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From desktop computer log into Image Now. 
 

               
 
 

 
 

Double 
click 
here 

eID 

eID password 

Select Deposits-Manual 

Click on the down arrow 

NOT the word Capture 



 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Click on the down arrow. 

Select General Deposit. 

Click on the down arrow. Select 
the account number the deposit 

uses. Most times it will be 

multiple accounts. 

Leave on the AGCOM Deposit 

Document Type. 

Select capture. 



Load your paper into the scanner. 
 

 
 
 
 
 
 
 
*If continuous scanning is not on see the document at the end to set up continuous 
scanning. 
 
  

Select Scan* 



Once your document has been scanned in a screen similar to this one should appear. 
 

 
 
Scroll to the bottom of the document to make sure all of the information has been 
captured. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Click the front and back arrows 

to progress through the 
document. Make sure all pages 

are right side up. 

If a page is not right side up use 
the rotating arrows to turn the 

document until it is right side 

up. 



From the CASHNet Deposit Report you can fill in the Custom Properties section: 
 

 
 
 

 
 

 
 
 
 
 
 
 

AGCOMDeposit

Amt 

AGCOMDepositCashnet 

Number 

AGCOMDepositDate 

AGCOMUser/Trans 

Number 

Fill in the Fiscal Year if 

it does not autofill. 

From the dropdown menu 

select what Receipt Code the 
deposit uses. For most cash 

and check deposits it will be 

multiple. 

Click save. 



If you are done scanning you can log out of ImageNow. 
 
Exit ImageNow at scanning station. 
 

 
 

 
 
This part of the process is complete. Be sure to log off the scanning station when you 
are finished. 

 
 

Click here 

Click here 


