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Log into Heartland 
 
Go to Reporting → Report Scheduling 
 

 
 
Scroll down the page to the Exports and click on Transaction Data Export 
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Click in the “Merchant Box”  
Click on “Un-Check All” 
 

 
 
Select court account.  (Only select one account, if you want to schedule this report for each of your 
accounts you must do them individually)  
 
Click on Submit  
 

 
 
Enter your email address in the “Deliver To” Box.  (If someone will be serving as a backup if you are on 
vacation or out of the office you can enter their email address so that they will also receive a copy of the 
report.)   
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Choose the “Schedule Type” → “Monthly” 
 
Make sure to select the Export Configuration “Monthly Reconcilation Credit Card Export” 
 
Click on “Submit” 
 

 
 
To edit or delete a scheduled report 
 
Go to Report Scheduling and scroll down to the bottom of the page to Currently Scheduled Reports.  
Choose the report you want to delete or edit and click on “Select.”  
 

 
 
You can choose either “Edit Scheduled Report” or “Delete Scheduled Report.”  This is helpful if you need 
to add another email address.  
 

 


