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	I. PERSONAL E-CHECK

	This function initiates a check verification transaction and, if approved, moves funds from the check writer’s account to the merchant.

	Step
	Action
	Terminal Display

	1
	Feed check through check reader, or press [F1] key (“Personal Check”).
	
Personal Check  
> 
F1


Reverse/Void
>
F2


Verify Only
>
F3


Override
>
F4

	2
	Feed check into check reader/imager

(NOTE: If check data is unreadable, see Table IX.)
	FEED CHECK



	2a
	If check is fed through check reader:
	ENTER CHECK

AMOUNT:   $0.00

	2b
	Type check amount, press [ENTER] key
	ENTER CASHBACK

AMOUNT

	3
	Type cashback amount, press [ENTER] key
	SELECT
Drivers Lic
>
F1

ID
SSN
>
F2

TYPE
Courtesy Card
>
F3

	4
	Press appropriate key to select ID option, or press [ENTER] key to bypass. (ID options may vary).
	ENTER OR SWIPE

DRIVER LICENSE

	4a
	For [F1] (“Driver’s License”), swipe or type driver’s license number, press [ENTER] key. If license is manually entered, state data is required.
	ENTER OR SELECT

DL STATE:

CA     NV    AZ

	4b
	Press the purple key directly below displayed state or type a different state abbreviation. Press [ENTER] key. (State options may vary)
	ENTER SSN:

	4c
	For [F2] (“Social Security Number”) type SSN, press [ENTER] key
	ENTER OR SWIPE 

COURTESY CARD

	4d
	For [F3] (“Courtesy Card”) swipe card or type courtesy card number, press [ENTER] key
	

	5
	Terminal connects with the Host.
(NOTE: Stamp VOID on check and return to check writer. Check writer must sign the printed receipt.)
	ECHO VERIF

AUTH      XXX-XXX
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	II. CHECK REVERSAL – VOID CHECK

	This option cancels a previously approved check conversion. A reversal will “void” the last authorized Personal E-Check transaction without any additional data entry. A check reversal does not move funds from check writer to merchant.
 (NOTE: A void transaction may be declined due to time limitations)

	Step
	Action
	Terminal Display

	1
	Press [F2] key (“Reversal/Void”)
	
Personal Check  
> 
F1


Reverse/Void
>
F2


Verify Only
>
F3


Override
>
F4


	2
	Press the purple key directly below either ‘YES’ or ‘NO’
	REVERSE THE LAST

PRESENTED CHECK?

YES                        NO

	3a
	If YES is selected, terminal dials the Host and a response is received
	ECHO VERIF

AUTH     XXX-XXX

	3b
	If NO is selected, call customer support for password.
	

	4
	Type password, press [ENTER] key
	FEED CHECK

	4a
	(NOTE: If check data is unreadable, see Table IX.)
	ENTER CHECK

AMOUNT:   $0.00

	5
	Terminal connects with the Host.

	ECHO VERIF

AUTH      XXX-XXX
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	III. VERIFY ONLY

	The terminal compares the check data (electronically read or manually entered) against the verification database. The response is either an authorization number or a printed warning or decline.  If approved, does not move funds from check writer to merchant. Merchant deposits check at bank.

	Step
	Action
	Terminal Display

	1
	Feed check through check reader, or press [F3] key (“Verify Only”)
	
Personal Check  
> 
F1


Reverse/Void
>
F2


Verify Only
>
F3


Override
>
F4


	2
	Feed check into check reader/imager
	FEED CHECK

	3
	Follow steps 2a – 4d in Section I
	ENTER CHECK

AMOUNT:   $0.00

	4
	Terminal connects with the Host

	ECHO VERIF

AUTH      XXX-XXX


	IV. OVERRIDE CHECK WARNING

	This feature permits a merchant to force ACH processing of a check that had previously received a warning message from the Host processing system. It allows the clerk/manager to “override” a warning condition and receive an authorization number and receipt for authorization. If approved, moves funds from check writer to merchant. Check writer keeps voided check

	Step
	Action
	Terminal Display

	1
	Press [F4] key (“Override”)
	
Personal Check  
> 
F1


Reverse/Void
>
F2


Verify Only
>
F3


Override
>
F4

	2
	Feed check into check reader/imager

(NOTE: If check data is unreadable, see Table IX.)
	FEED CHECK

	3
	Terminal connects with the Host.
Check writer must sign the printed receipt. (NOTE: If you are in a check guarantee program and you override a check warning, the check may not be guaranteed)
	ECHO VERIF

AUTH      XXX-XXX
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	V. PAYROLL CHECK PROCESSING

	The terminal compares the check data (electronically read or manually entered) against the verification database. The response is either an authorization number or a printed warning or decline. If approved, does not move funds from check writer to merchant. This feature is optional. Merchant retains the check and deposits at bank.

	Step
	Action
	Terminal Display

	1
	Press the purple key directly below the [DOWN ARROW] (at the bottom left of the screen) to display additional functions
	
Personal Check  
> 
F1


Reverse/Void
>
F2


Verify Only
>
F3


Override
>
F4

	2
	Press [F3] key (“Payroll Check”)
	
Verify Only  
> 
F1


Override
>
F2


Payroll Check
>
F3


Close
>
F4

	3
	Feed check into check reader/imager (NOTE: If check data is unreadable, see Table IX.)
	FEED CHECK

	4
	Terminal connects with the Host
	ECHO VERIF

AUTH      XXX-XXX


	VI. CLOSING REPORT – CHECK TRANS

	This procedure prints a report of all the check transactions stored in the terminal’s database. The user may select either a terminal batch  (the transaction information for that day stored in the terminal) or a Host batch (the transaction information stored in the NCN database)

	Step
	Action
	Terminal Display

	1
	Press the purple key directly below the [DOWN ARROW] (at the bottom left of the screen) to display additional functions
	
Personal Check  
> 
F1


Reverse/Void
>
F2


Verify Only
>
F3


Override
>
F4

	2
	Press [F4] key (“Close”)
	
Verify Only  
> 
F1


Override
>
F2


Payroll Check
>
F3


Close
>
F4

	3
	Feed check into check reader/imager

(NOTE: if check data is unreadable, see Section IX.)
	FEED CHECK

	4
	Terminal connects with the Host
	ECHO VERIF

AUTH      XXX-XXX
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	VII. CHECK IMAGE UPLOAD

	This procedure causes the check images that are stored in the check imager to be uploaded to the check image storage host.

	Step
	Action
	Terminal Display

	1
	Press [3] key (“Image Upload”)
	
Close Batch  
> 
F1


Print Batch
>
F2


Image Upload
>
F3


Sync FTP Parameters
>
F4

	2
	Press the purple key directly below either ‘YES’ or ‘NO’
	
Send Images Now?


Check Images:

XX


Unused Memory:

XXX%


                                                YES         NO

	2a
	If YES is selected, the check images are uploaded to the check image depository site at the Host.
(NOTE: This notification confirms a successful upload. Check images are automatically deleted from the system’s database.)
	Deleting check images

This may take up to 

1 minute

	2b
	If NO is selected, the following prompts appear:

Press the purple key directly below either YES or NO
	Delete Check images?


YES         NO

	2c
	If YES is selected, system requires confirmation:

Press the purple key directly below either YES or NO
	Delete check images?

Are you sure?

                                               YES         NO

	2d
	If YES is selected, the system deletes the check images from its database and returns to the Main menu.
	Deleting check images

This may take up to

1 minute

	2e
	If NO is selected, system returns to the Main menu screen.

(NOTE: The system will automatically upload check images each night if the terminal’s power is left on.)
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	VIII. CHECK IMAGER – SYNC FTP PARAMETERS

	This procedure uploads new parameters to the check imager. It is recommended that these steps be followed whenever a new check imager is installed or after the Omni terminal receives a software upgrade.

	Step
	Action
	Terminal Display

	1
	Press [F4] key (“Sync FTP Parameters”)
	
Close Batch  
> 
F1


Print Batch
>
F2


Image Upload
>
F3


Sync FTP Parameters
>
F4

	2
	Expect a 2-second delay
	Updating FTP Settings

Please Wait…

	3
	Unplug the power cord from the check imager (do not disconnect the cord between the imager and the Omni Terminal).
	Please turn off check

Imager to reset FTP

parameters

	4
	Restore power to the check imager. (Check imager reinitializes with the terminal and the system returns to the Main menu.)
	Please turn check imager back on to continue. Boot-up process will take about 30 seconds
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	IX. UNREADABLE CHECK – MANUAL ENTRY

	During an electronic check read, if the terminal obtains incorrect data from the check imager it will prompt the clerk/manager to re-enter the check a second time.

	Step
	Action
	Terminal Display

	1
	If the terminal displays the screen seen at the right, re-feed the check into imager (re-entry may be required more than two times)

(NOTE: Transaction cannot be completed if check data is unreadable for the “Personal E-Check” or “Override” check options. Begin the transaction again, but select the “Verify Only” option.)
	FEED CHECK

Bad Read-Retry

	1a
	
	Processing …

Please wait 

    Manual Entry

	2
	If check data is unreadable for the “Void/Reverse,” “Verify Only” or “Payroll” Check options, you may manually enter the requested information. (Transaction type will automatically switch to ”Verify Only” option.)
	ENTER MICR INFO:

	2a
	Type MICR information, Press [ENTER] key
	ENTER CHECK NUMBER:

	2b
	Type check number, press [ENTER] key
	ENTER CHECK AMOUNT:

	2c
	Type check amount, Press [ENTER] key
	ENTER CASHBACK

 AMOUNT:    $0.00

	2d
	Type cashback amount (if different than check), or press [ENTER] key to bypass
	SELECT
Drivers Lic
>
F1

ID
SSN
>
F2

TYPE
Courtesy Card
>
F3

	3
	Press appropriate [F] key to select ID option, or press [ENTER] key to bypass (ID options may vary.)
	ENTER OR SWIPE

DRIVER LICENSE

	3a
	For [F1] (“Drivers License”), swipe or type driver’s license number, press [ENTER] key

If license is manually entered, state data is required
	ENTER OR SELECT 

DL STATE:

CA     NV      AZ

	3b
	Press the purple key directly below displayed State or type a different State abbreviation.  Press [ENTER] key (State options may vary).
	ENTER SSN

	3c
	For [F2] (“Social Security Number”) type SSN. Press [ENTER] key
	ENTER OR SWIPE

COURTESY CARD

	3d
	For [F3] (“Courtesy Card”) swipe card or type courtesy card number. Press [ENTER] key
	

	4
	Terminal connects with the Host
	ECHO VERIF

AUTH      XXX-XXX








