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Daily Sales Report 
 

The Daily Sales Report is the default report displayed after logging in. You can also 
access it by clicking the  Sales icon. This report shows all the transactions 
processed on a specific date. 
Report Details 
Use the search feature to specify a date or date range to search, and click Search 

 to generate the daily sales report. (Report Displayed Below) 

This report will show the count (total for all transactions processed) and the total 
dollar amount in sales, returns and the net gross (sales minus returns). Click on the  
icon for a detailed report of that date’s sales. For more details on the day’s 
transactions click the  icon. (Report Displayed Below) 

The expanded view will display the individual transactions, including the amount, 
transaction ID, masked card number, and type of transaction. If processed through 
the VT*, the customer, invoice, and description entered at the time of the sale will be 
displayed. To generate a printable receipt displaying the merchant’s logo (Requires 
VT*) click on the  icon. 

Frequently Asked Questions 
 

 
 
 

What is My Merchant Console? 
My Merchant Console is a secure online merchant website 
(www.MyMerchantConsole.com) where you are is able to view and manage all 
of your United Connect® services with a single login. 

 

What is Connect Reports®? 
Connect Reports® is a module in the United Payment services proprietary United 
Connect® Business Suite of Payment Solutions. This suite of solutions offers you a 
selection of secure merchant tools that you can “connect” to their account as 
to best meet the Payment Processing needs of your business. The Connect 
Reports® module gives you online access to all aspects of your merchant 
account so you can easily reconcile your bank account, update accounts 
receivables or research a transaction.  

 

Can I create logins for other people in my company? 
Yes.  You have complete control over User Management.  That is, you can add, 
modify, and delete (unauthorized) as many users as you wish.  For each user, you 
can control special user permissions and preferences depending upon the 
active United Connect® services.  For more information, see Administration. 

 

Where can I search for a transaction? 
You can search for a particular transaction through the Transactions Search 
page found by clicking the   icon on the Reports page. You can search for 
transactions by various criteria including transaction date range, card number, 
invoice, and more. For more information, see Transaction Reports. 

 

Where can I look at my batches? 
You can search for a specific batch, or batches within a specified date range, 
through the Batches Report. Access this report by clicking on the  icon on the 
reports tab. With this report, you can access batches and view their transactions, 
the device they were processed on, and the amount you will be funded. For 
more information, see Batches Report. 

 

How can I view deposits made into my account? 
You can view deposits through the Bank Activity Report. Access this report by 
clicking the  icon on the REPORTS tab.  Here you can see when a deposit was 
made and exactly which batches (transactions) are included in the deposit. For 
more information, see Bank Activity Report. 

 

Where can I get more information? 
Download the full Connect Reports® User Guide by clicking on the HELP tab. 

 
 

Transaction Report 
 

The Transaction Report can be accessed by clicking the   icon. This report is used 
to locate individual transactions. 
Report Details 
Use the search feature to specify: date, date range, transaction id, card number, 
amount, customer number, or invoice number. Click Search  to generate the daily 
sales report. (Report Displayed Below) 

 
This report will display individual transactions and their details. Transactions will 
display the transaction id, exact date and time they were processed (CST), amount, 
authorization code, type of transaction and their current status. For more details on 
the day’s transactions, including all of the card holder information entered at the 
time of sale, click the  icon. 

 
 

 

For more information on any of the United Connect® Services (including Connect VT® and Connect CPIM®), please contact your sales representative   or customer service at 1 (888) 464-0113. 
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Bank Activity Report 
 

The Bank Activity Report can be accessed by clicking on the  icon. This report 
is to reconcile bank deposits.  
Report Details 
Use the search feature to specify a date or date range, and click Search  to 
generate the bank activity report. (Report Displayed Below) 

This report will show the deposit ID, date and time United Payment Services 
deposited funds, ACH Trace (unique number associated with the deposit to the 
bank), amount, and the account the funds were deposited into. To view the 
batches within the deposit click the   icon. (Report Displayed Below) 

The expanded view will show the exact date and time the batch was closed 
(CST), date interchange considered it closed, total number of transactions 
(including which ones were not funded by United Payment Services), fees 
removed, and the exact amount funded. To view individual transactions within 
the batch click the   icon. 

  Batch Report 
  

 The Batch Report can be accessed by clicking on the  icon. This report is used 
to locate and reconcile batches and the transactions within them. 
Report Details 
Use the search feature to specify a date, date range, or the batch id, and click 
Search  to generate the batch report. (Report Displayed Below) 

This report will show the batch, date and time it was closed (CST), time 
interchange considered it closed, amount funded by third parties (e.g. Amex), 
amount in fees removed, and the total amount that will be funded by United 
Payment Services. Click on the  icon for a printable detailed report of the 
batch. To view the transactions within the batch, click the   icon. (Report 
Displayed Below) 

The expanded view will display the transactions within the batch including the 
amount, transaction ID, masked card number, and if United Payment Services 
funds it. If processed through the Connect VT®, the customer and invoice 
entered at the time of the sale will be displayed. 

 
 

 

Administration 
  

United Payment Services, Inc (“United Payment Services”) has made efforts to ensure the accuracy 
and completeness of the information in this document. However, United Payment Services 

disclaims all representations, warranties and conditions, whether express or implied, arising by 
statute, operation of law, usage of trade, course of dealing or otherwise, with respect to the 

information contained herein. United Payment Services assumes no liability to any party for any loss 
or damage, whether direct, indirect, incidental, consequential, special or exemplary, with respect 

to (a) the information; and/or (b) the evaluation, application or use of any product or service 
described herein. 

 

With the administration tab you can add, modify, and delete (unauthorized) as 
many users as you wish. 

 
Every user will be displayed on the main page. It will display if they are authorized 
(able to log on to My Merchant Console) or not. Click 

 

United Payment Services disclaims any and all representation that its products or services do not 
infringe upon any existing or future intellectual property rights. United Payment Services owns and 

retains all right, title and interest in and to the United Payment Services intellectual property, 
including without limitation, its patents, marks, copyrights and technology associated with the 
United Payment Services. No title or ownership of any of the foregoing is granted or otherwise 

transferred hereunder. United Payment Services reserves the right to make changes to any 
information herein without further notice. 

 to add new users. To 
modify existing users, click the  icon next to the corresponding user. When 
adding or modifying users, you will be able to enter user-specific information, and 
specify if they will have reporting permissions (able to view and download 
reports), administration permissions (able to manage users and settings), or both. 

 For more information on any of the United Connect® Services (including Connect VT® and Connect CPIM®), please contact your sales representative 
or customer service at 1 (888) 464-0113. 
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