
ClientLine® 

User Manual  

To set-up training or for questions 

please call Arthur  800-544-9145



Table of Contents 

Navigation ....................................................................................................................................... 3 

1 Dashboard Tab ........................................................................................................................ 4 

1.1 Reporting Dashboard ....................................................................................................... 4

1.2 Disputes Dashboard ......................................................................................................... 5 

1.3 Today’s Data ..................................................................................................................... 6 

2 Sales Tab ................................................................................................................................ 7 

2.1 Credit & Debit Transactions ............................................................................................ 8 

2.2 Terminal Transactions .................................................................................................... 10 

2.3 Rejected Transactions .................................................................................................... 11 

2.4 Transaction Summary .................................................................................................... 11 

2.5 Monthly Sales History .................................................................................................... 13 

3 Funding ................................................................................................................................. 14 

3.1 Monthly Statement ........................................................................................................ 14

4 Reports .................................................................................................................................. 15 

4.1 Scheduled Reports ......................................................................................................... 15 

4.2 View Reports .................................................................................................................. 17 

4.3 Update Reports .............................................................................................................. 19 

4.4 Delete Reports ................................................................................................................ 20 

Page 2



Navigation 
The following information may be useful when using ClientLine® Reporting. 
• Click most column headings throughout the application to sort in Ascending or

Descending order.
• Any text displayed with a  blue underline is a hyperlink to another page or screen.
• Once a blue hyperlink has been accessed it will change to purple.
• Credit amounts will be colored in red on all online screens with the exception of

the disputes (Chargeback and Retrieval) modules.
• Use the horizontal and vertical scroll bars to view the entire screen or pages.
• Use the Page Navigation buttons (FORWARD / PAGE BACK buttons) and Go to Page

dropdown selection on the bottom of screens to page forward or backward on the
online screens.

• Use the Return to Menu or Return to Dashboard buttons to return back to the Reporting
Dashboard.

• Some online screens have Excel® and CSV (Comma Separated Value) icons.
• Click on these icons to view the data on the online screen in either XLS or CSV format.

• Ιf entering ClientLine® at a hierarchy level higher than location, you will see the below ID
field on all screens.

o If you wish to view data at the MID and hierarchy level for which you are
enrolled, this field must remain blank.  If you wish to view data for a different
MID/hierarchy level enter the MID you wish to view in the ID field and choose
the corresponding hierarchy level.

o If you know the DBA Name or the State but not the MID you can click on the
 box to do a Merchant ID Lookup 

• Click on the Logoff button on the toolbar to end your ClientLine® session.

The ClientLine® tool bar is shown below.  Each of the tabs will be discussed in detail in the 
pages that follow.  Navigate to each section by clicking on the tabs. 
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1 Dashboard Tab 
ClientLine® has two Dashboards, Reporting Dashboard and Disputes Dashboard, which allow 
you to quickly view the last 7 days of your bankcard processing information.   The Reporting 
Dashboard will be the default display when you log into ClientLine®. 

1.1 Reporting Dashboard 
The reporting dashboard gives you a snapshot of your most recent bankcard activity.  There are 
4 key areas of information included on the Reporting Dashboard shown below.  Hyperlinks 
allow you to drill down to greater detail in 3 of the 4 areas of the Reporting Dashboard. 

1.1.1 Reporting Dashboard  

• Submitted Sales – Displays daily gross sales for credit and debit cards over the last 7
days.  Click on the date to drill down and view the Batch Number, Submit date, Terminal
ID, Transaction Count, Transaction Amount and Average Ticket amount.  Click on the
date hyperlink to drill down to batch details displayed by terminal.  You can drill down to
individual transactions by clicking on the transaction amount hyperlink.  In the individual
transactions, click on the Cardholder Number hyperlink to display details about an
individual transaction.

• Sales Trend – Daily sales for the last 7 days are illustrated on a bar graph and help
identify peak sales days.

• Submitted Card Type Summary – Breaks down previous day sales by card type.  Click on
the card type hyperlink to drill down to individual transactions that make up that card
type total.
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• Bank Deposits – Provide the transfers to your bank account over the last 7 days.  Drill
down on the date to view checking account information.  The Deposit column indicates
the amount deposited to your checking account by funding category Credit.   Click on
the date hyperlink to display details on each day’s deposits.  Click the Bank Account
hyperlink to display each deposit by Funding Category.

1.2 Disputes Dashboard
Chargebacks and Retrievals are displayed on the Disputes Dashboard. 

1.2.1 Disputes Dashboard 

 The Disputes Dashboard is divided into several sections; 

• Retrievals (6 months) – Displays the number of Open, Expired, and Fulfilled items.  Click
the Open column hyperlink and you can quickly drill down into the detail to research
items that are still pending a response

• Chargebacks (6 months) – Provides the number of Open, Expired, and Fulfilled
chargeback items.  Click the Open column hyperlink and you can quickly drill down into
the detail to research items that are still pending a response.

• Chargebacks Debited – Gives you the number and dollar amount of chargebacks that
were debited over the last 7 days.  Click on the Status Date hyperlink to view a detailed
listing.

• Chargebacks Reversed --   Displays the number and dollar amount of chargebacks that
were reversed over the last 7 days.  Click on the Status Date hyperlink to view a detailed
listing.
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• Chargeback History (6 months) – Is a statistical report the gives you the total counts,
dollar amounts and percentages of chargebacks over the last 6 months.  Chargebacks
are categorized as;

o Received from Issuer – Incoming Chargebacks received from issuer.
o Reversed to Issuer – Chargebacks that were resolved and sent back to the issuer.
o Resubmitted/Reversal to Issuer by Merchant – Cases that were sent back to the

issuer based on information received from the merchant.
o Debited to Merchant --  Received from issuer-Reversed to Issuer by Merchant

Services- Resubmitted/Reversed to Issuer by Merchant.

1.2.2 Chargebacks Debited & Chargebacks Reversed 

1.2.3 Chargeback History  

1.3 Today’s Data 
Selecting Today’s Data from the Dashboard tab dropdown provides you with a look at the 
settled transactions for the current day.  You cannot view transactions that have been posted 
but not settled.  You can view a Card Type Summary or a Bank Deposit Summary.  Both views 
give you the ability to drilldown to detail information. 
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2 Sales Tab 
Transaction activity can be monitored for a number of different transaction types.  When you 
select Submitted Sales from the toolbar submenus will display based on your account setup. 
Those submenus may include; 

• Credit Transactions
• Debit Transactions
• Terminal Transactions
• Rejected Transactions
• Transaction Summary
• Monthly Sales History

Field definitions and descriptions are provided below for all submenu screens. 

Address Verification Service - Code provided to merchant when the 
cardholder’s billing address was validated as being correct before 
completion of a mail/telephone transaction 
Authorization Amount - Amount of the authorization request 
Authorization Code - Code provided during the authorization process if an 
authorization approval was received 
Authorization Date - Date the transaction was submitted for authorization 
approval. 
Authorization Response - The issuer’s reply to an authorization request 
Batch Number - Number of the batch in which the transaction was 
submitted 
Billback Reason - Identifies the reason a reclassification 
Cardholder Number - The number identifying the cardholder, issuer and 
card brand 
Card Type - The brand associated with the card number 
Currency Code - 3 digit code identifying the currency the transaction was 
processed in 
Currency Conversion Rate – Exchange rate used when a transaction is 
submitted and processed in two different currencies. 
CVV2/CVC2 Result - Indicator determining the card validation (through the 
magnetic swipe) was captured at the time of sale 
Entry Description - Description identifying how the cardholder information 
was entered at the point of sale 
Entry Mode - Code identifying how the cardholder account information was 
entered or captured at the point of sale 
Expiration Date - Date the cardholder’s card expires 
External Merchant ID - Additional merchant number associated with the 
location 
Invoice/ Trace ID - Unique number assigned to the transaction by the 
merchant 
Location ID - Location where the transaction was processed 
Merchant Name – DBA Name 
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Net Processed Amount - Net Submitted Amount-Rejected Amount 
Net Processed Count - Net Submitted Count-Rejected Count 
Net Submitted Count - Sales Count-Refund Count 
Net Submitted Amount - Sales Amount-Refund Amount 
Partial Auth Indicator – Indicates if a partial auth was received.  Ex. a 
cardholder has a credit line of 500.00 and a balance of 450.00, a sale of 
100.00 is attempted.  A partial auth may be obtained for 50.00 rather than 
declining the entire sale. 
Payment Amount – Amount of transaction that was processed 
Plan Code - Identifies the interchange level at which the transaction cleared 
Processed Currency Code - 3 digit code and description identifying the 
currency the transaction was processed in. 
Reclass Code - Code that identifies why a transaction was reclassified 
Reference Number - 23 digit Outgoing Acquirer reference number 
Refund Amount - The total dollar amount of the refunds/credit for the 
submitted date 
Refund Count - The total number of refunds/credits for the submitted date 
Reject Description - Description of reject reason 
Status - Indicates whether transaction was Processed, Cancelled or 
Rejected 
Sales Count - Total number of sales for submitted date 
Sales Amount - The total dollar amount of the transactions for the 
submitted date 
Submit Date - Date the batch was submitted to Merchant Services 
Submitted Currency Amount – Amount of Transaction in the currency 
which it was submitted 
Submitted Currency Code - 3 digit code and description identifying the 
currency the transaction was submitted in 
Terminal ID - ID number of the terminal on which the transaction was 
processed 
Transaction Amount - The amount of the sale or refund 
Transaction Date - Date the transaction occurred 
Transaction ID - Unique 15-digit number assigned to all original purchase 
transactions 
Transaction Status - Indicates whether transaction was Processed, 
Cancelled, or Rejected 
Transaction Time - Time at which the transaction occurred  
Trans Type - Numeric code that identifies the transaction as a sale, credit or 
cash advance 

2.1 Credit & Debit Transactions 
Select Credit Transactions or Debit Transaction from the submenu and a search window 
displays.  Complete the required Date Range fields and other optional fields and click the 

Submit button. 
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2.1.1 Search window is the same for Credit/Debit Transactions

ID – Enter the ID and level for a specific location. 

Date Range – (Required Field) Enter the dates within the last 6 months that you wish to include 
in the search. 

Date Type – Choose either Submit Date or Transaction Date. 

Amount Range – Enter the transaction dollar amount you wish to include in the search. 

Cardholder # / Invoice # / Reference # -- Enter any of the 3 numbers and choose the 
corresponding option from the drop down box.  When searching by Cardholder Number, you 
may enter either the last 4 digits or the complete card number. 

Card Type – Select ALL, Visa, MasterCard, Discover, American Express or Other. 

Sort By – Select from the dropdown; Date/Time, Cardholder Number, Amount. 

After entering the search criteria, click Submit and the Credit Transaction List (or Debit 
Transaction List) displays. Click on any of the column headings to sort the report differently. 

2.1.2 Credit Transaction List

Click on the Cardholder Number ant the Credit Transaction Detail window will display. 
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 2.1.3 Credit Transaction Detail

2.2 Terminal Transactions 
Select Terminal Transactions from the submenu and a search menu displays allowing you to 
search on credit card transactions within the last 6 months for a specific terminal.  You can use 
this report to research potential internal fraud by reviewing a specific terminal for suspicious 
activity.   

Complete the required Date Range fields and other optional fields and click the Submit button.

2.2.1 Terminal Transaction Selection Window

ID – Enter the ID and level for a specific location. 

Submit Date Range – (Required Field) Enter the dates within the last 6 months that you wish to 
include in the search. 

Terminal ID – (Required Field) Enter the terminal that you wish to include in the search. 

After entering the search criteria, click Submit and the Terminal Transaction List displays. Click 
on any of the column headings to sort the report differently. 

2.2.2 Terminal Transaction List
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Click on the Cardholder Number hyperlink to display additional detail on the transaction. 

2.3 Rejected Transactions 
Select Rejected Transactions from the submenu and a search menu displays allowing you to 
search on rejected transactions for a date range within the last 6 months.  You may use this 
report to identify training opportunities at point of sale. 

Complete the required Date Range fields and other optional fields and click the Submit button. 

2.3.1 Rejected Transaction Search screen 

ID – Enter the ID and level for a specific location. 

Submit Date Range – (Required Field) Enter the dates within the last 6 months that you wish to 
include in the search. 

Batch Number – Enter a specific batch number if you wish to exclude transactions from other 
batches within a date range. 

After entering the search criteria, click Submit and the Rejected Transaction List displays. Click 
on any of the column headings to sort the report differently. 

2.3.2 Rejected Transaction List

2.4 Transaction Summary 
Select Transaction Summary from the submenu and a search menu displays allowing you to 
view either of two reconciliation reports.  You may select Card Type Summary or Batch 
Summary by choosing from the drop down in the last field on the Transaction Summary Search 
window.  

Page 11



2.4.1 Transaction Summary Search window

The Card Type Summary provides you with a summary for all card types for the past 13 months.  
You can drill down by clicking on the card type hyperlink to view a breakdown by location and 
then click on the cardholder number hyperlink to view transaction details for the past 6 
months. 

2.4.2 Card Type Summary

The Batch Summary displays closed batches for a given day or date range, and like the Card 
Type Summary, it is available for 13 months with detail available for the past 6 months.  You 
can use this report to view your transaction counts and amounts by batch.  Click on the 
Location ID hyperlink to see detailed information. 

2.4.3 Batch Summary 
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2.5 Monthly Sales History 
You can view bankcard activity by card type for 13 months from the Monthly Sales History 
selection on the Sales tab.  Just select the Card Type from the dropdown and click Submit. 

2.5.1 Monthly Sales Summary selection window 

Click on the Month hyperlink to view location totals.  You can use this report to analyze location 
performance. 

2.5.2 Monthly Sales Summary selection window 
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3 Funding 
The Funding tab is used to access your monthly statement 

3.1 Monthly Statement 
The Monthly Statement allows you to view a copy of your monthly processing statement.  You 
can save a copy to your hard drive or print it. 

Note:  The size limit for Monthly statements is 2MB.  Statements larger than that will not be 
available through ClientLine®. 

3.1.1 Monthly Statement search window 

Enter the ID and the level you wish to search.  You may enter dates within the past 13 months 
in the Statement Date Range From/To fields.  If you wish to view your account activity at a 
corporate level choose Recap from the Statement Type field.  Choose Location to view a 
specific location’s processing activity. Click Submit. 

3.1.2 Monthly Statement List

From the Monthly Statement List window, select the month you wish to view and then click 
Get Statement.  The size limit for Monthly statements is 2mb.  ClientLine® reporting will not 
display any statements larger than that. 
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4 Reports 

The Report selection contains 4 submenu or dropdown choices; Scheduled Report, View 
Reports, Update Reports and Delete Reports. Scheduled Reports allows you to generate reports 
showing summary and detail information.  Reports can be sent to individual or multiple users 
via email, or downloaded in multiple formats (PDF, MSWord, Excel or CSV).  You can also 
schedule reports to run daily, weekly, monthly, yearly or quarterly. 

4.1 Scheduled Reports 
The scheduler template allows you to schedule report delivery on a recurring basis.  Select the 
report format, delivery frequency, level of hierarchy, start and end date, and delivery method.  
Select the Reports tab from the toolbar then click Scheduled Report from the dropdown. 

4.1.1 Report Builder category selection screen

Enter ID and level.  Choose from the dropdown in the Select Report Category field. Click 
Submit. 

4.1.2 Report selection screen

In the Select Report dropdown, choose from the list of reports and click Submit. 

Page 15



4.1.3 Report Scheduler screen

In the Report Schedule section select Report Frequency (Run Now, Daily, Weekly, Monthly, 
Quarterly, Yearly).   Selecting anything other than “Run Now” in Report Frequency will generate 
a recurring report of that frequency.  Select Receive Report On to choose date you wish to 
receive the report. 

The Dates to Report section sets the beginning and end dates that are to be included on your 
report.  Enter a date in the End Date field only when a Run Now report is chosen. 

The Report Delivery Options section contains several key fields.  You can choose how you wish 
to view your report from the Select Report Format field.  Choices in the dropdown include; 
Word® for Windows Document, Excel® 8.0, Comma-separated values, or Adobe® PDF File.  
Reports in CSV will not contain headers as this would cause a failure to load into a database.  If 
you intend to save this report to a separate application such as Microsoft Access™, it is 
suggested you choose the Delivery option of email and the Report Format option of Microsoft 
Excel® 8.0 or CSV. 

If you wish to compress the report to a smaller file size select Yes, from the Zip Option field, 
otherwise choose No.  Choose either Web Online or E-mail from the Select Delivery Option 
field.  You will need to determine the maximum file size that your email provider will allow and 
then specify it in the Select Mailbox Size ( <1MB, 1MB-5MB, 5MB-10MB, 10MB-15MB, >15MB).  
If you wish to receive an e-mail when the report is generated then select Yes, from the Notify 
When Finished field, otherwise choose NO.  If you choose YES, an email address must be 
specified in the E-Mail To Address 1 field. Select E-Mail to Address 2 and E-Mail to Address 3 to 
add other recipients.  Additional email recipients do not have to be enrolled ClientLine® users. 
Not all email fields need to be filled in.  Click Submit. 

4.1.4 Report Confirmation screen
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 Note:  
• If you do not have Microsoft Office® loaded to your pc, you can still receive a Scheduled  Report.
• Once the report is complete, double click on the report number to prompt the report to open in

a word processing application available on your pc.
• Reports will take longer to generate if they span a large amount of time or are pulled at a high

level of hierarchy. These reports will include large amounts of data or multiple locations.
• Scheduled reports that are larger than 16MB in size cannot be emailed from our server to you.

Also your email system may limit incoming file sizes to you. In both cases you will need to select
Web Online as the delivery option and save to your desktop.  Reports that are over 10MB will be
held for an overnight delivery.  Web Online reports will be deleted from the system after 2 days.

• Emailed reports that are larger than your mailbox size will attempt to be zipped and emailed to
you.  If the report still is larger than your mail box size, an email will be sent to you advising you
to go online to view.  Size limit for scheduled reports is 250 MB.  If your report exceeds this size
you will need to rerun the report at a lower level of hierarchy or for a smaller date range.

4.2 View Reports 
In this section you will learn how to download and view generated reports.  You may need to do 
this for very large reports if they exceed the email system size limits.  As mentioned in the 
previous section, scheduled reports larger than 16MD cannot be emailed from the server to 
you.  To view reports select Reports from the toolbar and then click View Reports from the 
dropdown. 

4.2.1 Report Download Summary screen

Click on the desired report hyperlink in the Report ID column. 

4.2.2 Download Report Detail screen

Click on the appropriate report number hyperlink in the Report ID column. 
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4.2.3 File Download window 

Click Open to view the report, click Save to save the report to your local file. 

4.3 Update Reports 
Follow these procedures to revise an existing scheduled report.  Select the Reports tab on the 
toolbar then click Update Reports from the dropdown.   

4.3.1 Update Reports selection window 

Enter ID and select level.  If you are logged in under a higher level of hierarchy than what the 
report you are looking for was scheduled you will need to enter the MID in the ID box and 
select the appropriate hierarchy to update that specific report.  Click Submit. 

4.3.2 Update Report Summary screen

Click on the report number hyperlink in the Report ID column. 
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4.3.3 Update Report Detail screen

Click on the hyperlink in the Report Link column. 

4.3.4 Report Delivery Criteria screen

Enter desired changes and click Submit. 

4.3.5 Report Update Confirmation screen

4.4 Delete Reports 
To delete reports select the Reports tab on the toolbar and click Delete Reports from the 
dropdown. 

4.4.1 Delete Report Summary screen

Click on the desired report number hyperlink in the Report ID column. 

4.4.2 Delete Report Detail screen
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In the Click To Delete column click on the YES hyperlink for the desired report

4.4.3 Delete Report Confirmation screen

Click Confirm to complete the report deletion process. 

4.4.4 Delete Report Verification Message screen 
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