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This document provides instruction on creating a return or notification of change (NOC) through the Aptys 

Contingency System.  

Topics in this article include: 

• Create Derived Return/NOC 

• Approve Return/NOC 

• Unrelease Selected Batches 

• Reconciliation 

 

Create a Derived Return/NOC 
To create a derived return, you must first search for the transaction you want to return. You can process 

derived returns for any items received after April 1, 2020. 

 

• Select the ACH tab. 

 

• Select the Search tab. 

 

There are several options to select criteria to find the transaction to return. 

 

You must select at 

least one field to 

search. The drop 

down provides a list 

of searchable fields. 

If necessary, you can 

add additional search 

criteria by clicking on 

the + sign. 
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• Once you have input the criteria, select the Search button.   

 

 
 

• The results of the search will appear below. 

 

 
 

Click on the item you want to return. Information about the item will be displayed and you will have 

the option to derive a return or derive an NOC. 
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Once the Derive Return or Derive Notification of Change option is selected, the system wizard will guide you 

through the process. 

• Select the Effective Entry Date. The system will 

default to the original Effective Entry Date. You 

can leave the original date or change the date to 

the current business date.   

 

• Select the Continue button. 

 

 

• Select the Return Reason Code from the drop-

down. 

 

• Click the Save Entry button. 

 

If you select a Return Reason Code or NOC that 

requires additional information, the system will 

provide additional fields to complete. 

 

 

 

 

 

The system will respond with an informational page. 

• Select Submit for Approval or Cancel if the item is 

incorrect. 
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The page will refresh indicating the return/NOC batch is ready to Approve and Release. 

NOTE: Another user will have to go to the Approve/Release tab to approve and release the file. 

Approve Returns/NOCs 
The Home tab will always indicate if there are files waiting to be approved and released. 

 

Another user who did not create the return/NOC must Approve and Release. 

• User #2 should select the ACH tab. 

 

• Select the Approve/Release tab. 

 

 

• Select the transaction. 

 

• Select the Approve and 

Release Selected Batches 

button. 

 

Unrelease Selected Batches 
Once approved, the file will move to the ACH Originated Batches Recently Released section. 

If the file was approved/released in error, there is an option to Unrelease Selected Batches. 

Note: Files cannot be unreleased if a cutoff time has passed. 
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Reconciliation 
By selecting the Reconciliation tab, you can verify all items, batches and files that were submitted for the 

current business day. The business day can also be changed to look at previous business days. Click the + sign 

next to any title to view the details. 

 


