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First time use

Getting to Transaction Central!

1. In your browser address field type 
www.transfirst.com and hit ENTER
2. You will be taken to the Transfirst
website.

3. Click on “Product Login” area in 
the top right-hand corner of the 
Transfirst website main page.
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Navigation to Transaction Central

http://www.transfirst.com/
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Navigation to Transaction Central (Cont)

4. The website will take you to the 
Product Listing Page

5. Click on the tan box  2nd down 
from the top on the left side 
labeled Transaction Central.  This 
will take you to the main 
Transaction Central login screen.



Creating Shortcut for Regular Use

To Avoid these navigation steps in 
the future before you login, go to 
your toolbar above and select 
“favorites” and then “add”.

You can then create a name for 
this processing link that will be 
easy for you to identify in your 
regular use of Transaction 
Central.

To create a shortcut on your 
desktop, right click on the link 
your created in your “favorites” 
folder . From this list select “send 
to”.  You will see a 2nd drop down 
list.  From that list select 
“desktop”.  An icon will appear 
on your desktop with the name 
you selected.

Either of these shortcuts will now 
allow quick access to the 
processing tool.



Login and Password Specifics

1. You were provided a Transaction 
Central User ID, Merchant ID 
and Password via email.

2.  Enter those data elements into 
the fields on the log-in screen to 
proceed into the processing 
system.

3.  IMPORTANT – Visa/MC 
Regulations require that your 
password be changed every 30 
days.  The Transaction Central 
system will prompt you when this 
becomes necessary.  To create 
your new password, you must 
have at least one upper case 
character, one numeric, and one 
of the following “special” 
characters (!@#$%^&*_-).  The 
password you select must be at 
least 8 characters in length with a 
maximum of 16 and should not 
include any “spaces”.  Our help 
desk will be happy to assist with 
password issues at any time.



Customer Service Tab
1. Once you have accessed the Transaction 

Central system you will have access to the 
Customer Service Portal.

2.  From here you will be able to access 
transaction details that will assist you in 
answering questions should a defendant 
need assistance or have questions 
surrounding their payment.
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Customer Service Search By
1. The Customer Service Portal will initiate a criteria search field that will allow you to search for your 

transaction.  NOTE: Transaction Central search criteria is limited to sixty one (61) days within a rolling 13 
months.  

2. Once you have input your search criteria click Apply Filters tab, this will begin your transaction search. 
From here you will be able to access transaction details that will assist you in answering questions should a 
defendant need assistance or have questions surrounding their payment. (if no criteria is input the search 
will default to the current days activity)
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Search By Response
1. This is an example of what might be returned based on a Search By that is defaulted to same day.  The 

Transactions will appear in descending order with the most recent transaction listed first.  NOTE: the 
underscored Transaction ID will be discussed on the next slide).

2. Returns, more commonly known as declines will appear directly below the Transactions detail.

3. Once you have applied your Search By criteria filter and transaction data has been returned, an underscored 
sequence of numbers will appear.  This indicates that an exportable document has been created for you that 
once chosen will more the exact information you see into either an .xls of .txt (based on your setup 
parameters).

4. If you click on the underscored transaction ID it will provide you specific details for that transaction.  
Example on the next slide.
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Transaction ID 7
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1. This will provide you the specific details of 
the transaction you are reviewing.  Key 
elements of each transaction include:

2. Cardholder Name on Account
3. Transaction Posted Date (Date and Time 

of the Authorization), Settled Date (When 
the transaction was closed)

4. The Authorization Code (or Decline 
Message)

5. If AVS (Address Verification) was 
present, CVV2 (this is the three (3) digit 
code that is on the back of the card beside 
the signature)

6. Any Note would have information if the 
transaction was declined by the Card 
Issuing Bank

7. The View Receipt button at the top of this 
screen will provide a receipt for the 
defendant should they request



Transaction Receipt
1. This View Receipt tab will create a receipt 

that the court could provide a defendant if 
requested.
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Authorization 

Message

Credit Card Authorization Flow

ACS

Card

Issuer

Visa/MC
(Authorization)
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