
 
 
 
     Worldpay – IQ – Researching Settled Batches and Transactions 
 
 
Worldpay IQ is used by Covetrus to manage and troubleshoot transactions when there are questions or requests for information and 
research. Our vendor relationship with Worldpay allows Covetrus access our customer’s Worldpay merchant account and transaction 
information. 
 
These instructions are a best attempt at providing additional guidance to customers about how to access and view or export settlement 
information. The images presented in this document may differ slightly from the images that the customer will see. 
 



 

Step Step 

Description 

Notes Image 

Settled Batches Research 

1. Settlement 

Batches - 

Lookup 

You should 

see options 

like the ones 

in the image. 

You will use 

Summary to 

see the settled 

batches and 

drill into each 

batch, or you 

will use 

Transaction 

Research to 

see and 

export 

transactions 

by date and 

other criteria. 

 

    



 

2. Settled 

Bathes – 

Lookup 

Criteria 

Make sure 

you clicked 

Summary 

underneath 

Reconciliation. 

Your view 

may differ, as 

we have 

vendor access 

to our 

Worldpay 

customer’s 

accounts. 

Enter a Date 

Range, then 

click Search. 

 

    



 

3. Settled 

Batches 

View the 

summary 

information 

about each 

batch or click 

on the Batch 

ID to drill into 

that batch. 

There is no 

ability to add 

the Customer 

Field 1 to the 

drill-down of 

the 

transactions, 

unfortunately. 

Use 

Transaction 

Research to 

view the 

transactions 

with the 

Customer 

Field 1 column 

(see further 

below). 

 

    



 

4. Set rows to 

display 

(maximum 

1000) 

If exporting, 

set the 

maximum 

number of 

rows or make 

sure to set 

display rows 

to a number 

greater than 

the number of 

rows 

displayed to 

the left of the 

dropdown. 

 

    

5. Export the 

data 

Once you click 

the Export 

button on the 

right, your 

browser 

should 

present you 

with a prompt 

to download 

an Excel 

spreadsheet. 

 

Settled Transaction Research 



 

6. Settled 

Transaction 

Research – 

Lookup 

Criteria 

Make sure 

you clicked 

Transaction 

Research 

underneath 

Reconciliation. 

Your view 

may differ, as 

we have 

vendor access 

to our 

Worldpay 

customer’s 

accounts. 

Choose a 

Date Type 

and enter a 

Date Range, 

then click 

Search. 

 

    



 

7. View the 

settled 

transactions 

Scroll down 

until you see 

the grey 

Settlement 

Details 

header. The 

Authorizations 

are separated 

from the 

Settlements, 

so be sure to 

scroll down.  

 

    

8. Add the 

Customer 

Field 1 

column 

Click Edit 

Columns on 

the right and 

scroll down in 

the pop-up 

until you see 

the Customer 

Field 1 

checkbox. 

Make sure to 

check it. The 

column will be 

added 

towards the 

end of the 

 



 

columns. 

Then, click the 

Edit Columns 

link again to 

collapse the 

checkbox 

selections. 

    

9. Set rows to 

display 

(maximum 

1000) 

Export will 

only export 

what is being 

displayed. 

Unfortunately, 

that is a 

maximum of 

1000 rows. If 

exporting, set 

the maximum 

number of 

rows or make 

sure to set 

display rows 

to a number 

greater than 

the number of 

rows 

displayed to 

the left of the 

dropdown. 

You may need 

to narrow the 

scope of your 

dates/criteria. 

 

    



 

 10. Export the 

data 

Once you click 

the Export 

button on the 

right, your 

browser 

should 

present you 

with a prompt 

to download 

an Excel 

spreadsheet. 

 


