
© Money Transfer Systems, Inc.                            Proprietary & Confidential                                          Page 1 of 29 

 

 
www.checxchange.com  

 support@checxchange.com 
                                                                                                                  

 
 
 
 
 
 

NSF☼Merchant Site 

 
 

UUSSEERR  GGUUIIDDEE  
v3.1.1.3 

 
 
 
 
 
 
 

 
 

 
 

 



© Money Transfer Systems, Inc.                            Proprietary & Confidential                                          Page 2 of 29 

System Requirements 

 

 Web Browser: Internet Explorer 8 
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The Login Page 
—————————————————————————————————————————————————————— 

 
The login page is used to log into the NSF Merchant Site.  The URL and the login information will be 
provided by your Merchant Processor.  To log in, enter the User Name and Temporary Password you 
were assigned. 
 

 
 
Upon login you will be redirected to the Change Password screen.  Enter a new Password that contains 
the required numeric or special characters and character length as determined by your Merchant 
Processor.  Confirm your password by entering it a second time.  Once your password change is 
accepted you will be directed to the Home page. 
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Forgot Password 
 
In the event you have forgotten your password, select the Forgot Password link.  Doing so will take you to 
a secondary screen where you will be required to enter your User Name and Email Address.  Clicking 
Request will send the request and direct you back to the Login page.  You will receive an email with a 
temporary password and a specific url that must be used to complete the process.  The temporary 
password will not work at the Login page.  As stated in the email, the url provided will expire in 1 hour. 
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Pin Pad Authentication 
—————————————————————————————————————————————————————— 

 
Merchants who have elected to use Pin Pad Authentication, will be prompted (after entering their 
Username/Password) for their Pin Pad Code.  This number must be exactly 4 digits in length.  After 
entering your code, you will be taken to the Home Page. 
 
If for any reason you cannot remember your Pin Pad Code, please contact your Processor.  They have 
the ability to both establish and modify your code. 
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The Home Page 
—————————————————————————————————————————————————————— 

 
The Home Page greets you with the current date as well as the details for your last sign on.  Located on 
the left margin, you will see the navigation menu which will allow you to easily access frequently used 
items throughout your work day. 
 
It also displays your user name located in the upper left hand corner of the screen.   

 

 
 
Merchants that have access to additional accounts can select the account they wish to toggle to and can 
make their selection from the Merchant List located under the username in the upper-left corner.  From 
this list you can filter via the Account ID, Group ID, or Name.  Simply typing the first few letters/numbers 
will bring items that meet those criteria to the top of the list.  To move to that account, click the Select 
hyperlink.  You can return to the default view at any time by clicking the Clear hyperlink or backspacing to 
remove the characters you previously typed in the filter box. 
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You also have the option to use the Quick Select icon .  Doing so will not load the merchant list up 
front, but rather allow you to search for a specific merchant by Account ID, GroupID, or Account Name. 
 

 
 
 
After clicking Search, your results will be displayed in the grid allowing you to then select the account. 
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Reports 
—————————————————————————————————————————————————————— 

The Reports menu allows the user to see their current check status.  Below you will find a brief 
description of each report and the functionality contained within each screen.  The report names for the 
3

rd
-6

th
 items will vary based on the web description you have given each in the NSF application.  Report 3 

is for all items in classification 200-299, Report 4 for items in classification 300-399, etc. 
 

 
 

Report Screen Functionality 

 
Search Criteria 
 
All merchant reports default to today's date and are restricted to a 3 month date range.  For convenience, 
you can also access date range quick links of Today, This Week, Last Week, This Month, Last Month, 
and Last 3 Months which will automatically populate the appropriate dates for you.  In addition, selections 
are available to Current Account, All Accounts, and Selected Accounts for users who are grouped to 
multiple merchant accounts. 

 
 
Each report screen displays the Total Number of Checks and the Total dollar amount in the grid footer. 
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You can change the column the grid is sorted by by clicking on the column header you wish to sort your 
data by: 
 

 
 
 
You can also change the order columns appear in by clicking on a header and dragging it to the desired 
location: 
 

 
 
 
In addition, you can add and remove columns of your choosing by selecting the „Show Customization 
Window‟.  Simply drag unwanted column headers to the Field Chooser window and drag new column 
headers to the grid as desired. 
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You can then „export‟ the contents of any grid by selecting one of the formats from the Export menu at the 
upper-right of each grid.  Selecting the Export/PDF/CSV link(s) will return all data when multiple pages 
exist (not just the data reflected in the current grid) and contain the columns you have chosen to include.  
Modifications that you make to the grid are saved to your current session only. 
 

 
 
 
For reports which contain rows of data exceeding the current grid, paging is in place.  You can navigate 
through the pages returned by clicking the „number‟ hyperlinks at the top/bottom of the report.  Keep in 
mind, you can also export the data or run a custom report to simplify locating a specific item. 
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You can also group by any column header. Simply drag the desired column to the drop zone within the 
grid (under the page count). 
 
Doing so will group all report items by the header you‟ve selected.  You can then expand/collapse the 
grouped items by clicking the „+‟ / „-„ symbols to view the detail. 
 

 
 
To export, simply click the desired export format.  Export opens/saves the report in .xls format.  PDF is 
.pdf format, and CSV will open/save to Comma Separated Value.  Select Open to view the file or select 
Save to save it to the location of your choice.  
 

 
 
 
 
 
Check Details & Check Image 
 
For transactional reports, you have the ability to click on the Check ID Number to view the Details for the 
check selected.   
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The Details button displays a new screen showing all columns present in the grid in addition to address 
and return code information.  You can also Print the details.  To return to the prior grid, simply click the 
Close button at the bottom of the page. 
 

 
 
 
To view a copy of the customer‟s check, click the View link.  In the event no image exists, the View link 
will simply not be present for that row item. 
 

 
 
 
Upon clicking „View‟ you will be presented with an image of the check.  Both the front and back of the 
check will be displayed if on file.  You can also Print a copy of the check. 
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For users who have access to the display of full ABA‟s and Account Numbers, an additional drop-menu is 
available for each column header.  Clicking on the arrow will display a window which displays all data 
contained within that column for the entire report (not just the grid which is currently displayed). 
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New Checks 
This selection displays all „new‟ checks for the Merchant which have a Class Code of 1-200. 
 

All Active Checks 

This selection displays all checks which have a Class Code of 1-600. 
 

Internal Action 

This selection displays all checks which have a Class Code of 200-299. 
 

External Actions 

This selection displays all checks which have a Class Code of 300-399. 
 

Ready To Send Back to Merchant (Unresolved) 

This selection displays all checks which have a Class Code of 400. 
 

Ready For Merchant (Resolved) 

This selection displays all checks which have a Class Code of 500-599. 
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Complete Check History 

Complete Check History allows you to retrieve transactions based on the date range you select.   
 
From the results window, you can refine your search at any time by clicking on the two little down-arrows 
or the Search Criteria bar itself.  Doing so will display the date range fields. 
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Deposit History 

Deposit History allows you to view all deposits based on the date range you select.   
 
The below screenshot shows the data returned for the date specified. 
 

 
 
You can view the details for the row entry by selecting the Settle ID number hyperlink. 
 
 
 
You can drill even further down by selecting the Reference ID which will display the original transaction 
details. 
 

 
 

Again, exporting will produce a spreadsheet with all items listed on the page you are viewing as shown. 
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Legend 
—————————————————————————————————————————————————————— 

 

Classification 

Lists all Classification Codes where the „Web Description‟ is not blank.  As with other selections, you can 
export the legends if desired. 
 
 

 

 

Return Reason 

Lists all Return Codes and their descriptions.   
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Locations 
—————————————————————————————————————————————————————— 

 

Reports 

This selection allows you to run reports for other locations to which you have been granted access.  You 
can choose to run the report for „All Locations‟ or by specific locations by making your selection from the 
drop-menu.  If the location chosen has a „child location‟ assigned, you can select „Next Level‟ to reach 
those additional locations.  When satisfied, click „Select‟. 
 

 
 
 
You will then be presented with the report screen for the chosen location.  Simply select the desired 
report to proceed.  In the event you wish to return to the location selection screen, simply click the 
„Change Selected Location‟ button.  Keep in mind, the Deposit History report is only available when you 
have selected a specific location.  It is not available when ‘All Locations’ is selected. 
 
 

 

After running a report, you can select the „Change Locations‟ link at the top of each grid to return to the 
Location selection drop-menu. 
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Users 

 

User List 

The Users screen lists all users which belong to Location reports based on Grouping via the NSF 
Application.  By selecting the „+‟ for the user, you can view the details indicating the Account ID and 
Account Name to which they have access.  From this screen you can edit or clone existing users as well 
as add a new user.  As well, you can export a list of all users in Microsoft Excel format.   
 

 
 

Edit User 

To Edit a user, select the Edit hyperlink, make your desired changes, and click OK.  The Edit screen 
allows you to not only edit the user credentials and merchant accounts assigned, but also Lock Out / 
Inactivate a user, Force a Password Change, and modify their account number display.  Keep in mind, if 
the user being modified or has access to additional accounts which you do not, you will not see those 
accounts displayed. 

Clone User 

To clone a user, select the Clone hyperlink.  You will need to indicate a new User ID, Password, and 
Name.  Simply make any other desired changes and when satisfied, click OK. 
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Add New User 

To add a new user, you will need to assign at minimum a User ID, Password, Name, and Merchant 
Account Access.  You can choose to assign a temporary password when adding the user then check 
mark the „Force Password Change‟ button so the user will be required to change their password on their 
first login.  Keep in mind, you will only be able to assign merchant accounts under User Account Access 
which you have access to. 
 
 
   
 
 
 

 
 
 
 
For accounts with several merchants, you can choose to sort by Account ID, Account Name, Sales ID, or 
Group ID by clicking on the column header to make account location easier.  You can also filter these 
fields by simply typing the first few characters of the Account ID / Name which will bring items that meet 
those criteria to the top of the list. 
 
Default Account 
In addition, for users who are grouped to multiple merchant accounts, a default account can now be 
selected.  If no default is selected, it will display the first Account ID numerically when the user logs in.  
However, if you select a default merchant, it will display the Account ID selected when the user logs in. 
 
As a reminder, make sure to enter a password that meets the minimum requirements.  When satisfied, 
click OK to add the new user. 
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Activity 
—————————————————————————————————————————————————————— 

 

Checks Received 

 
This screen displays all „Checks Received‟ since your last visit to the selected account.  This grid contains 
the same functionality as the report grids. 
 

Checks Paid To Merchant 

This screen displays all „Checks Paid To Merchant‟ since your last visit to the selected account.  Again, 
you can display the details of a batch by clicking the ID number hyperlink. 
 

Merchant Decision 

 
This menu item will only appear for clients which utilize Classification Code 60.  The name for the menu 
item (in this example, Merchant Decision) will be labeled with the Web Description that is currently 
assigned to Classification Code 60.  This screen provides customer with online decision capabilities for 
returned items including: “Re-Deposit”, “Return Item to Merchant”, and “Resolved at Merchant”.  Only 
items in classification code 60 or 70 will appear and can be modified here. 
 

 
 
 
 
To modify a transaction, click on the 'Change Status' link. Make your selection from the drop-menu 
provided and click Update.  Doing so will place the transaction in the Classification Code as defined by 
the Class Flow and the item will be removed from the screen. 
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Checks 
—————————————————————————————————————————————————————— 

 

Search Checks 

Search Checks allows you to search by one or multiple criteria.  Simply populate the desired fields and 
click Search.  You can perform your search by „All Criteria‟ to narrow your results or „At Least One 
Criteria‟ which will return a result for each item that meets one of the specified fields. 
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Custom Report 

Similar to Search Checks, this screen allows you to find checks based on user-defined criteria.  The 
custom report allows you to not only search by a greater number of fields but also specify what data 
columns are returned for display.  As shown below, you can add/remove additional rows to narrow/widen 
your search.  You can designate not only which fields will be returned but also the order in which they are 
sorted.  Only fields which you select will be included in the data return.  When you are satisfied, click 
Execute Search. 
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The screen below shows the results for a search where the Amount equals $10.00 and is sorted by 
Check ID.   
 

 
 
 
From this screen you can use filtering to locate more specific items.  For example, simply type the first 
few letters of the last name you are looking for.  In this case, I am looking for any transactions where the 
last name starts with „will‟. 
 

 
 
 
The page will automatically refresh and only the items that meet my criteria are displayed. 
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To reset it to the original display, simply remove „will‟ from the filter box.  The page will be refreshed and 
the display returned to the prior view. 
 
To return to the main search page, simply click the Back button.  In addition to filtering…you can group 
your report by any desired column.  Simply click and drag the column header to the area directly under 
paging. 
 

 
 
 
In this example I have chosen to group by Status.  I am given a total count with dollar amount for each 
grouped item. 
 

 
You can then expand a grouped item to view the details by clicking the „+‟ symbol. 
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Custom Reports 
 
If you find you have the need for a particular data return frequently, you can save your search criteria as a 
Custom Report.  Simply make your selections, type a Report Name, and click Save.  Your report will then 
be accessible by clicking the „View Saved Reports‟ button. 
 

 
 
 
 
 

 
 
To load the report specifications, simply click the report name.  Doing so will take you to the custom report 
screen and list all the search criteria you previously specified. 
 
From this screen you can also Edit/Clone/Delete a current report.  If editing, simply make the desired 
changes.  You will be prompted that this will overwrite the current report.  To clone, you will be presented 
with a field in which to type the new report name.  This new report will contain the exact search criteria as 
the original report.  Finally, Delete will remove the current report from the list. 
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Users 
—————————————————————————————————————————————————————— 

***The following section applies to Merchant Processors only.*** 

Add New Users 

 
To add a new user, you will need to assign at minimum a User ID, Password, Name, and Merchant 
Account Access.  You can choose to assign a temporary password when adding the user then check 
mark the „Force Password Change‟ button so the user will be required to change their password on their 
first login.  You can also choose to add a Pin Pad Code.  This will require that the end-user enter the 4-
digit pin that you assign after entering their login credentials.  You can change this Pin Pad Code at any 
time.  Once assigned, you can simply disable it by removing the 4-digit number for the user and you‟re 
your changes.   
 
 
 

 
 
 
For accounts with several merchants, you can choose to sort by Account ID, Account Name, Sales ID, or 
Group ID by clicking on the column header to make account location easier.  You can also filter these 
fields by simply typing the first few characters of the Account ID / Name which will bring items that meet 
the criteria to the top of the list.  In addition, the Check All or Uncheck All links under the grid can be used.  
Selecting them will select/deselect all merchants (not just those shown on the first page of the grid.  The 
“Assigned Accounts” grid will display all Merchant Accounts currently assigned to a user.   
 
 
 
 
Default Account 
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In addition, for users who are grouped to multiple merchant accounts, a default account can now be 
selected.  If no default is selected, it will display the first Account ID numerically when the user logs in.  
However, if you select a default merchant, it will display the Account ID selected when the user logs in. 
 
 
As a reminder, make sure to enter a password that meets the minimum requirements.  When satisfied, 
click OK to add the new user. 
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Search Users 

 
Search User allows a Merchant Processor to search for users by Account ID, User ID, Group ID, or Full 
Name.  Only active users are returned and displayed.  Entering part of the value will return all results 
that meet the criteria for the User ID and Full Name selections.  For example:  Below I have searched for 
just the word “add”.  My results reflect all User ID‟s that have “add” located at any position in the User ID.  
When searching by Account ID or Group ID the entire search string is required. 
 
Upon receiving your results you can Edit/Clone a user as well as Export the returned list to the format of 
your choosing. 
 
 
 
 
 
 

 
 

Edit User 

To Edit a user, select the Edit hyperlink, make your desired changes, and click OK.  The Edit screen 
allows you to not only edit the user credentials and merchant accounts assigned, but also Lock Out or 
Inactivate a user, Force a Password Change, and modify their account number display. 
 

Clone User 

To clone a user, select the Clone hyperlink.  You will need to indicate a new User ID, Password, and 
Name.  Simply make any other desired changes and when satisfied, click OK. 
 
As well, you can export a list of all users in Microsoft Excel format. 

  
 


