Check Scanning

Chapter 10: Check Scanning

One of the most time consuming tasks in every church is entering weekly contributions. This
process usually involves making a copy of the checks received, then looking up each person in the
database and hand-entering all the information on the check.

Excellerate check scanning streamlines that process by allowing you to scan your checks with a
check scanner. You simply load your checks into the scanner. Then when you press the scan
button, Excellerate automatically looks up the correct person for you, and displays the check
image on your screen. All you have to do is enter the amount, and move on to the next check.
The check images are even stored for you, so you don’t have to make copies.

Setting-Up Check Scanning

Make sure Excellerate is closed, and install the MagTek Software & Drivers CD that came with
your check scanner. You can also download the latest drivers here:

http://www.magtek.com/support/software/programming_tools/
(The drivers are at the bottom of the page)

Use the default options that are checked:

Select Options

Selact the options you want to install.

To install a feature, click the check box nexttait. |fthe check box is clear, that feature will not be
instaled

™ Excella/Excella ST Demo and A1 (Dema requires drivers for USB devices)
™ Escella/Excella STX USB Driver and AP1

InstallSiic/d . | <Bock [1 New> | | Cencel |

When the installation is complete, connect the scanner using the USB cable. Windows should
report that the device was installed correctly.


http://www.magtek.com/support/software/programming_tools/
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Start Excellerate, Go to Options, Preferences, Contribution Options, hit "Setup Check Scanner"

Check Scanner Setup @J I_i_z-_,l

Scanner Setttings

Scanner Type EXCELLA EXCo0) -

Path for archived check images:  c\excellerate\checks [blank to disable)

Print endorsement on check: For Deposit Only |blank to disable)
| ok | Cancel |

Change the Scanner Type to: EXCELLA.EXCO001
Enter the path on your server where you want to store the check images
Enter the endorsement line to print on the back of the check

* Restart Excellerate *

How to use Check Scanning

Insert a stack of checks in to the auto feed hopper - print side facing in to the scanner. (See the
scanner user manual for detailed information on using the scanner)

In Excellerate, go to the contribution module, and open a new batch.
Hit the “add” button to enter a new contribution.
Hit the “Scan check” button in the top right part of the screen:
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Contribution Entry | &) &
| Member 7Loorkr-up
Member 1D Envelope Lastname v {N;ﬁcr;miae;l Edit Member ]
(0 for loose cash) :
Member not selected. [Scan check I Scan Setup ]
Contribution
Amount 0.00 = Date 067172011 Accounting Period 200801
Batchit 1135
Check# or Type 2733 v Degcrption
Receptt
Account MIS - Tax Deductible [7]

Post Contribution

Distibutions / Pledges | Check Image 1 MICR:123456780/1234567

| MAG-TEK INC. i
¥ MICR DEMO CHECK 55-05/212 2738 |
310-631-8602 FAX 310-631-3956 !

[ 20725 SOUTH ANNALEE AVE DATE
i CARSON, CA 90746

PAYTO THE P/N 96530004 REV 1 | $ VOID

ooLLARS (@ HiZitw i
[ YOUR FINANCIAL INSTITUTION
[ ANYTOWN, USA

NON-NEGOTIABLE DO NOT CASH

FOR »

H123ILSE7A01E M23wLSEwPE 2733

Accounts | Distibuted for this member: $0.00 Post using pledges . Help ] Done

The scanner will scan the check, and show it to you on the screen

Excellerate will automatically pull up the member for you once the checking account numbers are
recorded. But when you first start, you will need to find the members manually. This will teach
Excellerate what checking account numbers go with what members. So the next time you scan this
person check, it will find the member for you automatically.

While viewing the check image, verify the correct name and address then enter the dollar amount
that appears on the check image, and specify the accounting fund.

If the check number field turns red, it means the scanner had a problem reading the check number.
You can see the MICR information (routing & checking account #s) that were read from the check
in the small area above the check. If you start to see ? characters or incorrect numbers being read,

you may need to clean the scanner window.

In the case of multiple funds, you don't need to hit Scan again, just tab to the amount field and
enter the amounts for the remaining funds.
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After each scan, you should be able to just hit ENTER to scan for the next check. If not, check
your contributions options, and make sure the Default Member Lookup field is set to "Last Used".

Check Images

If you configured check scanning to store the check images, you will be able to view those images
from the batch or the member’s contribution tab. If you right-click on the check image, you can
zoom in to see more detail.

You can print check images from the batch report, or by using the custom reports:
Batch with check images
Batch (open) with check images

Other Features

You can use the manual feeder on the scanner for single checks, or if you are processing one
check at a time in the case where fund designations are written on envelopes.

If you need to delete checking account numbers that have been assigned to a member, you can do
that from the member’s contributions tab. Hit the “Check Account #s” button to list the assigned

accounts.



