How to Refund/Return a Credit Card
payment directly in Converge

Converge/Elavon is the payment processor for the Accela Customer Access (ACA) website in ePermitting. All
online credit card transactions go through this processor. Participating agencies can also elect to use
Converge to process their over-the-counter (OTC) credit card (CC) transactions as well — please note, this
requires configuration. When a customer has requested a refund, if the payment was processed online or OTC
using Converge, an agency can choose to refund the customer direct to their credit card via Converge.
Refunding direct to the card saves the agency from the internal costs of processing a refund via check (check
run, processing time, postage and supplies, etc).

Converge Steps to Settle Batch:
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1. Log in to Converge for your agency. Go to SETTLED BATCHES to locate the settled batch that
the transaction you will be refunding is located in [date it processed +1 generally - since
ePermitting is 24/7, batches auto-settle just after midnight which is next day].
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1. Once in Settled Batches, make sure to select the time range for the settled batch date you are
looking for. Open the settled batch by selecting VIEW DETAILS for the batch date you want. Then
locate the transaction you wish to refund — making very sure to confirm the credit card number, the
payor name, the amount, and the approval code as indicated in Accela. Many transactions are for
the same amount (minimum permit fee amount), so confirming you have the correct transaction, for
the correct date and approval code, is imperative. Select VIEW DETAILS again to open the specific

transaction you wish to refund on.
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2. Once you have the specific transaction open, you will select Refund at the top of the fly-out window
(in the green banner). The fly-out window will refresh and you will note that the amount field is
editable at this point.

Transaction Details

RECEIPT

REFUND g Select the REFUND button to initiate a refund to this card.

Sale  Approval 07/06/2022 09:11:59 AM

$321.26

Order Section

Name.
Invoice Number

Transaction Currency uso
Address
Billto 5035854879

PO. Box 12323
salem OR 97309 US
permits@northsideelectric.com

Authorization

Transaction ID 060722AC07582E1580791327.91E|—24352D756A2F
User Name quickpermitapi

Auth Approval Code 006687

AVS Code z

CVV2 Response M

Txn Ref Number 706161159

Ecl Not Authenticated

Entry Mode Keyed - Card Not Present

3. Once the window refreshes to the ISSUE REFUND window, edit the Amount to Refund to be the
amount you are actually refunding, if not a full refund. As per the note indicated on the screenshot,
many agencies retain a Refund Processing fee, or a portion of the fees for work that was already
completed, etc. Change nothing else on this form and select ISSUE REFUND to complete the
process.
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