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Using Interchange File Transfer Service 

Interchange file transfer solution is a web-based application that allows file transfer between two individuals and/or an individual and a system. To use Interchange web portal, you need to have a user account with password. After you register your user account, you can access Interchange to do the following tasks:

· Receive Files

· Display Files

· Modify Profile

· Advance Search

· Change Password

New Account Log-In Instructions
For security reasons, Interchange sends you two separate emails with login instructions and with a temporary password. The following two emails are examples of the log-in instructions that you receive to gain access to Interchange.

EXAMPLE: First Email - Username
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EXAMPLE: Second Email - Temporary Password
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Log-In to Interchange

1. Access the Interchange Login page, and enter your email address and temporary password.

2. Click Login.
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Inbox Function

The Inbox screen shows the received transactions that were created and sent to you. The following features are included for browsers that are set to high mode. 

· Search - allows you to do a text search for items that you type in the Search box. The Search function uses the space character to end your text search. To do a compound search, hold down the Shift key.

· Sort – allows you to do a sort in each column. The up arrow or down arrow denotes ascending or descending order. Further, the 

The following table describes the column functions:
	Column
	Description

	Transaction
	Name of the transaction created by the sender.

	Sender
	Unique person that created this transaction.

	Size
	Aggregate size of all the resources contained in the transaction.

	Created Date
	Date that the transaction was created.

	Updated Date
	Last update of the transaction. In most cases for the transaction, both fields (Created/Updated) are the usually the same.

	Show
	Number or transactions that you want to display per page.

	Previous/Next
	Navigate backwards or forwards to view your transactions.
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By clicking on the arrow or the link, you can expand each line to show the information that is attached to a particular transaction.
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Log out of Interchange

To exit Interchange, click LOGOUT. The Logout function is located at the top right green box of the Interchange title banner.
Need Interchange Technical Assistance? 

· Online Help Service

· Contact Technical Support Team 

· Reset Password 
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Online Help Service
To look at the online HELP service, click Help button. The Help function is located at the top right corner of the Interchange title banner.
Contact Technical Interchange Support Team

To get assistance, click Technical Support link at the Interchange login page: https://ics.mass.gov/DynIC/
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Technical Help Information

For technical support accessing the Commonwealth Interchange System contact the Common Help Service Desk at
DO 1-866-888-2808
B commontelpServiceDesk@massmail.state.ma.us

Common Help hours of operation are 7:00 AM - 6:00 PM, Monday through Friday.





Online Password Reset
Password Reset allows you to reset your password to a new temporary password. If you forget or misplace your original password, Reset Password allows you to receive by email, a random, auto-generated password that you can use to gain access to your system. After you log in with your temporary password, we suggest that you use the Change Password in Profile to create a new and secure password.

To reset your password:

1. Click the Reset/Forgot Password link at the Interchange login page: https://ics.mass.gov/DynIC/
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2. At the Password Rest page, type your state email address.

3. Click OK
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Your Email Has Changed?

If your email has changed, you are required to notify us as we will need to change your information in our system. 

Please contact: 

Toni Ivers at 617/973-2431

Gerri Pondelli at 617/973-2616 
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