
 

Click on the Cybersource Report 
Consolidator icon to open it.  (If you 
haven’t already downloaded the 
Report Consolidator to your desktop, 
see Kim’s handout for instructions on 
how to do this.) 

The following information ONLY deals 
with reconciling credit card revenue 
collection through Harris.  Credit card 
sales that are processed using a swipe 
machine do not appear in Cybersource 
reports. 



 

Enter your Merchant ID. 

Select “Date Range” as the Time Period.   

Enter a date range that is expansive enough to 
capture all of the revenue you need to 
reallocate. 

Enter your User ID (it’s same as your Mechant 
ID). 

Enter your password. 

Leave the Report Type drop-down alone. 

Choose a name and location for the resulting 
Cybersource consolidated report to be saved 
to. 

Click “Go.”  

 



 

When this pop-up appears, click 
“OK.” 

 



 

Go to the location that the report 
was saved to and select and copy 
the Excel worksheet.  Paste the 
worksheet into the reconciliation 
workbook that already contains the 
Cognos and Clientline detail.  
Change the name of the page so 
that you remember this is the 
Cybersource data.  



 

Click on the “Subtotal” icon in 
the Data toolbar.  When the 
Subtotal box appears: 

- Select “batch_id” in the 
first drop-down 

- Select “Sum” in the 
second drop-down 

- Check the “amount” box 
- Click “OK” 

 

Swipe terminal issue: 

If you take credit cards via 
swipe terminal, those 
transactions won’t appear in the 
Cybersource reports.  
Consequently, your beginning 
and ending Cybersource batch 
totals may not match the 
daily/batch that appear in 
Clientline and Cognos.  You’ll 
need to manually adjust for the 
sales made via swipe terminal 
to make sure you’re using the 
right data set for reconciling and 
reallocating. 

 

American Express (maybe Discover) 
reconciliation issue: 

The processing delay that  American 
Express adds means that revenue from 
American Express sales won’t post in 
Clientline (ergo Cognos) on the same 
day the other credit card revenue.  
Consequently, your beginning and 
ending Cybersource batch totals may 
not match the daily/batch that appear in 
Clientline and Cognos.  You’ll need to 
manually adjust for the time delay to 
make sure you’re using the right data set 
for reconciling and reallocating. 

.  

 



 

Check the spreadsheet you did 
during the last reconciliation period 
to identify the last few batch totals 
that appeared there.  You’ll need to 
delete these so that you can make 
sure that you don’t overlap with the 
last data set (and consequently, 
double count revenue that’s already 
been reallocated).   



 

Expand your data by clicking on the 
3 so that you can make sure that 
you pick up the correct lines.  



 

Once you’ve deleted the data that 
was included in last reconciliation 
period, click on the 2 to view the 
subtotal summary again.  

The total should match 
the totals you got in 
Cleintline and Cognos 
(unless you use a swipe 
terminal).   



 

Once you’ve identified the correct 
data set in Cybersource, you can 
copy it and past it into another page 
in your workbook to calculate the 
revenue totals for each 
event/activity.   



 

Select the columns you’ll use to 
identify and allocate out revenue.  
Delete the rest of the columns.   



 

Your page should now look like this.  

 Insert a number of blank columns 
between the merchant reference number 
and the amount. 



 

Select the first column and click on 
the “Text to Columns” icon in the 
Data toolbar. 

 



 

Choose the “Delimited” option and 
click “Next.”  

 



 

In the box next to the word “other” 
insert a dash.  Click “Next.” 

 

Note: Dashes have been 
inserted before the speedtype 
and the name of the event on 
these two lines. 

 



 

Select the first column and click 
“Do not import column (skip).” Click 
“Finish.”  



 

If you included dashes before the 
speedtype and the name of the 
event, those two pieces of 
information will appear in the 
next two columns. 

 

Your first column will now be 
just the event codes. 

 

The last 
column will 
be the 
amount. 

 



 

Insert a row and add 
labels to the top of 
each column 
containing data. 

 



 

Choose the “Sort” option from the 
Data toolbar.  Choose “event code” 
(or “event name” if you have it for 
all of the entries) in the “Sort by” 
drop-down. 

 



 

Click on the “Subtotal” icon in 
the Data toolbar.  When the 
Subtotal box appears: 

- Select “event code” (or 
“event name”) in the first 
drop-down 

- Select “Sum” in the 
second drop-down 

- Check the “amount” box 
- Click “OK” 

 



 

This will give you the total revenue 
associated with each event.  The 
grand total should again match 
those in your Cognos and Clientline 
tabs (assuming you have no swipe 
terminal sales).  



 

The Alumni Association keeps a list of the codes 
associated with the event forms thy set up in 
Harris.  When they add a new event code to the 
list, they also add a speedtype and staff contact 
associated with that event code.  Since I use this 
information to reconcile, I copy the list and add it 
as another page in the Excel workbook.  



 

If you’re using the event codes to subtotal, you’ll 
need to pull the event information in.  Once you 
plug that information in, you can use this page to 
reallocate the revenue and generate the 
appropriate journal line descriptions.  


