at AssociatedBank.com/Business. 

 
3. Look for “Onsite Deposit Manager” in your left navigation menu. Depending on how many services you have, 

Onsite Deposit Manager may be grouped under the Payments and Transfers category. 
 

4. You will be required to authenticate your identity before gaining access to this service. OOBA (Out-of-Band 
Authentication) provides additional, multi-factor authentication by allowing authorized users to authenticate 
themselves by phone. 
 

5. After successful authentication, the deposit screen displays and is presented each time you access Onsite 
Deposit Manager. From this screen, you can access the Help menu where you can install scanner drivers and 
review documentation.  

 

 
 

6. The first time you create a deposit, you may be prompted to register your scanner. This process links a 
scanner, location and PC so that the system knows how to communicate with the scanner and the deposit 
systems at the bank. You must have supervisor or administrator program rights – identifiable by the 
Registration tab option in your top navigation bar. 

  

https://www.associatedbank.com/business
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Sample Registration 
To register, select the values from the dropdown lists that match your configuration for “Location” and “Scanner,” 
and then click “Register.”  

 

 
Getting Help Online 
Online help is available in two forms. Anywhere you see the  quick help icon, you can click and get context 
sensitive information about the feature. There is also a “Help” button in the upper right hand corner that displays 
the user guide and other documentation. 
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Creating Deposits 
This section of the manual covers the user interface and procedures for creating and submitting a deposit. 

1. Launch Internet Explorer. 
 

2. Sign in to Associated Connect directly from Associated Bank’s website at AssociatedBank.com/Business. 
 

3. Look for “Onsite Deposit Manager” in your left navigation menu. Depending on how many services you have, 
Onsite Deposit Manager may be grouped under the Payments and Transfers category. 
 

4. You will be required to authenticate your identity before gaining access to this service. OOBA (Out-of-Band 
Authentication) provides additional, multi-factor authentication by allowing authorized users to authenticate 
themselves by phone. 
 

5. After successful authentication, the deposit screen displays and is presented each time you access Onsite 
Deposit Manager. From this screen, you can access the Help menu where you can install scanner drivers and 
review documentation. 
 
Note: Depending on your security access, you will see a number of tabs in your top navigation bar that take 
you to the different functions of ODM. Simply click a tab to go to that function. 
 

Deposit Page Features 

The deposit page is divided into three sections: create deposit, open deposits and recent deposit history: 

 “Create Deposit” is where you enter the data for a new deposit. Required fields are highlighted. The next 
steps explain in detail how to create a deposit. 

 “Open Deposits” are deposits which have not been submitted to the bank. From this list, you can add 
items to an open deposit or delete an open deposit. This will be covered in detail later in the manual. 

 “Recent Deposit History” lists deposits that have been submitted to the bank. From here, you can run 
reports on these deposits. This will be covered in detail later in the manual. 

 

 
 

https://www.associatedbank.com/business
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1. Under “Create Deposit,” select the account you want to deposit the funds into. This is a required field. 
 
2. Add the total amount of all items to deposit and enter it in the deposit control total. This number must be 

greater than zero and no larger than the predetermined daily deposit limit set for your company (the 
aggregate of all locations combined). The system uses this number to compare the total of the scanned items 
against its total and requires any difference to be corrected before you can submit the deposit. This is a 
required field.  
 

3. When entering amounts, the system assumes two decimal places unless you specifically enter the decimal. 
For example, if you key in “10” and tab to the next field the system converts this to “0.10” – whereas if you key 
in “10.” the system interprets “10.00”. 
 

4. If you exceed your daily deposit limit for all locations, you will receive an error message. To correct the error, 
you have the following options: 

a. Remove some check items from your deposit to be within the parameters set for your company. OR 
b. Delete the entire deposit and mail or physically submit to an Associated Bank branch. OR 
c. Contact Treasury Management Customer Care at 800-270-2707 to get a temporary limit change. This 

may require a wait period for approval.  
 

 

5. The “Memo 1” field is optional. 

a. Allows up to 26 characters. 

b. Will populate the virtual deposit ticket only. 

 

6. The “Location #” field is optional. 

a. Allows up to 8 numeric-only characters. 

b. Will populate the virtual deposit ticket to assist with reconciliation. 

 
7. Click “Proceed” to start the scanner. This will bring up the capture page. 
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Capturing Items 
The capture process is where the items are scanned into the system. You are still on the Deposits tab, but notice 
that the deposits page has now changed to capture mode (indicated by the dark green color). In capture mode, a 
list of scanned items is shown on the right side of the page and an image of the highlighted item is on the left. 

 

The following steps take you through the capture process. 

1. Make sure you scanner is powered on and connected to the PC. If you are using a multi-document feed 
scanner, jog the items so they are aligned properly. Before inserting the documents, click “Start Scan.” 

2. Once the dialog box below appears, ODM is ready to start scanning items. Place your checks in document 
feeder to begin scanning. 
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3. Continue to feed the items into the scanner until all of the items have been scanned. If a check gets jammed, 
you will see the following message. 

 

Refer to the scanner user guide on how to clear jams for your particular model of scanner. After the jam is 
cleared, click “OK” and rescan the item. 

4. After you scan all the items, click “Stop Scan” to continue processing the deposit. If “Stop Scan” does not 
respond (for example, if there was an error on the last item), click “Close” and confirm you want to quit 
scanning. 

5. When the scan is done, the list on the right side of the page will be populated with all of the scanned items, 
and the image of the first item will be displayed on the left. At this point, you have the makings of a deposit. It 
has been saved, but it is not ready for submission to the bank. If necessary, you could exit the program at this 
point and come back later to finish the deposit.  

 To view the image of the item, click the entry in the list. Below the image are controls that allow you to 
review the back side of the check (flip), zoom in, zoom out or reset the image to the default size. 

 It is a good practice to quickly review the list of items to make sure that a routing number and an account 
number were captured for each item. An item missing either of these fields is considered a reject. Manual 
correction is not allowed for rejects, so if they exist, remove them by clicking the X next to the item(s) and 
then rescan them. 

 

6. If you have no more items to scan, click “Proceed” to move to the next step in the process (balance if no 
errors or correct if errors occurred). If you want to scan more items, click “Start Scan.” 
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Correction Process 
The deposits page changes to correct mode when any of the following occur: 

 Duplicate items were detected 

 Items were missing amounts 

 Items were rejected 

 The amount of a single item exceeds its contracted limit.  

If no errors were found, you go directly to the balance process. (See Chapter 2, Balance Process) 

You will be placed in correct mode on the deposits page when clicking “Proceed” after capturing items with errors. 
The two correctable errors that can occur are if the amount was not recognized or if the item was a duplicate. As 
stated earlier, rejected items cannot be corrected. They must be deleted and rescanned. 

Amount Recognition Correction 
This section will guide you through correcting amount recognition errors. The deposits page changes to correct 
mode and, for amount recognition errors, displays the data shown below. 

 

To correct the error, you have two options: 

 Key in the amount from the image in the highlighted amount field and click “Accept.” OR 

 Click “Remove Item” to delete the item from the deposit. You can either omit the item from the deposit  
or rescan the item. 
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Duplicate Item Correction 
There may be an occasion where an item errors because it is a duplicate of an item that has already been 
submitted to the bank. These items need to be carefully investigated to avoid the problems with submitting an 
item that has already been processed by the bank. This section will guide you through correcting amount 
recognition errors. 

 

The new item is displayed on top and the duplicate item (the one previously submitted to the bank) is on the 
bottom. You can examine the images using the controls below each image to view back (flip) or zoom in on  
the image. 

To correct the duplicate item error, you have two options: 

 Remove the item from the deposit by clicking “Remove Item.” If the item was rescanned by error or needs 
further investigation, removing the item will allow you to continue on with the deposit. OR 

 You can override the duplicate item error by clicking “Accept.” This should only be done after getting 
approval from the bank. 
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Reject Item Handling 
An item will be rejected if the MICR line routing and/or account number cannot be read during scanning, if the 
item has an invalid routing number or if it is determined that the item is a foreign item. In cases where an item is 
rejected, the only option is to remove the item from the deposit and rescan it. If the item continues to reject, you 
will not be able to deposit it using Onsite Deposit Manager. 
 

Image Quality Exceptions 
Image Quality Assurance (IQA) is a feature in ODM that performs 49 different tests on the image to ensure the 
usability and quality of all images captured within a deposit prior to transmission. It is important to understand the 
purpose of the tests, and that for any exceptions raised for an item you carefully review the image for readability 
(both front and back) and rescan if necessary. 
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Single Item Limit Error  
An item will reject if the predetermined single item check limit is exceeded. The item appears in the correction 
screen where you can remove the item. For single item check limit errors, you will see the message below. In this 
example, the limit was set to $5,000.00 per item and the actual item was for $20,000.00. 

 

To correct the error, you have the following options: 

 Remove the item and continue with the deposit. OR 

 Contact the Treasury Management Customer Care at 800-270-2707 to get a temporary limit change. This 
may require a wait period for approval.  
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Balance Process 
The balance process compares the deposit amount calculated by totaling the scanned items to the deposit control 
total you entered when starting the deposit. If these two totals do not match, adjustments must be made so the 
totals are equal. The sections below explain how to process both balanced deposits and out-of-balance deposits. 

Balanced Deposits 
When there are no errors or if any errors in the deposit have been corrected, and you clicked “Proceed,” the 
deposits page changes to balance mode. 

For a balanced deposit, the virtual deposit ticket will be created and displayed with the depositor’s name, date, 
deposit account, transit and amount. The difference between the checks amount and the deposit control total will 
be zero, and the “Proceed” button will be enabled. Click “Proceed” to go to the final review. 

Out-of-balance Deposits 
When the total dollar amount of scanned items calculated by ODM does not equal the amount you entered for the 
deposit control total, you have an out-of-balance deposit indicated by the amount in the difference field not being 
zero. This deposit cannot be submitted to the bank. 

 

To correct the out-of-balance condition, follow the steps below. 

1. Double-check the deposit control total you entered to verify the total. If there was an error in the total, re-enter 
the total in the deposit control total field and click “Balance Deposit.” If the difference is now zero, click 
“Proceed” and review the deposit before submitting it. If not, go to the next step. 

 
2. If the difference is still not equal zero, review the items by clicking on each row in the list and comparing the 

amount on the image to the amount field. Correct any errors and click “Save.” The system will re-calculate the 
totals and update the difference. Continue reviewing the items until the difference is zero. 

 
3. When the deposit is in balance, the “Proceed” button will be enabled. Click “Proceed” to go to the final review. 
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Another reason you may not be able to submit is if you exceeded your maximum daily deposit limit.  

 

To correct the error, you have the following options: 

 Remove some check items from your deposit to be within the parameters set for your company. OR 

 Delete the entire deposit and mail or physically submit to an Associated Bank branch. OR 

 Contact Treasury Management Customer Care at 800-270-2707 to get a temporary limit change. This 
may require a wait period for approval.  
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Final Review 
This is the last review of the deposit before submitting it to the bank. When you click “Finish,” the deposit is sent 
to the bank. The only data that can be changed at this point is the deposit account and any custom fields that are 
available. If you want to add items to the deposit, click the Deposits tab to return to the beginning of the create 
deposit process. (Refer to Chapter 2, Working with Open Deposits.) 

Editing Fields 
To edit a field:  

1. Click the “Edit” link, note the “Finish Deposit” button is replaced by “Save” and “Cancel” buttons. 
 
2. Change the desired field, click “Save” to keep the changes and “Cancel” to keep the existing values. 
 

If no changes were made, you stay in review mode and the “Finish Deposit” button will be available. If you 
saved changes, you will be directed back to balance mode where the virtual deposit ticket is regenerated. 

 
3. Review the changes and click “Proceed” to return to review mode. 
 
4. Click “Finish Deposit” to send the deposit to the bank.  
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Finishing the Deposit 
When you are ready to send the deposit to the bank, click “Finish Deposit.” When the deposit has been sent, the 
screen below will be displayed with the message “Deposit submitted successfully.” Within a few minutes of 
successfully sending the deposit, an email confirmation will be sent to the email address you indicated to the bank 
during setup. Depending on your company’s requirements, you may want to generate certain reports for each 
deposit. To quickly generate reports on the deposit just submitted, select the report options of your choice (save 
or print). For more information on generating reports, see Chapter 4, Accessing Historical Deposit Data. To start a 
new deposit, click the “Home” link located below the reports selection or click the Deposits tab. 

 

If your deposit does not submit successfully, you may have exceeded your daily deposit limit for all locations. If 
that is the case, you will see the below error message. 

 

If you receive the above error message, you have the following options: 

 Delete the entire deposit and mail or physically submit to an Associated Bank branch. OR 

 Contact Treasury Management Customer Care at 800-270-2707 to get a temporary limit change. This 
may require a wait period for approval.  
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Confirmation Email Message 
When the bank successfully receives the deposit, within minutes an email similar to the one shown below will be 
sent to the email address you indicated to the bank during setup. 
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Working with Open Deposits 
An open deposit is one that has not been submitted to the bank. All open deposits are listed on the deposits page. 
In the illustration below, there is one open deposit. To access it, simply click the link. 

 

You can perform the following actions on an open deposit: 

 Capture (add items), correct errors, balance and finish the deposit (submit to bank). To perform any of 
these activities, click the deposit in the “My Open Deposits” list. You will be placed in capture mode, see 
Chapter 2, Creating Deposits for details on working with the deposit. 

 Delete the deposit. If the deposit was created in error or you want to start over, simply click the X next to 
the deposit to delete. 
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CHAPTER 3: REPORTING 
Onsite Deposit Manager has a number of reports and report formats to produce the information and data you 
need to know about your deposits (also see Chapter 4, Accessing Historical Deposit Data). To access reports, 
click the Reports tab as shown below. 

 

To run a report, click the radio button next to the report name. A new page will be displayed with the options 
available for running that report. Each of the reports is covered in detail in the next section. 

Summary of Reports 

 
 

 

Deposit Detail 

Report

Deposit Image 

Report

Deposit Image 

Front Only

Deposit 

Image 

Report (1x3)

Deposit 

Summary 

Report

All Deposits 

Summary 

Report

Location 

Summary 

Report

Date and Timestamp x x x x x x

Account Number x x x x x x x

Location x x x x x x

Deposit Tracking Number x x x x x x

Deposit Status x x x x x x

Merchant Name x x x x x x x

Deposit Total x x x x x x

Deposit Date x x x x x

No of Debits x x x x x x

Deposit Images (deposit 

ticket and checks) x x

Deposit Image front of 

deposit ticket and check x x

3 Images per page x

Date Parameter Search x x x

Summary by location x x
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Export Standard Data File 
Select the Account, Location, Start Date and End Date of the information you want to include. Then click  
“Export File.”  
 

 
Click “Save” and browse to the location where you would like to save the file.  

 

Click “Open” or “Open Folder” to view the file. 
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Exporting Reports to Other Formats 
ODM supports exporting report data to several other formats that are useful for archiving or processing data in 
other systems. 

Supported Formats 

 PDF – an image file that supports searching on dollar amounts, check numbers and capture sequence 
numbers. It also gives you the full capabilities of the Adobe Reader® installed on your system such as  
zoom controls. 

 TIFF – an image file that cannot be edited or searched. 

 XML – an Extensible Markup Language file, this is a programming language used to share and define 
data across different systems. 

 CSV – a comma separated values file, images are not exported in this format. This is a text file with the 
first row containing the column names and subsequent rows containing the deposit detail data. Each 
element is separated by a comma. 

 MHTL – a single file web page archive which can be viewed in your browser. You cannot zoom images in 
this format. 

 Excel – a Microsoft® Excel® file formatted like the report including images. 

 
Export Process 
1. View your report. 

2. Click the export tool dropdown box at the top of the report, select the desired format and click “Export.”  

 

3. You will be prompted to either “Open” the report to see it immediately or “Save” the exported version and 
open it later with the appropriate application. 
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CHAPTER 4: ACCESSING HISTORICAL DEPOSIT DATA 
Historical deposits are deposits which have been successfully submitted to the bank. Historical deposit images 
are available through ODM for up to 90 days. After this time, they can be retrieved through Associated Bank’s 
Image Express service or by contacting Associated Bank’s Customer Care. You can also lookup deposit amounts 
in Associated Connect. 

To view historical deposit images, click the History tab. 

 

To retrieve images for an entire deposit, click the row in the deposit list at the top of the page that represents the 
deposit you want to view. Once you have selected a deposit to review, you can produce a Deposit Detail Report 
and/or any of the three Deposit Image Reports (Standard, Front Only or Front Only 1x3). These are covered in 
more detail on the following pages.  

To run any of the “Deposit Detail Reports,” click the link on the history page after selecting a deposit to view.  

Deposit Detail Report 
This report shows data for the selected deposit. The header area contains transmission date and time, customer 
name, deposit date and time, deposit account number, location, deposit amount, the number of debits and the 
deposit status. Following the header section, depending on the report you select (there are three options: 
Standard, Front Only and Front Only 1x3), you will find the images of each item in the deposit starting with the 
deposit ticket and then each check. To page through the report, use the page controls at the top of the form.  

The tabular data contains the capture sequence numbers of the items, debit or credit status, amount of each item, 
a serial number if used, the account number associated to each item, routing numbers associated with each item, 
analysis status for items have had an operator override or other manual change, and the override indicator. 

To run this report, click the “Deposits Details Report” link on the history page after selecting a deposit to view. 

Deposit Detail Image Report 
This report shows data for the selected deposit. The header area contains transmission date and time, customer 
name, deposit date and time, deposit account number, location, deposit amount, the number of debits and the 
deposit status. Following the header section, depending on the report you select (there are three options: 
Standard, Front Only and Front Only 1x3), you will find the images of each item in the deposit starting with the 
deposit ticket and then each check. To page through the report, use the page controls at the top of the form.  

To run any of the “Deposit Detail Reports,” click the link on the history page after selecting a deposit to view.  

Tip: This can be a lengthy report, if you are viewing it online you may want to use the export tool to export it to a 
PDF for easier navigation and search capabilities. 
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Searching Historical Deposits 
The advanced search feature on the history page allows you to search for a specific item or to return a number of 
matches based on a range of criteria. This can be used to view a specific deposit ticket or item in the deposit, or 
to help identify when a deposit was made. 

To search for items, enter the appropriate criteria and click “Search.” Valid searches use any combination of 
search fields and search operators (=, <>, <, etc.).  

 

Marking Items 
This function allows you to use the endorser function on supported scanners to print message text on the front of 
physical items. The purpose of marking is to alert deposit handlers that these items have already been 
electronically processed as a safeguard against duplicate capture. To mark items electronically deposited, follow 
these procedures: 

1. Click the Deposits tab or the History tab. 

2. Click the active link of the desired deposit within My Recent Deposits or View Deposit History. 

3. Click “Mark Items” within the Deposits tab. 

4. Place all items in the scanner backwards so the front of each item can be endorsed with the rear ink jet, and 
click the “Start” button. 

5. Click the “Finish” button when all items have been marked.
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Exporting History Reports to Other Formats 
ODM supports exporting report data to several other formats that are useful for archiving or processing data in 
other systems. 

Supported Formats 

 PDF – an image file that supports searching on dollar amounts, check numbers and capture sequence 
numbers. It also gives you the full capabilities of the Adobe Reader® installed on your system such as  
zoom controls. 

 TIFF – an image file that cannot be edited or searched. 

 XML – an Extensible Markup Language file, this is a programming language used to share and define 
data across different systems. 

 CSV – a comma separated values file, images are not exported in this format. This is a text file with the 
first row containing the column names and subsequent rows containing the deposit detail data. Each 
element is separated by a comma. 

 MHTL – a single file web page archive which can be viewed in your browser. You cannot zoom images in  
this format. 

 Excel – a Microsoft® Excel® file formatted like the report including images. 

Export Process 
1. View your report. 

2. Click the export tool dropdown box at the top of the report, select the desired format and click “Export.” 

 

3. When prompted, either “Open” the report to see it immediately or “Save” the exported version and open it 
later with the appropriate application. 
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CHAPTER 5: QUICK REFERENCE GUIDE 

Daily Workflow Reference Guide 
This checklist will help guide you through your daily deposit process using Onsite Deposit Manager from 
Associated Bank. 

1. Start up PC and scanner. 
2. Launch Internet Explorer. 
3. Sign in to Associated Connect directly from Associated Bank’s website at AssociatedBank.com/Business.  
4. Look for “Onsite Deposit Manager” in your left navigation menu. Depending on how many services you have, Onsite 

Deposit Manager may be grouped under the Payments and Transfers category. 
5. You will be required to authenticate your identity before gaining access to this service. OOBA (Out-of-Band 

Authentication) provides additional, multi-factor authentication by allowing users to authenticate themselves by 
phone. 

6. Select your account number and key your deposit control total, then click “Proceed.” 
7. Optionally, you can populate the “Memo1” and/or “Location #” field. 
8. Click “Start Scan.” 

Note: The first time you scan a check, you will be asked to register. 
a. Select system location from the dropdown box. 
b. Select the scanner type that was shipped to you. (VisionX or TellerScan) 
c. Click "Register." 

9. Place check(s) in the scanner and wait for the items to complete scanning. Checks should be organized 
uniformly before scanning.  
Note: If you have the MyVisionX Panini scanner, this is a single-feed scanner. You will need to feed the 
checks one-by-one to the scanner; otherwise the capture will result in piggy-backs. 

10. To move to the next step, click “Stop Scan” on the capture screen. Review the items in the list to make sure 
they all have a routing number and account number. Remove any that don’t and rescan them. Click “Proceed” 
to go to correct mode. 

11. Correct any items that failed scanning by removing the item from the scanner/deposit. 
12. Check to ensure the control total and scanned total are balanced. Correct any balance inconsistencies by 

either adjusting the control total (if entered incorrectly) or correcting the item(s). When the deposit is balanced 
click “Proceed.” 
Note: This step can take up to 20 seconds to complete. Please allow the page to refresh. Once you see the 
virtual deposit ticket, you can continue. 

13. The deposit is now ready for submission to the bank. To transmit, click “Finish Deposit.” 
14. Depending on your reporting requirements, print or save one of the Deposit Reports of your choice.  
15. Click “Home” to start a new deposit or click the X to close the window. Sign out of Associated Connect.  
16. Monitor your email for a deposit confirmation. 
 
If you have more specific questions, access our online “Help” for the Onsite Deposit Manager User Guide. The 
user guide provides an easy-to-read guide of system navigation. 
 

 

  Associated Bank Contact Information 

If you have questions, please contact our 24/7 Treasury 
Management Customer Care at 800-270-2707 and select 
option 2 for Onsite Deposit Manager support. 

Associated Bank, N.A. is a Member FDIC and Associated 
Banc-Corp. All trademarks, service marks and trade 
names referenced in this material are the property of their 
respective owners. 
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