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Preface

This document describes step by step procedures on how to use your Virtual Terminal including:

e Processing transactions
e Managing open and settled transactions
e Run reports and downloads

This document is intended for all users of the Converge product and contains the information necessary
for you to be able to use all the features of the product effectively.

Typographical Conventions

Throughout this user guide, you will see words and phrases that appear in different fonts and
formats. The following list describes the typographical conventions used in this guide.

e Bold Text
Indicates a menu option, a window title, buttons, etc. that you can use to identify a part of
the user interface.
Examples:
Print or Save As dialog box
¢ Menu selection sequences
Indicates a series of menu options that you need to select in a particular sequence and
listed in one step. Each menu option is separated by a pipe (|)
Example:
1. Choose File | Save As | File Name and enter the name of the document.
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e Courier text
Indicates examples of software code. Usually this type of text is encapsulated in a code
box as illustrated below.
Example:

Begin Header

<head>
<title>Batch Import</title>
</head>
End Header

e Bold courier text
Indicates a command that you would type into a command prompt window.
Example:
cd c:\users\
o Italicized text
Indicates that the word or phrase is:

e A reference to another document
Example:
Refer to the Elavon User Guide.

e Emphasized for clarification.
Examples:
You do not need to select Apply.

e The word is replaceable text, such as a variable for a piece of code that you need to
enter the appropriate value for your implementation.
Example:

<xml>
<country_code>Country Code</country_code>

</xml>
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Related Documentation

The following documents are available related to the Converge product:

e Converge System Administration Guide

e Converge Getting Started Guide

e Converge Chip and PIN (EMV) Transaction Processing Addendum
e Converge Peripheral Device Installation and Setup Guide

e Converge Developer Guide

e VirtualMerchant Mobile User Guide

Revision History

The following table provides a description of the changes made to this document from its
origination to the current release.

Revision | Date Revision Notes

A SEP-2014 Original release of the Converge Transaction Processing Guide

B OCT-2014 Graphics updated

C MAY-2015 | EMV Canadian Region added

D JUL-2015 Enhancement to improve performance by removing the Select
All function

© Elavon Incorporated 2015 %



Converge Transaction Processing Guide CON-0001-D
Table of Contents

Chapter 1: Using Your Virtual Terminal 1

Selecting a Terminal 5

Performing Credit Card Transactions 6

To Process Credit Card Sale, Return, Force, Auth Only and Verification Transactions 8

To Process Credit Card Transactions Without Using a Signature Device 10

To Process Credit Card Transactions With Using a Signature Device 17

To Process Dynamic Currency Conversion (DCC) Card Transactions 22

To Process Multi-Currency Transactions 25

To Process Credit Card Inquiry Transactions 31

To Process Credit Card Recurring and Installment Transactions 33

To Process Credit Card Multi-Entry Transactions 40

To Add Credit Card Multi-Entry Transactions 41

To Delete Credit Card Multi-Entry Transactions 43

To Process Batch Import Transactions 43

To Update Credit Card Transaction Information 50

To Re-print Credit Card Transaction Receipts 52

To Add Credit Card Transaction to a Recurring Batch 53

To Add Credit Card to Card Manager 55

To View Credit Card Transaction Receipts 58

To Reverse Partially Approved Transactions 59

Performing US Debit Card Transactions 61

To Process US Debit Card Purchase and Return Transactions 61

To Process US Debit Card Inquiry Transactions 65

Performing Canadian Debit Card Transactions 67

To Process Canadian Debit Card Purchase Transactions 67

To Void Canadian Debit Card Transactions 69

To Process Canadian Debit Card Key Exchange Transactions 71

Performing Food Stamp Transactions 72

To Process Food Stamp Purchase and Return Transactions 72

© Elavon Incorporated 2015 Vi



Converge Transaction Processing Guide CON-0001-D
To Process Food Stamp Force Purchase and Force Return Transactions 76

To Process Food Stamp Inquiry Transactions 79
Performing Cash Benefit Transactions 81
To Process Cash Benefit Purchase Transactions 82

To Process Cash Benefit Inquiry Transactions 84
Performing Electronic Check Transactions 86
To Process Paper Check Purchase 88

To Process Paper Check Purchase Multientry 91

To Process ACH ECheck Purchase 92

To Process ACH ECheck Multientry 97

To Process ACH ECheck Recurring and Installment Transactions 99

To Add ACH ECheck Transaction to a Recurring Batch 106

To Void Electronic Check Transactions 109
Performing Gift Card Transactions 112
To Process Gift Card Redemption, Credit, Activation, Reload and Card Return Transactions 112

To Process Gift Card Inquiry Transactions 116

To Update Gift Card Transactions Information 118
Performing Cash Transactions 119
To Process Cash Sale 119

To Process Cash Return 121

To Update Cash Transaction Information 122
Chapter 2: Using Your Card Manager (Tokenization) 125
Viewing Card Manager Totals 126
Adding Card Information 129
Managing Card Information 131
To Search for Card Information 131

To Sort Card Information 133

To View Card Information 134

To Delete Card Information 135

To Update Card Information 136

To Process Credit Card Transactions 138

To Process Credit Card Balance Inquiry 142

To Add Credit Information to Recurring 144
Chapter 3: Managing Unsettled Transactions (Current Batches) 147
© Elavon Incorporated 2015 Vil



Converge Transaction Processing Guide CON-0001-D

Viewing Current Batches Transaction Activity

Viewing Current Batches Transactions

To View Current Batches Transactions for all Payment Types in One Batch

To View Current Batches Transactions by Transaction Types

To View Current Batches Error, Auth Only, Recurring, Main, Gift Card, and Cash Transactions...........ceccconeeeee.

To View Current Batches Imported Batches Transactions

Managing Batch Transactions

To Sort Current Batches Transactions

To View Current Batches Transaction Receipts

To Re-print Current Batches Transaction Receipts

To Update Current Batches Transactions

To Pend Current Batches Transactions

To Unpend Current Batches Transactions

To Set Current Batches Transactions to Review

To Release Reviewed Current Batches Transactions

To Add Signatures to Current Batches Transactions

To Re-authorize Current Batches Error Transactions

To Void Current Batches Main Transactions

To Delete Current Batches Transactions

Downloading Current Batches Transactions

To Download Current Batches Transactions for All Payment Types in One File

To Download Current Batches Transactions Individually

To Download Import Batches Transactions

Generating Reports for Current Batches Transactions

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

To Generate Reports for Current Batches Transactions by Transaction Types

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

To Generate Reports Plus for Current Batches Transactions by Transaction Types

Searching for Current Batches Transactions

To Search for Current Batches Transactions for all Payment Types in One Batch

To Search for Current Batches Transactions by Transaction Types

Filtering Current Batches Transactions

To Filter Current Batches Transactions for All Payment Types in One Batch

© Elavon Incorporated 2015

149
150
150
151
152
154
156
156
157
162
163
166
168
169
170
172
176
178
180
182
182
185
187
191
191
194
196
196
199
201
201
204
207
207

viii



Converge Transaction Processing Guide CON-0001-D
To Filter Current Batches Transactions by Transaction Types 209
Settling Current Batches Transactions 212
To Settle Main Transactions 212

To Settle Gift Card Transactions 215

To Settle Cash Transactions 217
Managing Current Batches Recurring and Installment Transactions 219
To View Previous Recurring and Installment Transactions 219

To Submit Recurring and Installment Transactions for Payment 221

To Remove Expired Installment Transactions 224

To Add Transactions to a Recurring Batch as Recurring 224

To Add Transactions to a Recurring Batch as Installment 229
Chapter 4: Managing Settled Transactions (Settled Batches) 234
To View Settled Batches Transaction Activity 235
To View Settled Batches Transactions 236

To Search for Settled Batches Transactions 238

To Sort Settled Batches Transactions 240

To Filter Settled Batches Transactions 241

To Download Settled Batch Files 242

To Generate Refund to a Settled Transaction 245

To Add a Transaction to Recurring Payments 248

To Add Signatures to Settled Batches Transactions 251

To Generate Settled Batches Reports 255

To View Settled Batches Transaction Receipts 258

To Reprint Settled Batches Transaction Receipts 261
Chapter 5: Managing Exported Scripts (Export Log) 266
To Sort Exported Scripts 268

To View Exported Scripts 268

To Search Exported Scripts 270

To Filter Exported Scripts 272

To Re-export Exported Scripts 272
Chapter 6: Response Codes 274
Authorization Response Codes 274
Electronic Gift Card (EGC) Response Codes 276
AVS Response Codes 277

© Elavon Incorporated 2015 (¢



Converge Transaction Processing Guide CON-0001-D
CVV2 Response Codes 278
Settlement Response Codes 278

Chapter 7: Batch Import File Layout 279
Credit Card Batch Processing 279

Input or Request File Format 280
Input or Request File Examples 283
Output or Response File Format 286
Recurring and Installment Batch Processing 288
Input or Request of Recurring File Format 288
Input or Request of Recurring File Examples 292
Output or Response File Format 295
Token Generation Batch Processing 297
Input or Request File Format 297
Input or Request File Examples 299
Output or Response File Format 300
Additional Resource Guides 301
© Elavon Incorporated 2015 X



Converge Transaction Processing Guide CON-0001-D

Chapter 1: Using Your Virtual Terminal

The Main Virtual Terminal screen provides access to all transaction entry and management options. You
can enter transactions depending on your terminal and user rights. You can also process transactions
from Card Manager, Current Batches, and Settled Batches. Refer to the Using Your Card Manager
(Tokenization), Managing Unsettled Transactions (Current Batches), and Managing Settled Transactions
(Settled Batches) sections for more information.

When your user account was created, you were granted specific access and permissions called user rights.
In addition, you were associated with one or more terminals to which your login provides access.
Therefore, if you are granted access to only one terminal, it is automatically presented to you in the screen
upon login. Otherwise, you must select the desired terminal from the Select Terminal list.

Note: The terminal must be active to process live transactions. If your terminal is not active (Not Live or
Suspended), call your system administrator or Elavon at 1-800-377-3962, option 2, option 2 (in
Canada you are asked to choose either English or French for you language).

Depending on your user and terminal rights, this section describes how to:

e Select terminals
e Process the following transaction types:

e Credit Card

e Debit Card

e Food Stamp

e Cash Benefit

e  Electronic Check
e Gift Card

e Cash
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Converge User
* Log on to Converge

» Select a terminal
* Process transactions(swipe or hand-key)
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COMMON FEATURES:

Form Fields

e The field prompts for each transaction depends on the Payment Form Field Setup for the
selected terminal. Refer to the Configuring Payment Forms section in the Managing Terminals
chapter in the Converge System Administration Guide for more information.

e If you enter the Billing Address, to use this address for shipping in the Shipping Address
section, select the Same as Billing check box. The system copies all the billing address
information into the fields. You can edit the Shipping Address information after it is copied. This
clears the check box and does not update the Billing Address.
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Response Forms

The response form consists of the Transaction Detail that displays the results of a processed transaction.
This screen is further divided as follows:

e The Authorization Results section displays all the information obtained during the authorization
process.

e Each subsequent section contains all the values entered for the transaction in the order defined in
the Payment Fields section setup under Terminal Configuration.

Printing Receipts

e If your terminal is set up to have the receipt printed automatically, Converge prints the receipt.

e You must allow Converge in the browser pop-up blocker in order for the receipt to show.

e If your terminal is not set up to automatically print receipts, the receipt information is displayed
on the screen.

e If Serial Printer is selected as the Printer Type under the Printer options in the terminal profile,
a receipt is sent to the serial printer.

o If Parallel Printer is selected as the Printer Type, a separate window displays the receipt
information and the system prompts you to print the receipt.

Tips

e For terminals set up for a Market Segment of Service, Converge automatically calculates and
displays the Amount as Base Amount + Tip Amount.

e Tip transactions are only available if the Market Segment is set to Service in the current terminal
profile.

e Converge allows you to provide tip information with transactions, based on how the System
Fields are set up on the Payment Form.

e Converge allows you to provide tip information for transactions that are swiped and hand keyed.

e Merchant needs to customize the Tip, Server ID, and Shift Payment fields. Refer to the To Edit
Payment Fields section in the Converge System Administration Guide for more information about
how to configure and edit a payment field.
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Transaction Currency

e For terminals set up for Multi-Currency option, Converge automatically assigns the top five
currencies to a terminal: US Dollar (USD), Canadian Dollar (CAD), Pound Sterling (GBP),
Australian Dollar (AUD), Euro (EUR) and Japanese Yen (JPY). The merchant can add or
remove currencies from the currency field setting. Refer to the To Edit Payment Fields section in
the Converge System Administration Guide for more information about how to configure and edit
a payment field.

e The merchant’s local currency is displayed first.

e Multi-Currency is only available with MasterCard® and Visa®. Only those cards will allow a
merchant to send a transaction with a currency other than the merchant’s local currency.

e  Multi-Currency is available when processing Sale, Auth Only, Refund, and Force transactions.

e Converge authorizes and settles the transaction in the consumer currency.

e Once the settlement is done, Converge will send all transactions in the currencies in which the
merchant sold the items.

e Elavon converts those prices back to USD or CAD. The amount to be funded will not show in
Converge; it will show in the statements.

e Once Multi-Currency is enabled for a terminal, the terminal is forced to auto settle at 6:00 PM EST.
Manual settlement is not allowed at this time. Funds have to be delivered at that time to ensure
the best exchange rates possible.
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Selecting a Terminal

1. Go to https://www.convergepay.com to sign in to Converge.

The Converge Home page displays.
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2. After you sign on to Converge, the Main screen displays. Select the Select Terminal link if
you have access to multiple terminals.

MerchantConnect | Support Section | Help | Logout
©
conver gE
User:  Jane Dos USER ACCOUNT SETTINGS

Seoawnt: 00000=

Main

Pri Poli Weioome to Converge, The Convenge Virtual Terminal system & a secune
i flld nternet-based transaction processing system that enables your business to
Cepryright 1 2014 Eavon, Inc. Al rights process transactions in real-time.

L2

© Elavon Incorporated 2015 5


https://www.convergepay.com/

Converge Transaction Processing Guide CON-0001-D

The Select Terminal screen displays a list of the terminals to which you have access in
alphabetical order, by Friendly Name.

Note: Refer to the Managing Terminals chapter in the Converge System Administration
Guide for more information on how to select a terminal.
3. Click the Friendly Name to select the terminal you wish to access from the list.

The system displays the terminal name in the Terminal field and the transaction types under
Select Terminal.

_.:I},:_., MerchantConnect | Support Sectlon | Help | Logout
©)

converge

Main

Wigioome to Converge. The Convenge Viriual Tenmingl system & 3 seoare internet-based transaction
processing system that enabies your business to process transactions in reaktime,

S Credt Casd
2 Ehe iy

o Balches
= Semud Balchis

Once you have the terminal selected, you can proceed with other actions available to you
from the Terminal menu option as described in the following sections.

Performing Credit Card Transactions

The Credit Card screen allows you to enter a hand keyed, swiped, or contactless credit card
transaction. The Swiped or Contactless option is only available for terminals with magnetic strip
or contactless readers and Market Segment configured as Retail or Service. Refer to the
Converge Peripheral Device Installation and Setup Guide for a complete list of supported
peripheral devices.

This section describes how to:

e Enter and process credit card information

e Update credit card transaction information

e Reprint credit card transaction receipts

e Add credit card transaction to a recurring batch
e Add credit card to Card Manager

e View credit card transaction receipts

e Reverse partially approved transactions
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You can process credit card information for the following transaction types:

e Sale e Verification

e Return e Recurring

e Inquiry e Installment

e Force e Multi-entry

e Auth Only e Batch Import
IMPORTANT:

e You can process partial authorizations using prepaid cards the same way as you
process regular credit card for Sale and Auth Only transaction types.

e A partial authorization occurs where the amount of the authorization request exceeds
the available balance on select Visa®, MasterCard® or Discover® products. Instead of
declining the request, an approval for a partial amount is returned.

e Merchants must initiate a new transaction to obtain the remainder of the purchase
amount in another form of payment. These are separate transactions and will
generate separate receipts.

e Merchants may reverse or void transactions if cardholders decide not to proceed.

© Elavon Incorporated 2015 7
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To Process Credit Card Sale, Return, Force, Auth Only and Verification
Transactions

This procedure describes how to process the following credit transaction types:

e Sale
This transaction allows you to obtain real-time authorization for credit card sale transactions.

¢ Return
This transaction allows you to enter refund transactions for previous sales.

e Force
This transaction forces sale transactions when the approval code was previously obtained,
such as through voice authorization. This transaction type requires the Approval Code to be
manually entered for processing.

e Auth Only
This transaction allows you to pre-approve transactions that will be forced through or
converted to Sale at a later date.

e Verification
This transaction allows you to verify if the address and the CVV value given for the transaction
match that of the cardholder.

Note: Some terminals do not support the Verification functionality but support AVS Only which
allows you to send the address without the CVV value.

© Elavon Incorporated 2015 8
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1. On the Main screen, select Credit Card to display the credit card options along with the
Credit Card Main screen.

Usar: Jare Dos USER ACCOUNT SETTINGS TERMIMAL
Agcount: 000004
Terminal; ABC Compary

P Credit Card Main
Seledt Terming
F Credit Card ™, This section is wsed to enter Cred Card transactions.

Sale
Returmn
Inequsiry
Force

Auth Cnly
Verification
Recuring
InLalimernt
Multiensry
“_ " Baich Import
B Elactronic Check
B Gt Card

B Current Balches
B Sefled Batches

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

e Select Sale to display the Credit Card Sale screen.

e Select Return to display the Credit Card Return screen.

e Select Force to display the Credit Card Force screen.

e Select Auth Only to display the Credit Card Auth Only screen.

e Select Verification to display the Credit Card Verification screen.

The following example shows the Credit Card Sale screen.

Credit Card Sale

Mote that al fields with an asterisk (3 are required.

Card Account Data

© Elavon Incorporated 2015 9
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3. Enter the Card Account Data. Refer to the individual sections below for more information.

e If you are using a Mini Wedge or manually entering transactions, refer to the To Process
Credit Card Transaction Without Using a Signature Device section for more information.

e If you are using a signature device, refer to the To Process Credit Card Transaction With
Using a Signature Device section for more information.

Note: The user interface is designed to accept swipe data using a supported encrypting or
non-encrypting device. There is no special setup needed, refer to the Peripherals
Options section in the Converge Getting Started Guide for more information.

To Process Credit Card Transactions Without Using a Signature Device

If your terminal is not set up for a signature capture device, Converge will follow the normal
process for the Magnetic Strip reader attached to your computer or by manually entering the card
number.

1. Swipe the credit card through a supported device attached to your computer or manually
enter the credit card number in the Card Account Data box.

2. Click Submit.
Notes:

e If the terminal is setup to accept Verify Last Four Digits, the system prompts you to
enter the last four digits of the credit card number.

Credit Card Sale

Mote that all fields with an asterisk (3%) are required.

Verify Last Four Digits

Enter Last 4-digiis: I ¥*®

e The system automatically initiates the Submit button on swipe.

The system displays the respective screens with the masked credit card number in the
Account Data field as follows. The card account number cannot be edited.

© Elavon Incorporated 2015 10
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For this transaction type | This screen displays
Sale Credit Card Sale

Return Credit Card Return
Force Credit Card Force

Auth Only Credit Card Auth Only
Verification Credit Card Verification

The following example shows the Credit Card Sale screen.

Credit Card Sale

Order Section
Accoundt Data
Expiration DCeate MUY
Armaunt

Card Fragent

CVW2 Indicabes

Cifv2

Sales Tax

Imvcice Numbar:

Enter the information for this transaction. Note that al fields with an asterisk () are reguired.

4] *eEErmErERgOOn

=

3. Enter the Expiration Date (MMYY).

Note: This field is auto populated for swiped transactions and cannot be edited on the form.

4. To enter the Amount, do one of the following:

For this transaction type Do this

Return

Enter the Amount.

Auth Only

Enter the Amount.

© Elavon Incorporated 2015
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For this transaction type Do this

Sale If the terminal is set up for a Market Segment of Service, enter the
Base Amount and the Tip Amount. Converge automatically calculates
and displays the Amount.

If not, enter the Amount.

Force If the terminal is set up for a Market Segment of Service, enter the
Base Amount and the Tip Amount. Converge automatically calculates
and displays the Amount.

If not, enter the Amount.

Notes:
For credit card Sale and Force transactions:

e You can update the Tip Amount only from Current Batches.

e You can update the Base Amount from the response screen. The Base Amount cannot
be changed to a value greater than the transaction (the original Base Amount before it
was changed) was originally authorized.

e When the Base Amount is updated, Converge recalculates the Amount as Base
Amount + Tip Amount.

5. For hand keyed transactions, you may wish to select if the credit card is present or not
present in the Card Present check box:

6. For Sale, Force, and Auth Only transactions, you may wish to enter a CVV value. If card type
is Visa®, the CVV2 Indicator displays. Select indicator option from the list.

e Bypassed
e Present
o lllegible

e Not Present
7. For Force transactions, enter the Approval Code.

8. For Verification transactions, enter address in the Address 1 field, the Postal Code, and the
CVV value.

9. Enter or select any of the remaining optional fields as desired.

© Elavon Incorporated 2015 12
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10. Enter the descriptor that you would like to appear in the customer credit card statement to
help the transaction become more recognizable to the customer or more service-specific than
the usual business name.

Notes:

e Optional feature.

e Your terminal must be setup with Dynamic DBA. Please contact Software Technical
Support at 1-800-377-3962, option 2, option 2 (in Canada you are asked to choose
either English or French for you language).

e The DBA name can be provided on Sale, Auth Only, Force, and Return/Credit
transactions.

11. If you wish to enter travel information, enter the Departure Date (the date that the
consumer’s travel will begin) and the Completion Date (the date the consumer’s travel will
be completed).

This information will be sent to the MARMS system.

Notes:

e This is an optional feature used for travel agencies and airlines only.

e Your terminal must be set up with MARMS at Elavon and the Travel Data option must
be enabled in the Converge terminal. Please contact Software Technical Support at 1-
800-377-3962, option 2, option 2 (in Canada you are asked to choose either English or
French for you language).

e By having the travel data option enabled, both the Completion Date and Departure
Date fields are available to you in the Terminal Setup | Merchant | Payment Fields.

e Both dates must be included in the transaction for the information to be sent to
MARMS.

e The dates cannot be in the past.

© Elavon Incorporated 2015 13



Converge Transaction Processing Guide

CON-0001-D

12. Click Process to send the transaction for authorization or Cancel to exit.

The system does the following

x|
~ Sedect Printer
T add Printer EiFax [l
= Adcbe POF m=rax Del V505 =np
= doPDF w7 BBl arRicohz012 =R,
1| | i
Status: Ready [~ Prttofile  Preferences
Location:
— Find Prnter..
=~ Page Range
& Al Mumbser of copies: I‘I 5_
! Selection ) Duarent Fage
" Pages: |1 I~ | Callste [
[Enter either a single page number or a single jﬂjil_glgl
page range. For example, 5-12

Prints receipts

Displays a pop-up Print box. Click Print to process the receipt or Cancel to exit.

THAMEK YOU FOR SHOPPIHG

MY RETAIL STORE CERT OMLY
0017340008021900611000

Date: 06/16/2014 01:54:21 BM
CREDIT CRED SALE
CAED NUMBER: *+vssssse8ag0 5

TEAN AMOUNI: §1.00
APPROVAL CD: CWISS?

RECORD #: oog
CLERK ID: Clerkl
X
John Doe

I AGREE TO FRY THE ABOVE TOIAL AMCUNT

RCCORDING TO THE CARD ISSUER RGREEMENT

({MERCHANT AGREFMENT IF CREDIT VOUCHER)
RETAIN RECEIEFT

Herchant Copy

THANK ¥OU FOR SHOPPING

MY RETRIL STORE CERT ONLY

0017340008021900611000
Date: 06/16/2014
CREDIT CARD SALE
CAED NIMBER: ++s*ssssss8880 5
TREAN AMOUNT: $1.00
APPROVAL CD: CVISST
RECORD #: 000
CLERK ID: Clerkl
BETAIN RECEIPT

Customer Copy

0L:54:21 EM
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e Displays the respective response screen as seen in the following table

For this transaction type | This screen displays

Sale Credit Card Sale Response

Return Credit Card Return Response
Force Credit Card Force Response

Auth Only Credit Card Auth Only Response
Verification Credit Card Verification Response

The following example shows the Credit Card Sale Response screen.

Credit Card Sale Response
Thig & the authorization response information, Note that al fields with an asterisk (3€) are required,
Lserm Clark1
Paymment Typs: CREDITCARD
Transaction Type: SELE
Transaction I RA4E439000851 DA 1ERSEFAOFE12DN4D90IDEET
Diabe / Time: 00032014 024526 PU
Rasponse; BA
Massage APPROVAL
Approval Code: CVIgiT
AVE Respons s
CWW2 Retponse; u
Aceounl Balance: 100
CardHoldar IP;
| CustomDaLe |
Update Addta Recurng | | View Recept | Update Card Manager | ‘

© Elavon Incorporated 2015
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Card Sale Response - Partial Approval screen displays.

USER ACCOUNT SETTINGS TERMMAL

Credit Card Sale Response - Partial Approval

The amourt requested $10,10 excseded the card balance. The card has been
charged for the available balance of 10,05, The difference $0.05 must be
obtaingd usng additicnal tender type. If desirad, the $10,05 charge may be
reversed by diddng the "Reverss Fayment” button below.

Lisar: Clerkd

Payrmen Type: CREDITCARD
Trameaction Typa: BALE

Transaction 10 AAATAD-25TFBEF4-T4EE-4950-A22A- 3 TOID2F G20 24
Ciata f Tima: 090014 0834:41 Al
Response: AP

Megsags: PARTIAL AFFROVAL
Approval Codac cwvzTe

AVE Retponge

CVWW2 Respanse:

Accoun] Balance: 0.00

CardHaldar IF;

Order Secion

Accoun Data T T

Expiralion Dabe(WMYY). [rzts

Ameount II.UJIE

Reguastad Amount [T8T)

Balance Due; F.DS

Saler T I
W

N [ —
| Ship ko Phone I_ I

[Update | [ Repet | | ViewRecept | | Reverse Payment |

© Elavon Incorporated 2015

13. In the event of a partial approval for credit card Sale or Auth Only transactions, a Credit

16



Converge Transaction Processing Guide CON-0001-D

The Credit Card Sale Response - Partial Approval screen consists of a Transaction Detail
screen that displays the results of a partially approved transaction.

e The Authorization Results section displays all the information obtained during the
authorization process.

e The Order Section indicates that amount requested exceeded the card balance and that
the card has been charged for the available balance. The difference must be obtained
using additional tender type.

Notes:

The merchant must collect the additional remaining balance from the consumer.

If cardholders decide not to proceed with the transaction, Converge will allow the merchant
to reverse a partial approved transaction and restore the balance back to the card using
the Reverse Payment button or the Void button at the bottom of the partial approval
response page.

To Process Credit Card Transactions With Using a Signature Device

If your terminal is set up with a signature capture device, your customer will be prompted to use
the PIN Pad to process the transaction. Based on the device in use the customer may be
prompted to swipe or tap their physical card or tap a supported mobile device such as Apple
Pay™ or Google Wallet™.

Note: Refer to the Converge Peripheral Device Installation and Setup Guide on how to setup your
terminal with a signature enabled PIN Pad device.

© Elavon Incorporated 2015 17
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1. The customer is prompted to swipe or tap card or Mobile device.

The Credit Card Sale screen displays with the following prompt:

Credit Card Sale

Note that al fields with an asterisk (3#) are required.

Customer prompted to provide their card. Please wait.

Click Cancel to enter the card number manually.

Cancel

2. If the consumer declines to swipe or tap the card and hits the cancel button, the payment

form displays a message to the merchant, Consumer cancelled card swipe!

3. If the customer swipes the card and the card swipe fails, the payment form displays a
message to the merchant, Card swipe failed. Please retry or manually key card!

Credit Card Sale

Mote that al fizlds with an asterisk (3t) are required.

Card swipe failed. Please retry or manually key card!

4. If the customer swipes or taps the card and the card entry does not fail, the device displays,
One moment please message to the customer.

© Elavon Incorporated 2015
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The payment page displays with the card information collected from the card and device.

Credit Card Sale

Enter the information for this transaction. Note that al fields with an asterisk () are required.

2
Accound Diata: 4pEreerrrmrrgnOa
Expiration DateMUYY) 1222
Amount I—*
Custormar Gode: |7
Sales Tax |—
Imveics Mumiber. [
Departure Date(MMD DAY} I_' E
Completion Dateawooroyy [ M
Billing Address

5. The merchant enters the Amount and any additional information needed to complete the
transaction, and clicks the Process button.

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

Credit Card Sale

Customer prompted to confirm amount, Please wait]

Enter the infiormation fior this transsction, Note that al fekds with an astergk (#) e requined,

CWE
Sales Tac
Irenice Numier

—

6. The device displays amount confirmation message to the customer and the customer is
prompted to confirm the amount or cancel.

7. The customer confirms the amount and the transaction are sent for processing.

© Elavon Incorporated 2015
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If the amount is cancelled, the payment form displays a message to the merchant, The
amount was not confirmed. The merchant has the chance to re-enter or correct the amount
or cancel the transaction if needed.

Credit Card Sale

Enter the information for this transaction. Note that al fields with an astersk (32) are requined.

Thie amsount was nol eanhimed

Amiu

Card [EI
g

CWW2 TEE

Sales Tax 1
Imveie Mumber: |

8. The device displays a Processing message to the customer.
9. The merchant receives the transaction response page.
10. The device displays the transaction response to the customer.

11. The device displays, Please sign message to the customer if transaction is approved.

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

Credit Card Sale

Enter the infiormation fior this transaction, Note that al fekds with an astersk (3) e requined,

-
Ao

Expir

Amou Customer prompted to confirm amount, Please wait]
Card B

Ly |
ChvE:
Sales Tax I

kranice Humser ]

Note: The device will not display signature prompt for declined transactions.

12. The customer signs.

© Elavon Incorporated 2015 20
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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 5 the authorization response information. Mote that al fields with an astersk (%) are reguired.

Transaction Detail

Trans Customar cancelled signaturel Please retry or select

Trans cancel 1o manually caplure ssgnatune! SATEISADD
DataJ

Reap Ay,

Mass

Approy

VS Rasponse

W2 Responss u

Arcoun Balance 10.00

GardHolder IF

13. The merchant receives signature and the receipt is printed with the signature if collected.

14. The device displays a thank you message.

Note: The transaction response is sent to the merchant whether the signature is collected or
not from the customer.

15. The customer provides a signature to the device.
16. If the device captures the signature, it returns it to Converge.

17. If the device times out or the signature was not captured, it returns an error code or a
null/blank signature image to Converge.

Notes:

e Signature capture only applies to the following transaction types:

e Sale

e Return

e Force

e Auth Only

e You cannot replace a signature that is already associated with a transaction.

© Elavon Incorporated 2015 21
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18. If the signature image was successfully captured, Converge stores the signature image with
the transaction and prints the receipt with the signature.

19. If an error code is returned or the signature image is null or blank, Converge bypasses the

signature and prints the receipt without the signature. The customer also has the option to
sign the paper receipt.

To Process Dynamic Currency Conversion (DCC) Card Transactions

1. On the Main screen, select Credit Card to display the credit card options along with the
Credit Card Main screen.

User: Jane Dow USER ACCOUNT SETTINGS TERMINAL
Agcgunt: 000004
Terminal; ABC Company

Salect Terminzl CrEdit C‘ard Main

F"cm“ Card S This section ks used to enter Credt Card transactions.

Sale
Refurn
Inequsiny
Force

Aurth Sty
Verification
Reguring
Instaliment
& Multbendny
“_ " BaichImpott
B Elactronic Check
B Gt Card

B Cument Batches
B Sefled Batches

2. Select Sale to display the Credit Card Sale screen.

Credit Card Sale

Mote that al fields with an asterisk () are required.

Enter Account Data

Card Account Data

3. Swipe the credit card through a supported device attached to your computer or manually
enter the credit card number in the Card Account Data box.

© Elavon Incorporated 2015 22
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4. Click Submit.
Notes:

e If the terminal is setup to accept Verify Last Four Digits, the system prompts you to
enter the last four digits of the credit card number.

Credit Card Sale

Mote that all fizlds with an asterisk (%) are required.

Verify Last Four Digits

Enter Last 4-digits: I *®

e The system automatically initiates the Submit button on swipe.

The system displays the Credit Card Sale screen with the masked credit card number in the
Account Data box, the Cardholder Amount, the Cardholder Currency, the Conversion
Rate and the Markup% to be used in the DCC transaction. These fields cannot be edited.

Credit Card Sale

Enter the information for this transaction. Note that al fields with an asterisk (%) are required.

Acceunt Dats e —
Explration DiatailMYY] [gz1s
AL I_ *
Cardhatder Amount 398
Cardhakdar Cumany [Pz
Corversion Rate W
Lackup(%) Eas |
I gyl '
, oy
I Ship 1o Phone I_ |
Process wih 0GC | | Process without DSG || Gancal | ‘

5. Enter the Expiration Date (MMYY).

Note: This field is auto populated for swiped and cannot be edited on the form.

© Elavon Incorporated 2015 23
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6. Enter the Amount.

7. If the terminal is set up for a Market Segment of Service, enter the Base Amount and the
Tip Amount. Converge adds these values and sets the Cardholder Amount to the sum of
these values.

Notes:

e The system adds the Base Amount + Tip Amount for conversion and set the
Cardholder Amount to this value.

e The merchant provides a Base Amount and a Tip Amount in the merchant’s currency.
The total Amount is then calculated automatically and displayed before processing. The
Cardholder Base Amount, Cardholder Tip Amount and total Cardholder Amount are
all converted automatically and displayed before processing.

8. Enter or select any of the remaining optional fields as desired.

9. Click Process with DCC to send the transaction for authorization or Cancel to exit.

Note: If you click Process without DCC the transaction will be processed in US dollars.

© Elavon Incorporated 2015 24
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The Credit Card Sale Response screen appears and displays the transaction information.

Credit Card Sale Response

This 5 the authorization response information. Nobe that al fields with an asterisk (%) are required.

Iransaction [aiail

JFurthorization Hesells

User Clarki

Payment Type: CREDITCARD

Trangaction Trpe: SALE

Transaction IO ARATAD-BERIDC 3-T1EA-4T2T-ADB4-BOF ACAGRGTTA
Dale d Tire DOMAR014 0T:36:30 AN
Rasponte: AR

Message APBROVAL

Approval Code CRCDDS

AVE Respanse

Account Baanca: 500

CandHolder IF.

Order Saction

Account Data IW
Expiration Cuate{H YY) I:I.l:I.E

AT IE.UD #*
Cardnokder Ameunt I!I.‘!E

Cardholder Cunency |EL|9.

Comarsion Rale 0. 79582

Markup(% ) I!I.H-

miber
H\N\I\J

e

.SH;:MIBPHDM. |
Update | Reprim | | AddioRecwming | | ViewReceipt | | Addio Card Manager |

Note: The Orders Section contains the Amount in US dollars. The Cardholder Amount field
contains the transaction amount after it is converted in the cardholder’s currency.

The system generates a receipt.

To Process Multi-Currency Transactions

Multi-Currency transactions allow you to sell in more than 94 currencies, but you can only be

funded in the terminal currency (USD or CAD).

Note: Multi-Currency is only available with MasterCard® and Visa®.

© Elavon Incorporated 2015
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The following transaction support Multi-Currency processing:

e Sale

e Return

e Force

e Auth Only
e Multientry

e Batch Import

1. On the Main screen, select Credit Card to display the credit card options along with the
Credit Card Main screen.

Jare Dol USER ACCOUNT SE NGS TERMIMAL
cosunt: 000004
Terminal; ABC Company

DA Credit Card Main
Select Terming
F Credit Card ot This section s wsed to enter Credt Card transactions.

Sale
Réturn
Inegyisiry
Farce
Auth Dty
Varification
Recuning
Instaliment
& Mulhendry
. " Balch Import .~
B Elactronic Check
B Gift Card
B Current Balchies
B setled Balches

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

e Select Sale to display the Credit Card Sale screen.
e Select Return to display the Credit Card Return screen.

e Select Force to display the Credit Card Force screen.

© Elavon Incorporated 2015
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The selected credit card screen displays.

Credit Card Sale

Mote that al fields with an asterisk (3¢) are required.

Card Account Data Il #*

3. Swipe the credit card through a supported device attached to your computer or manually
enter the credit card number in the Card Account Data box.

4. Click Submit.
Notes:

o If the terminal is setup to accept Verify Last Four Digits, the system prompts you to
enter the last four digits of the credit card number.

Credit Card Sale

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

Enter Last 4-digits: I *®

e The system automatically initiates the Submit button on swipe.

© Elavon Incorporated 2015 27
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The system displays the Credit Card Sale screen with the masked credit card number in the
Account Data box.

Credit Card Sale

Enter the information for this transaction. Note that al fields with an asterisk (%) are required.

N —
Accound Data 4 ErEErEnRERgga
Expiration DuateMMYY) =
Armaufit I_ &
Card Pragent [ =
CAWW2 Indicaliod Im 8
civz —
Sales Tax [
Imvcaca Mumbar [

i e -
Wy CUStom Liw. [

5. Enter the Expiration Date (MMYY).

Note: This field is auto populated for swiped and cannot be edited on the form.

6. Enter the Amount.

7. If the terminal is set up for a Market Segment of Service, enter the Base Amount and the
Tip Amount. Converge adds these values and sets the Amount to the sum of these values.

Notes:

e The system adds the Base Amount + Tip Amount for conversion and sets the Amount
to this value.

e The merchant provides a Base Amount and a Tip Amount in the merchant’s currency.
The total Amount is then calculated automatically and displayed before processing. The
Cardholder Base Amount, Cardholder Tip Amount and total Cardholder Amount are
all converted automatically and displayed before processing.

© Elavon Incorporated 2015 28
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8. Select the Transaction Currency from the currency drop-down list. Only those currencies
setup with the terminal will display. The Transaction Currency defaults to the merchant'’s

currency:

Credit Card Sale

Tranasction Curemn:

PR—— S
Expiration Date{UKTYY): [zs |

Amourk [ion %
Sales Tax |

lervice Numies |

(e e T — |

Complesion Dabs{LDONYYE | m

Enter the nformation for this transaction. Note that al fislds with an asterisk (32) are required.

[Eo (EUR) E

Notes:

ErrE

Compgany: Brazilian Real [BAL)
First Mamg: Canadian Dallar (CAD)
) Colombizn Peso (COF)
Last rame. Costa Riean Coloa (CRC)
hadrass1 Algerian iDZ0)
nes Egyplian Pound [EGP|
Addrassd
Pound Steiing (GEF)
o Japanese Yen (JPY)
State/Provinc: ]

T

L5 Doar (US0)
United Arab Emiates Diham (AED)

urstratian Dollar (ALD)

W\-_J

e You have the option to select various currencies if you are processing with a
MasterCard® or Visa® card. Only those cards will allow a merchant to send a transaction
with a currency other than the merchant'’s local currency. For any other card type you

must select the local currency.

e By default your currency is displayed and then the top five currencies precede:

e US Dollar (USD)

e Canadian Dollar (CAD)
e Pound Sterling (GBP)

e Australian Dollar (AUD)
e Euro (EUR)

e Japanese Yen (JPY)

e You can add or remove currencies from the Terminal | Merchant | Payment Fields

setup.

© Elavon Incorporated 2015
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9. Enter or select any of the remaining optional fields as desired.

Notes:

e Converge authorizes and settles the transaction in the consumer currency.

e When settlement is complete, Converge will send all transactions in the currencies in
which you sold the item.

e Transaction amounts are converted from the submission currency to the funding
currency on your account, utilizing the exchange rates provided by Elavon’s designated
currency exchange desk provider.

The Credit Card Sale Response screen appears and displays the transaction information.

Credit Card Sale Response

This 5 the: authorization response information. Note that al fieids with an asterisk (%) are required.

gtherization Resulls

Usar Clarii

Payenent Trpe: CREDITCARD
Transaction Typa: SALE

Transaction I ARATAD-DE30012C.6613-4995-E2300- FFA102B883F%
Date J Time: 09 1120114 OT-55:07 AM
Raspanee: BA,

Hegaage APFROVAL

Approval Code CWass

AVE Responss

Account Balance: 10,00

CardHaoldar IP:

Account Data Iqu""-""—m;
Expiration Date{MYY) [rzs ]

Amuiant I1U.D¢ *
Sales Tax I

Irrecsica Hurmber. |

Depanur DalaMWoDrYYy | ]
Completion Dassiuoonyyye [ [0

Trangaction Cunrency: ELIR

Lhip 1o Phbn.. I |

Updata | Repint | Add to Recuring ViewRecaipt | | Add o Cond Mansger |

Note: The Orders Section contains the Amount in the currency selected. Converge
authorizes and settles the transaction in the cardholder’s currency.
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The system generates a receipt.

To Process Credit Card Inquiry Transactions

Credit Card Inquiry transactions allow you to check the balance on pre-paid Visa® or
MasterCard® gift cards.

1. On the Main screen, select Credit Card to display the credit card options along with the
Credit Card Main screen.

Usar: Jane Doa USER ACCOUNT SETTINGS TERMIMAL
Agogunt: 000004
Terminal; A8BC Company

B Credit Card Main
Seledct Termina
F Credit Card ™ This section Is used to enter Credt Card transactions.

Sale
Refurmn
Inegusiry
Faorce
Aurth Gty
Varification
Recuriing
Instaliment
B [ultendry
5 Balch Imgort
B Electronic Chack
B Gt Card
B Curren! Batehis
B Setled Batches

2. Select Inquiry to display the Credit Card Inquiry screen.

Credit Card Inquiry

rote that al fields with an astersk (3) are required.

Card Account Data | #

Sulbmt I

3. Swipe the credit card through a supported device attached to your computer or manually
enter the credit card number in the Card Account Data box.

© Elavon Incorporated 2015 31
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4. Click Submit.

Notes:

If the terminal is setup to accept Verify Last Four Digits, the system prompts you to
enter the last four digits of the credit card number.

Verify Last Four Digils

Enter Last 4-digifs: I *

e The system automatically initiates the Submit button on swipe.

The system displays the Credit Card Inquiry screen with the masked credit card number in
the Account Data box. The card account number cannot be edited.

Credit Card Inquiry

Enter the information for this transaction. Note that al fields with an asterisk (%) are required.

Antount Dats ] G
Expiration Daba(LMYY) I %
Card Present F

=

5. Enter in Expiration Date(MMYY) and click Process to send the transaction for authorization

or Cancel to exit.

© Elavon Incorporated 2015
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The Credit Card Inquiry Response screen displays the account balance.

Transaction [adail

Authoairation Resulls

Credit Card Inquiry Response

This 5 the authorization response information. Mote that all fields with an asterisk (3) are required.

Uzer. StoreClerk
Payrman Typs: CREDITCARD
Transacton Type: IMCUIRY
Transacton IO AAABAZA-ZFERACDC-C2E-4464-A840-3ESITEODS
Date I Time:; QRS04 055015 A
Response 1
Ijessage APPROWAL
Approval Code avia4z
ANE Response
Accourd Balance 124.93
CardHolder IF;
der Sectian
Accourd Daky T St 171
Expiration Data{ MYy} 1215
View Receipt | Add 1o Card Manager I

6. If your terminal is setup to automatically print receipts, Converge sends a receipt to the
printer. Otherwise, a separate window displays the receipt information and the system
prompts you to print the receipt.

7. On the Credit Card Inquiry Response screen you also have the option to View Receipt or
Add to Card Manager if the credit card is not in the Card Manager or Update Card

Manager if the credit card is already entered in the Card Manager.

To Process Credit Card Recurring and Installment Transactions

This procedure describes how to process the following credit transaction types:

e Credit Card Recurring
This transaction allows you to set up payment amounts and billing cycles in which the

payments occur.

¢ Credit Card Installment
This transaction allows you to set up payment amounts, the number of payments and the
billing cycle in which the payments occur.

© Elavon Incorporated 2015
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1. On the Main screen, select Credit Card to display the credit card options along with the
Credit Card Main screen.

Ugar: lane Dow USER ACCOUNT SETTINGS TERMIMNAL
Agcount: 000004
Terminal; ABC Compary

Credit Card Main
Select Terminal
F Credit Card N This section 5 wsed to enter Credk Card transactions.

Sale
Regbumn
Inegyuiry
Force

At Gnly
Varification
Ritunfing
Instaliment
Multieniry
l\ " Baich Imgort
B Electronic Check
B Gift Card

B Current Balches
B sefiled Babches

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

e Select Recurring to display the Credit Card Recurring screen.
e Select Installment to display the Credit Installment Return screen.

The following example shows the Credit Card Recurring screen.

Credit Card Recurring
Enter the information for this transaction Note that al fields with an asteriske (%) are required.
Account Data [ #*®
Expiration Data(UMYY] %
Ampunt I H
Customer Code: |
Sales Tax I
krenice Husmser |
Billing Cyche: IDH‘[" x| %
Hast Payrnaed Dala: [ Ex
Siip Paymant HO =
| =nie 10 P r ] |
Mdl Clear

3. Enter the credit card number in the Account Data box.
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4. Enter the Expiration Date (MMYY).
5. Enter the Amount for the transaction.

6. Enter Customer Code, Sales Tax, Invoice Number, Description, and any custom field, if
necessary.

Note: If prompted for sales tax, the tax must be included in the Amount and then entered in
the Sales Tax box.

7. In the Billing Cycle drop-down list, select one of the following:

e Daily e Quarterly

o Weekly e Semester

e Bi- Weekly e Semi-Annually
e Semi-Monthly e Annually

e Monthly e Suspended

e Bi-Monthly

To Use Monthly, Bi-Monthly, Semester, Quarterly, Semi-Annually, and Annually Billing Cycles
If you have selected any of these billing cycle options, the Last day of the month check box
displays.

Credit Card Recurring

Enter the infiormation for this transaction: Mote that 2l fields with an asterisk (%) are required.

Recurming

Accound Dala =
Espiration DateMUYYY [ #
Amount I— #*
Gustornar Code: I
Sales Tax I
Imegiee Mumiber |
Biling Cycla Wﬂ *

I Last day of month
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You can select your billing date using one of the following options:
a) Select the Last day of month check box.

The last day of the current month displays in the Next Payment Date box.

b) Click the calendar icon L and select from the calendar tool.

< September > < 2014 >
SMTWTFS

[5 s

7 8 91011 12 13

14 15 16 17 18 19 20

21 22 23 24 25 26 27

282930 1 2 3 4

56 7 8 91011
Today

¢) Manually enter a date in the Next Payment Date field.

Notes:

e Only the months are shown. When you click on the month, the Next Payment Date
automatically displays the last day of the selected month.

e Dates earlier than the current date are disabled in the calendar control.

Converge uses the selected day of the month and calculates the Next Payment Date. For
example, if they choose June 30, the next payment will be scheduled on July 30. If they
choose January 31, the next payment will be on February 28 (or 29 for leap years).
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To Use Semi-Monthly Billing Cycle:

If you selected the Semi-Monthly billing cycle, two radio buttons display.

Accound Data
Expiration Deafe[MHYY )
Armigiant

Custorer Code:
Saleg Tax

Imecice Numibar

Bilineg Cycle;

Heal Fayment Dabe

Credit Card Recurring

Enter the information for this transaction: Mote that al fields with an astersk (3#) e requined,

|t
[ I+
=
—
—

I

= 1215 150

€ 151 & Last daj of mons

D%f15/2014 E *

T T N

Note: The 1st & 15th of the month is the default.

You can select your billing date using one of the following options:

a) Select the 1st & 15th radio button.

The Next Payment Date field automatically displays the 1st or 15th date after the current

date.

b) Select the 15th & Last day of the month.

The Next Payment Date automatically displays the next available date and the calendar

control only enables the 15th and the last day of each month.

© Elavon Incorporated 2015
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c¢) Click the calendar icon

‘i and select from the calendar tool.

< September - < 2014
SMTWTFS

BEE

T & 510 111213
14 15 16 17 18 15 20
2 22 23 24 25 26 27
282530 1 2 3 4
38 7T & 51011
Today

-

d) Manually enter a date in the Next Payment Date field.

Note: Only the valid dates are enabled. Dates other than the 1st and 15th are disabled.

9. For credit card installment transactions, enter the Number of Payments.

Note: You cannot change the number of payments of an existing installment transaction to a
value that is less than the number of payments that have already been made for the

installment transaction.

10. Select YES or NO from the Skip Payment drop-down list, if necessary.

11. Enter or select any of the remaining optional fields as desired.

12. Click Add.

The system displays the information you entered to create a new installment or recurring
transaction in the respective response screen as follows:

For this transaction type

This screen displays

Recurring

Credit Card Recurring Response

Installment

Credit Card Installment Response

© Elavon Incorporated 2015
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The following example shows the Credit Card Recurring Response screen.

Credit Card Recurring Response

Stant Date(MADONYYY) 097302014
Transacion Type: RECURRING
Recurring I0: AAABAIA-ABD0B5AR-EF4B-4CBE-8201-8TCEIFFFAOES
Billing Cycle: KHONTHLY

Card Account Datac 3 b i
Expiration Date (R 1215

Amount: 10,00

Address; 123 Main St
Pastal Code: 9990

Mext Payment Date: 09/30/2014
Py Address

Ship 1o Pl [ss  Luss

Add to Card Manager |

12. On the Credit Card Recurring Response screen you also have the option to Add to Card
Manager if the credit card is not in the Card Manager or Update Card Manager if the credit
card is already entered in the Card Manager.
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Notes:

e Forrecurring and installment transactions returned as declined, Converge retries to
process the transactions a total of five times on subsequent days, then does the
following:

e Update the billing cycle of the transaction to Suspended.
e Send an email to the merchant with instructions to contact the cardholder.

e For those terminals set up with the Account Updater, the system will attempt to check
the accuracy of the card information as follows:

e Once a month for those recurring and installment transactions with the billing cycle
of daily or suspended.

e Six days prior for those recurring and installment transactions with the billing cycle
that is not daily or suspended (for example: weekly, monthly, or semi-monthly).

e For those terminals set up with the Account Updater, the system will update as follows:

e Update the card number and/or expiration date of the recurring and installment
transactions for those accounts that have been marked as Match — Update
Account Info or Match - Update Expiration Date.

e Update the billing cycle of the transaction to Suspended-Closed for those
accounts that have been Closed or with Stop Service.

e Update the billing cycle of the transaction to Suspended for those accounts with
contact cardholder.

e Send an email to the merchant with summary of the Account Updater changes
and instructions to contact the cardholder.

e Account Updater will not attempt to check any Suspended-Closed transactions.

e Suspended transactions will not run in the system again unless you change the billing
cycle.

e Suspended-Closed transactions will not run in the system again unless you change the
billing cycle, card number, and expiration date associated with the recurring or
installment transaction.

To Process Credit Card Multi-Entry Transactions

Credit Card Multi-Entry transactions allow you to enter multiple credit card transactions from one
screen. In this process you can:

e Add transactions
e Delete transactions
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To Add Credit Card Multi-Entry Transactions

1. On the Main screen, select Credit Card to display the credit card options along with the
Credit Card Main screen.

(1T T H lane Dow USER ACCOUNT SETTINGS TERMIMNAL
dgoaunt: 000004
Terminal; ABC Company

Select Terminzl CrEdit C‘ard Mﬂin

F Credit Card ™ This section s used to enter Credi Card transactions.

Sale
Return
Inegusiry
Farce

Aauth Only
Vaerification
Recuring

I Lallimi gl
= [uitentry

5 Balch Imgart
B Electronic Check
B gt Card

B Current Batchis
B Sefled Batches

2. Select Multientry to display the Credit Card Multi-Entry Form screen.

Credit Card Multi-Entry Farm

Enbr risipie Crodt Card Lansactions and sabmit for authoreation,

Hxpinston Dalof MUY r——,

Poatal Code  Cavlomer Codo Salem Tax Imwics Hembor
[ — — | — — — e —— = Y0

_Aumaains |

3. Enter the credit card number in the Account Data box.
4. Enter the Expiration Date (MMYY).

5. Enter the Amount for the transaction.
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6. Enter or select any of the remaining optional fields as desired.

Note: For terminals set up for Multi-Currency you will see an additional field of Transaction
Currency. Select from the drop-down list the currency in which to authorize the
transaction.

7. Click Add.

The system saves the information and adds a new line for you to include additional
transactions.

8. To add other transactions, repeat Steps 3 to 7.

Credit Card Multi-Entry Form

Enfter multiple Credt Cand transactions and submit for aushorzation.

Portal Comde s himaisd it S Wad  Brield Wwimdse i

[ [ [l e el e el s —— T
|SE e | [T = [ = [Frs I I [ ] | Dsieta
| — [ — I r r I I r (] [cootn | |
Authre

9. Click Authorize to submit transactions for authorization.

The Multientry Response screen displays the transaction response information for the
submitted transactions. This information entails the number of authorized transactions and
the number of transactions that were declined or in error.

Multientry Response

This page shows the Multientry response information.

Authorize Transactions: 2
Declined Transactions: 0

Error Transactions: 0
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To Delete Credit Card Multi-Entry Transactions

To delete a transaction, click Delete next to the transaction you want to delete.

Credit Card Multi-Entry Form

Enfer muliple Credt Cand tranasctions and submit for suthorizstion.

Fperanos DuseMATT)

SOraanl [l Fivvm il Adklieaan Pl Conde O S0 Coine S W L e il

[rzssrrmemem &= (T — e — — —1 Y |
FrmmEam [ = Frre Fm [ I T .ﬁl‘
r—————— — [ [ [ | | [ [ [t |
Autbenze I

The system deletes the selected transaction.

Credit Card Multi-Entry Form

Enter multple Credt Cand trarasctions and submit for suthoration.

Experates DaAMLTF)

Amsl Pulal Cose  Cuslorser Codo Sslenax v Harsber
e 13E8 [ [Eravsn e [ I [ [ ﬂl Cuinte
| | — I [ [ I [ [ [0 [ Gelee |
Audbonze I

To Process Batch Import Transactions

Converge allows you to import a batch file of credit card transactions, recurring/installment
transactions, or card data for token generation. Converge will process the file for you and return a
response file. To view the response file for your imported batches you must access the Imported
Batches menu under Settled Batches.

You can import the following types of Batch files:

e Batch file of credit card transactions
e Batch file of recurring/installment transactions
e Card data for token generation
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When importing a file of credit card transactions, you can import the following types of credit
card transactions:

e Sales

e Return

e Force

e Auth Only
e AVS Only

e Verification

For those terminals setup with tokenization, processing a file of credit card transactions will allow
you to do the following:

e Process credit card transactions using card numbers, tokens, or a mixture of both.

e Process credit card transactions using card numbers, generate tokens, and add the card
information to the card manager.

e Process credit card transactions using card numbers, generate tokens, and add the card
information to the card manager.

When importing a file of recurring or installment transactions, you can import the following types
of transactions:

e Credit Card-Recurring
e Credit Card-Installment

When importing a file of card data for token generation, you can import Generate Tokens
transactions.

Before you import batch files for processing, ensure that the appropriate user rights and terminals
are set up, and that you have created a file of credit card transactions or recurring/installment
transactions to be imported.
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User Rights Set Up
Ensure that you have Credit Import Batch user rights set up for a user as follows:

e Check the Credit Import Batch right to enable. Converge automatically enables (checks) the
following existing user rights for that user:
e Credit Card-Sale
e Credit Card-Return
e Credit Card-Force
e Credit Card-Auth Only
e Credit Card-AVS Only/Verification

e For those terminals setup with tokenization, check the Card Manager user rights to enable the
ability to add the card information to the card manager after processing the transactions.

Note:
e Checking any or all of these rights individually (one by one) does not automatically
grant the credit import batch right.

e When any of the above existing user rights for a user are disabled (unchecked),
Converge automatically disables (unchecks) the Credit Import Batch user rights for
that user (if it is already checked).

e Unchecking any or all of these rights individually (one by one) automatically removes
the credit import batch right.

e When the Credit Import Batch user right is disabled (unchecked) for a user, the above
existing user rights remain unchanged for that user.

Ensure that you have Recurring Import Batch user rights set up for a user as follows:
e Check the Recurring Import Batch right to enable. Converge automatically enables (checks)
the following existing user rights for that user:

e Credit Card-Recurring
e Credit Card-Installment

Note: Checking any or both of these rights individually (one by one) does not automatically
grant the recurring import batch right.

e When any of the above existing user rights for a user are disabled (unchecked), Converge
automatically disables (unchecks) the Recurring Import Batch user rights for that user (if it is
already checked).

© Elavon Incorporated 2015 45



Converge Transaction Processing Guide CON-0001-D

Note: Unchecking any or both of these rights individually (one by one) automatically removes
the recurring import batch right.

e When the Recurring Import Batch user right is disabled (unchecked) for a user, the above
existing user rights remain unchanged for that user.

Ensure that you have Generate Tokens user rights set up for a user as follows:

e Check the Credit Import Batch user right to enable.
e Check the Generate Tokens user right to enable.

Terminal Set Up
Ensure that terminals are appropriately set up as follows:
e Terminals must be setup to process credit card transactions.
And/Or
e Terminals must be setup to process recurring/installment transactions.
And/Or
e Terminals must be setup to process tokens.
The Import Process

1. Click Credit Card to display the credit card options along with the Credit Card Main screen.

Uigar: Jane Dos USER ACCOUNT SETTINGS TERMIMNA,
suft: 000004
Terminal:; ABC Company

Credit Card Main

Credit Card This section s wsed to enter Credit Card transactions.

Select Termina

Sale
Refurn
I neLiiny
Faorce
Auth Canly
Varification
Recuring
Instaliment
5 Multienary
. " Balch Import .~
B Electronic Check
B Gift Card
B Current Balches
B seied Balches
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2. Select Batch Import to display the Batch Import screen displays.

Converge validates that no other files are currently being processed for the terminal.

Batch Import

Import & transaction batch fie in C5V o XML format, Imponted batch fies are Imted to 5,000 transactions,

FResporse File Mame
Filg Sourca Brorwan

= Crodi card ¥ansacions(any combination of 8ales. return_ Torce, auth only AWS, Vanfy)

File Typs © Recurnginstalinent rarsscdions
€ Card data for loken SR EIGN
Hotiflcation I Emadl ma whan thig Dasch has comelaled process g
import
Notes:

o If another file for the same terminal is still being processed, Converge displays an error.

You cannot import a file of transactions for processing while another file is still being
processed for the same terminal.

e You can import a maximum of 10 files for a single terminal per day.

e You can import a maximum of 500 transactions in a single file. Please contact Technical
Support at 1-800-377-3962, option 2, option 2 (in Canada you are asked to choose

either English or French for you language) if you need to increase the number of
transactions per file.

3. Enter a unique Response File Name for the response file that will be created.

Notes:

e Defaults to the name of the file being imported.

e File names must be less than or equal to 25 characters long.
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4. Click Browse to select File Source (the file of transactions you wish to import and process).
Notes:

e You can select only one file at a time.

e File extension must be CSV or XML. Refer to the Batch Import File Layout section for
more information on how to create a file of credit card transactions,
recurring/installment transactions, or card data for token generation.

5. Select the File Type of transactions to be imported from the following options:

e Credit card transactions (any combination of Sales, Return, Force, Auth Only, AVS, or
Verification)

e Recurring/installment transactions

e Card data for token generation (used to generate tokens, for terminals set up with tokens
only)

Notes:
The File Type field is set and enabled/disabled based on your user rights as follows:

e If you have Credit Import Batch, Recurring Import Batch, and the Generate Token
rights, Converge sets the file type to Credit card transactions. The Credit card
transactions, Recurring/Installment transactions, and Card data for token
generation are enabled, so that you can change the file type.

e If you only have the Credit Import Batch right, Converge sets the file type to Credit
card transactions. Both the Recurring/Installment transactions and Card data for
token generation are disabled, so that you cannot change the file type.

e If you only have the Recurring Import Batch right, Converge sets the file type to
Recurring/Installment transactions. The Credit card transactions,
Recurring/Installment transactions, and Card data for token generation are
disabled, so that you cannot change the file type.

6. Select the Notification check box the receive emails when processing of the batch is
complete.
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7. Click Import to import the file.

Confirm Batch Import
Import sucoessiul Please review and confirm the batch for prooessing,

Raesponse File Hame  MyBatchimport

File Soianca Crindil Batch  cav
File Type Craedil Card
Feabfclion o

Balch Transaclons - 2 tens

1 ) 126 518 a1 812 .01 o] H
2 Agpem— w1212 a0 torea Sz Mz H

Conlim Camnﬂl

Transaction Count: 2 Display. |25 =

Clicking on the Confirm button above brings up the Imported Batch Transactions screen
which displays information about the transactions you would like to import in the batch.

The Confirm Batch Import screen displays.

Notes:
e For afile of credit card transactions, credit card Sale, Force, Return, Auth Only, AVS,
and Verification transactions display

e For afile of recurring/installment transactions, only Recurring and/or Installment
transactions display

e For Card data for token generation transactions, only Token Generation transactions
display

8. Click Confirm to verify that the file of transactions to be processed is correct. Click Cancel if
you wish to cancel the processing of the transactions in the file.
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The Batch Import Processing screen displays and Converge performs validations.

If validations fail

Converge does not process the transactions and returns an

error.

If validations succeed

Converge does the following:

Captures relevant response data and make them
available to view as Imported Batches.

Generates a response file using the unique name
you provided (or the default set by the system) and
sets its status to pending (for processing). This
status displays in Current Batches | Import Batches
and is empty. You cannot click on this to see
transactions until the status is completed.

Transfers the file from your directory to the
Converge server using HTTPS/SSL.

Sends notification to you that the transfer of the file
was successful and displays all of the transactions
within the file to you for verification.

If processing of the transactions in
the imported file ends abnormally

Converge indicates this in the response data file.

The transactions that are processed prior to the
abnormal end are available in the response data as
processed.

When all of the transactions in the imported file are processed, Converge sends an email to

the terminal’s email address with notification that the processing of the transactions is
completed, if you enabled the Notification option on the Batch Import screen.

To Update Credit Card Transaction Information

Once you have processed a credit card transaction, you can modify information for the following

credit transaction types:

e Sale

e Return

e Force

e Auth Only
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Most fields on the Response screen can be updated with the exception of the following in the
Order section:

e Account Data
e Expiration Date
e Amount

Note: All fields in the Authorization section can be updated

For terminals set up for a Market Segment of Service, you can update the Base Amount.
1. On the appropriate Response screen, change or add the information in the desired fields.

2. Click Update.

The system updates the information and displays a message that the transaction was updated
successfully.

The following example shows the Credit Card Sale Response screen.

il__ﬂn'.{'.tl:“l AfAB430-41FR8359-0428-4244-B053-1ASTRSEYEIFD has been sucoessfully updated )]

Credit Card Sale Response

This & the authorization response information. Mote that al fields with an asterisk (32) are required.

Iransacton Detail

Autharization Resulis

Lsar StoreClerk

Paymenl Type: CREDITCARD

Transaction Type: SAE

Transaction I ALAGR B4 TFREEEI-0420-4284-B503-1A5TBIESEIFD

Ciata { Tima: S04 10: 8559 AM

Reapongs AR

Maszage: AFPROAVAL
lw

Ship b S Please =. ary :l'

Ship o Phone! |

Update | [Repint | | AddtoRecumng | | Wiew Recept |
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Notes:

e The Base Amount cannot be changed to a value greater than what it was originally set
to and authorized for.

¢ When the Base Amount is updated, Converge recalculates the Amount as Base
Amount + Tip Amount.

To Re-print Credit Card Transaction Receipts

Once you have processed a credit card transaction, Converge allows you to reprint transaction
receipts for the following credit transaction types:

e Sale

e Return

e Force

e Auth Only

On the appropriate response page, click Reprint.

The following example shows the Credit Card Sale Response screen.

Credit Card Sale Response

This is the authorization response infonmation.  Note that al fields with an asterisk (%) are reguired.

Authonration Resulis
Ui EtoreClark
Paymard Typa: CREDITCARD
Transacion Type: SALE

Trangacion ID; AAAB4I8-SR0EADBE-RIGSAB18-2008-G1GFRATFF 145
Deate I Time: 00002014 1192222 24
Responga; AR

Megtage: APPROVAL

-2
i b jrieasy . =l
Ship ks Phona! | 1 |
Update | (T Reprnt [} Add fo Recuring | | View Receipt | | Addta Card Manager |
T "
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To Add Credit Card Transaction to a Recurring Batch

Once you have processed a credit card transaction, you can add the transaction to a recurring
batch as Recurring or Installment. You can do so for the following credit transaction types:

e Sale
e Force
e Auth Only

1. On the appropriate response screen, click Add to Recurring.

The Add to Recurring Batch screen displays.

Add to Recurring Batch

Aidd tolKecurring Batch

| CustormDiatas, —

Recuring Transaction Typa: Recuring = | %

Accourd Dala: 41 FEREEE RN R

Expiration Date(LyYy 1215 | #

Amount B %

Cuslomar Code: ——

Sales Tax ]

Bilbrg Cygle: Moshly =| 5%
I Last day of moein

Ml Paprrent Date |— [

Eniter the information for this transaction Mote that al fields with an asterisk (%) are required.

) [

2. Select Recurring or Installment from the Recurring Transaction Type drop-down list.

3. Enter the Amount for the transaction.

4. Enter Customer Code, Sales Tax and Description, if necessary.

Note: If prompted for sales tax, the tax must be included in the Amount and then entered in

the Sales Tax field.
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5. In the Billing Cycle drop-down list, select one of the following:

e Daily

o  Weekly

e Bi- Weekly

e Semi-Monthly
e Monthly

e Bi-Monthly

6. Enter the Next Payment Date or click on the calendar icon

tool.

e Quarterly
e Semester
e Semi-Annually
e Annually

e Suspended

‘! and select from the calendar

/= Calendar - Windows Interne!

=10

< September > < 2014 >
SMTWTFS

EE

78 510111213
14 15 16 17 18 15 20
21 22 23 24 25 28 27
282530 1 2 3 4
587 & 5101

Today

7. Enter Number Of Payments if this is an Installment transaction.

8. Select YES or NO from the Skip Payment drop-down list, if necessary.

9. Enter or select any of the remaining optional fields as desired.

10. Click Add.
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The Credit Card Recurring Response screen displays the information you entered.

Add to Recurring Batch Response

Start DateMMDDAYYY) 09/30/2014
Transaction Type: RECURRING
Recurring 10: AA48438-3CAC1583-DAC4-44TD-9FD2-20B8ET08DTE3
Billing Cycla: KONTHLY
Card Account Data: 3 A=l -1
Expiration Data (MY 1215
Amount: 5,00
| CustomnDa. r -
Cancel I Update Card Manager [

11. If this is the first time the credit card is entered the button at the bottom of the screen will
give you the option to Add to Card Manager. If the credit card has already been entered in
Card Manager then the button displayed is Update Card Manager.

To Add Credit Card to Card Manager

Once you have processed a credit card transaction, you can add the card information to the Card
Manager to be stored for later processing. Once added, you can use to a stored card number to
process the following credit transaction types:

o Sale e Auth Only
e Return e Verification
e Inquiry e Recurring
e Force e Installment
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1. On the appropriate response screen, click Add Card.
Update Reprint Add to Recurring View Receipt | (_ Add to Card Manager m
e g
Note: You will see Update Card if the card has been previously added.
Update | | Reprint AddtoRecuring | | View Receipt | (_ Update Card Manager D
e

2. The Add New Card Information will display populated with the information added from the

response screen.

Add New Card Information

Enter the information fior this card, Noke that al fields with an asterisk (3) are required.

] |

Paymen Type [Credit =] %
Card Nurmitsr =
Expiraion Diats (MY] =
Perfosm Account Verdcalion r
Company: |
Customar 1D —
Firat Mami | *
Lasi Mame | *
Bidling Addreas Ling 1 |
Bl Addreas Line 2 |
Biling City |
Billing StabaFronoe |
Billing Postal Code I
Blling Cauntry |IJni'Ind States [LESA) =
E-mail Adress |
Phing Mt
=l
Dasoripfon
=
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3.

(Tokenization) section.

Fill in any remaining optional fields and click Add.

The New Card Information screen displays that the card was added successfully to Card
Manager. For more information on Card Manager refer to the Using Your Card Manager

Gdded suu:u:essfuIID

New Card Informaticn

Payment Type
Card Mumber;

Expiration Date (MW

Token:
Company:
Custamer 1D:
First Mame:
LastMame:

Billing Address Line 1:
Billing Address Line 2

Billing City:

Billing State/Praovince:
Billing Postal Code:
Billing Country:
E-mail Address:
Phone Mumber:
Description:

Credit Card
************8882
1215
40906343377048882

Jane
Doe
123 Main St

Any City

Any State

99898

LU3A
any.email@email.com
999-999-9999

Back |
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To View Credit Card Transaction Receipts

Once you have processed a credit card transaction, you can view receipts for all types of
transactions that have receipts.

On the appropriate response page, click View Receipt.

Update | ' Reprint [ Addto Recurring ||: View Receipt I ] Add to Card Manager
e

The following example shows the Credit Card Sale Response screen.

Credit Card Sale Response
This & the authorization response information, Note that 2l fieids with an asterisk (3¢) are required,
Usar Claricl
Payrmenl Type CREDITCARD
Tranigaction Type: SALE
Transaction Ix AA42439.00085 DA 1EILEFA-OFE1- 201 4D9C04ET
Diate i Time: DOMI2014 02 15:26 PU
Rasponse; BA
Mossagpe WFPROVAL
Approval Code: CWg1T
AVE Response
W2 Response: u
Accounl Balance: 1.00
CardHaoldar IF;
| CustomnDaLs I
Update Addta Recurng | | View Recept | Uipdate Card Manager |
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To Reverse Partially Approved Transactions

If a cardholder decides not to proceed with a partially approved transaction, Converge allows you
to cancel and restore the balance back to the card using the Reverse Payment button.

1. Inthe event of a partial approval for a Sale or Auth Only transaction, click the Reverse
Payment button at the bottom of the Credit Card Partial Approval Response screen to
initiate the reverse process.

USER ACCOUNT SETTINGS TERMMNAL

Credit Card Sale Response - Partial Approval

The amourit requested $10,10 exceeded the card balance. The card has been
charged for the avallable balance of $10.,05. The difference $0.05 must be
abtaingd usng additicnal tender type. If desired, the $10.05 charge may be
reversed by dickng the "Reverss Fayment” button below.

Authorization Results

Liger Clerkd
Payrndnt Typs CREDITCARD

Transaction Type: SALE

Transaction |Dx AALTAD-25TFBEF4-T4EE-4950-AZ2A-3TODD2FG20 24
Diata / Time: 0% 1020148 0573441 Al

Responsa: AP

Meszage PARTIAL AFFROVAL

Approval Cods: cwviaTe

AVG Response

CWV2 Response: w

Apcgun] Balance: n.oQ

CardHaoldar IP;

Aocoun] Data [ T I

Expiration Date(MMYY): [fzis |

Amount Ir

Requested Amount T

Balance Due r

Sales Tax |7
W

- - —
| Ship to Phons |— .

Update | | Reprnt | | ViewReceipt | ([ Reverse Payment I}
o —_
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The window to confirm the reversal of the transaction displays.

Message from webpage x|

Are you sure you want to reverse this payment and restore
balance on Card?

(s[4 I . cancel

2. Click OK.
The Credit Card Reversal Response screen displays.

The system reverses the transaction and displays a message that the transaction was reversed
successfully.

Credit Card Reversal Response

ﬁ__hls payment has been reversed, please keep recelpt for your r{tcnrd:)

Transaction Detail

User. Clerk1
Fayment Type: CREDITCARD
Transaction Type: PARTIAL REVERSAL
Transaction I1D: ARATAD-BADA200C-9754-40A0D-9369-82120C508C01
Drata f Time: 0002014 09:50:-58 A
Response: AA
Hessage: APPROVAL
] Ship to . 1
Reprint | | View Receipt |

3. If your terminal is set up to have the receipt printed automatically, Converge prints the
receipt. If your terminal is not set up to automatically print receipts, a separate window
displays the receipt information and the system prompts you to print the receipt.

© Elavon Incorporated 2015 60



Converge Transaction Processing Guide CON-0001-D

Performing US Debit Card Transactions

The Debit Card screen allows you to enter a swiped or contactless credit card transaction. The
Swiped or Contactless option is only available for terminals setup with a magnetic stripe or
contactless reader and Market Segment of Retail or Service. Refer to the Converge Peripheral
Device Installation and Setup Guide for a complete list of supported devices. Debit transactions
must be swiped and require the use of an encrypted PIN pad.

In addition, access to this section is determined by your merchant account configuration. Refer to
the Managing Users section in the Converge System Administration Guide for more information.

Included in debit card transaction types are the following:

e Purchase
e Return

e Inquiry

To Process US Debit Card Purchase and Return Transactions

This procedure describes how to process the following debit transaction types:

e Purchase
This transaction allows you to get real-time authorizations for debit card sale transactions.

e Return
This transaction allows you to enter refund transactions for previous sales.

1 On the Main screen, select Debit Card to display the debit card options along with the
Debit Card Main screen.

User: lane Dioe USER ACCOUNT SETTINGS TERMENAL
nt: Qp0o0s
Terminal; E4 US Rata

Debit Card Main

This section i used to enter Debit Card transactions.

Selet Termina

B Credit Card
Debit Card

= Purchase

= Relurn

5 nguiry
Food Stamp
Cazh Banefit
Elactronic Chack
Gilt Card
Cash
Card Manager
Currend Bakches
Sefled Balches
Export Log

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

e Select Purchase to display the Debit Card Purchase screen.

e Select Return to display the Debit Card Return screen.

The following example shows the Debit Card Purchase screen.

Debit Card Purchase

Mote that al fields with an asterisk (%) are required.

Enter Account Data

I Card Account Data - = I

3. Swipe the debit card through the MSR attached to your computer.

Note: The user interface is designed to accept swipe data using a supported encrypting or
non-encrypting device. There are no special setups needed, refer to the Peripherals
Options section in the Converge Getting Started Guide for more information.

The card information enters the Converge application and the system automatically initiates
the Submit button to send the transaction for authorization.

The system displays the respective screens with the masked debit card number in the
Account Data box. The card account number cannot be edited.

For this transaction type | This screen displays

Purchase Debit Card Purchase

Return Debit Card Return
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The following example shows the Debit Card Purchase screen.

Debit Card Purchase

Enter the information for this transaction. Note that al fields with an asterisk (%) are required.

{dar Secton
Aotounl Daty G e ha b g
Base Amount |' —

AcCount Typs{ChecikingSadng) | Checking 'I &+
Balling Address
N — N e

CustomDats |‘

Process | Cancel

4. To enter the Amount for the transaction, do one of the following:

For this transaction type Do this

Purchase If the terminal is set up for a Market Segment of Service, enter the
Base Amount and the Tip Amount. Converge automatically
calculates and displays the Amount as Base Amount + Tip Amount.

If not, enter the Amount.

Return Enter the Amount.

5. Enter desired Cash Back amount (optional).
Notes:

e A decimal is required.

e This entry is the amount of cash consumers can receive when they use debit cards and
is added to the total purchase amount.

6. Verify that the Surcharge Amount that automatically displays is correct for the current
profile.

Note: This value may be set by the merchant to automatically charge a consumer for
processing debit cards. Contact Merchant Customer Service for a list of networks that
allow surcharges.

7. Select Checking or Saving from the Account Type (Checking/Saving) drop-down list.
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8.

0.

Enter or select any of the remaining optional fields as desired.

Click Process.

The system displays the respective screen as follows:

For this transaction type | This screen displays

Purchase Debit Card Purchase Response

Return Debit Card Return Response

The following example shows the Debit Card Purchase Response screen.

Debit Card Purchase Response

This & the: authorization response nformation. Note that al fields with an asterisk (&) are required.

Aurthoriration Resulis

Lgar Q00006

Paprreent Types CEBITCARD
Transaction Type: PURCHASE
Trangaction IDx AAATAE-BE10BEZZ-4588-2ERA-BE2A-ED0RARCTRCDG
Date / Time: A 1r2014 010124 PM
Responss: AA

Messags APFECAAL

Apprival Code:

Referancs Number: 54084

Apcoun Balance: .00

CardHalder IP:

Accoun Data [areermemeeigray
Total Amount oo
Base Amount 5.00

Gashback W
Swcharge: [ren

Accoun] Type{Checking/Saing) Eh:dlmn

e — . . . W

For this transaction This occurs

Debit Card Purchase

The total transaction amount appears on the PIN pad device along
with a customer prompt to enter PIN. Once the consumer successfully
enters their PIN, the system sends the transaction for authorization.

Debit Card Return

The refund amount appears on the PIN pad device along with a
customer prompt to enter PIN. Once the consumer successfully
enters their PIN, the system sends the transaction for authorization.
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Note: Converge supports PINless debit transactions. By accepting PINless debit transactions,
merchants can enable their customers to pay for Internet transactions through the API with
their debit card without using a PIN. In order to process PINIess debit transactions, the
Market Segment must be set to Internet and Debit has enabled under the Payment
Types in the terminal settings.

To Process US Debit Card Inquiry Transactions

Debit Card Inquiry transactions allow you to get account balances for debit cards.

1. On the Main screen, select Debit Card to display the debit card options along with the Debit
Card Main screen.

User: lane Doe USER ACCOUNT SETTINGS TERMENAL
Agcount: Q00004
Terminal: E4 US Ratad

Debit Card Main

B Credit Card This section ks used to enter Debit Card transactions.
2= Debit Card

= Purchase

= Retum

5 |nigui
B Food Stamp
B CazhBonafit
B Elgctronic Chick
B Gi#t Card
B Ccash
@ Card Manager
B Current Batches
B Sotod Batkches
B Export Log

Sealedd Termanal

2. Select Inquiry to display the Debit Card Inquiry screen.

Debit Card Inquiry

MWote that all fiekds with an asterisk ($%) are required.

Enter Account Data

Card Accound Drata: I 3

3. Swipe the debit card through the MSR attached to your computer.

The card information enters the Converge application and the system automatically initiates
the Submit button to send the transaction for authorization.
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The system also displays the Debit Card Inquiry screen with the debit card number in the

Account Data box. The card account number cannot be edited.

Debit Card Inquiry

Order Section

Account Data:

Enter the information for this transaction. Mote that all fields with an asterisk (3) are required.

54."!**.’. & iisssﬁ

Account Type(Checking/Saving): |Chucking > | #*

| Process | Cancel |

4. Select Checking or Saving from the Account Type (Checking/Saving) drop-down list.

5. Click Process.

The total transaction amount appears on the PIN pad device along with a customer prompt
to enter PIN. Once the consumer successfully enters their PIN, the system sends the

transaction for authorization.

The Debit Card Inquiry Response screen displays.

fugtharization Resulis

Debit Card Inquiry Response

This & the authorization response information, Note that al fiskds with an asterisk (%) are required,

User 000008

Pl Type DEBITCARD

Transaction Type: INGUIRY

Transaction IDx AAATAE-BECETCEE-FAF-4FD0-8T13-236A00DTE2CY
Date i Time: 08172014 01: 40008 Fll
Response: A

Mossage APPRICVAL

Approval Code: B4A254

Ralarancs Mumbar: S6406

Account Balance; 400000

CardHalder IP:

Ancount Dty W
Tatal Amount fooo—
Acenunt Type{CheckingSedng). [Chedang
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Performing Canadian Debit Card Transactions

Canadian debit transactions vary from other transaction types. The account type to be debited
(checking or savings) is selected on the PIN pad screen. In addition, a Key Exchange can be
performed manually as a troubleshooting tool.

Note: This procedure describes how to run transactions for a legacy terminal not capable of
running EMV (aka, Chip and PIN) transactions. For more information on Chip and PIN
processing refer to the Converge Chip and PIN (EMV) Transaction Processing Addendum.

Included in Canadian debit card transaction types are the following:

e Purchase
e Key Exchange

You can also void Canadian debit card transactions.

Note: A key exchange is normally completed when the first debit transaction of the day is
processed.

To Process Canadian Debit Card Purchase Transactions

1. On the Main screen, select Debit Card to display the debit card options along with the Debit
Card Main screen.

Udar; John Doe USER ACCOUNT SETTINGS TERMIMA

Scoownt: 000004
Terminal: FX CAN Ratail B4

Debit Card Main

This section & used to enter Debit Card transactions.

Selact Terminal

Gift Card

Cash

Gard Manager
Cument Balches
Selled Balches
Expor Log

B
B
+
B
B
&5
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2. Select Purchase to display the Debit Card Purchase screen.

Debit Card Purchase
Note that al fields with an asterisk (%) are required.

Enter Account Data

Card Account Data: i *

Swipe the debit card through the MSR attached to your computer.

The card information enters the Converge application and the system automatically initiates

the Submit button to send the transaction for authorization.

The system also displays the Debit Card Purchase screen with the debit card number masked
to the last four digits in the Account Data box. The card account number cannot be edited.

USER ACCOUNT SETTINGS TERMIMAL

Debit Card Purchase

Enter the infonmation for this transaction. Note that al fields with an asterick () are requined,

Purchase

Account Data: S4serEssmmsegonE

Bage Amount

Hilling Address

TN —” i

¥ i -
|sn|pm-ana. |H

For terminals not set up for a Market Segment of Retail, enter the Amount.

For terminals set up for a Market Segment of Service, enter the Base Amount and the Tip

Amount.

Converge automatically calculates and displays the Amount as Base Amount + Tip Amount.

Enter or select any of the remaining optional fields as desired.

Click Process.
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The process continues with the consumer entering information on the PIN pad screen when
prompted as follows:

a) Select the Language (English or French).

b) Select the Account Type (Checking/Saving).

¢) Confirm the Debit Purchase Amount, Cashback and Surcharge (Fee) amounts.

d) Enter the PIN.

Once the consumer successfully enters their PIN, the system sends the transaction for

authorization.

The Debit Card Purchase Response screen displays.

Aurthariration Resulls
Liger

Debit Card Purchase Response

Thits i the: authaorization response information. Note that al fields with an asterisk (#) are required.

Q00006

Pyl Typé CIEBITCARD

Transaction Type: PURCHAZE

Transaction I ARATAE-BR10BEZZ-4548-2ERA-B52A-EDNRABCTDODC
Date f Time: Car 12014 010124 PM

Reaponse; AN

Massags APPRONVAL

Apprial Coda:

Ralarenca Mumbar: SA084

Accoun] Ealance; Qoo

CardHalder IP:

Account Datx
Tolal Amount
Baze Amount
Cashback

Sucharge:

Rarreeereerrazar
o
T
T
[l

Accoun Type{Checking Saing) Ehadm'lﬂ

ST

To Void Canadian Debit Card Transactions

You can void a Canadian debit transaction only if the batch is open, the card is swiped and the
PIN re-entered. The number cannot be entered manually.

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

2. Select Main to display the Current Batches: Main screen.
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3. In the Current Open Transactions table, select the card number in the Card Data column to
view the transaction detail for the transaction to be voided.

The Current Batches Main Response screen displays the information for that transaction.

Authoriraion Resulis
User

Faymist Typa
Tramsaction Tyge:
Trarsaction I
Diata ! Tiwl
Responge
Uessage
Apgreval Codd
AV Responsa:
Srccount Balamce
Cadzide P

Current Batches Main Response

This i the authorization response information. Nobe that al fieids with an asterislk () ane requined,

Harnagar

DEESTCARD:

S E

2305140 39504 53003 C T 6-£510-30TE-E438 00 A4E48
DRG0 XX I0 PU

AA

MFFRICAWAL

CUCTE4

000

Ordier Secton
Aotoun Data
Espiration Diata(REYY)

Amioant

| CustamDats

|

Update | | Addio Recemng | | View Recogt | Add 1o Card Managee | | Gancel |

4. Click Void to initiate the void process.

5. Swipe the card used in the initial transaction on the Debit Card Void screen (refer to the To
Process Canadian Debit Card Purchase Transactions section).

Card Account Drata:

Debit Card Void

Note that all fields with an asterisk (%) are required.
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6. Click Submit.

The process continues with the consumer entering information on the PIN pad screen when
prompted as follows:

a) Select the Language (English or French).

b) Select the Account Type (Checking/Saving).

¢) Confirm the Debit Purchase Amount, Cashback and Surcharge (Fee) amounts.
d) Enter the PIN.

Once the consumer successfully enters their PIN, the system sends the transaction for
authorization. The Debit Card Void Response screen displays the data for the voided
transaction. The voided transaction displays in the Current Open Transactions table with

Void as the Tran Type value.

To Process Canadian Debit Card Key Exchange Transactions

Key Exchange is an administrative transaction that requests a new PIN Encryption Key to be sent
to the PIN pad for Interact debit card transactions. It is used to change the PIN encryption key in
the PIN pad and to re-synch a PIN pad that has a PIN key malfunction and is only used for
Magnetic Stripe Interact transactions.

The system automatically performs Debit Key Exchange transactions once per day to retrieve
new terminal keys. A user (merchant administrator) sometimes uses this function if a MAC Key
error is received from the host. This function only applies to terminal setup for Region Canada
with debit processing capability. The integrity of the keys is maintained per terminal number and
device, and it is highly recommended to use one PIN pad per terminal number to process
Canadian debit transactions.

Usar; Jchn Do ISER ADCOUNT SETTINGS TERMINAL
bocownt: 000004
Terminal: FX CAN Retail E4

Debit Card Main

This section & used to enter Debit Card trancactions.

Select Tarminal

B Cradil Card
B Debit Card
" Purchase

Gift Card

Cash

Card Manager
Cument Balches
Setled Balches
Expan Log

BEEEREEA

A message indicates the result of the Key Exchange process.
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Performing Food Stamp Transactions

The Food Stamp Main Authorization screen allows you to enter all Electronic Benefit Food
Stamp transaction activities into the application. Food Stamp transactions involve the use of
EBTs to purchase goods or services. It can be either swiped, contactless, or manually entered and
require the use of an encrypted PIN pad and printer.

Note: Food Stamp transactions are only available if the Market Segment is set to Retail in the
current terminal profile.

Included in food stamp transactions are the following:

e Purchase

e Return

e Inquiry

e Force Purchase
e Force Return

To Process Food Stamp Purchase and Return Transactions

This procedure describes how to process the following food stamp transaction types:

¢ Food Stamp Purchase
This transaction allows you to obtain an authorization on an EBT card.

¢ Food Stamp Return
This transaction allows you to credit money back onto the EBT card.
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1.

2.

On the Main screen, select Food Stamp to display the food stamp options along with the

Food Stamp Main screen.

Usar: Johin Dioa USER ACCOUNT SETTINGS TERMINAL
Account: 000004
Terminal: ABC Company Hame

Selact Terminal Fmd Stamp Mail'l

S e This section is used to enter Food Stamp transactions.

= [nguirny

® Force Purchase
= Force Return
&5h Bens
Eleciranic Check
Gift Card

Cash

Currard Babchos
Sefled Balches

EEEREEH

Expart Log

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

e Select Purchase to display the Food Stamp Purchase screen.

e Select Return to display the Food Stamp Return screen.

The following example shows the Food Stamp Purchase screen.

Food Stamp Purchase

Mote that all fields with an asterisk ($%) are required.

Enter Account Data

Card Account Drata: I ¥
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3. Swipe the EBT card through a supported MSR device attached to your computer or manually

4.

6.

7.

enter the EBT card number in the Card Account Data box.

Note: The user interface is designed to accept swipe data using a supported encrypting or
non-encrypting device. There are no special setups needed, refer to the Peripherals
Options section in the Converge Getting Started Guide for more information.

Click Submit.

Note: The system automatically initiates the Submit button on swipe.

The system displays the Food Stamp screen with the card number in the Account Data box

and Expiration Date if swiped.

Food Stamp Purchase

Enter the information for this transaction. Mote that al fields with an asterisk (%) are required.

Drder Section

Accound Data qleeemsnessngon
Expiration Date[MUYY) [izas |

Arnount |

| Ship to Pho.. J_ ]

e — I

Enter the Expiration Date (MMYY).

Note: This field is auto populated for swiped transactions and cannot be edited on form.

Enter the Amount for the transaction.

Enter or select any of the remaining optional fields as desired.

Click Process to send the transaction for authorization or Cancel to exit out.

The total transaction amount appears on the PIN pad device along with a customer prompt
to enter PIN. Once the consumer successfully enters their PIN, the system sends the

transaction for authorization.
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The system displays the results of the authorization attempt on the respective screens as

follows:

For this transaction type

This screen displays

Purchase

Food Stamp Purchase Response

Return

Food Stamp Return Response

The following example shows the Food Stamp Purchase Response screen.

Transaction Detail

Authorization Results

User:

Payment Type:
Transaction Type:
Transaction 10
Date / Time:
Response:
Message;
Approval Code;
Refergnce Number,
#ccount Balance:
CardHolder IP;

Food Stamp Purchase Response

This Is the authorization response information. Note that al fields with an asterisk (%) are required.

Q00006

FOODSTAMP

PURCHASE
AAATAE-FAD1A9CE-4BAL-416T-95CD-0202B2TEDG3E
0911172014 111537 Al

Lt

APPROVAL

8456245

47737

0.00

Order Section

Account Data;
Amount

Gl=eeesssss=ngag
25,00

Eilling Address
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To Process Food Stamp Force Purchase and Force Return Transactions

This procedure describes how to process the following food stamp transaction types:

¢ Food Stamp Force Purchase
This transaction allows you to manually enter food stamp Voucher Clear purchase
transactions. This transaction requires a 15-digit Voucher Clear Number from the merchant'’s
EBT food stamp sales slip and the Voucher Clear Approval Code obtained previously by
phone. The PIN number is not prompted for on the Voucher Clear transactions.

¢ Food Stamp Force Return
This transaction allows you manually enter food stamp Voucher Clear return transactions.
This transaction requires a 15-digit Voucher Clear Number from the merchant’s EBT food
stamp sales slip and the Voucher Clear Approval Code obtained previously by phone. The
PIN number is not prompted for on the Voucher Clear transactions.

1. On the Main screen, select Food Stamp to display the food stamp options along with the
Food Stamp Main screen.

Johin Bio= LIS _' at ACCOUN b= _'- TINGS _' 2MINAL
mt: 000004
al: ABC Company Mame

Food Stamp Main

Credi Card This section & used to enter Food Starmp transactions,

Lighil =g

Food Stamp
Purchase
FReturn

Select Termina

I giiing
Force Purchase
Force Return

Eleciranic Check
Gifl Card

Cash

Currard Batchos
Sefiled Balches

Expart Log

EEEEREEE

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

e Select Force Purchase to display the Food Stamp Force Purchase screen.

e Select Force Return to display the Food Stamp Force Return screen.
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The following example shows the Food Stamp Force Purchase screen.

Food Stamp Force Purchase

MNote that al fields with an asterigk (%) are required.

Card Account Data: I

3. Enter food stamp card number in the Card Account Data box.

4. Click Submit.

The system displays the card number in the Account Data box on the respective screens.

For this transaction type | This screen displays

Force Purchase Food Stamp Force Purchase

Force Return Food Stamp Force Return

The following example shows the Food Stamp Force Purchase screen.

Food Stamp Force Purchase

Enter the information for this transaction. MNote that 2l fields with an astersk (%) are required.

Force Funchase

Accound Data: geeemEneEnegOn

Expiration Dt MUY} =

- =

Veuchar Mumbaer =

Approval Code: =

Y e e?® t” |

. . . )
| Ship to Phoie. I_' — |
_Cancel |

5. Enter the Expiration Date (MMYY).

6. Enter the Amount for the transaction.
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7.

8.

0.

Enter the Voucher Number.
Enter the Approval Code.

Enter or select any of the remaining optional fields as desired.

10. Click Process.

The system displays the results of the authorization attempt on the respective screens.

For this transaction type | This screen displays

Force Purchase Food Stamp Purchase Response

Force Return Food Stamp Return Response

The following example shows the Food Stamp Purchase Response screen.

Food Stamp Force Purchase Response

Transaction Datail

Usér Clerkl

Payment Typa: FOODSETAMP
Transaction Typs FORCEPLIRCHASE
Transaction ID; AAATAD-AE212064-48058-20TT.-B924-ET 2104188 TES
Diabe { Tirne: 0812014 1004 1:49 A0
Responsa: BA

Massage: APPROVAL

hppeoval Code: 248193

Reference Humser: 38500

Account Balanoe: Qo0

CardHolder IP:

Acecaunt Diata: [sressssiioggan
Amount W
Voischer Mumbar: [z3ase |

|Sl‘1u'.|'|ﬂ Phgs.. I_ ] .
Update | | Repant |

This & the authorization response information. Note that al fekds wth an astersk (#) are required,

=
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To Process Food Stamp Inquiry Transactions

Food Stamp Inquiry transactions allow you to get the current balances of food stamp cards. This
transaction must be swiped.

1. On the Main screen, select Food Stamp to display the food stamp options along with the
Food Stamp Main screen.

User: John Co= USER ACCOUNT SETTINGS TERMINAL
Sooount: 000004
Terminal: ABS Company Hame

Sedect Tenminal Fmd Stamp Main

Bl This section is used to enlter Food Stamp transactions,

= Inguiry
®  Force Purchase
= Foice Return
FE T
Eleciranic Check
Gift Card
Cash
Curan] Batches
Sefiled Balches
Export Log

EEEEREEAE

2. Select Inquiry to display the Food Stamp Inquiry screen.

Food Stamp Inquiry

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

Enter Account Data

Card Account Data: Il *
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3. Swipe the EBT card through a supported MSR device attached to your computer.

The card information enters the Converge application and the system automatically initiates
the Submit button to send the transaction for authorization.

The system also displays the Food Stamp Inquiry screen with the card number in the
Account Data box and Expiration Date.

4. Click Submit.

The Food Stamp Inquiry screen displays.

Food Stamp Inquiry

Enter the inforrnation for this transaction. Mote that al fields with an asterigk (%) are required.

Antaunl Data FILLE TR T e
Expiralion Dabe{WMYY) 1515

G |

5. Click Process.

6. The total transaction amount appears on the PIN pad device along with a customer prompt
to enter PIN. Once the consumer successfully enters their PIN, the system sends the
transaction for authorization.
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The Food Stamp Inquiry Response screen displays the results of the authorization attempt.

Food Stamp Inquiry Response

This & the authorization responss nformation. Note that al fields with an astersk () are requined.

Authorization Results
g 4r, Bd000E
Payrnend Type FOODSTALR
Transacion Type: 1RO
Trangackon IDx ARATAE-FREFE10C-CRI1-4B10-B80EF-262207ATI0DT
|| ICeabes J T DAM014 119938 AN
Responds A4
|| Message APPROVAL
(| Approreal Coe 846246
|| Rederence Mumber 474TE
|| Aecous Estance =000
|| CargHosderw. |
Ordier Section
Accour] Daly - R & ]

Performing Cash Benefit Transactions

The Cash Benefit Main Authorization screen allows you to enter Electronic Benefit Transaction
(EBT) Cash Benefit transaction activities into the Converge application. Cash benefit transactions
allow you to use EBTs for the purchase of goods or services, or to obtain cash that debits the
cardholder’s EBT account.

Cash benefit transactions includes the following:

e Purchase
e Inquiry

Notes:

e Cash Benefit Transactions are only available if the Market Segment is set to Retail in
the current terminal profile.

e A PIN pad and printer are required on all cash benefit transactions.

e Cash EBT transactions are very similar to debit transactions because customers can
receive cash back from transactions.

e Converge allows you to either swipe cash benefit purchase transactions by means of
an MSR or enter through your computer keyboard.
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To Process Cash Benefit Purchase Transactions

Cash Benefit Purchase transactions allow you to process cash benefit cards and receive cash
back similar to debit transactions. This type of transaction requires the use of a PIN pad and can
be swiped or manually entered.

1. On the Main screen, select Cash Benefit to display the cash benefit options along with the
Cash Benefit Main screen.

Uiger: Jehn Dos USER ACCOUNT SETTINGS TERMIMAL
Acoownt: 000004
Terminal: ABZ Company Namea

ey Cash Benefit Main

B credncard This section & used to enter Cash Benefit transactions.

B Debit Card

B Fopd Stamg

£ Cazh Banafit
5 Purchase
" Inguiry

B Eleclronic Check

B Gitcard

B Gash

B Curent Balches

@ Zetfled Baiches

B Export Log

2. Select Purchase to display the Cash Benefit Purchase screen.

Cash Benefit Purchase

Note that al fields with an asterisk () are required.

Enter Account Data

[ Card Account Data - = ]

3. Swipe the cash benefit card through the MSR attached to your computer or manually enter
the cash benefit card.

Note: The user interface is designed to accept swipe data using a supported encrypting or
non-encrypting device. There are no special setups needed, refer to the Peripherals
Options section in the Converge Getting Started Guide for more information.

4. Click Submit.

Note: The system automatically initiates the Submit button on swipe.
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The Cash Benefit Purchase screen displays the card number masked to the last four digits in
the Account Data box.

Cash Benefit Purchase

Entter the information for this transaction. Note that al fields with an astersk () are required.

Accourd Dala qlEbeRsEassRgan
Base Amouns Ii =
e I oy .
| Ship to Phang: I_ |
—

5. Enter the Base Amount for the transaction.
Note: A decimal is required.

6. Enter desired Cash Back amount (optional).

Notes:

e A decimal is required.

e This value is the amount of cash consumers can receive when they use cash benefit
cards and is added to the total purchase amount.

7. Verify that the Surcharge Amount that displays is correct for the current profile.

Note: This value may be set by the merchant to automatically charge a consumer for
processing debit cards. Contact Merchant Customer Service for a list of networks that
allow surcharges.

8. Enter or select any of the remaining optional fields as desired.

9. Click Process.

The total transaction amount appears on the PIN pad device along with a customer prompt
to enter PIN. Once the consumer successfully enters their PIN, the system sends the
transaction for authorization.
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The Cash Benefit Purchase Response screen displays the results of the authorization

attempt.

|Butteorizaticn Rasutis
LiSer

Pagpment Type!
Traasaction Type:
Transaction I0;
Dabe i Tirma:
Respoase
Message:

Appetval Code:
Ruferanos Num e
Account Balante:
CaigHolged IF,

Cash Benefit Purchase Response

This & the authorization responss information, Note that 2l fiskds vah an astersk (3) are required,

000005

CASHEBEMEFIT

PURCHASE
ARATAE-T2042518-0021-4505-A058.5F 03EFTET IS
AN L2014 112440 A1

BA

EPPROVAL

246248

45230

400.00

EEEEREEEEED ]3]

To Process Cash Benefit Inquiry Transactions

Cash Benefit Inquiry transactions allow you to get the current balance of a Cash Benefit card. This
transaction requires a PIN pad and must be swiped.

1.

On the Main screen, select Cash Benefit to display the cash benefit options along with the
Cash Benefit Main screen.

Uisar; Jehn Do
Acoownt: 000004

Sedact Terminal

B Credil Card
B Deblt Card

B Cazh Banefit
"  Purchase

B Curent Balches
B setled Baiches
B ExporLog

USER ACCOUNT SETTINGS TERMIMAL

Terminal: ABC Company Nama

Cash Benefit Main

This section & used to enter Cash Benefit transactions.
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2. Select Inquiry to display the Cash Benefit Inquiry screen.

Cash Benefit Inquiry

Note that al fields with an asterisk (%) are required.

Enter Account Data

Card Account Data; I L3

3. Swipe the cash benefit card through the MSR attached to your computer.

The card information enters the Converge application and the system automatically initiates
the Submit button to send the transaction for authorization.

The Cash Benefit Inquiry screen displays a blank Card Account Data box.

Cash Benefit Inquiry

Enter the information for this transaction. Mote that al fields with an asterisk (%) are reguired.

Order Section

Account Data 4] nsnsRRgggQ

Process Cancel |

4. Click Process.

5. The total transaction amount appears on the PIN pad device along with a customer prompt
to enter PIN. Once the consumer successfully enters their PIN, the system sends the
transaction for authorization.

© Elavon Incorporated 2015 85



Converge Transaction Processing Guide CON-0001-D

The Cash Benefit Inquiry Response screen displays the results of the authorization attempt.

Cash Benefit Inquiry Response

This & the authosization responee information. Mote that al fields with an asterisk (%) are required.

Iransaction [ketail

| AUthorization Besuts

\sar: 000005

Payeent Trpe: CASHEEMERIT
Transackion Type: IHOURY

Transaction I0: AAATAE-FOBCEICT B4R B-410B-ABE1-DF 107 16FAIED
Deale S Time: QRTAMB014 TH:25647 AN
Respanse AR

1beg5ane FEPROVAL

Approal Code: F46240

Reference Humser 48347

Accourd BEalance: 400,00

CargHolder IP;

Todal Amount: [0

Performing Electronic Check Transactions

The Electronic Check Service Main Authorization screen allows you to enter electronic check
transactions. Converge supports two types of check processing:

e Check present ECS Paper Check
e Check not present ACH ECheck

ECS Paper Check

Is the process of electronically imaging a check that debits the account for the purchase of goods
and services. Converge allows you to image both sides of a check. A check imager and printer are
required on all ECS transactions. ECS Paper Check represent types: POP, BOC, and ARC.

ACH ECheck

Is the process of entering a hand keyed check transaction. In order to accept ACH ECheck, you
must capture and pass the hand keyed check data during the initial processing including the ABA
routing number, full account number, and account type for Personal or Business checks. ACH
ECheck represents types: WEB, TEL, PPD, and CCD.

When your terminal is setup for Electronic Check Services (ECS) you have the option to choose
one of the following service level options:
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e Guarantee
Paper checks are converted into electronic payments and then guaranteed by a Guarantor.
The following customer information is required on the paper check:

e Name

e Street address

e State code

e Ten-digit telephone number
e Driver's license number

e Verification
Paper checks are converted into electronic payments and an authorization message is routed
to the participant bank or to an authorizing agent for verification that the transaction is likely
to be paid. Merchant retains the risk for all transactions processed.

e Conversion Only
Paper checks are converted into electronic payments, then an authorization message is
routed to the participant bank or to an authorizing agent to authenticate that the paper
check contains a valid ABA Routing Number and account number and is eligible for ECS.
During processing an approval or decline decision is issued based on those criteria. Merchant
retains the risk for all transactions processed, including those that are returned
notwithstanding Merchant's receipt of an approval decision.

Notes:

e ACH ECheck supports the Conversion with Verification and Conversion Only
options.

e ECS Paper Check supports Guarantee, Conversion with Verification, and
Conversion Only options.

e ECS processing is available for the US region only.

The following section describes how to process the following Electronic Check transactions for all
service level options:

e Paper Check Purchase
This transaction allows you to enter a paper check purchase transaction for Guarantee,
Verification, or Conversion Only service level options.

¢ Paper Check Multi-entry
This transaction allows you to enter multiple paper check purchase transactions for
Guarantee, Verification, or Conversion Only service level options.

e ACH ECheck Purchase
This transaction allows you to enter a hand keyed personal or business check purchase
transaction for Verification or Conversion Only service level options.
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e ACH ECheck Multi-entry
This transaction allows you to enter multiple hand keyed personal or business purchase
transactions for Verification or Conversion Only service level options.

e ACH ECheck Recurring
This transaction allows you to set up payment amounts and billing cycles in which the
payments occur for personal or business checks.

e ACH ECheck Installment
This transaction allows you to set up payment amounts, the number of payments, and the
billing cycle in which the payments occur for personal or business checks.

e Electronic Check Void
This transaction allows you to void an electronic check purchase for Paper Check or ACH
ECheck transactions.

To Process Paper Check Purchase

1. On the Main screen, select Electronic Check to display the electronic check options along
with the Electronic Check Main screen.

User: Jchn Coe USER ACCOUNT SETTINGS TERMINAL
Account: 000004
Termunal: ABC Company

O Electronic Check Main

B Credit Card This section & wsed to enter Electronic Check transactions.
= Elnctronic Check
= Puschase
= Wultiendry
B Gifl Card
B Cuerent Batches
B seted Batches

2. Select Purchase to display the electronic Check Purchase screen.

The following example shows the electronic Check Purchase screen.

Check Purchase

Scan Check or key the Bank Account Number. Note that all figlds with an asterisk (3%) are required.

Check Data

WICE Datal Bank Account Mumber,
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Note: The transaction only displays if the current user has the appropriate rights to access this
transaction type.

3. Scan the check through check imaging device.

The system captures and displays the Check Purchase screen with the account data.

Check Purchase
Enter the information for this iransaction, Mote that al fields with 2n astersk (#) are required.

|
Check Account Data: Timwwrmamnnggyy

Amoust [sma %

Company: [eampany

First Mama: febn

Lagt name: |Doe

Address T [223 maim 51

A2ONEEE JEe: 2

City, [rmancville

SlaluPrevines: i

Postal Cose: [Essss

Couniry United Stales [USA) -
Phore: [sss-msm-azme

BEE HEelivencam

4. For terminals not set up for a Market Segment of Service, enter the check Amount.

5. For terminals set up for a Market Segment of Service, enter the Base Amount and the Tip
Amount.

Converge automatically calculates and displays the Amount as Base Amount + Tip Amount.
6. Enter or select any of the remaining optional fields.

7. Click Process.
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The system displays the Check Purchase Response page:

Transaction Detail

Authorization Results

Check Purchase Response

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

User 00006
Payment Type: ELECTROMICCHECK
Transaction Type: CONVERSIONOMLY
Transaction ID: AAATAE-2TDOBBD6-6A13-4A9C-5£60-58BC2B3B0STO
Date ! Tarne: OS5 1204 19:33:80 Al
Rezponse AR
Ligssage: APPROCVAL
Approval Code; H&CREM
Reterence Musmber 48%30
Tran Reference Numser 911173350
Acoount Mumber | P i)
Check Mumbar 9rT
CardHolder 1P
Order Section
Check Account Data: [rememeeeeseengrs
Amount 15.00
Dimica fldrpss
il —— il

Note: There is a 10-minute limitation on voiding check transactions, also called reversal. A
Check Void transaction can only be done within 10 minutes after you receive a
successful check purchase transaction.

8. If your terminal is not set up for a signature capture device, Converge either automatically
prints the receipt or prompts you to do so.

9. If your terminal is set up for a signature capture device, along with a check scanner, you will

be prompted for a signature before the receipt is printed.
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To Process Paper Check Purchase Multientry

1. On the Main screen, select Electronic Check to display the electronic check options along

with the Electronic Check Main screen.

User: Jokin Coe USER ACCOUNT SETTINGS TERMINAL
Acoount: 000004

Terminal: ABC Company

. Electronic Check Main
Saled Tarmunal
B Crasit Cand This section & wsed to enter Electronic Check transactions.
=l Elpctronic Check
®  Purchass
= Mulieniry

B Gl Card
B Ciurent Babches
B Setbed Batches

2. Select the check processing option to process multiple checks.

The appropriate screen displays for the selected transaction type.

Electronic Check Multi-Entry Form

Enter multiple Electronic Check (POF) transactions and submit for authorization,

| Authorize || Cancel |

3. Scan check through check imaging device.

The system captures and displays the MICR Data.

Electronic Check Multi-Entry Form

Enter multiple Electronic Check (POP) transactions and submit for authorization.

(o) (s

4. Enter the check Amount.
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5. Click Add.

The system saves the information and displays a new line for you to enter additional checks if

necessary.

6. To enter additional checks, repeat Steps 3 to 5.

7. Click Authorize.

The Multientry Response screen displays the response information.

Multientry Response

This page shows the Multientry responss information.

Authorize Transactions: O
Declined Transactions: 1

Error Transactions: O

To Process ACH ECheck Purchase

1. On the Main screen, select Electronic Check to display the electronic check options along
with the Electronic Check Main screen.

User: Johin Doe
Accourt: 000004
Terminal: B2 US Retail

Seled Termanal

B Credil Card

B Debit Card

B Food Stamp

B Cash Banefit

' Eleciroaic Check
= Purdhads
= Multientry
" Recuring
= |nstallment
Gill Caed

Cath

Card Manages
Current Batches
Setled Batches
Expor Log

D

EEEBEEEE

Electronic Check Main

This section 5 used to enter Blectronic Check transactions.
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2. Select Purchase to display the electronic Check Purchase screen.

The following example shows the electronic Check Purchase screen.

Check Purchase

Scan Check or key the Bank Account Number, Note that al fields with an asterisk (3#) are required.

MICR Data/ Bank Account Mumber. 987654321 #

Submit

Note: The transaction only displays if the current user has the appropriate rights to access this
transaction type.

3. Key in the customer’'s Bank Account Number.

Your Mame 1001 —]
Your Address

R T THE $ I—i
QRCER CF

DOLLARS

Your Bank Nama
Lo[0 e

1123456788 1- 000098765432 1|I: 1 Eim

I I I
S Digit Routing Mumber Your Account Mumber Check Mumber
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The system displays the Check Purchase screen to enter the needed information for the
transaction.

Check Purchase

Enter the nformation for this transaction. Note that al fiekds with an asterisk (%) are required.

Oirder Section

WICR Dalal Bank Account m
Murriber L Ao

Bani Riouting Mumibar. 173455789 =
Armolant [re0m *®
Account Type: |F"qrwnal 'l-l-
Company: |
Firgt Mame: |Jane *
Lastname: |ooe *
o " -
|5I1I|}IJ}FI10I'|B. |9‘9’9-9h sama

Bty Chcidng The "] Agree™ box belaw, you autkarize COMPANY ABC 3 use informatioa from
yomr chisck 1o indiabe & ond-tima fund trans e from your accoust of o proceas the paymant
a3 & check ransaction or baak drawn draf from your scoouni Tor ke smaust shawn
abeve If your paymant is retursad dus o msufficent funds, you suthorizd v fo make &
one-ime slecirenic furds iraasier or 1o use & bank Sraf dravem frem yeur account o
colact a Tee a3 alowed by siafe law.

P Agrae

[P ] ese

4. Enter the Amount. If the terminal is set up for a Market Segment of Service, enter the Base
Amount and the Tip Amount.

Converge automatically calculates and displays the Amount. The tip cannot be modified on
check transactions.
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5. Enter the Bank Routing Number.

Your Mame 1001 —

Your Addrass
DETE
e TO THE
'DRDERE:-' $ |
DOLLARS

Your Bank Namea

ML

11234567852 000098765432 1|l: 1 Eiﬂ1
| [ |

S Digit Routing Mumber Your Account Mumber Check Mumber

6. Enter the Account Type.

Note: For the Account Type of Personal the customer’s First Name and Last Name are
required. For the Account Type of Business the merchant’'s Company name is
required.

7. Enter or select any of the remaining optional fields.

8. Check the I Agree checkbox. The agreement statement must be read to the

customer/company or a prior written authorization must be collected. The Process button is

disabled if the I Agree checkbox is not checked.

By Chcking the "1 Agrea® box below, you authorize to use information from your check to
intiate & one-time fund transfer from your account or 1o process the payment as a check
transaction or bank drawen draft from your account for the amount shown abowve. If your
paymant is returned due fo insufficiznt funds, you autharize us 1o make a one-time
electronic funds transfer or to use a bank draft drawwn from your account to collect a fee
as allpwad by stabe law.

F | Agree

Process | Cancel |

9. Click Process.
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The system displays the Check Purchase Response page:

Check Purchase Response

This i the authorization responise information. Mote that all fields with an asterisk (3] are required.

Usar. Clark

Payenast Typs: ELECTROMICCHECK
Check Type: AHCHECHECK

ECE Frocuct Coda: TEL

Transaciion Typa: COMVERSIDNCMLY
Trangaction 1D AAATAD-T26T5083-4430-4205-BRAE-DPEFCAISA4AZ
Deatie I Tirme: eari 12014 01:35:28 P
Response: AA

lessage AFPROVAL

Approval Code MACREN

Reference Number, 48928

Tram Referencs Humber 211173528

Accouni HumBer - St ke |

Ghack NumbBer.

CardHeider IP:

Drder Sechon

Check Actount Mumber: - ettt -T2
Bani Routing Humber: 12I4S6TEY

Arnount fom |
Accouni Type: PERSOMNAL |

o —

IShIpboPhnn-u. |

Vautherize COMPANY ABC to use nlomatios above te ntiats an electrenic fund trensder
Tram rey AEcount oF 12 pROCERS 189 pRyTSNT A% & check ransaciion o Bant draees draf
Tram my acoount for the amowt of S10.00. K sy payment i relunsed due 1o nsulicent
fursis, lauthorize COMPANY ABC (o maks & cnestims elscirenic funds transfer or lo was &
Eant draf dewwn from my Sccoun 5 collsct 8 e as alwed by sbale bw. Retumed
Check Fes: Win = 52000

Update | | Repint | | View Receipt |

Note: There is a 10-minute limitation on voiding check transactions, also called reversal. A
Check Void transaction can only be done within 10 minutes after you receive a

successful check purchase transaction.
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To Process ACH ECheck Multientry

1. On the Main screen, select Electronic Check to display the electronic check options along
with the Electronic Check Main screen.

User: Johin Doe USER ACCOUNT SETTINGS TERMMAL
Account: 000004
Termrunal: B4 US Ratail

e Electronic Check Main

Credt Card This section & used to enter Bectronic Check transactions.
Debil Card

Food Stamp

Cazh Banelil

NEEEA

= Recuming
®  |nsiallment
Gift Card
Cath
Card Manager
Current Batches
Setied Babches
ExpariLog

EEBEEEA

2. Select Multientry to process multiple checks.

The Electronic Check Multi-Entry Form screen displays.

Electranic Check Multi-Entry Form

Enter muliple Bectron: Shck (POP) tarriactions and submt kor authormaton.

Wik Arroond Mazk Hoateg

Chicik Marnbser Arcomnt Typs ferscaamt

Npinley LR ]

[l s s T aeess——— — — R

By Clicing Ihe 1 Agres™ bax, you suthorins COMIPANY ASC 12 use imlrmation am your chack 1o imitials 3 ane-tims fnd

trarafe fom you sctount o 5 precesn The payTsl 0 0 check ramaction or bank dcwwn dralt from o sccount for e

tpnclied amount. B your e i retemed dut Lo nauliciet Rrads, you sulhenss sn 59 rako 5 sas-tm slscironc fnda
tearider o 12 bt i Buike drall dewwn fhom your scosest 5 cobect i e i alowed By alale ke

daherica | | Cancal |

© Elavon Incorporated 2015 97



Converge Transaction Processing Guide CON-0001-D

3. Enter the customer’'s Bank Account Number.

Your Mame 1001 —l
Your Address
DETE .
Ay Y —
DOLLARS

Your Bank Namea
MM

11234567852 000098765432 1|l: 1 Eim
| [ |

S Digit Routing Mumber Your Account Mumber Check Mumber

4. Enter the Bank Routing Number.
5. Enter the Account Type.

If the Account Type is Personal Account the customer’s First Name and Last Name are
required. If the Account Type is Business Account the Company name is required. TheI
Agree checkbox must be checked in order to enable the Add button.

Electronic Check Multi-Entry Form

[nter mulple Cecirenic Check (POP) bramachion and sbmit e suthoratcn,

Turk Rottod Cmack Wb Reecamsd Typss | - Cormpary Birel Maras Lan Wamss Amcans

Heprld

= TasasaTen | 191 [Fervanat fccoent =] [ [ [5 [ (F  a]) oo |
By Clichang thee "1 Agrea™ bear you suthorre COMPARY ASIC iz une salrmatos bom your chack 22 ndads 2 one-brme fund
el o yowr scosant or B precaas the papmaent aa: 8 check frarnuaciion or bank desen drafl fom your secount for the
wpeciisd amount I your pryment i retamed due Lo ot nds | you stboezs an B0 make 3 one-bme slechionss unds

lranader & |ouse & Banik drafl doren o your scooun! 1o coledct o b oo allewed By alate Lo
Autboesw | Cancel
6. Click Add.

The system saves the information and displays a new line for you to enter additional checks if
necessary.

Note: To delete a transaction, select the I Agree statement next to the transaction and then
click Delete.

7. To enter additional checks, repeat Steps 3 through 6.
Note: The Authorize button will not be enabled unless the I Agree statement is checked.

8. Click Authorize.
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To Process ACH ECheck Recurring and Installment Transactions

The Multientry Response screen displays the response information.

Multientry Response

This page shows the Multientry response information.

Authorize Transactions: 2
Declined Transactions: 0

Error Transactions: 0

This procedure describes how to process the following credit transaction types:

1.

On the Main screen, select Electronic Check to display the electronic check options along

with the Electronic Check Main screen.

Usar! Jokin Doe WsSER ACCOUNT SETTINGS
Account: 000004
Tarminal: E4 US Ratal

Electronic Check Main

Seled Termanal

B Credit Card

B Debil Card

B Food Samp
Cazh Benel

F Electroale Cheth
= Purchase
" Rultientry
"  Recuming
= |nstallment
G Caed

Cazh

Card Manages
Current Batches
Sefled Batches
Expa Log

i

EEEEEE

This section & used to enter Bectronic Chieck transactions.
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2. To select the transaction type, do one of the following:

e Select Recurring to display the Electronic Check Recurring screen.

e Select Installment to display the Electronic Check Return screen.

3. Enter the Amount for the transaction.

4. 1In the Billing Cycle drop-down list, select one of the following:

e Daily e Quarterly

o Weekly e  Semester

e Bi-Weekly e Semi-Annually
e Semi-Monthly e Annually

e Monthly e Suspended

e  Bi-Monthly

To Use Monthly, Bi-Monthly, Semester, Quarterly, Semi-Annually, and Annually Billing Cycles

If you have selected any of these billing cycle options, the Last day of the month check box
displays.

Electronic Check Recurring

Enter the information for this ransaction Note that al fields with an astersk (#) are required.

Afrsbink I ¥

Billing Cycle: Maonthily =| &

Last day of month
Mast Payment Dals I [
Sxip Payment |MO 'I

ned Flehd
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You can select your billing date using one of the following options:
a) Select the Last day of month check box.

The last day of the current month displays in the Next Payment Date box.

b) Click the calendar icon L and select from the calendar tool.

< September > < 2014 >
SMTWTFS

[5 s

7 8 91011 12 13

14 15 16 17 18 19 20

21 22 23 24 25 26 27

282930 1 2 3 4

56 7 8 91011
Today

¢) Manually enter a date in the Next Payment Date field.

Notes:

e Only the months are shown. When you click on the month, the Next Payment Date
automatically displays the last day of the selected month.

e Dates earlier than the current date are disabled in the calendar control.

Converge uses the selected day of the month and calculates the Next Payment Date. For
example, if they choose June 30, the next payment will be scheduled on July 30. If they
choose January 31, the next payment will be on February 28 (or 29 for leap years).
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To Use Semi-Monthly Billing Cycle:
If you selected the Semi-Monthly billing cycle, two radio buttons display.

Electronic Check Recurring

Enter the information for this transaction Mote that al fields with an astersk (%) are required.

Recurming

Note: The 1st & 15th of the month is the default.

You can select your billing date using one of the following options:

b) Select the 1st & 15th radio button.

Amount =
Billing Cycla ]m *
% 121 & 15
153 & Lagt day of month
Mt Paymant Diafe [osiisianne | [T
Sip Paymang m
W‘

The Next Payment Date field automatically displays the 1st or 15th date after the current

date.

b) Select the 15th & Last day of the month.

The Next Payment Date automatically displays the next available date and the calendar

control only enables the 15th and the last day of each month.

© Elavon Incorporated 2015

102



Converge Transaction Processing Guide

CON-0001-D

c¢) Click the calendar icon

‘i and select from the calendar tool.

/= Calendar - Windows Interne!

=10]x]

< September > = 2014 ™
SMTWTFS

BEE

T & 510 111213
14 15 16 17 18 15 20
2 22 23 24 25 26 27
282530 1 2 3 4
38 7T & 51011

Today

d) Manually enter a date in the Next Payment Date field.

Note: Only the valid dates are enabled. Dates other than the 1st and 15th are disabled.

5. For electronic check installment transactions, enter the Number of Payments.

Note: You cannot change the number of payments of an existing installment transaction to a

6. Select YES or NO from the Skip Payment drop-down list, if necessary.
7. Enter the electronic check account number in the Bank Account Number box.

8. Enter the electronic check routing number in the Bank Routing Number box.

—_

10017

Your Address
DETE
$!
DILLARE
Your Bank Name
123456789 I:|DDDD9E!?654 3z 1|l: 1 D|EI'1
[ I
& Digit Routing Mumber Your Account Mumber Check Mumber
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9. Enter the Bank Account Type for the transaction

Note: For the Account Type of Personal the customer’s First Name and Last Name are
required. For the Account Type of Business the merchant’'s Company name is
required.

10. Enter or select any of the remaining optional fields as desired.

11. Check the I Agree checkbox. The Add button is disabled if the I Agree checkbox is not
checked.

By Clicking the "l Agrea” box below, you authorize Vi PRODUCT TEAM to
use this information to process recurming payments in a form of a check
transaction or bank drawn draft from your account for the amount and billing
cycle shown above. If your payment is returmed due to insufficient funds, you
authorize us to make a one-time electronic funds transfer or to use a bank
draft drawm from your account to collect a fee as allowed by state law. To
cancel a recurring transaction, you must contact Wi PRODUCT TEAM with
sufficient lead time for W4 PRODUCT TEAM to cancel the recurning

payment.
Mdl Etaarl
12. Click Add.

The system displays the information you entered to create a new installment or recurring
transaction in the respective response screen as follows:

For this transaction type | This screen displays

Recurring Electronic Check Recurring Response

Installment Electronic Check Installment Response
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The following example shows the Electronic Check Recurring Response screen.

Electronic Check Recurring Response

Order Information

Start Date( DDA 0anM&r2014
Transaction Type: RECURRING
Racurring 1D: AALBEID-AFAT 11 2A-TADD-40B1-A9T0-BFODZBEESDTT
Billing Cycle: SEMIMONTHLY
Payment Type: ELECTROMICCHECK
Check Type: ACHECHECK

ECS Product Code: TEL

Bank Account Mumber : 1 bt ¥ R
Bank Routing Murmier 123456738

Account Type PERSOMAL

Armaunt: 5.00

Address: 123 Maln St

Postal Coda: 90909

uiﬂ Paymant Data: DanM&2014

|Shlnt0 P [ogs . 958 |

| authorize to use information above to process a SEMIMONTHLY recurring
payment in a form of a check transaction or bank drawn draft from my
account for the amount of $5.00, If my payment is returned due to
insuficiant funds, | authorize to make a onedime electronic funds transfer or
to use a bank draft deawn from my account to callact a fee as allowed by
state law. Retumed Check Fee: Min = 520,00,

Notes:

For recurring and installment transactions returned as declined, Converge retries to
process the transactions a total of five times on subsequent days, then does the

following:

e Updates the billing cycle of the transaction to Suspended.

e Sends an email to the merchant with instructions to contact the check holder.
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To Add ACH ECheck Transaction to a Recurring Batch

Once you have processed a electronic check transaction, you can add the transaction to a
recurring batch as Recurring or Installment.

1

On the Check Purchase Response screen, click on the Add to Recurring button.

Check Purchase Response

This & the authaorization response information, Mote that al fisids with an asterisk (3¢) are requined.

Authorization Results
Uzer Wanager
Payman Type: ELECTROMICCHECK
Check Type: ACHECHECK
ECES Product Code TEL
Transachan Type: COMVERSICHONLY
Transackon 10 AALB430-50066TFC-4400-440C-BTEL-PC4466C4TEDD
Drade J Tirmee; 02018 124614 P
Responss AR
Wesaage: APPROVAL

| Coda: H

har;
o I Pt A0k rang. Jargh
.., -uun? for the amount o1 - - I PRYTTEE 8 retumes - —suffickent

funds, | autharice ABC marchant b maks o ena.tims slsctrenic funds transfer of 1o use a
ank dra N Ardias Iom Ery Secoust 1o 2obecd & fed i 8B visd By SbalE e Retursd
Check Fea: Win = 520.00

Update | | Roprnt | (T Addto Recuming ) | View Recoipt |
e

On the Add to Recurring Batch screen, select Recurring or Installment from the Recurring

Transaction Type drop-down list.

Add to Recurring Batch

Enter the information for this transaction Mote that al fields with an astersk (%) are required.

ring Batch

Order Section
Requring Trangacion Type
Bank Account Mumbar

Bani Routing Numbar

Arnount .00 #

Banik Account Type: lm *

Biling Cycle: [Caiy =]

et Papmrient Diate M=
ment 0 =

Select YES or NO from the Skip Payment drop-down list, if necessary.
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4. Enter the Amount for the transaction.

5. Enter Customer Code, Sales Tax and Description, if necessary.

Note: If prompted for sales tax, the tax must be included in the Amount and then entered in
the Sales Tax field.

6. In the Billing Cycle drop-down list, select one of the following:

e Daily e Quarterly

o Weekly e  Semester

o Bi-Weekly e  Semi-Annually
e Semi-Monthly e Annually

e Monthly e Suspended

e  Bi-Monthly

7. Enter the Next Payment Date or click on the calendar icon £ and select from the calendar

tool.
/= Calendar - Windows Internetesa] (=] 4|
< September > < 2014 >

SMTWTFS

EE

78 510111213
14 15 16 17 18 15 20
21 22 23 24 25 28 27
282530 1 2 3 4
587 & 5101
Today

8. Enter Number Of Payments if this is an Installment transaction.

9. Enter or select any of the remaining optional fields as desired.
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10 Check the I Agree checkbox. The Add button is disabled if the I Agree checkbox is not

checked.

By Clicking the "l Agree”™ box belowr, you authorize ABC merchant to use information frem
your check to inkiate a one-time fund transfer from your account or to process the payment
as & check transaction or bank drawn draft frem your account for the amount shewn
above. If your payment is relurned due to insufficient funds, you autherize us to make a
one-time &lecirenic funds transfer or to use a bank draft drawn from your account to
collect a fee as alowed by state Bw.

I | Agree

[Pracess | [ Cancel |

11. Click Add.

The Add to Recurring Batch Response screen displays the information you entered.

Add to Recurring Batch Response

l Cust.

Order Information

Slart DateMMDDAYYY) 09430/2014
Transaction Type: RECURRIMG
Racurring 10 AALB4IB-ATBACTAZ-DEB4-4ATI-BD24-B92CZFDDB238
Billing Cycla: KONTHLY

Payment Type: ELECTROMICCHECK
Check Type: ACHECHECK

ECSE Product Coda: TEL

Bank Account Mumber: ] g |
Biank Rouling Murmier 123456789

Account Type FERSOMAL

Amount: 5.00

Address: 123 Hain 51

Postal Code: 999499

et Payment Diate: 093072014

| authorize ABC merchant to use information above to process a MONTHLY
recuming payment in a form of a check transaction or bank drawn draft from
rivy’ account for the amount of 35.00. If my payment is relumed dus Lo
insuficient funds, | authanze ABC marchant to make a ona-lime electronic
funds transfer or to use a bank drafl drawn fiorm my account to collect a fee
as allowed by state law. Returned Check Fee: Min = $20.00.

Cancel |
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To Void Electronic Check Transactions

Checks can only be voided within 10 minutes from the time that they were authorized.
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. In the Current Open Transactions table, select the check box by the transactions you wish to
void.

Current Batches: Main

Select a transaction to review the authorization details.

Current Open Transactions Jownload | Reports | Reports Plus | Sear ||Filter:

User Tran Tran Last Entry Total
Card T Tran T Card Data
ﬂ pato ] | Time E —E zeB amcuntd

[] clerkl Electronic Check Conversiononly 08/26/2015 14:50 Jane T 8.00
. Clerk1 Electronic Check Conversiononlty 08/28/2015 14:49 John Doe T 3210 K .00
[l clerkl Credit Card Sale 06/26/2015 1448 e 1111 K 700
[] clerkl Credit Card Sale 0B/26/2015 1448 g 1111 K 5.00
[l clerkl Credit Card Sale 0G/26/2015 1447 4 rrrm— 1111 K 4.00
[] clerkl Credit Card Sale 06/26/2015 14:46  Jane Doe 4 e 111 K 3.00
\Void ||  Settle Selected || Settle Al ||  Addto Card Manager |
Transaction Count: 6 Net Amount: $ 33.00 Display: |25 ™

Note: There is a 10-minute limitation on voiding check transactions, also called reversal. A
Check Void transaction can only be done within 10 minutes after you receive a
successful check purchase transaction.
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4. Click the Void button at the bottom of the Transaction Detail screen to initiate the void

process.

A dialog box displays to confirm the transaction void.

o]

Message from webpage il

@ Are you sure you want to vaid the selected transaction(s)?

Cancel

5. Click OK.

The Batch Response screen displays the batch response information.

Batch Response

This page shows the Batch response information.

Authorize Transactions: 1
Declined Transactions: 0

Error Transactions: 0

The voided transaction displays in the Current Open Transactions table highlighted in red

with Void as the Tran Type value.

Current Batches: Main

Select 3 transaction to review the authorzation detaks,

Current Open
Transactions

Tean First

Card Type Tran Tran Last Card Data [
Type | DaieE]l | Tene | Hame [ | Rame B
[ Uasager EmcvoncCheck  Wed  GENS304 1347 Jaw Gss  Ti=—3}0
C ‘Credt Card Salm  OWI204 1007 M
Cowat Card 5 [T T [FHS———

© Elavon Incorporated 2015
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6. Alternatively, in Step 3 you could click on the Card Data link to select a single transaction.

The Current Batches Main Response screen opens and displays the transaction details.

Current Batches Main Response

This s the authorization response information. Mote that al fields with an asterisk (%) are required.

Authorization Results

Lisar HManager

Faymant Type: ELECTROMICCHECK

Chsck Typs ACHECHECK

Transackon Type: CONVERSIONONLY

Transaction I AASE439-IBFTEG1A-SCFS-45E3-B490-430972T0 9368

Date I Time: RN H014 023545 Pl

Responss: AR

lbes5a e APPRONAL

Approval Code HACREN
WN\-J

CusloenDiata , —

1
Update | "Repint | | AddtoRecuring | | View Receipt ] Cancel ‘
L

7. Click Void at the bottom of the page.
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Performing Gift Card Transactions

The Gift Card Main menu screen is where all gift card activity is entered into the program. Gift
card transaction types are available, depending on your terminal rights setup and if the terminal
profile is configured to accept Gift Card transactions (EGC).

This section describes how to:

e Enter gift card information
e Print and re-print gift card transaction receipts
e Update gift card transaction information

You can process gift card information for the following transaction types:

e Redemption
e Credit

e Inquiry

e Activation

e Reload

e Card Return

To Process Gift Card Redemption, Credit, Activation, Reload and Card
Return Transactions

This procedure describes how to process the following gift card transaction types:

e Gift Card Redemption
This transaction allows you to make purchase with the balance on gift card accounts.

¢ Gift Card Credit
This transaction allows you to refund previous redemption transactions to gift card accounts.

¢ Gift Card Activation
This transaction allows you to activate gift card accounts.

¢ Gift Card Reload
This transaction allows you to increase the current balance on gift card accounts.

e Gift Card Card Return
This transaction allows you to refund the balances on gift card accounts.
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1. On the Main screen, select Gift Card to display the gift card options along with the Gift Card
Main screen.

Us
A
Te

=
&

NEEBEBE@

grs John Doe USER ACCOUNT SETTINGS TERMENAL
count: 00D000<
rrminal: B4 US Retail

alect Tarminal Glﬁ: Card Main

Cradit Cand This section s used to enter Gift Card transactions.

Debit Card

Food Stamp
Cash Benefit
Elecironic Checi
Gift Card

=  Redemption
Credi
Inguiry
Activation
Raelozd

= Card Reburn
Czah
Card Manager
Curent Batches
Seftled Batches
ExponLog

2. To

Th

select the transaction type, do one of the following:

Select Redemption to display the Gift Card Redemption screen.

Select Credit to display the Gift Card Credit screen.

Select Activation to display the Gift Card Activation screen.
Select Reload to display the Gift Card Reload screen.

Select Card Return to display the Gift Card Card Return screen.

e following example shows the Gift Card Redemption screen.

Gift Card Redemption

MWote that all fiekds with an asterisk (3) are required.

Enter Account Data

Card Account Data: I *

3. Swipe the gift card through the supported MSR device attached to your computer or
manually enter gift card number in the Card Account Data box.
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Note: The user interface is designed to accept swipe data using a supported encrypting or
non-encrypting device. There are no special setups needed, refer to the Peripherals
Options section in the Converge Getting Started Guide for more information.

4. Click Submit.

The system displays the selected Gift Card screen and shows the masked gift card number in
the Account Data box. The card account number cannot be edited.

Gift Card Redemption

Enter the information for this transaction. Note that al fields with an asterisk (%) are required.

Order Section
Anoount Data GrerEEEREE]{{D
Expiration Dabe(LKYY) 1215
Amount 20.00 [
e =qdress
—— — — =
| CusiomData, — |
carcl \

5. Enter the Expiration Date (MMYY).

Note: This field is auto populated for swiped transactions and cannot be edited on the form.

6. To enter the Amount, do one of the following:

For this transaction type | This screen displays

Redemption If the terminal is set up for a Market Segment of Service, enter the
Base Amount and the Tip Amount. Converge automatically calculates
and displays the Amount as Base Amount + Tip Amount.
If not, enter the Amount.

Credit Enter the Amount.

Activation Enter the Amount.

Reload Enter the Amount.
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7. For Gift Card Activation and Gift Card Reload transactions, select one of the following
options from the Tender Type drop-down list:

e Cash
e Credit
e Debit
e Check

8. For Gift Card Redemption, enter the City.

9. Enter or select any of the remaining optional fields as desired.

10. Click Process.

The system displays the respective screens with the results of the authorization attempt as

follows:

For this transaction type

This screen displays

Redemption Gift Card Redemption Response
Credit Gift Card Credit Response
Activation Gift Card Activation Response
Reload Gift Card Reload Response

Card Return

Gift Card Card Return Response
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The following example shows the Gift Card Redemption Response screen.

Autharizaticn Eesuls

Lsem Manager

FPaymen Type: GIFTCARD

Tranzacson Type: REDEMPTION

Transacsion ID; ARARA9-A3EAERDC-B0SY-4FEF-9ES8-2B0D59591CE2
Duate / Tima: 0822014 025302 PH

Response: AL

Wassage: APPROVAL

Approval Code: 1227

Accunt Balange 10.00

‘CardHaldar IP;

Gift Card Redemption Response

This i the authorization response information. Note that al fields with an asterisk (&) are requird

DOrder Section

Expirafian Date(MMYY) |1215

Amaount 10,00

Account Data Gp=+eeesnsee]] 12

e — g

To Process Gift Card Inquiry Transactions

Gift Card Inquiry transactions allow you to check the current balances of gift card accounts.

1. On the Main screen, select Gift Card to display the gift card options along with the Gift Card

Main screen.

Uger: John Do
Agcsunt: 000004
Terminal: B4 US Retail

Salect Tarminal

Cradil Card
Dehit Card

Food Stamp
Cash Benefit
Elecironic Check
Gift Card

"  Redemption
Cradn
Inguiry
Activation
Reload

= Card Return
Cash
Card Manager
Cuirent Balches
Sefiled Batchies
ExporiLog

NEEBBEB

USER ACCOUNT SETTINGS TERMEAL

Gift Card Main

This section is used to enter Gift Card transactions.
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2. Select Inquiry to display the Gift Card Inquiry screen.

Gift Card Inquiry

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

Enter Account Data

Card Account Data: I

3. Swipe the gift card through the supported MSR device attached to your computer or
manually enter gift card number in the Card Account Data box.

4. Click Submit.
The Gift Card Inquiry screen displays the credit card number in the Account Data box.

Gift Card Inquiry

Enter the information for this transaction. Mote that all fields with an asterisk (3t) are required.

Account Data: pomemwwnnnny 112
Expiration Date(MMYY) |1.215

Process | Cancel |

5. Enter the Expiration Date (MMYY).

Note: This field is auto populated for swiped transactions and cannot be edited on the form.

6. Click Process.

© Elavon Incorporated 2015 117



Converge Transaction Processing Guide CON-0001-D

The Gift Card Inquiry Response screen displays.

Gift Card Inquiry Response

This ks the authorization response information. Mote that al fields with an astersk (%) are reguired.

Amlharization Resulls

Lger Clegkl

Payment Type: GIFTCARD

Transadion Type HOURY

Tianhs®eon 10 AAATAC-IEANIATE-EE4L.4000-2F 10-2TE2R10414C8
Date { Tirne: 08152014 025305 A0
Raspons e AA

Maszsage: APPROVAL

Approval Code:

Apcount Balance: 0.00

CardHolder P

Order Section

Account Data: IEI}“““ T
Expiraticn Date[MeYY) IF

To Update Gift Card Transactions Information

Once you have processed a gift card transaction, you can modify information for the following
transaction types:

e Activation
e Reload
e Card Return

Most fields on the Response screen can be updated with the exception of the following in the
Order section:

e Account Data
e Expiration Date
e Amount

Note: All fields in the Authorization section can be updated

For terminals set up for a Market Segment of Service, you can update the Base Amount.
1. On the appropriate Response screen, change or add the information in the desired fields.

2. Click Update.
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Performing Cash Transactions

The Cash transaction screen allows you to enter cash transactions into the Converge application.
The Cash option is only available for terminals configured as Retail, Mail Order or Service.

This section describes how to:

e Process Cash Sale information
e Process Cash Return transaction
e Update Cash transaction information

You can process cash information for the transaction types:

Sale
This transaction allows you to enter cash sale transactions.

Return
This transaction allows you to enter cash return transactions.

To Process Cash Sale

3.  On the Main screen, select Cash to display the cash options along with the Cash Main
screen.

John Doe USER ACCOUNT SETTINGS ERMINAL
t: DOODO=
Terrmanal: E4 US Retal

Cash Main

Salect Terminz

B CreditCard This section is used to enter Cash transactions,

B Debit Card

B Food Stamp

B Cash Benefit
B Elecironic Check
B GitcCard

& Card Manager
© Cuwrent Batches
B Settled Batches
B ExporLog
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4. Select Sale to display the Cash Sale screen.

Cash Sale

Enter the information for this transaction,  Note that al fields with an astersk (38) are required.

.
|Sh||:-1|:-ﬁmne.

5. Enter the Amount. If the Market Segment is Service enter the Base Amount and Tip
Amount.

Note: You cannot update the Tip Amount for Cash transactions at a later time.

6. Enter or select any of the remaining optional fields as desired.
7. Click Process to send the transaction for authorization or Cancel to exit.

The system displays the respective response screen as follows:

Cash Sale Response
This & the authorization responss information, Note that al fislds with an asterisk (3¢) are required.

Ussr Clericl
Payment Typs; DASH
Tiansadtion Trpe: BALE
Transaction 10 AMATAE-BSCIS0EN-BITT-4185-BADA-TE126A252530
Diake { Tima: DRMSZ04 1001640 AR
Response A
KMezzage: APPRIOVAL
CardHuolder IP:
Ambunt 10.00
| Srip 10 P 559-550-.
Lipdate Reprint
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To Process Cash Return

1. On the Main screen, select Cash to display the cash options along with the Cash Main
screen.

2. Select Return to display the Cash Return screen:

Cash Return

Enter the information for this transaction. Note that al fields with an asterisk (%) are required.

Bilkea Address

| Shig b0 Fr.. [ . |

3. Enter the Amount.
4. Enter or select any of the remaining optional fields as desired.
5. Click Process to send the transaction for authorization or Cancel to exit.

The system displays the respective response screen as follows:

Cash Return Response

This is the authorzation response information, Note that 2l fieids vwith an asterisk (3) are required.

Transaction Detail

User Clerk1
Faymient Type: cAZH

Transation Type: RETURN

Transaction i0; AAATAEBICCA03E-SE08-484F- 94 39- 1205 05 1A8TE
Date | Tiene: 00M15/2018 10:25:59 AM

Responge BA

Message: APPROVAL

CargHolder IP;

AmbunT I!.I:I.CID
| Ship 1o Fhes, [T

Update | PReeprint
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To Update Cash Transaction Information

1. On the Main screen, select Current Batches to display the current batch options along with
the Current Transaction Activity screen.

User: John Dos USER ACCOUNT SETTINGS TERMINAL
Aceount: 000004
Terminal: ABE Compary

Current Transaction Activity

This page shows the current transaction activity.

Salect Terminal

B Credit Card

B Dgbit Card

B Eledronic Check Error Batch Count: [/}
B it Card

B Cash Auth Only Batch Count: @

Current Batches
= Errar
= Auth Ondy

Recurring Bateh Count: 7

Current Baktch Countz o
Recurring
. Gift Card Batch Count: 0
Gift Card
= Cash Loyalty Batch Count: 1]
= Imported Balches
B Sefled Batches Imported Batch Count: 0
B ExporiLog
Cash Batch Count: o
Privacy Palisy

Terma of Use
Copyright © 21148 Eween, Ine. AL rghis
P

2. Select Cash to display the Current Cash Activity screen.

Current Cash Activity

Select the cash transaction o rewview.

Cash Transactions

Userin B Tran Type B | Tran Date B Tran Teme B Total Amount B
Clerk Salk BEMSR014 10:35 15.00
Cleric? Redarn oEMS2014 10:25 10,00
Clerk1 Sak FER014 1018 10800
Settle Al
Tranzaction Count- 3 Met Amourt: § 15.00 Display: [26 [=
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3. Click on either the Tran Date or Tran Time link to display the Current Batches Cash
Response screen.

Current Batches Cash Response

This i the authorzation response information. Note that al fields with an asterisk (%) are required.

Lger Clarkl

Payment Type: GASH

Transadion Type: SALE

Transadion I0: ARATAE-11CA2B00-8103-441E-9144-TCO2604IEA22
DCiate { Tirna: 00152014 10C35:10 AN

Response BA

Mazsage: APPRCVAL

CardHolder 1P

Afmount 15.00

Eilling Address

"

| Ship to Phon, [Fa5-995-9. N .

Update | | Repint | | Cancel |

4. Edit information as needed and click Update.
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The system updates the information and displays a message that indicates that the
information was updated successfully.

(Transaction Afd FAE-11CASB00-8103-4A1E-914A-7CD2E043EA23 hes been successfully updated )

Cash Sale Response

This i the authorization response information. Note that al fislds with an asterisk (%) are required.

Lizar Claril

Paymenl Type: CASH

Trangaction Type: SALE

Trangaction ID: ARATAE-11CA5800-8103-441E-9145-TCDRED4IEA2S
Dt F Time: OAMS2014 1063510 Ald

Responss: AA

lfessage APFROVAL

CardHaldar IF:

Adount O

J
[Updste | |Repant | | Cancel | ‘
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Chapter 2: Using Your Card Manager
(Tokenization)

The Card Manager screen provides access to storing and managing credit card information. You can
enter card information and process transactions at a later time for returning customers.

On the Main screen, you must click Card Manager to display the Card Manager Totals page, along with
the links to the Add and Search for card information. The Card manager Totals screen gives the total
card information counts including the closed accounts, the accounts that have expired, and the account
that are about to expire.

When your user account was created, you were granted specific access and permissions called user rights.
In order to access the card manager you must have one or more of the following user rights:

e Card Manager — View
e Card Manager — Add
e Card Manager — Edit

In addition, in order to process transactions in the card manager you must have at least one or more of
the following user rights:

e Credit Card - Sale e Credit Card — Auth Only

e Credit Card — Return e Credit Card — AVS Only/Verification
e Credit Card — Inquiry e Credit Card — Recurring

e Credit Card - Force e Credit Card - Installment
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Depending on your user and terminal rights, this section describes how to:

Add

This action allows you to add card information into Card Manager.

Search

This action allows you to perform various actions to existing card information.

Notes:

The terminal must be setup for tokenization in order to have access to the card manager

All terminals within the same Converge account share the same card manager and can use the
same token as long as they are setup within the same token group. For all tokenization setup
questions or issues, call your system administrator or Elavon at 1-800-377-3962, option 2, option
2 (in Canada you are asked to choose either English or French for you language).

The terminal must be active to process live transactions. If your terminal is not active (not Live or
Suspended), call your system administrator or Elavon at 1-800-377-3962, option 2, option 2 (in
Canada you are asked to choose either English or French for you language).

Viewing Card Manager Totals

On the Main screen, you must select Card Manager to display the Card Manager Totals page,
along with the links to the Add and Search for card information.

The Card Manager Totals screen displays two charts:

e Bar Chart
Hovering over the bar gives the total number of cards listed in the search results. Click on any
bar in the chart to go to the Search Card Results screen, refer to the To Search for Card
Information for more information.

Note: In the legend, click on the card activity name to remove the card display bar from the
graph. Click on the card activity name a second time to have the card display bar
reappear.

e Pie Chart
Hovering over the pie slice gives the card type and percentage of that card used. Click on any
bar in the chart to go to the Search Card Results screen, refer to the To Search for Card
Information for more information.
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1. On the Main screen, select Card Manager to display the Card Manager Totals screen.
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2. The Card Manager Totals screen displays.
e Total Cards
This is the total number of cards you have saved in the card manager.

¢ Closed Accounts
This is the total number of accounts that have been marked as closed (those card
numbers are not valid for processing). This is only for accounts set up with Account
Updater.

e Expired
This is the total number of cards that have expired.

e Expired This Month
This is the total number of cards that expired in the current month.

e Expired Next Month
This is the total number of cards that will expire in the coming month.

Notes:

e For those terminals set up with the Account Updater, the system will attempt to check
the accuracy of the card information once a month for Visa and MasterCard
transactions.

e For those terminals set up with the Account Updater, the system will update as follows:

e Update the card number and/or expiration date of the recurring and installment
transactions for those accounts that have been marked as Match — Update
Account Info or Match — Update Expiration Date.

e Update the card number to Closed for those accounts that have been Closed or
with Stop Service.

e Send an email to the merchant with summary of the Account Updater changes
and instructions to contact the cardholder.

¢ Account Updater will not attempt to check any Closed card numbers.

e Closed card numbers will not run in the system again unless you change the card
number and expiration date associated with the card.
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Adding Card Information

The Add screen allows you to enter card information into Card Manager so that you do not have
to reenter your card information each time you wish to process a payment for a returning
customer.

1. On the Main screen, select Card Manager to display the credit card managing options along
with the Card Manager Totals screen.

2. Select Add to display the Add New Card Information screen.

Add New Card Information
Enter the information for this card. Mote that all fields with an asterisk (3) are required.
New Card Information
Payment Typa | Credit =] 4
Card Mumber; | #®
Expiration Date (MMYY) | *
Perform Account Verification: -
Company: |
Customer I0: |
First Mamae: | *
Last Name; | ¥
Billing Address Line 1: |
Billing Address Line 2: |
Billing Gity: |
Billing StateProvince: |
Billing Postal Code: |
Billing Couniry; | United States (USA) =l
E-mail Address: |
Phang Mumbar: |
=]
Descriplion:
|
Mdl Clear |

3. Enter the required information and any other optional fields that you wish to store. The Card
Manager will automatically populate the information the next time the card is used for a
payment.
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4. Click Add to add card information or select Clear to reset.

The system displays the response screen as follows:

Cadded successfully_)
Fayment Type Credit Card
Card Mumber: FEERRRRRREEE002
Expiration Date (MIWYY): 1215
Token: 4006343377048882
cCompany:
Customer 1D:
First Mame: Jane
Last Mamea: Doe
Billing Address Line 1: 123 Main 5t
Billing Address Line 2:
Billing City: Any City
Billing State/Province: Any State
Billing Postal Caode: 99994
Billing Country: LISA
E-mail Address: any.emaili@email.com
Fhone Mumber: 999-999-00994
Description:
Elackl

5. To add additional cards click Back to go to the Add New Card Information screen and
follow steps 2 through 4 above.
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Managing Card Information

The Search screen allows you to find and manage the card information that has been previously
entered into Card Manager.

The following describes how to manage your card information, you can:

e Search for card information

e Sort card information

e View card information

e Delete card information

e Update card information

e Process Credit Card Sale, Return, Inquiry, Force, or Auth Only
e Add credit information to Recurring

To Search for Card Information

This procedure describes how to conduct a search in Card Manager.

1. On the Main screen, select Card Manager to display the credit card managing options along
with the Card Manager Totals screen.
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2. Select Search to display the Search Card Information screen.

5.

Search Card Information

Enter the card manager search criteria.

Search Criteria

Search Crtena

First Mame I—
I |
I
I_
[Credit =]

Last Mame
Token Mumber (or last 4 digits of card)

Expiration Date (M)

Payment Type

Card Type Y =

Customer ID | [
I
I
I

E-mall Address

Phone Mumber

Company

[ Clear

Enter information for any field to filter search or select Search to display all of your cards
entered into Card Manager.

Click Search to search card information or select Clear to reset.

The system displays the Search Card Results screen:

Search Card Results

Seiect 3 card o review the detals.

[ ] vE] i

O % Dén s Waa ARSI wy raumal e PRSI

F s Eue 2ar (3t [P R PY P TP e —r— [rrerreeey NS oty

[ ] [ [E3H MammeTad  SSSABNCEN0N wry ammieal om S ASE Comparsy
Debita I Back Cispley, [28 =

Click Back to go to the previous screen which will reset for new information to be entered or

follow steps 1 through 4 above.
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To Sort Card Information

You can sort the card information results by clicking the E (up down arrows) in the column you
want to sort by as shown below.

You can sort on the following fields:

e First Name e CustomerID
e Last Name e Email

e Card Data e Phone

e Expiry Date ¢ Company

e Token

Search Card Results

Selert 3 card fo review the detals.

u

r e (3] s Waa SRR TR =y el e -

r Lite (2] - L ithE Hawelad Fetoutinlastie s B ARG AT D R R ABE Coimeplatey

r Jra [xa 1335 Mawm-Cand S5 HBEREN0H Yy smaidumaloon R A3 Comparsy
—I" —IH'J: Dinplay: |28 =

The system sorts the list of transactions based on your selection.

Search Card Results

Select & cad R0 review the detal

u sl

(=] [ g AR s SLANTIE alkaT e emaideal o G

mi Des 1213 vawnclard || 0msmeazipecent Eyrmaifemalome MMSISS S8 Compey

C s o G B ] Haseiad R bt - T L I e
Deistr I ﬂol:lil Duplry. |25 =

Note: When you click the up down arrows, the values in the column are sorted in ascending
order. If you click again, the values are sorted in descending order.
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To View Card Information

The following procedure details how to view the card information in Card Manager.

1. On the Search Card Results screen click on the link for Card Data to view the card

information stored in Card Manager.

Search Card Results

Select b cied R0 review the detals,

] - :

[m [ =—==ui) i an ARSI T akdd Bty RS Do e

] Dee 1 s WasmeTad  AOTSIEBETDH0OTY By amakgamal e 5953950 48D Compaey

[ g e 118 Hasteeteey M riGRRE NG ey =kl D= PR B ity
Deistr I Ihl:lil Diapley Iﬂ =

2. On the Card Details screen, the current information for the card is displayed.

Card Details

IMPORTANT MOTE:
It & strongly recommended that you atternpt a card verfication to ensure that the card information s

st accurate, especialy for ider transactions.

Cand Inlofmation
Token: 490634337 7048282
Payme Type Credit Card
Card Murber [Freeesresseegmz %
Card Type: Wiga
Exparation Date (MM 1215 ¥
Perform Acoounl Verfication. [0
Company |
Customar ID Ii
First Hama [rane
Last Hama |
w5 Ling 1 5
| usermo: Clerkl

Update | Detete | | Back |

3. Click Back to return to the Search Card Results screen.
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To Delete Card Information

This procedure details how to delete existing card information from the Search Card Results

screen.

1. On the Search Card Results screen, select the header row checkbox to delete all the cards in
your search result or select the checkbox next to the individual card you want to delete.

Search Card Results

Seiect & cand bo review the detals,

Card |nfoimation

wry pmaiSead com [
57y emeemadin. FFLAFLER RBC Cieoay
sty amaianad con L AR Compny

Displary. |25 ']

2. Click Delete to delete the selected card(s). A pop-up message will appear confirming you
want to complete the deletion with a warning message that the action cannot be undone.

Message from webpage il

@ Are you sure you want to delete the selected card(s)?

Once deleted, there is no way to recover them!

| Ok I Cancel

3. Click OK to complete your deletion or select Cancel to exit.
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To Update Card Information

The following procedure details how to update existing card information.

1. On the Search Card Results screen click on the link for Card Data to view the card
information stored in Card Manager.

Search Card Results

Select o Card R0 neview the detal,

MawmTad  AOSSLEBEMDNT
T I ]

by RRSHTE] D

vy 1maidamal com
s

- A3 Compary
- LB Dty

2. On the Card Details screen, update any information necessary.

Note: The fields highlighted in red with asterisks are required and the Card Number field

cannot be updated.

Card Details

IMPORTANT NOTE:
It i strongly recommended that you attempt a card werfication to ensure that the card information s

stil acowrate, especialy for older fransactions.

Cand Inlosmaticn

Token: 490634337T048582
Paymeal Type Cradit Card

Card Humber [P ®
Card Typa: Wies

Expiration Date (MMYY) 1215 | #

Pefarm Account Verficatisn: [0

Campany |

Gustomaer 1D Ii
First Hama [pane

LastNamg Joee

a5E Ling 1 n &

|vaeri: Clerk1
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3. Click Update to update Card Manager with the new card information.

The system displays the respective response screen as follows:

5.

Paymenl Tpe Credit Cang |
Card Nuamber, B 1 3
Expiration Diaba (M) 125
Token: L00534337T045882
Company ABC Company
Customags 1D
First b Jane
LastHams D
Billing Address Line 1; 123 Main 5t
Billing Address Line 2
Billing City: ANy Gy
Billing State/Provnce: Any Slate
Billing Postal Code H950
Billia § Coorii il USA
E-meaill Address: any.amalgemail.com
Phaong Mumibar §99-090-5099
v Firag Customer Account Data :I
Ciascripon
|
Back I

On the Card Details screen you can select Delete to delete the card from Card Manager. A
deletion confirmation box will appear click OK to delete the card or Cancel to exit.

If you select OK to delete, your card will be removed from Card Manager and you will be

taken back to the Search Card Results screen.

Note: The Delete action cannot be undone.

Message from webpage

@ Are you sure you want to delete this card?

QK I Cancel

X

On the Card Details screen you can select Back to be taken back to the Search Card Results

screen.
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To Process Credit Card Transactions

On the Card Details screen in the Card Transactions section you have the option to process
credit card transactions for the following transaction types:

e Sale

e Return

e Force

e Auth Only
Card Details

IMPORTANT NOTE:
Tt is strongly recommended that you attempt a card verification bo ensure that the card information is still
apourate, especially for older transactions.

Teken 4AF0GIHITIT TOARAEZ
Paymeni Type Cradit Card
Card Rambear, |-----""-"aaaz*

Update || Delete | Batk|

1. Select Sale and click Proceed to display the Credit Card Sale screen. Refer to the To Process
Credit Card Sale, Return, Force, Auth Only, and Verification Transactions section for complete
procedures on how to process the Sale transaction.
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The following example shows the Credit Card Sale screen.

Credit Card Sale

Sale

Order Section

Account Data;
Expiration Date(lMMYY):
Amount:

Card Present:

CW2 Indicator;

CWEZ

Salas Tax:

Imvoica Mumbar:

Enter the information for this transaction. Mote that all fields with an asterisk () are required.

41***"' L '!*gggu

LS

Iy Custom Lee.

e

[ |

Process | Cancel |

2. Click Process to send the transaction for authorization or Cancel to exit.
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3. Select Return and click Proceed to display the Credit Card Return screen. Refer to the To
Process Credit Card Sale, Return, Force, Auth Only, and Verification Transactions section for
complete procedures on how to process the Return transaction.

The following example shows the Credit Card Return screen.

Credit Card Return

Enter the information for this transaction. Note that al fields with an astersk (3) ane required.

Return

{rder Section
Account Data GRENSEEESEERGNT]

Expiraion Dabe{LMYY) I!I.! 15

Amoung | 3

B I . e

Ship 1o Phome: 95-F9Y- 3227

[EEmcsT] e

4. Click Process to send the transaction for authorization or Cancel to exit.

5. Select Force and click Proceed to display the Credit Card Force screen. Refer to the To
Process Credit Card Sale, Return, Force, Auth Only, and Verification Transactions section for
complete procedures on how to process the Force transaction.

The following example shows the Credit Card Force screen.

Credit Card Force

Enter the information for this ransaction. Note that al fields with an astensk (3) are required,

L5 —
owersegon

Account Dt ]

Exgpiration D ala{HYY) IF

Amounk Ii*

Sales Tax |

Irretiee HumBer |

Approval Code I— =

Da ML
g
s [} .

.|5hln1aPhunt- [estw o~ |

|
Process | Cancel I ‘ ‘
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6. Click Process to send the transaction for authorization or Cancel to exit.

7. Select Auth Only and click Proceed to display the Credit Card Auth Only screen. Refer to
the To Process Credit Card Sale, Return, Force, Auth Only, and Verification Transactions

8.

section for complete procedures on how to process the Auth Only transaction.

The following example shows the Credit Card Auth Only screen.

Credit Card Auth Only

Enter the information for this transaction. Mote that al fields with an astersk (%) are required.

Acrourd Dala GrEmsEEEREEROT]

Expiration Date MY frz15"]

Aenaunt ]
Sales Tax I—

Invaécs Mumbear: [

g Drabe{ DD

-

|5|1|DIJ}F'|1-{II'|E. (TS5 e

Note: The requirement for CVV is by-passed when set up for Card Manager.

Click Process to send the transaction for authorization or Cancel to exit.
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To Process Credit Card Balance Inquiry

On the Card Details screen in the Card Transactions section you have the Inquiry option.

Card Details

IMPORTANT NOTE:
It is strangly recommended that you attempt a card verification bo ensure that the card information is still
accurate, especially for older transactions,

Teken AF0GIHITT TOARAEE
Paymeni Type Cradit Card
Card Rambar, EEEEREEEEEERRARS S

.

Update || Delete | Back|

1. Select Inquiry and click Proceed to display the Credit Card Inquiry screen. Refer to the To
Process Credit Card Inquiry Transactions section for complete procedures on how to process
the Inquiry transaction.

The system displays the Credit Card Inquiry screen with the masked credit card number in
the Account Data box. The card account number cannot be edited.

Credit Card Inquiry

Enter the information for this transaction. Note that al fields with an asterisk (%) are required.

Aneounl Dats ApEhamsnessagnes
Expiration Daba{WMYY) 1315 | &
Card Presant =

Process I Cancal
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2. Click Process to send the transaction for authorization or Cancel to exit.

The Credit Card Inquiry Response screen displays the account balance.

Credit Card Inquiry Response

This 5 the authorization response information. Mote that al fields with an asterisk (%) are required.

Authoaieation Resulls
L=er Clerkl
Paymen Type: CREDITCARD
Transachon Type: HQINRY
Transacton IC: AAATAE-E48ER1S5-330A-AAE-DAFD-DOCDAGZATDTE
Crate I Tima: 0916014 003341 AN
Résponsa: BA
Message APPROWAL
Appioval Code: CvraoT
A¥E REsponse
Accourd Balancs 15928
CargHolder IF;
p‘wumum I;t""" I-'Im:‘
Expiration Dabe{MUYY [raes |
Repret | | View Recopt | Update Card Manager |

3. If your terminal is setup to automatically print receipts, Converge sends a receipt to the
printer. Otherwise, a separate window displays the receipt information and the system
prompts you to print the receipt.

4. On the Credit Card Inquiry Response screen you also have the option to Reprint, View
Receipt, or Update Card Manager.
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To Add Credit Information to Recurring

On the Card Details screen in the Card Transactions section you have the Add to Recurring
option.

Card Details

IMPORTANT NOTE:
Tt is strongly recomemended that you attempt a card verification bo ensure that the card information is still
apcurate, especially for older transactions,

Teken. AFOGIHNITT TOARAET
Paymeni Type Cradit Card

Cand Rember, Iu.- S T

Update | Delete | Back|

1. Select Add to Recurring and click Proceed to display the Credit Card Recurring screen.
Refer to the_To Add Credit Card Transaction to a Recurring Batch section for more
information on how to process the Recurring transaction.
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The system displays the Credit Card Recurring screen with all the information you previously

entered into Card Manager.

Credit Card Recurring

Eniter the information for this transaction Mote that 2 fiskds with an asterisk () are required.

| Ship by Phefie.

Ordar Sedction

Returing Transacion Type: lm*

Aceound Dala: geesssasniegney 3

Expiration Date[MiY) 1215 &

Amount |

Cuslornar Gode: I

Sales Tax —

Invgécs Mumibar. |

Bilkng Cycla: Monthly =k
I Last day of month

biexd Payment Date [ M=

Siip Payment Mo =]

Billeg Address

][]

2. Update the required fields and click Add to add the information to Card Manager or Clear to

reset.
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3. The Credit Card Recurring Response screen displays the information added.

Credit Card Recurring Response

Recurring

Order Information

Start Date(MIADDAYYYY): 095302014

Trangaction Type: RECURRING

Recurring ID: AAATAE-BIFFZT21-6606-4004-808B-FS0B00166869
Billing Cycle: HOMTHLY

Card Account Data; 3 it - - 11234

Expiration Date(MKYY): 1215

Amaunt: 10,00

Address: 123 Main 5t

Postal Code: 89999

Mext Paymeant Date: 025302014

Hilling Address

Ky Cuistv. |

[ Cancel I ' Update Card Manager [

4. If your terminal is setup to automatically print receipts, Converge sends a receipt to the
printer. Otherwise, a separate window displays the receipt information and the system
prompts you to print the receipt.
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Chapter 3: Managing Unsettled

Transactions (Current Batches)

The Current Batches section displays the current transactions that have been processed but have not
been submitted for settlement. This section may display credit card, debit card, cash benefit, food stamp,
electronic check or gift card transactions that have been authorized, depending on your terminal setup
(refer to the Using Your Virtual Terminal section for information on how to process transactions). The
Main virtual terminal screen provides access to Current Batches.

Notes:

The terminal must be active to settle transactions. If your terminal is in a Not-Active or Suspended
status, call your system administrator or Elavon support at 1-800-377-3962, option 2, option 2 (in
Canada you are asked to choose either English or French for you language).

All open authorized transaction in the batch if not settled will be automatically deleted after a
specific period of time:

e Retail and Service transactions are auto deleted after 7 days.
e Mail Order or Internet transactions are auto deleted after 30 days.

Transactions that are pended or set to review will not be included in the settlement, those
transactions must be unpended or released.

A terminal that is enabled with Multi-Currency will auto settle at 6:00 PM EST. No manual
settlement is allowed.

The system places these unsettled (open) transactions into of the following categories:

Error

This category contains a list of declined credit cards, checks, or error transactions.

Auth Only

This category contains a list of all authorized authorization only transactions.

Recurring

This category contains a list of all created recurring and installment payments.

Main

This category contains a list of all approved credit card, debit card, cash benefit, food stamp, and
electronic check transactions.
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e Gift Card

This category contains a list of all approved gift card transactions.

e Cash

This category contains a list of all approved cash transactions.

¢ Imported Batches

This category contains a list of all imported credit card or recurring/installment batches.

CURRENT BATCHES

Search

Wi

View Receipts

|

[ Reprint Receipts ]

Filter

Filter

|

l Add to Recurring ‘

Delete

Search

Filter

[Unsettled Transactions)
| ized Transacti ‘ v
AuthOnly Recurring N /" man ) [ GiftCad N\ / Cash Imported
Submit for Payment Downlozd Files [ sme || |[sewe | Batches
Import
[ Resuthorize ] | | [Genorato Roports | ([ Remove Expirea | [ settoRevew | [ vpowe | [_uowe ] ]
oo || Comtrenn )| | [ ver J| v ]
[ Delete J [ Rel ] [ = ] Void l Sort ] I Sort |
w Pend [ Search ] I Search l
Sort Unpend _ _“ Filter Filter
[ Search ] [ Delete | [EI l ‘ Kl L \l L
Delete Unpend
=
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Viewing Current Batches Transaction Activity

On the Main screen, you must click Current Batches to display the current transaction activity

chart, along with the links to the different batches. The system displays the Current Transaction
Activity screen which gives the transaction count of the Error, Auth Only, Recurring, Main, Gift
Card, Cash, and Imported Batches current batches at a glance.

sl Bl G il FEETING
FETANL

B ot Card

B DebECad

B Fred Stamg
Caah Bl
EMI B CTHI
Gl gl

EED

Cash

W Card Winager
‘Cutrent Maiches
& Emor

& Ay Oy
= Ry

= A
= Cidh
= rgrind Bichid

B Seled Dakitea
B ExperiLag

Py Pty
Ty o nn

Current Transaction Activity
Thiks by, e, thet Dikal pesbtr o iraramiihons i sach Demint babth toe,

Loyaity

e

Ll

B

T
e

-
[ 3

Vgl ol Trarviins tboens.

Wiwer Mihonn BReviag s o B usyshy B sgrsd Wl

T T T
) L) a0 Had L) )

1. Click on each bar individually to display the screen and transactions for that batch.

2. Inthe legend, click on the batch name to remove the batch display bar from the graph. Click
on the batch name a second time to have the batch display bar reappear.

Note: You must be granted the Current Batches user right access in order to perform any

activities in Current Batches.
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Viewing Current Batches Transactions

Converge allows you to see your open transactions for various payment and transaction types.

To View Current Batches Transactions for all Payment Types in One Batch

You can view open transactions together in one batch for the following payment types:

e Credit Card

e Debit Card

e Food Stamp

e Cash Benefit

e Electronic Check

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

2. Select Main to display the Current Batches: Main screen. The following fields will show:

e UserID e Last Name
e  Card Type e Card Data
e Tran Type e Entry Type

e Tran Date

Currency (for Multi-Currency terminals only)

e Tran Time Total Amount

e  First Name
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3. To view details of a particular transaction, select the Card Data link for the transaction details

you want to view.

Current Batches: Main

Current Open Transactions

Select a transaction to review the authorization details.

! | Filter.

User Tran Tran First Last Entry Total
Card T Tran T Card Data
ﬂ Date B | Time | Name & | Name amea Amount &3

[[] Clerk! Electronic Check Conversiononly 08/28/2015 14:50 Jane L i 3210 &.00

|:| Clerk1 Electronic Check Conversiononly 06/258/2015 14:4%9 John Doe K 5.00

[] clerkt Credi Card Sale 08/26/2015 1448 K 7.00

[[] Cclerkt Credi Card Sale 08/268/2015 1448 K 5.00

[[] clerki Credit Card Sale 06/26/2015 1447 K 4.00

[] clerkt Credi Card Sale 08/26/2015 14:48 Jane Doe K 3.00
|Void || Settle Selected || Settle All | Addto Card Manager |

Transaction Count: 6 Net Amount: $ 33.00

Display:

To View Current Batches Transactions by Transaction Types

You can view transactions individually for the following transaction types:

e Error e Food Stamp

e Auth Only e  Cash Benefit

e Recurring e Gift Card

e  Credit Card e Cash

e Debit Card e Imported Batches

e Electronic Check
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To View Current Batches Error, Auth Only, Recurring, Main, Gift Card, and Cash
Transactions

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

e Select Main to display the Current Batches: Main screen (refer to the note below)
Select Gift Card to display the Current Gift Card Activity screen

Select Cash to display the Current Cash Activity screen

Note:

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

Select Credit to display the Current Batches: Credit Card screen

Select Debit to display the Current Batches: Debit Card 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. To view details of a particular transaction, select the Card Data link for the transaction details
you want to view.

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

User Tran Tran Tran Tran Last Card Data Entry AVS Cwv2 Total
(1] +] status B | Type B Date B Time Name B e Typed | Coded Code B Amount B}
O K u

Clerk1 Sale 06/26/2015  14:48 41 1111 7.00

[ clerkt Sake 087262015 14:48 K u 5.00

[] Clerki Sale 06/26/2015  14:47 4 1114 K u 4.00

[] Clerki Sale 06/26/2015  14:46 lane Doe 41 1111 K u 3.00
| Delete |‘ Set to Review || Release H Pend || Unpend || Settle Selected || Settle All || Add to Card Manager |

Transaction Count: 4 Net Amount: $ 19.00 Display: |25 v
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The system displays the details of the transaction in the respective response screens as

follows:

For this transaction type

This screen displays

Error Current Error Batches Response

Auth Only Current Batches Auth Only Response
Recurring Current Batches Recurring

Credit Card Current Batches: Credit Card Response
Debit Card Current Batches: Debit Card Response
Food Stamp Current Batches: Food Stamp Response

Cash Benefit

Current Batches: Cash Benefit Response

Electronic Check

Current Batches: Electronic Check Response

Gift Card

Current Batches Gift Card Response

Cash

Current Batches Cash Response

The following example shows the Current Batches Main Response screen (for terminals that
have a signature capture device).

Traansaclion Detail

Current Batches Main Response

This Is the authorization response information. Mote that al fields with an astersk (%) are required.

User Clark1

Payment Type: CREDITCARD
Transaction Type: SALE

Transaction IO ARATAE-04B506A5-22T0-409C-0T4F-BACO1 6119797
Drabe § T QRrZ32014 09:03:07 AM
Response BA

Mezsage: APPROVAL

Approval Code: CVIBT2

VS Response:

Account Balance: 10.00

(Signature Prasent Yas )

CardHolder IP;

| Ship to Phone: |

Update |  Reprint |

Add to Recurming

| [ ViewRecaipt | Vo | Update Card Manager

s

Cancel |
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Note: The Signature Present indicator value of Yes displays when the transaction has a
signature image associated with it. This value is only viewable for those terminals
identified as having a signature capture device.

The following example shows the Current Batches Credit Card Response screen showing
the new DBA Name field.

Credit Card Sale Response
This is the authorization response information. Mote that al fields with an asterisk (32) are required.
Muthorizabion Results
User, Clarki
Praymant Typa: CREDITCARD
Transachon Type: SALE
Transacion I AAAB430-00C551D4-81E2-4EFA-3FB1-2D 14D B0 Z0 48T
Date | Time: 0S0R014 D155 P
Responss A
Message: APPROVAL
Approval Code: CviiT
AV3 Response:
CWW2 Responsa; U
Aroount Bakanos: 1.00
CarcHolder IF:
(BB Hame My DEAName )
I LUsiom. 1
Updato | | AddtoRocuning | | ViewRecoipt | | Update Casd Manager |

To View Current Batches Imported Batches Transactions

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

2. Select Imported Batches to display the Imported Batches screen.

The Imported Batches screen displays the response data for a terminal sorted by process
start date and time, with the most recent file process listed first.

Imported Batches

Select & responss e to view the trarsaction detals.

o Fike Mame B St | User D] | fie Type B | Stan Date ] | Start Teme | End Dafe B | End Time | Tolal B | Approved B | Fasled B
HyC ch File Coempiiele Claric] Credt Cargd T4 Tdz10d [arE214 l4z2ar z 1 i
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Notes:

e Access to view batch information is dependent on your user rights and the
configuration of the terminal.

e The Display control sets the number of transactions displayed per page. The default

value is 25 but you can change it to 50, 75, 100, 250, 500, 750 or 1,000 records by
means of the drop-down list.

o If there are more transactions than are specified by the Display control, Converge
displays navigation buttons in the title bar above the table. The left side of the title bar
displays the number of items currently shown.

3. To view the transactions in a specific batch response file, click Response File Name.

The Imported Batch Transactions screen displays the transactions.

Imported Batch Transactions

These are the transattions present in the batch.

Hource File Hame | Credt Babth .o
Filia Typd Credit Card
Uzer il el

1 e an 1z Srem— 0 B0 APPRIWAL
2 Jance g L 1T 400 L2208 Exz Date rapld E2ih]
Back
Transaction Cownt: 2 Display: [25 j'
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Managing Batch Transactions

The screens and controls for Current Batches allow you to perform one or more of the following

functions:
e Sort transactions e Re-authorize error transactions
e View transaction receipts e Void or delete transactions
e Re-print transaction receipts e Download batch files
e Update transactions e Generate reports
e Pend and unpend transactions e Search for transactions
e Set transactions to review e Filter transactions
e Release reviewed transactions e Settle transactions
e Add signature to transaction e Manage recurring and installment

transactions

To Sort Current Batches Transactions

You can sort transactions for all the transaction types by clicking the E (up down arrows) in the
column you want to sort by as shown below.

You can sort on the following fields:

e UserlD e Last Name

e Card Type e Card Data

e Tran Type e Entry Type

e Tran Date e Currency (for Multi-Currency terminals only)
e Trantime e Total Amount

e First Name
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Choose a column to sort your information.

Current Batches: Main

Select a transaction to review the authorization details.
Current Open Transactions | | | | Filter:
N e e e A e

[] Clerkl Electronic Check Conversiononly 06/26/2015 14:50 Jane L} 3210 8.00
[[] clerk! Electronic Check Conversiononty 08/26/2015  14:49 John Doe L i’ 3210 K 6.00
[] clerkt Credit Card Sale 06/26/2015  14:48 4 Fm—— 1111 K T7.00
[] clerkt Credit Card Sale 08/26/2015  14:48 4 Fem——— 1111 K 5.00
[] Cclerkl Credit Card Sale 08/26/2015 14:47 L3 il K 4.00
[] clerkt Credit Card Sale 08/26/2015  14:48 Jane Doe L 1111 K 3.00
|Void ||  Settle Selected || Settle All || Add to Card Manager |
Transaction Count: 6 Net Amount: $ 33.00 Display:

The system sorts the list of transactions based on your selection.

Current Batches: Main

Select a transaction to review the authorization details.

Current Open Transactions | |

User Tran Tran First Last Total
Card Tt Tran T
ﬂ paieB e jemeB e D Amount

[] Clerkl Electronic Check Conversiononly 06/26/2015 14:50 Jane K 8.00
[] Clerkl Electronic Check Conversiononly 06/26/2015 14:49 John Doe K 6.00
[] clerkt Credit Card Sale 06/26/2015  14:48 K T7.00
[] clerkt Credit Card Sale 08/26/2015  14:48 K 5.00
[] clerk1 Credit Card Sale 06/26/2015  14:47 K 4.00
[] clerkt Credit Card Sale 08/26/2015  14:48 Jane Doe K 3.00
|Void ||  Settle Selected || Settle All || Add to Card Manager |
Transaction Count: 6 Net Amount: $ 33.00 Display:

Note: When you click the up down arrows, the values in the column are sorted in ascending
order. If you click again, the values are sorted in descending order.

To View Current Batches Transaction Receipts

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

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

© Elavon Incorporated 2015 157



Converge Transaction Processing Guide CON-0001-D

2. Select Main to display the options available.

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

e Select Credit Card to display the Current Batches: Credit Card screen

e Select Debit Card to display the Current Batches: Debit Card 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

4. Select the link in the Card Data column for the transaction receipt you want to view.

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 Download | Reports | Reports Plus | Search | Filter:
User Tran Tran Tran Tran First Last Card Data B3 Entry AVS Total
1]+] Status B Type B Date B Time Name B Name B Type B Code B Code l Amount
Clerk1 Sale 06/26/2015  14:48 1111 7.00

D Clerkt Sale  0BIZ62015 14148 - K v 5.00
[] Clerk Sale 06/26/2015  14:47 41* =1111 K u 4.00
] Clerk Sale 06/26/2015  14:48 Jane Doe 4 1111 K u 3.00

| Delete || Set to Review || Release H Pend || Unpend || Settle Selected || Settle All || Add to Card Manager |
Transaction Count: 4 Net Amount: $ 19.00 Display. |25 v

The system displays the details of the transaction in the respective screens as follows:

For this transaction type | This screen displays

Credit Card Current Batches Credit Card Response
Debit Card Current Batches Debit Card Response
Food Stamp Current Batches Food Stamp Response
Cash Benefit Current Batches Cash Benefit Response
Electronic Check Current Batches Electronic Check Response

© Elavon Incorporated 2015 158



Converge Transaction Processing Guide

CON-0001-D

5.

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

Current Batches Credit Card Response

This is the authorization response information. Mote that al fields with an asterisk (32) are required.

Aulhoriraiion Resulls

User 001388

Paymien Type: CREDITCARD
Transaction Type: BALE

Transaction I0¢ AAABA3A-COICTODD-3E90-4FES-B538-1CB402EBIBAF
Diate F Time: DAMEr2014 03:37:55 P
Response: Al

Message: APPROVAL

Approval Code: CHG2E

AVS Response

Account Balance! 10.00

CardHaolder IF;

Account Drata [Fe""rzzs |
Expiration Date{Mhe) [zs ]
Amount [ro.00 3*

i

| Ship to Phone: |

Update | ' Repint | | AddtoRecuring | | ViewReceipt | Void| | Addto Card Manager |'cmd|H

Click View Receipt.
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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' FESTRURANT ZTORE " RESTRUREMT STORE
D 1734000802 19006 11000 DILTZA000E0 1800611000
Date: 06/21/200= 09 :14:02 AH Date: 06/FLF2003 O 14 ;02 AH
CEEDIT GRED ZRLE GEEDIT GRED GELE
R=E-F=R-] =H-T R=E=F-R-I =T
CIRD NUEBER: **+*+++*+'3003 K B rerrrrrr————
BASE ANOUNT: $20.00 BRECE RHOTT: $20.00
TIF BAOCUT: TIP AHOUNT:
TOTRL FEOTRT: TOTRL T :
AFPROCEL D : W4052 RPPROVEL CIv: M14032
EECOED #; e FECORD & : ooy
CLERE 1D: Clzzkl CLEFE ID: Clexkl
K
{CARDHOLDER "2 Z1GETURE} Castomer Copy
I REFEE TO PAY THE AMWE TOTRL RHMET
ACCORDING TO TE CRED [35UER AGCRERHENT
(HERCOTNT AGREEENT [F REDI T WOUCIER)
Heechnre Copy
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For transactions that have sighature images associated with them:

For credit card Sale, Force, Auth Only, and Return transactions that have signature images

associated with them, and terminals set up with a signature capture device, the system
displays Yes in the Signature Present field.

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
0010548510000000724904

Date: 09/26/2011 01:38:44 EM

CEELDIT CARD SALE
R-E-P-R-I-N-T

CARD NUMEER: *#&%%%&&%&4757 K
TREAN RMOUNT: £3.00

RECORD #: ooz

CLERK ID: jwil

p o =a

{CAEDHCLDER'S SIGHMATURE}

I AGREE TO FRY THE ABOVE TOTAL AMOUNT
BCCORDING TO THE CARD ISSUER AGREEMENT
{MERCHRNT AGREEMFNT IF CREDIT VOUCHER)

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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To Re-print Current Batches Transaction Receipts

Converge allows you to reprint transaction receipts. On the appropriate response page, click

Reprint.

The followin

g example shows the Current Batches Main Response screen.

Current Batches Main Response

This s the suthorzation response infarmation. Mote that al fields with an asterek (%) are requined.

Transaction Detai

Authoriration Res

Lger Clerkl

Payrnent Type: CREDITCARD
Transaction Type: SALE

Tranzaction 1D: ARATAD-1D1DCO56-ABFC-4ADT-04E0-0FBAGDTDEF 1E
Dhaba § Tirme: OBAT2074 080227 AN
Response: A8

Mezzags: APPROVAL

Approval Code: G141

AVE Response:

Account Balance: 10,04

CardHalder IP;

Armourl

Actoum Data FI.""""“‘”“""!IEED
Expiration Dabe(lkTY) II.EIE

[10.00 *

| Ship to Phone: |958-509-9959 |
Update | | Reprint | AddtoRecuming | | ViewReceipt | [Void| | Acdto CadManager | | Cancel | H
Notes:

© Elavon Incorporated

You must allow Converge in the browser pop-up blocker in order for the receipt to
show.

If Serial Printer is selected as the Printer Type under the Printer options in the
terminal profile, a receipt is sent to the serial printer.

If Parallel Printer is selected as the Printer Type, a separate window displays the
receipt information and the system prompts you to print the receipt.
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To Update Current Batches Transactions

Converge allows you to update transactions after they have been entered and approved, and
before they are settled. You can update transactions from the following transaction types:

Error
Auth Only
Recurring
Main

Gift Card
Cash

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.

Select Gift Card to display the Current Gift Card Activity screen.

Select Cash to display the Cash Activity screen.

3. Select the link in the Card Data column for the transaction you want to update.

The

following example shows the Current Batches: Main screen.

Current Batches: Main

Select a transaction to review the authorization detais.

Current Open Transactions ) ad 5 Plus rch | Filter:

User Tran Tran First Last Entry Total
Card T Tran Tt d Data
ﬂ pate | Time | Name & uameawpea Amount &

[[] cClerk! Electronic Check Conversiononly 08/26/2015 14:50 Jane IhiE———— 3210 2.00
[] Clerk! Electronic Check Conversiononly 08/26/2015 14:48  John Doe T 3210 K 6.00
[] clerkt Credit Card Sale 06/26/2015 14:48 K T7.00
[] Clerkt CreditCard Sale 06/26/2015 1448 41 1111 K 5.00
[ clerkl Credit Card Sale 06/26/2015 14:47 4= 1111 K 4.00
[[] clerkt Credit Card Sale 08/26/2015  14:46 Jane Doe 41 1111 K 3.00
| Settle Selected || Settle All || Add to Card Manager |
Transaction Count: 6 Net Amount: $ 33.00 Display: [28 v
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The system displays the details of the transaction in the respective screens as follows:

For this transaction type | This screen displays

Error Current Error Batches Response
Auth Only Current Batches Auth Only Response
Recurring Current Batches Recurring

Main Current Batches Main Response

Gift Card Current Batches Gift Card Response
Cash Current Batches Cash Response

The following example shows the Current Batches Main Response screen.

Current Batches Main Response

This is the authorzation response information. Mote that al fields with an asterisk (%) are required.

Authoriration Resulls

User Cherkd

Payrnent Type: CREDITCARD
Transaction Type: SALE

Tranzaction ID: ARATAD-1DDCO56-ABFC-4ADT-04E0-0FBASDTDEF1E
Drabe i Time: Q872074 0802227 AR
Response: AA

Messags: APPROVAL

Approval Code: Chi141

AVE Response:

Accoum Balance: 10000

CardHalder IP:

Aetaunt Data [+ +==+===rgqmn
Expiration Dabe(LIMYY) [zis
Arnoun 100 *

| Ship to Phone: |996-599-9939 |

Update | | Reprint | | AddtoRecuring | | ViewReceipt | [Void| | Addto CardManager | | Cancel |

4. Update the information in the desired fields.
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Notes:

e You can update the Tip Amount only from Current Batches.

e The Tip Amount can be updated with the Cardholder Currency, if the cardholder has
indicated this in the receipt. The Tip Amount in the Cardholder Currency is
reconverted back to the merchant’s currency, and then the total Amount is displayed.

e When the Tip Amount is updated, Converge does the following:

e On anon-DCC transaction, recalculate the Amount as Base Amount + Tip
Amount.

e On a DCC transaction, convert the Tip Amount from the cardholder’s currency into
the merchant’s currency.

¢ You cannot update the Tip Amount on partially approved transactions.

e You must confirm the Tip Amount entered prior to updating the tip.

Confirmation: Tip Amount has been changed. Are you sure you wani to continue?

[ ok | [ cancel

5. Click Update.
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The system updates the information and displays a message that indicates that the
transaction was updated successfully.

@ransaction AA48438-41F98359-0428-42A4-B893-1A57B9EOE3FD has been successfully updated )

Credit Card Sale Response

This Is the authorization response information. Note that all fields with an asterisk (3¢) are required.

Transaction Detail

Authornzation Results

User. StoreClerk

Payment Type: CREDITCARD

Transaction Type: SALE

Transzaction D AA4B43B-41FO8350-0428-42A44-BR93-1ASTBIEIEIFD

Date J Time: 09/09/2014 10:56:59 AWM

Response; AR

Message: APPROVAL

Ship 10 Cue Flease . Y "]

Ship to Phone: | _ |
Update | ' Reprint | | Add to Recurring View Receipt_ |

To Pend Current Batches Transactions

The Pend function pends the currently selected transactions within a batch. Pended transaction
cannot be settled until they are unpended.

You can pend the following transaction types from the following batches:

For this transaction type | Pend from this batch
Credit Card Auth Only Auth Only

Credit Card Sale Credit Card

Credit Card Force Credit Card

Credit Card Return Credit Card
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On the Main screen, select Current Batches to display the current batches options.

To select the transaction you wish to pend, do one of the following:

e Select Auth Only to display the Authorization Only screen.

e Select Credit Card under Current Batches: Main to display the Current Batches: Credit
Card screen.

Select the check box by the transactions you wish to pend.

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 | | | | Filter:
User Tran Tran Tran Tran First Last Card Data [ Entry AVS Total
1]+ Status B Type 4] Date Time Name Name B Type 8 Code B Code H Amount B
Clerk1 06/26/2015  14:48 Jopasisisn 1111 ] 7.00
Clerk1 Sale 06/26/2015  14:48 41 1111 K u 5.00
[ Clerkt Sale 06/26/2015  14:47 Jppesisisia 1111 K 1] 4.00
[0 clerkt Sale 06/26/2015 1446 Jane Doe gresssq g g K u 3.00
| Delete || Set to Review || Release ‘ Pend b Unpend || Settle Selected H Settle All || Add to Card Manager |
—
Transaction Count: 4 Net Amount: $ 19.00 Display:
4. Click Pend.

The system pends the currently selected transactions and displays Pended in the Trans
Status column for the selected transactions.

Current Batches: Credit Card

Select a transaction to review the authorization details.

Current Open Transactions | Filter:
« 4 items.

User Tran Tran Tran Tran First Last Card Data ) Entry AVS

(1] %] Status B Type 8 Date Time Name B Name Type B | Coded Code E Amou nt H

Clerk1 06/29/2015 g 111 u 7.00

|:| Clerkt Sale 062802015 0946 T 111 K u 5.00

[] Clerk Sale 06/29/2015 08945 (RS 111 K u 4.00

[]  Clerk Sale 06/29/2015  09:44 Jane Doe gpreeeereess 111 K u 3.00

‘ Delete || Set to Review || Release || Pend || Unpend || Settle Selected || Settle All || Add to Card Manager |
Transaction Count: 4 Net Amount: $ 19.00 Display:
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To Unpend Current Batches Transactions

The Unpend function removes the Pend status for the currently selected transactions within a
batch once unpended transactions are able to be settled.

You can unpend the following transaction types from the following batches:

For this transaction type | Unpend from this batch
Credit Card Auth Only Auth Only

Credit Card Sale Credit Card

Credit Card Force Credit Card

Credit Card Return Credit Card

1. On the Main screen, select Current Batches to display the current batches options.
2. To select the transaction to unpend, do one of the following:
e Select Auth Only to display the Authorization Only screen.
e Select Credit Card under Current Batches: Main to display the Current Batches: Credit
Card screen.
3. Select the check box by the transactions you wish to unpend.

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

User Tran Tran Tran Tran Last Card Data g Entry AVS Total
(1] 4] Statusg | Type B Date Time Name B Type 4] CodeB Code H Amount [

Clerk1 Sale 06/28/2015 0 i 1111 T.00
Clerk1 Pended Sale 06/29/2015 R 1111 K u 5.00
|:| Clerk1 Sale 06/29/2015 09:45 4 |rerErrrEE 1111 K u 4.00
|:| Clerk1 Sale 06/29/2015 09:44 Jane Doe 4 rEr——— 1111 K u 3.00

‘ Delete || Set to Review || Release || Pend H Unpend ]} Settle Selected || Settle All H Add to Card Manager |
Transaction Count: 4 Net Amount: $ 19.00 Display: |28 W

4. Click Unpend.
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The system removes the Pend status for the currently selected transactions.

Current Batches: Credit Card

Select a transaction to review the authorization details.

Current Open Transactions D¢ ad | Reports | Reports Plus | Search | Filter:

User Tran Tran Tran Tran First Last Card Data [ Entry AVS cvv2 Total
(18] ¢ | statusf] | Type@ Date ] Time Hame [ Hame [ Type B | Code Code H Amount
u

Clerk1 Sale 06/29/2015 e A1) 7.00

|:| Clerk1 Sale 06/29/2015 41 111 K 5.00

[] Clerki Sale 06/29/2015 0945 (s 1111 K ] 4.00

] clerki Sale 06/29/2015 0944 Jane Doe 41 111 K u 3.00
‘ Delete ‘| Set to Review || Release H Pend || Unpend || Settle Selected || Settle All H Add to Card Manager |

Transaction Count 4 Net Amount- $ 19.00 Display: |25 v

To Set Current Batches Transactions to Review

The Set to Review function changes the status of the currently selected transactions to Review
within a batch. Transactions that are Set to Review cannot be settled until they are released.

You can review the following transaction types from the following batches:

For this transaction type | Review from this batch
Credit Card Auth Only Auth Only

Credit Card Sale Credit Card

Credit Card Force Credit Card

Credit Card Return Credit Card

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

2. To select the transaction you wish to set to review, do one of the following:

e Select Auth Only to display the Authorization Only screen.

e Select Credit Card under Current Batches: Main to display the Current Batches: Credit
Card screen.

3. Select the check box by the transactions you wish to review.
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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 | | | | Filter:

User Tran Tran Tran Tran First Last Card Data Entry AVS Total
1] +] Status B Typeﬂ Date B Time | NameB | NameB TyueE Code B CodeE Amount B

Clerk1 06/26/2015  14:48 u 7.00
. Clerk1 Sale 06/2602015  14:48 K u 5.00
[] Clerkt Sale 06I2612015  14:47 K u 4.00
[ clerki Sale 06/26/2015 14:46 Jane Doe K u 3.00
| Delete | Set to Review D Release H Pend H Unpend H Settle Selected H Settle All || Add to Card Manager |
—
Transaction Count: 4 Net Amount: $ 19.00 Display:

4. Click Set to Review.

The system sets the status of the currently selected transactions to Review in the Trans
Status column.

Current Batches: Credit Card

Select a transaction to review the authorization details.
Current Open Transactions | | | | Filter:

User Tran Tran Tran Tran First Last Card Data B Entry AVS Total
(1] +] Status B TypeH Date B Time | NameB | NameB TypeH Code B Co:leH Amount B

Clerkt 0812012015 e 1111 7.00

Clerkt Sale 08292015 09:46 apemmmm—g K u 5.00

|:| Clerkt Sale 0B/20/2015  09:45 e 1111 K u 4.00

[ Clerkt Sale 0BI29/2115  09:44 Jane Doe gy 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:

To Release Reviewed Current Batches Transactions

The Release function releases previously reviewed transactions within a batch. Once released,
transactions are able to be settled.
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You can release the following transaction types from the following batches:

For this transaction type | Release from this batch
Credit Card Auth Only Auth Only

Credit Card Sale Credit Card

Credit Card Force Credit Card

Credit Card Return Credit Card

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

2. To select the transaction you wish to release, do one of the following:

e Select Auth Only to display the Authorization Only screen.

e Select Credit Card under Current Batches: Main to display the Current Batches: Credit
Card screen.

3. Select the check box by the reviewed transactions you wish to release.

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 pad us | Search | Filter:

User Tran Tran Tran Tran First Last Card Data [ Entry AVS Cwwv2 Total
1] +] Status B Type B Date B Time Name B Name B Typed | Coded Code B Amount [8
| K u

Clerk1 Sale 067292015 11:01 R 7.00

Clerk1 Review Sale 067292015 09:45 S i LR K u 5.00

[] Clerki Sale 06/29/2015  11:01 (P K u 4.00

[] Clerkt Sale 06/29/2015  11:00 Jane Doe 4 { {f K u 3.00
| Delete ‘| Set to Review k Release ‘ Pend || Unpend H Settle Selected H Settle All || Add to Card Manager ‘

Transaction Count 4 Net Amount $ 19.00 Display: |25 v

4. Click Release.
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The system releases the currently selected transactions and removes the Review status from
the Trans Status column.

Current Batches: Credit Card

Select a transaction to review the authorization details.

Current Open Transactions

- 4items

User Tran Tran Tran Tran First Last cardData Entry AVS cwwv2 Total

(1] 4] Status ] | Type Date B} Time Name Name Type B | Codel Code H Amount B
08/28/2015
05/28/2015

06/20/2015
06/20/2015

Clerk1 Sale
Clerk1 Sale
Clerk1 Sale
Clerk1 Sale

09:45
09:44

Jane

Doe

41*
41
41*
41=

=111
=111
=111

=111

K
K
K

ts Plus | Search | Filter:

.00

u 5.00
u 4.00
u 3.00

‘ Delete || Set to Review || Release || Pend || Unpend || Settle Selected || Settle All H

Add to Card Manager ‘

Transaction Count: 4 Net Amount: $ 19.00

Display. |25 ™

To Add Signatures to Current Batches Transactions

You can add a signature to an existing approved transaction for the following transaction types:

Notes:

Credit Card Sale
Credit Card Force
Credit Card Return
Credit Card Auth Only

Electronic Check Purchase

The terminal must be setup for signature capture option. The signature capture option is

only available for those terminals with the following payment types:

e (Credit Card

e Electronic Check

A supported signature device must be in place to add a signature

You cannot add a signature to a transaction that already has a signature

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 Auth Only to display the Authorization Only screen.

Select Main to display the Current Batches: Main screen.
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3. Select the link in the Card Data column for the transaction to which you want to add a

signature.

The following example shows the Current Batches: Main screen.

Current Open Transactions

User | Card Tran Tran Tran Last
Card Data
n Type & Typeﬂ E-

Current Batches: Main

Select a transaction to review the authorization details.

| |

Ent Total
Type B | Amount 5
K

|:| Clerk1  Credit Card 08/29/2015  11:30 John Smith 41 1111 10.00

|:| Clerk1  Credit Card Sale 08/29/2015  11:01 N 1111 K T.00

|:| Clerk1  Credit Card Sale 06/29/2015  11:01 T 1111 K 4.00

[] clerkl CreditCard  Sale 06/28/2015 1100 Jane Doe g reE—— 1111 K 3.00

D Clerk1 Credit Card Sale 06/29/2015 09:46 [ ARLERLLELE 1111 K 5.00
|Void || Settle Selected || Settle Al || Add to Card Manager |

Transaction Count: 5 Net Amount: $ 29.00

Display:

The system displays the respective response screen as follows:

For this transaction type | This screen displays

Auth Only

Current Batches Auth Only Response

Main

Current Batches Main Response
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The Current Batches Main Response screen displays the details of the transaction.

Current Batches Main Response

This Is the authorization response information. Mote that al fields with an asterisk (%) are required.

User Clark1

Payment Type: CREDITCARD
Transaction Type: SALE

Transadtion ID: ARATAE-04B506A5-82T0-409C-0T4F-BACO1 6119797
Drabe § i 02232014 09:03:07 AM
Rezponse AR

Mezsage: APPRIOVAL

Approval Code: CVIET2

VS Response:

Account Balance: 10.00

(Eignatura Prasant Yas )

CardHolder IP;

e

| Ship to Phane: I |

Update | [Reprint | | AddtoRecuming | | ViewRecopt | |[Veed | Update Card Manager | | Cancel |

Note: The Signature Present indicator value of Yes displays when the transaction has a
signature image associated with it. This value is only viewable for those terminals
identified as having a signature capture device.

4. If you need to add a signature and your terminal is set up for a signature capture device,
select the transaction type and do one of the following:

e C(Click Add Signature on the Current Batches Auth Only Response screen.

e C(Click Add Signature on the Current Batches Main Response screen.

5. The device displays, Please sign message to the customer.
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The payment form displays a message to the merchant, Customer prompted to sign. Please

wait!

Credit Card Sale Response

Iransaction Detail

Authorization Resulls

User:
Payms
Transq
Transi
Date /
Respa
Messa
Approy

Customer prompted to sign. Please wait!

AVE Response:

CW2 Response: P
Account Balance: 10,00
CardHolder IP:

This is the authorization response information. Mote that al fields with an asterisk (32) are reguired.

31259591FBG

6. The customer signs.
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If the customer cancels the signature entry, the response page 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

Transaction Detail

Authonization Hesults

User
Payms
Transs; Customer cancelled signature! Please retry or select
Transs cancel to manually capture signature!

Diater |
Messa

Approy

AVS Response:

CW2 Response: U
Account Balanca: 10.00
CardHolder IP;

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

YOTEIDALD

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 Re-authorize Current Batches Error Transactions

The Error link allows you to view declined transactions.

You can perform the following functions on transactions found in the Error category:

e Update transactions (refer to the To Update Current Batches Transactions section).

e Re-authorize transactions.

e Delete transactions (refer to the To Delete Current Batches Transactions section)

1. On the Main screen, select Current Batches | Error.
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The Error Batch screen displays.

Error Batch

Select a transaction to review the authorization details.

Non-Authorized Transactions

- 3items
User rd Tran Tran First Last Ent
1yl | ypegy| P8 d0ataf | 1.y

[ cClerkl Credit Card Sale 06/29/2015 11:49 ES i AR | K
[] clerk1 Credit Card Sale 06/29/2015 11:48 N i 1111 K
[ clerk1 Credit Card Sale 06/29/2015 1148 Jane Doe grm— ikl K

AVS
Code

| Fiter.

Ccwv2 Total | Response
Code [ | Amount [J | Message B
u

15.01 CALL AUTH CENTER
u 10.01  CALL AUTH CENTER
u 5.01 CALL AUTH CENTER

Delete Selected

Transaction Count: 3 Met Amount: § 30.03

Display: (25 V]

2. Select the link in the Card Data column for the transaction you want to re-authorize.

Error Batch

Select a transaction to review the authorization detais.

Non-Authorized Transactions

Use
[1]+]
O

Clerk1 Credit Card Sale 06/29/2015 11:49 K
[] clerk1 Credit Card Sale 06/29/2015 11:458 K
[ clerk1 Credit Card Sale 06/29/2015 1148 Jane Doe K

Respon
Message B

Amount B

u 15.01 CALL AUTH CENTER
u 10.01 CALL AUTH CENTER
u 5.01 CALL AUTH CENTER

Delete Selected

Transaction Count: 3 Met Amount: $ 30.03

Display: -
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The Current Batches Error Response screen appears.

Current Batches Error Response

This & the authorization response information.  Mobe that al fields with an astersk ($) are reguined.

Transacticn Datail

[Ruthanzation Resuis
LUser; Clerk1
Pyl Type: CREDITCARD
Trangachion Typa: SALE
Transaction I0; AL TAD-FOSETEIE-DT S04 T 1A BOESSEERATERFES 1B
Dt f Timi: 08 Trd014 0920 AT Al
Response; R
Flessage: CALL AUTH CEMTER
Approval Code:
onse
-
. e —
| Shig 1 Fhonw. [pea-aem-ov. "] ,
Update | | Re-Authorze | | Cancel

3. Click Re-Authorize.

To Void Current Batches Main Transactions

The Void function voids the currently selected transactions and can be used to void credit card
transactions, Canadian debit transactions or to send reversal ECS transaction.

The Void function is an online transaction. Once a transaction is voided it cannot be unvoided. If
the user changes their mind, they have to initiate a new sale.

Note: Canadian debit transactions can only be voided if the batch is open, the card is swiped and
the PIN is entered again. The number cannot be entered manually.

Converge does not allow you to void transactions while the auto-settle process or the manual
settlement process is running.

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

2. From Current Batches Main, to select the transaction type, do one of the following:

e Select Credit to display the Current Batches: Credit screen.
e Select Debit to display the Current Batches: Debit screen.

e Select Food Stamp to display the Current Batches: Food Stamp screen.
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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 the check box by the transactions you wish to void.

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 I ts Plus | Search | Filter
User Tran Tran Tran Tran First Last Card Data [ Entry AVS Ccw2 Total
1] 4] Status@ | Type D Date Time Name B Name [ Type B | codel Code E Amount [
Clerk1 Sale 06/26/2015 1448 4% =1111 7.00
Clerk1 Sale 06/26/2015 1448 4= =111 K u 5.00
[] clerki Sale 06/26/2015 1447 41 =111 K u 4.00
[ clrk Sale 06/26/2015 1446 Jane Doe gqmemmm== 1] K u 3.00

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

Transaction Count: 4 Net Amount: $ 19.00 Display: [25 W™

Note: If you wish to void all the listed transactions, click the check box in the header row.

4. Click Void.

A message box displays requesting confirmation to void the transaction.

Message from webpage Iil

@ Are you sure you want to vaid the selected transaction(s)?

Ok Cancel

5. Select Current Batches | Main | Credit Card to view your voided transaction.
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The system set the voided transaction text in red.

Current Batches: Credit Card
Select a transaction to review the authorization details.
Current Open Transactions Jownload h | Filter:
User Tran Tran Tran Tran First Last Card Data [ Entry AVS Ccwv2 Total
(1] + | Status Type B Date [§ Time Name [ Name Type B Code B Code B Amount 8
[ clerkt Sale 06292015 11:01 gy 4 K u 7.00
[ Cerk1 Void 051282015 09:46 41 1111 K 5.00)
[ Clerkt Sale 06292015 11:01 R RE L K u 4.00
[0 clerkt Sale 06292015 11:00 Jane Doe gy g 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: $ 14.00 Display: [25 ™

To Delete Current Batches Transactions

The Delete function permanently removes selected transactions from your open batch. Once a
transaction has been deleted it cannot be recovered.

You can delete transactions from the following transaction types:

e Error

e Auth Only
e Recurring

e Credit Card

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 Credit Card under Main to display the Current Batches: Credit Card screen.
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Notes:

e You can only delete credit card transactions. If you need to delete your debit, food
stamps, cash benefits, or check transactions you must contact your System
Administrator or call Elavon at 1-800-377-3962, option 2, option 2 (in Canada you are

asked to choose either English or French for you language).

e Itis recommended to use the void function when possible to remove transactions from
an open batch. Transactions will show voided and no funds will be deposited into the
merchant’s bank account at settlement.

3. Select the check box by the transactions you wish to delete.

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

Clerk1

Clerk1
[ clerk
[ clerk

Current Open Transactions

User Tran Tran Tran Tran Last Entry AVS
Card Data
- Status £ | Type & E Type &
Clerk1 K
O
O

Sale
Sale
Sale
Sale

Sale

Current Batches: Credit Card

Select a transaction to review the authorization details.

06/29/2015  11:30 John Smith 41— 1111
06/29/2015 11:01 41 1111
06/29/2015 11:.01 P 1111
08/29/2015 11:.00 Jane Doe T 1111
06/28/2015 05:46 2 111

AR A A

ch Fiter

Ccww2 Total
Code B Amount B
10.00
7.00

4.00
3.00

= = = = <

5.00

| Set to Review || Release ||F’end|| Unpend || Settle Selected || Settle All || Add to Card Manager |

Transaction Count: 5 Net Amount: $ 29.00

Display: |25 v

4. Click Delete.

Note: For Error batch transactions, click Delete Selected.
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A message box displays requesting confirmation to delete the transaction.

Message from webpage il

@I Are you sure you want to delete the selected transaction(s)?

il

" Once deleted, there is no way to recover the transaction(s)!

OK I Cancel

5. Click OK.

The system deletes the selected transactions and reduces the transaction count.

Note: Converge will initiate a reversal on the merchant's behalf when a user deletes a credit
card transaction in the Auth Only and Main batches under the Current Batches menu.
This feature is limited to credit card transactions processed under terminals setup as
terminal-based. For host-based terminals, the Void function maybe used to reverse
authorizations.

Downloading Current Batches Transactions

Converge allows you to generate a download file of open transactions for various payments and
transaction types.

To Download Current Batches Transactions for All Payment Types in One
File

You can generate a download file of open credit card, debit card, electronic check, food stamp,
and cash benefit 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.
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3. Select Download.
Current Batches: Main
Select a transaction to review the authorization details.
Current Open Transactions | Filter:
User | Card Tran Tran Tran First Last Card Data [ Entry Total
DB | Type B TypeH Date [ | Time | Name B NameH TypeH Amount B
Clerk1 Credit Card 06/29/2015 11:30 John Smith 1111 10.00
|:| Clerk1 Credit Card Sale 08/2942015  11:01 L 1111 K T.00
|:| Clerk1 Credit Card Sale 06/29/2015 11:01 e b | K 4.00
[C] cClerk1 CreditCard Sale  082%2015 11:00 Jane Doe 4 Fm—" 1111 K 3.00
|:| Clerk1 Credit Card Sale 06/29/2015 09:45 4 ] K 5.00
|Void | Settle Selected || Settle All || Add to Card Manager |
Transaction Count: 5 Net Amount: $ 29.00 Display.
ransacton L.ount el Amount: .
The Download screen appears.
Download
Select the desired download format.
Reporting Options
Sort On: I User Id ﬂ
Specify the download tex file type: | Comma-Delimited = |
Include text qualifier (double quate -~y [
| Download File |
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4. To sort Main batches, in the Sort On drop-down list, select one of the following options to
specify the field the data will be sorted by in the download:

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

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

5. In the Specify the download text file type drop-down list, select one of the following
options to indicate the type of file for the download to generate:

¢ Comma-Delimited
e Tab-Delimited
e XML

Notes:

¢ Comma-Delimited
Generates a Microsoft Excel worksheet that you can open in a new Internet browser
window or save to a specified directory.

e Tab-Delimited
Generates a Microsoft Excel worksheet that opens in Microsoft Excel.

e XML
Generates an XML document that opens in a new Internet browser window.

6. Select the Include text qualifier (double quote —*) check box to add quotation marks
around the downloaded fields.

Note: This option is available when Comma-Delimited or Tab-Delimited are selected as the
file type.
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7. Click Download File.

The File Download prompt displays to confirm if you want to open or save the file download.

Do you want to open or save this file?

: Mame: SetHeBatchReport.csv
=
it

Cipen

Type: Microsoft Excel 97-2003 Warksheet
From: wmisecqa.servers.globalprv

Save

Cancel

x|

save this file. What's the nsk’?

—Hz  Yhilz files from the Intemet can be useful, some files can potentially
@] ham your computer. if you do net trust the source, do not open or

8. If you click Save, specify the Location and File Name in the Save As window that displays.

9. If you click Open with, the downloaded information displays in a new browser window.

Note: For Credit Card Sale, Credit Card Force, Credit Card Auth Only, Credit Card Return,
and Electronic Check Purchase settled transactions, downloads include a Signature

Indicator field to identify transactions with signature attached.

To Download Current Batches Transactions Individually

You can generate individual download files of open credit card, debit card, electronic check, food

stamp, or cash benefits transactions.

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

2. Select Main to display the options available.
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3. To select the transaction type, do one of the following:

e Select Credit Card to display the Current Batches: Credit screen.

e Select Debit Card 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.

4. Once you have the correct information in the table for the download, select Download.

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 ) | Filter:
- 4 items

User Tran Tran Tran Tran First Last Card Data Entry AVS Total

1]+ Status Type B Date B Time Name B Name B Type 4] Code 8 Code H Amount B

Clerki Sale 06/28/2015 S 1111 u 7.00

D Clerk1 Sale 06/29/2015 K u 5.00
I:‘ Clerk1 Sale 06/29/2015 05:45 K u 4.00
[ Clerkt Sale 06/28/2015 05:44 Jane Doe K ] 3.00

| Delete || Set to Review || Release || Pend || Unpend || Settle Selected H Settle All || Add to Card Manager |
Transaction Count: 4 Net Amount: $ 19.00 Display:

The Download screen appears.

Download

Select the desired download format.

Reporting Options

Sort On: |Uset Id j
Specify the download text file type: |Cnmma—Delimited _ﬂ
Include text qualifier (double quate -~ % [T

| Download File |
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5. Follow Steps 4 to 9 in the To Download Current Batches Transaction for All Payment Types in

One File section.

To Download Import Batches Transactions

Converge allows you to export the response files generated from the imported batches for credit
card transactions or recurring/installment transactions.

1. On the Main screen, select Current Batches | Imported Batches.

The Imported Batches screen displays the response data for a terminal sorted by process
Start Date and Start Time, with the most recent file process listed first.

Imported Batches

Seipct a response fie 1o visw the transattion detals.

d Bl lchis - 1 der

Status ] | User DY | File Type ] | Start Date ] | Stari Time | End Deie (] | Eed Time | TolalE] | Approved B] | Faded B
g4 22T 2 i i

Disply: [25 4]

Camphoy Cericl Credl Card [ [ 14204

2. To view the transactions in a specific batch response file, click Response File Name.

The Imported Batch Transactions screen displays the transactions.

Imported Batch Transactions

Thise are the transactions present in the batch.

Source Fils Name | Credt Babdh osy
Fila Tyes Credt Card
Ltsed ID Clarkl

e B | Tran Type B | Tram DalcB | Tran Tme B | Card Dalz B | Tokea B | AVE Code B | Tolal Amcesd B] | Hesut Bl | Message B Error Code B
1 sak SBHETD1E L L [ — 03 10 APPRONWAL
2 tarce gfpree——maE a0 ERACR Exp Duts nvakd 2]
Back
Transacton Coun: 2 Display IZE- =
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3. Click Download to generate a download file of the transactions in the associated batch file.

The Download screen appears.

Reporting Options

Download

Select the desired download format.

Sort On: IUser Id "I

Specify the download text file type: |Cnmma—DeIimited ;I
Include text qualifier (double quate -~ % [T

| Download File |

4. If you wish to sort the transactions, in the Sort On drop-down list, select from the following
options on which to sort the transactions in the download file:

Item

Trans Type

Trans Date and Time
Card Data

Amount
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5. In the Specify the download text file type drop-down list, select one of the following
options to indicate the type of file for the download to generate:

¢ Comma-Delimited
e Tab-Delimited
e XML

Notes:

e Comma-Delimited
Generates a Microsoft Excel worksheet that you can open in a new Internet browser
window or save to a specified directory.

e Tab-Delimited
Generates a Microsoft Excel worksheet that opens in Microsoft Excel.

e XML
Generates an XML document that opens in a new Internet browser window.

6. Select the Include text qualifier check box to add quotation marks around the downloaded
field values.

Note: This option is available when Comma-Delimited or Tab-Delimited are selected as the
file type.

7. Click Generate Download.
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8.

0.

Type: Microsoft Excel 97-2003 Warksheet
From: wmisecqa.servers.globalprv

Cipen Save Cancel

@ ‘While files from the Intemet can be useful, some files can potentially

ham your computer. if you do net tust the source, do not open or
gave this file. What's the rghe?

Notes:

Response File Name
The name of the response file.

File Type
The type of the file, Credit Card or Recurring Installment.

User ID
The user who imported the file.

Terminal Name
The terminal friendly name.

Detail report sorted by

The field the user chose to have the transactions sorted by in the file.

Created on mm/dd/yyyy hh:mm:ss am/pm
The system date and time when the file was created.

© Elavon Incorporated 2015

The File Download prompt displays to confirm if you want to open or save the file download.

%]

Do you want to open or save this file?

j Mame: SeteBatchReport.csv
im
'Fﬂﬂ

If you click Save, specify the Location and File Name in the Save As window that displays.

If you click Open with, the downloaded information displays in a new browser window.

When the download file is opened, the following data is listed in the following order before
the transaction data:
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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
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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:

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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The Reporting screen with customizable fields displays.

Reporting

Eniter the desired reporting criteria,

soton  [seld 3]
Repori Tipe: [Datsd =)

viewss:  [Beowsni =)

Syalim Faekds Sodectiea

F | &5 Responas F | fcccun] DataAnCR Oata | F | Ameunl F | 2gprorvaal Cade F | futh Wesaage

F | Can Cegcription | Gard Prageni F | Gad Tips F | Carshoider fmount | 7 | Candholdes Curmincy

F | Compieton Das MDD | F | Comeriion Rate R | Customer Coe F | O Regpanss F | Cepanurs DateLInDDAYYY)
F | Degeriptisn F | Driver's Licendn Mumber | F | Diving Liz Phess F | Driviay Lic. Sanie F | Entvy Type

F | Expitatics DL = || First Hame F | ievdice Numisar F | Lasiname | DOriginal amount

F | original DassMUDOYYY F | oviginal TiraHHULES) | F | Onigingd Trangackon Tigs | IF | Profie Hams F | Racard Hembe

F | Sades Tax F | Transsdon Dot F | Trargactan ID F | Tanastion Staus | F | Transeson Ties

F | Transaction Typa F | UsariD

Custodm Fiedd s Sl Bl

Setect Al | | Wesoleci an |

Ganeste Fepon | Resat |

4. Follow Steps 4 to 8 above in the To Generate Reports Plus for Current Batches Transactions
for All Payment Types in One Batch section.

Searching for Current Batches Transactions

Converge allows you to search for open transactions for various payment and transaction types.

To Search for Current Batches Transactions for all Payment Types in One
Batch

You can search for open transactions together in one batch for the following payment types:

e Credit Card

e Debit Card

e Food Stamp

e Cash Benefit

e Electronic Check

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

3. Select Search.

Current Batches: Main

Select a transaction to review the authorization details.
Current Open Transactions | | { | Filter:

User Tran Tran First Last Entry Total
Card T T T Card Dat
n Sl m el Date ] | Time | Name [ HameH —ilarle Typ-eH Amount

[] clerkl Electronic Check Conversiononly 06/28/2015 14:03 Jane 8.00
[] clerki Credit Card Force 08/28/2015  14:02 K 8.00
|:| Clerk! Credit Card Return 06/2802015 141 K 4.00
|:| Clerk1 Credit Card Sdle 06/2972015  14:00 K 7.00
[] Clerki Credit Card Sale 06/29/2015 13:59 K 5.00
|:| Clerkl Credit Card Sale 08/29/2015  13:58 s R A K 4.00
|:| Clerk1 Credit Card Sale 06/29/2015 1357 Jane Doe L3 1111 K 3.00
|Void || Settle Selected || Settle Al || Add to Card Manager |
Transaction Count: 7 Net Amount: $ 29.00 Display:
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The Transaction Search: Main screen displays.
Transaction Search: Main
Enter the transaction search criteria.
Search Criteria
Date From(MWDDAYYY format) |
Date To(MLDODNYYY format) |
Account Number |
Expiration Date (MLYY) —
Amount |aqual to vI |
FPayment Type |A.II j
Transaction Type | All j
User D |
Transaction 1D [
First Mame |
Last Mame |
Invoice Mumber [
Customer Code |
| Search I Reset | Cancel |
4. Enter the transaction values to search for specific transactions.
The search results display.
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To Search for Current Batches Transactions by Transaction Types

You can search for transactions for the following transaction types:

e Error

e Auth Only
e Recurring
e Main

e Gift Card
e Cash

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.
e Select Gift Card to display the Current Batches: Gift Card Activity screen.
e Select Cash to display the Current Batches: Cash Activity screen.

Notes:

e From Current Batches: Main, you can search for the following transaction types:
e Credit
e Debit
e Food Stamp
e Cash Benefit

e Electronic Check
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e To select the transaction type, do one of the following:
e Select Credit to display the Current Batches: Credit Card screen.
o Select Debit to display the Current Batches: Debit Card 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. Click Search.

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 pad us | Search : Filter:

User Tran Tran Tran Tran Last Card Data Entry AVS cvv2 Total
(1] +] Status B | Type B Date B} Time Name () Type B | Codel Code H Amount EJ
- K u

Clerk1 Sale 06/29/2015 41 1111 7.00

|:| Clerk1 Sale 0612912015 41 “1111 5.00

[] Clerki Sale 06/29/2015  09:45 41 =111 K u 4.00

[ Clerki Sale 08/29/2015  09:44 Jane Doe g { K u 3.00
| Delete || Set to Review H Release || Pend H Unpend || Settle Selected H Settle All || Add to Card Manager |

Transaction Count 4 Net Amount $ 19.00 Display: [25 v

The respective screen displays as follows:

For this transaction type | This screen displays

Error Transaction Search

Auth Only Transaction Search

Recurring Transaction Search

Credit Card Transaction Search: Credit Card
Debit Card Transaction Search: Debit Card
Food Stamp Transaction Search: Food Stamp
Cash Benefit Transaction Search: Cash Benefit
Electronic Check Transaction Search: Electronic Check
Gift Card Transaction Search

Cash Transaction Search
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The following example shows the Transaction Search: Credit Card screen.
Transaction Search: Main
Enter the transaction search criteria.
Search Criteria
Date From(MWDDAYYY format) |
Date To(MLDODNYYY format) |
Account Number |
Expiration Date (MLYY) —
Amount [equalte =] |
FPayment Type |A.II j
Transaction Type | All j
User D |
Transaction 1D [
First Mame |
Last Mame |
Invoice Mumber [
Customer Code |
| Search I Reset | Cancel |
4. Enter the search criteria to search for specific transactions.
5. Click Search.
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The search results display on the respective screen as follows:

For this transaction type

This screen displays

Error Error Batch

Auth Only Authorization Only

Recurring Recurring Installment Transactions
Credit Card Current Batches: Credit Card

Debit Card Current Batches: Debit Card

Food Stamp Current Batches: Food Stamp

Cash Benefit

Current Batches: Cash Benefit

Electronic Check

Current Batches: Electronic Check

Gift Card

Current Batches: Gift Card Activity

Cash

Current Batches: Cash Activity

Note: Click Reset to clear the values or Cancel to abandon your search activities.

Filtering Current Batches Transactions

You may not want to see every transaction in the current batch. You can filter the batches so that
only transactions that meet the selected criteria appear in the list. Converge allows you to filter

your open transactions for various payment and transaction types.

To Filter Current Batches Transactions for All Payment Types in One Batch

You can filter open transactions together in one batch for the following payment types:

e Credit Card

e Debit Card

e Food Stamp

e Cash Benefit

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

Current Batches: Main

Select a transaction to review the authorization defails.

Current Open Transactions | | | | Filter:

User Tran Tran First Last Entry Total
Card T Tran T Card Data
ﬂ Date | Time | Name B3 LpeB inou &

[[] Clerk1 Electronic Check Conversiononly 06/28/2015 14:03 Jane Doe  TI= 3210 8.00
|:| Clerk1 Credit Card Farce 06/25/2015 14:.02 4 1111 K 5.00
|:| Clerk1 Credit Card Return 06/29/2015 1401 K 4.00
|:| Clerk1 Credit Card Sale 06/259/2015 14:.00 K T.00
|:| Clerk1 Credit Card Sale 06/29/2015 13:59 K 5.00
|:| Clerk1 Credit Card Sale 06/29/2015 13:58 K 4.00
|:| Clerk1 Credit Card Sale 06/29/2015 13:57 Jane Doe K 3.00
|Void || Settle Selected || Settle All ||  Addto Card Manager |
Transaction Count: 7 Net Amount: $ 29.00 Display:

3. On the Current Batches Main screen, select option from the Filter drop-down list:

o Al e Return

e Pending e Force

e Unpended e  Force Purchase
e Review e Force Return

e  Purchase e Void

e Sale e Reversal
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To Filter Current Batches Transactions by Transaction Types

You can filter batches from the following transaction types:

e Error

e Auth Only
e Recurring
e Main

e Gift Card
e Cash

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
e Select Gift Card to display the Current Gift Card Activity screen

e Select Cash to display the Current Cash Activity screen

Notes:

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

types:
e Credit
e Debit

e Food Stamp
e Cash Benefit

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

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 Download | Reports Plus arch | Filter:

User Tran Tran Tran Tran Last Card Data [ Entry AVS Total
DB | statusB | TypeB Date B Time Name B Type B | codeB Cocle H Amount B
K

Clerk1 Sale 06/29/2015 i 1111 u 7.00

|:| Clerk1 Sale 06/29/2015  09:46 g reeeeeeee 111 u 5.00

] Cerk Sale 06/29/2015  09:45 g A1) K u 4.00

[] Clerk Sale 06/29/2015  09:44 Jane Doe e 111 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

Select the Filter option in one of the following ways:

For this batch/transaction type | Select one of the following options

Error e Al
e  Recurring
e Installment

e  Purchase

e Sale
e Return
e Force

e  Force Purchase
e Force Return
e Void

e  Reversal
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For this batch/transaction type Select one of the following options

Auth Only o All
e Pended
¢ Unpended
e  Review
Recurring o Al

e  Expired Exp Date

e  Expired Last Month

e  Expired This Month

e  Will Expire Next Month
e Expired Contracts

e Recurring

e Installment

Credit o All

e Pending

e Unpended

e  Review

e Sale

e Return

e Force

e Void
Debit o All

e  Purchase

e Return

e Void
Food Stamp o All

e  Purchase

e Return

e  Force Purchase
e Force Return

e Void
Cash Benefit o All

e  Purchase

¢ Void
Electronic Check o Al

e  Purchase

e Reversal
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For this batch/transaction type Select one of the following options

Gift Card e Al

e Credit

e Activation

e Reload

e Card Return

e Redemption

Cash e Al
e Sale
e Return

The system filters the batch list to show only transactions of the type you selected.

Settling Current Batches Transactions

The Settle function allows you to send a batch of previously authorized transactions for
settlement to the network. This option can be done manually or you can configure the terminal to
automatically settle transactions at a specific time each day.

You can settle transactions for the following transaction types:

e Main
e Gift Card
e (Cash

To Settle Main Transactions

1. On the Main screen, select Current Batches | Main.

The Current Batches: Main screen displays.

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

e Select Credit Card to display the Current Batches: Credit Card screen

e Select Debit Card to display the Current Batches: Debit Card 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
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3. Select the check box by the transactions you wish to settle.
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 | | | | Filter:

- B items.

Clerk1 Force 06/20/2015 14:.02 4

Clerk1 Return 06/29/2015 1401 41 K
Clerki Sale 06/20/2015 14:00 4 K
Clerk1 Sale 06/29/2015 13:59 41 K
Clerki Sale 06/20/2015 13:58 L A i 1111 K
Clerk1 Sale 06/29/2015 1357 Jane Doe 41 1111 K

User Tran Tran Tran Tran First Last Card Data Entry AVS Total
1] 4| Status [ Type B Date Time Name 3 Name 3 TypeH Code [ Codeﬂ Amount [

6.00
4.00
7.00
5.00
4.00
3.00

c = c =

|De\ete || Set to Review || Release ||Pend|| Unpend K Settle Selected D Settle All H
e ——

Add to Card Manager ‘

Transaction Count: 6 Net Amount: $ 21.00

Display:

The Settle Batches Confirmation screen displays the total number of transactions currently

submitted for settlement.

Settle Batches Confirmation

You are about to process the following items.
Credit card Sale Transaction(s) 2

Credit card Return Transaction(s) 1

Transaction Count:3 Net Amount:$7.00

Submit Cancel

4. Click Submit.

The Settled Activity screen appears. Converge submits all currently selected transactions for

settlement.
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To see the transactions you just settled, click on the Settled Date link as shown below.

Settled Activity

Select the batch to review

Settled Batch Activity

= 1item
Batch# [ | Batch Response [ Net Count Net Amount B Number Returns ] | Number Voids
Purchase/Forces
3 7.00 2 1 0
Batch Count: 3 Met Amount: 7.00 Display: ‘

Settied Date

2015-07-03 08:33:31

T44 GBOK 74407030833

Notes:

¢ Pended or Set to Review transactions will not settle until unpended or released.

e Settling transactions in the Main batch will automatically close settle Gift Card and
Cash transactions.

e A terminal enabled for Multi-Currency will auto settle at 6:00 PM EST. Manual
settlement is not allowed.

The transactions display.

Settled Activity

Select the batch to review

- 3 items

User Tran Card Tran Tran First Last Entry AVS Cvv2 Total
Seq# Tran Date Card Data
e e P e T e o e |
Clerk!  Settled  CreditCard Return 08/23/2015 14:01 41 K 4.00
000  Clerk!  Settled CreditCard Sale  08/23/2015 14:00 T R 1111 K u 7.00
000  Clerkl  Seifled CrediiCard Sale  06/29/2015 13:58 = i K u 4.00
Transaction Count: 3 Net Amount: $ 7.00 Display:
214
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To Settle Gift Card Transactions

The Gift Card link allows you to handle transactions placed in the Gift Card batch. The Gift Card
batch consists of the current transactions that have not been submitted for settlement and
includes:

e Redemption transactions
e Credit transactions

e Activation transactions

e Reload transactions

e Card Return transactions

1. On the Main screen, select Current Batches | Gift Card.

The Current Gift Card Activity screen appears.

Current Gift Card Activity

Select the gt card transaction to review,

Gl Card Transaclions

T
s Tram Daie B

Tygs:

a04 Winiger Rekad Eelea2er 14 1428 =ik K 1008

oo Sgnager Crest lreira i (L] K L0

o0z anager Activatios - rriva bl 1425 5 201 K 1o.0S

a0l Hanager Redempban SE2a14 1823 |- e K B
Selthe All

Transaction Count: 4 Met Amount- § 20,00 Display: |25 -

2. Click Settle All.
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The Settle Batches Confirmation screen displays the total number of transactions currently

submitted for settlement.

Settle Batches Confirmation

You are about to process the following items.

Gift card Redemption Transaction(s) 1
Gift card Credit Transaction(s)} 3
Gift card Activation Transaction(s) 1
Gift Card-Reload 2

Transaction Count:7 Net Amount:$56.00

Submit Cancel |

3. Click Submit.

The Settled Gift Card Activity screen displays.

Settled Gift Card Activity
Select the Gt Card batch to review.

Satmked Gaf) Card Actvity

Baich T Hat Wet Huamibor Hursber HumEsr
i Count[] | Ameant [ | Redempiens [ Credits [ Activatcas [
he ] EGC BATCH SETTLED  ZOR4.08.337 153534 i 2050 1 1 1

Baiche ] Responss O

MumkEs HumEsr Card
Frloada [ Rofunds )

Baich Cownf: 1 Met Amount: $20.00
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To Settle Cash Transactions

The Cash link allows you to handle transactions placed in the Cash batch. The Cash batch consists
of the current transactions that have not been submitted for settlement and includes:

e Sale transactions
e Return transactions

1. On the Main screen, select Current Batches | Cash.

The Current Cash Activity screen appears.

Current Cash Activity

Select the cash transaction to review,

Cash Transactions Download | Reports | Reports Plus | Search | Filter m
Wser I B Tran Type 0 Tran Date Total Amount B
Chericd Returs LT 1034 700
Charkd Sale QRAEN14 Lk 2050
Clerid Eale LELE A 10:33 15,00
Chrict Sale DRASENS 1032 10.00
Clarki Saly QBNER14 Lk 00
Satile Al |
Transaction Count: 5 Met Amount: § 43.00 Dasplay; [256 =
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2. Click Settle All.

The Settle Batches Confirmation screen displays the total number of transactions and
amount currently submitted for settlement.

Settle Batches Confirmation

¥ou are about to process the following items.
Cash Sale Transactions 4

Cash Return Transactions 1

Transaction Count:5 MNet Amount:$43.00

Submit Cancel |

3. Click Submit.

The Settled Cash Activity screen displays.

Settled Cash Activity
Select the Cash batch to réview,

Settled Cash Activity

Met Amount B Humbser Poichases £ Hember Belurns B
200 4 L

Halch#® [ | Balch Hesponse B Settied Dabe B Kel Count B
4 CAEH BATCH SETTLED 0180318 085 ES 5

| Batch Count: 1 Het Amount: $43.00 Display: |25 =

Note: Cash transactions are not sent for authorizations therefore settling cash transactions
only move the transactions from the current batches to settle batches Cash, and mark

those transactions as settled or closed.
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Managing Current Batches Recurring and Installment
Transactions

The Recurring link allows you to handle transactions placed in the Recurring batch. The
Recurring batch consists of the current transactions that have not been submitted for settlement
and includes credit card Recurring and Installment transactions.

Note: Both Credit Card and Electronic Check transactions will display, but only credit card
transactions can be added to Card Manager.

You can perform the following functions on transactions found in the Recurring batch:

e Update transactions (refer to the To Update Current Batches Transactions section)
e Delete transactions (refer to the To Delete Current Batches Transactions section)

e View previous transactions

e Submit selected transactions for payment

¢ Remove expired transactions

e Add transactions to a recurring batch as recurring or installment

To View Previous Recurring and Installment Transactions

Converge allows you to view previous recurring and installment processing details.

1.  On the Main screen, select Current Batches | Recurring.
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The Recurring Installment Transactions screen displays all recurring and installment.

Recurring Installment Transactions

Selact 3 transction T review the detais,

TidE14

UsaTae e

Soloct &l |

Unsalect Al |

[ oriss8  oSeTN4  MAONDE  GAASDI Resuresy  Jehs Dee  Credtfand AT Ab DALY I
M e DSOTEN4  GAOTOMS  OMAASDI Reurssy  Jehe Dae  Credifand  SarereeeDidy 100 DALY L
M et 0SOTRN4  MAOTDNE  GIAASHI iehs Dae  Credifand  SarereeeDidg 100 DALY L

e DE1RTIN " =1
DM R Jehe Dae

Subme Salocted || Removs Expired

Cresiit wm. zm

Cradit Card

=y 70

Add to Card Manager |

| | Dalata |

Tranaacton Count: 85

Display: |25 =

2. To view a specific transaction, click Card Data for that transaction.

The Current Batches Recurring screen displays the transaction details.

Fecurring

Order Section

Current Batches Recurring
Enter the information for this transaction hote that al fields with an asterisk (32) are réquired,

Recurming Transaction Type: RECURRING
Ragurring I2: AfdEEIE-BEAFBIDD-G4F) -4 706 -BHCE-CIPFRABR4195
Fayment Type: CREDITCARD

Apeounl Data [pamsessssvomass &

Exgpiration D aba{MYY) 1216 ¥

Amounk [ %

Customer Code: [Ecizma |

Sales Tax IT

Irrvnice Humser, | ]

Start Date 05072014

Billing Cyule Daity bl

Meat Paymerd Ciate: [osfzzranis | [#

. " e e
My Cuslom ki —
Update | | LogFile | Cancel || Add to Card Manager |
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3. Click Log File.

The Previous Recurring Activity screen appears.

Previous Recurring Activity

Viewr the previous recurming / instalment processing detais.

Tean Card Il-'lI-Jn Tran Tarlal Tran Dilmng Pargmealn Sradn Raich

Dal: 0 Tene e Tvpez B Amount B Amounl ] | Cyeie [0 HMumber B Diale Response ]

AE1A2014 [ 5x] geemse=aiil)  RECURARG 450 480 DALY 43 DEETDE GBI 3470120805

OEH T2 [Tk ] Ll b *=5530 RECURRNG 430 4,00 DL 47 DERT2014  CBOH 3505 TDLES
, = QK 44051 50825

2T AsCURRNG DALY CRRTRHE
[t 1202 - “=nggs0  RECURRID 480 4800 DALY ] CERTNE GBI Fisucew aw -]
L2t 102 dses==pge0 RECURRNG 480 4,00 DBy 19 DERTRE  CBIK XI105E51205

Disglay: |25 =

Cancal

When viewing the previous recurring or installment processing details, Converge allows you
to choose how many transactions to display from the following values: 25 (default), 50, 75,
100, 250, 500, 750, and 1000.

To Submit Recurring and Installment Transactions for Payment

The Submit Selected function sends the selected recurring or installment transaction from your
recurring batch for a Sale authorization. Once a transaction has been submitted, the payment
number will increase.

1. On the Main screen, select Current Batches | Recurring.
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The Recurring Installment Transactions screen displays.

Recurring Installment Transactions

Selact 3 transction T review the detais,

[ oriss8  oSeTN4  MAONDE  GAASDI Resuresy  Jehs Dee  Credtfand AT Ab DALY I
M e DSOTEN4  GAOTOMS  OMAASDI Reurssy  Jehe Dae  Credifand  SarereeeDidy 100 DALY L
M et 0SOTRN4  MAOTDNE  GIAASHI Returssy  Jehs Dae  Credifand  SarereeeDidg 100 DALY L

Egrmerrmr —5454

TidE14

s OSBRI . =1 Cresiit wm. zm D

ey [

i UsaTae e 2T SRR Recurring Jehe Das Cradi Cand  Lgreeess=picd 20 DALY 43

SaloctAll || Unsaloct Al || Subme Salected || Remevs Expind | [ Dulte || Add to Card Manager |
Transaction Count: 85 Digplary: |25- =

2. Select the check box for the row that contains the transaction to submit for payment.

Recurring Installment Transactions

Select a transaction to review the detals.

Firet Last |4 7] 22
Hame ] | Mame B Amount B

SOTZ084  OSOT2DIE

. LU ) . L
r L35 11 T -=uridDiE ORNAZ0IL L1 laT] [ awith Doe Cresdi Card 200 DL =.

Clericl RHATNEE JE18T0 imaabrant Jehe Dioe ‘Cresd Card 130 DALY 0ot
O Cerd 08202088  O0RO00N Recurming Jene Do Cresdi Card 1080 LSOHTHLY

Transaction Count: 66 Display: IE 'I

3. Click Submit Selected.
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4. The Batch Response screen appears.

Batch Response

This page shows the Batch response information.

Authorize Transactions: 1
Declined Transactions: 0

Error Transactions: 0

5. On the Main screen, select Current Batches | Recurring.

The Recurring Installment Transactions screen shows that the Payment Number has
increased which indicates the authorized transaction was completed.

Recurring Installment Transactions

Select 3 transaction 1o review the detais.

i w8204 Lo [+ PN 280 [
| ) DERT e wETRE FEARTY Racurming Jcha Cuoe Cresfl Card Za 2080 DALY -
| e - [ (-0l DR - [P B Inaiaimes| Jeha Cwoe Creadl Cand 55 o oo QLY
| =] 00254 (o=t g b Racurring Jane Cue Creafl Card  &1"=="=p2E3 1080 IBOHTHELY
CI1EX1)2
Soloct Al || Unselect#il || Submit Salected Romove Expired | | Dotste || Acdto Card Manager |
Teangaction Counl: 66 Displany: |25- =
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To Remove Expired Installment Transactions

This function permanently removes all installment transactions that reached their total payment
number and have no more scheduled payments to run from the Recurring Batch. Once a
transaction has been removed it cannot be recovered.

1. On the Main screen, select Current Batches | Recurring.

The Recurring Installment Transactions screen displays.

[ selectan | [ Unselectan || SubmaSelected {| Remove Expired [f Delete |

Transaction Count: 4 Display: 26 =

2. Click Remove Expired.

Select All H Unaelect All ]! Submit Selected ” Remave Expired || Delete ]

Dispiay: 35 =

The system removes the transactions that have reached their total payments and will no
longer run, and reduces the transaction count.

To Add Transactions to a Recurring Batch as Recurring

You can add transactions to a recurring batch as recurring for the following transaction types:

e Auth Only
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 Auth Only to display the Authorization Only 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 add transactions 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 Card screen
o Select Debit to display the Current Batches: Debit Card 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 the link in the Card Data column for the transaction you want to add.

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 Jow rch | Filter

User Tran Tran Tran Tran First Last Entry AVS Ccw2 Total
1] 4| Status B} Type B Date [ Time Name [ Name [ Type B Code @ Code @ Amount B
O K u

Clerk Sale 06/29/2015  16:39 10.00

[] Clerkt Force 06/28/2015 1402 K 5.00

[0 clerkt Sale 06/29/2015  13:59 41 i K u 5.00

[  clerkt Sale 06/28/2015 1357 Jane Doe S s 1111 K u 3.00
| Delete || Set to Review || Release H Pend || Unpend H Settle Selected || Settle All || Add to Card Manager |

Transaction Count: 4 Net Amount: $ 24.00 Display: |25 ™
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The system displays the details of the transaction in the respective screens as follows:

For this transaction type

This screen displays

Auth Only Current Batches Auth Only Response
Credit Card Current Batches Credit Card Response
Debit Card Current Batches Debit Card Response
Food Stamp Current Batches Food Stamp Response

Cash Benefit

Current Batches Cash Benefit Response

Electronic Check

Current Batches Electronic Check Response

The following example shows the Current Batches Auth Only Response screen.

Credit Card Auth Only Response

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

Al tharization Resulis.

Liggr Claricl

Paymaed Typs: CREDITCARD
Transachon Typs: AUTHONLY
Transacion ID: AA4R4 1A BT B0 4-6005-85E6-828F - TASAE IRET 32
Crate { Time: 08MAZ014 01:46:41 PU
Responsa; LTy

MEEAQe; APFROVAL

Approal Coda: CMCTi9

AVE Rasponse: A

CVV2 Respands u

Actound Balanoe 10,00

CardHolder IP:

IBBB-!B‘}-E‘B‘B:

| Ship & Phone.

Actbian Dty | =

Expiration DateMMYY]Y 1315
Amount 10.00 #*

Update | | Reprint |(7 Add to Recuring )] View Receipt_ |
F—_—

Add te Card Manager I

4. Click Add to Recurring.
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The Add to Recurring Batch screen displays.

Add to Recurring Batch

Add to Recurring Batch

omersscal
Recurring Transaction Typse R,ecurﬁ'.g = |38
Account Data SErTerrerereG3
Expiration Date(uMYY) s #

Amipunt [foon %
Customer Code I—
Sales Tax 1

irrvnlce Husmbser [

Billing Cytie: Daily =] %*
Nt Payment Dale: | I
Sidp Paymant HNO =

Enter the information for this transaction Note that al fields with an astersk (#) ane required.

S — g

ol .
Ly Custom iy, I_ -
H G|

Select Recurring from the Recurring Transaction Type drop-down list.

Select YES or NO from the Skip Payment drop-down list, if necessary.

Enter the Amount for the transaction.

Enter Customer Code, Sales Tax, Invoice Number, and Description, if necessary.

Note: If prompted for sales tax, the tax must be included in the Amount and then entered in

the Sales Tax field.

In the Billing Cycle drop-down list, select one of the following:

e Daily e Quarterly

o Weekly e  Semester

o Bi-Weekly e  Semi-Annually
e Semi-Monthly e Annually

e Monthly e Suspended

e Bi-Monthly
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10. Enter the Number Of Payments.
11. Enter the Next Payment Date or click the calendar icon and select from the calendar tool.
12. Enter or select any of the remaining optional fields as desired.

13. Click Add.

The Add to Recurring Batch Response screen displays the information you entered.

Add to Recurring Batch Response
Add to Recurring Batch
Start Date(MRIDDAYYYY):  ODMME2014
Transaction Type: RECURRIMNG
Racurming ID: AA48434-B10D09FEB-16DT-4EB2-ATDC-852810811838
Billing Cycle: MOMNTHLY
Card Account Data; [ it 12 )
Expiration Date(MWNYY); 1215
Arnaunt 10.00
Address:
Postal Code: 298949
Mext Payment Date: 09ME2014
P=Enn Address
R — — S
i P —
MyCuston. .. I |

Cancel I Add to Card Manager I

14. Click Add to Card Manager for the card information to be added to Card Manager or click
Cancel to take you to the Recurring Installment Transactions management screen (refer to
the To View Previous Recurring and Installment Transactions section for more information).
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To Add Transactions to a Recurring Batch as Installment

You can add transactions to a Recurring Batch as Installment for the following transaction

types:
e Auth Only
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 Auth Only to display the Authorization Only screen.

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

Notes:

e From Current Batches Main, you can add transactions for the following transaction
types:

Credit
Debit
Food Stamp
Cash Benefit

Electronic Check

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

Select Credit to display the Current Batches: Credit Card screen

Select Debit to display the Current Batches: Debit Card 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
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3. Select the link in the Card Data column for the transaction you want to add.

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

- 4 items
User Tran Tran Tran Tran Last Card Data Entry AVS cwz2 Total
ID Status Type Date Time Name B Typel | codeB Code Amount
] Clerkt Sale  06/292015  16:39 K u 10.00
[ Clerkl Force 06/2912015  14:02 41 1111 K 6.00
[] Clerkl Sale 062912015 13:58 WIS 1111 K u 5.00
[ Clerkl Sale 0672912015 13:57 Jane Doe S i 1111 K u 3.00

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

Transaction Count: 4 Net Amount: $ 24.00 Display |25 W

4. The system displays the details of the transaction in the respective screens as follows:

For this transaction type | This screen displays

Auth Only Current Batches Auth Only Response
Credit Card Current Batches Credit Card Response
Debit Card Current Batches Debit Card Response

Food Stamp Current Batches Food Stamp Response
Cash Benefit Current Batches Cash Benefit Response
Electronic Check Current Batches Electronic Check Response
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The following example shows the Current Batches Auth Only Response screen.
Credit Card Auth Only Response
This i the authorzation response nformation. Kote that al fields wih an astersk (3] are required.
Transaetion il
Lisen Claric
Paymsee Type: CRECITCARD
Transacian Typs: AUTHIRLY
Transacian 10: ARAA YA BTEACEL-A085-25E6-032F - TA8AERUAET A2
Cate f Tima: 051872074 0-1:48:41 PL
Responsa; AA
IEeEEa0; APFROVAL
AEprreal Goda: CIGT18
AVE Regpante: A
CW2 Respanas: u
Attount Balanos: 0000
CardHaoler IP:
Qirder Section
Expiration Dale[RAN) 1215
Amount 10.00 |
F
| shis 22 Phe. | I |
[ Update | | Reprnt |( Addto Recuring. [} ViewReceipt | | Addio Cond Mansger |
—_ L
5. Click Add to Recurring.
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The Add to Recurring Batch screen displays.

Add to Recurring Batch
Enter the information for this transaction MNote that al fields with an astersk (%) are required.
Add 1o Kecurring Batch
Ordar Saction . .
Recuring Transadion Type Instadlment =
Actound Dala R [V
Expiration Date MUY 1215 ¥
Aot 10,00 *
Custormer Coda:
Sales Tax
Imzica Mumiber [
Bilirg Cycle Daihy | 3%
Murriber Of Payments: *
Nexd Payment Date m *
Bk L
e e
Wy Cusiom Fre..
.ﬁ.ddl Clear

6. Select Installment from the Recurring Transaction Type drop-down list.

7. Select YES or NO from the Skip Payment drop-down list, if necessary.

8. Enter the Amount for the transaction.

9. Enter Customer Code, Sales Tax, Invoice Number, and Description, if necessary.

Note: If prompted for sales tax, the tax must be included in the Amount and then entered in

the Sales Tax field.

10. In the Billing Cycle drop-down list, select one of the following:

e Daily e Quarterly

e Weekly e Semester

e Bi-Weekly e Semi-Annually
e Semi-Monthly e Annually

e Monthly e Suspended

e  Bi-Monthly
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11. Enter the Number Of Payments.
12. Enter the Next Payment Date or click the calendar icon and select from the calendar tool.
13. Enter or select any of the remaining optional fields as desired.

14. Click Add.

The Add to Recurring Batch Response screen displays the information you entered

Add to Recurring Batch Response

Add to Recurring Batch

Start Date(MEFDDANYY): 0953002014

Transaction Type: INSTALLMENT

Instzllment ID: AAAB43A-0BASTRES-T15F-4056-BBB8-51AETDTOEDLS

Billing Cyela: HONTHLY

Mumber of Payments: 3

Card Account Data: 111 14

Explration Drate(lAMYY): 1215

Amiount 10,00

Address:

Postal Code: 99999

Mext Payment Date: 03002014

e Address
— — — e —
e i i,

msm.. . I - ] |

Cancel I Add to Card Manager |

15. Click Add to Card Manager for the card information to be added to Card Manager or click
Cancel to take you to the Recurring Installment Transactions management screen (refer to
the To View Previous Recurring and Installment Transactions section for more information).
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Chapter 4. Managing Settled Transactions
(Settled Batches)

The Settled Transaction section allows you to view settlement activity for the previous 12 months. You
can access each individual settlement batch down to specific transaction details.

This section may display credit card, debit card, cash benefit, food stamp, electronic check or gift card
transactions that have been settled, depending on your desired function (refer to the Using Your Virtual
Terminal section for information on how to process transactions).

When you settle your approved transactions, the system places them in the following categories:

e Main
e Gift Card
e (Cash
i Ny

SETTLED BATCHES
(Settled Transactions)

( Main \ ( Gift Card \ ( Cash |

View View View
Search Search

Sort Sort

Saarch

Filter

Filter Filter
Download Files

Generate Refunds Download Files Download Files
coresererers ||\ [ ormemre |

i

Add Recurring

5

Add Signaturas

Update

Generate Reports

Reprint Receipis

[
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To View Settled Batches Transaction Activity

To carry out any activities, you must click Settled Batches to display the previously settled
transaction activity.

Hazre Oark
. GEd
s

LM low |Com 1o Total Sattied Transactions =

= 3 2t a B E 0 £l £ 3004 =

Wi W WG

Total Setthed Yiolums

¥
§i
T
L

sz =
S LT TR T LT T L Eue Wy B

The screens and controls for Settled Batches allow you to perform one or more of the following
functions on the three categories:

e View transactions

e View split batches

e Search for transactions

e Sort transactions

e Download batch files

e Generate refunds

e Generate reports

e View transaction receipts

© Elavon Incorporated 2015 235



Converge Transaction Processing Guide CON-0001-D

To View Settled Batches Transactions

You can view settled batch activities for the previous 12 months.

1.

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

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

e Select Main to display the Settled Activity screen.

e Select Gift Card to display the Settled Gift Card Activity screen.
e Select Cash to display the Settled Cash Activity screen.

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

Notes:

e Settled Date is shown in the time zone of your terminal configuration.

e If you need to change your terminal time zone, you must contact your System
Administrator or call Elavon at 1-800-377-3962, option 2, option 2 (in Canada you are
asked to choose either English or French for you language).

e The time zone set in Converge must match the time zone setup in the Host.

The following example shows the Settled Activity screen

Settled Activity

Select the batch to review

Setled Batch Activity

I 24500

Rl Count | Mot Amaount 0 Komber Rewms 0 | Humess Voids [

Purchasefforces
] 15200 -]
1 i 3
ET 15603 L)

o CBOK 3a0bS0505
la2 OB 3RE051 20505
7 GBI 3ETOE1 80805
GA VO Z0ns T

o = o=

8 . 13002 L
34 GBOK X 408ur 1sws 30040607 w2-08:51 [P 130 0% ] 1] [

[+ SFSEIEYE] » [ M]

bl [t a1

Batch Count- 132 Blet Amount; 503400 B6 Desplay: |28 ‘I
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The respective screen displays all transactions in the batch for that date as follows:

For this transaction type | This screen displays

Main Settled Activity
Gift Card Settled Gift Card Activity
Cash Settled Cash Activity

you want to view.

4. To view details of a particular transaction, select the Card Data link for the transaction details

Settled Activity

St the batch bo revisw

GEOK 34B091E0905

- sar Tran Car T - Trin First Last - -
LT T Dia b Card Dl
a InE | status B Type B g Time B] | Mame B | Keme B o
o] f= =] Ceattiad| Coudll Card Sake A4 a7 Jaia Dos L =a444 1050
000 O Sefted CrefiCard  Sale  QSA&EE 0812 lee Dos 5 10.00
000 Chell  Sefed  CrsdiCard  Salk o OBHSE014 ara3 Jane Doe  A17=rEEE0 100
Canesl I
Transaction Count: 3 Het Amownt: §21.00 Display Iiﬁ "l

The Settled Batches Main Response screen displays the details of the transaction.

Settled Batches Main Response

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

fugthorization Results

User

Paprresnl Types
Transaction Typa:
Transaction ICr
Doate § Time!
Response:
Massage

Code [
IW-‘

Clarkd

CREDITCARD

ZALE
AAATAD-COG42484-DEC-4240-§0A5-ED40CDADE3T
08182014 08:12:21 AR

AA

APPRCVAL

| Ship % Phom. [eo5-505-5s. 7 |
Repint | | AdditoRecuming | | ViewReceit | | Generate Refund | | Cancel

© Elavon Incorporated 2015

237



Converge Transaction Processing Guide CON-0001-D

Notes:

e You can use the View Receipt button to view receipts (refer to the To View Credit
Card Transaction Receipts section).

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.

To Search for Settled Batches Transactions

You can locate specific information in previously settled batches.
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.
e Select Gift Card to display the Settled Gift Card Activity screen.
e Select Cash to display the Settled Cash Activity screen.
The following example shows the Settled Gift Card Activity screen.

Settled Gift Card Activity
Select the Gt Card batch to review,

Setthed GiftCard fctivity

Haich (] Ml Hursssr Humbsq Humbeae Humbsar Humbsee Cand

Balch# 0 Selted Do 0

Response 0 Counl 0] | Amount | Redempions 0 | Credis 0 | Actabon=0 | Belesds B Hefund=
] EGC BATCH SETTLED 2313-12-23 f-3& 01 i 1000 1 L] o . a
B EGC BATCH SETTLED 2 [ 0.0 o ] ] = ]
T EGC BATCH GETTLED L 1000 ] 1 L] H a
B EGC BATCH BETTLED ] 100 2 i o H a
L] EGC BATCH SETTLER 4 wen 1 [ 1 1 L]
4 EGC BATCH SETTLED 2 1500 H ] 1] ] [}
3 EGC BATCH SETTLED 4 TS.00 1 | | 1 a
2 EGC BATCH SBETTLED 29 i 1080 1 ] ] = ]
1 EGC BATCH SETTLED  2812-05-20 (00038 L 1000 1 L] o a
Batch Count: 3 Het Amouni: 5149800 Diis plary P

3. Select Search.
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The Transaction Search screen displays.

Transaction Search

Enter the transaction search criteria.

Search Criteria

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

Date From({MKDDANYYY format) Inwlgfzulq_

Date To(MWDDAYYY format) 571572014

Search Criteria

s
[ %

Account Mumber [

Expiration Date [MIIYY) |_

Amount Iaqual to |z |
Transaction Type All -
UserID

Transaction 1D

|
|
FirstName |
|

Last Mame

Search I'Resat | Cancel |

4. Enter the transaction values to search for specific transactions.

5. Click Search or Reset to clear the values on the Transaction Search screen.

The search results display in the Settled Activity screen.

Notes:

o Click Reset to clear the values or Cancel to abandon your search activities and return to

the Settled Activity screen.

e You can retrieve only three months of data at a time. An error message displays if you

request more than three months of data.
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To Sort Settled Batches Transactions

The previously settled batches page is sorted in descending order of Batch# by default. You can
click any column header to change the sort order of the page.

Click the E (up down arrows) in the column you want to sort by as shown below.

Settled Gift Card Activity
Select the Gft Card batch to review.

Setthed Gift Card Activity

Baich : st

Baich#(] ® s 0 — Counl B | Amount B

] EGC BATCH SETTLED  3843-13-33 Bd-3& 64 i 1658 1] = [}
B EGC BATCH SETTLED 2343-12-13 1820422 [ (-] ] = ]
T EGC BATCH SETTLED 2813-11-25 180422 ] -10.00 o - a
L] EGC BATCH SETTLEDR 28131122 189424 3 e [ E Q
* EGC BATCH SITTLEDR 23131108 189250 4 W 1 1 1
& B BATCH SETTLED 20130107 (30107 2 15,00 ] < a
k] EGC BATCH SETTLED 25431188 1T:EM 4 T5.50 i 1 ]
2 EGC BATCH SETTLED 2842-05-24 100831 i 10.00 [} - a
1 EGC BATCH SETTLED 2343-05-20 (00028 ] 10.00 o = a
Batch Count: 3 Het Amount: $149,00 Dtis plaey I?‘.‘- - ]

The system sorts the list of transactions based on your selection.

Settled Gift Card Activity

Select the Gift Cand batch to review.

Setled Gift Card Activity

ch HMel Hut Hurmiseq Mumbar Rumbaer Remmibaer Hoembaer Card

acl [ A e 1 countE] | Amount ]| Redompbions@ | CredisB | Adivatons B | Relcads B Retunds B]
¥ EGC BATCH SETTLED 20031129 180433 1 10,80 1 0 [ [
& ESC BATEH SETTLED 2083-12-13 180822 [ -] ] b [:] -]
1 EQC BATCH SETTLED  2083-06-20 030034 1 10.00 ] ] a B
2 EQC BATCH SETTLED 2 B 1 1000 L] ] a 1]
3 EGC BaTON SETTLED 20 a4 TR0 1 1 1 U]
3 EGE RaToM SETTRER 083 V1-08 1502 38 4 k1 L] 1 1 1
¥ EGC BATEH SETTLED 2083 12-33% o3 1 1088 1] ] a ]
L EQC BATCH SETTLED 20831107 addiay I 1586 L] -] a ]
& EQC BATCH SETTLED Z2083-11-22 1802824 3 1.00 1 ] a i}
I Biaich Count: 8 Hel Amouni: $149,00 Desplay: |25 -I |

Note: When you click the E (up down arrows), the values in the column are sorted in ascending
order. If you click it again, the values will be sorted in descending order.
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To Filter Settled Batches Transactions

The Filter will help you to locate your data by limiting the fields returned based on the filter you
choose. The Filter choices are:

All e  Force Purchase
Purchase e Force Return
Sale ¢ Void

Return e Reversal

Force

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

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

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

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

The following example shows the Settled Activity screen before the Filter has been applied.

Settled Activity

Selact the batch [o review

e —
Download | Reports | Reports Plus | Search | Fiker _l

GBOK 35009191033

e Lser Traa | Card fran (- e Tran First Last | pataE Emiry | ANS Fors
II:'D Sl-:lu::n l'ru'.'u It:u.'ﬂ I||||l.'u Il-n-n.'ﬂ H.mll:ﬂ I\'puﬂ Conhis tl Fores Puichase
L] Chril  Seftked  Cred@Card Sals 0SAB2004 1M Jars Do 4| re——— g Force Retum
A Cheil  Seffed  CrediCard  Sale  DGARZ0EL L Jara Do e 5 i
000 Chrtl  Sefted CredfCard  Sals  DRACON 1030 sars Dos 41 5 S —
0 Clerid Ceffied  Credi Card il e g 1028 Jars Due L1 K 300
Ha Clerkl Getfed  Cred@Card W BRI 10z fara Coe |y K 208
000 Chrtl Setted CredfCard  Weld | CANDOON 1028 Sara Dos iy K 1.08
Cancel
Transaction Count 6 Met Amount $ 15.00 Display, |25 =
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The following example shows the Settled Activity screen with the Void filter enabled.

Settled Activity

Select the batch to review

GBOK 35003191033

b Fitter: [

Tran Date 0
Type B
o Clarkl Srtiad Cradt Card Vod [k B E ] Ll Jane fea L4 b T K 30
000 Clercl  Semied  CrefiCard Vol  OOVRIHY W2 e Dee  si==wewgpgy K 200
000 Clerkl Semled CreftCand  Voild  GBHETIM W2E Jwoe Doe  &1™™mH K 109
Ca.nctll
Transachion Count: 3 Met Amount: §0.00 Display. [25 =

To Download Settled Batch Files

To download the entire contents of the currently selected batch:

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.
e Select Gift Card to display the Settled Gift Card Activity screen.
e Select Cash to display the Settled Cash Activity screen.
3. Select Download.

The following example shows the Settled Gift Card Activity screen.

Settled Gift Card Activity
Select the Gt Card batch to review,

Setthed GiftCard fctivity

Rl

Raleha L Surtmed Date 0

it o] Count 0] | Amount 0 Lo i
] EGC BATCH SETTLED: 2313-12-23 f-3& 00 i 1000 1 L] a
B EGC BATCH SETTLED 2343-12-13 1820422 [ () o ] ] ]
T EGC BATCH GETTLED 2812-11-28 180422 1 -0 ] 1 L] a
B EGC BATCH SETTLED 23131122 189424 1 180 2 i o ]
L] EGC BATCH SETTLED 23131108 109253 4 wen 1 [} 1 1
& BGL BATCH SETTLED 23131147 38147 i 1580 2 ] [ [
3 EGC BATCH SETTLED 2313-11-08 171231 4 TS.00 1 | | a
2 EGC BATCH SETTLED  2343-08-24 100831 i 1038 1 ] ] ]
1 EGC BATCH SETTLED  2812-05-20 (00038 ] 1000 1 L] o a

Batch Count: 8 Hel Amouni- $149,00 Diis plary I?‘En - |
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The Download screen appears.

Download

Select the desired download format.
The Report wil only alow 3 months of data to be pulled at a time,

Mote that al fields with an asterisk (3%) are required.

Settle Batch

Date From{MINDDAYYY format) Joarig/z014 %
Date To{MWDDAYYY format) [os/1972014 *®
Sort On: ]Us&r Id j
Specify the download text file type: ] Comma-Delimited j

Include text qualifier (double quate -~ ) |7

| Download File |

Note: If you go down to a specific batch that is older than the current date, the default Date
From and Date To fields will be defaulted to the settled batch date selected and
previous month’s date with a 30-day date range.

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

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

Note: Server ID and Shift ID are available only for terminals with a Market Segment of
Service.
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5. In the Specify the download text file type drop-down list, select the file type for the batch
download from the following options:

¢ Comma-Delimited
e Tab-Delimited
e XML

6. Select the Include text qualifier check box to add quotation marks around the downloaded
fields.

Note: This option is available when Comma-Delimited or Tab-Delimited are selected as the
file type.

7. Click Download File.

The File Download prompt displays to confirm if you want to open or save the file download.

%

Do you want to open or save this file?

1 Mame: SeteBatchReport.csv
=i

Type: Microsoft Excel 97-2003 Worksheet
Frorm: wvmisecqa.servers.globalprv

Cpen Save Cancel

ham your computer. if you do nat trust the source, do not open or

@ While files from the Intemet can be useful, some files can potentially
save this file. What's the sk ?

8. If you click Save, specify the Location and File Name in the Save As window that displays
and click Save.

9. If you click Open with, the downloaded information displays in a new browser window.

Note: For Credit Card Sale, Credit Card Force, Credit Card Auth Only, Credit Card Return,
and Electronic Check settled transactions, downloads include a Signature Indicator
field to identify transactions with signature attached.
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To Generate Refund to a Settled Transaction

You can generate a refund to the following transaction types:

e Credit Card Sale
e Credit Card Force

The following procedure will take you through the steps to generate a refund to a settled
transaction.

1. On the Main screen, select Settled Batches | Main.

The Settled Activity screen displays.

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

Settled Activity

Select the batch to review

Setthed Batch Activity

I 24500

Hui fralsid

Nomber Beluins Humlsed Vond s
Purchasefforcesy | Member Ritarm O | Hur veads [0

Bach# [ | Balch Respoase Sefthesd Date 0 RetCount [ | MetAmount

CBOK 3a0bS0505
la2 OB 3RE051 20505
7 GBI 3ETOE1 80805
GA VO Z0ns T

3 .ol 3
ET 156,00 ET

o = o=

130 L)
[ 130 06 ] 1] \.

D 2341500

Batch Count- 132 Met Amount; $503400086 Display: |25 '|

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

you want to view.

Settled Activity
Sl the batch DO review

GEOK MBE091E0905

Trin F 1 Lasi

Time B] | Mame B | Keme B

Todal

+ B | Amount

1] el Ceftied Condll Card Sae [ E e BT ] [T Jae Dos B 44454 10880

000  Cleril  Seffied OrediCard  Sale  OWIST0H4 0E1Z  Jme Doe  (Fa==r=g0s0) 10.00

000 Chwil  Sefted  CreftCand  Sale QBB aF23 Jwoe Oos 4= 5430 100
(‘.an-:ﬂl

Transaction Count: 3 Met Amownt: §21.00 Display: IE‘& "I

The Settled Batches Main Response screen displays the authorization response information.

fugthorization Results

Usern Clarkd
Payrment Type: CREDITCARD
Transaction Type: EALE
Transaction IO
Dabe i Time:
Responss:

99-909-5y.

| Ship to Fhoms.

ARATAD-COG42486-DES5-4240-8DA5-ED949C0A0E3E
08182014 08:12:21 AR

Settled Batches Main Response

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

o

]
Repint | | AddtoRecuring | | View Receipt | Generate Retund [ | Gancel |

4. If you need to issue a refund to a settled transaction, click Generate Refund.
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The Credit Card Return screen displays with the Amount of the sale showing.

Credit Card Return

Enter the infiormation for this transaction, Note that al fiedds with an astergk (3) are required,

Order Section
Accound Data: SgrEEREEEEE R
Expiration DuateMMYY) 1215

Amount 10.00 ®
Cushmear Code:

e 1 . =
|3I1IDIJ]'F'I1-DI15: G005 |

s | e |

5. Click Process to issue the refund back to the customer’s credit card.

The Credit Card Return Response screen displays and the system generates a receipt.

Credit Card Return Response
This s the authorization response nformation, Nobe that al fieids with an astersk (%) are requived,
User. Clerk
Paymeent Type: CREDITCARD
Transaction Type: RETURN
Transaction IO AAITAD-SBBCABE-FCS0-4AT0-BE57-FIBE 1042083
Date I Time: 1WOEZ0 14 03:AT21 FU
Rosponsa: Ak
Message: APPROVAL
Approval Coss
G P N
st
| Ship b Fhdne. 555-859-04._ ] |
Updste | | Reprint | | View Receipt | Update Card Manager |

Note: You can issue a refund for an amount equal or less than the original transaction
amount.
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To Add a Transaction to Recurring Payments

You can Add Recurring to the following transaction types:

e Credit Card Sale
e Credit Card Force

The following procedure will take you through the steps to add a recurring payment to a settled
transaction.

1. On the Main screen, select Settled Batches | Main.

The Settled Activity screen displays.

Settled Activity

Select the batch to review

Settied Batch Activity | | |

- 11025 0f 82 K 2131400

44 GBOK 74407030833 2015-07-03 08:33:31

295

Number
Batch# Batch Response Settled Date Net Count Net Amount Humber Returns Number Voids
Purchase/Forces £
T 3 7.00 2 1 0
1 1 0

2015

BOK 74307021502
g

25 ~ -U5-28 04ue.. 5.00 u
724 GBOK T28vwr. - .. 2015-05-27 04:02:58 . 10.00 il 0

- 1to 250182 B 12121200

Batch Count: 80 Net Amount: $30592.00 Display:

© Elavon Incorporated 2015 248



Converge Transaction Processing Guide CON-0001-D

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

Settled Activity

Select the batch to review

GBOK SabihiShabs 1] &

laz GBI 3SE05180505 - 3 .o 3 o L
7 GBI 3ET051 80805 20040818 040548 &7 156.00 ET o L
BB VO 20D T TONAGELT DA 50 1 1] 1

L

Lol L apt B0 VR 0S e 13008 1]
324 GROK SRRy s J004-56-5T L1E5:41 am 1238 63 0] -] u

B 2030405000

Batch Count: 132 Met Amount: S503400 86 Cisplay: |25 -I

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

Settled Activity

Select the batch to review

GBOK 73906291502 | Filter:

User Tran Card Tran Tran First La st Entry AVS Total
Seq# Tran Date 2 Card Data B
iote e mea wa
Clerk1 Seftled  Credit Card Return 06/28/2015 1401
ooo Clerkl  Seftled  CreditCard  Sale  08/28/2015 14:00 K 7.00
000 Clerkl  Seftled  Credit Card  Sale  08/2%2015 13:58 K u 4.00
Transaction Count: 3 Net Amount: $ 7.00 Display:
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3. To view details of a particular transaction, select the Card Data link for the transaction details

you want to view.

Settled Activity
Sl the batch DO review
GEOK JE091E0905

soge Usar Tran | Card Tras

First Lasi

Traa Date ] Tran

Card Data B

A | status B Type B Type B Time B] | Mame B | Keme B ype ] | ©
00 Ol Seffied  CradiCard  Saw  O0IS04 o847 lae Do Saw=r==iiiy 8 1086
000  Cleril  Seffied OrediCard  Sale  OWIST0H4 0E1Z  Jme Doe  (Gi==gs0) S 10.00
000 Chebl  Sefed  CrsdiCard  Sak o OBHSE014 ara3 Jane Dog g e 5 100
Cancal |
Transaction Count: 3 Met Amownt: §21.00 Display: IES- "I

The Settled Batches Main Response screen displays the authorization response information.

fugthorization Results
Ligar
Payrent Type:
Trangaction Type:
Trangaction ICr
Doate i Time:
Rasponse:

Clark1
CREDITCARD
ZALE

99-909-5y.

| Ship to Fhoms.

Settled Batches Main Response

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

ARATAD-COG42486-DES5-4240-8DA5-ED949C0A0E3E
08182014 08:12:21 AR

o

Reprnt | (T Add to Recurring [)
e ————

View Receipt | | Genorate Refund | | Cancal

4. Click Add to Recurring .
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The Add to Recurring Batch screen displays.

Add to Recurring Batch

Enter the information for this transaction Mote that al fields with an asterisk (%) are required.

Add i Recurring Batch

Recuring Transadion Typa: Im*

Agnourd Dala: qremmmnEREgGad

Expiration Cate(k) EEEEIE

Amagunt Fae %

Custeenas Code: 1

Sales Tax —

Billing Cycle: Morthly =]

I Last day of menin

P Pl D [ M=
W'

| CustomData, |_' - |
] o ‘

5. Click Add to make the payment recurring. Refer to the To Add Credit Card Transaction to a
Recurring Batch section for more information.

To Add Signatures to Settled Batches Transactions

You can add a signature the following transaction types:

e Credit Card Sale

e Credit Card Force

e Credit Card Return

e Credit Card Auth Only

e Electronic Check Purchase
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Notes:

The terminal must be setup for signature capture option. The signature capture option is
only available for those terminals with the following payment types:
e Credit Card

e Electronic Check

A supported signature device must be in place to add a signature
You cannot add a signature to a transaction that already has a signature

1. On the Main screen, select Settled Batches | Main.

The Settled Activity screen displays.

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

Settled Activity

Select the batch to review

Setthed Batch Activity

I 24500

Hui fralsid

: el Count ML e
=0 Rl Count | Mot Amaount 0 PurchasarareesEl

Rumber Hieluins u

CBOK 3a0bS0505
OB 3RE051 20505 - £
7 GBI 3ETOE1 80805 143518 D4:05:48 &7 158083 ET
GA VO Z0ns T TOVAERAT -

o = o=

130 L)
[ 130 06 ] 1] \.

D 2341500

Batch Count- 132 Met Amount; $503400086 Display: |25 '|

The Settled Activity screen displays all transactions in the batch for that date.
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3. To view details of a particular transaction, select the Card Data link for the transaction details
you want to view.

Settled Activity

St the batch Do review

GEOK 34B09180905

sogE 0 LIET Ty Tran

Larg Tran Traa Date ] Fran Frst Ll Card Data B

A | status B Type B Type B Time B] | Mame B | Keme B
o] f= 4] Ceattied| Coudll Card Sake A4 a7 Jaia Dos L =a444 1050
Hxd Tl Seitisd  Credit Card Sl IRHE4 BT Jane Doz 5 1000
g Tl Gettisd  Crecdit Card Go  QRIEGNI4 [ hpra ) Jmne D= Ar—————al 190
Cancal I
Transaction Count: 3 Met Amownt § 21.00 Display: IES- 'l

The Settled Batches Main Response screen displays the authorization response information.

Settled Batches Main Response

Thiss & the authorization response information, Nobe that al fisids with an asterisk (3] are réquined,

Liger Cherkd

Payrment Type: CREDITCARD
Transaction Type: SALE

Transaction |0 AR4BLA-DEBFEFFC-FCCE-4TE2-AC2C.BCI02EEERATE
Drabe f Timne: 0 Br2014 AT 40 AW
Rasponse: £4

Messags: APPROVAL

Approval Code cuCose

AVS Response:

Arcount Balanca: 10,00

KEignatura Prasent Yes 2y

CasdHolder IP

| Ship ta b,

W\\f\\_&

[awa-aws

Roprnt | | Add o Recurng |

View Recoipt Gonerate Refurd | | Cancel |

Note: The Signature Present indicator value of Yes displays when the transaction has a
signature image associated with it. This value is only viewable for those terminals
identified as having a signature capture device.

4. If you need to add a signature and your terminal is set up for a signature capture device, click

Add Signature.
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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!

Credit Card Sale Response

Iransaction Detail

Authorization Results

User:

Payms
Transq
Transi
Drate /
Respa
Messa
Approy

Customer prompted to sign. Please wait!

AVS Response:

CW2 Response: P
Account Balance: 10,00
CardHolder IP:

This s the authorization response information. Note that al flelds with an asterisk (%) are reguired.

312581FEG

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.
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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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Chapter 5: Managing Exported Scripts
(Export Log)

The Export Log section displays the transaction response scripts that have been exported previously to
the merchant URL. This section may display credit card, debit card, cash benefit, food stamp, electronic
check, gift card, or cash transaction scripts that have been exported.

Converge exports responses for the following payment types:

e Credit

e Debit (PINless and PIN Based)
e Food Stamps

e Cash Benefits

Gift Cards
Cash
Electronic Check

Recurring/Installment

Converge exports responses for the following transaction types:

e Credit Sale

e Credit Auth Only

e Credit Credit

e Credit Force

e Credit Verification

e Credit Balance Inquiry
e Credit Enhanced Refund
e Credit Void

e Credit Signature

e PINless Debit Purchase
e Debit Purchase

e Debit Return

© Elavon Incorporated 2015

Food Stamp Inquiry

Food Stamp Force Purchase
Food Stamp Force Return
Cash Benefit Purchase
Cash Benefit Inquiry

Gift Activation

Gift Sale/Redemption

Gift Card Refund

Gift Replenishment/Reload
Gift Card Balance Inquiry
Gift Credit

Cash Sale
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e Debit Inquiry e Cash Return
e Food Stamp Purchase e Electronic Check Purchase
e Food Stamp Return e Electronic Check Void

e Recurring/Installment transactions added, or submitted
for payment

The Export Log screen:

Export Log

Selact & transaction 1o revisw the expont ibg detaks.

Card Type B | Tran Type 0| Tran Daie B ::llllll' Total Amount 0 | Tran Result i

[} Falurs -] DS GFTCARD RQURY Ll B 115828 Bl ) HETW/ORHK ERFOR
[} Falurs [ D3  GFTCARD RAURY Lop g B 1584 &l g-Fi HETWORK ERROR
REDEUFTION 118507 i =3 AFPRDYAL

B [ wAYLE (. g i
[ Falure et ] nirvie CRECITCARD —— ] N2 bEREE 5454 203 AP a i
) Falire AUTD Lemirvie CREDITCARD FECURRNG w24 BEQSET  Sqeeemseniny 200 AFPROVAL
FIEIETED + !
Ra-Expor
Transaction Count: 323 Display: |26 -'I

From the Export Log page you can:

e Sort exported scripts

e View the exported script detail information and the raw data posted to the merchant’s URL
e Search for exported scripts using the Search link

e Filter the exported scripts using the Filter drop down menu

e Re-Export one or more transaction scripts using the Re-Export button
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To Sort Exported Scripts

You can sort exported scripts for all the transaction types by clicking the E (up down arrows) in
the column you want to sort by as shown below:

Export Log

Select a transaction 1o réview the expont ibg detals.

Card I\'|u_ln Tran "II-:‘“D Tram I_L_1||ln (k. ¥la n Tran I:ll'.||llu

[} Falurs u DS GFTCARD RQURY Ll bl 115828 ir
O Falurg w D3 GFTCARD ROURY Lo 115845
CaRD REDEUFTION 118507

WEDS HETW/ORH ERFOR
i HETWORH ERFOR
AFPRONAL

f P, lE Lee WD “
[ Falire Ll vz CREDITCARD p— ] [t B 8 L Y w5454 20 AP i
[} Faliifa AUTD minte CREDITCARD FECURARG EaM2e14 BEACET  yeeesenioy 208 APPRONAL
213141 'nm
Re-Expod
Transaction Count; 323 Disglay: |25 -'I

The system sorts the list of transactions based on your selection (for example, Export Status,
Entry Mode, User ID, and so forth).

Note: When you click the up down arrows, the values in the column are sorted in ascending
order. If you click again, the values are sorted in descending order.

To View Exported Scripts

You can view exported scripts for the past 3 days of transaction activity.

1. Select Export Log to display the exported scripts.
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2. To view details of a particular script, select the Card Data link for the transaction details you
want to view.

Export Log

Silect & transaction to revisw the expont ibg detal,

Card Type [ | Tean Type | Traa Dale ':_' Card Datn [ | Total

O Falurs u 01385 GFTCARD HQURY Lol bl 115828
[} Falurs [ D3 GFTCARD WOURY Ll b 115845
114507

HETWORH ERROR
HETW/ORH ERFOR

f P il LA WA i
[ Falirg a1l Leiyle CREDITCARD — ] W24 MOy - D454 20 AP a i
r Falure AUTD brint:  CREDWCARD  FECURRMG  CRAWDHE  DEOSET  Sgmewmefysy 200 AFPRONAL
212141= 000
=
Transaction Count: 323 Display: |26 'I

3. On the Export Log Response page, click View Export.

Export Log Response

This I the authorization response information. Mote that al fields with an asterisk (3 ) are required.

Authorization Results

Wser 001386

Fayment Typa: GIFTCARD
Transaction Type: REDEMFTION
Transaction I0: AALTAD-ABAZATE-FICE-4E4S-950C-9TCBTBEISTER
Diate I Tima: 2014-08-19 1402 03.0
Response: HOD

Hessage: HETWORK ERROR
Approval Code:

VS Response:

Accouni Balance: 0.00

Amount 1.00

Fecord Humber, o

Expodt Slahas: Failurg View Error

ReExpart | View Expart [} Cancel |
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A new browser window opens and displays the exported script.

f‘ Converge - Windows Internet Explorer [ =]

POST

https://demo myvirtualmerchant com/VirtualMerchantDemo
HTTP/1.1

Content-Length 637

Host:demo myvirtualmerchant com:- 1

Content-Type: application’x-www-form-urlencoded
user-agent-Apache-HipClient'd 2.2 (java 1.5)
anthorization-{ }

ERR.OR.&ss]_country—=drss]_city=&ssl_phone=dzss]_ship_to_.
-A1BA3ATE-F1CE-4E48-950C-

BES

ssl_email=&ssl_ship to phone=&ss! last name=&ssl ship t¢

QTCETBEBEIEQ&sﬂ_ramIFI&55[_5hﬂ3_ln_compan}=&ssi;ﬂ:

To Search Exported Scripts

You can locate specific information in previously exported scripts.

1

2.

Select Export Log to display the exported scripts.

Select Search.

Export Log

Select & transaction 1o réview the export by detals.

Elgn T
Export Saius [ | Entey Mode ) III'iJI Caid Typi [ | Tran Type [ | Toaa Daie 0 |
1] Ly
0 Fabure [} D385 GFTCARD HOURY L0 ] 115828 &
O Faburg (8} D38 GFTCARD HAURY Lol b 11584s &

‘CARD RECEUFTION 114507

. - e LA VDS

[ Falirg ELH Lemirvie CREDITCARD e— ] w24 AN

[ ] Faline AUTD ienirvie CRECITCARD FECURRHG 24 BEQERT  Sgeeeeeehing
T

Transaction Count; 323

Card Data B | Total Amount

Tran Besull [

HETWORHK ERROR
HETW/ORHK ERFIOR
APPRDNAL

AP s

AFPROVAL

Dg;pla!ll 25 'I
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The Transaction Search screen displays.

Transaction Search

Enter the transaction search criteria.

Search Critenia
Export Status All -

Drate From({MM/DDAYYY format) [

Date To(MMDDAYYY format) |

Account Mumber |
Expiration Date (MRYY) |

Payment Type | All j
Transaction Type All -
User|D

Transaction 1D

First Mame

LastMame

|
|
Recurring IO |
|
|

Search | F{esetl Cancel |

3. Enter the transaction values to search for specific transactions.

4. Click Search or Reset to clear the values on the Transaction Search screen.

The search results display in the Settled Activity screen.

Notes:

o Click Reset to clear the values or Cancel to abandon your search activities and return to

the Settled Activity screen.

e You can retrieve only three months of data at a time. An error message displays if you

request more than three months of data.
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271



Converge Transaction Processing Guide CON-0001-D

To Filter Exported Scripts

You can filter the export script log to show a list of exported scripts matching desired criteria.
1. Select Export Log to display the exported scripts.
2. Click on the Filter drop Down menu.

3. Select one of the following options from the Filter selection box:

e Al
Will select all exported scripts

e Success
Will select all successfully exported scripts

e Failure
Will select all scripts that failed to be exported

To Re-export Exported Scripts

You can re-export an export script to the merchant specified URL set up previously. This re-export
is typically done when a script had failed to be exported.

1. Select Export Log to display the exported scripts.
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2. Click on the Re-Export button.

Export Log

Select & transction 1o réview the expon by detals.

u Enley l.1|:-|||lu ozl Caid Il|'|uln Tean "II-“'D ifan IL_1||lu :,'" I|._1||l!|l'.||||u

RAURY
O Falurg (L) D385 GFTCARD HQURY e 11584s &
'CARD RECEUFTIOH

HETWORH ERROR
e HETWORH ERFOR
T APPRDNAL

5 Fisen wuvie (. e I e
[ Fahirg i 1A iz CREDITCARD E— ] w24 MORH - 5454 20 AP o min
| mi Falure ALTS (£ CREDITCARD FECURRBG LT ] BEGERT  CimeeneRing 2 b AFPRONAL

23415030

Transaction Count; 323 Display; |25 -'I

Notes:

e You can filter results as shown above to select transactions for Re-Export. You can
also select individual transactions or groups of transactions to Re-Export. When you
finish selecting transactions, click on the Re-Export button.

e The Re-Export button is also available when selecting a script from the Card Data
link for the transaction. This link will allow you to view the detail of the script before
re-exporting it.
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Chapter 6: Response Codes

This section describes the responses that can be returned by the Converge application. The Authorization
Response Codes, AVS Response Codes, and CVV2 Response Codes are values that might be returned
during a transaction authorization.

Authorization Response Codes

This table provides a list of the values that might be returned during an authorization request.

Code Message Definition

AA APPROVAL Approved

AA APPROVAL PARTIAL Approved for a Partial Amount

N7 DECLINE CVV2 Do Not Honor

N7 DECLINE CVV2 Declined due to CVV2 mismatch \ failure

NC PICK UP CARD Pick up card

ND AMOUNT ERROR Tran Amount Error

ND AMT OVER SVC LMT Amount is more than established service limit

ND APPL TYPE ERROR Call for Assistance

ND CANNOT CONVERT Check is ok, but cannot be converted. Do Not Honor
ND DECLINED Do Not Honor

ND DECLINED T4 Do Not Honor. Failed negative check, unpaid items
ND DECLINED-HELP 9999 System Error

ND DUP CHECK NBR Duplicate Check Number

ND EXPIRED CARD Expired Card

ND INCORRECT PIN Invalid PIN

ND INVALID CARD Invalid Card

ND INVALID CAVV Invalid Cardholder Authentication Verification Value
ND INVALID TERM ID Invalid Terminal ID

ND INVLD R/T NBR Invalid Routing/Transit Number
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Code Message Definition
ND INVLD TERMID 1 Invalid Merchant Number
ND INVLD TERM ID 2 Invalid SE Number
ND INVLD VOID DATA Invalid Data Submitted for Void Transaction
ND MAX MONTHLY VOL The maximum monthly volume has been reached
ND MICR ERROR MICR Read Error
ND MUST SETTLE MMDD Must settle, open batch is over 7 days old
Note: Batch will be Auto Settled after 10 days
ND NETWORK ERROR General System Error
ND PLEASE RETRY Please Retry/ Reenter Transaction
ND RECORD NOT FOUND Record not on the network
ND REQ. EXCEEDS BAL. Req. exceeds balance
ND SEQ ERR PLS CALL Call for Assistance
ND SERV NOT ALLOWED Invalid request
ND TOO MANY CHECKS Too Many Checks (Over Limit)
NR CALL AUTH. CENTER Refer to Issuer
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Electronic Gift Card (EGC) Response Codes

This table provides a list of the values that might be returned during an EGC authorization

request.
Code Message Definition
AA APPROVAL Approved
ND SERV NOT ALLOWED Invalid request
ND INVLD TERMID 1 Invalid Merchant Number
ND SEQ ERR PLS CALL Call for Assistance
ND APPL TYPE ERROR Call for Assistance
01 DECLINED-HELP 9999 Host Busy
02 INVALID CARD Invalid Card
03 INVALID TERM ID Invalid Terminal ID
04 AMOUNT ERROR Tran Amount Error
05 ALREADY ACTIVE Card already active
06 REQ. EXCEEDS BAL. Request exceeds balance
07 MAX REACHED Cannot load the amount specified
08 NON RELOADABLE The card cannot be reloaded
09 TRAN NOT ALLOWED Transaction type not allowed
10 INVLD TRAN TYPE Transaction type not on server
11 EXPIRED CARD Expired card or bad expiration date
12 CARD NOT ACTIVE The Gift Card is not activated
13 DUPLICATE TRAN Duplicate transaction
14 SEQ ERR PLS CALL Call for Assistance
15 SEQ ERR PLS CALL Sequence does not match previous response
16 INVALID BATCH ID Batch ID is not on the server
17 INVALID TENDER Tender types is not on the server
99 DECLINED-HELP 9999 General System Error
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AVS Response Codes

An AVS Response Code will be returned in the Authorization Response Message when AVS
information is present in the transaction authorization request.

Code Definition

A Address matches - ZIP Code does not match

B Street address match, Postal code in wrong format (International issuer)
C Street address and postal code in wrong formats

D Street address and postal code match (international issuer)

E AVS Error

F Address does compare and five-digit ZIP code does compare (UK only)
G Service not supported by non-US issuer

—_

Address information not verified by international issuer

Street Address and Postal code match (international issuer)

No Match on Address (Street) or ZIP

No Response sent

Postal codes match, Street address not verified due to incompatible formats

Retry, System unavailable or Timed out

Service not supported by issuer

Address information is unavailable

9-digit ZIP matches, Address (Street) does not match

Exact AVS Match

Address (Street) and 5-digit ZIP match

N|l<|X|s|lc|lvw|lm|lv|lO0o|zZz|Z

5-digit ZIP matches, Address (Street) does not match
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CVV2 Response Codes

The CVV2 Response Codes are returned in the Authorization Response Message when the CVV2
data is present in the transaction authorization request.

Code Definition

M CVV2 Match

CVV2 No match

Keys

P Not Processed

S Issuer indicates that CVV2 data should be present on the card, but the merchant has
indicated that the CVV2 data is not resent on the card

u Issuer has not certified for CVV2 or Issuer has not provided Visa with the CVV2 encryption

Settlement Response Codes

The Settlement Response Code is returned when a settlement is preformed, either manually, or
through the Auto Settlement process.

Response

Description

GBOK BBBMMDDHHMM

GB = good batch, settlement received OK
BBB = batch number 001 through 999
MMDD = month and day of settlement
HHMM = time of settlement

INVALID TERM ID

Terminal ID is not on file with the network

INVLD CARD 9999

Card type, specified by item number, not authorized for settlement

INVLD DATA 9999

Invalid transaction amount

PLEASE RETRY 9999

System failure - please attempt again

RB INV ACCT 9999

Record specified by item number is invalid

RBOUT OF BALANCE

Item and dollar totals do not match the settlement trailer record totals

RB INVLD AMT 9999

Invalid transaction amount

SERV NOT ALLOWED

Merchant not set up for settlement processing

UNREC CARD 9999

Card type, specified by item number, is not recognized

© Elavon Incorporated 2015

278




Converge Transaction Processing Guide CON-0001-D

Chapter 7. Batch Import File Layout

Converge allows you to import batch files of credit card transactions, Recurring/Installment transactions,
or Card data for token generation.

Comma delimited import files:

e Text files with csv extension.

e Comma-delimited file will contain a header.

e Order of the values provided must follow the fields as described in the header.

e Fields and corresponding values must be enclosed within double quotes. Each field value is
separated by a comma.

e  Order of values must match order of headers.

XML import files:

e Text file with xml extension.

e The order of the tags in the xml format is not important.

e The transaction records must be encapsulated in a <txnimport> element for credit card and card
data for token generation batch files or <txnrecimport> element for recurring batch files .

Notes:

e CVV2/CVC/CID values and Track Data should never be stored, therefore, cannot be
passed to Converge on the file.

e You can import a maximum of 10 files for a single terminal per day.

e You can import a maximum of 500 transactions in a single file. Please contact
Technical Support at 1-800-377-3962, option 2, option 2 (in Canada you are asked to
choose either English or French for you language) if you need to increase the number
of transactions per file.

Credit Card Batch Processing

This format is used to batch import credit card transactions into Converge. The imported file can
be in comma-delimited or XML format.
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Input or Request File Format

Field Name Required | Length

Description

ssl_card_number C 19

Credit card number

ssl_exp_date Y 4

In MMYY format

ssl_get_token N 1

Use only with a terminal setup with tokenization.
Token indicator flag to indicate that a token is
needed for this card number. A token will be the
returned in the file after the transaction has been
approved.

Valid values: Y, N

ssl_add_token N 1

Use only with a terminal setup with tokenization.

Add to card manager indicator. Used to indicate if
you wish to store the token generated in the card
manager. The cardholder’s first and last name
along with the AVS information are required to be
sent with this indicator.

Valid values: Y, N

ssl_token C 19

Use only with a terminal setup with tokenization.

Token previously generated from a credit card.
This value can be stored and sent instead of the
credit card number.

ssl_amount Y 13

Must be in decimal format. No dollar sign

ssl_transaction_currency N 3

Transaction currency. The alpha ISO 4217 code, for
example: USD, CAD, GBP, AUD, EUR, JPY

ssl_transaction_type Y 20

ccsale (Sale)

ccauthonly (AUTH Only)
ccavsonly (AVS Only)
ceverify (Verification)
cccredit (Credit)

ccforce (Force)

ssl_customer_code 17

Customer code for purchasing card transactions

ssl_salestax 10

Sales tax for purchasing card transactions

ssl_invoice_number 25

Invoice number for MO/TO transactions

ssl_approval_code

Required for Force transactions

ssl_description 255

Transaction description

ssl_company 50

Customer's company name

Z|Zz2|lZz|Z2|2]|0|0O
[e)}

ssl_first_name 20

Customer's first name
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Field Name Required | Length | Description

ssl_last_name N 30 Customer's last name
ssl_avs_address N 30 Cardholder’s street address
ssl_address2 N 30 Customer's address line 2
ssl_city N 30 Customer's city

ssl|_state N 30 Customer's state
ssl_avs_zip N 9 Customer's ZIP code used to process AVS
ssl_country N 50 Customer's country
ssl_phone N 20 Customer's phone number
ssl_email N 100 Customer's email address
ssl_ship_to_company N 50 Ship to company name
ssl_ship_to_first_name N 20 Ship to first name
ssl_ship_to_last_name N 30 Ship to last name
ssl_ship_to_addressl N 30 Ship to address line 1
ssl_ship_to_address2 N 30 Ship to address line 2
ssl_ship_to_city N 30 Ship to city
ssl_ship_to_state N 30 Ship to state
ssl_ship_to_zip N 10 Ship to ZIP code
ssl_ship_to_country N 50 Ship to country
ssl_ship_to_phone N 20 Ship to phone number
User Defined Field N User defined; User should be able to pass up to 25

user defined fields. The value passed in the file
should match the field name specified in the
Terminal Setup | Merchant | Payment Fields | Add
New Field

User Defined Field 1
User Defined Field 2
User Defined Field 3
User Defined Field 4
User Defined Field 5
User Defined Field 6
User Defined Field 7
User Defined Field 8
User Defined Field 9
User Defined Field 10
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Field Name

Required

Length

Description

User Defined Field 11
User Defined Field 12
User Defined Field 13
User Defined Field 14
User Defined Field 15
User Defined Field 16
User Defined Field 17
User Defined Field 18
User Defined Field 19
User Defined Field 20
User Defined Field 21
User Defined Field 22
User Defined Field 23
User Defined Field 24
User Defined Field 25
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Input or Request File Examples

This is an example of a comma-delimited file of credit card transactions:

"ssl_card_number',”ssl_token”,"ssl_exp_date","ssl_amount","ssl_transac
tion_type", "ssl_customer_code","ssl_salestax",'ssl_invoice_number™,"ss
I_approval_code","ssl_description","ssl_company",'ssl_first_name","ssl
_last_name™,"ssl_avs_address”,'ssl_address2","ssl_city", " "ssl_state","s
sl_avs_zip","ssl_country","ssl_phone","ssl_email","ssl_ship_to_company
","ssl_ship_to_first_name",'"ssl_ship_to_last_name","ssl_ship_to_addres
s1","ssl_ship_to_address2","ssl_ship_to_city","ssl_ship_to_state", " ssl

_ship_to_zip","ssl_ship_to_country","ssl_ship_to_phone",""My Custom
field"

"411111111113221321",7,"1212","2.00", "ccsale™,"CC1234","1.00", " INV1234™"
", "Test Sale™,"ABC Company™,'John',"Doe","1234 Main Street","Suite
100" ,"Atlanta",""GA™,""'30328",""USA",""999-999-9999" ,""test@test.com", " ABC
Ship Company','Jane","Doe","1234 Secondary Street","Suite
A","Atlanta","GA™,""30123",""USA™,""111-111-1111",""Custom Datal"

" 7’9782583297542811’,''1112","'3.00", ""cccredit',"CC1234","2.00", " INV123
5", ,"Test Credit”,"”ABC Company","John","Doe","1234 Main
Street","Suite 100","Atlanta",'"'GA",'30328","USA",'"999-999-
9999",""test@test.com™,"ABC Ship Company','"Jane',"Doe",""1234 Secondary
Street","Suite A","Atlanta",'"GA","30123","USA™,"111-111-1111",""Custom
Datal™

“"4111111121121122","1012","4.00", ""ccauthonly","'CC1234","1.00", " INV1236
LU, "Test Auth™,ABC Company',™John',"'Doe™," 1234 Main Street",'Suite
100" ,"Atlanta","GA",""'30328",""USA",""'999-999-9999" ,""test@test.com", " ABC
Ship Company*,'Jane","'Doe™,"1234 Secondary Street","Suite

A", "Atlanta",""GA","'30123",""USA",""111-111-1111",""Custom Datal"

"4111111112221111","0515","10.00"", ""ccforce™,"","0.00",""FORC12345" ,"'555
55","This is a force","ABC Company",'John","Doe","1234 Main
Street","Suite
100","Atlanta,""GA™,"'30328" ,""USA™, """, "test@test.com"™, """ ", e
S, "Custom Datal””
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This is an example of an XML file of credit card transactions:

<txnimport>
<txn>

<ssl_card_number>4111111111111111</ssl_card_number>
<ssl_exp_date>1212</ssl_exp_date>
<ssl_amount>2.00</ssl_amount>
<ssl_transaction_type>ccsale</ssl_transaction_type>
<ssl_customer_code>CC1234</ssl_customer_code>
<ssl_salestax>0.50</ssl_salestax>
<ssl_invoice_number>1234</ssl_invoice_number>
<ssl_description>TEST SALE</ssl_description>
<ssl_company>MyCompany</ssl_company>
<ssl_first_name>John</ssl_first_name>
<ssl_last_name>Doe</ssl_last_name>
<ssl_avs_address>123 Main</ssl_avs_address>
<ssl_city>Atlanta</ssl_city>
<ssl_state>GA</ssl_state>
<ssl_avs_zip>30123</ssl_avs_zip>

<ssl_country>USA</ssl_country>

<ssl_ship_to_zip>30123</ssl_ship_to_zip>

</txn>
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<txn>
<ssl_token>9141217181941111</ssl_token>
<ssl_exp_date>1213</ssl_exp_date>
<ssl_amount>5.00</ssl_amount>
<ssl_transaction_type>ccforce</ssl_transaction_type>
<ssl_customer_code> FF1234</ssl_customer_code>
<ssl_salestax>0.50</ssl_salestax>
<ssl_invoice_number>1234</ssl_invoice_number>
<ssl_approval_code>555555</ssl_approval_code>
<ssl_description>TEST FORCE</ssl_description>
<ssl_fFirst_name>John</ssl_first_name>
<ssl_last_name>Doe</ssl_last_name>
<ssl_avs_address>123 Main</ssl_avs_address>
<ssl_city>Atlanta</ssl_city>
<ssl_state>GA</ssl_state>
<ssl_avs_zip>30123</ssl_avs_zip>
<ssl_country>USA</ssl_country>
<ssl_ship_to_city>Atlanta</ssl_ship_to_city>
<ssl_ship_to_state>GA</ssl_ship_to_state>
<ssl_ship_to_zip>30123</ssl_ship_to_zip>
</txn>
</txnimport>
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Output or Response File Format

Credit card transactions authorized through the batch import process can be reviewed for
responses and downloaded from the User Interface under Current Batches | Imported Batches
only. An example is provided in XML and CSV.

The fields are as follows:

Field Name Description

Item Item number

Tran Type Transaction type: Sale, Force, Refund, etc.
Tran Date Transaction date

Tran Time Transaction time

Account Data

Credit card number (masked) or token

Expiration Date

Expiration date

AVS Code Address verification response
Amount Transaction amount
Result Transaction result message: APPROVAL, DECLINE, ERROR

Auth Message

Transaction Auth message; APPROVAL if approved; Reason for decline if
declined transaction; Error description for ERROR transaction (Example:
Invalid Amount) or Business rule triggered for DECLINE transaction
(Duplicate, CVV MISMATCH, AVS MISMATCH)

Approval Code

Return code generated by credit a card processor

Error Code

Transaction error code

Transaction ID

Unique transaction identifier

Customer Code

Customer code for purchasing card transactions

Sales Tax

Sales tax for purchasing card transactions

Invoice Number

Invoice number

Card Description

Card description type for example MC

Description Transaction description
First Name Customer's first name

Last Name Customer's last name
Address1 Cardholder's street address
Address2 Customer's address line 2
City Customer's city
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Field Name Description
State/Province Customer's state

Postal Code Customer's ZIP code
Phone Customer's ZIP code used to process AVS phone
Email address Customer's email
Country Customer's country code
Billing Company Customer's billing company
Ship to First Name Ship to first name

Ship to Last Name Ship to last name

Ship to Addressl Ship to address line 1
Ship to Address2 Ship to address line 2
Ship to City Ship to city

Ship to State/Province Ship to state

Ship Postal Code Ship to ZIP code

Ship to Phone Ship to phone

Ship to Country Ship to country

Ship to Company Ship to company

Token Value Token generated from the card number
UserDefinedFieldl User defined field
UserDefinedField2 User defined field
UserDefinedField3 User defined field
UserDefinedField4 User defined field
UserDefinedField5 User defined field
UserDefinedField6 User defined field
UserDefinedField7 User defined field
UserDefinedField8 User defined field
UserDefinedField9 User defined field
UserDefinedField10 User defined field
UserDefinedField11 User defined field
UserDefinedField12 User defined field
UserDefinedField13 User defined field
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Field Name Description

UserDefinedField14 User defined field
UserDefinedField15 User defined field
UserDefinedField16 User defined field
UserDefinedField17 User defined field
UserDefinedField18 User defined field
UserDefinedField19 User defined field
UserDefinedField20 User defined field
UserDefinedField21 User defined field
UserDefinedField22 User defined field
UserDefinedField23 User defined field
UserDefinedField24 User defined field

UserDefinedField25

User defined field

Recurring and Installment Batch Processing

This format is used to batch import installment and recurring card transactions into Converge. The

imported file can be in comma-delimited format or XML format.

Input or Request of Recurring File Format

Field Name/XML Required | Length | Description
ssl_card_number Y 19 Credit card number
ssl_exp_date Y 4 In MMYY format
ssl_amount Y 13 Must be in 1.00 format. No dollar sign
ssl_transaction_type Y 20 ccaddrecurring
ccaddinstall
ssl_customer_code N 17 Customer code
ssl_salestax N 10 Sales tax
ssl_invoice_number N 25 Invoice number
ssl_description N 255 Transaction description
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Field Name/XML Required | Length | Description
ssl_billing_cycle Y 20 Billing cycle; Valid values, all caps and no hyphens:

o DAILY

e  WEEKLY

e  BIWEEKLY

e SEMIMONTHLY

e  MONTHLY

e  BIMONTHLY

e  QUARTERLY

e SEMESTER

e  SEMIANNUALLY

e ANNUALLY

e SUSPENDED
ssl_next_payment_date | Y 10 Next payment date format MM/DD/YYYY
ssl_skip_payment N 1 Skip payment field; Default = N
ssl_total_installments C 4 Conditional; Numeric; Number of payments; To be

passed only for ccaddinstall
ssl_end_of_month C 1 End of month indicator
Valid values Y or N

ssl_bill_on_half C 1 Valid values are 1 or 2
ssl_company N 50 Customer's company name
ssl_first_name N 20 Customer's first name
ssl_last_name N 30 Customer's last name
ssl_avs_address N 30 Cardholder's street address
ssl_address2 N 30 Customer's address line 2
ssl_city N 30 Customer's city
ssl|_state N 30 Customer's state
ssl_avs_zip N 9 Customer's ZIP code used to process AVS
ssl_country N 50 Customer's country
ssl_phone N 20 Customer's phone number
ssl_email N 100 Customer's email address
ssl_ship_to_company N 50 Ship to company name
ssl_ship_to_first_name N 20 Ship to first name
ssl_ship_to_last_name N 30 Ship to last name
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Field Name/XML Required | Length | Description
ssl_ship_to_addressl N 30 Ship to address line 1
ssl_ship_to_address2 N 30 Ship to address line 2
ssl_ship_to_city N 30 Ship to city
ssl_ship_to_state N 30 Ship to state
ssl_ship_to_zip N 10 Ship to ZIP code
ssl_ship_to_country N 50 Ship to country
ssl_ship_to_phone N 20 Ship to phone number
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Field Name/XML

Required

Length

Description

User Defined Field

N

User defined; User should be able to pass up
to 25 user defined fields. The value passed in
the file should match the field name specified
in the Terminal Setup | Merchant | Payment

Fields | Add New Field

User Defined Field 1
User Defined Field 2
User Defined Field 3
User Defined Field 4
User Defined Field 5
User Defined Field 6
User Defined Field 7
User Defined Field 8
User Defined Field 9
User Defined Field 10
User Defined Field 11
User Defined Field 12
User Defined Field 13
User Defined Field 14
User Defined Field 15
User Defined Field 16
User Defined Field 17
User Defined Field 18
User Defined Field 19
User Defined Field 20
User Defined Field 21
User Defined Field 22
User Defined Field 23
User Defined Field 24
User Defined Field 25
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Input or Request of Recurring File Examples

This is an example of a comma-delimited file of recurring credit card transactions:

"ssl_card_number","ssl_exp_date","ssl_amount","ssl_transaction_type"
,''ssl_customer_code™,"ssl_salestax',"ssl_invoice_number","ssl_descri
ption”,"ssl_billing_cycle","ssl_next_payment_date","ssl_skip_payment
","ssl_total _installments”, "'ssl_end_of month","ssl _bill _on_half","ss
I_company',"ssl_first_name","ssl_last_name","ssl_avs_address",'ssl_a
ddress2","ssl_city","ssl_state",""ssl_avs_zip","ssl_country","ssl_pho
ne","ssl_email","ssl_ship_to_company","ssl_ship_to_first_name","ssl_
ship_to_last_name","ssl_ship_to_addressl”,"ssl_ship_to_address2",''ss
I_ship_to_city","ssl_ship_to_state","ssl_ship_to_zip","ssl_ship_to_c
ountry","ssl_ship_to_phone™,""My Custom field"

"41111111112221111","1212","21.00", "ccaddrecurring',"CC1234", """ " INV1
234" ,"Recurring every
month™,""MONTHLY",""05/30/2012" "N, """, "Y"" """ ,""ABC
Company","John","Doe","1234 Main Street",'Suite
100","Atlanta™,""GA",""30328",""USA™,""999-999-
9999","test@test.com™,"ABC Ship Company',"Jane","Doe","1234
Secondary Street","Suite A","Atlanta","GA","30123","USA","111-111-
1111","Custom Datal"

"41111111211221122","1112","30.00", "ccaddrecurring',"CC1234","" " INV1
235" ,"Recurring every two
weeks",""SEMIMONTHLY"","'05/15/2012",""N*", """, """, "1"" ,""ABC
Company™,*John","'Doe",""1234 Main Street","Suite
100","Atlanta","GA™,""30328",""USA™",""999-999-
9999","test@test.com™,"ABC Ship Company',"Jane","Doe","1234
Secondary Street","Suite A","Atlanta","GA",""30123","USA","111-111-
1111","Custom Datal"

"4111111111121122","1012","40.00",""ccaddrecurring",'CC1234","1.00","
INV1236™,"Weekly recurring",WEEKLY","05/20/2012" ,"'N", """ ,""" """ ,""ABC
Company","John","Doe","1234 Main Street",'Suite

100", "Atlanta™,"GA",""'30328",""USA™", ""999-999-
9999","test@test.com™,"ABC Ship Company',"Jane',"Doe","1234
Secondary Street","Suite A","Atlanta',"GA","30123","USA","111-111-
1111*,"Custom Datal™
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"4111111111121121",0515","10.00", ""ccaddinstall™,""","0.00",""INV12345","In
stall two months","BIMONTHLY",'"05/25/2012" ,"Y" 12" """ """ "ABC
Company"',"John","Doe",""1234 Main Street","Suite
100","Atlanta","GA™,""30328",""USA™, """, ""test@test.com™ """ mr, rrre e e e e
, T, T, "Custom Datal”

This is an example of an XML file of recurring transactions:

<txnrecimport>
<txn>

<ssl_card _number>4111111111111111</ssl_card_number>
<ssl_exp_date>1212</ssl_exp_date>
<ssl_amount>2.00</ssl_amount>
<ssl_transaction_type>CCADDRECURRING</ssl_transaction_type>
<ssl_customer_code> CC1234</ssl_customer_code>
<ssl_salestax>0.50</ssl_salestax>
<ssl_invoice_number>1234</ssl_invoice_number>
<ssl_description>TEST SALE</ssl_description>
<ssl_billing_cycle>MONTHLY</ssl_billing_cycle>
<ssl_next_payment_date>07/31/2012</ssl_next_payment_date>
<ssl_end_of month>Y</ssl _end_of month>
<ssl_skip_payment>N</ssl_skip_payment>
<ssl_company>MyCompany</ssl_company>
<ssl_fFirst_name>John</ssl_first_name>
<ssl_last_name>Doe</ssl_last_name>
<ssl_avs_address>123 Main</ssl_avs_address>
<ssl_city>Atlanta</ssl_city>
<ssl_state>GA</ssl_state>

<ssl_avs_zip>30123</ssl_avs_zip>

<ssl_country>USA</ssl_country>
<ssl_ship_to_zip>30123</ssl_ship_to_zip>

</txn>
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<txn>
<ssl_card_number>4111111111111111</ssl_card_number>
<ssl_exp_date>1213</ssl_exp_date>
<ssl_amount>5.00</ssl_amount>
<ssl_transaction_type>CCADDINSTALL</ssl_transaction_type>
<ssl_customer_code> FF1234</ssl_customer_code>
<ssl_salestax>0.50</ssl_salestax>
<ssl_invoice_number>1234</ssl_invoice_number>
<ssl_description>TEST FORCE</ssl_description>
<ssl_billing_cycle>WEEKLY</ssl_billing_cycle>
<ssl_next_payment_date>06/30/2012</ssl_next_payment_date>
<ssl_skip_payment>N</ssl_skip_payment>
<ssl_total_installments>10</ssl_total_installments>
<ssl_first_name>John</ssl_first_name>
<ssl_last_name>Doe</ssl_last_name>
<ssl_avs_address>123 Main</ssl_avs_address>
<ssl_avs_zip>30123</ssl_avs_zip>
<ssl_country>USA</ssl_country>
<ssl_ship_to_city>Atlanta</ssl_ship_to_city>
<ssl_ship_to_state>GA</ssl_ship_to_state>
<ssl_ship_to_zip>30123</ssl_ship_to_zip>

</txn>

</txnrecimport>
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Output or Response File Format

Recurring transactions authorized through the recurring batch import process can be reviewed for
responses and downloaded from the User Interface under Current Batches/Imported Batches
only, an example is provided in XML and CSV.

The fields are as follows:

Field Name Description
Item Item number
Tran Type Transaction type: installment, recurring

Account Data

Credit card number (masked)

Expiration Date

Expiration date

Amount

Transaction amount

Start Date

Bill Start Date

Next Payment

Next Payment Date

Billing

Billing cycle

Total installments

Number of installments. Does not apply for recurring

Result Transaction result message: SUCCESS, ERROR
Message Error description for ERROR transaction (Example: Invalid Billing cycle)
Error Code Transaction error code

Recurring ID

Unique recurring identifier

Installment ID

Unique installment identifier

Customer Code

Customer code for purchasing card transactions

Sales Tax

Sales tax for purchasing card transactions

Invoice Number

Invoice number

Card Description

Card description type for example MC

Description Transaction description
First Name Customer's first name
Last Name Customer's last name
Address1 Customer's address
Address?2 Customer's address line 2
City Customer's city

Postal code Customer's ZIP code
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Field Name Description
Phone Customer's ZIP code used to process AVS phone
Email address Customer's email
Country Customer's country code
Billing Company Customer's billing company
Ship to First Name Ship to first name
Ship to Last Name Ship to last name
Ship to Addressl Ship to address line 1
Ship to Address2 Ship to address line 2
Ship to City Ship to city
Ship to State/Province | Ship to state
Ship Postal Code Ship to ZIP code
Ship to Phone Ship to phone
Ship to Country Ship to country
Ship to Company Ship to company
UserDefinedField1 User defined field
UserDefinedField2 User defined field
UserDefinedField3 User defined field
UserDefinedField4 User defined field
UserDefinedField5 User defined field
UserDefinedField6 User defined field
UserDefinedField7 User defined field
UserDefinedField8 User defined field
UserDefinedField9 User defined field
UserDefinedField10 User defined field
UserDefinedField11 User defined field
UserDefinedField12 User defined field
UserDefinedField13 User defined field
UserDefinedField14 User defined field
UserDefinedField15 User defined field
UserDefinedField16 User defined field
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Field Name Description

UserDefinedField17 User defined field
UserDefinedField18 User defined field
UserDefinedField19 User defined field
UserDefinedField20 User defined field

Token Generation Batch Processing

This format is used to import and process a batch file of card numbers in order to generate card
tokens and/or add them to Card Manager.

Input or Request File Format

Field Name Required | Length | Description

ssl_card_number Y 19 Credit card number

ssl_exp_date Y 4 In MMYY format

ssl_transaction_type | Y 20 ccgettoken (Generate token)

ssl_verify N 1 Account Verify flag to indicate that account verification
is needed prior to generating a token.
Valid values: Y, N

ssl_add_token N 1 Add to card manager indicator. Used to indicate if you
wish to store the token generated in the card manager.
The cardholder’s first and last name along with the AVS
information are required to be sent with this indicator.
Valid values: Y,N

ssl_company N 50 Customer's company name

ssl_first_name N 20 Customer's first name

ssl_last_name N 30 Customer's last name

ssl_avs_address N 30 Cardholder’s street address

ssl_avs_zip N 9 Customer's ZIP code used to process AVS

ssl_phone N 20 Customer's phone number

ssl_email N 100 Customer's email address
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Field Name

Required

Length

Description

User Defined Field

N

User defined; User should be able to pass up to 25 user
defined fields. The value passed in the file should match
the field name specified in the Terminal Setup |

Merchant | Payment Fields | Add New Field

User Defined Field 1
User Defined Field 2
User Defined Field 3
User Defined Field 4
User Defined Field 5
User Defined Field 6
User Defined Field 7
User Defined Field 8
User Defined Field 9
User Defined Field 10
User Defined Field 11
User Defined Field 12
User Defined Field 13
User Defined Field 14
User Defined Field 15
User Defined Field 16
User Defined Field 17
User Defined Field 18
User Defined Field 19
User Defined Field 20
User Defined Field 21
User Defined Field 22
User Defined Field 23
User Defined Field 24
User Defined Field 25
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Input or Request File Examples

This is an example of a comma-delimited file of card data for token generation:

"ssl_card_number',"ssl_exp_date™,"ssl_transaction_type", " ssl_company",
_first_name","ssl_last_name","ssl_avs_address","ssl_city","ssl_state","

_avs_zip","ssl_country","ssl_phone","ssl_email","My Custom
field",”ssl_verify”

“4111111111111111","1212","ccgettoken™,""ABC Company',''John',"'Doe","1234
Main Street","Atlanta",'GA",'30328","USA", ""999-999-

9999", ""test@test.com", ' Custom Datal',”Y”
"4111111111111112™,"1212","ccgettoken™,""My Company",''Jane",''Doe","4567
Main Street","Atlanta","GA","30328","USA™,"", """, ""Custom Data2",”N”

o

ssl
ssl

/

This is an example of an XML file of card data for taken generation:

<txnimport>
<txn>

<ssl_card _number>4111111111111111</ssl_card_number>
<ssl_exp_date>1212</ssl_exp_date>
<ssl_transaction_type>ccgettoken</ssl_transaction_type>
<ssl_company>MyCompany</ssl_company>
<ssl_fFirst_name>John</ssl_first_name>
<ssl_last_name>Doe</ssl_last_name>
<ssl_avs_address>123 Main</ssl_avs_address>
<ssl_city>Atlanta</ssl_city>
<ssl_avs_zip>30123</ssl_avs_zip>
<ssl_country>USA</ssl_country>

<ssl_verify>Y</ssl_verify>

</txn>

</txnimport>
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Output or Response File Format

Card information processed through the token generation batch import process can be reviewed
for responses and downloaded from the User Interface under Current Batches | Imported

Batches only, an example is provided in XML and CSV..

The fields are as follows:

Field Name Description

Item Item number

Tran Type Transaction type: Sale, Force, Refund, and so on
Tran Date Transaction date

Tran Time Transaction time

Account Data

Credit card number (masked) or token

Expiration Date

Expiration date

AVS Code

Address verification response

Result

Transaction result message: APPROVAL, DECLINE, ERROR

Auth Message

Transaction Authorization message:
e APPROVAL if approved
e Reason for decline if declined transaction
e  Error description for ERROR transaction (example: Invalid Amount)

e  Business rule triggered for DECLINE transaction (Duplicate, CVV
MISMATCH, AVS MISMATCH)

Approval Code

Return code generated by credit card processor

Message

Card Manager response (example: Card Added)

Error Code

Transaction error code

Transaction ID

Unique transaction identifier

Card Description

Card description type (example: MC)

Description Transaction description
Address1 Cardholder's street address
Postal Code Customer’s ZIP code

Token Value Token generated from a card

Token Response

Token generation response (example: SUCCESS)

UserDefinedFieldX

User defined field
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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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Preface

This document describes step by step procedures on how to use your Virtual Terminal including:

Processing transactions

Managing open and settled transactions

Run reports and downloads

This document is intended for all users of the Converge product and contains the information necessary for you to be able to use all the features of the product effectively.

Typographical Conventions

Throughout this user guide, you will see words and phrases that appear in different fonts and formats.  The following list describes the typographical conventions used in this guide.

Bold Text
Indicates a menu option, a window title, buttons, etc. that you can use to identify a part of the user interface.
Examples:
Print or Save As dialog box

Menu selection sequences
Indicates a series of menu options that you need to select in a particular sequence and listed in one step.  Each menu option is separated by a pipe ( | )
Example:  
1.  Choose File | Save As | File Name and enter the name of the document.




Courier text
Indicates examples of software code.  Usually this type of text is encapsulated in a code box as illustrated below.
Example:

Begin Header

<head>

<title>Batch Import</title>

</head>

End Header



Bold courier text
Indicates a command that you would type into a command prompt window.
Example:
cd c:\users\

Italicized text
Indicates that the word or phrase is:

A reference to another document 
Example:
Refer to the Elavon User Guide.

Emphasized for clarification.
Examples:
You do not need to select Apply.

The word is replaceable text, such as a variable for a piece of code that you need to enter the appropriate value for your implementation.
Example:

<xml>

<country_code>Country Code</country_code>

</xml>






Related Documentation

The following documents are available related to the Converge product:

Converge System Administration Guide

Converge Getting Started Guide



Converge Chip and PIN (EMV) Transaction Processing Addendum

Converge Peripheral Device Installation and Setup Guide



Converge Developer Guide

VirtualMerchant Mobile User Guide

Revision History

The following table provides a description of the changes made to this document from its origination to the current release.
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		Original release of the Converge Transaction Processing Guide 
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		Enhancement to improve performance by removing the Select All function
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[bookmark: UsingYourVirtualTerminal][bookmark: _Toc425160347]Using Your Virtual Terminal

The Main Virtual Terminal screen provides access to all transaction entry and management options. You can enter transactions depending on your terminal and user rights. You can also process transactions from Card Manager, Current Batches, and Settled Batches. Refer to the Using Your Card Manager (Tokenization), Managing Unsettled Transactions (Current Batches), and Managing Settled Transactions (Settled Batches) sections for more information.

When your user account was created, you were granted specific access and permissions called user rights. In addition, you were associated with one or more terminals to which your login provides access. Therefore, if you are granted access to only one terminal, it is automatically presented to you in the screen upon login. Otherwise, you must select the desired terminal from the Select Terminal list.  

Note:  The terminal must be active to process live transactions. If your terminal is not active (Not Live or Suspended), call your system administrator or Elavon at 1-800-377-3962, option 2, option 2 (in Canada you are asked to choose either English or French for you language).

Depending on your user and terminal rights, this section describes how to: 

Select terminals

Process the following transaction types:

Credit Card 

Debit Card

Food Stamp 

Cash Benefit 

Electronic Check 

Gift Card

Cash






 

COMMON FEATURES:

Form Fields

The field prompts for each transaction depends on the Payment Form Field Setup for the selected terminal. Refer to the Configuring Payment Forms section in the Managing Terminals chapter in the Converge System Administration Guide for more information.

If you enter the Billing Address, to use this address for shipping in the Shipping Address section, select the Same as Billing check box. The system copies all the billing address information into the fields. You can edit the Shipping Address information after it is copied.  This clears the check box and does not update the Billing Address.




Response Forms

The response form consists of the Transaction Detail that displays the results of a processed transaction. This screen is further divided as follows:

The Authorization Results section displays all the information obtained during the authorization process.

Each subsequent section contains all the values entered for the transaction in the order defined in the Payment Fields section setup under Terminal Configuration.

Printing Receipts 

If your terminal is set up to have the receipt printed automatically, Converge prints the receipt.

You must allow Converge in the browser pop-up blocker in order for the receipt to show. 

If your terminal is not set up to automatically print receipts, the receipt information is displayed on the  screen.

If Serial Printer is selected as the Printer Type under the Printer options in the terminal profile, a receipt is sent to the serial printer. 

If Parallel Printer is selected as the Printer Type, a separate window displays the receipt information and the system prompts you to print the receipt.

Tips

For terminals set up for a Market Segment of Service, Converge automatically calculates and displays the Amount as Base Amount + Tip Amount.

Tip transactions are only available if the Market Segment is set to Service in the current terminal profile.

Converge allows you to provide tip information with transactions, based on how the System Fields are set up on the Payment Form. 

Converge allows you to provide tip information for transactions that are swiped and hand- keyed.

Merchant needs to customize the Tip, Server ID, and Shift Payment fields.  Refer to the To Edit Payment Fields section in the Converge System Administration Guide for more information about how to configure and edit a payment field.  




Transaction Currency

For terminals set up for Multi-Currency option, Converge automatically assigns the top five currencies to a terminal: US Dollar (USD), Canadian Dollar (CAD), Pound Sterling (GBP), Australian Dollar (AUD), Euro (EUR) and Japanese Yen (JPY).  The merchant can add or remove currencies from the currency field setting.  Refer to the To Edit Payment Fields section in the Converge System Administration Guide for more information about how to configure and edit a payment field.

The merchant’s local currency is displayed first.

Multi-Currency is only available with MasterCard® and Visa®.  Only those cards will allow a merchant to send a transaction with a currency other than the merchant’s local currency.

Multi-Currency is available when processing Sale, Auth Only, Refund, and Force transactions.

Converge authorizes and settles the transaction in the consumer currency.

Once the settlement is done, Converge will send all transactions in the currencies in which the merchant sold the items.

Elavon converts those prices back to USD or CAD. The amount to be funded will not show in Converge; it will show in the statements.

Once Multi-Currency is enabled for a terminal, the terminal is forced to auto settle at 6:00 PM EST.  Manual settlement is not allowed at this time.  Funds have to be delivered at that time to ensure the best exchange rates possible.




[bookmark: _Toc425160348]Selecting a Terminal

1. Go to https://www.convergepay.com to sign in to Converge. 

The Converge Home page displays.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_LaunchPageWithSpecialMessage.png]

2. After you sign on to Converge, the Main screen displays. Select the Select Terminal link if you have access to multiple terminals.

1. 	After you log on to Converge to display the Main screen, select the Select Terminal link if you have access to multiple terminals.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_MainSelectTerminalCircled.png]




The Select Terminal screen displays a list of the terminals to which you have access in alphabetical order, by Friendly Name.

Note:  Refer to the Managing Terminals chapter in the Converge System Administration Guide for more information on how to select a terminal.

23. 	Click the Friendly Name to select the terminal you wish to access from the list.

The system displays the terminal name in the Terminal field and the transaction types under Select Terminal.	Comment by Barbara Muench: CON_MainTerminalSelectedCircled.png

[image: ]

Once you have the terminal selected, you can proceed with other actions available to you from the Terminal menu option as described in the following sections. 

[bookmark: _Toc425160349]Performing Credit Card Transactions

The Credit Card transaction screen allows you to either swipe a transaction by means of a Magnetic Stripe Reader (MSR) or manually enter the transaction into the Converge applicationscreen allows you to enter a hand keyed, swiped, or contactless credit card transaction.. The Swiped Transaction or Contactless option is only available for terminals with magnetic strip or contactless readers and Market Segment configured as Retail or Service. Refer to the Converge Peripheral Device Installation and Setup Guide for a complete list of supported peripheral devices.

This section describes how to:

Enter and process credit card information 

Update credit card transaction information

Reprint credit card transaction receipts

Add credit card transaction to a recurring batch

Add credit card to Card Manager

View credit card transaction receipts

Reverse partially approved transactions




You can process credit card information for the following transaction types:

		Sale

		Verification



		Return

		Recurring



		Inquiry

		Installment



		Force

		Multi-entry



		Auth Only

		Batch Import





IMPORTANT:

Some terminals do not support Verification and will continue to show AVS Only as the supported transaction type.

You can process partial authorizations using prepaid cards the same way as you process regular credit card for Sale and Auth Only transaction types.

A partial authorization occurs where the amount of the authorization request exceeds the available balance on select Visa®, MasterCard® or Discover® products. Instead of declining the request, an approval for a partial amount is returned.

Merchants must initiate a new transaction to obtain the remainder of the purchase amount in another form of payment. These are separate transactions and will generate separate receipts.

Merchants may reverse or void transactions if cardholders decide not to proceed. 






[bookmark: ProcessCreditCardTransactions][bookmark: _Toc425160350]To Process Credit Card Sale, Return, Force, Auth Only and Verification Transactions

This procedure describes how to process the following credit transaction types:

Sale
This transaction allows you to obtain real-time authorization for credit card sale transactions.

Return
This transaction allows you to enter refund transactions for previous sales.

Force
This transaction forces sale transactions when the approval code was previously obtained, such as through voice authorization. This transaction type requires the Approval Code to be manually entered for processing.

Auth Only
This transaction allows you to pre-approve transactions that will be forced through or converted to Sale at a later date.

Verification 
This transaction allows you to verify if the address and the CVV value given for the transaction match that of the cardholder.

Note:  Some terminals do not support the Verification functionality but support AVS Only which allows you to send the address without the CVV value.




1. 	On the Main screen, select Credit Card to display the credit card options along with the Credit Card Main screen.	Comment by Barbara Muench: CON_MainCreditCardExpandedCircled.png

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_MainCreditCardExpandedCircled.png]

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

Select Sale to display the Credit Card Sale screen.

Select Return to display the Credit Card Return screen.

Select Force to display the Credit Card Force screen.

Select Auth Only to display the Credit Card Auth Only screen. 

Select Verification to display the Credit Card Verification screen. 



The following example shows the Credit Card Sale screen.	Comment by Barbara Muench: CON_CreditCardSale.png

[image: ]


3. 3. 	Swipe the credit card through a supported MSR device attached to your computer or manually enter the credit card number inEnter the Card Account Data box. Refer to the individual sections below for more information. 

If you are using a Mini Wedge or manually entering transactions, refer to the To Process Credit Card Transaction Without Using a Signature Device section for more information.

If you are using a signature device, refer to the To Process Credit Card Transaction With Using a Signature Device section for more information.

Note:	The user interface is designed to accept swipe data using a supported encrypting or non-encrypting device.  There is no special setup needed, refer to the Peripherals Options section in the Converge Getting Started Guide for more information.

[bookmark: _Toc425160351][bookmark: ProcessCreditCardTransWithoutSignature]To Process Credit Card Transactions Without Using a Signature Device

If your terminal is not set up for a signature capture device, Converge will follow the normal process for the Magnetic Strip reader attached to your computer or by manually entering the card number.

Swipe the credit card through a supported device attached to your computer or manually enter the credit card number in the Card Account Data box.

Click Submit.



4. 	 

Notes:

If the terminal is setup to accept Verify Last Four Digits, the system prompts you to enter the last four digits of the credit card number.	Comment by Barbara Muench: CON_CreditCardSaleVerifyLastFour.png

   [image: ]

The system automatically initiates the Submit button on swipe.





The system displays the respective screens with the masked credit card number in the Account Data field as follows. The card account number cannot be edited.

		For this transaction type

		This screen displays



		Sale

		Credit Card Sale



		Return

		Credit Card Return



		Force

		Credit Card Force



		Auth Only

		Credit Card Auth Only



		Verification

		Credit Card Verification









The following example shows the Credit Card Sale screen.	Comment by Barbara Muench: CON_CreditCardSaleOrderScreenCut.png

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CreditCardSaleOrderScreenCut.png]




53. 	Enter the Expiration Date (MMYY).

Note:  This field is auto populated for swiped transactions and cannot be edited on the form.

64. 	To enter the Amount, do one of the following:

		For this transaction type

		Do this



		Return

		Enter the Amount.



		Auth Only

		Enter the Amount.



		Sale

		If the terminal is set up for a Market Segment of Service, enter the Base Amount and the Tip Amount. Converge automatically calculates and displays the Amount.

If not, enter the Amount.



		Force

		If the terminal is set up for a Market Segment of Service, enter the Base Amount and the Tip Amount. Converge automatically calculates and displays the Amount.

If not, enter the Amount.









Notes: 	Comment by Barbara Muench: Need Section Note Text

For credit card Sale and Force transactions:

You can update the Tip Amount only from Current Batches. 

You can update the Base Amount from the response screen. The Base Amount cannot be changed to a value greater than the transaction (the original Base Amount before it was changed) was originally authorized. 

When the Base Amount is updated, Converge recalculates the Amount as Base Amount + Tip Amount.



75. 	For hand- keyed transactions, you may wish to select if the credit card is present or not present in the Card Present check box:

86.	For Sale, Force, and Auth Only transactions, you may wish to enter a CVV value. If card type is Visa®, the CVV2 Indicator displays. Select indicator option from the list.

Bypassed

Present

Illegible

Not Present

97. 	For Force transactions, enter the Approval Code. 

108. 	For Verification transactions, enter address in the Address 1 field, the Postal Code, and the CVV value.

119. 	Enter or select any of the remaining optional fields as desired. 

1210. 	Enter the descriptor that you would like to appear in the customer credit card statement to help the transaction become more recognizable to the customer or more service-specific than the usual business name.

Notes:

Optional feature. 

Your terminal must be setup with Dynamic DBA.  Please contact Software Technical Support at 1-800-377-3962, option 2, option 2 (in Canada you are asked to choose either English or French for you language).

The DBA name can be provided on Sale, Auth Only, Force, and Return/Credit transactions.



1311. 	If you wish to enter travel information, enter the Departure Date (the date that the consumer’s travel will begin) and the Completion Date (the date the consumer’s travel will be completed). 

This information will be sent to the MARMS system.

Notes:

This is an optional feature used for travel agencies and airlines only.

Your terminal must be set up with MARMS at Elavon and the Travel Data option must be enabled in the Converge terminal. Please contact Software Technical Support at 1-800-377-3962, option 2, option 2 (in Canada you are asked to choose either English or French for you language).

By having the travel data option enabled, both the Completion Date and Departure Date fields are available to you in the Terminal Setup | Merchant | Payment Fields. 

Both dates must be included in the transaction for the information to be sent to MARMS.

The dates cannot be in the past.






1412. 	Click Process to send the transaction for authorization or Cancel to exit.

The system does the following

Displays a pop-up Print box. Click Print to process the receipt or Cancel to exit.

[image: ]

Prints receipts (refer to the To Process Credit Card Transactions Without Using a Signature Device or the To Process Credit Card Transaction With Using a Signature Device section for more information)

[image: ]

Displays the respective response screen as seen in the following table 

		For this transaction type

		This screen displays



		Sale

		Credit Card Sale Response



		Return

		Credit Card Return Response



		Force

		Credit Card Force Response



		Auth Only

		Credit Card Auth Only Response



		Verification

		Credit Card Verification Response









The following example shows the Credit Card Sale Response screen. 	Comment by Barbara Muench: CON_CreditCardSaleResponseCut.png

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CreditCardSaleResponseCut.png]




1513. 	In the event of a partial approval for credit card Sale or Auth Only transactions, a Credit Card Sale Response - Partial Approval screen displays.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CreditCardSaleResponsePartialApproval.png]




The Credit Card Sale Response - Partial Approval screen consists of a Transaction Detail screen that displays the results of a partially approved transaction. 

The Authorization Results section displays all the information obtained during the authorization process. 

The Order Section indicates that amount requested exceeded the card balance and that the card has been charged for the available balance. The difference must be obtained using additional tender type.

Notes:

The merchant must collect the additional remaining balance from the consumer. 

If cardholders decide not to proceed with the transaction, Converge will allow the merchant to reverse a partial approved transaction and restore the balance back to the card using the Reverse Payment button or the Void button at the bottom of the partial approval response page. 







1. The merchant receipt displays with a blank Cardholder’s Signature line along with a customer copy of the receipt as follows.

[image: ]

2. A pop-up Print box displays. Click Print to process the receipt or Cancel to exit.

[image: ]

[bookmark: ProcessCreditCardTransWithSignature][bookmark: _Toc425160352]To Process Credit Card Transactions With Using a Signature Device

If your terminal is not set up for with a signature capture device, Converge will follow the normal process for printing if the option is enabled.  The user will not be prompted to capture the signature.your customer will be prompted to use the PIN Pad to process the transaction. Based on the device in use the customer may be prompted to swipe or tap their physical card or tap a supported mobile device such as Apple Pay™ or Google Wallet™.

Note: Refer to the Converge Peripheral Device Installation and Setup Guide on how to setup your terminal with a signature enabled PIN Pad device.






1. 	Swipe the credit card, if your terminal is set up for a signature capture deviceThe customer is prompted to swipe or tap card or Mobile device, the following occurs:.

The Credit Card Sale screen displays. with the following prompt: 

[image: ][image: ]




2. 	If the consumer declines to swipe or tap the card and hits the cancel button, the payment form displays a message to the merchant, Consumer cancelled card swipe! 

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CreditCardSaleResponseCustCancelSig.png]



3. 	If the customer swipes the card and the card swipe fails, the payment form displays a message to the merchant, Card swipe failed. Please retry or manually key card!

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CreditCardSaleSwipeFailed.png]

4. 	If the customer swipes or taps the card and the card swipe entry does not fail, the device displays, One moment please message to the customer.







The payment page displays with the card information collected from the card and device.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_SignatureDeviceCreditCardSale.png]

5. 	The merchant enters the Amount and any additional information needed to complete the transaction, and clicks the Process button.

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

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CreditCardSaleCustomerPrompted.png]

6. 	The device displays amount confirmation message to the customer and the customer is prompted to confirm the amount or cancel.

7. 	The customer confirms the amount and the transaction are sent for processing.




If the amount is cancelled, the payment form displays a message to the merchant, The amount was not confirmed. The merchant has the chance to re-enter or correct the amount or cancel the transaction if needed.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CreditCardSaleAmountNotConfirmed.png]

8. 	The device displays a Processing message to the customer.

9. 	The merchant receives the transaction response page. 

10.	 The device displays the transaction response to the customer.



11. 	The device displays, Please sign message to the customer if transaction is approved.

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

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CreditCardSaleCustomerPrompted.png]

Note:  The device will not display signature prompt for declined transactions.




12. 	The customer signs.

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.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CreditCardSaleResponseCustCancelSig.png]

13. 	The merchant receives signature and the receipt is printed with the signature if collected.



14. 	The device displays a thank you message.

Note:  The transaction response is sent to the merchant whether the signature is collected or not from the customer. 

15. 	The customer provides a signature to the device.

16. 	If the device captures the signature, it returns it to Converge.




17. 	If the device times out or the signature was not captured, it returns an error code or a null/blank signature image to Converge.  

Notes: 

Signature capture only applies to the following transaction types:

Sale 

Return

Force

Auth Only

You cannot replace a signature that is already associated with a transaction.



18. 	If the signature image was successfully captured, Converge stores the signature image with the transaction and prints the receipt with the signature. 

19.	If an error code is returned or the signature image is null or blank, Converge bypasses the signature and prints the receipt without the signature. The customer also has the option to sign the paper receipt.



[bookmark: _Toc425160353]To Process Dynamic Currency Conversion (DCC) Card Transactions

1. 	On the Main screen, select Credit Card to display the credit card options along with the Credit Card Main screen.	Comment by Barbara Muench: CON_MainCreditCardExpandedCircled.png

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_MainCreditCardExpandedCircled.png]


2. 	Select Sale to display the Credit Card Sale screen.

[image: ]

3. 	Swipe the credit card through a supported MSR device attached to your computer or manually enter the credit card number in the Card Account Data box. 




4. 	Click Submit. 

Notes:

If the terminal is setup to accept Verify Last Four Digits, the system prompts you to enter the last four digits of the credit card number.

         [image: ]

The system automatically initiates the Submit button on swipe.






The system displays the Credit Card Sale screen with the masked credit card number in the Account Data box, the Cardholder Amount, the Cardholder Currency, the Conversion Rate and the Markup% to be used in the DCC transaction. These fields cannot be edited.	Comment by Barbara Muench: VRM_CreditCardSaleWithDCC

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_DCCCreditCardSale.png]

5. 	Enter the Expiration Date (MMYY).

Note:  This field is auto populated for swiped and cannot be edited on the form.

6. 	Enter the Amount.

7. 	If the terminal is set up for a Market Segment of Service, enter the Base Amount and the Tip Amount. Converge adds these values and sets the Cardholder Amount to the sum of these values.

Notes: 

The system adds the Base Amount + Tip Amount for conversion and set the Cardholder Amount to this value.

The merchant provides a Base Amount and a Tip Amount in the merchant’s currency. The total Amount is then calculated automatically and displayed before processing. The Cardholder Base Amount, Cardholder Tip Amount and total Cardholder Amount are all converted automatically and displayed before processing.



8. 	Enter or select any of the remaining optional fields as desired. 


9. 	Click Process with DCC to send the transaction for authorization or Cancel to exit.

Note:  If you click Process without DCC the transaction will be processed in US dollars.




The Credit Card Sale Response screen appears and displays the transaction information.	Comment by Barbara Muench: VRM_CreditCardResponseWithDCC

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_DCCCreditCardSaleProcessedWithDCC.png]

Note:  The Orders Section contains the Amount in US dollars. The Cardholder Amount field contains the transaction amount after it is converted in the cardholder’s currency. 

The system generates a receipt.

[bookmark: _Toc425160354]To Process Multi-Currency Transactions

Multi-Currency transactions allow you to sell in more than 94 currencies, but you can only be funded in the terminal currency (USD or CAD).

Note:  Multi-Currency is only available with MasterCard® and Visa®.




The following transaction support Multi-Currency processing:

Sale

Return

Force

Auth Only

Multientry

Batch Import

1. 	On the Main screen, select Credit Card to display the credit card options along with the Credit Card Main screen.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_MainCreditCardExpandedCircled.png]

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

Select Sale to display the Credit Card Sale screen.

Select Return to display the Credit Card Return screen.

Select Force to display the Credit Card Force screen.




The selected credit card screen displays.

[image: ]

3. 	Swipe the credit card through a supported MSR device attached to your computer or manually enter the credit card number in the Card Account Data box. 

4. 	Click Submit. 

Notes:

If the terminal is setup to accept Verify Last Four Digits, the system prompts you to enter the last four digits of the credit card number.

         [image: ]

The system automatically initiates the Submit button on swipe.






The system displays the Credit Card Sale screen with the masked credit card number in the Account Data box. 

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CreditCardSaleOrderScreenCut.png]

5. 	Enter the Expiration Date (MMYY).

Note:  This field is auto populated for swiped and cannot be edited on the form.

6. 	Enter the Amount.

7. 	If the terminal is set up for a Market Segment of Service, enter the Base Amount and the Tip Amount. Converge adds these values and sets the Amount to the sum of these values.

Notes: 

The system adds the Base Amount + Tip Amount for conversion and sets the Amount to this value.

The merchant provides a Base Amount and a Tip Amount in the merchant’s currency. The total Amount is then calculated automatically and displayed before processing. The Cardholder Base Amount, Cardholder Tip Amount and total Cardholder Amount are all converted automatically and displayed before processing.





8. 	Select the Transaction Currency from the currency drop-down list.  Only those currencies setup with the terminal will display.  The Transaction Currency defaults to the merchant’s currency:

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_MultiCurrencyCreditCardSaleAccountData.png]

Notes:

You have the option to select various currencies if you are processing with a MasterCard® or Visa® card.  Only those cards will allow a merchant to send a transaction with a currency other than the merchant’s local currency.  For any other card type you must select the local currency.

By default your currency is displayed and then the top five currencies precede:

US Dollar (USD)

Canadian Dollar (CAD)

Pound Sterling (GBP)

Australian Dollar (AUD)

Euro (EUR)

Japanese Yen (JPY)

You can add or remove currencies from the Terminal | Merchant | Payment Fields setup.



9. 	Enter or select any of the remaining optional fields as desired.

Notes:

Converge authorizes and settles the transaction in the consumer currency.

When settlement is complete, Converge will send all transactions in the currencies in which you sold the item.

Transaction amounts are converted from the submission currency to the funding currency on your account, utilizing the exchange rates provided by Elavon’s designated currency exchange desk provider.



The Credit Card Sale Response screen appears and displays the transaction information.	Comment by Barbara Muench: CON_MultiCurrencyCreditCardResponse

 [image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_MultiCurrencyCreditCardResponse.png]

Note:  The Orders Section contains the Amount in the currency selected. Converge authorizes and settles the transaction in the cardholder’s currency. 

The system generates a receipt.

[bookmark: ProcessCreditCardInquiry][bookmark: _Toc425160355]To Process Credit Card Inquiry Transactions 

Credit Card Inquiry transactions allow you to check the balance on pre-paid Visa® or MasterCard® gift cards. 

1. 	On the Main screen, select Credit Card to display the credit card options along with the Credit Card Main screen.	Comment by Barbara Muench: VRM_CreditCardMainCCCircled

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_MainCreditCardExpandedCircled.png]

2. 	Select Inquiry to display the Credit Card Inquiry screen.	Comment by Barbara Muench: CON_CreditCardInquiry

[image: ]

3. 	Swipe the credit card through a supported MSR device attached to your computer or manually enter the credit card number in the Card Account Data box. 


4. 	Click Submit.

Notes:

If the terminal is setup to accept Verify Last Four Digits, the system prompts you to enter the last four digits of the credit card number.

         [image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_VerifyLastFourInquiry.png]

The system automatically initiates the Submit button on swipe.



The system displays the Credit Card Inquiry screen with the masked credit card number in the Account Data box. The card account number cannot be edited.	Comment by Barbara Muench: CON_CreditCardInquiryAccountDataExpDate.png

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CreditCardInquiryAccountDataExpDate.png]

5. 	Enter in Expiration Date(MMYY) and click Process to send the transaction for authorization or Cancel to exit.




The Credit Card Inquiry Response screen displays the account balance.	Comment by Barbara Muench: CON_CreditCardInquiryResponse.png

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CreditCardInquiryResponse.png]

6. 	If your terminal is setup to automatically print receipts, Converge sends a receipt to the printer. Otherwise, a separate window displays the receipt information and the system prompts you to print the receipt.

7.	On the Credit Card Inquiry Response screen you also have the option to View Receipt or Add to Card Manager if the credit card is not in the Card Manager or Update Card Manager if the credit card is already entered in the Card Manager.

[bookmark: _Toc425160356]To Process Credit Card Recurring and Installment Transactions

This procedure describes how to process the following credit transaction types:

Credit Card Recurring
This transaction allows you to set up payment amounts and billing cycles in which the payments occur.

Credit Card Installment
This transaction allows you to set up payment amounts, the number of payments and the billing cycle in which the payments occur.


1. 	On the Main screen, select Credit Card to display the credit card options along with the Credit Card Main screen.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_MainCreditCardExpandedCircled.png]       

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

Select Recurring to display the Credit Card Recurring screen.

Select Installment to display the Credit Installment Return screen.

The following example shows the Credit Card Recurring screen.	Comment by Barbara Muench: CON_CreditCardRecurringMainCut.png

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CreditCardRecurringMainCut.png]

3. 	Enter the credit card number in the Account Data box.

4.	Enter the Expiration Date (MMYY).

5. 	Enter the Amount for the transaction.

6. 	Enter Customer Code, Sales Tax, Invoice Number, Description, and any custom field, if necessary.

Note:  If prompted for sales tax, the tax must be included in the Amount and then entered in the Sales Tax box.

7. 	In the Billing Cycle drop-down list, select one of the following:

		Daily

		Quarterly 



		Weekly

		Semester



		Bi- Weekly

		Semi-Annually



		Semi-Monthly

		Annually



		Monthly

		Suspended



		Bi-Monthly

		





To Use Monthly, Bi-Monthly, Semester, Quarterly, Semi-Annually, and Annually Billing Cycles

If you have selected any of these billing cycle options, the Last day of the month check box displays. 

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CreditCardRecurringMonthlyCut.png]




You can select your billing date using one of the following options:

a) 	Select the Last day of month check box.  

The last day of the current month displays in the Next Payment Date box. 

b) 	Click the calendar icon [image: ]  and select from the calendar tool.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Small\CON_Calendar.png]

c) 	Manually enter a date in the Next Payment Date field.

Notes:	Comment by Barbara Muench: Need Section Step Level Steps Note

Only the months are shown. When you click on the month, the Next Payment Date automatically displays the last day of the selected month.

Dates earlier than the current date are disabled in the calendar control.



Converge uses the selected day of the month and calculates the Next Payment Date. For example, if they choose June 30, the next payment will be scheduled on July 30.  If they choose January 31, the next payment will be on February 28 (or 29 for leap years).




To Use Semi-Monthly Billing Cycle:

If you selected the Semi-Monthly billing cycle, two radio buttons display.	Comment by Barbara Muench: CON_CreditCardRecurringSemiMonthlyCut.png

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CreditCardRecurringSemiMonthlyCut.png]

Note:  The 1st & 15th of the month is the default.

You can select your billing date using one of the following options:

a) Select the 1st & 15th radio button.

The Next Payment Date field automatically displays the 1st or 15th date after the current date.  

b) 	Select the 15th & Last day of the month.

The Next Payment Date automatically displays the next available date and the calendar control only enables the 15th and the last day of each month.




c) 	Click the calendar icon  [image: ] and select from the calendar tool.

       [image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Small\CON_Calendar.png]

d) 	Manually enter a date in the Next Payment Date field.

Note: Only the valid dates are enabled.  Dates other than the 1st and 15th are disabled.	Comment by Barbara Muench: Needs to be Section Step Level Steps Note

9. 	For credit card installment transactions, enter the Number of Payments.

Note:  You cannot change the number of payments of an existing installment transaction to a value that is less than the number of payments that have already been made for the installment transaction.

10. 	Select YES or NO from the Skip Payment drop-down list, if necessary.

11. 	Enter or select any of the remaining optional fields as desired.

12. 	Click Add. 

The system displays the information you entered to create a new installment or recurring transaction in the respective response screen as follows:

		For this transaction type

		This screen displays



		Recurring

		Credit Card Recurring Response



		Installment

		Credit Card Installment Response









The following example shows the Credit Card Recurring Response screen.	Comment by Barbara Muench: VRM_CCRecurringResponseAddCardManager	Comment by Barbara Muench: CON_CreditCardRecurringResponseCut.png

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CreditCardRecurringResponseCut.png]

12.	On the Credit Card Recurring Response screen you also have the option to Add to Card Manager if the credit card is not in the Card Manager or Update Card Manager if the credit card is already entered in the Card Manager.




Notes: 

For recurring and installment transactions returned as declined, Converge retries to process the transactions a total of five times on subsequent days, then does the following:  

Update the billing cycle of the transaction to Suspended.

Send an email to the merchant with instructions to contact the cardholder. 

For those terminals set up with the Account Updater, the system will attempt to check the accuracy of the card information as follows:

Once a month for those recurring and installment transactions with the billing cycle of daily or suspended.

Six days prior for those recurring and installment transactions with the billing cycle that is not daily or suspended (for example: weekly, monthly, or semi-monthly).

For those terminals set up with the Account Updater, the system will update as follows:

Update the card number and/or expiration date of the recurring and installment transactions for those accounts that have been marked as Match – Update Account Info or Match – Update Expiration Date.

Update the billing cycle of the transaction to Suspended-Closed for those accounts that have been Closed or with Stop Service.

Update the billing cycle of the transaction to Suspended for those accounts with contact cardholder.

Send an email to the merchant with summary of the Account Updater changes and instructions to contact the cardholder.

Account Updater will not attempt to check any Suspended-Closed transactions.

Suspended transactions will not run in the system again unless you change the billing cycle.

Suspended-Closed transactions will not run in the system again unless you change the billing cycle, card number, and expiration date associated with the recurring or installment transaction.



[bookmark: _Toc425160357]To Process Credit Card Multi-Entry Transactions

Credit Card Multi-Entry transactions allow you to enter multiple credit card transactions from one screen. In this process you can:

Add transactions 

Delete transactions  

[bookmark: _Toc425160358]To Add Credit Card Multi-Entry Transactions 

1. 	On the Main screen, select Credit Card to display the credit card options along with the Credit Card Main screen.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_MainCreditCardExpandedCircled.png]

2. 	Select Multientry to display the Credit Card Multi-Entry Form screen. 	Comment by Barbara Muench: CON_CreditCardMultiEntryForm.png

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CreditCardMultiEntryForm.png]

3. 	Enter the credit card number in the Account Data box.

4. 	Enter the Expiration Date (MMYY).

5. 	Enter the Amount for the transaction.


6. 	Enter or select any of the remaining optional fields as desired.

Note:  For terminals set up for Multi-Currency you will see an additional field of Transaction Currency.  Select from the drop-down list the currency in which to authorize the transaction.

7. 	Click Add.

The system saves the information and adds a new line for you to include additional transactions.

8.	To add other transactions, repeat Steps 3 to 7.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CreditCardMultiEntryFormFilled.png]

9. 	Click Authorize to submit transactions for authorization.

The Multientry Response screen displays the transaction response information for the submitted transactions. This information entails the number of authorized transactions and the number of transactions that were declined or in error.	Comment by Barbara Muench: CON_MultientryAuthorizationResponse.png

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Small\CON_MultientryAuthorizationResponse.png]




[bookmark: _Toc425160359]To Delete Credit Card Multi-Entry Transactions 

To delete a transaction, click Delete next to the transaction you want to delete.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CreditCardMultiEntryFormFilledDeleteCircled.png]

The system deletes the selected transaction.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CreditCardMultiEntryFormFieldDeletedField.png]

[bookmark: _Toc425160360]To Process Batch Import Transactions

Converge allows you to import a batch file of credit card transactions, recurring/installment transactions, or card data for token generation. Converge will process the file for you and return a response file. To view the response file for your imported batches you must access the Imported Batches menu under Settled Batches.

You can import the following types of Batch files:

Batch file of credit card transactions

Batch file of recurring/installment transactions

Card data for token generation




When importing a file of credit card transactions, you can import the following types of credit card transactions: 

Sales 

Return 

Force 

Auth Only 

AVS Only

Verification

For those terminals setup with tokenization, processing a file of credit card transactions will allow you to do the following:

Process credit card transactions using card numbers, tokens, or a mixture of both.

Process credit card transactions using card numbers, generate tokens, and add the card information to the card manager.

Process credit card transactions using card numbers, generate tokens, and add the card information to the card manager.

When importing a file of recurring or installment transactions, you can import the following types of transactions: 

Credit Card-Recurring 

Credit Card-Installment 

When importing a file of card data for token generation, you can import Generate Tokens transactions.

Before you import batch files for processing, ensure that the appropriate user rights and terminals are set up, and that you have created a file of credit card transactions or recurring/installment transactions to be imported.




User Rights Set Up

Ensure that you have Credit Import Batch user rights set up for a user as follows:

Check the Credit Import Batch right to enable. Converge automatically enables (checks) the following existing user rights for that user:

Credit Card-Sale 

Credit Card-Return 

Credit Card-Force 

Credit Card-Auth Only 

Credit Card-AVS Only/Verification

For those terminals setup with tokenization, check the Card Manager user rights to enable the ability to add the card information to the card manager after processing the transactions.

Note:  

Checking any or all of these rights individually (one by one) does not automatically grant the credit import batch right.

When any of the above existing user rights for a user are disabled (unchecked), Converge automatically disables (unchecks) the Credit Import Batch user rights for that user (if it is already checked).

Unchecking any or all of these rights individually (one by one) automatically removes the credit import batch right.

When the Credit Import Batch user right is disabled (unchecked) for a user, the above existing user rights remain unchanged for that user.



Ensure that you have Recurring Import Batch user rights set up for a user as follows:

Check the Recurring Import Batch right to enable.  Converge automatically enables (checks) the following existing user rights for that user:

Credit Card-Recurring 

Credit Card-Installment

Note:  Checking any or both of these rights individually (one by one) does not automatically grant the recurring import batch right.

When any of the above existing user rights for a user are disabled (unchecked), Converge automatically disables (unchecks) the Recurring Import Batch user rights for that user (if it is already checked).

Note:  Unchecking any or both of these rights individually (one by one) automatically removes the recurring import batch right.

When the Recurring Import Batch user right is disabled (unchecked) for a user, the above existing user rights remain unchanged for that user.

Ensure that you have Generate Tokens user rights set up for a user as follows:

Check the Credit Import Batch user right to enable.

Check the Generate Tokens user right to enable.

Terminal Set Up

Ensure that terminals are appropriately set up as follows: 

Terminals must be setup to process credit card transactions. 

      And/Or 

Terminals must be setup to process recurring/installment transactions.

      And/Or

Terminals must be setup to process tokens.

The Import Process

1. Click Credit Card to display the credit card options along with the Credit Card Main screen.

       [image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_MainCreditCardExpandedCircled.png]

2. 	Select Batch Import to display the Batch Import screen displays.  	Comment by Barbara Muench: CON_BatchImportMain.png

Converge validates that no other files are currently being processed for the terminal.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_BatchImportMain.png]

Notes: 

If another file for the same terminal is still being processed, Converge displays an error. You cannot import a file of transactions for processing while another file is still being processed for the same terminal.

You can import a maximum of 10 files for a single terminal per day.

You can import a maximum of 500 transactions in a single file. Please contact Technical Support at 1-800-377-3962, option 2, option 2 (in Canada you are asked to choose either English or French for you language) if you need to increase the number of transactions per file. 



3. 	Enter a unique Response File Name for the response file that will be created.

Notes: 

Defaults to the name of the file being imported. 

File names must be less than or equal to 25 characters long.  






4. 	Click Browse to select File Source (the file of transactions you wish to import and process).

Notes: 

You can select only one file at a time.

File extension must be CSV or XML. Refer to the Batch Import File Layout section for more information on how to create a file of credit card transactions, recurring/installment transactions, or card data for token generation.



5. 	Select the File Type of transactions to be imported from the following options:

Credit card transactions (any combination of Sales, Return, Force, Auth Only, AVS, or Verification)

Recurring/installment transactions

Card data for token generation (used to generate tokens, for terminals set up with tokens only)

Notes: 

The File Type field is set and enabled/disabled based on your user rights as follows:

If you have Credit Import Batch, Recurring Import Batch, and the Generate Token rights, Converge sets the file type to Credit card transactions.  The Credit card transactions, Recurring/Installment transactions, and Card data for token generation are enabled, so that you can change the file type.

If you only have the Credit Import Batch right, Converge sets the file type to Credit card transactions. Both the Recurring/Installment transactions and Card data for token generation are disabled, so that you cannot change the file type.

If you only have the Recurring Import Batch right, Converge sets the file type to Recurring/Installment transactions.  The Credit card transactions, Recurring/Installment transactions, and Card data for token generation are disabled, so that you cannot change the file type. 



6. 	Select the Notification check box the receive emails when processing of the batch is complete.




7. 	Click Import to import the file.	Comment by Barbara Muench: VRM_ConfirmBatchImport

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_ConfirmBatchImport.png]

Clicking on the Confirm button above brings up the Imported Batch Transactions screen which displays information about the transactions you would like to import in the batch.

The Confirm Batch Import screen displays. 

Notes:

For a file of credit card transactions, credit card Sale, Force, Return, Auth Only, AVS, and Verification transactions display

For a file of recurring/installment transactions, only Recurring and/or Installment transactions display

For Card data for token generation transactions, only Token Generation transactions display



8. 	Click Confirm to verify that the file of transactions to be processed is correct.  Click Cancel if you wish to cancel the processing of the transactions in the file. 




The Batch Import Processing screen displays and Converge performs validations.

		If validations fail

		Converge does not process the transactions and returns an error. 



		If validations succeed

		Converge does the following:

Captures relevant response data and make them available to view as Imported Batches.

Generates a response file using the unique name you provided (or the default set by the system) and sets its status to pending (for processing).  This status displays in Current Batches | Import Batches and is empty.  You cannot click on this to see transactions until the status is completed.

Transfers the file from your directory to the Converge server using HTTPS/SSL.

Sends notification to you that the transfer of the file was successful and displays all of the transactions within the file to you for verification.  



		If processing of the transactions in the imported file ends abnormally

		Converge indicates this in the response data file. 

The transactions that are processed prior to the abnormal end are available in the response data as processed.







When all of the transactions in the imported file are processed, Converge sends an email to the terminal’s email address with notification that the processing of the transactions is completed, if you enabled the Notification option on the Batch Import screen. 

[bookmark: _Toc425160361]To Update Credit Card Transaction Information

Once you have processed a credit card transaction, you can modify information for the following credit transaction types:

Sale 

Return 

Force 

Auth Only 




Most fields on the Response screen can be updated with the exception of the following in the Order section:

Account Data

Expiration Date

Amount

Note:	All fields in the Authorization section can be updated 

For terminals set up for a Market Segment of Service, you can update the Base Amount.

1. 	On the appropriate Response screen, change or add the information in the desired fields.

2. 	Click Update. 

The system updates the information and displays a message that the transaction was updated successfully.

The following example shows the Credit Card Sale Response screen.	Comment by Barbara Muench: CON_CreditCardSaleResponseUpdatedCircledCut.png

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CreditCardSaleResponseUpdatedCircledCut.png]


Notes:

The Base Amount cannot be changed to a value greater than what it was originally set to and authorized for.

When the Base Amount is updated, Converge recalculates the Amount as Base Amount + Tip Amount.



[bookmark: _Toc425160362]To Re-print Credit Card Transaction Receipts 

Once you have processed a credit card transaction, Converge allows you to reprint transaction receipts for the following credit transaction types:

Sale 

Return 

Force 

Auth Only 

On the appropriate response page, click Reprint.

The following example shows the Credit Card Sale Response screen.	Comment by Barbara Muench: VRM_CreditCardSaleResponseReprintCircled	Comment by Barbara Muench: CON_CreditCardSaleResponseReprintCircledCut.png

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CreditCardSaleResponseReprintCircledCut.png]


[bookmark: AddCCTransToRecurringBatch][bookmark: _Toc425160363]To Add Credit Card Transaction to a Recurring Batch

Once you have processed a credit card transaction, you can add the transaction to a recurring batch as Recurring or Installment.  You can do so for the following credit transaction types:

Sale 

Force 

Auth Only 

1. 	On the appropriate response screen, click Add to Recurring.

The Add to Recurring Batch screen displays. 	Comment by Barbara Muench: CON_AddtoRecurringBatch

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_AddtoRecurringBatch.png]

2. 	Select Recurring or Installment from the Recurring Transaction Type drop-down list.

3. 	Enter the Amount for the transaction.

4. 	Enter Customer Code, Sales Tax and Description, if necessary.

Note:  If prompted for sales tax, the tax must be included in the Amount and then entered in the Sales Tax field.








5. 	In the Billing Cycle drop-down list, select one of the following:

		Daily

		Quarterly 



		Weekly

		Semester



		Bi- Weekly

		Semi-Annually



		Semi-Monthly

		Annually



		Monthly

		Suspended



		Bi-Monthly

		





6. 	Enter the Next Payment Date or click on the calendar icon [image: ] and select from the calendar tool.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Small\CON_Calendar.png]

7. 	Enter Number Of Payments if this is an Installment transaction.

8. 	Select YES or NO from the Skip Payment drop-down list, if necessary.

9.	Enter or select  any of the remaining optional fields as desired.

10. 	Click Add. 




The Credit Card Recurring Response screen displays the information you entered.	Comment by Barbara Muench: CON_AddtoRecurringBatchResponseCut.png	Comment by Barbara Muench: 

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_AddtoRecurringBatchResponseCut.png]

11.	If this is the first time the credit card is entered the button at the bottom of the screen will give you the option to Add to Card Manager. If the credit card has already been entered in Card Manager then the button displayed is Update Card Manager.

[bookmark: _Toc378088709][bookmark: _Toc425160364]To Add Credit Card to Card Manager 

Once you have processed a credit card transaction, you can add the card information to the Card Manager to be stored for later processing. Once added, you can use to a stored card number to process the following credit transaction types:

		Sale 

		Auth Only 



		Return

		Verification



		Inquiry

		Recurring



		Force 

		Installment








1. On the appropriate response screen, click Add Card.

[image: ]

Note:  You will see Update Card if the card has been previously added.

[image: ]


2. The Add New Card Information will display populated with the information added from the response screen.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_AddNewCardInformation.png]




3. Fill in any remaining optional fields and click Add.

The New Card Information screen displays that the card was added successfully to Card Manager.  For more information on Card Manager refer to the Using Your Card Manager (Tokenization) section.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Small\CON_CardManagerAddNewCardInformationAddSuccessful.png]

[bookmark: _Toc425160365]
To View Credit Card Transaction Receipts 

Once you have processed a credit card transaction, you can view receipts for all types of transactions that have receipts.

On the appropriate response page, click View Receipt.

[image: ]

The following example shows the Credit Card Sale Response screen.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CreditCardSaleResponseCut.png]




[bookmark: _Toc425160366]To Reverse Partially Approved Transactions 

If a cardholder decides not to proceed with a partially approved transaction, Converge allows you to cancel and restore the balance back to the card using the Reverse Payment button. 

1. 	In the event of a partial approval for a Sale or Auth Only transaction, click the Reverse Payment button at the bottom of the Credit Card Partial Approval Response screen to initiate the reverse process.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CreditCardSaleResponsePartialApprovalReversePayment.png]




The window to confirm the reversal of the transaction displays.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_ReversePaymentMessageFromWebpage.png]

2. 	Click OK.

The Credit Card Reversal Response screen displays. 

The system reverses the transaction and displays a message that the transaction was reversed successfully.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CreditCardReversalResponse.png]

3. 	If your terminal is set up to have the receipt printed automatically, Converge prints the receipt. If your terminal is not set up to automatically print receipts, a separate window displays the receipt information and the system prompts you to print the receipt.




[bookmark: _Toc425160367]Performing US Debit Card Transactions 

The Debit Card Transaction screen allows you to enter a swiped or contactless credit card transaction. a debit card by means of a Magnetic Stripe Reader (MSR)The Swiped or Contactless option is only available for terminals setup with a magnetic stripe or contactless reader and Market Segment of Retail or Service. Refer to the Converge Peripheral Device Installation and Setup Guide for a complete list of supported devices. Debit transactions must be swiped and require the use of an encrypted PIN pad and printer.  

In addition, the system prompts you to enter a PIN.  Aaccess to this section is determined by your merchant account configuration. Refer to the Managing Users section in the Converge System Administration Guide for more information.

Note:  Debit Card Transactions are available only if the Market Segment is set to Retail or Service in the terminal profile. 

Included in debit card transaction types are the following:

Purchase 

Return 

Inquiry 

[bookmark: _Toc425160368]To Process US Debit Card Purchase and Return Transactions

This procedure describes how to process the following debit transaction types:

Purchase
This transaction allows you to get real-time authorizations for debit card sale transactions.

Return
This transaction allows you to enter refund transactions for previous sales.




1. 	On the Main screen, select Debit Card to display the debit card options along with the Debit Card Main screen.	Comment by Barbara Muench: CON_DebitCardMain.png

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_DebitCardMain.png]

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

Select Purchase to display the Debit Card Purchase screen.

Select Return to display the Debit Card Return screen.

The following example shows the Debit Card Purchase screen.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_DebitCardPurchase.png]

3. Swipe the debit card through the MSR attached to your computer. 

Note:	The user interface is designed to accept swipe data using a supported encrypting or non-encrypting device.  There are no special setups needed, refer to the Peripherals Options section in the Converge Getting Started Guide for more information.

The card information enters the Converge application and the system automatically initiates the Submit button to send the transaction for authorization.

The system displays the respective screens with the masked debit card number in the Account Data box. The card account number cannot be edited.

		For this transaction type

		This screen displays



		Purchase

		Debit Card Purchase



		Return

		Debit Card Return










The following example shows the Debit Card Purchase screen.	Comment by Barbara Muench: CON_DebitCardPurchaseAfterSwipeCut.png

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_DebitCardPurchaseAfterSwipeCut.png]

4. 	To enter the Amount for the transaction, do one of the following:

		For this transaction type

		Do this



		Purchase

		If the terminal is set up for a Market Segment of Service, enter the Base Amount and the Tip Amount. Converge automatically calculates and displays the Amount as Base Amount + Tip Amount.

If not, enter the Amount.



		Return

		Enter the Amount.





5. 	Enter desired Cash Back amount (optional).

Notes: 

A decimal is required. 

This entry is the amount of cash consumers can receive when they use debit cards and is added to the total purchase amount. 





6. 	Verify that the Surcharge Amount that automatically displays is correct for the current profile.

Note:  This value may be set by the merchant to automatically charge a consumer for processing debit cards. Contact Merchant Customer Service for a list of networks that allow surcharges. 

7. 	Select Checking or Saving from the Account Type (Checking/Saving) drop-down list.

8. 	Enter or select any of the remaining optional fields as desired.

9. 	Click Process.

The system displays the respective screen as follows:

		For this transaction type

		This screen displays



		Purchase

		Debit Card Purchase Response



		Return

		Debit Card Return Response










The following example shows the Debit Card Purchase Response screen.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_DebitCardPurchaseResponse.png]

		For this transaction 

		This occurs



		Debit Card Purchase 

		The total transaction amount appears on the PIN pad device along with a customer prompt to enter PIN. Once the consumer successfully enters their PIN, the system sends the transaction for authorization. 



		Debit Card Return 

		The refund amount appears on the PIN pad device along with a customer prompt to enter PIN. Once the consumer successfully enters their PIN, the system sends the transaction for authorization.







Note:  Converge supports PINless debit transactions.  By accepting PINless debit transactions, merchants can enable their customers to pay for Internet transactions through the API with their debit card without using a PIN.  In order to process PINless debit transactions, the Market Segment must be set to Internet and Debit has enabled under the Payment Types in the terminal settings.




[bookmark: _Toc425160369]To Process US Debit Card Inquiry Transactions

Debit Card Inquiry transactions allow you to get account balances for debit cards. 

1. 	On the Main screen, select Debit Card to display the debit card options along with the Debit Card Main screen.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_DebitCardMain.png]



2. Select Inquiry to display the Debit Card Inquiry screen. 

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_DebitCardInquiry.png]

3. 	Swipe the debit card through the MSR attached to your computer. 

The card information enters the Converge application and the system automatically initiates the Submit button to send the transaction for authorization.




The system also displays the Debit Card Inquiry screen with the debit card number in the Account Data box. The card account number cannot be edited.	Comment by Barbara Muench: VRM_DebitCardInquiryAccountData

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_DebitCardInquiryAccountData.png]

4. 	Select Checking or Saving from the Account Type (Checking/Saving) drop-down list.

5. 	Click Process.

The total transaction amount appears on the PIN pad device along with a customer prompt to enter PIN. Once the consumer successfully enters their PIN, the system sends the transaction for authorization.

The Debit Card Inquiry Response screen displays.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_DebitCardInquiryResponse.png]

[bookmark: _Toc425160370]Performing Canadian Debit Card Transactions

Canadian debit transactions vary from other transaction types. The account type to be debited (checking or savings) is selected on the PIN pad screen.  In addition, a Key Exchange can be performed manually as a troubleshooting tool.

Note: This procedure describes how to run transactions for a legacy terminal not capable of running EMV (aka, Chip and PIN) transactions. For more information on Chip and PIN processing refer to the Converge Chip and PIN (EMV) Transaction Processing Addendum.

Included in Canadian debit card transaction types are the following:

Purchase 

Key Exchange 

You can also void Canadian debit card transactions.

Note:  A key exchange is normally completed when the first debit transaction of the day is processed. 

[bookmark: ProcessCanadianDebitCardPurchaseTrans][bookmark: _Toc425160371]To Process Canadian Debit Card Purchase Transactions

1. 	On the Main screen, select Debit Card to display the debit card options along with the Debit Card Main screen.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_DebitCardMainCanada.png]









2. 	Select Purchase to display the Debit Card Purchase screen. 

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_DebitCardPurchase.png]

3. 	Swipe the debit card through the MSR attached to your computer. 

The card information enters the Converge application and the system automatically initiates the Submit button to send the transaction for authorization.

The system also displays the Debit Card Purchase screen with the debit card number masked to the last four digits in the Account Data box. The card account number cannot be edited.	Comment by Barbara Muench: CON_DebitCardPurchaseCanadaAccountData

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_DebitCardPurchaseCanadaAccountData.png]

4. 	For terminals not set up for a Market Segment of Retail, enter the Amount.

5. 	For terminals set up for a Market Segment of Service, enter the Base Amount and the Tip Amount.

Converge automatically calculates and displays the Amount as Base Amount + Tip Amount.

6. 	Enter or select any of the remaining optional fields as desired.

7. 	Click Process.

The process continues with the consumer entering information on the PIN pad screen when prompted as follows:

a) 	Select the Language (English or French). 

b) 	Select the Account Type (Checking/Saving).

c) 	Confirm the Debit Purchase Amount, Cashback and Surcharge (Fee) amounts.

d) 	Enter the PIN. 

Once the consumer successfully enters their PIN, the system sends the transaction for authorization.

The Debit Card Purchase Response screen displays.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_DebitCardPurchaseResponse.png]

[bookmark: _Toc425160372]To Void Canadian Debit Card Transactions

You can void a Canadian debit transaction only if the batch is open, the card is swiped and the PIN re-entered.  The number cannot be entered manually.

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. 	In the Current Open Transactions table, select the card number in the Card Data column to view the transaction detail for the transaction to be voided.

The Current Batches Main Response screen displays the information for that transaction.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_DebitCardCurrentBatchesMainResponse.png]

4. 	Click Void to initiate the void process.

5. 	Swipe the card used in the initial transaction on the Debit Card Void screen (refer to the To Process Canadian Debit Card Purchase Transactions section). 

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_DebitCardVoid.png]


6. 	Click Submit.

The process continues with the consumer entering information on the PIN pad screen when prompted as follows:

a) 	Select the Language (English or French). 

b) 	Select the Account Type (Checking/Saving).

c) 	Confirm the Debit Purchase Amount, Cashback and Surcharge (Fee) amounts.

d)	Enter the PIN. 

Once the consumer successfully enters their PIN, the system sends the transaction for authorization. The Debit Card Void Response screen displays the data for the voided transaction.  The voided transaction displays in the Current Open Transactions table with Void as the Tran Type value.

[bookmark: _Toc425160373]To Process Canadian Debit Card Key Exchange Transactions 

Key Exchange is an administrative transaction that requests a new PIN Encryption Key to be sent to the PIN pad for Interact debit card transactions.  It is used to change the PIN encryption key in the PIN pad and to re-synch a PIN pad that has a PIN key malfunction and is only used for Magnetic Stripe Interact transactions. 

The system automatically performs Debit Key Exchange transactions once per day to retrieve new terminal keys.  A user (merchant administrator) sometimes uses this function if a MAC Key error is received from the host. This function only applies to terminal setup for Region Canada with debit processing capability. The integrity of the keys is maintained per terminal number and device, and it is highly recommended to use one PIN pad per terminal number to process Canadian debit transactions.

[image: ]

A message indicates the result of the Key Exchange process. 

[bookmark: _Toc425160374]Performing Food Stamp Transactions

The Food Stamp Main Authorization screen allows you to enter all Electronic Benefit Food Stamp transaction activities into the application.  Food Stamp transactions involve the use of EBTs to purchase goods or services. It can be either swiped, contactless, or manually entered and require the use of an encrypted PIN pad and printer.

Note:  Food Stamp transactions are only available if the Market Segment is set to Retail in the current terminal profile.  

Included in food stamp transactions are the following:

Purchase

Return 

Inquiry 

Force Purchase

Force Return

[bookmark: _Toc425160375]To Process Food Stamp Purchase and Return Transactions

This procedure describes how to process the following food stamp transaction types:

Food Stamp Purchase
This transaction allows you to obtain an authorization on an EBT card.

Food Stamp Return
This transaction allows you to credit money back onto the EBT card.


1. On the Main screen, select Food Stamp to display the food stamp options along with the Food Stamp Main screen.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_FoodStampMain.png]

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

Select Purchase to display the Food Stamp Purchase screen.

Select Return to display the Food Stamp Return screen.

The following example shows the Food Stamp Purchase screen.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_FoodStampPurchase.png]




3. Swipe the EBT card through a supported MSR device attached to your computer or manually enter the EBT card number in the Card Account Data box. 

Note:	The user interface is designed to accept swipe data using a supported encrypting or non-encrypting device.  There are no special setups needed, refer to the Peripherals Options section in the Converge Getting Started Guide for more information.

4.	Click Submit.

Note:  The system automatically initiates the Submit button on swipe.

The system displays the Food Stamp screen with the card number in the Account Data box and Expiration Date if swiped. 

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_FoodStampPurchaseAccountData.png]

5. 	Enter the Expiration Date (MMYY).

Note:  This field is auto populated for swiped transactions and cannot be edited on form.

6. 	Enter the Amount for the transaction.

7. 	Enter or select any of the remaining optional fields as desired.

8. 	Click Process to send the transaction for authorization or Cancel to exit out.

The total transaction amount appears on the PIN pad device along with a customer prompt to enter PIN. Once the consumer successfully enters their PIN, the system sends the transaction for authorization.

The system displays the results of the authorization attempt on the respective screens as follows:

		For this transaction 
type

		This screen displays



		Purchase

		Food Stamp Purchase Response



		Return

		Food Stamp Return Response







The following example shows the Food Stamp Purchase Response screen.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_FoodStampPurchaseResponse.png]




[bookmark: _Toc425160376]To Process Food Stamp Force Purchase and Force Return Transactions

This procedure describes how to process the following food stamp transaction types:

Food Stamp Force Purchase
This transaction allows you to manually enter food stamp Voucher Clear purchase transactions. This transaction requires a 15-digit Voucher Clear Number from the merchant’s EBT food stamp sales slip and the Voucher Clear Approval Code obtained previously by phone. The PIN number is not prompted for on the Voucher Clear transactions.

Food Stamp Force Return
This transaction allows you manually enter food stamp Voucher Clear return transactions. This transaction requires a 15-digit Voucher Clear Number from the merchant’s EBT food stamp sales slip and the Voucher Clear Approval Code obtained previously by phone. The PIN number is not prompted for on the Voucher Clear transactions.

1. 	On the Main screen, select Food Stamp to display the food stamp options along with the Food Stamp Main screen.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_FoodStampMain.png]

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

Select Force Purchase to display the Food Stamp Force Purchase screen.

Select Force Return to display the Food Stamp Force Return screen.




The following example shows the Food Stamp Force Purchase screen.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_FoodStampForcePurchase.png]

3. 	Enter food stamp card number in the Card Account Data box.

4. 	Click Submit.

The system displays the card number in the Account Data box on the respective screens. 

		For this transaction 
type

		This screen displays



		Force Purchase

		Food Stamp Force Purchase 



		Force Return

		Food Stamp Force Return






The following example shows the Food Stamp Force Purchase screen.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_FoodStampForcePurchaseAccountData.png]

5. 	Enter the Expiration Date (MMYY).

6.	Enter the Amount for the transaction.

7. 	Enter the Voucher Number.

8. 	Enter the Approval Code.

9. 	Enter or select any of the remaining optional fields as desired.

10. 	Click Process.

The system displays the results of the authorization attempt on the respective screens.

		For this transaction 
type

		This screen displays



		Force Purchase

		Food Stamp Purchase Response



		Force Return

		Food Stamp Return Response







The following example shows the Food Stamp Purchase Response screen.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_FoodStampForcePurchaseResponse.png]






[bookmark: _Toc425160377]To Process Food Stamp Inquiry Transactions

Food Stamp Inquiry transactions allow you to get the current balances of food stamp cards. This transaction must be swiped.

1. 	On the Main screen, select Food Stamp to display the food stamp options along with the Food Stamp Main screen.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_FoodStampMain.png]

2. 	Select Inquiry to display the Food Stamp Inquiry screen.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_FoodStampInquiry.png]




3. 	Swipe the EBT card through a supported MSR device attached to your computer.

The card information enters the Converge application and the system automatically initiates the Submit button to send the transaction for authorization.

The system also displays the Food Stamp Inquiry screen with the card number in the Account Data box and Expiration Date. 

4. 	Click Submit.

The Food Stamp Inquiry screen displays.	Comment by Barbara Muench: VRM_FoodStampInquiry

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_FoodStampInquiryAccountData.png]

5. 	Click Process.

6. 	The total transaction amount appears on the PIN pad device along with a customer prompt to enter PIN. Once the consumer successfully enters their PIN, the system sends the transaction for authorization.




The Food Stamp Inquiry Response screen displays the results of the authorization attempt. 

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_FoodStampInquiryResponse.png]

[bookmark: _Toc425160378]Performing Cash Benefit Transactions

The Cash Benefit Main Authorization screen allows you to enter Electronic Benefit Transaction (EBT) Cash Benefit transaction activities into the Converge application.  Cash benefit transactions allow you to use EBTs for the purchase of goods or services, or to obtain cash that debits the cardholder’s EBT account. 

Cash benefit transactions includes the following:

Purchase

Inquiry

Notes: 

Cash Benefit Transactions are only available if the Market Segment is set to Retail in the current terminal profile.  

A PIN pad and printer are required on all cash benefit transactions. 

Cash EBT transactions are very similar to debit transactions because customers can receive cash back from transactions.

Converge allows you to either swipe cash benefit purchase transactions by means of an MSR or enter through your computer keyboard. 



[bookmark: _Toc425160379]To Process Cash Benefit Purchase Transactions

Cash Benefit Purchase transactions allow you to process cash benefit cards and receive cash back similar to debit transactions. This type of transaction requires the use of a PIN pad and can be swiped or manually entered. 

1. 	On the Main screen, select Cash Benefit to display the cash benefit options along with the Cash Benefit Main screen.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CashBenefitMain.png]

2. Select Purchase to display the Cash Benefit Purchase screen. 

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CashBenefitPurchase.png]

3. Swipe the cash benefit card through the MSR attached to your computer or manually enter the cash benefit card. 

Note:	The user interface is designed to accept swipe data using a supported encrypting or non-encrypting device.  There are no special setups needed, refer to the Peripherals Options section in the Converge Getting Started Guide for more information.

4. 	Click Submit. 

Note:  The system automatically initiates the Submit button on swipe.

The Cash Benefit Purchase screen displays the card number masked to the last four digits in the Account Data box. 	Comment by Barbara Muench: VRM_CashBenefitPurchaseInputCut.png

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CashBenefitPurchaseAccountData.png]

5. 	Enter the Base Amount for the transaction.

Note:  A decimal is required.

6. 	Enter desired Cash Back amount (optional).

Notes: 

A decimal is required. 

This value is the amount of cash consumers can receive when they use cash benefit cards and is added to the total purchase amount. 



7. 	Verify that the Surcharge Amount that displays is correct for the current profile.

Note:  This value may be set by the merchant to automatically charge a consumer for processing debit cards. Contact Merchant Customer Service for a list of networks that allow surcharges. 

8. 	Enter or select any of the remaining optional fields as desired.

9. 	Click Process.

The total transaction amount appears on the PIN pad device along with a customer prompt to enter PIN. Once the consumer successfully enters their PIN, the system sends the transaction for authorization.

The Cash Benefit Purchase Response screen displays the results of the authorization attempt. 

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CashBenefitPurchaseResponse.png]

[bookmark: _Toc425160380]To Process Cash Benefit Inquiry Transactions

Cash Benefit Inquiry transactions allow you to get the current balance of a Cash Benefit card. This transaction requires a PIN pad and must be swiped.

1. 	On the Main screen, select Cash Benefit to display the cash benefit options along with the Cash Benefit Main screen.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CashBenefitMain.png]


2. 	Select Inquiry to display the Cash Benefit Inquiry screen. 

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CashBenefitInquiry.png]

3. 	Swipe the cash benefit card through the MSR attached to your computer. 

The card information enters the Converge application and the system automatically initiates the Submit button to send the transaction for authorization.

The Cash Benefit Inquiry screen displays a blank Card Account Data box.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CashBenefitInquiryAccountData.png]

4. 	Click Process.

5. 	The total transaction amount appears on the PIN pad device along with a customer prompt to enter PIN. Once the consumer successfully enters their PIN, the system sends the transaction for authorization.




The Cash Benefit Inquiry Response screen displays the results of the authorization attempt. 

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CashBenefitInquiryResponse.png]

[bookmark: _Toc425160381]Performing Electronic Check Transactions 

The Electronic Check Service Main Authorization screen allows you to enter electronic check transactions. Converge supports two types of check processing:

Check present ECS Paper Check

Check not present ACH ECheck

ECS Paper Check
Is the process of electronically imaging a check that debits the account for the purchase of goods and services. Converge allows you to image both sides of a check. A check imager and printer are required on all ECS transactions. ECS Paper Check represent types: POP, BOC, and ARC.

ACH ECheck
Is the process of entering a hand keyed check transaction. In order to accept ACH ECheck, you must capture and pass the hand keyed check data during the initial processing including the ABA routing number, full account number, and account type for Personal or Business checks.  ACH ECheck represents types: WEB, TEL, PPD, and CCD.

When your terminal is setup for Electronic Check Services (ECS) you have the option to choose one of the following service level options:

Guarantee 
Paper checks are converted into electronic payments and then guaranteed by a Guarantor.  The following customer information is required on the paper check:

Name

Street address

State code

Ten-digit telephone number

Driver’s license number

Verification
Paper checks are converted into electronic payments and an authorization message is routed to the participant bank or to an authorizing agent for verification that the transaction is likely to be paid.  Merchant retains the risk for all transactions processed.

Conversion Only
Paper checks are converted into electronic payments, then an authorization message is routed to the participant bank or to an authorizing agent to authenticate that the paper check contains a valid ABA Routing Number and account number and is eligible for ECS.  During processing an approval or decline decision is issued based on those criteria.  Merchant retains the risk for all transactions processed, including those that are returned notwithstanding Merchant’s receipt of an approval decision.

Notes:

ACH ECheck supports the Conversion with Verification and Conversion Only options.

ECS Paper Check supports Guarantee, Conversion with Verification, and Conversion Only options.

ECS processing is available for the US region only.



The following section describes how to process the following Electronic Check transactions for all service level options:

Paper Check Purchase
This transaction allows you to enter a paper check purchase transaction for Guarantee, Verification, or Conversion Only service level options.

Paper Check Multi-entry
This transaction allows you to enter multiple paper check purchase transactions for Guarantee, Verification, or Conversion Only service level options.

ACH ECheck Purchase
This transaction allows you to enter a hand keyed personal or business check purchase transaction for Verification or Conversion Only service level options.

ACH ECheck Multi-entry
This transaction allows you to enter multiple hand keyed personal or business purchase transactions for Verification or Conversion Only service level options.

ACH ECheck Recurring
This transaction allows you to set up payment amounts and billing cycles in which the payments occur for personal or business checks.

ACH ECheck Installment
This transaction allows you to set up payment amounts, the number of payments, and the billing cycle in which the payments occur for personal or business checks.

Electronic Check Void
This transaction allows you to void an electronic check purchase for Paper Check or ACH ECheck transactions.

[bookmark: _Toc425160382]To Process Paper Check Purchase

1. 	On the Main screen, select Electronic Check to display the electronic check options along with the Electronic Check Main screen.	Comment by Barbara Muench: VRM_ElectronicCheckMain

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_ElectronicCheckMain.png]

2. 	Select Purchase to display the electronic Check Purchase screen.

The following example shows the electronic Check Purchase screen.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Optimized\CON_CheckPurchaseBlank.png]

Note:  The transaction only displays if the current user has the appropriate rights to access this transaction type. 

3. 	Scan the check through check imaging device.

The system captures and displays the Check Purchase screen with the account data.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CheckPurchaseAccountData.png]

4. 	For terminals not set up for a Market Segment of Service, enter the check Amount.

5. 	For terminals set up for a Market Segment of Service, enter the Base Amount and the Tip Amount.

Converge automatically calculates and displays the Amount as Base Amount + Tip Amount.

6. 	Enter or select any of the remaining optional fields.

7. 	Click Process.




The system displays the Check Purchase Response page:

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CheckPurchaseResponse.png]

Note:  There is a 10-minute limitation on voiding check transactions, also called reversal.  A Check Void transaction can only be done within 10 minutes after you receive a successful check purchase transaction. 

8. 	If your terminal is not set up for a signature capture device, Converge either automatically prints the receipt or prompts you to do so. 

9.	If your terminal is set up for a signature capture device, along with a check scanner, you will be prompted for a signature before the receipt is printed.




[bookmark: _Toc425160383]To Process Paper Check Purchase Multientry

1. 	On the Main screen, select Electronic Check to display the electronic check options along with the Electronic Check Main screen.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_ElectronicCheckMain.png]

2. 	Select the check processing option to process multiple checks.

The appropriate screen displays for the selected transaction type. 

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_ElectronicCheckMultiEntryForm.png]

3. 	Scan check through check imaging device.

The system captures and displays the MICR Data.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_ElectronicCheckMultiEntryFormAddRow.png]

4. 	Enter the check Amount.

5. 	Click Add.

The system saves the information and displays a new line for you to enter additional checks if necessary.

6. 	To enter additional checks, repeat Steps 3 to 5.

7. 	Click Authorize.

The Multientry Response screen displays the response information. 

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Small\CON_MultiEntryResponse.png]

[bookmark: _Toc425160384]To Process ACH ECheck Purchase

1. 	On the Main screen, select Electronic Check to display the electronic check options along with the Electronic Check Main screen.	Comment by Barbara Muench: VRM_ElectronicCheckMain

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_ACHElectronicCheckMain.png]




2. 	Select Purchase to display the electronic Check Purchase screen.

The following example shows the electronic Check Purchase screen.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CheckPurchase.png]

Note:  The transaction only displays if the current user has the appropriate rights to access this transaction type. 

3. Key in the customer’s Bank Account Number.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Small\CON_CheckRoutingNumberExplained.png]




The system displays the Check Purchase screen to enter the needed information for the transaction.	Comment by Barbara Muench: VRM_CheckPurchaseCut

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_ACHCheckPurchaseAccountData.png]

4. 	Enter the Amount. If the terminal is set up for a Market Segment of Service, enter the Base Amount and the Tip Amount.

Converge automatically calculates and displays the Amount. The tip cannot be modified on check transactions.




5. 	Enter the Bank Routing Number.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Small\CON_CheckRoutingNumberExplained.png]

6. 	Enter the Account Type.  

Note:  For the Account Type of Personal the customer’s First Name and Last Name are required.  For the Account Type of Business the merchant’s Company name is required.

7. 	Enter or select any of the remaining optional fields.

8. 	Check the I Agree checkbox. The agreement statement must be read to the customer/company or a prior written authorization must be collected. The Process button is disabled if the I Agree checkbox is not checked. 

[image: ]

9. 	Click Process.




The system displays the Check Purchase Response page:

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_ACHCheckPurchaseResponse.png]

Note:  There is a 10-minute limitation on voiding check transactions, also called reversal.  A Check Void transaction can only be done within 10 minutes after you receive a successful check purchase transaction. 




[bookmark: _Toc425160385]To Process ACH ECheck Multientry

1. 	On the Main screen, select Electronic Check to display the electronic check options along with the Electronic Check Main screen.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_ACHElectronicCheckMain.png]

2. 	Select Multientry to process multiple checks.

The Electronic Check Multi-Entry Form screen displays. 

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_ACHElectronicCheckMultiEntryForm.png]


3. Enter the customer’s Bank Account Number.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Small\CON_CheckRoutingNumberExplained.png]

4. Enter the Bank Routing Number.

5. Enter the Account Type.   

If the Account Type is Personal Account the customer’s First Name and Last Name are required.  If the Account Type is Business Account the Company name is required.  The I Agree checkbox must be checked in order to enable the Add button.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_ACHElectronicCheckMultiEntryFormAddCircled.png]

6. 	Click Add.

The system saves the information and displays a new line for you to enter additional checks if necessary.

Note:  To delete a transaction, select the I Agree statement next to the transaction and then click Delete.

7. 	To enter additional checks, repeat Steps 3 through 6.

Note:  The Authorize button will not be enabled unless the I Agree statement is checked.

8. 	Click Authorize.

The Multientry Response screen displays the response information. 

[image: ]



[bookmark: _Toc425160386]To Process ACH ECheck Recurring and Installment Transactions

This procedure describes how to process the following credit transaction types:

1. 	On the Main screen, select Electronic Check to display the electronic check options along with the Electronic Check Main screen.	Comment by Barbara Muench: VRM_ElectronicCheckMainCut

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_ACHElectronicCheckMain.png]


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

Select Recurring to display the Electronic Check Recurring screen.

Select Installment to display the Electronic Check Return screen.

3.	Enter the Amount for the transaction.

4. 	In the Billing Cycle drop-down list, select one of the following:

		· Daily

		· Quarterly 



		· Weekly

		· Semester



		· Bi-Weekly

		· Semi-Annually



		· Semi-Monthly

		· Annually



		· Monthly

		· Suspended



		· Bi-Monthly

		





To Use Monthly, Bi-Monthly, Semester, Quarterly, Semi-Annually, and Annually Billing Cycles

If you have selected any of these billing cycle options, the Last day of the month check box displays. 	Comment by Barbara Muench: VRM_ElectronicCheckLastDayOfMonth

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_ACHElectronicCheckRecurringLastDayCircled.png]




You can select your billing date using one of the following options:

a) 	Select the Last day of month check box.  

The last day of the current month displays in the Next Payment Date box. 

b) 	Click the calendar icon [image: ]  and select from the calendar tool.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Small\CON_Calendar.png]

c) 	Manually enter a date in the Next Payment Date field.

Notes:	Comment by Barbara Muench: Need Section Step Level Steps Note

Only the months are shown. When you click on the month, the Next Payment Date automatically displays the last day of the selected month.

Dates earlier than the current date are disabled in the calendar control.



Converge uses the selected day of the month and calculates the Next Payment Date. For example, if they choose June 30, the next payment will be scheduled on July 30.  If they choose January 31, the next payment will be on February 28 (or 29 for leap years).




To Use Semi-Monthly Billing Cycle:

If you selected the Semi-Monthly billing cycle, two radio buttons display.	Comment by Barbara Muench: VRM_ElectronicCheckRecurringSemiMonthlyCut

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_ElectronicCheckRecurring.png]

Note:  The 1st & 15th of the month is the default.

You can select your billing date using one of the following options:

b) Select the 1st & 15th radio button.

The Next Payment Date field automatically displays the 1st or 15th date after the current date.  

b) 	Select the 15th & Last day of the month.

The Next Payment Date automatically displays the next available date and the calendar control only enables the 15th and the last day of each month.




c) 	Click the calendar icon  [image: ] and select from the calendar tool.

       [image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Small\CON_Calendar.png]

d) 	Manually enter a date in the Next Payment Date field.

Note: Only the valid dates are enabled.  Dates other than the 1st and 15th are disabled.	Comment by Barbara Muench: Needs to be Section Step Level Steps Note

5. 	For electronic check installment transactions, enter the Number of Payments.

Note:  You cannot change the number of payments of an existing installment transaction to a value that is less than the number of payments that have already been made for the installment transaction.

6. 	Select YES or NO from the Skip Payment drop-down list, if necessary.

7. 	Enter the electronic check account number in the Bank Account Number box.

8.	Enter the electronic check routing number in the Bank Routing Number box.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Small\CON_CheckRoutingNumberExplained.png]

9.	Enter the Bank Account Type for the transaction

Note:  For the Account Type of Personal the customer’s First Name and Last Name are required.  For the Account Type of Business the merchant’s Company name is required.

10. 	Enter or select any of the remaining optional fields as desired.

11. 	Check the I Agree checkbox. The Add button is disabled if the I Agree checkbox is not checked. 	Comment by Barbara Muench: VRM_ElectronicCheckIAgreeCircled

[image: ]

12. 	Click Add. 

The system displays the information you entered to create a new installment or recurring transaction in the respective response screen as follows:

		For this transaction type

		This screen displays



		Recurring

		Electronic Check Recurring Response



		Installment

		Electronic Check Installment Response









The following example shows the Electronic Check Recurring Response screen.	Comment by Barbara Muench: VRM_ElectronicCheckRecurringResponse

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_ElectronicCheckRecurringResponse.png]

Notes: 

For recurring and installment transactions returned as declined, Converge retries to process the transactions a total of five times on subsequent days, then does the following:  

Updates the billing cycle of the transaction to Suspended.

Sends an email to the merchant with instructions to contact the check holder. 






[bookmark: _Toc425160387]To Add ACH ECheck Transaction to a Recurring Batch 

Once you have processed a electronic check transaction, you can add the transaction to a recurring batch as Recurring or Installment.  

1. On the Check Purchase Response screen, click on the Add to Recurring button.	Comment by Barbara Muench: VRM_CheckPurchaseResponseAddRecurringCircled

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CheckPurchaseResponseAdd2RecurringCircled.png]



2. On the Add to Recurring Batch screen, select Recurring or Installment from the Recurring Transaction Type drop-down list.	Comment by Barbara Muench: VRM_AddtoRecurringBatchRecTranTypeCircled

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_Add2RecurringBatchCircled.png]

3. 	Select YES or NO from the Skip Payment drop-down list, if necessary.

4. 	Enter the Amount for the transaction.

5. 	Enter Customer Code, Sales Tax and Description, if necessary.

Note:  If prompted for sales tax, the tax must be included in the Amount and then entered in the Sales Tax field.

6. In the Billing Cycle drop-down list, select one of the following:

		· Daily

		· Quarterly 



		· Weekly

		· Semester



		· Bi-Weekly

		· Semi-Annually



		· Semi-Monthly

		· Annually



		· Monthly

		· Suspended



		· Bi-Monthly

		





7. 	Enter the Next Payment Date or click on the calendar icon [image: ] and select from the calendar tool.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Small\CON_Calendar.png]

8. 	Enter Number Of Payments if this is an Installment transaction.

9.	Enter or select any of the remaining optional fields as desired.


10	Check the I Agree checkbox. The Add button is disabled if the I Agree checkbox is not checked. 	Comment by Barbara Muench: VRM_ElectronicCheckIAgreeCircled

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CheckIAgreeStatement.png]

11. 	Click Add. 

The Add to Recurring Batch Response screen displays the information you entered.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_Add2RecurringBatchResponse.png]

[bookmark: _Toc425160388]To Void Electronic Check Transactions

Checks can only be voided within 10 minutes from the time that they were authorized.

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. 	In the Current Open Transactions table, select the check box by the transactions you wish to void.	Comment by Barbara Muench: CON_CurrentBatchesMainElecCheckCircled

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_ACHCurrentBatchesMainVoidCheckboxCircled.png][image: ]

Notes: 

If you wish to void all the listed transactions, click Select All or the check box in the header row as shown below.

There is a 10-minute limitation on voiding check transactions, also called reversal.  A Check Void transaction can only be done within 10 minutes after you receive a successful check purchase transaction.






4. 	Click the Void button at the bottom of the Transaction Detail screen to initiate the void process.

A dialog box displays to confirm the transaction void. 	Comment by Barbara Muench: VRM_VoidTransactionMessage

[image: ]

5. 	Click OK.

The Batch Response screen displays the batch response information. 

[image: ]

The voided transaction displays in the Current Open Transactions table highlighted in red with Void as the Tran Type value.	Comment by Barbara Muench: VRM_CurrentBatchesMainECVoidedRedText

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_ACHCurrentBatchesMainVoidRedTopHalfOnly.png]


6.	Alternatively, in Step 3 you could click on the Card Data link to select a single transaction.

The Current Batches Main Response screen opens and displays the transaction details.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_ACHCurrentBatchesMainResponseVoidCircled.png]

7. 	Click Void at the bottom of the page.




[bookmark: _Toc425160389]Performing Gift Card Transactions 

The Gift Card Main menu screen is where all gift card activity is entered into the program. Gift card transaction types are available, depending on your terminal rights setup and if the terminal profile is configured to accept Gift Card transactions (EGC). 

This section describes how to:

Enter gift card information 

Print and re-print gift card transaction receipts

Update gift card transaction information

You can process gift card information for the following transaction types:

Redemption 

Credit 

Inquiry

Activation 

Reload

Card Return

[bookmark: _Toc425160390]To Process Gift Card Redemption, Credit, Activation, Reload and Card Return Transactions

This procedure describes how to process the following gift card transaction types:

Gift Card Redemption
This transaction allows you to make purchase with the balance on gift card accounts.

Gift Card Credit
This transaction allows you to refund previous redemption transactions to gift card accounts.

Gift Card Activation
This transaction allows you to activate gift card accounts.

Gift Card Reload
This transaction allows you to increase the current balance on gift card accounts.

Gift Card Card Return
This transaction allows you to refund the balances on gift card accounts.




1. 	On the Main screen, select Gift Card to display the gift card options along with the Gift Card Main screen.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_GiftCardMain.png]

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

Select Redemption to display the Gift Card Redemption screen.

Select Credit to display the Gift Card Credit screen.

Select Activation to display the Gift Card Activation screen.

Select Reload to display the Gift Card Reload screen.

Select Card Return to display the Gift Card Card Return screen.

The following example shows the Gift Card Redemption screen.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_GiftCardRedemption.png]

3. Swipe the gift card through the supported MSR device attached to your computer or manually enter gift card number in the Card Account Data box.

Note:	The user interface is designed to accept swipe data using a supported encrypting or non-encrypting device. There are no special setups needed, refer to the Peripherals Options section in the Converge Getting Started Guide for more information.

4. 	Click Submit. 

The system displays the selected Gift Card screen and shows the masked gift card number in the Account Data box. The card account number cannot be edited.	Comment by Barbara Muench: VRM_GiftCardRedemptionEnterCut.png

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_GiftCardRedemptionAccountData.png]

5. 	Enter the Expiration Date (MMYY).

Note:  This field is auto populated for swiped transactions and cannot be edited on the form.




6. 	To enter the Amount, do one of the following:

		For this transaction 
type

		This screen displays



		Redemption

		If the terminal is set up for a Market Segment of Service, enter the Base Amount and the Tip Amount. Converge automatically calculates and displays the Amount as Base Amount + Tip Amount.

If not, enter the Amount.



		Credit

		Enter the Amount.



		Activation

		Enter the Amount.



		Reload

		Enter the Amount.







7. 	For Gift Card Activation and Gift Card Reload transactions, select one of the following options from the Tender Type drop-down list:

Cash

Credit

Debit

Check

8. 	For Gift Card Redemption, enter the City.

9.	Enter or select any of  the remaining optional fields as desired.

10. 	Click Process.

The system displays the respective screens with the results of the authorization attempt as follows:

		For this transaction 
type

		This screen displays



		Redemption

		Gift Card Redemption Response



		Credit

		Gift Card Credit Response



		Activation

		Gift Card Activation Response



		Reload

		Gift Card Reload Response



		Card Return

		Gift Card Card Return Response









The following example shows the Gift Card Redemption Response screen.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_GiftCardRedemptionResponse.png]




[bookmark: _Toc425160391]To Process Gift Card Inquiry Transactions

Gift Card Inquiry transactions allow you to check the current balances of gift card accounts. 

1. 	On the Main screen, select Gift Card to display the gift card options along with the Gift Card Main screen.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_GiftCardMain.png]

2. 	Select Inquiry to display the Gift Card Inquiry screen.	Comment by Barbara Muench: VRM_GiftCardInquiry

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Originals_w_Markups\CON_GiftCardInquiry.png]

3. 	Swipe the gift card through the supported MSR device attached to your computer or manually enter gift card number in the Card Account Data box.

4. 	Click Submit. 




The Gift Card Inquiry screen displays the credit card number in the Account Data box.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_GiftCardInquiryAfterSwipe.png]

5. 	Enter the Expiration Date (MMYY).

Note:  This field is auto populated for swiped transactions and cannot be edited on the form.

6. 	Click Process.




The Gift Card Inquiry Response screen displays.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_GiftCardInquiryResponse.png]




[bookmark: _Toc425160392]To Update Gift Card Transactions Information

Once you have processed a gift card transaction, you can modify information for the following transaction types:

Activation 

Reload

Card Return

Most fields on the Response screen can be updated with the exception of the following in the Order section:

Account Data

Expiration Date

Amount

Note:	All fields in the Authorization section can be updated 

For terminals set up for a Market Segment of Service, you can update the Base Amount.

1. 	On the appropriate Response screen, change or add the information in the desired fields.

2. 	Click Update.

[bookmark: _Toc425160393]Performing Cash Transactions

The Cash transaction screen allows you to enter cash transactions into the Converge application. The Cash option is only available for terminals configured as Retail, Mail Order or Service. 

This section describes how to:

Process Cash Sale information 

Process Cash Return transaction

Update Cash transaction information




You can process cash information for the transaction types:

Sale
This transaction allows you to enter cash sale transactions.

Return
This transaction allows you to enter cash return transactions.

[bookmark: _Toc425160394]To Process Cash Sale

On the Main screen, select Cash to display the cash options along with the Cash Main screen.	Comment by Barbara Muench: VRM_CashMainCircled

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CashMain.png]






Select Sale to display the Cash Sale screen.	Comment by Barbara Muench: VRM_CashSale

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CashSaleAccountData.png]

Enter the Amount.  If the Market Segment is Service enter the Base Amount and Tip Amount.

Note:  You cannot update the Tip Amount for Cash transactions at a later time.

Enter or select any of the remaining optional fields as desired. 

Click Process to send the transaction for authorization or Cancel to exit.

The system displays the respective response screen as follows:	Comment by Barbara Muench: VRM_CashSaleResponseCut

 [image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CashSaleResponse.png]




[bookmark: _Toc425160395]To Process Cash Return

1. On the Main screen, select Cash to display the cash options along with the Cash Main screen.

1. Select Return to display the Cash Return screen:	Comment by Barbara Muench: VRM_CashReturn

 [image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CashReturn.png]

1. Enter the Amount. 

1. Enter or select any of the remaining optional fields as desired. 

1. 


1. Click Process to send the transaction for authorization or Cancel to exit.

The system displays the respective response screen as follows:	Comment by Barbara Muench: VRM_CashReturnResponse

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CashReturnResponse.png]




[bookmark: _Toc425160396]To Update Cash Transaction Information

1. On the Main screen, select Current Batches to display the current batch options along with the Current Transaction Activity screen.	Comment by Barbara Muench: VRM_CurrentTransactionActivityCircled

 [image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Optimized\CON_CurrentBatchesMain.png]




Select Cash to display the Current Cash Activity screen.	Comment by Barbara Muench: VRM_CurrentCashActivity	Comment by Barbara Muench: VRM_CashSale

 [image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CurrentCashActivity.png]






Click on either the Tran Date or Tran Time link to display the Current Batches Cash Response screen.	Comment by Barbara Muench: VRM_CurrentBatchesCashResponse

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CurrentBatchesCashResponse.png]

Edit information as needed and click Update. 




The system updates the information and displays a message that indicates that the information was updated successfully.	Comment by Barbara Muench: VRM_CashSaleResponseSuccessfullyUpdated

 [image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CashSaleReponseUpdated.png]



[bookmark: UsingYourCardManager][bookmark: _Toc378088736][bookmark: _Toc425160397]Using Your Card Manager (Tokenization)

The Card Manager screen provides access to storing and managing credit card information.  You can enter card information and process transactions at a later time for returning customers.

On the Main screen, you must click Card Manager to display the Card Manager Totals page, along with the links to the Add and Search for card information.  The Card manager Totals screen gives the total card information counts including the closed accounts, the accounts that have expired, and the account that are about to expire.

When your user account was created, you were granted specific access and permissions called user rights.  In order to access the card manager you must have one or more of the following user rights:

Card Manager – View

Card Manager – Add

Card Manager – Edit

In addition, in order to process transactions in the card manager you must have at least one or more of the following user rights:

		Credit Card – Sale

		Credit Card – Auth Only



		Credit Card – Return

		Credit Card – AVS Only/Verification



		Credit Card – Inquiry

		Credit Card – Recurring



		Credit Card – Force

		Credit Card – Installment








Depending on your user and terminal rights, this section describes how to:

Add
This action allows you to add card information into Card Manager.

Search
This action allows you to perform various actions to existing card information.

Notes:

The terminal must be setup for tokenization in order to have access to the card manager

All terminals within the same Converge account share the same card manager and can use the same token as long as they are setup within the same token group.  For all tokenization setup questions or issues, call your system administrator or Elavon at 1-800-377-3962, option 2, option 2 (in Canada you are asked to choose either English or French for you language).

The terminal must be active to process live transactions.  If your terminal is not active (not Live or Suspended), call your system administrator or Elavon at 1-800-377-3962, option 2, option 2 (in Canada you are asked to choose either English or French for you language). 



[bookmark: _Toc378088737][bookmark: _Toc425160398]Viewing Card Manager Totals

On the Main screen, you must select Card Manager to display the Card Manager Totals page, along with the links to the Add and Search for card information.

The Card Manager Totals screen displays two charts:

Bar Chart
Hovering over the bar gives the total number of cards listed in the search results. Click on any bar in the chart to go to the Search Card Results screen, refer to the To Search for Card Information for more information.

Note: In the legend, click on the card activity name to remove the card display bar from the graph. Click on the card activity name a second time to have the card display bar reappear.

Pie Chart
Hovering over the pie slice gives the card type and percentage of that card used. Click on any bar in the chart to go to the Search Card Results screen, refer to the To Search for Card Information for more information.




1. On the Main screen, select Card Manager to display the Card Manager Totals screen.	Comment by Barbara Muench: VRM_CardManagerMainCircled

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CardManagerTotalsMain.png]




2. The Card Manager Totals screen displays.

Total Cards
This is the total number of cards you have saved in the card manager.

Closed Accounts
This is the total number of accounts that have been marked as closed (those card numbers are not valid for processing). This is only for accounts set up with Account Updater.

Expired 
This is the total number of cards that have expired.

Expired This Month
This is the total number of cards that expired in the current month.

Expired Next Month
This is the total number of cards that will expire in the coming month.

Notes: 

For those terminals set up with the Account Updater, the system will attempt to check the accuracy of the card information once a month for Visa and MasterCard transactions.

For those terminals set up with the Account Updater, the system will update as follows:

Update the card number and/or expiration date of the recurring and installment transactions for those accounts that have been marked as Match – Update Account Info or Match – Update Expiration Date.

Update the card number to Closed for those accounts that have been Closed or with Stop Service.

Send an email to the merchant with summary of the Account Updater changes and instructions to contact the cardholder.

Account Updater will not attempt to check any Closed card numbers.

Closed card numbers will not run in the system again unless you change the card number and expiration date associated with the card.






[bookmark: _Toc425160399]Adding Card Information

The Add screen allows you to enter card information into Card Manager so that you do not have to reenter your card information each time you wish to process a payment for a returning customer.

1. On the Main screen, select Card Manager to display the credit card managing options along with the Card Manager Totals screen.	Comment by Barbara Muench: VRM_CardManagerMainCircled

2. Select Add to display the Add New Card Information screen. 	Comment by Barbara Muench: VRM_ddNewCardInformation

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_AddNewCardInformation.png]

3. Enter the required information and any other optional fields that you wish to store. The Card Manager will automatically populate the information the next time the card is used for a payment.

4. Click Add to add card information or select Clear to reset.

The system displays the response screen as follows:	Comment by Barbara Muench: VRM_CardManagerCardAddedSuccessfully	Comment by Barbara Muench: VRM_CashSaleResponseCut

 [image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Optimized\CON_CardManagerAddNewCardInformationAddSuccessful.png]

5. To add additional cards click Back to go to the Add New Card Information screen and follow steps 2 through 4 above.

[bookmark: _Toc378088738]


[bookmark: _Toc425160400]Managing Card Information

The Search screen allows you to find and manage the card information that has been previously entered into Card Manager.

The following describes how to manage your card information, you can:

Search for card information

Sort card information

View card information

Delete card information

Update card information

Process Credit Card Sale, Return, Inquiry, Force, or Auth Only

Add credit information to Recurring

[bookmark: _Toc378088739][bookmark: SearchCardInformation][bookmark: _Toc425160401]To Search for Card Information

This procedure describes how to conduct a search in Card Manager.

1. On the Main screen, select Card Manager to display the credit card managing options along with the Card Manager Totals screen.
	Comment by Barbara Muench: VRM_CardManagerMainCircled

1. Select Search to display the Search Card Information screen.	Comment by Barbara Muench: VRM_SearchCardInformation	Comment by Barbara Muench: VRM_ddNewCardInformation

 [image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CardManagerSearchCardInformation.png]

1. Enter information for any field to filter search or select Search to display all of your cards entered into Card Manager.

1. Click Search to search card information or select Clear to reset.

The system displays the Search Card Results screen:	Comment by Barbara Muench: VRM_SearchCardResults

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CardManagerSearchCardResults.png]

1. Click Back to go to the previous screen which will reset for new information to be entered or follow steps 1 through 4 above.

[bookmark: _Toc425160402]To Sort Card Information

You can sort the card information results by clicking the  [image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Small\CON_UpDownArrows.png] (up down arrows) in the column you want to sort by as shown below. 

You can sort on the following fields:	Comment by Barbara Muench: VRM_SearchCardResultsCheckboxCircled.png

		First Name

		· Customer ID



		Last Name

		· Email



		Card Data

		· Phone



		Expiry Date

		· Company



		Token

		





[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CardManagerSearchCardResultsTokensCircled.png]

The system sorts the list of transactions based on your selection. 

 [image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CardManagerSearchCardResultsTokenSortedCircled.png]

Note:  When you click the up down arrows, the values in the column are sorted in ascending order. If you click again, the values are sorted in descending order.




[bookmark: _Toc425160403]To View Card Information

The following procedure details how to view the card information in Card Manager.

1. On the Search Card Results screen click on the link for Card Data to view the card information stored in Card Manager.	Comment by Barbara Muench: VRM_SearchCardResultsCardDataCircled

 [image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CardManagerSearchResultsCardDataCircled.png]

1. On the Card Details screen, the current information for the card is displayed. 

 [image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CardManagerCardDataCardDetails.png]

1. Click Back to return to the Search Card Results screen. 

[bookmark: _Toc378088740][bookmark: _Toc425160404]To Delete Card Information

This procedure details how to delete existing card information from the Search Card Results screen.

1. On the Search Card Results screen, select the header row checkbox to delete all the cards in your search result or select the checkbox next to the individual card you want to delete.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CardManagerSearchCardResultsDeleteCircled.png]

1. Click Delete to delete the selected card(s).  A pop-up message will appear confirming you want to complete the deletion with a warning message that the action cannot be undone.

[image: ]

1. Click OK to complete your deletion or select Cancel to exit.

[bookmark: _Toc378088741]


[bookmark: _Toc425160405]To Update Card Information

The following procedure details how to update existing card information.

1. On the Search Card Results screen click on the link for Card Data to view the card information stored in Card Manager.	Comment by Barbara Muench: VRM_SearchCardResultsCardDataCircled

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CardManagerSearchResultsCardDataCircled.png]

1. On the Card Details screen, update any information necessary. 

Note:	The fields highlighted in red with asterisks are required and the Card Number field cannot be updated.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CardManagerCardDataCardDetails.png]

1. Click Update to update Card Manager with the new card information. 

The system displays the respective response screen as follows:	Comment by Barbara Muench: VRM_CardManagerCardAddedSuccessfully	Comment by Barbara Muench: VRM_CashSaleResponseCut

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CardManagerNewCardUpdatedSuccessfully.png]

1. On the Card Details screen you can select Delete to delete the card from Card Manager.  A deletion confirmation box will appear click OK to delete the card or Cancel to exit.	Comment by Barbara Muench: VRM_DeleteCardSoftConfirmation

If you select OK to delete, your card will be removed from Card Manager and you will be taken back to the Search Card Results screen.

Note:	The Delete action cannot be undone.

[image: ]

1. On the Card Details screen you can select Back to be taken back to the Search Card Results screen.

[bookmark: _Toc378088742][bookmark: _Toc425160406]To Process Credit Card Transactions

On the Card Details screen in the Card Transactions section you have the option to process credit card transactions for the following transaction types:	Comment by Barbara Muench: VRM_CardDetailsProcessingCutCircled

Sale

Return

Force

Auth Only

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CardManagerCardTransacationsCircled.png]

1. Select Sale and click Proceed to display the Credit Card Sale screen. Refer to the To Process Credit Card Sale, Return, Force, Auth Only, and Verification Transactions section for complete procedures on how to process the Sale transaction.




The following example shows the Credit Card Sale screen.

[image: ]

1. Click Process to send the transaction for authorization or Cancel to exit.


1. Select Return and click Proceed to display the Credit Card Return screen.  Refer to the To Process Credit Card Sale, Return, Force, Auth Only, and Verification Transactions section for complete procedures on how to process the Return transaction.

The following example shows the Credit Card Return screen.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CreditCardReturn.png]

1. Click Process to send the transaction for authorization or Cancel to exit.

1. Select Force and click Proceed to display the Credit Card Force screen.  Refer to the To Process Credit Card Sale, Return, Force, Auth Only, and Verification Transactions section for complete procedures on how to process the Force transaction.

The following example shows the Credit Card Force screen.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CreditCardForce.png]

1. Click Process to send the transaction for authorization or Cancel to exit.

1. Select Auth Only and click Proceed to display the Credit Card Auth Only screen.  Refer to the To Process Credit Card Sale, Return, Force, Auth Only, and Verification Transactions section for complete procedures on how to process the Auth Only transaction.

The following example shows the Credit Card Auth Only screen.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CreditCardAuthOnly.png]

Note: The requirement for CVV is by-passed when set up for Card Manager.

1. Click Process to send the transaction for authorization or Cancel to exit.

[bookmark: _Toc378088743]


[bookmark: _Toc425160407]To Process Credit Card Balance Inquiry

On the Card Details screen in the Card Transactions section you have the Inquiry option.	Comment by Barbara Muench: VRM_CardDetailsProcessingCutCircled

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CardManagerCardTransacationsInquiryCircled.png]

1. Select Inquiry and click Proceed to display the Credit Card Inquiry screen. Refer to the To Process Credit Card Inquiry Transactions section for complete procedures on how to process the Inquiry transaction.

The system displays the Credit Card Inquiry screen with the masked credit card number in the Account Data box. The card account number cannot be edited.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CardManagerCreditCardInquiry.png]


1. Click Process to send the transaction for authorization or Cancel to exit.

The Credit Card Inquiry Response screen displays the account balance.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CardManagerCreditCardInquiryResponse.png]

1. If your terminal is setup to automatically print receipts, Converge sends a receipt to the printer. Otherwise, a separate window displays the receipt information and the system prompts you to print the receipt.

1. On the Credit Card Inquiry Response screen you also have the option to Reprint, View Receipt, or Update Card Manager.

[bookmark: _Toc378088744]


[bookmark: _Toc425160408]To Add Credit Information to Recurring

On the Card Details screen in the Card Transactions section you have the Add to Recurring option.	Comment by Barbara Muench: VRM_CardDetailsProcessingCutCircled

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CardManagerCardTransacationsAddRecurringCircled.png]

1. Select Add to Recurring and click Proceed to display the Credit Card Recurring screen. Refer to the To Add Credit Card Transaction to a Recurring Batch section for more information on how to process the Recurring transaction.




The system displays the Credit Card Recurring screen with all the information you previously entered into Card Manager.	Comment by Barbara Muench: VRM_CreditCardRecurringCM

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CardManagerCreditCardRecurringAccountData.png]

1. Update the required fields and click Add to add the information to Card Manager or Clear to reset.




1. The Credit Card Recurring Response screen displays the information added.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CardManagerCreditCardRecurringResponse.png]

1. If your terminal is setup to automatically print receipts, Converge sends a receipt to the printer. Otherwise, a separate window displays the receipt information and the system prompts you to print the receipt.

[bookmark: _Toc383521469][bookmark: _Toc383521620][bookmark: _Toc384797374][bookmark: _Toc384976948][bookmark: _Toc386033880][bookmark: _Toc386187158][bookmark: _Toc383521470][bookmark: _Toc383521621][bookmark: _Toc384797375][bookmark: _Toc384976949][bookmark: _Toc386033881][bookmark: _Toc386187159][bookmark: _Toc383521471][bookmark: _Toc383521622][bookmark: _Toc384797376][bookmark: _Toc384976950][bookmark: _Toc386033882][bookmark: _Toc386187160][bookmark: _Toc383521472][bookmark: _Toc383521623][bookmark: _Toc384797377][bookmark: _Toc384976951][bookmark: _Toc386033883][bookmark: _Toc386187161][bookmark: ManagingUnsettledTransactions][bookmark: _Toc425160409]Managing Unsettled Transactions (Current Batches) 

The Current Batches section displays the current transactions that have been processed but have not been submitted for settlement. This section may display credit card, debit card, cash benefit, food stamp, electronic check or gift card transactions that have been authorized, depending on your terminal setup (refer to the Using Your Virtual Terminal section for information on how to process transactions). The Main virtual terminal screen provides access to Current Batches.

Notes:

The terminal must be active to settle transactions. If your terminal is in a Not-Active or Suspended status, call your system administrator or Elavon support at 1-800-377-3962, option 2, option 2 (in Canada you are asked to choose either English or French for you language).

All open authorized transaction in the batch if not settled will be automatically deleted after a specific period of time:

Retail and Service transactions are auto deleted after 7 days.

Mail Order or Internet transactions are auto deleted after 30 days. 

Transactions that are pended or set to review will not be included in the settlement, those transactions must be unpended or released.

A terminal that is enabled with Multi-Currency will auto settle at 6:00 PM EST. No manual settlement is allowed.



The system places these unsettled (open) transactions into of the following categories:

Error
This category contains a list of declined credit cards, checks, or error transactions.

Auth Only
This category contains a list of all authorized authorization only transactions.

Recurring
This category contains a list of all created recurring and installment payments.

Main
This category contains a list of all approved credit card, debit card, cash benefit, food stamp, and electronic check transactions.

Gift Card
This category contains a list of all approved gift card transactions.

Cash
This category contains a list of all approved cash transactions.

Imported Batches
This category contains a list of all imported credit card or recurring/installment batches.

[image: ]






[bookmark: _Toc425160410]Viewing Current Batches Transaction Activity

On the Main screen, you must click Current Batches to display the current transaction activity chart, along with the links to the different batches. The system displays the Current Transaction Activity screen which gives the transaction count of the Error, Auth Only, Recurring, Main, Gift Card, Cash, and Imported Batches current batches at a glance. 	Comment by Barbara Muench: VRM_CurrentTransactionActivityCircled

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CurrentBatchesCurrentTransactionActivityCircled.png]

1. Click on each bar individually to display the screen and transactions for that batch.

1. In the legend, click on the batch name to remove the batch display bar from the graph. Click on the batch name a second time to have the batch display bar reappear.

Note:  You must be granted the Current Batches user right access in order to perform any activities in Current Batches.




[bookmark: _Toc425160411]Viewing Current Batches Transactions 

Converge allows you to see your open transactions for various payment and transaction types.

[bookmark: _Toc425160412]To View Current Batches Transactions for all Payment Types in One Batch

You can view open transactions together in one batch for the following payment types: 

Credit Card

Debit Card

Food Stamp

Cash Benefit

Electronic Check

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

2. 	Select Main to display the Current Batches: Main screen.  The following fields will show:

		· User ID

		· Last Name



		· Card Type

		· Card Data



		· Tran Type

		· Entry Type



		· Tran Date

		· Currency (for Multi-Currency terminals only)



		· Tran Time

		· Total Amount



		· First Name

		








3. 	To view details of a particular transaction, select the Card Data link for the transaction details you want to view.	Comment by Barbara Muench: VRM_CurrentBatchesMainCardDataCircled

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CurrentBatchesMainCardDataCircled.png][image: ]

[bookmark: _Toc425160413]To View Current Batches Transactions by Transaction Types

You can view transactions individually for the following transaction types:

		· Error

		· Food Stamp



		· Auth Only

		· Cash Benefit



		· Recurring

		· Gift Card



		· Credit Card

		· Cash



		· Debit Card

		· Imported Batches



		· Electronic Check

		








[bookmark: _Toc425160414]To View Current Batches Error, Auth Only, Recurring, Main, Gift Card, and Cash Transactions

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 note below)

Select Gift Card to display the Current Gift Card Activity screen

Select Cash to display the Current Cash Activity screen 

Note: 

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

Select Credit to display the Current Batches: Credit Card screen

Select Debit to display the Current Batches: Debit Card 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. 	To view details of a particular transaction, select the Card Data link for the transaction details you want to view.

The following example shows the Current Batches: Credit Card screen.	Comment by Barbara Muench: VRM_CurrentBatchesCreditCardCardDataCircled.png

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CurrentBatchesCreditCardCardDataCircled.png][image: ]

The system displays the details of the transaction in the respective response screens as follows:

		For this transaction type

		This screen displays



		Error

		Current Error Batches Response 



		Auth Only

		Current Batches Auth Only Response 



		Recurring

		Current Batches Recurring 



		Credit Card

		Current Batches: Credit Card Response



		Debit Card

		Current Batches: Debit Card Response



		Food Stamp

		Current Batches: Food Stamp Response



		Cash Benefit

		Current Batches: Cash Benefit Response



		Electronic Check

		Current Batches: Electronic Check Response 



		Gift Card

		Current Batches Gift Card Response



		Cash

		Current Batches Cash Response







The following example shows the Current Batches Main Response screen (for terminals that have a signature capture device).

 [image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Optimized\CON_CurrentBatchesMainResponseWithSignature.png]

Note:  The Signature Present indicator value of Yes displays when the transaction has a signature image associated with it. This value is only viewable for those terminals identified as having a signature capture device.

The following example shows the Current Batches Credit Card Response screen showing the new DBA Name field.

 [image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Optimized\CON_CreditCardSaleResponseWithDBAName.png]

[bookmark: _Toc425160415]To View Current Batches Imported Batches Transactions

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

2. 	Select Imported Batches to display the Imported Batches screen.

The Imported Batches screen displays the response data for a terminal sorted by process start date and time, with the most recent file process listed first.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CurrentBatchesImportedBatches.png]

Notes:

Access to view batch information is dependent on your user rights and the configuration of the terminal.

The Display control sets the number of transactions displayed per page.  The default value is 25 but you can change it to 50, 75, 100, 250, 500, 750 or 1,000 records by means of the drop-down list. 

If there are more transactions than are specified by the Display control, Converge displays navigation buttons in the title bar above the table. The left side of the title bar displays the number of items currently shown.



3. 	To view the transactions in a specific batch response file, click Response File Name.

The Imported Batch Transactions screen displays the transactions.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CurrentBatchesImportedBatchesTransactions.png]




[bookmark: _Toc425160416]Managing Batch Transactions

The screens and controls for Current Batches allow you to perform one or more of the following functions:

		Sort transactions

View transaction receipts

		Re-authorize error transactions

Void or delete transactions



		Re-print transaction receipts

		Download batch files



		Update transactions

		Generate reports



		Pend and unpend transactions

		Search for transactions



		Set transactions to review

		Filter transactions



		Release reviewed transactions

		Settle transactions



		Add signature to transaction

		Manage recurring and installment transactions





[bookmark: _Toc425160417]To Sort Current Batches Transactions

You can sort transactions for all the transaction types by clicking the [image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Small\CON_UpDownArrows.png] (up down arrows) in the column you want to sort by as shown below. 

You can sort on the following fields:

		User ID

Card Type

		Last Name

Card Data



		Tran Type

		Entry Type



		Tran Date

		Currency (for Multi-Currency terminals only)



		Tran time

		Total Amount



		First Name

		








Choose a column to sort your information.	Comment by Barbara Muench: VRM_CurrentBatchesMainSortCircled.png

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CurrentBatchesMainUpDownArrowsCircled.png][image: ]

The system sorts the list of transactions based on your selection. 	Comment by Barbara Muench: VRM_CurrentBatchesMainSortedCircled.png

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CurrentBatchesMainCardDataGroupCircled.png][image: ]

Note:  When you click the up down arrows, the values in the column are sorted in ascending order. If you click again, the values are sorted in descending order.

[bookmark: _Toc425160418]To View Current Batches Transaction Receipts 

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

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

2. 	Select Main to display the options available.

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

Select Credit Card to display the Current Batches: Credit Card screen 

Select Debit Card to display the Current Batches: Debit Card 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 

4. 	Select the link in the Card Data column for the transaction receipt you want to view.

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

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CurrentBatchesMainCardDataCircled.png][image: ]

The system displays the details of the transaction in the respective screens as follows:

		For this transaction type

		This screen displays



		Credit Card

		Current Batches Credit Card Response



		Debit Card

		Current Batches Debit Card Response



		Food Stamp

		Current Batches Food Stamp Response



		Cash Benefit

		Current Batches Cash Benefit Response



		Electronic Check

		Current Batches Electronic Check Response 










The following example shows the Current Batches Credit Card Response screen.	Comment by Barbara Muench: VRM_CurrentBatchesCreditCardResponse

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CurrentBatchesCreditCardResponse.png]

5.	Click View Receipt.




For transactions that do not have signature images associated with them:

The receipt displays with a blank Cardholder’s Signature line as follows.

[image: ]       




For transactions that have signature images associated with them:

For credit card Sale, Force, Auth Only, and Return transactions that have signature images associated with them, and terminals set up with a signature capture device, the system displays Yes in the Signature Present field.

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. 

[image: ]           

You can save the file to your local or a network drive (this allows the receipt to be uploaded or used by other applications).




[bookmark: _Toc425160419]To Re-print Current Batches Transaction Receipts 

Converge allows you to reprint transaction receipts. On the appropriate response page, click Reprint.

The following example shows the Current Batches Main Response screen.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CurrentBatchesMainResponse.png]

Notes:	 

You must allow Converge in the browser pop-up blocker in order for the receipt to show. 

If Serial Printer is selected as the Printer Type under the Printer options in the terminal profile, a receipt is sent to the serial printer. 

If Parallel Printer is selected as the Printer Type, a separate window displays the receipt information and the system prompts you to print the receipt.



[bookmark: UpdateCurrectBatchesTransactions][bookmark: _Toc425160420]To Update Current Batches Transactions

Converge allows you to update transactions after they have been entered and approved, and before they are settled. You can update transactions from the following transaction types:

Error

Auth Only

Recurring

Main 

Gift Card

Cash

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. 

Select Gift Card to display the Current Gift Card Activity screen.

Select Cash to display the Cash Activity screen.

3. 	Select the link in the Card Data column for the transaction you want to update.

The following example shows the Current Batches: Main screen.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CurrentBatchesMainCardDataCircled.png][image: ]

The system displays the details of the transaction in the respective screens as follows:

		For this transaction type

		This screen displays



		Error

		Current Error Batches Response 



		Auth Only

		Current Batches Auth Only Response



		Recurring

		Current Batches Recurring 



		Main

		Current Batches Main Response



		Gift Card

		Current Batches Gift Card Response



		Cash

		Current Batches Cash Response






The following example shows the Current Batches Main Response screen.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CurrentBatchesMainResponse.png]

4. 	Update the information in the desired fields.




Notes: 

You can update the Tip Amount only from Current Batches.

The Tip Amount can be updated with the Cardholder Currency, if the cardholder has indicated this in the receipt. The Tip Amount in the Cardholder Currency is reconverted back to the merchant’s currency, and then the total Amount is displayed.

When the Tip Amount is updated, Converge does the following:

On a non-DCC transaction, recalculate the Amount as Base Amount + Tip Amount.

On a DCC transaction, convert the Tip Amount from the cardholder’s currency into the merchant’s currency. 

You cannot update the Tip Amount on partially approved transactions.

You must confirm the Tip Amount entered prior to updating the tip.

   [image: ]      



5. 	Click Update.




The system updates the information and displays a message that indicates that the transaction was updated successfully.	Comment by Barbara Muench: VRM_CreditCardSaleResponseUpdated

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Optimized\CON_CreditCardSaleResponseUpdatedCircledCut.png]



[bookmark: _Toc425160421]To Pend Current Batches Transactions 

The Pend function pends the currently selected transactions within a batch. Pended transaction cannot be settled until they are unpended. 

You can pend the following transaction types from the following batches:

		For this transaction type

		Pend from this batch



		Credit Card Auth Only

		Auth Only



		Credit Card Sale

		Credit Card 



		Credit Card Force

		Credit Card



		Credit Card Return

		Credit Card





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

2. 	To select the transaction you wish to pend, do one of the following:

Select Auth Only to display the Authorization Only screen. 

Select Credit Card under Current Batches: Main to display the Current Batches: Credit Card screen. 

3. 	Select the check box by the transactions you wish to pend.

The following example shows the Current Batches: Credit Card screen.	Comment by Barbara Muench: VRM_CurrentBatchesCreditCardPend

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CurrentBatchesCreditCardPendCircled.png][image: ]

4. 	Click Pend.

The system pends the currently selected transactions and displays Pended in the Trans Status column for the selected transactions.	Comment by Barbara Muench: VRM_CurrentBatchesCreditCardPended

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CurrentBatchesCreditCardPendedCircled.png][image: ]




[bookmark: _Toc425160422]To Unpend Current Batches Transactions

The Unpend function removes the Pend status for the currently selected transactions within a batch once unpended transactions are able to be settled. 

You can unpend the following transaction types from the following batches:

		For this transaction type

		Unpend from this batch



		Credit Card Auth Only

		Auth Only



		Credit Card Sale

		Credit Card 



		Credit Card Force

		Credit Card



		Credit Card Return

		Credit Card





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

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

Select Auth Only to display the Authorization Only screen. 

Select Credit Card under Current Batches: Main to display the Current Batches: Credit Card screen.

3. 	Select the check box by the transactions you wish to unpend.

The following example shows the Current Batches: Credit Card screen.	Comment by Barbara Muench: VRM_CurrentBatchesCreditCardUnpend

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CurrentBatchesCreditCardUnpendCircled.png][image: ]

4. 	Click Unpend.




The system removes the Pend status for the currently selected transactions.	Comment by Barbara Muench: VRM_CurrentBatchesCreditCardCardRemovePend

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CurrentBatchesCreditCardPendRemoved.png][image: ]

[bookmark: _Toc425160423]To Set Current Batches Transactions to Review

The Set to Review function changes the status of the currently selected transactions to Review within a batch. Transactions that are Set to Review cannot be settled until they are released.

You can review the following transaction types from the following batches:

		For this transaction type

		Review from this batch



		Credit Card Auth Only

		Auth Only



		Credit Card Sale

		Credit Card 



		Credit Card Force

		Credit Card



		Credit Card Return

		Credit Card





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

2. 	To select the transaction you wish to set to review, do one of the following:

Select Auth Only to display the Authorization Only screen. 

Select Credit Card under Current Batches: Main to display the Current Batches: Credit Card screen.

3. 	Select the check box by the transactions you wish to review.




The following example shows the Current Batches: Credit Card screen.	Comment by Barbara Muench: VRM_CurrentBatchesCreditCardSetToReview

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CurrentBatchesCreditCardSetToReviewCircled.png][image: ]

4. 	Click Set to Review.

The system sets the status of the currently selected transactions to Review in the Trans Status column.	Comment by Barbara Muench: VRM_CurrentBatchesCreditCardReview

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CurrentBatchesCreditCardReviewCircled.png][image: ]



[bookmark: _Toc425160424]To Release Reviewed Current Batches Transactions

The Release function releases previously reviewed transactions within a batch. Once released, transactions are able to be settled.




You can release the following transaction types from the following batches:

		For this transaction type

		Release from this batch



		Credit Card Auth Only

		Auth Only



		Credit Card Sale

		Credit Card 



		Credit Card Force

		Credit Card



		Credit Card Return

		Credit Card





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

2. 	To select the transaction you wish to release, do one of the following:

Select Auth Only to display the Authorization Only screen. 

Select Credit Card under Current Batches: Main to display the Current Batches: Credit Card screen.

3. 	Select the check box by the reviewed transactions you wish to release.

The following example shows the Current Batches: Credit Card screen.	Comment by Barbara Muench: VRM_CurrentBatchesCreditCardRelease

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CurrentBatchesCreditCardReleaseCircled.png][image: ]

4. 	Click Release.




The system releases the currently selected transactions and removes the Review status from the Trans Status column.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CurrentBatchesCreditCardPendRemoved.png][image: ]

[bookmark: _Toc425160425]To Add Signatures to Current Batches Transactions 

You can add a signature to an existing approved transaction for the following transaction types:

Credit Card Sale

Credit Card Force

Credit Card Return

Credit Card Auth Only

Electronic Check Purchase

Notes:  

The terminal must be setup for signature capture option. The signature capture option is only available for those terminals with the following payment types: 

Credit Card

Electronic Check

A supported signature device must be in place to add a signature

You cannot add a signature to a transaction that already has a signature



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 Auth Only to display the Authorization Only screen. 

Select Main to display the Current Batches: Main screen.

3. 	Select the link in the Card Data column for the transaction to which you want to add a signature.

The following example shows the Current Batches: Main screen.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CurrentBatchesMainCardDataCircled.png][image: ]

The system displays the respective response screen as follows:

		For this transaction type

		This screen displays



		Auth Only

		Current Batches Auth Only Response



		Main

		Current Batches Main Response










The Current Batches Main Response screen displays the details of the transaction.

 [image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Optimized\CON_CurrentBatchesMainResponseWithSignature.png]

Note:  The Signature Present indicator value of Yes displays when the transaction has a signature image associated with it. This value is only viewable for those terminals identified as having a signature capture device.

4.	If you need to add a signature and your terminal is set up for a signature capture device, select the transaction type and do one of the following:

Click Add Signature on the Current Batches Auth Only Response screen. 

Click Add Signature on the Current Batches Main Response screen.

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!	Comment by Barbara Muench: VRM_CCSaleResponsePromptToSign

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CreditCardSaleResponsePromptToSign.png]

6. 	The customer signs.




If the customer cancels the signature entry, the response page 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.	Comment by Barbara Muench: VRM_CCSaleResponseCustomerCancelSign.png

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CreditCardSaleResponseCustCancelSig.png]

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. 

[bookmark: _Toc425160426]To Re-authorize Current Batches Error Transactions

The Error link allows you to view declined transactions.

You can perform the following functions on transactions found in the Error category:

Update transactions (refer to the To Update Current Batches Transactions section).

Re-authorize transactions. 

Delete transactions (refer to the To Delete Current Batches Transactions section)

1. 	On the Main screen, select Current Batches | Error.




The Error Batch screen displays.	Comment by Barbara Muench: VRM_ErrorBatch

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_ErrorBatch.png][image: ]

2. 	Select the link in the Card Data column for the transaction you want to re-authorize.	Comment by Barbara Muench: VRM_ErrorBatchCardDataCircled

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_ErrorBatchCardDataCircled.png][image: ]




The Current Batches Error Response screen appears.	Comment by Barbara Muench: VRM_CurrentBatchesErrorResponse

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CurrentBatchesErrorResponse.png]

3. 	Click Re-Authorize.

[bookmark: _Toc425160427]To Void Current Batches Main Transactions

The Void function voids the currently selected transactions and can be used to void credit card transactions, Canadian debit transactions or to send reversal ECS transaction. 

The Void function is an online transaction.  Once a transaction is voided it cannot be unvoided.  If the user changes their mind, they have to initiate a new sale.

Note:  Canadian debit transactions can only be voided if the batch is open, the card is swiped and the PIN is entered again. The number cannot be entered manually.

Converge does not allow you to void transactions while the auto-settle process or the manual settlement process is running.

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

2. 	From Current Batches Main, 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 the check box by the transactions you wish to void.

The following example shows the Current Batches: Credit Card screen.	Comment by Barbara Muench: VRM_CurrentBatchesCreditCardVoid.png

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CurrentBatchesCreditCardVoidCircled.png][image: ]

Note:  If you wish to void all the listed transactions, click Select All or the check box in the header row as shown below.

4. 	Click Void.

A message box displays requesting confirmation to void the transaction.	Comment by Barbara Muench: VRM_CurrentBatchesCreditCardVoidConfirmation

[image: ]

5.	Select Current Batches | Main | Credit Card to view your voided transaction.




The system set the voided transaction text in red.	Comment by Barbara Muench: VRM_CurrentBatchesCreditCardVoidRedTextCircled

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CurrentBatchesCreditCardVoidedTransCircled.png][image: ]

[bookmark: DeleteCurrectBatchesTransactions][bookmark: _Toc425160428]To Delete Current Batches Transactions

The Delete function permanently removes selected transactions from your open batch. Once a transaction has been deleted it cannot be recovered. 

You can delete transactions from the following transaction types:

Error

Auth Only

Recurring

Credit Card

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 Credit Card under Main to display the Current Batches: Credit Card screen. 




Notes: 

You can only delete credit card transactions. If you need to delete your debit, food stamps, cash benefits, or check transactions you must contact your System Administrator or call Elavon at 1-800-377-3962, option 2, option 2 (in Canada you are asked to choose either English or French for you language).

It is recommended to use the void function when possible to remove transactions from an open batch. Transactions will show voided and no funds will be deposited into the merchant’s bank account at settlement.



3. 	Select the check box by the transactions you wish to delete.

The following example shows the Current Batches: Credit Card screen.	Comment by Barbara Muench: VRM_CurrentBatchesCreditCardDelete.png

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CurrentBatchesCreditCardDeleteCircled.png][image: ]

4. 	Click Delete.

Note:  For Error batch transactions, click Delete Selected.




A message box displays requesting confirmation to delete the transaction.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_MessageFromWebpageForDeleteTrans.png]

5. 	Click OK.

The system deletes the selected transactions and reduces the transaction count.

Note:  Converge will initiate a reversal on the merchant’s behalf when a user deletes a credit card transaction in the Auth Only and Main batches under the Current Batches menu. This feature is limited to credit card transactions processed under terminals setup as terminal-based.  For host-based terminals, the Void function maybe used to reverse authorizations.

[bookmark: _Toc425160429]Downloading Current Batches Transactions 

Converge allows you to generate a download file of open transactions for various payments and transaction types.

[bookmark: DownloadCurrentBatTransAllPayTypeOneFile][bookmark: _Toc425160430]To Download Current Batches Transactions for All Payment Types in One File

You can generate a download file of open credit card, debit card, electronic check, food stamp, and cash benefit 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 Download.	Comment by Barbara Muench: VRM_CurrentBatchesMainDownload

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CurrentBatchesMainDownloadCircled.png][image: ]

The Download screen appears. 

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_Download.png]




4. 	To sort Main batches, in the Sort On drop-down list, select one of the following options to specify the field the data will be sorted by in the download:

User Id

Transaction Type

Card Desc

Amount

Transaction Date and Time

Card Data

Invoice Number

Server ID

Shift ID

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

5. 	In the Specify the download text file type drop-down list, select one of the following options to indicate the type of file for the download to generate:

Comma-Delimited 

Tab-Delimited

XML 

Notes:

Comma-Delimited 
Generates a Microsoft Excel worksheet that you can open in a new Internet browser window or save to a specified directory. 

Tab-Delimited 
Generates a Microsoft Excel worksheet that opens in Microsoft Excel.

XML 
Generates an XML document that opens in a new Internet browser window.



6. 	Select the Include text qualifier (double quote –“) check box to add quotation marks around the downloaded fields. 

Note:  This option is available when Comma-Delimited or Tab-Delimited are selected as the file type.

7. 	Click Download File. 

The File Download prompt displays to confirm if you want to open or save the file download.

[image: ]    

8.	 If you click Save, specify the Location and File Name in the Save As window that displays.

9. 	If you click Open with, the downloaded information displays in a new browser window.

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

[bookmark: _Toc425160431]To Download Current Batches Transactions Individually 

You can generate individual download files of open credit card, debit card, electronic check, food stamp, or cash benefits transactions.

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

2. 	Select Main to display the options available.




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

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

Select Debit Card  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.

4. 	Once you have the correct information in the table for the download, select Download. 

The following example shows the Current Batches: Credit Card screen.	Comment by Barbara Muench: VRM_CurrentBatchesCreditCardCardDownloadCircled

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CurrentBatchesCreditCardDownloadCircled.png][image: ]

The Download screen appears.  

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_Download.png]

5.	 Follow Steps 4 to 9 in the To Download Current Batches Transaction for All Payment Types in One File section.

[bookmark: _Toc425160432]To Download Import Batches Transactions 

Converge allows you to export the response files generated from the imported batches for credit card transactions or recurring/installment transactions. 

1. 	On the Main screen, select Current Batches | Imported Batches.

The Imported Batches screen displays the response data for a terminal sorted by process Start Date and Start Time, with the most recent file process listed first. 

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_ImportedBatches.png]

2. 	To view the transactions in a specific batch response file, click Response File Name.

The Imported Batch Transactions screen displays the transactions.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_ImportedBatchesTransactions.png]






3. Click Download to generate a download file of the transactions in the associated batch file. 

The Download screen appears.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_Download.png]

4. 	If you wish to sort the transactions, in the Sort On drop-down list, select from the following options on which to sort the transactions in the download file:

Item

Trans Type

Trans Date and Time

Card Data

Amount




5. 	In the Specify the download text file type drop-down list, select one of the following options to indicate the type of file for the download to generate:

Comma-Delimited 

Tab-Delimited 

XML

Notes:

Comma-Delimited 
Generates a Microsoft Excel worksheet that you can open in a new Internet browser window or save to a specified directory. 

Tab-Delimited 
Generates a Microsoft Excel worksheet that opens in Microsoft Excel.

XML 
Generates an XML document that opens in a new Internet browser window.



6.	Select the Include text qualifier check box to add quotation marks around the downloaded field values. 

Note:  This option is available when Comma-Delimited or Tab-Delimited are selected as the file type.

7.	Click Generate Download. 




The File Download prompt displays to confirm if you want to open or save the file download.

[image: ]

8. 	If you click Save, specify the Location and File Name in the Save As window that displays.

9.	If you click Open with, the downloaded information displays in a new browser window.

Notes: 

When the download file is opened, the following data is listed in the following order before the transaction data:

Response File Name 
The name of the response file.

File Type 
The type of the file, Credit Card or Recurring Installment.

User ID 
The user who imported the file.

Terminal Name 
The terminal friendly name.

Detail report sorted by 
The field the user chose to have the transactions sorted by in the file.

Created on mm/dd/yyyy hh:mm:ss am/pm 
The system date and time when the file was created.



[bookmark: _Toc425160433]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.

[bookmark: GenRptCurrentBatchTranAllPayType1Batch][bookmark: _Toc425160434]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.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CurrentBatchesMainReportsCircled.png][image: ]




The Reporting screen displays.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Small\CON_Reporting.png]

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.




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.	Comment by Barbara Muench: VRM_ReportCannotChooseSummary

[image: ]



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. 



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.

[bookmark: _Toc425160435]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.




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.	Comment by Barbara Muench: VRM_CurrentBatchesCreditCardReports

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CurrentBatchesCreditCardReportsCircled.png][image: ]




The Reporting screen displays.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Small\CON_Reporting.png]

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

[bookmark: GenRptPlusCurrentBatchesTrans][bookmark: _Toc425160436]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.	Comment by Barbara Muench: VRM_ReportsPlusSelectionCriteria

[bookmark: GenRptPlusCurBatchTranAllPayType1Batch][bookmark: _Toc425160437]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.

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.	Comment by Barbara Muench: VRM_CurrentBatchesMainReportsPlus

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CurrentBatchesMainReportsPlusCircled.png][image: ]

The Reporting screen with customizable fields displays. 

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_ReportsPlusReportingOptions.png]


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.

   [image: ]



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.

[bookmark: _Toc425160438]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.



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.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CurrentBatchesCreditCardReportsPlusCircled.png][image: ]




The Reporting screen with customizable fields displays. 

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_ReportsPlusReportingOptions.png]

4. 	Follow Steps 4 to 8 above in the To Generate Reports Plus for Current Batches Transactions for All Payment Types in One Batch section.

[bookmark: _Toc425160439]Searching for Current Batches Transactions

Converge allows you to search for open transactions for various payment and transaction types.

[bookmark: _Toc425160440]To Search for Current Batches Transactions for all Payment Types in One Batch

You can search for open transactions together in one batch for the following payment types: 

Credit Card

Debit Card

Food Stamp

Cash Benefit

Electronic Check

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

2. 	Select Main to display the Current Batches: Main screen.	Comment by Barbara Muench: VRM_CurrentBatchesMainSearch

3. 	Select Search.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CurrentBatchesMainSearchCircled.png][image: ]




The Transaction Search: Main screen displays.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_TransactionSearchMain.png]

4. 	Enter the transaction values to search for specific transactions. 

The search results display.




[bookmark: _Toc425160441]To Search for Current Batches Transactions by Transaction Types

You can search for transactions for the following transaction types:

Error

Auth Only

Recurring

Main

Gift Card

Cash

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.

Select Gift Card to display the Current Batches: Gift Card Activity screen.

Select Cash to display the Current Batches: Cash Activity screen.

Notes: 

From Current Batches: Main, you can search 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 Card screen. 

Select Debit to display the Current Batches: Debit Card 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. 	Click Search.

The following example shows the Current Batches: Credit Card screen.	Comment by Barbara Muench: VRM_CurrentBatchesCreditCardSearch

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CurrentBatchesCreditCardSearchCircled.png][image: ]

The respective screen displays as follows:

		For this transaction type

		This screen displays



		Error

		Transaction Search



		Auth Only

		Transaction Search



		Recurring

		Transaction Search



		Credit Card

		Transaction Search: Credit Card 



		Debit  Card

		Transaction Search: Debit  Card



		Food Stamp 

		Transaction Search: Food Stamp



		Cash Benefit

		Transaction Search: Cash Benefit 



		Electronic Check

		Transaction Search: Electronic Check



		Gift Card

		Transaction Search



		Cash

		Transaction Search








The following example shows the Transaction Search: Credit Card screen.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_TransactionSearchMain.png]

4. 	Enter the search criteria to search for specific transactions. 

5. 	Click Search.




The search results display on the respective screen as follows:

		For this transaction type

		This screen displays



		Error

		Error Batch



		Auth Only

		Authorization Only



		Recurring

		Recurring Installment Transactions



		Credit Card

		Current Batches: Credit Card 



		Debit  Card

		Current Batches: Debit  Card



		Food Stamp

		Current Batches: Food Stamp



		Cash Benefit 

		Current Batches: Cash Benefit



		Electronic Check

		Current Batches: Electronic Check



		Gift Card

		Current Batches: Gift Card Activity



		Cash

		Current Batches: Cash Activity





Note:  Click Reset to clear the values or Cancel to abandon your search activities.

[bookmark: _Toc425160442]Filtering Current Batches Transactions 

You may not want to see every transaction in the current batch. You can filter the batches so that only transactions that meet the selected criteria appear in the list. Converge allows you to filter your open transactions for various payment and transaction types.

[bookmark: _Toc425160443]To Filter Current Batches Transactions for All Payment Types in One Batch

You can filter open transactions together in one batch for the following payment types: 

Credit Card

Debit Card

Food Stamp

Cash Benefit

Electronic Check




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

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CurrentBatchesMainCurrentOpenTrans.png][image: ]

3. On the Current Batches Main screen, select option from the Filter drop-down list:

		· All

		· Return 



		· Pending

		· Force



		· Unpended

		· Force Purchase



		· Review

		· Force Return



		· Purchase

		· Void



		· Sale

		· Reversal










[bookmark: _Toc425160444]To Filter Current Batches Transactions by Transaction Types

You can filter batches from the following transaction types:

Error

Auth Only

Recurring

Main

Gift Card

Cash

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

Select Gift Card to display the Current Gift Card Activity screen

Select Cash to display the Current Cash Activity screen 

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 Card screen. 

Select Debit to display the Current Batches: Debit Card 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.



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

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CurrentBatchesCreditCardCurrentOpenTransactions.png][image: ]

3. 	Select the Filter option in one of the following ways:

		For this batch/transaction type

		Select one of the following options



		Error

		All

Recurring

Installment

Purchase

Sale

Return

Force

Force Purchase

Force Return

Void

Reversal



		Auth Only

		All

Pended

Unpended

Review



		Recurring

		All

Expired Exp Date

Expired Last Month

Expired This Month

Will Expire Next Month

Expired Contracts

Recurring

Installment



		Credit

		All

Pending

Unpended

Review

Sale

Return

Force

Void



		Debit

		All

Purchase

Return

Void



		Food Stamp

		All

Purchase

Return

Force Purchase

Force Return

Void



		Cash Benefit

		All

Purchase

Void



		Electronic Check

		All

Purchase

Reversal



		Gift Card

		All

Credit

Activation

Reload

Card Return

Redemption



		Cash

		All

Sale

Return







The system filters the batch list to show only transactions of the type you selected.

[bookmark: _Toc425160445]Settling Current Batches Transactions 

The Settle function allows you to send a batch of previously authorized transactions for settlement to the network. This option can be done manually or you can configure the terminal to automatically settle transactions at a specific time each day.

You can settle transactions for the following transaction types:

Main  

Gift Card

Cash

[bookmark: _Toc425160446]To Settle Main Transactions 

1. 	On the Main screen, select Current Batches | Main.

The Current Batches: Main screen displays.

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

Select Credit Card to display the Current Batches: Credit Card screen 

Select Debit Card to display the Current Batches: Debit Card 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 the check box by the transactions you wish to settle.

The following example shows the Current Batches: Credit Card screen.	Comment by Barbara Muench: VRM_CurrentBatchesCreditCardSettleSelected

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CurrentBatchesCreditCardSettleSelectedCircled.png][image: ]

The Settle Batches Confirmation screen displays the total number of transactions currently submitted for settlement.	Comment by Barbara Muench: VRM_SettleBatchesConfirmation

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Small\CON_SettleBatchesConfirmation.png][image: ]

4. 	Click Submit.

The Settled Activity screen appears. Converge submits all currently selected transactions for settlement.




To see the transactions you just settled, click on the Settled Date link as shown below.	Comment by Barbara Muench: VRM_SettledActivityCreditAfterConfSettleDateCircled

[image: ][image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CurrentBatchesCreditCardSettleSelectedCircled.png]

Notes: 

Pended or Set to Review transactions will not settle until unpended or released.

Settling transactions in the Main batch will automatically close settle Gift Card and Cash transactions.

A terminal enabled for Multi-Currency will auto settle at 6:00 PM EST. Manual settlement is not allowed.



The transactions display.	Comment by Barbara Muench: VRM_SettledActivityCreditTransDisplay

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_SettledActivity.png][image: ]




[bookmark: _Toc425160447]To Settle Gift Card Transactions 

The Gift Card link allows you to handle transactions placed in the Gift Card batch. The Gift Card batch consists of the current transactions that have not been submitted for settlement and includes:

Redemption transactions

Credit transactions

Activation transactions

Reload transactions

Card Return transactions

1. 	On the Main screen, select Current Batches | Gift Card.

The Current Gift Card Activity screen appears.	Comment by Barbara Muench: VRM_CurrentGiftCardActivity

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CurrentBatchesCurrentGiftCardActivity.png]

2. 	Click Settle All.




The Settle Batches Confirmation screen displays the total number of transactions currently submitted for settlement.

[image: ]

3. Click Submit.

The Settled Gift Card Activity screen displays.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CurrentBatchesSettledGiftCardActivity.png]




[bookmark: _Toc425160448]To Settle Cash Transactions 

The Cash link allows you to handle transactions placed in the Cash batch. The Cash batch consists of the current transactions that have not been submitted for settlement and includes:

Sale transactions

Return transactions

1. On the Main screen, select Current Batches | Cash.

The Current Cash Activity screen appears.	Comment by Barbara Muench: VRM_CurrentCashActivityAll

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CurrentBatchesCurrentCashActivity.png]




2. 	Click Settle All.

The Settle Batches Confirmation screen displays the total number of transactions and amount currently submitted for settlement.	Comment by Barbara Muench: VRM_SettleBatchesConfirmation

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Small\CON_SettleBatchesConfirmationForCash.png]

3. 	Click Submit.

The Settled Cash Activity screen displays.	Comment by Barbara Muench: CON_SettledCashActivity	Comment by Barbara Muench: VRM_SettledCashActivity

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_SettledCashActivity.png]

Note:  Cash transactions are not sent for authorizations therefore settling cash transactions only move the transactions from the current batches to settle batches Cash, and mark those transactions as settled or closed.  

[bookmark: _Toc425160449]Managing Current Batches Recurring and Installment Transactions

The Recurring link allows you to handle transactions placed in the Recurring batch. The Recurring batch consists of the current transactions that have not been submitted for settlement and includes credit card Recurring and Installment transactions.

Note:  Both Credit Card and Electronic Check transactions will display, but only credit card transactions can be added to Card Manager.

You can perform the following functions on transactions found in the Recurring batch:

Update transactions (refer to the To Update Current Batches Transactions section)

Delete transactions (refer to the To Delete Current Batches Transactions section)

View previous transactions 

Submit selected transactions for payment

Remove expired transactions

Add transactions to a recurring batch as recurring or installment

[bookmark: ViewPreviousRecurringInstallmentTrans][bookmark: _Toc425160450]To View Previous Recurring and Installment Transactions 

Converge allows you to view previous recurring and installment processing details.

1.  On the Main screen, select Current Batches | Recurring.




The Recurring Installment Transactions screen displays all recurring and installment.	Comment by Barbara Muench: VRM_RecurringInstallmentTransactions	Comment by Barbara Muench: CON_RecurringInstallmentTransactions

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_RecurringInstallmentTransactions.png]

2. 	To view a specific transaction, click Card Data for that transaction.

The Current Batches Recurring screen displays the transaction details.	Comment by Barbara Muench: CON_CurrentBatchesRecurring

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CurrentBatchesRecurring.png]

3. 	Click Log File.

The Previous Recurring Activity screen appears.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_PreviousRecurringActivity.png]

When viewing the previous recurring or installment processing details, Converge allows you to choose how many transactions to display from the following values:  25 (default), 50, 75, 100, 250, 500, 750, and 1000.

[bookmark: _Toc425160451]To Submit Recurring and Installment Transactions for Payment

The Submit Selected function sends the selected recurring or installment transaction from your recurring batch for a Sale authorization. Once a transaction has been submitted, the payment number will increase.

1. 	On the Main screen, select Current Batches | Recurring.




The Recurring Installment Transactions screen displays.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_RecurringInstallmentTransactions.png]

2. 	Select the check box for the row that contains the transaction to submit for payment.	Comment by Barbara Muench: VRM_RecurringInstallmentTransactionsCheckBox

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_RecurringInstallmentTransactionsSubmitSelected.png]

3. 	Click Submit Selected.


4. 	The Batch Response screen appears.

[image: ]

5. 	On the Main screen, select Current Batches | Recurring.

The Recurring Installment Transactions screen shows that the Payment Number has increased which indicates the authorized transaction was completed.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_RecurringInstallmentTransactionsPaymentSubmitted.png]






[bookmark: _Toc425160452]To Remove Expired Installment Transactions

This function permanently removes all installment transactions that reached their total payment number and have no more scheduled payments to run from the Recurring Batch. Once a transaction has been removed it cannot be recovered.

1. 	On the Main screen, select Current Batches | Recurring.

The Recurring Installment Transactions screen displays.

[image: ]

2. 	Click Remove Expired.

[image: ]

The system removes the transactions that have reached their total payments and will no longer run, and reduces the transaction count.

[bookmark: _Toc425160453]To Add Transactions to a Recurring Batch as Recurring

You can add transactions to a recurring batch as recurring for the following transaction types:

Auth Only

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 Auth Only to display the Authorization Only screen.

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


Notes: 

From Current Batches Main, you can add transactions 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 Card screen

Select Debit to display the Current Batches: Debit Card 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 the link in the Card Data column for the transaction you want to add.

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

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Optimized\CON_CurrentBatchesCreditCardCardDataCircled.png][image: ]




The system displays the details of the transaction in the respective screens as follows:

		For this transaction type

		This screen displays



		Auth Only

		Current Batches Auth Only Response 



		Credit Card

		Current Batches Credit Card Response



		Debit Card

		Current Batches Debit Card Response



		Food Stamp

		Current Batches Food Stamp Response



		Cash Benefit

		Current Batches Cash Benefit Response



		Electronic Check

		Current Batches Electronic Check Response






The following example shows the Current Batches Auth Only Response screen.	Comment by Barbara Muench: CON_CreditCardAuthOnlyResponseAdd2Recurring

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CreditCardAuthOnlyResponseAdd2Recurring.png]

4. 	Click Add to Recurring.




The Add to Recurring Batch screen displays.	Comment by Barbara Muench: CON_AddToRecurringBatchAddCircled

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_AddToRecurringBatchAddCircled.png]

5. 	Select Recurring from the Recurring Transaction Type drop-down list.

6. 	Select YES or NO from the Skip Payment drop-down list, if necessary.

7. 	Enter the Amount for the transaction.

8. 	Enter Customer Code, Sales Tax, Invoice Number, and Description, if necessary.

Note:  If prompted for sales tax, the tax must be included in the Amount and then entered in the Sales Tax field.

9. 	In the Billing Cycle drop-down list, select one of the following:

		· Daily

		· Quarterly 



		· Weekly

		· Semester



		· Bi-Weekly

		· Semi-Annually



		· Semi-Monthly

		· Annually



		· Monthly

		· Suspended



		· Bi-Monthly

		





10. 	Enter the Number Of Payments.

11. 	Enter the Next Payment Date or click the calendar icon and select from the calendar tool.

12.	Enter or select any of the remaining optional fields as desired.

13. 	Click Add. 

The Add to Recurring Batch Response screen displays the information you entered.	Comment by Barbara Muench: CON_CreditCardAdd2RecurringBatchResponse

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CreditCardAdd2RecurringBatchResponse.png]

14. 	Click Add to Card Manager for the card information to be added to Card Manager or click Cancel to take you to the Recurring Installment Transactions management screen (refer to the To View Previous Recurring and Installment Transactions section for more information). 






[bookmark: _Toc425160454]To Add Transactions to a Recurring Batch as Installment

You can add transactions to a Recurring Batch as Installment for the following transaction types:

Auth Only

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 Auth Only to display the Authorization Only screen.

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

Notes: 

From Current Batches Main, you can add transactions 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 Card screen 

Select Debit to display the Current Batches: Debit Card 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 the link in the Card Data column for the transaction you want to add.

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

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Optimized\CON_CurrentBatchesCreditCardCardDataCircled.png][image: ]

4. 	The system displays the details of the transaction in the respective screens as follows:

		For this transaction type

		This screen displays



		Auth Only

		Current Batches Auth Only Response 



		Credit Card

		Current Batches Credit Card Response



		Debit Card

		Current Batches Debit Card Response



		Food Stamp

		Current Batches Food Stamp Response



		Cash Benefit

		Current Batches Cash Benefit Response



		Electronic Check

		Current Batches Electronic Check Response










The following example shows the Current Batches Auth Only Response screen.	Comment by Barbara Muench: VRM_CurrentBatchesAuthOnlyResponseCut

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_CreditCardAuthOnlyResponseAdd2Recurring.png]

5. 	Click Add to Recurring.




The Add to Recurring Batch screen displays.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_AddToRecurringBatchInstallment.png]

6. 	Select Installment from the Recurring Transaction Type drop-down list.

7. 	Select YES or NO from the Skip Payment drop-down list, if necessary.

8. 	Enter the Amount for the transaction.

9. 	Enter Customer Code, Sales Tax, Invoice Number, and Description, if necessary.

Note:  If prompted for sales tax, the tax must be included in the Amount and then entered in the Sales Tax field.

10.	 In the Billing Cycle drop-down list, select one of the following:

		· Daily

		· Quarterly 



		· Weekly

		· Semester



		· Bi-Weekly

		· Semi-Annually



		· Semi-Monthly

		· Annually



		· Monthly

		· Suspended



		· Bi-Monthly

		





11. 	Enter the Number Of Payments.

12. 	Enter the Next Payment Date or click the calendar icon and select from the calendar tool.

13. 	Enter or select any of the remaining optional fields as desired.

14. 	Click Add. 

The Add to Recurring Batch Response screen displays the information you entered  	Comment by Barbara Muench: CON_Add2RecurringBatchResponseInstallment

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_Add2RecurringBatchResponseInstallment.png]

15. 	Click Add to Card Manager for the card information to be added to Card Manager or click Cancel to take you to the Recurring Installment Transactions management screen (refer to the To View Previous Recurring and Installment Transactions section for more information). 





[bookmark: ManagingSettledTransactions][bookmark: _Toc425160455]Managing Settled Transactions (Settled Batches)

The Settled Transaction section allows you to view settlement activity for the previous 12 months. You can access each individual settlement batch down to specific transaction details. 

This section may display credit card, debit card, cash benefit, food stamp, electronic check or gift card transactions that have been settled, depending on your desired function (refer to the Using Your Virtual Terminal section for information on how to process transactions).

When you settle your approved transactions, the system places them in the following categories:

Main

Gift Card

Cash 

[image: ]

[bookmark: _Toc425160456]To View Settled Batches Transaction Activity

To carry out any activities, you must click Settled Batches to display the previously settled transaction activity.	Comment by Barbara Muench: VRM_SettledBatchesMain	Comment by Barbara Muench: CON_SettledBatchesPreviouslySettledActivity.png

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_SettledBatchesPreviouslySettledActivity.png]

The screens and controls for Settled Batches allow you to perform one or more of the following functions on the three categories:

View transactions

View split batches

Search for transactions

Sort transactions

Download batch files 

Generate refunds

Generate reports 

View transaction receipts




[bookmark: _Toc425160457]To View Settled Batches Transactions 

You can view settled batch activities for the previous 12 months.

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.

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

Notes:

Settled Date is shown in the time zone of your terminal configuration.

If you need to change your terminal time zone, you must contact your System Administrator or call Elavon at 1-800-377-3962, option 2, option 2 (in Canada you are asked to choose either English or French for you language).

The time zone set in Converge must match the time zone setup in the Host.



The following example shows the Settled Activity screen	Comment by Barbara Muench: VRM_SettledActivitySettledDateCircled	Comment by Barbara Muench: CON_SettledActivityCutSettledDateCircled.png

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_SettledActivityCutSettledDateCircled.png]




The respective screen displays all transactions in the batch for that date as follows:

		For this transaction type

		This screen displays



		Main

		Settled Activity



		Gift Card

		Settled Gift Card Activity



		Cash

		Settled Cash Activity





4. 	To view details of a particular transaction, select the Card Data link for the transaction details you want to view.	Comment by Barbara Muench: CON_SettledActivityCardDataCircled

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_SettledActivityCardDataCircled.png]

The Settled Batches Main Response screen displays the details of the transaction.	Comment by Barbara Muench: VRM_SettledBatchesMainResponse	Comment by Barbara Muench: CON_SettledBatchesMainResponse

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_SettledBatchesMainResponse.png]




Notes: 

You can use the View Receipt button to view receipts (refer to the To View Credit Card Transaction Receipts section).

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.



[bookmark: _Toc425160458]To Search for Settled Batches Transactions

You can locate specific information in previously settled batches. 

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.

The following example shows the Settled Gift Card Activity screen.	Comment by Barbara Muench: VRM_SettledGiftCardActivitySearchCircled	Comment by Barbara Muench: CON_SettledGiftCardActivitySearchCircled

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_SettledGiftCardActivitySearchCircled.png]

3. 	Select Search.




The Transaction Search screen displays.	Comment by Barbara Muench: CON_TransactionSearch.png

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_TransactionSearch.png]

4. 	Enter the transaction values to search for specific transactions. 

5.	Click Search or Reset to clear the values on the Transaction Search screen.

The search results display in the Settled Activity screen.

Notes:

Click Reset to clear the values or Cancel to abandon your search activities and return to the Settled Activity screen.

You can retrieve only three months of data at a time. An error message displays if you request more than three months of data.



[bookmark: _Toc425160459]To Sort Settled Batches Transactions

The previously settled batches page is sorted in descending order of Batch# by default. You can click any column header to change the sort order of the page. 

Click the [image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Small\CON_UpDownArrows.png] (up down arrows) in the column you want to sort by as shown below. 	Comment by Barbara Muench: CON_SettledGiftCardActivityUpDownArrowsCircled.png

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_SettledGiftCardActivityUpDownArrowsCircled.png]

The system sorts the list of transactions based on your selection. 	Comment by Barbara Muench: CON_SettledGiftCardActivityNumRedSortCircled.png

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_SettledGiftCardActivityNumRedSortCircled.png]

Note:  When you click the [image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Small\CON_UpDownArrows.png] (up down arrows), the values in the column are sorted in ascending order. If you click it again, the values will be sorted in descending order.




[bookmark: _Toc425160460]To Filter Settled Batches Transactions

The Filter will help you to locate your data by limiting the fields returned based on the filter you choose. The Filter choices are:

		· All

		· Force Purchase



		· Purchase

		· Force Return



		· Sale

		· Void



		· Return

		· Reversal



		· Force

		





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.

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

The following example shows the Settled Activity screen before the Filter has been applied.	Comment by Barbara Muench: VRM_SettledActivitySettledDateCircled	Comment by Barbara Muench: CON_SettledActivityFilterVoidCircled

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_SettledActivityFilterVoidCircled.png]




The following example shows the Settled Activity screen with the Void filter enabled.	Comment by Barbara Muench: CON_SettledActivityVoidSorted

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_SettledActivityVoidSorted.png]

[bookmark: _Toc425160461]To Download Settled Batch Files

To download the entire contents of the currently selected batch:

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.

3. 	Select Download.

The following example shows the Settled Gift Card Activity screen.	Comment by Barbara Muench: VRM_SettledGiftCardActivityDownloadCircled	Comment by Barbara Muench: CON_SettledGiftCardActivityDownloadCircled.png

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_SettledGiftCardActivityDownloadCircled.png]

The Download screen appears.	Comment by Barbara Muench: CON_SettledBatchesDownload

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_SettledBatchesDownload.png]

Note:  If you go down to a specific batch that is older than the current date, the default Date From and Date To fields will be defaulted to the settled batch date selected and previous month’s date with a 30-day date range.

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

		· User Id

		· Card Data 



		· Transaction Type

		· Invoice Number



		· Card Desc

		· Server ID



		· Amount

		· Shift ID



		· Transaction Date and Time

		





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




5.	In the Specify the download text file type drop-down list, select the file type for the batch download from the following options:

Comma-Delimited 

Tab-Delimited 

XML 

6.	Select the Include text qualifier check box to add quotation marks around the downloaded fields. 

Note:  This option is available when Comma-Delimited or Tab-Delimited are selected as the file type.

7. 	Click Download File. 

The File Download prompt displays to confirm if you want to open or save the file download.	Comment by Barbara Muench: VRM_FileDownloadIE

[image: ]

8.	If you click Save, specify the Location and File Name in the Save As window that displays and click Save.

9.	If you click Open with, the downloaded information displays in a new browser window.

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

[bookmark: _Toc425160462]To Generate Refund to a Settled Transaction 

You can generate a refund to the following transaction types:

Credit Card Sale

Credit Card Force

The following procedure will take you through the steps to generate a refund to a settled transaction.

1. 	On the Main screen, select Settled Batches | Main.

The Settled Activity screen displays.

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

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_SettledActivityCutSettledDateCircled.png]

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




3. 	To view details of a particular transaction, select the Card Data link for the transaction details you want to view.	Comment by Barbara Muench: VRM_SettledActivityCardDataCircled

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_SettledActivityCardDataCircled.png]

The Settled Batches Main Response screen displays the authorization response information.	Comment by Barbara Muench: VRM_SettledBatchesMainResponse	Comment by Barbara Muench: CON_SettledBatchesMainResponseGenerateRefundCircled.png

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_SettledBatchesMainResponseGenerateRefundCircled.png]

4. If you need to issue a refund to a settled transaction, click Generate Refund.




The Credit Card Return screen displays with the Amount of the sale showing.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_GenerateRefundCreditCardReturn.png]

5. Click Process to issue the refund back to the customer’s credit card.

The Credit Card Return Response screen displays and the system generates a receipt.	Comment by Barbara Muench: CON_SettledBatchesCreditCardReturn

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_GenerateRefundCreditCardResponse.png]

Note: You can issue a refund for an amount equal or less than the original transaction amount.

[bookmark: _Toc425160463]To Add a Transaction to Recurring Payments 

You can Add Recurring to the following transaction types:

Credit Card Sale

Credit Card Force

The following procedure will take you through the steps to add a recurring payment to a settled transaction.

1. 	On the Main screen, select Settled Batches | Main.

The Settled Activity screen displays.

[image: C:\Users\bmmuenc\AppData\Local\Temp\SNAGHTML61c1ba.PNG]






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

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_SettledActivityCutSettledDateCircled.png]

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


[image: ]




3. 	To view details of a particular transaction, select the Card Data link for the transaction details you want to view.	Comment by Barbara Muench: VRM_SettledActivityCardDataCircled

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_SettledActivityCardDataCircled.png]

The Settled Batches Main Response screen displays the authorization response information.	Comment by Barbara Muench: VRM_SettledBatchesMainResponse	Comment by Barbara Muench: CON_SettledBatchesMainResponseAdd2Recurring.png

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_SettledBatchesMainResponseAdd2Recurring.png]

4. Click Add to Recurring .




The Add to Recurring Batch screen displays.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_AddtoRecurringBatch.png]

5. Click Add to make the payment recurring. Refer to the To Add Credit Card Transaction to a Recurring Batch section for more information.

[bookmark: _Toc425160464]To Add Signatures to Settled Batches Transactions 

You can add a signature the following transaction types:

Credit Card Sale

Credit Card Force

Credit Card Return

Credit Card Auth Only

Electronic Check Purchase




Notes:  

The terminal must be setup for signature capture option. The signature capture option is only available for those terminals with the following payment types: 

Credit Card

Electronic Check

A supported signature device must be in place to add a signature

You cannot add a signature to a transaction that already has a signature



1. 	On the Main screen, select Settled Batches | Main.

The Settled Activity screen displays.

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

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_SettledActivityCutSettledDateCircled.png]

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




3. 	To view details of a particular transaction, select the Card Data link for the transaction details you want to view.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_SettledActivityCardDataCircled.png]

The Settled Batches Main Response screen displays the authorization response information.	Comment by Barbara Muench: VRM_SettledBatchesMainResponse

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_SettledBatchesMainResponseWithSignature.png]

Note:  The Signature Present indicator value of Yes displays when the transaction has a signature image associated with it. This value is only viewable for those terminals identified as having a signature capture device.

4. 	If you need to add a signature and your terminal is set up for a signature capture device, click Add Signature.

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!

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CreditCardSaleResponsePromptToSign.png]

6. 	The customer signs.




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.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_CreditCardSaleResponseCustCancelSig.png]

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. 

[bookmark: _Toc425160465]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.

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.	Comment by Barbara Muench: VRM_ReportsPlusSelectionCriteria

The following example shows the Settled Activity screen.	Comment by Barbara Muench: VRM_SettledActivityReportsCircled

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_SettledActivityReportsCircled.png]




The Reporting screen appears.	Comment by Barbara Muench: CON_ReportingOptions

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Originals_w_Markups\CON_ReportingOptions.png]

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.

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.	Comment by Barbara Muench: CON_ReportingPrinterOptions

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_ReportingPrinterOptions.png]

[bookmark: _Toc425160466]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.


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

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_SettledActivityCutSettledDateCircled.png]

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.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_SettledActivityCardDataCircled.png]




The Settled Batches Main Response screen displays.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_SettledBatchesMainResponseViewReceipt.png]

5. 	Click View Receipt.

[bookmark: _Toc425160467]
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.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_SettledActivityCutSettledDateCircled.png]

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.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_SettledActivityCardDataCircled.png]

The Settled Batches Main Response screen displays.	Comment by Barbara Muench: CON_SettledBatchesMainResponseReprintCircled

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_SettledBatchesMainResponseReprintCircled.png]

5. 	Click Reprint.




For transactions that do not have signature images associated with them:

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

[image: ]




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.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_SettledBatchesMainResponseWithSignature.png]

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.




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. 

[image: ]

You can save the file to your local or a network drive (this allows the receipt to be uploaded or used by other applications).



[bookmark: _Toc425160468]Managing Exported Scripts (Export Log)

The Export Log section displays the transaction response scripts that have been exported previously to the merchant URL. This section may display credit card, debit card, cash benefit, food stamp, electronic check, gift card, or cash transaction scripts that have been exported.

Converge exports responses for the following payment types:

		Credit

		Gift Cards



		Debit (PINless and PIN Based)

		Cash



		Food Stamps

		Electronic Check 



		Cash Benefits

		Recurring/Installment





Converge exports responses for the following transaction types:

		Credit Sale

		Food Stamp Inquiry



		Credit Auth Only

		Food Stamp Force Purchase



		Credit Credit

		Food Stamp Force Return



		Credit Force

		Cash Benefit Purchase



		Credit Verification

		Cash Benefit Inquiry



		Credit Balance Inquiry

		Gift Activation



		Credit Enhanced Refund

		Gift Sale/Redemption



		Credit Void

		Gift Card Refund



		Credit Signature

		Gift Replenishment/Reload



		PINless Debit Purchase

		Gift Card Balance Inquiry



		Debit Purchase

		Gift Credit



		Debit Return

		Cash Sale



		Debit Inquiry

		Cash Return



		Food Stamp Purchase

		Electronic Check Purchase 



		Food Stamp Return

		Electronic Check Void



		

		Recurring/Installment transactions added, or submitted for payment





The Export Log screen:

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_ExportLog.png]

From the Export Log page you can: 

Sort exported scripts

View the exported script detail information and the raw data posted to the merchant’s URL

Search for exported scripts using the Search link

Filter the exported scripts using the Filter drop down menu

Re-Export one or more transaction scripts using the Re-Export button




[bookmark: _Toc425160469]To Sort Exported Scripts 

You can sort exported scripts for all the transaction types by clicking the [image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Small\CON_UpDownArrows.png] (up down arrows) in the column you want to sort by as shown below:

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_ExportLogTranTypeCircled.png]

The system sorts the list of transactions based on your selection (for example, Export Status, Entry Mode, User ID, and so forth).

Note:  When you click the up down arrows, the values in the column are sorted in ascending order. If you click again, the values are sorted in descending order.

[bookmark: _Toc425160470]To View Exported Scripts 

You can view exported scripts for the past 3 days of transaction activity.

1. 	Select Export Log to display the exported scripts.




2.	To view details of a particular script, select the Card Data link for the transaction details you want to view.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_ExportLogCardDataCircled.png]

3.	On the Export Log Response page, click View Export.	Comment by Barbara Muench: CON_ExportLogResponseViewExportCircled

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_ExportLogResponseViewExportCircled.png]




A new browser window opens and displays the exported script.	Comment by Barbara Muench: CON_ExportLogScript

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_ExportLogScript.png]

[bookmark: _Toc425160471]To Search Exported Scripts 

You can locate specific information in previously exported scripts.

1. 	Select Export Log to display the exported scripts.

2. 	Select Search.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_ExportLogSearchCircled.png]

The Transaction Search screen displays.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Medium\CON_ExportTransactionSearch.png]

3. 	Enter the transaction values to search for specific transactions. 

4.	Click Search or Reset to clear the values on the Transaction Search screen.

The search results display in the Settled Activity screen.

Notes:

Click Reset to clear the values or Cancel to abandon your search activities and return to the Settled Activity screen.

You can retrieve only three months of data at a time. An error message displays if you request more than three months of data.



[bookmark: _Toc425160472]To Filter Exported Scripts 

You can filter the export script log to show a list of exported scripts matching desired criteria.

1.	Select Export Log to display the exported scripts.

2. 	Click on the Filter drop Down menu.

3. 	Select one of  the following options from the Filter selection box:

All 
Will select all exported scripts

Success
Will select all successfully exported scripts

Failure
Will select all scripts that failed to be exported

[bookmark: _Toc425160473]To Re-export Exported Scripts 

You can re-export an export script to the merchant specified URL set up previously. This re-export is typically done when a script had failed to be exported.

1. 	Select Export Log to display the exported scripts.


2. 	Click on the Re-Export button.

[image: C:\Users\bmmuenc\Desktop\Graphics_Workspace\Sorted\Large\CON_ExportLogReexportCircled.png]



Notes:

You can filter results as shown above to select transactions for Re-Export. You can also select individual transactions or groups of transactions to Re-Export. When you finish selecting transactions, click on the Re-Export button.

The Re-Export button is also available when selecting a script from the Card Data link for the transaction. This link will allow you to view the detail of the script before re-exporting it.



[bookmark: _Toc425160474]Response Codes

This section describes the responses that can be returned by the Converge application. The Authorization Response Codes, AVS Response Codes, and CVV2 Response Codes are values that might be returned during a transaction authorization. 

[bookmark: _Toc375143977][bookmark: _Toc425160475]Authorization Response Codes

This table provides a list of the values that might be returned during an authorization request.

		Code

		Message

		Definition



		AA

		APPROVAL

		Approved



		AA

		APPROVAL PARTIAL

		Approved for a Partial Amount



		N7

		DECLINE CVV2

		Do Not Honor



		N7

		DECLINE CVV2

		Declined due to CVV2 mismatch \ failure



		NC

		PICK UP CARD

		Pick up card



		ND

		AMOUNT ERROR

		Tran Amount Error



		ND

		AMT OVER SVC LMT

		Amount is more than established service limit



		ND

		APPL TYPE ERROR

		Call for Assistance



		ND

		CANNOT CONVERT

		Check is ok, but cannot be converted. Do Not Honor



		ND

		DECLINED

		Do Not Honor



		ND

		DECLINED T4

		Do Not Honor. Failed negative check, unpaid items



		ND

		DECLINED-HELP 9999

		System Error



		ND

		DUP CHECK NBR

		Duplicate Check Number



		ND

		EXPIRED CARD

		Expired Card



		ND

		INCORRECT PIN

		Invalid PIN



		ND

		INVALID CARD

		Invalid Card



		ND

		INVALID CAVV

		Invalid Cardholder Authentication Verification Value



		ND

		INVALID TERM ID

		Invalid Terminal ID



		ND

		INVLD R/T NBR

		Invalid Routing/Transit Number



		ND

		INVLD TERM ID 1

		Invalid Merchant Number



		ND

		INVLD TERM ID 2

		Invalid SE Number



		ND

		INVLD VOID DATA

		Invalid Data Submitted for Void Transaction



		ND

		MAX MONTHLY VOL

		The maximum monthly volume has been reached



		ND

		MICR ERROR

		MICR Read Error



		ND

		MUST SETTLE MMDD

		Must settle, open batch is over 7 days old

Note: Batch will be Auto Settled after 10 days



		ND

		NETWORK ERROR

		General System Error



		ND

		PLEASE RETRY

		Please Retry/ Reenter Transaction



		ND

		RECORD NOT FOUND

		Record not on the network



		ND

		REQ. EXCEEDS BAL.

		Req. exceeds balance



		ND

		SEQ ERR PLS CALL

		Call for Assistance



		ND

		SERV NOT ALLOWED

		Invalid request



		ND

		TOO MANY CHECKS

		Too Many Checks (Over Limit)



		NR

		CALL AUTH. CENTER

		Refer to Issuer





[bookmark: _Toc375143978]


[bookmark: _Toc425160476]Electronic Gift Card (EGC) Response Codes

This table provides a list of the values that might be returned during an EGC authorization request.

		Code

		Message

		Definition



		AA

		APPROVAL

		Approved



		ND

		SERV NOT ALLOWED

		Invalid request



		ND

		INVLD TERM ID 1

		Invalid Merchant Number



		ND

		SEQ ERR PLS CALL

		Call for Assistance



		ND

		APPL TYPE ERROR	

		Call for Assistance



		01

		DECLINED-HELP 9999

		Host Busy



		02

		INVALID CARD	

		Invalid Card



		03

		INVALID TERM ID

		Invalid Terminal ID



		04

		AMOUNT ERROR	

		Tran Amount Error



		05

		ALREADY ACTIVE	

		Card already active



		06

		REQ. EXCEEDS BAL.

		Request exceeds balance



		07

		MAX REACHED	

		Cannot load the amount specified



		08

		NON RELOADABLE

		The card cannot be reloaded



		09

		TRAN NOT ALLOWED

		Transaction type not allowed



		10

		INVLD TRAN TYPE

		Transaction type not on server



		11

		EXPIRED CARD

		Expired card or bad expiration date



		12

		CARD NOT ACTIVE

		The Gift Card is not activated



		13

		DUPLICATE TRAN	

		Duplicate transaction



		14

		SEQ ERR PLS CALL

		Call for Assistance



		15

		SEQ ERR PLS CALL

		Sequence does not match previous response



		16

		INVALID BATCH ID

		Batch ID is not on the server



		17

		INVALID TENDER

		Tender types is not on the server



		99

		DECLINED-HELP 9999

		General System Error







[bookmark: _Toc375143979][bookmark: _Toc425160477]AVS Response Codes

An AVS Response Code will be returned in the Authorization Response Message when AVS information is present in the transaction authorization request.

		Code

		Definition



		A

		Address matches - ZIP Code does not match



		B

		Street address match, Postal code in wrong format (International issuer)



		C

		Street address and postal code in wrong formats



		D

		Street address and postal code match (international issuer)



		E

		AVS Error



		F

		Address does compare and five-digit ZIP code does compare (UK only)



		G

		Service not supported by non-US issuer



		I

		Address information not verified by international issuer



		M

		Street Address and Postal code match (international issuer)



		N

		No Match on Address (Street) or ZIP



		O

		No Response sent



		P

		Postal codes match, Street address not verified due to incompatible formats



		R

		Retry, System unavailable or Timed out



		S

		Service not supported by issuer



		U

		Address information is unavailable



		W

		9-digit ZIP matches, Address (Street) does not match



		X

		Exact AVS Match



		Y

		Address (Street) and 5-digit ZIP match



		Z

		5-digit ZIP matches, Address (Street) does not match





[bookmark: _Toc375143980]


[bookmark: _Toc425160478]CVV2 Response Codes

The CVV2 Response Codes are returned in the Authorization Response Message when the CVV2 data is present in the transaction authorization request.

		Code

		Definition



		M

		CVV2 Match



		N

		CVV2 No match



		P

		Not Processed



		S

		Issuer indicates that CVV2 data should be present on the card, but the merchant has indicated that the CVV2 data is not resent on the card



		U

		Issuer has not certified for CVV2 or Issuer has not provided Visa with the CVV2 encryption Keys





[bookmark: _Toc375143981][bookmark: _Toc425160479]Settlement Response Codes

The Settlement Response Code is returned when a settlement is preformed, either manually, or through the Auto Settlement process.

		Response

		Description



		GBOK BBBMMDDHHMM

		GB = good batch, settlement received OK

BBB = batch number 001 through 999

MMDD = month and day of settlement

HHMM = time of settlement



		INVALID TERM ID

		Terminal ID is not on file with the network



		INVLD CARD 9999

		Card type, specified by item number, not authorized for settlement



		INVLD DATA 9999

		Invalid transaction amount



		PLEASE RETRY 9999

		System failure - please attempt again



		RB INV ACCT 9999

		Record specified by item number is invalid



		RBOUT OF BALANCE

		Item and dollar totals do not match the settlement trailer record totals



		RB INVLD AMT 9999

		Invalid transaction amount



		SERV NOT ALLOWED

		Merchant not set up for settlement processing



		UNREC CARD 9999

		Card type, specified by item number, is not recognized







[bookmark: BatchImportFileLayout][bookmark: _Toc425160480]Batch Import File Layout

Converge allows you to import batch files of credit card transactions, Recurring/Installment transactions, or Card data for token generation.  

Comma delimited import files:

Text files with csv extension.

Comma-delimited file will contain a header.

Order of the values provided must follow the fields as described in the header.

Fields and corresponding values must be enclosed within double quotes. Each field value is separated by a comma.

Order of values must match order of headers.

XML import files: 

Text file with xml extension.

The order of the tags in the xml format is not important.

The transaction records must be encapsulated in a <txnimport> element for credit card and card data for token generation batch files or <txnrecimport> element for recurring batch files .

Notes: 

CVV2/CVC/CID values and Track Data should never be stored, therefore, cannot be passed to Converge on the file. 

You can import a maximum of 10 files for a single terminal per day.

You can import a maximum of 500 transactions in a single file. Please contact Technical Support at 1-800-377-3962, option 2, option 2 (in Canada you are asked to choose either English or French for you language) if you need to increase the number of transactions per file.



[bookmark: _Toc375143983][bookmark: _Toc425160481]Credit Card Batch Processing 

This format is used to batch import credit card transactions into Converge.  The imported file can be in comma-delimited or XML format.

[bookmark: _Toc375143984][bookmark: _Toc425160482]Input or Request File Format

		Field Name

		Required

		Length

		Description



		ssl_card_number

		C

		19

		Credit card number



		ssl_exp_date

		Y

		4

		In MMYY format



		ssl_get_token

		N

		1

		Use only with a terminal setup with tokenization.

Token indicator flag to indicate that a token is needed for this card number.  A token will be the returned in the file after the transaction has been approved.

Valid values: Y, N



		ssl_add_token

		N

		1

		Use only with a terminal setup with tokenization.

Add to card manager indicator. Used to indicate if you wish to store the token generated in the card manager. The cardholder’s first and last name along with the AVS information are required to be sent with this indicator.

Valid values: Y, N



		ssl_token

		C

		19

		Use only with a terminal setup with tokenization.

Token previously generated from a credit card.  This value can be stored and sent instead of the credit card number.



		ssl_amount

		Y

		13

		Must be in decimal format. No dollar sign



		ssl_transaction_currency

		N

		3

		Transaction currency.  The alpha ISO 4217 code, for example: USD, CAD, GBP, AUD, EUR, JPY



		ssl_transaction_type

		Y

		20

		ccsale (Sale)

ccauthonly (AUTH Only)

ccavsonly (AVS Only)

ccverify (Verification)

cccredit (Credit)

ccforce (Force)



		ssl_customer_code

		C

		17

		Customer code for purchasing card transactions



		ssl_salestax

		C

		10

		Sales tax for purchasing card transactions



		ssl_invoice_number

		N

		25

		Invoice number for MO/TO transactions



		ssl_approval_code

		N

		6

		Required for Force transactions



		ssl_description

		N

		255

		Transaction description



		ssl_company

		N

		50

		Customer's company name



		ssl_first_name

		N

		20

		Customer's first name



		ssl_last_name

		N

		30

		Customer's last name



		ssl_avs_address

		N

		30

		Cardholder’s street address



		ssl_address2

		N

		30

		Customer's address line 2



		ssl_city

		N

		30

		Customer's city



		ssl_state

		N

		30

		Customer's state



		ssl_avs_zip

		N

		9

		Customer's ZIP code used to process AVS



		ssl_country

		N

		50

		Customer's country



		ssl_phone

		N

		20

		Customer's phone number



		ssl_email

		N

		100

		Customer's email address



		ssl_ship_to_company

		N

		50

		Ship to company name



		ssl_ship_to_first_name

		N

		20

		Ship to first name



		ssl_ship_to_last_name

		N

		30

		Ship to last name



		ssl_ship_to_address1

		N

		30

		Ship to address line 1



		ssl_ship_to_address2

		N

		30

		Ship to address line 2



		ssl_ship_to_city

		N

		30

		Ship to city



		ssl_ship_to_state

		N

		30

		Ship to state



		ssl_ship_to_zip

		N

		10

		Ship to ZIP code



		ssl_ship_to_country

		N

		50

		Ship to country



		ssl_ship_to_phone

		N

		20

		Ship to phone number



		User Defined Field

		N

		

		User defined; User should be able to pass up to 25 user defined fields. The value passed in the file should match the field name specified in the Terminal Setup | Merchant | Payment Fields | Add New Field

User Defined Field 1

User Defined Field 2

User Defined Field 3

User Defined Field 4

User Defined Field 5

User Defined Field 6

User Defined Field 7

User Defined Field 8

User Defined Field 9

User Defined Field 10

User Defined Field 11

User Defined Field 12

User Defined Field 13

User Defined Field 14

User Defined Field 15

User Defined Field 16

User Defined Field 17

User Defined Field 18

User Defined Field 19

User Defined Field 20

User Defined Field 21

User Defined Field 22

User Defined Field 23

User Defined Field 24

User Defined Field 25





[bookmark: _Toc375143985]


[bookmark: _Toc425160483]Input or Request File Examples	

This is an example of a comma-delimited file of credit card transactions:

"ssl_card_number",”ssl_token”,"ssl_exp_date","ssl_amount","ssl_transaction_type","ssl_customer_code","ssl_salestax","ssl_invoice_number","ssl_approval_code","ssl_description","ssl_company","ssl_first_name","ssl_last_name","ssl_avs_address","ssl_address2","ssl_city","ssl_state","ssl_avs_zip","ssl_country","ssl_phone","ssl_email","ssl_ship_to_company","ssl_ship_to_first_name","ssl_ship_to_last_name","ssl_ship_to_address1","ssl_ship_to_address2","ssl_ship_to_city","ssl_ship_to_state","ssl_ship_to_zip","ssl_ship_to_country","ssl_ship_to_phone","My Custom field"

"4111111111111111",””,"1212","2.00","ccsale","CC1234","1.00","INV1234","","Test Sale","ABC Company","John","Doe","1234 Main Street","Suite 100","Atlanta","GA","30328","USA","999-999-9999","test@test.com","ABC Ship Company","Jane","Doe","1234 Secondary Street","Suite A","Atlanta","GA","30123","USA","111-111-1111","Custom Data1"

"",”9782583297542811”,"1112","3.00","cccredit","CC1234","2.00","INV1235","","Test Credit","ABC Company","John","Doe","1234 Main Street","Suite 100","Atlanta","GA","30328","USA","999-999-9999","test@test.com","ABC Ship Company","Jane","Doe","1234 Secondary Street","Suite A","Atlanta","GA","30123","USA","111-111-1111","Custom Data1"

"4111111111111111","1012","4.00","ccauthonly","CC1234","1.00","INV1236","","Test Auth","ABC Company","John","Doe","1234 Main Street","Suite 100","Atlanta","GA","30328","USA","999-999-9999","test@test.com","ABC Ship Company","Jane","Doe","1234 Secondary Street","Suite A","Atlanta","GA","30123","USA","111-111-1111","Custom Data1"

"4111111111111111","0515","10.00","ccforce","","0.00","FORC12345","55555","This is a force","ABC Company","John","Doe","1234 Main Street","Suite 100","Atlanta","GA","30328","USA","","test@test.com","","","","","","","","","","","Custom Data1"






This is an example of an XML file of credit card transactions:

<txnimport>

<txn>

<ssl_card_number>4111111111111111</ssl_card_number>

<ssl_exp_date>1212</ssl_exp_date>

<ssl_amount>2.00</ssl_amount>

<ssl_transaction_type>ccsale</ssl_transaction_type>

<ssl_customer_code>CC1234</ssl_customer_code>

<ssl_salestax>0.50</ssl_salestax>

<ssl_invoice_number>1234</ssl_invoice_number>

<ssl_description>TEST SALE</ssl_description>

<ssl_company>MyCompany</ssl_company>

<ssl_first_name>John</ssl_first_name>

<ssl_last_name>Doe</ssl_last_name>

<ssl_avs_address>123 Main</ssl_avs_address>

<ssl_city>Atlanta</ssl_city>

<ssl_state>GA</ssl_state>

<ssl_avs_zip>30123</ssl_avs_zip>

<ssl_country>USA</ssl_country>

<ssl_ship_to_zip>30123</ssl_ship_to_zip>

</txn>



<txn>

<ssl_token>9141217181941111</ssl_token>

<ssl_exp_date>1213</ssl_exp_date>

<ssl_amount>5.00</ssl_amount>

<ssl_transaction_type>ccforce</ssl_transaction_type>

<ssl_customer_code> FF1234</ssl_customer_code>

<ssl_salestax>0.50</ssl_salestax>

<ssl_invoice_number>1234</ssl_invoice_number>

<ssl_approval_code>555555</ssl_approval_code>

<ssl_description>TEST FORCE</ssl_description>

<ssl_first_name>John</ssl_first_name>

<ssl_last_name>Doe</ssl_last_name>

<ssl_avs_address>123 Main</ssl_avs_address>

<ssl_city>Atlanta</ssl_city>

<ssl_state>GA</ssl_state>

<ssl_avs_zip>30123</ssl_avs_zip>

<ssl_country>USA</ssl_country>

<ssl_ship_to_city>Atlanta</ssl_ship_to_city>

<ssl_ship_to_state>GA</ssl_ship_to_state>

<ssl_ship_to_zip>30123</ssl_ship_to_zip>

</txn>



</txnimport>








[bookmark: _Toc375143988][bookmark: _Toc425160484]Output or Response File Format

Credit card transactions authorized through the batch import process can be reviewed for responses and downloaded from the User Interface under Current Batches | Imported Batches only. An example is provided in XML and CSV.

The fields are as follows:

		Field Name

		Description



		Item

		Item number



		Tran Type

		Transaction type: Sale, Force, Refund, etc.



		Tran Date

		Transaction date



		Tran Time

		Transaction time



		Account Data

		Credit card number (masked) or token



		Expiration Date

		Expiration date



		AVS Code

		Address verification response



		Amount

		Transaction amount



		Result

		Transaction result message: APPROVAL,  DECLINE,  ERROR



		Auth Message	

		Transaction Auth message; APPROVAL if approved; Reason for decline if declined transaction; Error description for ERROR transaction (Example: Invalid Amount) or Business rule triggered for DECLINE transaction (Duplicate, CVV MISMATCH, AVS MISMATCH)



		Approval Code	

		Return code generated by credit a card processor



		Error Code

		Transaction error code



		Transaction ID

		Unique transaction identifier



		Customer Code	

		Customer code for purchasing card transactions



		Sales Tax	

		Sales tax for purchasing card transactions



		Invoice Number	

		Invoice number



		Card Description	

		Card description type for example MC



		Description

		Transaction description



		First Name

		Customer's first name



		Last Name

		Customer's last name



		Address1

		Cardholder’s street address



		Address2

		Customer's address line 2



		City

		Customer's city



		State/Province

		Customer's state



		Postal Code

		Customer's ZIP code



		Phone

		Customer's ZIP code used to process AVS phone



		Email address

		Customer's email



		Country

		Customer's country code



		Billing Company

		Customer's billing company



		Ship to First Name

		Ship to first name



		Ship to Last Name

		Ship to last name



		Ship to Address1

		Ship to address line 1 



		Ship to Address2

		Ship to address line 2



		Ship to City

		Ship to city



		Ship to State/Province

		Ship to state



		Ship Postal Code	

		Ship to ZIP code



		Ship to Phone

		Ship to phone



		Ship to Country

		Ship to country



		Ship to Company

		Ship to company



		Token Value

		Token generated from the card number



		UserDefinedField1

		User defined field



		UserDefinedField2

		User defined field



		UserDefinedField3

		User defined field



		UserDefinedField4

		User defined field



		UserDefinedField5

		User defined field



		UserDefinedField6

		User defined field



		UserDefinedField7

		User defined field



		UserDefinedField8

		User defined field



		UserDefinedField9

		User defined field



		UserDefinedField10

		User defined field



		UserDefinedField11

		User defined field



		UserDefinedField12

		User defined field



		UserDefinedField13

		User defined field



		UserDefinedField14

		User defined field



		UserDefinedField15

		User defined field



		UserDefinedField16

		User defined field



		UserDefinedField17

		User defined field



		UserDefinedField18

		User defined field



		UserDefinedField19

		User defined field



		UserDefinedField20

		User defined field



		UserDefinedField21

		User defined field



		UserDefinedField22

		User defined field



		UserDefinedField23

		User defined field



		UserDefinedField24

		User defined field



		UserDefinedField25

		User defined field





[bookmark: _Toc375143989][bookmark: _Toc425160485]Recurring and Installment Batch Processing

This format is used to batch import installment and recurring card transactions into Converge. The imported file can be in comma-delimited format or XML format.

[bookmark: _Toc375143990][bookmark: _Toc425160486]Input or Request of Recurring File Format

		Field Name/XML

		Required

		Length

		Description



		ssl_card_number

		Y

		19

		Credit card number



		ssl_exp_date

		Y

		4

		In MMYY format



		ssl_amount

		Y

		13

		Must be in 1.00 format. No dollar sign



		ssl_transaction_type

		Y

		20

		ccaddrecurring

ccaddinstall



		ssl_customer_code

		N

		17

		Customer code



		ssl_salestax

		N

		10

		Sales tax



		ssl_invoice_number

		N

		25

		Invoice number



		ssl_description

		N

		255

		Transaction description



		ssl_billing_cycle	

		Y

		20

		Billing cycle; Valid values, all caps and no hyphens: 

DAILY

WEEKLY

BIWEEKLY

SEMIMONTHLY

MONTHLY

BIMONTHLY

QUARTERLY

SEMESTER

SEMIANNUALLY

ANNUALLY

SUSPENDED



		ssl_next_payment_date

		Y

		10

		Next payment date format MM/DD/YYYY



		ssl_skip_payment

		N

		1

		Skip payment field; Default = N



		ssl_total_installments

		C

		4

		Conditional; Numeric; Number of payments; To be passed only for ccaddinstall



		ssl_end_of_month

		C

		1

		End of month indicator

Valid values Y or N 



		ssl_bill_on_half

		C

		1

		Valid values are 1 or  2



		ssl_company

		N

		50

		Customer's company name



		ssl_first_name

		N

		20

		Customer's first name



		ssl_last_name

		N

		30

		Customer's last name



		ssl_avs_address

		N

		30

		Cardholder’s street address



		ssl_address2

		N

		30

		Customer's address line 2



		ssl_city

		N

		30

		Customer's city



		ssl_state

		N

		30

		Customer's state



		ssl_avs_zip

		N

		9

		Customer's ZIP code used to process AVS



		ssl_country

		N

		50

		Customer's country



		ssl_phone

		N

		20

		Customer's phone number



		ssl_email

		N

		100

		Customer's email address



		ssl_ship_to_company

		N

		50

		Ship to company name



		ssl_ship_to_first_name

		N

		20

		Ship to first name



		ssl_ship_to_last_name

		N

		30

		Ship to last name



		ssl_ship_to_address1

		N

		30

		Ship to address line 1



		ssl_ship_to_address2

		N

		30

		Ship to address line 2



		ssl_ship_to_city

		N

		30

		Ship to city



		ssl_ship_to_state

		N

		30

		Ship to state



		ssl_ship_to_zip

		N

		10

		Ship to ZIP code



		ssl_ship_to_country

		N

		50

		Ship to country



		ssl_ship_to_phone

		N

		20

		Ship to phone number



		User Defined Field

		N

		

		User defined; User should be able to pass up to 25 user defined fields. The value passed in the file should match the field name specified in the Terminal Setup | Merchant | Payment Fields | Add New Field

User Defined Field 1

User Defined Field 2

User Defined Field 3

User Defined Field 4

User Defined Field 5

User Defined Field 6

User Defined Field 7

User Defined Field 8

User Defined Field 9

User Defined Field 10

User Defined Field 11

User Defined Field 12

User Defined Field 13

User Defined Field 14

User Defined Field 15

User Defined Field 16

User Defined Field 17

User Defined Field 18

User Defined Field 19

User Defined Field 20

User Defined Field 21

User Defined Field 22

User Defined Field 23

User Defined Field 24

User Defined Field 25





[bookmark: _Toc375143991]


[bookmark: _Toc425160487]Input or Request of Recurring File Examples

This is an example of a comma-delimited file of recurring credit card transactions:

"ssl_card_number","ssl_exp_date","ssl_amount","ssl_transaction_type","ssl_customer_code","ssl_salestax","ssl_invoice_number","ssl_description","ssl_billing_cycle","ssl_next_payment_date","ssl_skip_payment","ssl_total_installments","ssl_end_of_month","ssl_bill_on_half","ssl_company","ssl_first_name","ssl_last_name","ssl_avs_address","ssl_address2","ssl_city","ssl_state","ssl_avs_zip","ssl_country","ssl_phone","ssl_email","ssl_ship_to_company","ssl_ship_to_first_name","ssl_ship_to_last_name","ssl_ship_to_address1","ssl_ship_to_address2","ssl_ship_to_city","ssl_ship_to_state","ssl_ship_to_zip","ssl_ship_to_country","ssl_ship_to_phone","My Custom field"



"4111111111111111","1212","21.00","ccaddrecurring","CC1234","","INV1234","Recurring every month","MONTHLY","05/30/2012","N","","Y","","ABC Company","John","Doe","1234 Main Street","Suite 100","Atlanta","GA","30328","USA","999-999-9999","test@test.com","ABC Ship Company","Jane","Doe","1234 Secondary Street","Suite A","Atlanta","GA","30123","USA","111-111-1111","Custom Data1"



"4111111111111111","1112","30.00","ccaddrecurring","CC1234","","INV1235","Recurring every two weeks","SEMIMONTHLY","05/15/2012","N","","","1","ABC Company","John","Doe","1234 Main Street","Suite 100","Atlanta","GA","30328","USA","999-999-9999","test@test.com","ABC Ship Company","Jane","Doe","1234 Secondary Street","Suite A","Atlanta","GA","30123","USA","111-111-1111","Custom Data1"



"4111111111111111","1012","40.00","ccaddrecurring","CC1234","1.00","INV1236","Weekly recurring","WEEKLY","05/20/2012","N","","","","ABC Company","John","Doe","1234 Main Street","Suite 100","Atlanta","GA","30328","USA","999-999-9999","test@test.com","ABC Ship Company","Jane","Doe","1234 Secondary Street","Suite A","Atlanta","GA","30123","USA","111-111-1111","Custom Data1"



"4111111111111111","0515","10.00","ccaddinstall","","0.00","INV12345","Install two months","BIMONTHLY","05/25/2012","Y","12","","","ABC Company","John","Doe","1234 Main Street","Suite 100","Atlanta","GA","30328","USA","","test@test.com","","","","","","","","","","","Custom Data1"



This is an example of an XML file of recurring transactions:

<txnrecimport>

<txn>

<ssl_card_number>4111111111111111</ssl_card_number>

<ssl_exp_date>1212</ssl_exp_date>

<ssl_amount>2.00</ssl_amount>

<ssl_transaction_type>CCADDRECURRING</ssl_transaction_type>

<ssl_customer_code> CC1234</ssl_customer_code>

<ssl_salestax>0.50</ssl_salestax>

<ssl_invoice_number>1234</ssl_invoice_number>

<ssl_description>TEST SALE</ssl_description>

<ssl_billing_cycle>MONTHLY</ssl_billing_cycle>

<ssl_next_payment_date>07/31/2012</ssl_next_payment_date>

<ssl_end_of_month>Y</ssl_end_of_month>

<ssl_skip_payment>N</ssl_skip_payment>

<ssl_company>MyCompany</ssl_company>

<ssl_first_name>John</ssl_first_name>

<ssl_last_name>Doe</ssl_last_name>

<ssl_avs_address>123 Main</ssl_avs_address>

<ssl_city>Atlanta</ssl_city>

<ssl_state>GA</ssl_state>

<ssl_avs_zip>30123</ssl_avs_zip>

<ssl_country>USA</ssl_country>

<ssl_ship_to_zip>30123</ssl_ship_to_zip>

</txn>



<txn>

<ssl_card_number>4111111111111111</ssl_card_number>

<ssl_exp_date>1213</ssl_exp_date>

<ssl_amount>5.00</ssl_amount>

<ssl_transaction_type>CCADDINSTALL</ssl_transaction_type>

<ssl_customer_code> FF1234</ssl_customer_code>

<ssl_salestax>0.50</ssl_salestax>

<ssl_invoice_number>1234</ssl_invoice_number>

<ssl_description>TEST FORCE</ssl_description>

<ssl_billing_cycle>WEEKLY</ssl_billing_cycle>

<ssl_next_payment_date>06/30/2012</ssl_next_payment_date>

<ssl_skip_payment>N</ssl_skip_payment>

<ssl_total_installments>10</ssl_total_installments>

<ssl_first_name>John</ssl_first_name>

<ssl_last_name>Doe</ssl_last_name>

<ssl_avs_address>123 Main</ssl_avs_address>

<ssl_avs_zip>30123</ssl_avs_zip>

<ssl_country>USA</ssl_country>

<ssl_ship_to_city>Atlanta</ssl_ship_to_city>

<ssl_ship_to_state>GA</ssl_ship_to_state>

<ssl_ship_to_zip>30123</ssl_ship_to_zip>

</txn>



</txnrecimport>






[bookmark: _Toc375143994][bookmark: _Toc425160488]Output or Response File Format

Recurring transactions authorized through the recurring batch import process can be reviewed for responses and downloaded from the User Interface under Current Batches/Imported Batches only, an example is provided in XML and CSV.

The fields are as follows:

		Field Name

		Description



		Item

		Item number



		Tran Type

		Transaction type: installment, recurring



		Account Data

		Credit card number (masked)



		Expiration Date	

		Expiration date



		Amount

		Transaction amount



		Start Date

		Bill Start Date



		Next Payment

		Next Payment Date



		Billing	

		Billing cycle



		Total installments

		Number of installments. Does not apply for recurring



		Result

		Transaction result message: SUCCESS,  ERROR



		Message

		Error description for ERROR transaction (Example: Invalid Billing cycle)



		Error Code

		Transaction error code



		Recurring ID

		Unique recurring identifier



		Installment ID

		Unique installment identifier



		Customer Code	

		Customer code for purchasing card transactions



		Sales Tax

		Sales tax for purchasing card transactions



		Invoice Number

		Invoice number



		Card Description

		Card description type for example MC



		Description

		Transaction description



		First Name

		Customer's first name



		Last Name

		Customer's last name



		Address1

		Customer's address



		Address2

		Customer's address line 2



		City

		Customer's city



		Postal code	

		Customer's ZIP code



		Phone

		Customer's ZIP code used to process AVS phone



		Email address

		Customer's email



		Country 

		Customer's country code



		Billing Company

		Customer's billing company



		Ship to First Name

		Ship to first name



		Ship to Last Name

		Ship to last name



		Ship to Address1

		Ship to address line 1



		Ship to Address2

		Ship to address line 2



		Ship to City

		Ship to city



		Ship to State/Province

		Ship to state



		Ship Postal Code

		Ship to ZIP code



		Ship to Phone

		Ship to phone



		Ship to Country

		Ship to country



		Ship to Company

		Ship to company



		UserDefinedField1

		User defined field 



		UserDefinedField2

		User defined field



		UserDefinedField3

		User defined field



		UserDefinedField4

		User defined field



		UserDefinedField5

		User defined field 



		UserDefinedField6

		User defined field



		UserDefinedField7

		User defined field



		UserDefinedField8

		User defined field



		UserDefinedField9

		User defined field 



		UserDefinedField10

		User defined field



		UserDefinedField11

		User defined field



		UserDefinedField12

		User defined field



		UserDefinedField13

		User defined field 



		UserDefinedField14

		User defined field



		UserDefinedField15

		User defined field



		UserDefinedField16

		User defined field



		UserDefinedField17

		User defined field 



		UserDefinedField18

		User defined field



		UserDefinedField19

		User defined field



		UserDefinedField20

		User defined field





[bookmark: _Toc425160489]Token Generation Batch Processing

This format is used to import and process a batch file of card numbers in order to generate card tokens and/or add them to Card Manager. 

[bookmark: _Toc425160490]Input or Request File Format

		Field Name

		Required

		Length

		Description



		ssl_card_number

		Y

		19

		Credit card number



		ssl_exp_date

		Y

		4

		In MMYY format



		ssl_transaction_type

		Y

		20

		ccgettoken (Generate token)



		ssl_verify

		N

		1

		Account Verify flag to indicate that account verification is needed prior to generating a token.  

Valid values: Y, N



		ssl_add_token

		N

		1

		Add to card manager indicator. Used to indicate if you wish to store the token generated in the card manager. The cardholder’s first and last name along with the AVS information are required to be sent with this indicator.

Valid values: Y,N



		ssl_company

		N

		50

		Customer's company name



		ssl_first_name

		N

		20

		Customer's first name



		ssl_last_name

		N

		30

		Customer's last name



		ssl_avs_address

		N

		30

		Cardholder’s street address



		ssl_avs_zip

		N

		9

		Customer's ZIP code used to process AVS



		ssl_phone

		N

		20

		Customer's phone number



		ssl_email

		N

		100

		Customer's email address



		User Defined Field

		N

		

		User defined; User should be able to pass up to 25 user defined fields. The value passed in the file should match the field name specified in the Terminal Setup | Merchant | Payment Fields | Add New Field

User Defined Field 1

User Defined Field 2

User Defined Field 3

User Defined Field 4

User Defined Field 5

User Defined Field 6

User Defined Field 7

User Defined Field 8

User Defined Field 9

User Defined Field 10

User Defined Field 11

User Defined Field 12

User Defined Field 13

User Defined Field 14

User Defined Field 15

User Defined Field 16

User Defined Field 17

User Defined Field 18

User Defined Field 19

User Defined Field 20

User Defined Field 21

User Defined Field 22

User Defined Field 23

User Defined Field 24

User Defined Field 25








[bookmark: _Toc425160491]Input or Request File Examples	

This is an example of a comma-delimited file of card data for token generation:

"ssl_card_number","ssl_exp_date","ssl_transaction_type","ssl_company","ssl_first_name","ssl_last_name","ssl_avs_address","ssl_city","ssl_state","ssl_avs_zip","ssl_country","ssl_phone","ssl_email","My Custom field",”ssl_verify”

"4111111111111111","1212","ccgettoken","ABC Company","John","Doe","1234 Main Street","Atlanta","GA","30328","USA","999-999-9999","test@test.com","Custom Data1",”Y”
"4111111111111111","1212","ccgettoken","My Company","Jane","Doe","4567 Main Street","Atlanta","GA","30328","USA","","","Custom Data2",”N”



This is an example of an XML file of card data for taken generation:

<txnimport>

<txn>

<ssl_card_number>4111111111111111</ssl_card_number>

<ssl_exp_date>1212</ssl_exp_date>

<ssl_transaction_type>ccgettoken</ssl_transaction_type>

<ssl_company>MyCompany</ssl_company>

<ssl_first_name>John</ssl_first_name>

<ssl_last_name>Doe</ssl_last_name>

<ssl_avs_address>123 Main</ssl_avs_address>

<ssl_city>Atlanta</ssl_city>

<ssl_avs_zip>30123</ssl_avs_zip>

<ssl_country>USA</ssl_country>

<ssl_verify>Y</ssl_verify>

</txn>

</txnimport>






[bookmark: _Toc425160492]Output or Response File Format

Card information processed through the token generation batch import process can be reviewed for responses and downloaded from the User Interface under Current Batches | Imported Batches only, an example is provided in XML and CSV..

The fields are as follows:

		Field Name

		Description



		Item

		Item number



		Tran Type

		Transaction type: Sale, Force, Refund, and so on



		Tran Date

		Transaction date



		Tran Time

		Transaction time



		Account Data

		Credit card number (masked) or token



		Expiration Date

		Expiration date



		AVS Code

		Address verification response



		Result

		Transaction result message: APPROVAL, DECLINE, ERROR



		Auth Message

		Transaction Authorization message:

APPROVAL if approved

Reason for decline if declined transaction

Error description for ERROR transaction (example: Invalid Amount)

Business rule triggered for DECLINE transaction (Duplicate, CVV MISMATCH, AVS MISMATCH)



		Approval Code

		Return code generated by credit card processor



		Message

		Card Manager response (example: Card Added)



		Error Code

		Transaction error code



		Transaction ID

		Unique transaction identifier



		Card Description

		Card description type (example: MC)



		Description

		Transaction description



		Address1

		Cardholder’s street address



		Postal Code

		Customer’s ZIP code



		Token Value

		Token generated from a card



		Token Response

		Token generation response (example: SUCCESS)



		UserDefinedFieldX

		User defined field





[bookmark: _Toc378662590][bookmark: _Toc425160493]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.
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Note tha al elds with an asterk (x) are requred.
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Cash Benefit Purchase

Note that s with an astersk () are requred.
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Cash Benefit Inquiry
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Cash Benefit Inquiry

Enter the information for this transaction. Note that al filds with an asterisk () are required.
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