
Converge Transaction Processing Guide CON-0001-D 

© Elavon Incorporated 2015 191 

Generating Reports for Current Batches Transactions 

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

• Detail 
• Detail with subtotals 
• 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. 
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The Reporting screen displays. 

 

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

• User Id 

• Transaction Type 

• Card Desc 

• Amount 

• Transaction Date and Time 

• Card Data 

• Invoice Number 

• Server ID 

• Shift ID 

• 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: 

• Detail 

• Detail w/Subtotals 

• 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. 

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

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

 

 

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

Notes: 

• 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. 

• 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: 

• Error 
• Auth Only 
• Recurring 
• 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: 

• Select Error to display the Error Batch screen.  

• Select Auth Only to display the Authorization Only screen.  

• Select Recurring to display the Recurring Installment Transactions screen.  

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

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

• Credit   

• Debit  

• Food Stamp  

• Cash Benefit  

• Electronic Check 

• To select the transaction type, do one of the following: 

• Select Credit to display the Current Batches: Credit screen.  

• Select Debit to display the Current Batches: Debit screen.  

• Select Food Stamp to display the Current Batches: Food Stamp screen.  

• Select Cash Benefit to display the Current Batches: Cash Benefit screen. 

• 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. 
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The Reporting screen displays. 

 

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:  

• Detail 
• Detail with subtotals 
• 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. 

 

The Reporting screen with customizable fields displays.  
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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:  

• User Id • Card Data  

• Transaction Type • Invoice Number 

• Card Desc • Server ID 

• Amount • Shift ID 

• Transaction Date and Time • 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: 

• Detail 

• Detail w/Subtotals 

• 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. 

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

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

• 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. 

• 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: 

• Error 
• Auth Only 
• Recurring 
• 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: 

• Select Error to display the Error Batch screen.  

• Select Auth Only to display the Authorization Only screen.  

• Select Recurring to display the Recurring Installment Transactions screen.  

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

 



Converge Transaction Processing Guide CON-0001-D 

© Elavon Incorporated 2015  200 

Notes:  

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

• Credit   

• Debit  

• Food Stamp  

• Cash Benefit  

• Electronic Check 

• To select the transaction type, do one of the following: 

• Select Credit to display the Current Batches: Credit screen.  

• Select Debit to display the Current Batches: Debit screen.  

• Select Food Stamp to display the Current Batches: Food Stamp screen.  

• Select Cash Benefit to display the Current Batches: Cash Benefit screen. 

• 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. 
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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. 

 

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: 

• Select Main to display the Settled Activity screen.  

• Select Gift Card to display the Settled Gift Card Activity screen. 

• 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. 

 

  



Converge Transaction Processing Guide CON-0001-D 

© Elavon Incorporated 2015 257 

The Reporting screen appears. 

 

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:  

• User Id • Card Data  

• Transaction Type • Invoice Number 

• Card Desc • Server ID 

• Amount • Shift ID 

• Transaction Date and Time • 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: 

• Detail 

• Detail w/Subtotals 

• 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. 

 

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

 

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. 
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The Settled Batches Main Response screen displays. 

 

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. 

2.  Select Main to display the Settled Activity screen. 

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

 

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. 

 

The Settled Batches Main Response screen displays. 

 

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. 
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For transactions that have signature images associated with them: 
• 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. 

 

• 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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• 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.  

 

• 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: 

• Process transactions 

• Manage open and settled transactions 

• 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. 

 


