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Top reports

This guide is designed to help you set up the most commonly used reports on Clientline. The top reports are listed below: 

1.	 Transaction listing 	 3

2.	 Transaction Summary	 5

3.	 Chargebacks Listing 	 6

4.	 Bank Deposit Summary 	 7

5.	 Batch Summary	 8

6.	 Bank Deposit Adjustment Summary	 9

7.	 Bank Deposit Adjustment Detail 	 10

8.	 Qualification Detail at Transaction Level 	 11

9.	 Qualification Detail Summary	 12

10.	 Bank Deposit Adjustment Summary	 13

11.	 Funding Reconciliation	 14

12.	 Authorisation Detail Screen	 15

13.	 Card Type Summary	 16

14.	 Refund to Sales Analysis	 17

15.	 Retrievals Listing	 18
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Set up email address for receiving scheduled reports 

1.	 Select Settings under the profile section and then add required delivery email address

a.	 Select settings

b.	 Report delivery

i.	 Add email

ii.	 Insert email and check its correct

How to check the list of scheduled reports  
1.	 Select the Schedules option from the left-hand side and it will display a list of all the scheduled reports

i.	 You can filter by the frequency of the report – Daily, Weekly, Quarterly and Monthly

ii.	 You can search for a specific report by using the search field
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1.	 Transaction listing 
1.	 On the left navigation panel, go to settlement then Search 

2.	 Search on Site Hierarchy for the required MID

3.	 Choose data from the Select fields drop down to configure your search with additional data

4.	 Select the schedule button, and complete fields depending on how often you want to receive the report

5.	 You can check this has been set up on the schedules tab on the left hand navigation panel 

Terminal ID (TID)
•	 The Terminal ID (TID) field can be found by clicking on ‘Select fields’. TID can be found by searching for it or selecting  

it under the ‘Additional Fields’ drop down.
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Multiple settlement files
•	 If your business receives multiple settlement files which are received and processed at different times. E.g one file received at 8pm on 

Monday, and the other file received at 1am on Tuesday. These will be received and processed at different times/days. 

•	 For a transaction listing, the report default analysis is by the Settlement date. So, if all the transactions you expect, are not viewable, its 
best to change the analysis date to ‘Authorisation date’.

1.	 Default is Settlement date

2.	 Change Analysis date to Authorisation date
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2.	 Transaction Summary
1.	 On the left navigation panel, go to Settlement, and then select Generic Analysis 

2.	 Generic analysis will select the same fields as were previously available on Reporting

3.	 Select schedule button, and complete fields following same frequency/day

4.	 You can check this has been set up on the schedules tab on left hand navigation panel 
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3.	 Chargebacks Listing 
1.	 On the left navigation panel, go to Chargebacks and then select Search

2.	 Search on Site Hierarchy for the required MID

3.	 Select fields and choose all fields listed below. It may be easier to deselect the default fields and then choose the fields 
listed below: 

Processed Currency

 Site Alternate ID

 Site Name

 Received Date

 Status Date

 Adjustment Date

 Txn Date

 Card Brand

 Account #

 Invoice Number

 Terminal ID

 Case Number

 Chargeback Reference ID

 Authorization Code

 Card Billing Currency

 Mobile Wallet

 Chargeback Amount

 Transaction Amount

 Chargeback Status

 Chargeback Category

 Dispute Reason
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 Due Date

 Tracking Number

 Service Code

 Service Code Code

 Capture Method

 Mobile Indicator

 Order Number

 CB Response Received

 Responded On Date

 Debit Network ID

 Debit Network ID Code

4.	 Select schedule button, and complete fields following same frequency/day 

5.	 You can schedule this depending on your preferences

6.	 You can check this has been set up on the schedules tab on left hand navigation panel 

4.	 Bank Deposit Summary 
1.	 On the left navigation panel, go to Funding and then select Search

2.	 Search on Site Hierarchy for the required MID

3.	 Select schedule button, and complete fields following same frequency/day 

4.	 You can schedule this depending on the cadence of the existing report and file type, inputting emails to be sent to 

5.	 You can check this has been set up on the schedules tab on left hand navigation
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5.	 Batch Summary
1.	 On the left navigation panel, go to Settlement and then select Generic Analysis

2.	 Search on Site Hierarchy for the required MID

3.	 Select schedule button, and complete fields following same frequency/day 

4.	 You can schedule this depending on the cadence of the existing report and file type, inputting emails to be sent to 

5.	 You can check this has been set up on the schedules tab on left hand navigation 
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6.	 Bank Deposit Adjustment Summary
1.	 On the left navigation panel, go to Funding, Adjustments and then select Generic Analysis

2.	 Search on Site Hierarchy for the required MID

3.	 Select schedule button, and complete fields following same frequency/day 

4.	 You can schedule this depending on the cadence of the existing report and file type, inputting emails to be sent to 

5.	 You can check this has been set up on the schedules tab on left hand navigation 
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7.	 Bank Deposit Adjustment Detail 
1.	 On the left navigation panel, go to Funding, then Adjustments and then select Search

2.	 Search on Site Hierarchy for the required MID

3.	 Select fields and choose all fields listed below. It may be easier to deselect the default fields and then choose the fields  
listed below: 

Site ID (BE)

Adjustment Date

Site Alternate ID

Site Name

Invoice Number

Invoice Date

Minor Category

Adjustment Description Text

Adjustment Unit Count

Adjustment Unit Amount

Per Tran Rate

Case Number

Tracking Number

Chargeback Code

Bank Reference

SDF Reference Number

Processed Currency Code

Adjust Amount

4.	 Select schedule button, and complete fields following same frequency/day

5.	 You can schedule this depending on the cadence of the existing report and file type, inputting emails to be sent to 

6.	 You can check this has been set up on the schedules tab on left hand navigation
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8.	 Qualification Detail at Transaction Level 
1.	 On the left navigation panel, go to Settlement, then Qualification and then select Qualification at Tran Level

2.	 Search on Site Hierarchy for the required MID

3.	 Select schedule button, and complete fields following same frequency/day 
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9.	 Qualification Detail Summary
1.	 On the left navigation panel, go to Settlement, then Qualification and then select Generic Analysis

2.	 Search on Site Hierarchy for the required MID

3.	 Add the eight Group By options by clicking on the + sign and choosing each drop-down Group By menu: 

a.	 Site ID
b.	 Batch date
c.	 Transaction type
d.	 Product code
e.	 Plan code
f.	 Plan code description
g.	 Txn date
h.	 Funded date
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10.	Bank Deposit Adjustment Summary
1.	 On the left navigation panel, go to Funding, then Adjustments and then select Generic Ana    ysis

2.	 Search on Site Hierarchy for the required MID

3.	 You can schedule this depending on the cadence of the existing report and file type, inputting emails to be sent to

4.	 You can check this has been set up on the schedules tab on left hand navigation
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11.	Funding Reconciliation
1.	 On the left navigation panel, go to Funding, then At-A-Glance

2.	 Search on Site Hierarchy for the required MID
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12.	Authorisation Detail Screen
1.	 On the left navigation panel, go to Authorisations, then Search

2.	 Search on Site Hierarchy for the required MID

3.	 You can add and amend fields on the ‘Select Fields’ filter option, beneath ‘Authorisations /Search’ 

4.	 On the screen, you can click the + icon on a row which will expand to show further detail
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13.	Card Type Summary
1.	 On the left navigation panel, go to Settlement, then ‘Sales to Refunds’ and then select ‘Refunds exceeding Sales’

2.	 Search on Site Hierarchy for the required MID

3.	 Add these eight Group By options by clicking on the + sign and choose specified option from each drop-down Group By menu: 

a.	 Network
b.	 Batch Date
c.	 Processed Currency
d.	 Site ID (BE)
e.	 Txn Date
f.	 Funded Date
g.	 Merchant Category
h.	 Debit Network ID
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14.	Refund to Sales Analysis
1.	 On the left navigation panel, go to Settlement, then Sales to Refunds and then Refunds Exceeding Sales

2.	 Search on Site Hierarchy for the required MID

3.	 On the screen, you can click the + icon on a row which will expand to shower further detail, as shown below 
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15.	Retrievals Listing
1.	 On the left navigation panel, go to Retrievals, then Search

2.	 Search on Site Hierarchy for the required MID

3.	 Click Go to run the report
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Find out more

	£ Go to lloydsbankcardnet.com

	Õ Call us on 01268 567100
lines open from 8am to 9pm 
Monday to Saturday

Please contact us if you’d like this in 
an alternative format such as large 
print, Braille or audio.

Important Information

Calls may be monitored or recorded in case we need to check we have 
carried out your instructions correctly and to help improve our quality 
of service.

Please remember we cannot guarantee the security of messages sent 
by email.

Cardnet® is a registered trademark of Lloyds Bank plc. 

Lloyds Bank plc. Registered Office: 25 Gresham Street, London EC2V 7HN. 
Registered in England and Wales No. 2065. Authorised by the Prudential 
Regulation Authority and regulated by the Financial Conduct Authority 
and the Prudential Regulation Authority.

Lloyds Bank plc is covered by the Financial Ombudsman Service. (Please 
note that due to the eligibility criteria of this scheme not all Lloyds Bank 
customers will be covered.)

This information is correct as of March 2023.

Our service promise

If you experience a problem, we will always try to resolve it 
as quickly as possible. Please bring it to the attention of any 
member of staff. Our complaints procedures are published at 
lloydsbankcardnet.com/contactus 
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