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Heartland Reports 

 

 

 

 

 

 

 

 

 

Login to Heartland (Clerks of Court assign user access) 

The first report discussed is the main report for daily and weekly reconciliation. 

 

From the Heartland MerchantView home page 

Under the Reporting Menu, --Select “Pay by Date Report” 
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Upon clicking in the Merchant box, select the account/site.  Instructions below refer to the test 
system.  Utah Courts Test account and Utah Courts Test Payments account.  For purposes of 
this exercise pretend one is for revenue and one is for trust. 
 

 

 

 

 

 

 

 

 

 

 

For the most part the only thing you need to fill in is the Start and End date.  The end date must 
reflect the day the journal will close which is always the next day.     

If you are wanting a report to see transactions taken during a current day,  change the time to 
PM of the next day (that is when the batch will close). 

(Note:  You can also pull the View History Menu (where refunds and voids can be 
performed…refer to that “How To” document) which does contain the Last Name of the Payer. 

 



3 
 

Once you hit submit the report will automatically upload on your screen: 

The first page of the report shows the number of transactions and any voids/refunds. 

 

 

The image above reflects stats of a single day which is perfect for balancing your daily journal.  
If we ran this report for multiple days (like for weekly revenue reporting) the totals aren’t as 
clear.  

 

 

 

 

 

 

 

 

 

 

The reason this report is not recommended for multiple days, is that the format doesn’t provide  
a clear grand total for each day.   You would then need to minus out any voids/refunds in order 
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to reach the true batch total.  At this time it appears the Pay by Batch report works better when 
more than one day is involved. 

Below reflects an example of the detail portion of a report and what the headings represent: 

The Binoculars symbol lets you perform a search in the report   

     Rather than scrolling through pages, enter the page # 
      Or use arrows to pull up specific pages 

          Payment Account = last four digits of the credit card used 

     Account IDs = case number when available 
     (This field could also reflect a payer ID—if this is entered by the payer) 

 
    Transaction ID = a tracking number created by Heartland 
    This is NOT the “auth code” which is no longer available.  This number will be reflected  
    in the payment detail within CORIS/CARE as our current authorization code works.    
    number will be how you will search transactions in other aspects like for voids/refunds. 

 

 

The best feature about Heartland is the ability to have this daily report automatically appear in 
anyone’s email the next morning!  For those clerks who just prepare the deposit/close the day, 
this feature will be ideal!  We recommend you add all staff that will serve as a back-up to 
receive this scheduled report.  They do not need to be set up as users to do so. 

This is how the report looks in your email inbox as a pdf attachment: 
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How to Schedule a Report   

 

From the Heartland MerchantView home page 

 --Under Reporting Menu 

  --Select Report Scheduling 

 

   

 

Select Pay by Date Report 
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Each site must be scheduled separately.  

Select the court site.  

 

 

In the ‘Deliver To’ field type the email of recipients. 

 

 

Leave the scheduled dates alone.  You will see that this will be a report generated every morning until 
the year 2099! 

 

 

Once a report is scheduled you can view the details and add/edit those who should receive 
it without creating a new scheduled report. 
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To Edit a Scheduled Report 

From the Heartland Merchant View home page 

 -- Select Reporting, 

  --Report Scheduling 

 

 

       

   Scroll down to the bottom to find current scheduled reports: 

 

Select the report to edit 
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Then select “Edit Scheduled Report” 

Change the necessary information (add or delete recipients) and hit submit. 
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Below describes some forseable reporting issues and the need to export a 
report.   Refer to the instructional document “Configure an Exported Report” 

 

**Report problem:  For very large courts there is a 2500 transaction detail limit.  You will know this 
has occurred as there won’t be any transaction detail reflected, only the summary will be generated. 

 Solution:  Export data into excel so all transactions are reflected for ease in reconciliation and 
 printing. 

 

**Report problem:   The last name on the payer is not reflected which could prevent a problem if you 
are not able to balance.  This is especially crucial with regard to e-filed cases and no case number is 
entered. 

 Solution:  Export the transactions for the day in an excel format so that the payer information 
 can be obtained and features like sorting can be performed. 

 

 

 

 


