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1. Money Orders

A. Installing Money Order Printer

The provided USB cable will connect the Money Order printer to your computer. Start by inserting the end of the
cable that has the silver connector to the back of the Money Order printer and screw it in all the way.

1

The other end of the cable will need to be attached to your computer by using an available USB port.

£
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Next you will need to plug the black power cable into the back of the Money Order printer. The other end of the
power cable can be plugged into a surge protector or wall outlet. Now turn the Money Order printer on by pressing
the white dot on the power switch, which is located on the right side of the Money Order printer up towards the top.

e 4 -

Your computer will now install the USB drivers automatically and assign an available com port.

"4 Driver Software Installation.
__'! river re Installation

USB Serial Port (COM3) installed

USB Serial Port (COM3) x/Ready to use
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B. How to Load Money Orders

Remove the Money Orders from the box and write down the last Money Order serial number.
Insert the First Money Order into the two curved pieces of metal inside the printer like shown below.

I
v b

.
3

o MY 14 1y
3 | Oluug‘r‘_

2

PURCHASER S NECuimy

L0 0850500 41 34

. W -
{

I LA

Push the paper up until the holes on the perforated edge touch the black spikes on the roller. Try to align the holes so
that they are in line with the black spikes. Turn the silver wheel on the right side of the roller so that the black spikes
go into the holes of the paper as shown below. The black spikes have to be in the same hole on both sides of
the paper.
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Slide the ink ribbon to the left so you can feed the paper into the silver bar.
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Next you want to push on the paper in the center of the Money Order and turn the silver knob at the same time. You
want to feed the paper inside of the silver bar. Continue to roll the paper up until the top of the Money Order is even
with the top of the silver bar. If the paper is too high or too low, the ink will not print on the correct line.
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C. Loading Serial Numbers

Login with your passcode and press enter. With the Money Order printer door closed, press the Load/Unload
Documents button on the home screen.

MEMO aXcess HOME

TerminalID ;900000002

SMEMO 0 Xcess

Money Order Void Money Load/Unload Maney Order
i ian -

On the next screen, Press the Load Document Button

LOAD UNLOAD DOCUMENTS X

TerminalID :900000002

Lo
Document
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The first Money Order in the printer should have advanced for you to see the serial number. Type in the serial
number on the right side of the Money Order, including the check digit at the end.

Type in the last serial number. This is the very last Money Order in the pack, the one on the bottom. If you did
not write this number down, you will have to open the door and look at the very last Money Order. Press the ok
button.

Load money order

TerminalID :900000002

Load Money Order Documents

Start Num = |

End Num
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D. Printing Money Orders

To make money orders for a customer, double click on the MEMO aXcess icon in the middle of the screen.

(
d.

MEMO
axcess

A window will appear with a place to enter your password. Type your password and then click Ok.

MEMO aXcess Login

TerminallD :900000002

|

Enter Passcode

Close

If this is the beginning of the day, you will see this screen:

MEMO aXcess Login

TerminallD :900000002

|  Gm—

Check Serial # & Check Digit

tomd / Undood
Docimvent

Type the Money
Order number and
Check Digit of the
money order that
you can see from the
money order printer.
Next, click Ok.
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This is the MEMO aXcess Home menu. To sell a Money Order, click on Money Order Sale.

MEMO aXcess HOME

TerminalID :900000002

SMEMOD 0Xcess

Money Order Voud Money Load/Unload Maney Order

Type in the dollar amount and click the + sign or press enter on your keyboard and then click the Print button.

Process Money Order

TerminalID :900000002

0.00
M°;‘;§ Orders Amount § : $1.25
Fees $ : $0.75
Total $ : $2.00
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If you would like to print multiple Money Orders enter the dollar amount and click the +sign or press enter on
your keyboard.

Process Money Order

TerminalID :900000002

Money Orders

1.25 Amount § : $1.75
0.50 Fees $ : $1.50
Total $ : $3.25

Once you have all of your amounts entered and you are ready to print Money Orders, click the Print button.

Process Money Order

~ TerminalID :900000002

C Mor;w; Orders Amount § : $1.75
r 0.50 Fees $ : $1.50

Total $ : $3.25

-

Printing MO, Please Wait...
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E. Vendor Payments Using Money Orders

On the Home screen, click the Admin button.

MEMO aXcess HOME

TerminalID :900000002

SMEMO 0 Xcess

Money Order Voiud Money Load/Unload Maney Order
e i -

Click the Vendor Payment button

TerminalID :900000002

" . Stop Customer
Help Opcrator Voul all Vendor
. Back
Passcode Docwinents Payment p':,vr':l:‘,‘,"l ::::;,?:‘, :

MEMO Financial Services, Inc. | MEMO aXcess User’s Manual 11



Another window will appear showing the current list of available vendors. Select the correct Vendor

000 Vendor: (NSN3 TerminalID :900000002
4 5

Sedect a Vendar

1 Test Vendor .

| f?ndczr‘nﬂ':‘oncn- Amount $ s 5200.00
3rd Test Vend .
CAMELLA Fees $ : $0.75

CLEVELAND WHOLZSALE

HERSHEY 1CE CREAM Total $ : $200.75

Enter the Amount of the vendor payment. Click +sign or press enter on your keyboard. When you are done
click the Print button and the name of the Vendor will print on the Money Order.

Process money order

- TerminalID :900000002
B Amount § : $200.00
Fees $ : $0.75
Total $ : $200.75

MEMO Financial Services, Inc. | MEMO aXcess User’s Manual 12



F. Voiding a Money Order

To void a previously printed money order, you must do so before the end of the business day! You cannot
void a Money Order or a Vendor Payment after your MEMO aXcess terminal has closed for the day. Click on the

Void Money Order button on the home screen.

MEMO aXcess HOME

TerminalID :900000002

SMEMO 0 Xcess

Money Order Voud Money Load/Unload Maney Order

On the void document screen, click on Void Sold Document.

Void Document

TerminalID :900000002

Vol Next Vaid Unxold Varid Sold Back
Document Document Document "
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Enter the serial number of the Money Order you want to void including the check digit at the end of the serial
number. Type in the dollar amount, and click Ok.

Void Document

TerminalID :900000002

Vold Documents

Amount 0.00

Vol Next Vot Unxold Vadd Sold
Document Document Document

The Money Order is now successfully voided. Click the Back button to go to the home screen.

Void Document

TerminalID :900000002

Money Order 163650405 for amount $1.25 voided successfully,

Vold Documents

Serial # Chedk Digit

Amount 0.00

Ok Cancel

Vol Next Void Unxold Vaid Sold

Document Document Document
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G. Money Order Reports
a. The Operator Shift Report

You have the ability to view MEMO money order reports. Any user can view their own Employee Shift Report by
clicking on the Money Order Reports button.

MEMO aXcess HOME

TerminalID ;900000002

SMEMOD 0 Xcess

Money Order Voud Money Load/Unload Maney Order

If you would like to view the daily report for all users, click on the Daily Report button. If you just want to view your
own report, click on the Employee Shift Report button. You also have the option to have reports e-mailed
or faxed to you daily.

Money order report

TerminalID :900000002

Employee
shilt Report
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Once you click the Employee Shift Report, select the date you want to view or print and click Ok.

Money order report

TerminalID :900000002

Employee Shift Report

MM Do Yy
Sedect Dote a8 -2 - 12019
Oparator € |
oK Cancel

Employen Back

Shift Report

Your selected Employee Shift Report will look similar to the image below. In this example, Operator #1, voided
16 money orders.

TEST AGENT #0
6 MAPLE AVE
CAMP HILL PA 17001
7175552222
EMPLOYEE SHIFT REPORT
AGENT ID : 90000
REPORT DATE : 06/12/2019 Wednesday
TRANS TIME SERIAL NUMBER AMOUNT OPERATOR ID VOID FLAG
08:30 359912144 $1.00 OoP1 v
09:19 359912145 $1000.00 oP1 v
09:19 359912146 $1000.00 OoP 1 v
08:25 359912147 $2.00 oP1 v
09:27 359912148 $25.00 oP1 \
10:01 359912149 $25.00 oP1 v
10:12 359912150 $1000.00 OP 1 v
10:12 359912151 $500.00 oP1 v
10:12 359912152 $1000.00 oP1 v
10:13 359912153 $300.00 oP1 v
10:16 359912154 $475.00 or1 v
10:17 359912155 $680.00 oP1 v
10:18 359912156 $1000.00 oP1 v
10:18 359912157 $275.00 oP1 v
10:18 359912158 $1000.00 oP1 v
10:18 359912159 $999.99 orP1 v
START DOCUMENT 000000000 END DOCUMENT 000000000 REMAINING DOCUMENTS 214
START DOCUMENT 000000000 END DOCUMENT 000000000 REMAINING DOCUMENTS 575
START DOCUMENT 000000000 END DOCUMENT 000000000 REMAINING DOCUMENTS 545
START DOCUMENT 359912144 END DOCUMENT 359912159 REMAINING DOCUMENTS 641
START DOCUMENT 000000000 END DOCUMENT 000000000 REMAINING DOCUMENTS 681
START DOCUMENT 000000000 END DOCUMENT 000000000 REMAINING DOCUMENTS o
TOTAL DOCUMENTS 16 TOTAL DOC DISPENSED 0
TOTAL DOC VOIDED 16 TOTAL VOID AMOUNT $9282.99
TOTAL DISPENSED AMOUNT $0.00 TOTAL FEES 50.00 TOTAL CASH COLLECTED $0.00
TOTAL FACE AMOUNT £0.00 TOTAL STORE COMM $0.00 TOTAL MEMO COMM $0.00
TOTAL MEMO DUE $0.00
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b. Printing a Daily Report for a specific user or all users.

To print a report that shows every transaction made, login as an admin user and click on the Money Order
Reports button from the home screen.

MEMO aXcess HOME

TerminalID ;900000002

SMEMOD 0 Xcess

Money Order Voud Money Load/Unload Maney Order

Click on Employee Shift Report, select the date and type in the operator code for the report you want to view.
Click Ok. If you want to see all transaction for every user, click on Daily Report.

Money order report

TerminalID :900000002

Employee Shift Report

MM Do YYYy
Select Dote 8 -2 -12019

Employen
m m ——
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H. Money Orders for $3,000.00 or More

When a customer requests over $3,000.00 in money orders, you will need to obtain some personal information from
them. You will also need to keep a Money Transaction Report for 5 years. The steps involved with printing money
orders over $3,000.00 are listed below.

Enter the dollar amount the customer requests. Click the +sign or press enter on your keyboard. Now click on the
Need Customer Info. button.

Process Money Order

TerminalID :900000002

, 0.00
Money Orders ;s
= 1000.00 Amount $ ! $3000.00
= 1000.00 Fees § : $2.25
1000.00
4 | &

Total $ : $3002.25

Need
Customer
fnfo,

Complete the form by entering all the required fields that are in red. Click continue.

Customer information

TerminalID :900000002

Last Name est Name Middle Name
“ustomar Name
Address 1| No
Addeess 7
Phone #1 Mone #2
MM Do YYYY g ot AVAILABLE
Cute Of Murth - 18 2 - 2019 Gandor | O Male O Female
I
MM DD YYYY 5] Do YYyYy
L fssued On - B 2 2019 OL Pxpirea On ;8 2 2019
Massage

(] 3 [w]
[=]T
661 - 020

R Code
ont and Back of 1D

QFAL Verbed
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Once you are returned to the Money Order Sales screen, click Print.

Processs money order

TerminallD :900000002

Money Orders

C 1000.00 Amount § : $3000.00
1000, .

1000.00 Fees s : $2.25

Total $ : $3002.25

Printing MO, Please Wait...

After the Money Orders print a copy of the filled out Money Order Transaction Report will be generated for you
to view and print. You must retain a copy of this Money Order Transaction Report for at least 5 years

MEMO Financial Services, Inc.
MEMO Financial Services Amenica, Inc.
\{I-MO Financia] Services New York, Inc.

O Financial Services USA, Inc
MONEY ORDER TRANSACTION REPORT
To Be Conmpleted At Tome Of Sale
For Money Order Sales $3,000.00 up s0 $10,000.00
RETALD LOCATION INFORMATION
LOCATIONDD LOCATIONNAME LOCATION ADDRESS
000 VERIFONE TESTAGENT 20 6 MAPLE AVE
CANPHELPA 17001

AT

DATE OF PURCHASE :_ 067122019
PURCHASE INFORMATION
IDENTIFICATION £ AND TYPE OF ID USED TO VERIFY PURCHASER.

(Drver's Licsnse, Photo ID. etc): Pleass be specific and record any identifyms mamber(s)

Agext Sigmarzrs . VERIFONE TEST AGENT 20

Nams -TESTATEST
Address - 123 Test Strese
TEST, PA 17043 N O
SSNE 1123436789
DCB 6122019

IDTYPE :DL
LICID :12345478 ISSUEDBY -PA

IMAGE
AVAILABLE

*IF PURCHASER IS BUYING MONEY ORDEI&‘SE
IS NEEDED FOR THE FER.SO\ ON WFOSE BEE
(Compione » separts Sorm for eack

ON BEHALF OF ANOTHER

N, THE FOLLOWING INFORMATION

PERSON
-\_F THE MONEY OR.D‘E;@IS BEING PURCHASED:
0 520 purchase

Name Social Secmity or A ID 2

Addm ; City : Som Zp
MONEY ORDER INFORMATION

Alpha Letter And

Senial Number Of Money Order Amomt Of MO Payee

1 339612160 $_1000.00

2 _ 359161 $_1000.00

3 _3%eiN& $_1000.00

Toml Azcunt of Sals: $ $300C.00 (€ addstonal spacs i needed, piease use an additonal Sorm and amach to o forme )

SMEMCIANTS EXIRSSS MONEY DBLINGE COMPANY AND SLUSSIDEARIES MAY KEQUYST A COPY OF THE COMPLETED FORM FOR THIZR RXCORDS

This hssicams does 3¢ dachams any Roopubis parwmal afhrm eace shic: Eoney Srder prdiesr 12 Ay compaty, pecace, of indvidaal except o MEMO or s atherwie
ragurn By low, This Seamass restricts Accec %) 1his Socuman aod 1 SoRtts 3 Ihas Who pead & 30w e i Smeasos 10 fachins e maney ol perchass

or other vt prurposs. This Pamnass maoos ebmiation wfegasns thas comply with a2 Saders] lews asd segeatinns relariang i the roeecsie. of Bapabic
ferweal atarranca
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I. User Passcodes

Login as an admin user, and click on the admin button on the home screen.

MEMO aXcess HOME

TerminalID :900000002

SMEMO 0Xcess

Money Order Voud Money Load/Unload

Sale Order Documents

H‘,"":’r‘:,"’:h',
Click on Operator Passcodes.

TerminalID :900000002

Stop Customer
Payinent Service Back
Order Request

Help Operator Voul all Vendor

Docament Passcode Docuwinents Payment
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Type in a four digit passcode and select IsActive to enable it. If this will be an admin user select IsManager. Now
click the add button.

Operator List

TerminalID :900000002

Employee Passcode :

L 1sAcive [ IsManager

= Qopesator ID Pasecode Monsger Ao

(WS | 4321 YES YES
02 1234 NO YES
03 2358 NO NO
04 1122 NO NO
os 2013 NO YES
06 8888 NO NO
0z 2541 NO YES

If you need to disable a user passcode, select the user by placing a checkmark in the box next to the Operator ID,
uncheck the box IsActive, and click update.

Operator List

TerminalID :900000002

Employee Passcode @ 1234

Update
2 1sActive 1] IsManager

Spesator 1D Patecode Marsger Actrve

01 4321 YES YES
22 1234 NO YES
03 2358 NO NO
04 1122 NO NO
os 2013 NO YES
06 8888 NO NO
a7z 2541 NO YES

Click the Back button to go to the admin screen. Click the Back button again to go to the home screen.
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2. Bill Payments — Coming Soon

A. Processing a Customer’s Bill Payment

SMEMOD oX

For assistance, please call the MEMO Help Desk
Monday through Friday, 8:00 a.m. to 5:00 p.m.

1-800-922-8079 press 1 then 3.
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