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Business Process Procedures 

3.30 WEB RECONCILIATION  
 

Overview These procedures document the steps necessary to reconcile web transaction data, and 
were developed based on NVCC’s current business process. 

  
Key Points Reconciling web transactions is a multi-part process: 
 

1. Gathering PeopleSoft data  
2. Gathering Cybersource data 
3. Gathering MerchantConnect (NOVA Information Services) data 
4. Reconciling the Data and Preparing the Deposit Certificates 

 
 
Part 1 – Gathering PeopleSoft Data 
 
 
Detailed Directions 
 
Step 1.1 Referring to the 3.05 ePayment Transaction Log document for specific instructions, 

navigate to the E-payment transaction log and search for the reconciliation date or date 
range.   

 
Step 1.2 Print the transaction summary on the Selection Criteria page. 
  
Step 1.3 Navigate to the Totals tab.  Print this page.  
 
Step 1.4 Navigate to the Transactions Detail tab.  Print this page.   
 
Step 1.5 Minimize the PeopleSoft window and continue with Part 2 below.  
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Part 2 – Gathering CyberSource Data 
 
 
Detailed Directions 
 
Step 2.1 Navigate to CyberSource’s Enterprise Business Center using this link: 

https://ebc.cybersource.com/ebc/login.jsp   
   
  It is strongly suggested that you add this link to your browser favorites.   
 
  The following page displays. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://ebc.cybersource.com/ebc/login.jsp


3.30 WEB RECONCILIATION  
 

Revised 08/2006  Page 3 of 12 
                                                      

Step 2.2 Sign in to EBC using the User Name and Password established for your college/campus.  
The following page displays. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 2.3 Click  on the dark gray bar towards the top of the page.  The following page 

displays. 
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Step 2.4 Click .  The following page displays.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 2.5 Accept the Daily Report Search date that appears, or change it to the desired date.   
 
Note  Cybersource date is one day later than the date in PeopleSoft – Jan 1, 2004, transactions 

in PS  will be on Cybersource’s Jan 2, 2004 report.) 
 
Step 2.6 Click .  You will be given a choice to either open the file, or 

save it for future reference.   
 
Step 2.7 Click .   An Excel spreadsheet appears.  
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
Step 2.8  Sort the information using the “Merchant Reference # column E to match the order of the 

data retrieved from the PeopleSoft Transaction detail tab in Step 1.4 above.  (Refer to 
14.35 Microsoft Excel Tips for more information on sorting.) 
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Step 2.9 On the Excel toolbar, click Data.  
 
Step 2.10 Click Sort.  
 
Step 2.11 Sort By Merchant Reference Number.  
 
Step 2.12 Click Descending.  
 
Step 2.13 Click . 
 
Step 2.14 Highlight column “I”.  
 
Step 2.15 Click  on menu bar to format the column for currency. 
 
Step 2.16 At the bottom of the $ column, enter the following formula:  
 @sum(i2..i(the number of lines you have):e.g., @sum(i2..i13). 

You may want to widen the column to accommodate the size of the numbers. 
  

Step 2.17 Write at the very bottom of the Merchant Reference Column, the number of transactions 
for that day.  Note:  always – 2, since it starts on line 3. 

 
Step 2.18 Print this report (reduce unused or unnecessary columns to fit report on one page.)   

 
Step 2.19 Close Cybersource and do not save.  
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Part 3 – Gathering Merchant Connect Data 
 
Detailed Directions 
 
Step 3.1 Navigate to NOVA Information Service’s Merchant Connect using this link: 
 https://www.merchantconnect.com/index.asp.  
 
 It is strongly suggested that you add this link to your browser favorites.   

 
 The following page displays. 
 

https://www.merchantconnect.com/index.asp
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Step 3.2 Sign in to Merchant Connect using the User Name and Password established for your 
college/campus.  The following page displays. 

 
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 3.3  Click .  The following page displays. 
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Step 3.4  Click  The following page displays. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The reports are organized by date.  Note:  MerchantConnect dates will normally reflect 
the deposit balance one day later than Cybersource’s date.  (I.e., if Cybersource shows a 
date of Jan. 2, 2004, that deposit will match MerchantConnect’s deposit of Jan. 3, 2004.)  
Occasionally, the date in MerchantConnect will be the same business day as 
Cybersource.   

 
Step 3.5 Click on the settlement date to open the desired date’s transactions.  The following page 

displays. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3.30 WEB RECONCILIATION  
 

Revised 08/2006  Page 9 of 12 
                                                      

Notes The information is sorted by Card Type (AX=American Express, MC=MasterCard, 
VI=Visa), and then within card type, by amount from largest to smallest. 

 
 The information displayed also shows the Terminal ID and the Batch Control Number and 

amount for each batch.  The Terminal ID and Batch Control Numbers will be the same for 
each transaction.  There is no way to identify a specific transaction unless the dollar 
amount happens to be unique. 

 
Step 3.6 Print the report. 
 
 
Part 4 – Reconciling the Data and Preparing Deposit Certificates 
 
Detailed Directions for MasterCard and Visa Transactions 
 
Step 4.1   Verify that the amount reported in Cybersource agrees with the amount reported in 

MerchantConnect. 
 
Step 4.2 Using the Cybersource report (sorted by Merchant Reference #’s) compare the individual 

transactions to the transactions listed in PeopleSoft (e-payment transaction log, 
transaction detail tab). 

 
Step 4.3 There may be several items in the PeopleSoft data that do not appear on the 

Cybersource report.  Mark these items as “On PS list; not in Cyber.” 
 
Step 4.4 Verify that the remaining items are present on both lists.  Ignore those items in the 

PeopleSoft data that show an “error,” “declined,” or “pending” message.  Also items that 
show no message (blank) in the “Trans Status” column can be ignored.  Cybersource 
records only those transactions that successfully post and transmit. 

 
Step 4.5 There may be several items on the Cybersource list that are not in the PeopleSoft data.  

Mark those items as “On Cyber; not in PS.”   
 
 A pattern will emerge which shows that the missing items will show up on the next 

business day’s work.  
 
Step 4.6 Discrepancies should be noted and documented for further investigation.  Forward those 

items to the Student Financials Functional Lead – currently Kathy Vessey. 
 
Step 4.7 Make sure to sign out of PeopleSoft when you’re done.   
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Step 4.8 To record the reconciliation information and prepare the deposit certificate, open the Web 
Reconciliation Sp 04 spreadsheet and navigate to the TOTALS worksheet.    

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 4.9 Enter following information on the TOTALS worksheet, from left to right:  
  

• Date of MasterCard and Visa PeopleSoft transactions  
• Dollar amount in PeopleSoft for specified date 
• Date in Cybersource 
• Dollar amount in Cybersource 
• Date in MerchantConnect 
• Dollar amount in MerchantConnect 
• Date deposit is prepared 
• Deposit ticket 
• Amount of deposit  
• Batch number (this number will run in sequence with all other credit card deposits.  

The batch numbers will run from 400 – 499, and then start over.  The batch number 
is on the front of the brown deposit folder on the left side of the Fiscal Tech’s desk.  
Cross off the number being used so it won’t be duplicated.   

 
 
 



3.30 WEB RECONCILIATION  
 

Revised 08/2006  Page 11 of 12 
                                                      

Step 4.10 Navigate to the BREAKDOWN worksheet in the same spreadsheet.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 4.11 Enter following information on the BREAKDOWN worksheet, from left to right: 
 

• Date of PeopleSoft transactions (the amount of transactions in PeopleSoft and 
Cybersource will automatically transfer over).  

• In column F, enter amount that was in PeopleSoft, but not in Cybersource 
• In column G, enter amount that was in Cybersource, but not in PeopleSoft.  
 
You will see a pattern emerge with the dollar amounts, reflecting what was not captured 
in PeopleSoft one day will be captured the next business day, and what was not captured 
in Cybersource one day will be captured the next business day.   
 
For example:  Cell G9 shows a difference of $8,837.62 recorded in CyberSource on 
11/19/03 but not in PeopleSoft.  Cell F10 for 11/20/03 shows the difference recorded in 
PeopleSoft but not in CyberSource is the same -- $8,837.62.  These differences are 
probably transactions that happened near the cutoff time, or have other reasonable 
explanations as to why they were not posted until the next day.  

 
Step 4.12 After all information is entered, print a copy of the line of deposit information entered.   Do 

not print the entire spreadsheet, as the only information needed is the information for the 
current deposit(s).  After printing, give to Fiscal Tech Sr. for entry in FRS.   

 
Detailed Directions for Anerican Express Transactions 
 
Step 4.13 Open the AmEx Web Deposit Spreadsheet on the secure credit card server.  
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Step 4.14 Enter following information on the TOTALS worksheet, from left to right:  
  

• Date of American Express PeopleSoft transactions  
• Dollar amount AmEx transactions in PeopleSoft for specified date this amount is 

(from the NVCC AmEx only spreadsheet printed from PS) 
• Date of AmEx transactions in Cybersource 
• Dollar amount of AmEx transactions in Cybersource 
• Date of AmEx transactions in MerchantConnect 
• Dollar amount of AmEx transactions in MerchantConnect  
• Date deposit is prepared 
• Deposit ticket 
• Amount of deposit  
• Batch number (this number will run in sequence with all other credit card deposits.  

The batch numbers will run from 400 – 499, and then start over.  The batch number 
is on the front of the brown deposit folder on the left side of the Fiscal Tech’s desk.  
Cross off the number being used so it won’t be duplicated.   

  
Step 4.15 Navigate to the BREAKDOWN worksheet in the same spreadsheet.  
  
  
 
  
 
Step 4.16 Enter following information on the BREAKDOWN worksheet, from left to right: 
 

• Date of AmEx transactions in PeopleSoft (the amount of transactions in PeopleSoft 
and Cybersource will automatically transfer over).  

• In column D, enter amount of AmEx transactions that was in PeopleSoft, but not in 
Cybersource 

• In column E, enter amount of AmEx transactions that was in Cybersource, but not in 
PeopleSoft.  

• In column F “Difference in PS/Cyber” and column G “Difference in Cyber/PS, the 
dollar amounts will be the same.   

• After all information is entered, highlight the row of deposit information through 
Column J  for the specific day from the totals sheet.  Do not print the deposit 
information on sheet 2, (breakdown sheet).    

 
Step 4.17 After all information is entered, print a copy of the line of deposit information entered.   Do 

not print the entire spreadsheet, as the only information needed is the information for the 
current deposit(s).  After printing, give to Fiscal Tech Sr. for entry in FRS.   

 
  
  
  
 
 
 
 
 


	Business Process Procedures
	3.30 WEB RECONCILIATION


