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Express Check Maintenance – Display Code Activity 
The Express Check Maintenance – Display Code Activity function enables users to view all 
activity that has occurred for an Express Check code.  

1. From the main navigation bar, 
select Manage > Express Check > 
Display Code Activity. 

 

 
 
 
 

 
 

2. The Display Code Activity page opens:  

• Select a different account code or 
customer ID, if necessary.  

• Enter a Sequence Number and select 
Submit.   

 
 
 

 
3. The page refreshes to display the following details: 

• The information you defined when you generated the Express Check code under 
the Retrieve Code page.  

• The original amount, amount used, and balance. 

• A list of all transactions sorted by date and time 
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4. Select a link in the Control Number column to view the Order Event Display page. 
This page contains additional transaction details, such as the check number and 
amount. 

 
    
5. Select the View Check button to view a Comchek draft image. You can view the front 

and back of the Comchek as well as print it. Note that this button will display only 
after the check has been cleared. 
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Express Check Maintenance – Display Encashment Activity 
The Express Check Maintenance – Display Encashment Activity function enables users to view 
encashment activities for a specific timeline.  

1. From the main navigation bar, select 
Manage > Express Check > Display 
Encashment Activity. 

 

 
 
 
 

 
 
2. The Display Encashment Activity page 

opens:  

• Select a different account code or 
customer ID, if necessary.  

• Enter the From Date and To Date of 
the encashment activity you want to 
view and then select Submit.   

 
 
3. The page refreshes to display the encashment activities for the specified date range. 

Review the information and select Complete to return to make another selection. 
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Express Check Maintenance – Display Invoice Detail 
The Express Check Maintenance – Display Invoice Activity function enables users to view 
information about specific invoices.  

1. From the main navigation bar, select 
Manage > Express Check > Display 
Invoice Detail. 

 

 
 
 

 
 

2. The Display Invoice Detail page 
opens:  

• The default customer ID is 
displayed for your default 
account code.  

• Enter an invoice number and 
select Display.   

 
 
 
 
3. The page 

refreshes with 
specific details 
on the invoice. 
Select Invoice 
Summary. 
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Express Check Maintenance – Display Invoice Detail                
                                                         

4. The Invoice Summary page contains all invoices for the customer ID and account 
code, which can be changed on this page. You can also select the Invoice Summary 
button from the Display Invoice Detail page in step 2. 

Select a link in the Invoice Number column to open the Display Invoice Detail page 
for that specific invoice. 
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Express Check Maintenance – Display Registration Activity 
The Express Check Maintenance – Display Registration Activity function enables users to view 
registration activities for a specified date range.  

1. From the main navigation bar, 
select Manage > Express Check > 
Display Registration Activity.  

 

 
 
 
 

 

2. The Display Registration Activity page 
opens:  

• Select a different account code and 
customer ID, if necessary.  

• Enter the Start Date and the End Date of 
the registration activities you want to 
view and then select Submit.   
 
 

 
3. The page refreshes to display all registration activity for the select date range. 

Review the information as necessary. Select Return to make another selection. 
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Express Check Maintenance – Display Invoice Summary 
The Express Check Maintenance – Invoice Summary function enables users to review 
information for a specific invoice.  

1. From the main navigation bar, select 
Manage > Express Check > Invoice 
Summary. 

 

 
 
 

 
 
 
2. The Invoice Summary page displays with 

your default account code and customer 
ID selected and all associated invoices.  

Select a link in the Invoice Number 
column to view the Display Invoice Detail 
page for a specific invoice. 
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Express Check Maintenance – Perform Code Maintenance 
The Express Check Maintenance – Perform Code Maintenance function enables users to view 
information about a code and to activate, block or cancel a code.  

1. From the main navigation bar, select 
Manage > Express Check > Perform 
Code Maintenance. 

 

 
 
 

 
 
2. The Perform Code Maintenance page 

opens: 

• Select a different account code or 
customer ID, if necessary.  

• Enter the Sequence Number and select 
Show Sequence Number.   

 
 

 
3. The page refreshes to show details  

about the code assigned to the sequence 
number.  

• Select Code Activity to open the Display 
Code Activity page and review the 
current activity. 

• In the Status of Code drop-down, change 
the code’s status (Active, Blocked, 
Cancelled). Then, select Update to 
confirm changes. 

• To view a different code, enter a new 
sequence number and select Show 
Sequence Number. 

• The remaining fields are optional and will 
be open for editing only if required by 
your company.  
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Requesting a Batch of Codes 
The Express Check Maintenance – Request a Batch of Codes function enables users to order a 
batch of Express Codes in multiples of 25. The Express Check Codes will be delivered according 
to the Distribution Method (paper forms, FTP, etc.) set up for the selected customer ID. If 
multiple distribution methods are set up, you can select a method of delivery.  

1. From the main navigation bar, 
select Manage > Express Check > 
Request Batch of Codes.  

 

 
 
 
 

 
2. The Request Batch of Codes page 

opens. Complete the following: 

• Select a different account code or 
customer ID, if necessary. 

• Number of Codes. Enter the total 
number of codes you need. Codes 
can be ordered in multiples of 25.  

• Distribution Medium. Select the 
method of delivery if you  
are set up for more than one. 

• Select Show Available when  
all fields are complete. 

 
3. After selecting Show 

Available, the system 
will refresh to display 
a message: Customer 
has (number of 
codes) available on 
(distribution method) 
medium. When 
ready, select Submit 
to request  
your batch of codes. 
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Retrieving an Express Check 
The Express Check Maintenance – Retrieve a Code function enables users to request an Express 
Check for a specific amount.  

1. From the main navigation bar, 
select Manage > Express Check > 
Request Express Check Code. 

 

 
 
 

 
 
2. The Retrieve a Code page opens. 

Complete the following fields: 

• Select a different account code or 
customer ID, if necessary. 

• Amount: Enter the monetary 
value of the Express Check in 
dollars and cents.  

• Fees Plus/Less (P/L): Enter the 
code for charging the fees: 
o P (Pluss Fees). The fee will be 

invoiced to your company. 
o L (Less Fess). The fee will be 

deducted from the Express 
Check balance.  

• The remaining fields are optional 
and will be open for editing only if 
required by your company. All 
completed fields will be included 
in the Registration or Usage reports. 

• Select Display Charges to see your changes before retrieving the code. 

• Select Refresh to clear the fields. 
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3. Select Retrieve Code when you are ready. The system will display the code, amount, 
charges, fees, and the reference number. 
Note: An error message will display if you do not have access to the selected 
customer ID or authority to perform this action. 
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Performing Sequence Range Maintenance 
The Express Check Maintenance – Sequence Range Maintenance function enables users to view 
a range of sequence numbers and to change the status of each range.  

1. From the main navigation bar, 
select Manage > Express Check > 
Sequence Range Maintenance.  

 

 
 
 
 

 
2. The Sequence Range Maintenance 

page displays. Complete the following: 

• Select a different account code or 
customer ID if necessary. 

• You may enter a beginning range in 
the Start Sequence Number. Then, 
select Display to show all sequence 
numbers starting with the one you 
entered. You can also select Display 
with this field blank to display all of your sequence ranges.  

 
3. After selecting Display, the system refreshes to show all of your sequence 

ranges. Review the information on this page as needed. You can change a 
sequence range’s status in the Stat column: Active, Blocked, Deleted, or 
Requested. Select Update to confirm your changes. 
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Searching for an Invoice in iConnectData (ICD) 
The My Invoices feature in ICD allows you to pull invoice reports for up to 14 months. You can 
view reports in your browser or download them as a PDF.  

1. From the main navigation bar, select Payment Center > My 
Invoices.  

 

 

 

 
 
 

2. The left side of the My Invoices Page contains the search criteria. All fields must 
contain a value in order to complete a search. Your search can be broad or you can 
limit your search to a specific customer ID, report type, and/or date. Select Get 
Reports once you’ve made your selection. 

 

• Report Type: Select a report type from the drop-down 
(invoice, data, management) or select Any Report Type 
to select all reports which you are registered. 

• Account Code: Enter an account code. 

• Customer ID: Enter a customer ID associated with the 
account code. 

• Start Date: Defaults to the previous day’s date. The 
drop-down contains dates for the previous 14 months. 

• End Date: Defaults to the current day’s date. The drop-
down contains dates for the previous 14 months. 

• Report Name/Code: Defaults to All Available Reports. 
The drop-down contains all reports that match your 
search criteria; the report type, account code, customer 
ID, start and end dates. 

• Sort By, And Then: Defaults to Date - Desc (descending), 
then Customer ID - Asc (ascending), and then Rpt Name 
- Asc. You can change the sort to one of the following: 
o Date - Asc 
o Date - Desc 
o Customer ID - Asc 
o Customer ID - Desc 
o Rpt Name - Asc 
o Rpt Name - Desc 
o Rpt Code -Asc 
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3. The search results panel displays the name of the reports matching your search 
criteria. You can continue to search by changing your search criteria in the left panel. 
The results will not change until you select Get Reports. 

You can view reports as a PDF ( ) or in your web browser ( ). 
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