Converge Transaction Processing Guide CON-0001-D

Generating Reports for Current Batches Transactions

Converge allows you to generate the following reports on open transactions:

e Detail
e Detail with subtotals
e Summary

The Reports link allows you to use current batch data to generate reports. You can generate
reports for your open transactions for various payment and transaction types.

To Generate Reports for Current Batches Transactions for All Payment
Types in One Batch

You can generate a report of open credit card, debit card, electronic check, food stamp, and cash
benefits transactions together in one batch.

1. On the Main screen, select Current Batches to display the current batches options.
2. Select Main to display the Current Batches: Main screen.

3. Select Reports.

Current Batches: Main

Select a transaction to review the authorization details.

Current Open Transactions T = s Plus | Search | Filter:

User Tran Tran First Last Entry Total
Card T Tran T Card Data
ﬂ Date B | Time | Name B | Name amea Amount €

[] clerkl Electronic Check Conwersiononly 06/29/2015 14:03 Jane L i 3210 8.00
|:| Clerk1 Credit Card Force 06/28/2015 14:02 4 mem— 1111 K .00
|:| Clerk1 Credit Card Return 08/28/2015 14:1 2 1111 K 4.00
|:| Clerk1 Credit Card Sale 05/259/2015 1400 4| Em— 1111 K T.00
|:| Clerk1 Credit Card Sale 06/28/201% 13:59 4 mrm— 1111 K 5.00
|:| Clerk1 Credit Card Sale 08/28/2015 13:58 2 1111 K 4.00
[] Clerki Credit Card Sale 06/28/2015 13:57 Jane Doe e 1111 K 3.00
|Void || Settle Selected || Settle Al ||  Addto Card Manager |
Transaction Count: 7 Net Amount: $ 29.00 Display: [28 ™
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The Reporting screen displays.

Reporting

Enter the desired reporting criteria.

Reporting Options

Sorton; |User Id j
Report Type: |Detai| j

Wiew As: IElmwser 'I

Generate Report | Flesetl

4. 1In the Sort On drop-down list, select one of the following options to specify the field the data
will be sorted by:

e Userld

e Transaction Type

e Card Desc

e Amount

e Transaction Date and Time
e Card Data

e Invoice Number

e ServerID

e ShiftID

e Tip Amount

Note: Server ID, Shift ID and Tip Amount are available only for terminals with a Market
Segment of Service.
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5. In the Report Type drop-down list, select one of the following:

e Detail
e Detail w/Subtotals

e Summary

Notes:
¢ Detail
Generates a detailed report of the transaction data.

¢ Detail W/Subtotal
Generates a detailed report with subtotals of the number and transactions and total
amount.

e Summary
Generates a summary for the transactions based on the Sort On selection.

o If the Sort On selection cannot be used to create a Summary or Detail W/Subtotal
report, the system displays a notification message.

Message from webpage £|

You can not choose Summary or Detail & [Subtotal for this Sort on

$ choice

6. Select a format from the View As drop-down list for the report.
Notes:

e Browser
Displays the report in the Converge browser. Once the report is displayed, you will be
able to use the print icon to print a friendly format of the report or the CSV icon to
display the report in a comma separated value (CSV) file format. Both icons will appear
on the far right of the report at the top and bottom of the report.

e CSV
Formats the report as comma-separated values. The system prompts you to Open or
Save the report in the same manner as a Download File option under the download
link.
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7. Click Generate Report.

The report generates.

Note: For Credit Card Sale, Credit Card Force, Credit Card Auth Only, Credit Card Return,
and Electronic Check Purchase settled transactions, the Detail and Detail with
Subtotals reports include a Signature Indicator field to identify transactions with
signature attached.

To Generate Reports for Current Batches Transactions by Transaction
Types

You can generate reports for the following transaction types:

e Error
e Auth Only
e Recurring
e Main

1. On the Main screen, select Current Batches to display the current batches options.

2. To select the transaction type, do one of the following:
e Select Error to display the Error Batch screen.
e Select Auth Only to display the Authorization Only screen.
e Select Recurring to display the Recurring Installment Transactions screen.

e Select Main to display the Current Batches: Main screen. Refer to the notes below.
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Notes:

e From Current Batches: Main, you can generate reports for the following transaction

types:
e Credit
o Debit

e Food Stamp
e Cash Benefit
e Electronic Check
e To select the transaction type, do one of the following:
e Select Credit to display the Current Batches: Credit screen.
o Select Debit to display the Current Batches: Debit screen.
e Select Food Stamp to display the Current Batches: Food Stamp screen.
e Select Cash Benefit to display the Current Batches: Cash Benefit screen.

e Select Electronic Check to display the Current Batches: Electronic Check screen.

3. Select Reports to run your report.

The following example shows the Current Batches: Credit Card screen.

Current Batches: Credit Card

Select a transaction to review the authorization detais.
Current Open Transactions D =h | Filter:
User Tran Tran Tran Tran Last CardData Entry .hVS Total
ng Status B Type B Date B Time Name B Type 4] ode Code H Amount B
Clerk1 Sale 06/29/2015 41" =) 7.00
|:| Clerkl Sale 06/29/2015 41® 1111 K u 5.00
[ clerkl Sale 06/29/2015  09:45 41" i K u 4.00
[ clerki Sale 06/29/2015  09:44 Jane Doe 41* 1111 K U 3.00

| Delete || Set to Review || Release || Pend H Unpend || Settle Selected || Settle All || Add to Card Manager |

Transaction Count: 4 Net Amount: $ 19.00 Display: |26 v
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The Reporting screen displays.

Reporting

Enter the desired reporting criteria.

Reporting Options

Sorton; |User Id j
Report Type: |Detai| j

Wiew As: IEJerser 'I

Generate Report | Flesetl

4. Follow Steps 4 to 7 above in the To Generate Reports for Current Batches Transactions for All
Payment Types in One Batch section.

Generating Reports Plus for Current Batches Transactions

Converge allows you to generate the following reports on open transactions:

e Detail
e Detail with subtotals
e Summary

The Reports Plus link allows you to use current batch data to generate customizable reports. You
can customize and generate reports for your open transactions for various payment and
transaction types. This option gives you the flexibility to select which fields to display in your
report.

To Generate Reports Plus for Current Batches Transactions for All
Payment Types in One Batch

You can generate a report of open credit card, debit card, electronic check, food stamp, and cash
benefits transactions together in one batch.
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1. On the Main screen, select Current Batches to display the current batches options.

2. Select Main to display the Current Batches: Main screen.

3. Select Reports Plus to customize and run your report.

Current Batches: Main

Select a transaction to review the authorization details.

Current Open Transactions

=]
[] Clerk1 Electronic Check Conwversiononly 06/28/2015 14:03 Jane 3210 8.00
|:| Clerk1 Credit Card Force 08/292015  14:02 4 1111 K 5.00
[] Clerki Credit Card Return 06/28/2015  14:01 L2 e AN N K 4.00
[] clerk1 Credit Card Sale 06/28/2015 1400 3 111 K T.00
|:| Clerk1 Credit Card Sale 06/28/2015 13:59 E) b A | K 5.00
I:‘ Clerk1 Credit Card Sale 08/2972015  13:58 4 1111 K 4.00
[] Clerk1 Credit Card Sale 06/28/2015 13:57 Jane Doe L e AR N K 3.00
|Void | Settle Selected || Settle All ||  Addto Card Manager |

Transaction Count: 7 Net Amount: $ 29.00

Display:

The Reporting screen with customizable fields displays.

Reporting

Eriter the disired reporting criteria.

sonon  [seld 5]
Repori Tree: [Detad =)
viewss  [Beewan =]
e e —
F | &v5 Reaponas F | focoun] DataCR Oata | F | Ameunl F | fgprraal Cade F | futh Wesaage
F | Cand Description F | Card Pragent F | Cadd Tisd F | Carghosder amaunt | [F | Candholder Curmenty
F | Completon DaeMLOONTY) | F | Coreriion Rab F | Custofmer Codé F | O Redganis F | Cipadtens DalaLRDDNYYY)
F | Dwgcrigtion = | Oriwwer's Licond Mumber | F | Diiving Lic Phoss ¥ | Driviney Lic. Stale | Enty Typa
F | Expieation Diate (LU F | Firgt Hame F | woice Nusnsar F | L namg F | ovigiagl Amount
F | Original Date(MUDDYY) = | Criginal TimaHHUWSS) | F | Onigingd Teansacion Trps | ¥ | Prodle Hame | Rcand Rambe
F | Sades Tax | TransssSion Dats F | Traraactan D F | Teansaction St | F | Trangsoton Tiss
F | Transaction Typa F | UsariD
Custom Fidds Sekecton
[ [wowonru |
Ganwate Fapon | Resat |
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4. In the Sort On drop-down list, select one of the following options to specify the field the data
will be sorted by:

e Userld e (Card Data

e Transaction Type e Invoice Number
e Card Desc e ServerID

e Amount e ShiftID

e Transaction Date and Time e Tip Amount

Note: Server ID, Shift ID and Tip Amount are available only for terminals with a Market
Segment of Service.

5. In the Report Type drop-down list, select one of the following:

e Detail
e Detail w/Subtotals

e Summary

Notes:

¢ Detail
Generates a detailed report of the transaction data.

¢ Detail W/Subtotal
Generates a detailed report with subtotals of the number and transactions and total
amount.

e Summary
Generates a summary for the transactions based on the Sort On selection. The
customization is not applicable for this type of report.

o If the Sort On selection cannot be used to create a Summary or Detail W/Subtotal
report, the system displays a notification message.

Message from webpage x|

You can not choose Summary or Detal & /Subtotal for this Sort on

$ choice

© Elavon Incorporated 2015 198



Converge Transaction Processing Guide CON-0001-D

6. Select a format from the View As drop-down list for the report.

7. The System Fields Selection area displays with all fields selected. You can Unselect All and
select the fields you want or unselect just the fields that you don’t want on your report.

Notes:

e Browser
Displays the report in the Converge browser. Once the report is displayed, you will be
able to use the print icon to print a friendly format of the report or the CSV icon to
display the report in a comma separated value (CSV) file format. Both icons will appear
on the far right of the report at the top and bottom of the report.

o CSV
Formats the report as comma-separated values. The system prompts you to Open or

Save the report in the same manner as a Download File option under the download
link.

8. Click Generate Report.

The report generates. Only the fields you have selected will show in the report.

To Generate Reports Plus for Current Batches Transactions by Transaction
Types

You can generate reports for the following transaction types:

e Error
e Auth Only
e Recurring
e Main

1. On the Main screen, select Current Batches to display the current batches options.

2. To select the transaction type, do one of the following:

e Select Error to display the Error Batch screen.
e Select Auth Only to display the Authorization Only screen.
e Select Recurring to display the Recurring Installment Transactions screen.

e Select Main to display the Current Batches: Main screen. Refer to the notes below.
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Notes:

e From Current Batches: Main, you can generate reports for the following transaction

types:
e Credit
o Debit

e Food Stamp
e Cash Benefit
e Electronic Check
e To select the transaction type, do one of the following:
e Select Credit to display the Current Batches: Credit screen.
o Select Debit to display the Current Batches: Debit screen.
e Select Food Stamp to display the Current Batches: Food Stamp screen.
e Select Cash Benefit to display the Current Batches: Cash Benefit screen.

e Select Electronic Check to display the Current Batches: Electronic Check screen.

3. Select Reports Plus to customize and run your report.

The following example shows the Current Batches: Credit Card screen.

Current Batches: Credit Card

Select a transaction to review the authorization details.

Current Open Transactions T - Plus arch | Filter

User Tran Tran Tran Tran First Last Card Data [ Entry A\ Total
1] ¢] Status [ | TypeB Date ] Time Name[d | Name[] Type B | coded Code H Amount
K

Clerk1 Sale 06/29/2015 s iR u 7.00

|:| Clerk Sale 08/29/2015  09:45 4reseereee 1111 u 5.00

[0 clerk Sale 08/29/2015  09:45 Jopasisiia il K u 4.00

] clerk Sale 06/29/2015  09:44 Jane Dos 41 1111 K u 3.00
| Delete || Set to Review || Release || Pend || Unpend H Settle Selected || Settle All || Add to Card Manager |

Transaction Count: 4 Net Amount: $ 19.00 Display: [25 v
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5. The device displays, Please sign message to the customer.

The payment form displays a message to the merchant, Customer prompted to sign. Please
wait!

6. The customer signs.
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If the customer cancels the signature entry, the payment form displays a message to the
merchant, Customer cancelled signature! Please retry or select cancel to manually
capture signature! The merchant has the chance to request signature again through the
device or through the printed receipt.

Credit Card Sale Response

This is the authorization response information. Note that al fields with an asterisk (3+) are required.

Transaction Detail

Authonization Hesults

User
Payrms
Transs; Customer cancelled signature! Please retry or select
Trans: cancel to manually capture signature! 99TE35A99
Date
Respd
lessg
Approy
AVS Response:

CVW2 Response: U
Account Balance: 10,00
CardHaolder IP:

7. If the signature image was successfully captured, Converge stores the signature image with
the transaction and displays a successful message.

8. If an error code is returned or the signature image is null/blank, Converge displays an error
message.

To Generate Settled Batches Reports

The Reports link allows you to use settled batch data to generate reports. Once you have the
correct information in the table, click the Reports link.

1. On the Main screen, select Settled Batches to display the settled batches options.

2. To select the transaction type, do one of the following:

e Select Main to display the Settled Activity screen.
o Select Gift Card to display the Settled Gift Card Activity screen.
e Select Cash to display the Settled Cash Activity screen.
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3. Select Reports.

Note: You also have the option to select the Reports Plus link which allows you to use
current batch data to generate customizable reports. Refer to Generating Reports Plus
for Current Batches Transactions for more information.

The following example shows the Settled Activity screen.

Settled Activity

Select the batch Do resiew

GBOK 34809180905

000 Clsdd  Seffed  CrefiCand Sz 0BHATIE B2 e Doe  Sissessisy sl 8 1000
000 Gl Sefted  CosfiCand Sak 0BMBE0N w3 e Do 41550 5 100
{'.al'll:lll

Transachon Count: 3 Met Amount: $21.00 Display IZS- 'l
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The Reporting screen appears.

Reporting

Enter the desired reporting criteria.
The Report wil onby allow 3 months of data to be pulled at a time.

Note that all fields with an asterisk (3¢) are required.

Reporting Options

Search Criteria

Date From(MM/DDAYYY format) |os/19/2014 2
Date To(MMDDAYYY format) [09/19/2014 2
Sort On: |User Id j
Report Type: |Detai| j

View As: Im

Generate Report | Resetl

4. Enter Date From (MM/DD/YYY format) or click the calendar icon and select.
5. Enter Date To (MM/DD/YYY format) or click the calendar icon and select.

6. In the Sort On drop-down list, select one of the following options to specify the field the data
will be sorted by:

e Userld e Card Data

e Transaction Type e Invoice Number
e Card Desc e ServerID

e Amount e ShiftID

e Transaction Date and Time e Tip Amount

Note: Server ID, Shift ID and Tip Amount are available only for terminals with a Market
Segment of Service.
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7. In the Report Type drop-down list, select one of the following options:

e Detail
e Detail w/Subtotals

e Summary
8. Select Browser or CSV from the View As drop-down list.
9. Click Generate Report.

The report generates.

Note: For Credit Card Sale, Credit Card Force, Credit Card Auth Only, Credit Card Return,
and Electronic Check Purchase settled transactions, the Detail and Detail with
Subtotals reports include a Signature Indicator field to identify transactions with
signature attached.

10. Click on the CSV icon to generate a CVS file or print icon to print the report.

Gift Card Batch for MY RETAIL STORE CERT ORLY: Dotail report sorted by User 1D

Profike Rame Baich Response I:_- : Traasaction Tran Type !
L L

M RETAL STORE CERT OMLY 001338 EGC BATCH SETTLED 5 ALAES 1A CATEFAEN.L93T-ADCE-BE12-BF0A 15CTECSS  Medemplion
in' RETAL STORE CEAT CALY GV3BE  EGC BATCH JTTLED L ARARAIAATLABAL LN L ATCE- AL AS- OLSER TAIFELS  Achvalen
W' RETAL STORE CERT OMLY 031338 EOC BATCH SETTLED 5 ALagsl T2 ADEI-FFCE-£7 CD-5004-DE308 1F 31841 CH

Uy RETAL STORE CIRT CRALY 091388 0GC BATGCH SETTLED H AR ARSI 1A T TR AR TOAZ I DCTEITSIENT  Cardomlam

Qvtid Totils Cewnts § Armauris 13800

To View Settled Batches Transaction Receipts

You can view receipts for all types of transaction that have receipts.
1. On the Main screen, select Settled Batches to display the settled batches options.

2. Select Main to display the Settled Activity screen.

© Elavon Incorporated 2015 258



Converge Transaction Processing Guide

CON-0001-D

3. To view transactions for a particular date, select the Settled Date field for the batch you want

to view.

Settled Activity

Select the batch to review

GBOK SabihiShabs
13 GBOK 3EETH B0E05
7 GBI 3ET051 80805
G0 VOO 2004057

2010 040558

18 040528
B 2658 1

130
am 1238 63 0]

Batch Count: 132 BMed Amount; SE53400 86

Homber Rewens [

o = = o

Humibses Wod s

o

x40

Display; |25 j‘

The Settled Activity screen displays all transactions in the batch for that date.

4. To view the receipt for a particular transaction, select the Card Data link for that transaction.

Settled Activity

Sialact the batch [0 review

GEOK J4B091E0905

- LIET Tran Tran First Lisl - -

S Tras Dt Card D

el 60 | seatus B et Time B] | Mame (] | Kame B = 0
000 Ol Seftied  Cred@Card  Saw IS4 0847 Jang Dog S =444 8 1080
00 Ol Seffed  CreMCId  Sam  OSNEEIN w1z Jme Dot 5 1000
(2] Gt Seftisd  Cred@Cand  Gal  0BET014 [ [ ) Jee D2 A Tr———cs 5 190

Cancel I
Transaction Count: 3 Met Amownt: § 21.00 Display IE‘E "I
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The Settled Batches Main Response screen displays.

Settled Batches Main Response

This & the suthorization response nformation. Mote that sl fizids vith an astersk (#) are required.

fusthoriration Resulls
Uger Clark1
Paprrvenl Typs: CREDITCARD

Transaction Type: SALE

Transaction I AAATAD-COG42486-DEE5-4240-8045-ED949CDA0B32
Drate { Tire: 08182014 08:12:21 A0

Respones;

™
| hip o Phom. [r5-555-2. ] .
Raprnt | | Addto Recuming | Viow Receipt |} Gonorats Refund | | Gancal
e ——

5. Click View Receipt.
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To Reprint Settled Batches Transaction Receipts

You can view receipts for all types of transaction that have receipts.

1

On the Main screen, select Settled Batches to display the settled batches options.

Select Main to display the Settled Activity screen.

To view transactions for a particular date, select the Settled Date field for the batch you want

to view.

Settled Activity
Select the batch to review

Setthed Balch Activity

EHl 2ix2500

HumEsid

el Count [ | MetAmount Parthasafoicos ] Romber Rewms [ | Humess Voids [
i [i: T i e gk e 2 - 558 ] 182 08 -] o [
la B0 38EH B0505 - 05 3 pallid 3 o &
L GB0K 3aTH B0805 0085518 040548 ET 1560 &7 o 4
]

G0 VOO 2004057 ZOTESRAT BT ER

kel e vt A0 L WD 130m L]
24 GROK X 1avs J004-06-0T K305 51 a 130 03 ] 1] "

Batch Count: 132 Met Amgunt; $503400086 Desplay: |25 '|

The Settled Activity screen displays all transactions in the batch for that date.
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4. To view the receipt for a particular transaction, select the Card Data link for that transaction.

Settled Activity

Select the batch Do réview

GBEOK J4B091E0905

2
000 Cietl  Setied  CrediCard Sae  OSIET014 0647 ime Do Seeass 8 1000
00 O Seed  CreMCand Saw  OWHIEE0N 0812 lmie  Dos 5 1000
000 Ctl  Seied  GredfCand  Sae  OBISE014 0Tz Jme  Doe AT B 100
Cm-:ﬂ'
Transaction Count: 3 Net Amount: $ 21.00 Display: |25| "'I

The Settled Batches Main Response screen displays.

Settled Batches Main Response

This & the authorization response information. Note that al fieids with an astersk (%) are required.

fustharization Resulis
Uger Clark1
Braprrvienl Typs: CREDITCARD

Transaction Type: SALE

Transaction IO AAATAD-COG424B84-DECS-4240-8048-EDR40CDADEZ2
Drate { Tire: 08182014 08:12:21 A0

Responee;

o
|3|'q-:|l0FI1I:II'-. ima,. | .
("Repont [} AddtoRecuring | | ViewRecopt | | Gonorste Refund | | Gancel

5. Click Reprint.
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For transactions that do not have signature images associated with them:

The receipt displays with a blank cardholder’s signature line as follows.

HY' FEITRURRNT STORE
00 173400080 219006 11000

Dats: 062072002 0204 :02 AH

CREDIT CRED ZRLE
R=E-P-R-] -H-T

CAED MUHEER,: *++*+*++++3003 K
BATE AMOUMT: $20.00

TIF BAOCUT:

TOTRL FEOUNT:

HPPROSEL I W14052

EECOED #; e

CLERE 1D: Clexkl

X

{CARDHOLDER "2 Z1GETURE}
I AEFEE TO FAY THE ADWE TOTRL AHOUET

ACCORDING TO TE CRED [35UER AGCRERHENT
[(HERZTHT AGREEMENT IF CREDIT WOUZER])

Hepchare Copy

. S _4

© Elavon Incorporated 2015

' EESTRUREAT $TURE
DOLTZAMD0E0 FLIO0EL000

Date: 0E/2LI2003 01402 AH

CEEDIT CERD ZELE
R=E=F-R-I -H-T

CRED WUBEER,:; ***++=++++23003
DARSE BHOUNT: 220,00

TIP AHOUNT:

TOTRL AOO0ET:

HPPROVEL D K14032

FECORD & : ooy

CLERE ID: Clexkl

Castomer Copy
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For transactions that have signature images associated with them:

e For Credit Card Sale, Credit Card Force, Credit Card Auth Only, and Credit Card Return
transactions, and terminals set up with a signature capture device, the system displays the
Signature Present field.

Settled Batches Main Response
This & the authorization responee information, Note that al fieids with an astersk (3] are réquired,
Authomztion Hesults
Ugar Cherkd
Payment Type: CREDITCARD
Trangaction Typa: SALE
Transaction ICx ARLBLIA-DEEFEFFC-FCCE-4TE2-C2C-BCIE2DEERETE
Date [ Tirna: 0= A2014 AT 40 AW
Rasponse; #h
Massage: APPROMAL
Approval Code Chichaa
AVS Responge
Accounl Balance: 10,00
[Eignatura Present Yed 3
CasdHolder IP
| Ship b k.. |§|'?D-'il'h-
Reprnt |~ AddtoRecurng | | ViewRecsipt | | Generate Refund | | Gancel |

e For transactions that have signature images associated with them, the system displays the
text YES in the Signature Present field. A blank/space displays for transactions where a
signature applies but the transaction does not have one associated with it.
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e For receipts that have a signature image associated with it, the system displays the signature

image at the bottom instead of the cardholder’s signature line.

Speedy Retail
9105485 100000007 IR

Date; §3/26/2001 ISR LN

HEDIT CRFD SHLE
R-E-F-R-1-B-T

CRED WUMHER| ddessssassg 7o §
TRAH AERNNT: 57,00

RFFRVEL OO
FECTHD B LA
CLERE I fril

[CERDHOLDER 'S STEERTURE )
I MHEE TO FAY THE REBNE TOTRL ReOUNT

RCCIRDING TN THE CWfD ISONE MEFFEFENT
(PERCHENT RCFFFIENT IF CPEDIT VOUCHER)

Herchant Cogy

Specdy Retail
BELDS R RRRRIT 2T

Date: BHF2EFERLL [ERE L,

REDIT CRED SELE
R-E-F-R-I-H-T

BT ] #2419 K

Customer Copy

e You can save the file to your local or a network drive (this allows the receipt to be uploaded

or used by other applications).
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Additional Resource Guides

By now the user is able to:

e Process transactions
e Manage open and settled transactions

e Run reports and downloads

For general information regarding the Converge capabilities refer to the Converge Getting Started
Guide.

For information on how to customize your terminal and setup users refer to the Converge System
Administration Guide.

For information on how to process Chip and PIN (EMV) transactions refer to the Converge Chip
and PIN (EMV) Transaction Processing Addendum.

For detailed information on peripheral device installation and configuration refer to the Converge
Peripheral Device Installation and Setup Guide.

For additional information regarding the integration of your Virtual Terminal refer to the Converge
Developer Guide.
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