3.30 WEB RECONCILIATION

Business Process Procedures

3.30 WEB RECONCILIATION

Overview These procedures document the steps necessary to reconcile web transaction data, and
were developed based on NV CC'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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3.30 WEB RECONCILIATION

Part 2 — Gathering CyberSource Data

Detailed Directions

Step 2.1

Revised 08/2006

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.

3 Cybersource Business Center - Login - Microsoft Internet Explorer

N_

Dople [dt wew  Fgeortes  Toodks  Melp
O O DG P Frroen @3B @ - I B

 acdess (4] hetos:flebe. Jeb do v Bl | G smn i
FLrks @NVCC W vshoo! wrvahoo! el @eRce BoRy EPTeT BPcon @@osoon WeosTEST [Fesvos  bivocsoiouss Qhmyvocs renc BHveus

Business Center

Lagin

Welcome to the Business Center.

Tun leag irito this spstiem, entor your user mami and
pagsward.

For best results, we recommend thst you use User Name |
Interruel Exglarer visrsion S & or higher and that you r
281 your monitar's resalution to 1024 x 760 or Famurord
higher. In addition, for full functionality, you must
enable JivaScnpl and cookies

Submat

Forgot your password? Click here

Mote: i you use Intemet Explorer ver
aane hiwang prabilirns wsing thie Busn
please download the [nternet Cxplorer &0 Patch
from Macrosoft. If you continue to have problems,
please contact CyherSource Customer S
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Step 2.2

Step 2.3

Revised 08/2006

3.30 WEB RECONCILIATION

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

CyberSource Account ID: VCCNVZE0_acct

Home | Tools | Transaction Search | Reporis Account Management

Ukar: VECNUZI0_sdmin

Leo it Cybersource Busines

Welcome

& For pagmant m
s action suarc
d the Bubseription Pa

Saurca BUtnATE Cartar — paur carnplat
vond varsions of Cybersource suppent spplications, §
w applications, such s our Vidual Ter

Tranzaction Search Hare, you ean

Faports

First visit to the Business Center?

Actaunt Mansgemant

infarmation e ensure et you have

wuging the Business © wour contact in
the bust possible survice. To review your scount

Suppart

stion, dick Aceount Mansgerment = Mard e

To find out hov to create a complex password that is easy for you to remember but difficult for others to guess. see
tha online haln.

Thank you,
Cybursource Cuslemer Suppert

08,17.2008

[]a ingss Cartar Hal 00172006

Click BEEENEN on the dark gray bar towards the top of the page. The following page
displays.

CyberSource Account ID; VCCNVZBO_acct
Home | Tools | Transacilon Search | Reports MAccount Management
User VECNV280_admin
il i Report Search Lnsad haip wish this page,
Taals |

T viww or download repets, salect the repert and U time peiod. Te scess reports e which

A o arw o longer subicibad, sulect AR,

EAE Marchant 101 | VECHEED (%
> Rapart fsarh

Raporst DTO

Hepont Search Cril

#ficcount Management Ragast | Al e

support | Fraquency |Daily [

Daily Report Search
August > [17 = (2006

Subrmd E

Repots lor Aug 17, 206

Repurt Hame
Eaymant Batch Symmare Report

Downlaadable Repons far Aug 17, 2006

Mote: Crepending on your browser settings. f wou dick the link. the file will appear in yaur
brovser. or you vill be prompted to save the file, if you do not vant to see the report or the OTD
in your browser. right-dick the link, select $ave Target As. and follow the instructions on the
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3.30 WEB RECONCILIATION

Step 2.4 Click™ ReportSearch e following page displays.

C\«’bcl‘SOutCL‘ Account Il: VCCNVZE0 acct

Transaction Search Account Management

Ukar: VEONUZNE_admin

Lag it o Saaral
o Repart Search Lownsd hale ith this gaay,

To view or download reparts, select the report and the time period, To aoess reports to which

u are no | ibad. sel
el b e you are no longer subseribed. select All

i Marchant 10 | vCCTVBD ¥
2 Rapart Gasch
Ruport DTOs

- Repon Search Criveria

Asraurt Mansgermant F Al -

Fupport Dgily

Daily Report Search
= | August ~ (11 %) 2006 ¥

Subrmit

Repoits for Aug 17, 2006

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 BasrmentBatchbetsilRepart.csv  yoy will be given a choice to either open the file, or

sawe it for future reference.

Step 2.7 Click . An Excel spreadsheet appears.

A | B8 | ¢ | Db | E | F |G[H] 1 | J |
1 |Payment E 1/2005-03-23 to 2005-03-23
2 |batch_id 'merchant batch_daterequest_id merchant_trans_ref_r payr cugramount  transac
3 |B.7BE+S wvoeniB0 372372005 1.11E+21) 4.5E+11 042175957 Visa U 67 B8 ics_bill
4 | B.FBE+1S voerniZB0 372372005 1.12E+21 4.5E+11 042247538 Visa USC 115 ics_hill
5 |B.76EH15 vocori2B0) 342372005 1.12E+21 4.5E+11 042254582isa USC 13536 ics_bill
B |B.FBE+1S voeri280 3/23£2005 1.12E+21) 4.5E+11 042284555 Visa USE  196.08 ics_bill
7 |B7BEH1S voom2B0) 372372005 112E+21) 4.5E+11 04229657 1Mast USC 203.04 ics_bill
B | B.7BE+1S voeriB0 372372005 1.12E+21) 4.5E+11 0423056466 Visa USL  203.04 ics_bill
9 |B.7BEH1S veonZB0| 3/253/2005 1.12E+21 4.5E+11 042348434 Mast USC 6768 ics_hill
10 | B.76E+15 vooridB0 372372005 1.11E+21) 4.5E+11 0421587335 Visa WSL  203.04 ics_bill
11 | B.7BE+15 voern280 372372005 1.11E+21 4.5E+11 042187742 Visa USC 320 ics_hill
12 | B.76E+15 woenidB0 372372005 1.12E+21) 4.5E+11 042187751 Mast USC 10268 ics_bill
13 | B.7BE+15 veoni2B0| 372372005 1.12E+21 4.5E+11 042192370Yisa USL  338.4 ics_bill
14 | R 7EF418 weem?B0 | W23005 1 12F 4210 4 SF+11 0427799100 = IS0 ARN S2 lire hill

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
Step 2.10
Step 2.11

Step 2.12

Step 2.13

Step 2.14

Step 2.15

Step 2.16

Step 2.17

Step 2.18

Step 2.19

Revised 08/2006

3.30 WEB RECONCILIATION

On the Excel toolbar, click Data.
Click Sort.
Sort By Merchant Reference Number.

Click Descending.
Click o],
Highlight column “I”.

Click % on menu bar to format the column for currency.

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.

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.

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

Close Cybersource and do not save.
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3.30 WEB RECONCILIATION

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.

"3 MerchantConnect - Microsoft Internet Explorer.

e Lot Wew fgvormes ook  biip ar
Q- £ - (=] & 2 Jmach lermenes @0 -0 W - B
ackress 4] hetos: . o & ~ Eloe | G somn

Lrks EINVEC Wrvehool W Yshoo! Ml BPRC B ocRY B TCST MPocw gRoscon Weostest [EHesves  bivecsoecuss Jhtvvecs Seec B neus

- -~
maerchant login
seee
erchanteonnect .:::-
usermame
The Online Window to Your
Payment Processing Account.
———r— Y i ‘:\..

Welcame to MerchantConnect. This side contaims all the information you need o
manage your electronic payment activity
s fast, 105 easy. IUs secure. Connect today!
Ty account Ty ropors | Tauppore |

Wiew or update Wiew deposits and other Gt & question or need

informatson we have on detaibed information help? We've compiled &

file ragarding your reqarding your alactronic repoafany of canmman

account. Find copies of payment actiity, SUppOM inguines. View

your mast e Rusemch chageback migrrmation sbaul how o

statemants, as well as and retrieval information, operate your payment

inforrmiation regarding wew the last thiny deys solution, look up industry

haw to add any products of dopasit acthaty, and rules and requlations, or

wiew the past six months find ot how to process &
ol statemants ehargeback mquiest
-

£] Do S o intemet
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Step 3.2

Step 3.3

Revised 08/2006

3.30 WEB RECONCILIATION

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

‘3 MerchantConn Internet Explorer
Cle [t Yew Fgrorkes ook beip

Que- @ HRG Pset oros @ - @ [Jild 3

A — comt ™ > Eoo | @ somn
Lrks EINVEC W vehool W Yshool Ml B PRC B ccRY B TCST MPocw @losoon Weostest [ERsvos  divecsoeouss Jhivvocs Sy eec g neus
MerchantConnect = My Acesun My Reports Suppart Lagaun e

GIFT CARDS

MerchantConnect :

The Online Window to Your
Payment Processing Account.

Gt atarted
as linke

‘Welcome to MerchantCannect. This site contains all the infermation you need to
manage your electronic payment sctivity,

I's fast, It's easy, It's secure. Connect teday!

“iew or update Vigw deposits and other Got & question or need
information wit hawvi on detailed information help? Wa've compiled a
file regarding your regarding your electronic repositary of common
agcount. Find copies of paymint actily Suppo ingunes. Vi
your most racent Research chargeback infarrnation about how to
statements, az well ag and retrieval inforration, operate your payment
infosrmation regarding ~veirw thie st thirty diys swlution, ook up industry
how to add any products of depozit activity, and mulez and regulations, or
and Gevices o your e b prasit san ot fanel sl hierwe L process o
business. of statemants. chargeback ragquest.

Click . The following page displays.

MerchantConnect - My Account My Repoits Suppeit Logeul

| The Online Window to Your Payment Processing Account. d
ol

Home 3k My Reports ik

more efficiently
and securaly.

Verlflad by Visa (Vb

woslly effects of rd
Wh'Y protects you and
your cardhaldars by
preventing frawd from
accurming in the firs)
place,

Purchasing Card
Acceptance: You can
patentudly mduce
transaction cogts and ¥
munase corporate and

govemment business by » Miew vour stalements.

processing Lived 3 data Chargeback & Retrieval Reports
with your tranzactions.
s prevaes @ vanoly of
Level3 data processing
products (o maee your cof & draf
needs,

» 'igw your retrigvals
To learn more, visit * Wiaw your chargabacks.
s e3 COMMBILhAN. | Non-Bankcard Reports

You can

porting for our
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Step 3.4

Step 3.5

Revised 08/2006

3.30 WEB RECONCILIATION

Click iew your deposit repart. The following page displays.

ment lReport - Microsoft Internet Explorer
B Edt  View Fgvortes ook Help

Qux - @ - (3] [B] G| Psewer

fovinst ) e ®E-LJds

Aedrms: 8] b i com{Cy o Tridme ROEPING * e | G
ks @] NNCC Yy ¥ahoo! Yy Yahoo! Mol firrco Eceny WftesT Bfoen gglecoev WraoTest [@Eesves  fovocsoeoss ThMyvecs UeERc @ MG
MerchantConnect s Ty A count My Reports Support Logout o]
The Online Window to Your Payment Processing Account. ﬂ
Wiga offars several A
products o wn your My Reports Settlement Report = Prinl =
business more efficiantly
and securely.
i Dealow is a list of all your settled batches in the last sidy days
Verlfled by Visa (VbW To i i L efie .
o view a list of items in each batch click on the ate.
15 3 solution that protects "
e-merchants from the -
costly effects of fraud,
VBV protiects you and
your cardholders by
preventing fraud from Senlement Banch Control Met
occurming in tha first Date Terminal I Humnber Aavoumt ftems
place. DRATO0E  OODDS4NIBS100A40ZR0507 3130B1TIA35  $6433630T B4
OENG2006  0000S40305100840200502 1200161042  $409.70970 706
Purchasing Card P y P e P . o -
Accaptance: You can DENSRO0E  0000540385100940280502 31106151837 SMOI634 665
patantially raduca DEA4200F  ONDDS403ES100940ZA0407  3INDBI41A37  $134.838 51 720
tranzaction costs and DENQ006  0000540305100940200502 0900121024 $41,55500 507
Imloafxa":’m';:::?’y Q122006 00005403851 009407804027 308081 21956 sranaa’r 26 ara
processing Level-3 data DH1200F  0ODDS0I05100940200502 20700111035 $240.990.06 500
:ﬁ“" your iransaotions. o~ DBN0I3006  0000540385100940280502 30606101806  $370.181.07 606
=8 provides & variely ; OONDSE03ESTNOG40ZB0507  IOS0E091834 20,820, 71 11
Livid-3 data processing e— 81
products to mest your OHOAZ00F  0O0DS40IGS100940200502  J0400091041  $35006238 525
needs. DEOFREO0E  0000540385100940280502  J030B071910 EUIRE PRI
000NSAN3BE100A40ZBO507  INFOROA1ATE 2520768 382
To leam rrore, visit QRA005 25,
OHOSI006  0000S40365100040200502 0100051036 $200169.60 437 -
& 5 B internet

The reports are organized by date. Note: MerchantConnect dates will normally reflect
the deposit balance one day later than Cybersource’s date. (l.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.

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

Fde Edt View Fgvoites Took  Help
Qus- © [x) @ G P
Aedrms: 8] b i : S saagit I3
ks @] NNCC Yy ¥ahoo! Yy Yahoo! Mol firrco Eceny WftesT Bfoen gglecoev WraoTest [@Eesves  fovocsoeoss ThMyvecs UeERc @ MG

BE-Ues

AR PTOO=CRBATOOBASICAPAR L 021 3249166400681 £ 6o

£omiy AoPEIF_gwmt

MerchantConnect s Ty A count My Reports Support Logout o]
The Online Window to Your Payment Processing Account. ﬂ
Wiga offars several A
products to run your My Reports Settlement Batch Summary Repart Brint =
business more efficiantly
and securely.
4 Delow are the results of all the batches in the particular deposit
Verlfled by Visa (VbW
1% @ solulion that protects: o=
e-merchants from the
costly effects of fraud,
VBV protiects you and
your cardholders by
preventing kreud ;"""‘ Serlemen Batch Control
oecuming in the firet Date Termina I Wmnber  CardType  Amount
wce. OB Fr2008 0000540388 1009407804507 3308171838 M BE,T04 45
Purchasing Card DOATI2006  000DS40IES100940200502 31300171635 Vi $3,45042
:‘;::‘m;l::l can UBNZRI00E  UDDUS4UIESTU0SAUIE0S0Z 31308171835 vi $3,458.42
Iraneacicn coln and DRATIZO0E  ONNNS4NIESIN0940Z80507  3130B1T1835 W $371139
ncrage corposate and OBTI2006  0000S40365100940200502 31308171035 v $3,211.39
gavemment bllﬁ"";‘:ﬂw UBN 2006 O0DDS40385100940280502 31308171835 il $2,564.36
processing Level ]
SR et o DRATIZO0E  ONDNS4N3ESIN0940Z80507  3130B171835 M £2.504 36
Viza provides & variety of OBATI2006  0000S40I65100940200502 31300171035 W $2,96436
Leveel-3 dala processing UBNZRI00E  UDDUS4UIESTU0SAUIE0S0Z 31308171835 vi $2.964.36
m‘:‘;‘" EEEE DRATIONG  ODNS40ISS100940780507 31308171835 w £2.964 38
' OBA7/2006  0000S40I05100940200502 31300171035 v
To leam more, visit BN Fr2006 00005403851 00940780407 31308171835 v
-

5 B internet

Page 8 of 12



Notes

Step 3.6

3.30 WEB RECONCILIATION

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.

Print the report.

Part 4 — Reconciling the Data and Preparing Deposit Certificates

Detailed Directions for MasterCard and Visa Transactions

Step 4.1

Step 4.2

Step 4.3

Step 4.4

Step 4.5

Step 4.6

Step 4.7

Revised 08/2006

Verify that the amount reported in Cybersource agrees with the amount reported in
MerchantConnect.

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).

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.”

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.

There may be several items on the Cybersource list that are not in the PeopleS oft 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.

Discrepancies should be noted and documented for further investigation. Forward those
items to the Student Financials Functional Lead — currently Kathy Vessey.

Make sure to sign out of PeopleSoft when you're done.
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3.30 WEB RECONCILIATION

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.

5 Microsort Excel - Web Reconciliation MC Visa.xls-RF957bd2. IMP [Head-Only]

D) Bl ER Wew et Fgmal Took  Dela  Wiwow Help  Adols POF - & X
RN REWE TTE RENE A A Y- ARl N e V00| ) oY |

B sy ) @ g | s | By g | ety st changes.., el i

: el SR R E T L S X N=ERCEN- Y |

i (S Soaglt. 1 | Window =B

- & 00152006
7] [ < 1 7] | E | [ | H | 1 I | 3 || ] [T T

|1 | WEE Payments - SPR 04  TOTALS

; DATE | AMI N DATE AMT M DATE  2MI M vepysin | visamac  patcn]  Anvex | sateh | TotalDays |

4 PE CLIENT LYBERSCURCE MERCH T [] Ay o

5 11477803 | GO08501 § &Mz

B wirees 3 1B F4A 52 WY 3 IEF4ASD (11437603 | S00B507 § 188445

T | wireos § 0 29933505 Wie00r 3 28819585 wheood 3 28819585 (11192003 [ 600-M503 § 2EE 19595
| B | weeoor $ 23909110 Wie00r 3 TSA4AE w3 MZS44.48 (11202803 225
|8 | Wl ¥ LLaRI-PE- ] A0 316 SN W20 3160 HaE s (112 + 191,92045
(10 tumuaed LG () WO F 15607005 IR F 1550005 1112 15637085
(11| mewmor ¥ 119,505 42 TIIEOOT F 1205047 WA F 12053403 $ 17063403
(12 e § 41,0 IR0 § FRO0N7Z Ura e R T $  m00ngz
[13] newown 8 5015455 messwer § 0 B2F17.84 | e § E2E17.84 LI X2 ERY
(14 | newsnm § 157 B5E5 42 nwesonn § 1SS1A306 e § 15516306 4 15516386

18| nemsmm 8 123385415 monean § 1259848 weinn | § 1SR 46 4 12569448

16| nowsmm § 42,551 94 wereon 3 3BANET | nowmm  § 0 3BANET $

17 | wrnaeed § 27 54T ER mwomcn: § JATRTAR | wranaa ¥ JATRT R ¥
(18| wauzes § 23,996 82 wewa00r 3 M25114  weweoz 3 M251.14 ¥
(18] wawaes 3 2843309 Wav00r 3 25E0B54  wwe: 3 2580654 ¥
(20| e F A7 1054 W0 3 AEALLLE BRI ¥ OAGALLE +
3| hew: § 001700 RITNOT F 4124455 Y F 4124459 +
[22] womeoy 3 2,557 WO F G195 M) F B TS ¥
[ 23| oy ¥ AL I RM200T F 4S50 SR T A500.0 ¥
[24] wanorr $ FTE3A2 wrows § 407E070  weeows  § 4073070 +

%] waron § 45,334 55 wenn § 4576236 mwmmn § 457E236 ¥ \Th2.

% | meron § 2386318 wreon § 2335454 menan § 2335454 ¥ .

7| ey § 78,380 35 Lo 3 241308 Y 3 MAE08 GOOE523 § 2 LTAM?

8| waneor ¥ 6235434 w0 3 OB SS286 umioe 3 61 SS2E6 £00-M524 % o LTAHE
(28] waeoor § $753503 w00 3 5692585 uwnwxor 3 5692585 1 3[600-M525 ¢ §6.925.45F LTAMM
(30| uade ¥ arasss RAV0T 3 61 2rEE (gl I T003[ 60026 SLITEE LIAMS
|| nnwmoer ¥ 41,5003 45 MIEOOT F G0 00 NI % ENA00 (12937001 600527 4 TRGHASE  LIAS
(32| ey ¥ 9,504 70 DAWIO0T F A4 59 A A4 99 (12947001 GO0SSSE § BRANYS  LTAM b
W4 My TOTALS  EREARDOWN f RESLTS / |« 3
ipwan: o dutostepm N N OOl A G @ E D d-A-=m=aa)

Ready Sum=3{116217 NS

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

e Date of MasterCard and Visa PeopleSoft transactions

e Dollar amount in PeopleSoft for specified date

e Date in Cybersource

e Dollar amount in Cybersource

e Date in MerchantConnect

e Dollar amount in MerchantConnect

e Date deposit is prepared

e Deposit ticket

e Amount of deposit

e 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.
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Step 4.10

Step 4.11

Step 4.12

3.30 WEB RECONCILIATION

Navigate to the BREAKDOWN worksheet in the same spreadsheet.

3 microsoft Excel - Web Reconciliation MC Visa,xis-RE 95 7bd2. TMP [Head-Only]
D) B G Yew st Fgmet Tock Dela Widow Bl AdemPIF

W i TN IR WL e < W WP W s = -%z-glilgm. ..g..
e o s B w0 S| 3 by g | 9 Reply wth Changes... £ e
i ansl -0 - B £ U EE R S w s @M el -JiE R - - A
i (S Saaalt |51 | Window S |
imm a
11006 = fx =SUK(F 1006-1008)
a | [] | 3 | [ | E F | 5 H | 1 | ] K L [] =

1 | WEE Payments - SPR 04 BREAKDOWN
z
I AMT Pt T BT
4 3 CLENT CYLLITSOURCE motmcvock | normese | cvooe
5
| Ak 3 3 3 3
ERRICITTTEE T ¥ ;] 24604 % 992046 F  [750742) F (7.507.4%)
(B | 1wa03 F G AR F s nE % LEIRAE 1115154 F [JAS0N) F (345000
5| 11192003 3 werEr masesTAT 4 1096680 F O03TAZ 3 243340 § 2A2A0
0] rwrane0s) § oEmar teiswers 3 BAITED § 344303 § 530449 5 Suen
1| tNra00s | s § wmmwma % 344303 % S57234 § (112031 § (1323)
12| tNER003 | § : 3 wemwonr 3 457234 § 216752 § 23T4AD 3 PATAET
13| IUINI00R | % 3 witLwTEr 3 DAGTE) § 4RINEN 3 (JAI08R) § (24T 88)
14| 1VIHI03 3 IS HETOT | 3 MaTeansTar 3§ 453048 3 208614 3 53238 3 2532
15| 1VIEI03 3 WETHE WTI0 | METTEMTHEY  § 208614 | 3 444247 3 (234433) 3 (2344.33)
16| ruaeso0s| ¥ LRI HET ¥ GETEMERT 3 401247 3 3 aMazar 3 ageaar
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Enter following information on the BREAKDOWN worksheet, from left to right:

e 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 PeopleS oft.

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.

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

Revised 08/2006

Open the AmEx Web Deposit Spreadsheet on the secure credit card server.

Separate WEB Deposit Payments for AMEX-SUM 05  TOTALS

L] AMT IH CYBERSOURCE AMT IN RERCHAN" AMT IN DATE OF DEPOSIT FRS BATCH |GOES Wi WEE

DATE  PS CLIENT DATE CYBERSOURCE DATE MERCHANT | DEPOSIT TICKET # AMOUNT ] BATCH &
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Step 4.14

Step 4.15

Step 4.16

Step 4.17

Revised 08/2006

3.30 WEB RECONCILIATION

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.

Navigate to the BREAKDOWN worksheet in the same spreadsheet.

AMEX SPREADSHEET BREAKDOWN

DATE AMT M AMTIMN | AT INPS AMT M CYBER DIFFER PSS DIFFER CYBER

P CYWBER | NOTIN CYBER NOT IN PS CYEER Pz

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).

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.
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