


HOW TO REPORT CONVERGE PAYMENTS 

created: 6/11/2019 

1) Login to CONVERGE https://classic.convergepay.com/VirtualMerchant/login.do 
with the username and password provided to you.  
 

 
Enter the ACCOUNT ID 
USER ID 
PASSWORD 
 
Used to access the 
admin section. 
 
 
 
 
 
 
 
 
 
 
 
 
 

2) On the left select    SELECT TERMINAL  —>   SAJAC WEB 
 
 
 
 
 
 

 
 
 
 
 
 

https://classic.convergepay.com/VirtualMerchant/login.do


TRANSACTIONS RAN AND IT IS STILL THE SAME DAY: 

3) IF the transaction was ran today and you wanted to see the transaction from today, 
click on the +  plus sign to the left of CURRENT BATCHES —-> then the + plus 
sign next to MAIN —-> then click on the link called  CREDIT CARD. 
 
 You will then see a list of the current batches for the day on the right. Once the day 
ends, the amounts here will BATCH and SETTLE (meaning the money will get 
processed to go into your bank account)  - If you do not see any transactions here, 
it means that there weren’t any charges for the day. 
 

 
RUN A REPORT  

4) Click on the + plus sign next to SETTLED BATCHES - If you click on the link called 
SETTLED BATCHES, you will get a graph, so click on the + sign to the left of it then 
select the link called MAIN 

 
 
 
 
You will now see all of the 
BATCHES and the SETTLED 
DATES.  
 
If you click on the ORANGE 
Settled Date link, it will take 
you to that particular days 
charges. Meaning, if there 
were 2 charges on this day, 
then you would see both 
customer charges here. 
 



5) If you just want to RUN A REPORT, you can click either REPORTS or REPORTS 
PLUS at the top right of the screen. 

 

6) Click on REPORTS and you will get this screen:  Enter your dates and GENERATE 
REPORT 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 



7) Click on REPORTS PLUS gives you more detailed options to select for the report 
data. Select options then select GENERATE REPORT 

8) When finished, it is a good idea to LOGOUT. 


