
 

 

 
 

EE120 – CHECKscan Basics 
 

 
CHECKscan Functionality 
 
This course covers the basic features of CHECKscan, check scanning, and payer association.  

 

In addition, included in this document is information on daily routines, checking the Collect Dashboard 
for any NSF and returned items and the Collect Processor report for the daily transmission of funds. 

In this section: 

CHECKscan Functionality 

CHECKscan Navigation Menu 

Multi-Tenant Scanning 

CHECKscan Dashboard 

Collect Dashboard 

Collect Processor Report 
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Opening Up CHECKscan 
 

 

3. Click on the New Batch button, make sure to select the correct vertical (If you are an affordable site, 
the vertical should be Affordable at all times. If you are not an affordable site, you will only select 
Affordable when entering a subsidy payment.) 

 

 
 

4. Enter Tape Information, then click ‘Go’ 
 

 

1.   Click on the Yardi Systems CHECKscan icon on your desktop to open 
CHECKscan. 

2.   Enter your Voyager login credentials. 
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5. Load your checks into the scanner and click ‘Scan’. 

 
6. Each check that is scanned will appear on a separate row 

 

 
 
 

Processing Checks 
 
Some checks you scan might require processing before you can post the batch. 
If one of the following messages appears on the Comment column, you need to process the check 
before you can post it in the batch: 

 
Red: 

• Not associated Account number is not yet associated with a payer in the Voyager database. 

• Please approve MICR information from Check Details view. MICR information needs to be 
approved. Typically, this message appears when the check and account numbers appear 
somewhere other than the MICR line. 

• Only cashier checks will be accepted with check # zero. Dual MICR check, a check with two or 
more possible check numbers. Only cashier’s checks can have two possible check numbers; for 
other types, you must select one. 

Yellow: 

• OK – Check amount not equal to actual charges. Allocated payments do not match payer’s 
unpaid charges. You might need to reallocate the payments or associate the check with different 
or additional payers. 

Green: 

• OK Check amount equal to payer’s unpaid charges. 
Blue: 

• Multiple payers found for the bank information of this check. Account and routing numbers 
are associated with more than one payer. 

 
Users can enter check details on the actual CHECKscan control screen (as opposed to drilling into the red 
or yellow box and entering the details). If users enter the check detail through the CHECKscan control 
screen, the receipts will apply based on charge payment sequence 
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CHECKscan Interface 

 
For more detailed receipting, users can always click on the red or yellow box, which will bring them to 
the detailed receipting screen. The document type must be correct and accurately reflect the payment 
type. 
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MICR Exceptions 
 
When scanning checks and you see the message ‘Failed to parse micr. New MICR format identified’, 
identify the check, account, transit, OnUs, and Auxiliary. 
 

 
 

When scanning checks and you see the message ‘This MICR format has a dual interpretation’, identify 
the check number so that the CHECKscan software can read the MICR line correctly. 
 
THIS IS VERY IMPORTANT TO DO WITH “NAVY FEDERAL” MONEY ORDERS. 
 

 



EE120 – CHECKscan Basics 

Page 6 of 10 

 

 

 

 

If a scanned check already exists in another batch, according to the scanned MICR line, the check will be 
identified for you. 
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CHECKscan Navigation Menu 
There are multiple buttons at the top of the check scanning screen that perform a variety of functions. 

 

1 2 3 4 5 6 7 8 9 10 11 
 
 
 

 
Scan and Batch 

1. Scan – Activates the scanner to feed the check(s) through. 

2. Save Batch - Allows you to save the details you’ve already entered. 

3. Close Batch - Closes the batch and brings you back to the CHECKscan Dashboard. 

4. Post Batch - Allows you to post the batch after reporting. 
 

Actions 

5. Deletes all checks in the batch after the batch is posted. 

6.  Report - Allows you to run a report for the batch. The report must be run prior to 
posting the batch. 

 

View 
7. Check Details - Shows the standard CHECKscan control screen view. 

8. Errors - Shows error messages that restrict posting the batch. 

9. Warnings - Shows warning messages. This does not restrict posting the batch. 
 

Scanner 
10.  Scanner - Allows users to select a new scanner, as well as, change the darkness of the 

image. Upon initial setup, the program will prompt users to connect to the scanner, but 
the user can use this function to update the scanner, or increase the contrast of the check 
image at any time. 

 

Tape Info 
11.  Tape Info - Allows users to enter or edit the batch tape info. Users will be prompted to enter 

the batch details prior to scanning, but can access and update the details at any time by 
clicking on this button. 

 
Once the receipt batch is posted, the CHECKscan batch will be pulled by the Yardi Collect Processor team 
(usually around 2:30 pm client time). The Yardi Collect Processor team will create the X9 file and push it 
through to the bank for processing. 
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Multi-Tenant Scanning 
Users have the ability to scan and associate a single check to multiple tenants/leases, as long as those 
tenants/leases share the same bank account. After clicking on the yellow or red box (Payment Screen), 
you then select the residents you would like to associate the check to. 

 

Payment Screen 
 
First, click the ‘+’ sign. You will then be asked to enter the number of rows needed. 

 
 

Second, select the tenants/residents and associate the funds in the corresponding rows. 
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CHECKscan Dashboard 
 

1. Clicking on the Batch Number hyperlink will take you back to the CHECKscan screen. 
2. From the CHECKscan Dashboard you will be able to see the status of a CHECKscan Batch. 
3. Clicking on the Batch Report hyperlink will take you to the “Posted” CHECKscan report. 
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Collect Dashboard 
The Collect Dashboard gives users the ability to track pending batches, failed transactions, NSF Receipts, 
and Adjusted Items in Voyager. 

 

 
 

Pending Receipt Batches 
 
ACH/CHECKscan batches that have not yet been sent to the bank. 

 

Failed Receipts 
Failed Receipts were not sent to the bank, so the property did not receive any funds. Reverse these 
receipts to remove them from deposit totals. Failed checks that are deposited directly at the bank can 
have a manual receipt posted. For example, invalid MICR. 

 

Exception Receipts 
Receipts that have been posted, but are not being transmitted to the bank. This is a rare instance. Most 
likely, exception items are due to a receipt that was reversed prior to the 3pm pull. 

 

NSF Receipts 
Items with insufficient funds. Only posted back into Voyager when using the Collect Master account, or 
using ProfitStars directly. 

 

Other Returned Items 
Items that were returned, but were not considered an NSF. For example, tenant issued a Stop Payment. 

 

Adjusted Items 
Checks that were adjusted because of incorrect data entry.  
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Collect Processor Report 
This report shows the progress of the ACH and X9 transmittals between Voyager, Collect Processor and 
the Bank. 

 
 

 
Collect Processor Report filters 
 

1. Summarized By - Collect Batch, Receipt Batch, or Voyager Deposit. 
2. Collect Batch # - A sequential value created by Collect Processor to distinguish a batch. A 

value of 0 indicates that the file has not been processed by Collect Processor; NOTE Sent 
Date will also be blank. 

3. Batch Count - Represents the number of checks in a batch. Click on the batch number 
hyperlink to drill down to see details of the batch. 

4. Sent Date - The date that Collect Processor sent the file to the bank. 
5. Received Count, Received Amount, and Received Date - Notification from the bank that the 

file was received. 
6. Processed Count, Processed Amount, and Processed Date - The bank validates the contents 

of the file. If the bank rejects any checks in the batch. For example, a check has an invalid 
routing number. The Processed Count and Amounts will be reduced. Rows on the report will 
be highlighted in red (see image below) as long as the Batch Count, Received Count, and 
Processed Count don’t match. 

 


