
 
 

 
 

South Shore Bank 
Remote Deposit Capture 

 

How to Access South Shore Bank’s Remote Deposit Capture 

• Log into South Shore Bank Business Online Banking 
• Find Account Services tab and select Remote Deposit Check Capture 

 

• Remote Deposit Capture Welcome Screen shown below 

 

How to Install Scanner 

• Log into South Shore Bank Business Online Banking 
• Find Account Services tab and select Remote Deposit Check Capture 



 
 

 
 

• Find the Help Tab 
• Select Retrieve WebScan 

*Program Administrator will be needed depending on your level of access on PC. 

 

• WebScan will download to your Download folder 
• Open file once downloaded 

 

• Follow instructions as prompted   

Scanner is now installed 

 

 
 
 
 
 
 
 



 
 

 
 
 
How to Create a Deposit 

 

• Leave the location as indicated 
• Select the appropriate account that you wish to deposit into 
• Create Tape (optional) 

o This option allows you to create a running tape/tally of the deposit, including 
number of items and total amount of deposit.  Click Accept.  This will carry the 
deposit total to your Control Total.   

 

• Click Create Deposit to begin scanning process 



 
 

 
 

 

• Insert checks into scanner  
• Click Capture to initiate the scanner 

 

 



 
 

 
 

 

• Click “Stop Scan” once all checks are scanned.  (You can continue to add checks to 
the scanner as needed throughout the deposit process.) 

*Scanner will stop after 50 checks.  If you have more than 50 checks, you will need to click 
‘Cancel” then “Capture” then “Start Scan” again to initiate the scanner and complete the 
deposit.  

• When scanning is complete, you will be brought to the Capture Items page, as seen 
below.  

 

*Account numbers are masked for security reasons 



 
 

 
 

• Here you can look at all scanned images using the scroll bar on the right-hand side.   
• If you need to delete an item, select the item you wish to delete, click the ellipses and 

Remove Selected. Example below. 

 

*Account numbers are masked for security reasons 

 

User will get confirmation message, click OK to continue the deletion process.  

 

*Account numbers are masked for security reasons 

 



 
 

 
 

• Select Next to move through the deposit workflow 

 

*Account numbers are masked for security reasons 

 

• This will be the Corrected Items page. All errors will show in red font. Here you have 
the option to correct any field.   

 

*Account numbers are masked for security reasons 

 



 
 

 
 

• Users may make changes to the Amount, Routing Number, Account Number or Serial 
Number (Check Number). Make changes and select “Accept” or Enter key.  
 

• Once all items are corrected, you will continue to the Balance Deposit page  

 

*Account numbers are masked for security reasons 

 

• Here is where you need to make sure your deposit is in balance and the correct 
amount.   

 

• If your deposit shows a Difference, you will need to enter the correct amount of your 
deposit and select Save Changes.  

*You will not be able to proceed until your Debit Total and Control Total match.   



 
 

 
 

 

• Select Review to move to the final step within the workflow. 

 

 

• Here is the Review Deposit page 

 



 
 

 
 

• If you are finished and wish to submit the deposit for processing, select Submit.  
• Users will get confirmation on screen that the deposit was submitted successfully. 

  

• Uses will have several options under receipt – see end of document for examples 

 

• If you need to go back and make changes or add more checks to this deposit, select 
Balance and repeat previous steps.  

 



 
 

 
 

• To delete/remove a deposit, select the ellipses in the top right corner and select 
Remove Deposit. 

 

A confirmation screen will appear.  Select OK to remove/delete deposit. 

 

 

 

 

 

 

 

 



 
 

 
 
Report Examples from Receipt Option  

Deposit Detail Example 

 

Image Report Example  

 

 



 
 

 
 
Image Report (Front + Back)  

 

 

Reports Tab 

 



 
 

 
 

 

 

Research Tab 
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