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To logon to CyberSource: 
https://ebc.cybersource.com/ebc/login/Login.do;jsessionid=521CE0EFEC8D6C9266D0B81E799070E7.elpw002-ebc

If this is not your Merchant 
ID, click change and 
enter in your Merchant ID.

Enter your user name

Enter your password

Click Login

The first time that you login you will be prompted to update your password.
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You will be connected to the CyberSource Business Center
From here you can view reports or transactions

To do a transaction 
search click here

To view reports 
search click here

Daily check for 
Processing alerts
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Printing off the Transaction Search Results or downloading it into Excel
and printing it from there best replicates the reports and downloads you
were getting from the UITS Gateway.  

The transaction search result should be run daily and a copy maintained
by your department and a copy of the printout or the downloaded spreadsheet
forwarded to the person responsible for creating your daily payment card 
journal entries.

Daily Processing
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Daily Transaction Processing

For your daily processing
select Search for an application.
Leave ALL as the Application.

For the Search Range select 
Custom.
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Daily Transaction Processing

Select the date and time interval you 
want to download transactions for.

This example will show all transactions 
processed on May 15, 2008.

Click Search
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Daily Transaction Processing
Transaction search results for the selected dates will appear.

To print results, change print output to landscape before printing.

To download results
click Export Results

JASON BROWN
jbrown@yahoo.com

JOHN SMITH
johnsmith@yahoo.com
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If you clicked on Export Results from the Transaction Search Results Page
this is how the report will be downloaded

You will need to make the following changes to the amount columns.
Change the format of the amount column to Number with 2 decimal places.
Whenever you see the word REJECT in the Applications column remove the amount.
Whenever you see Credit Card Credit make the amount negative.
Total the columns to get the amount of the JE.  Save as an Excel spreadsheet.
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Transaction Search

To search for 
transactions click here
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Transaction Search – General Search
This page enables you to search through a large number of transactions so that 
you can review the details.  Data is stored for 6 months from the date of the 
original transaction.  The following steps explain how to do a search.

To select an option, click on one of the 
radio buttons: When you select an
option, the appropriate field(s) become
active; the others remain gray.  



11

Transaction Search – General Search
If you choose a field and value, the date range will be automatically set to the last
six months.  If you choose a type of reply the date range will be automatically set
to today.

Field and value combinations:
Account Number
Account Suffix (last four digits)
Electronic License Number
Email Address
Last Name
Last Name, First Name
Merchant Reference Number
Request ID
Transaction Reference Number
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Transaction Search – General Search
Date Range

To search for a date range – click 
on Search for an application.  
Leave it set to ALL.

From the search range select the date 
options that you want
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Transaction Search – General Search
Date Range – Custom range

Select the date and time interval for a 
search, from transactions processed 
during the last hour to those from the 
previous 1-6 months or a custom range 
that you define.

The search results include transactions 
requested between midnight on the 
start date and 11:59 P.M. on the end 
date.  If you select a custom range, a 
special date and time menu appears 
with a calendar for easier selection.

You can click the calendar icon to 
select dates.

Select from 50 – 100 transactions to display and, if 
available, the sort order (most recent or oldest results 
displayed first.)

Click Search
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Transaction Search Results
You can print the report as shown by hitting the printer icon on your toolbar (Change 
your page setup to print landscape) or you can export your search results in CSV format 
to Excel, click Export Results button.

CyberSource Merchant ID
Name of the merchant who performed
the transaction.

Date and Time
Date and time of the transaction.

Request ID
Identifier generated by CyberSource
that is a link to the transaction details
for this request.

Merchant Reference Number
Identifier that your system assigned the 
order.

Name and Email Address
Name and Email Address of the 
customer.

Amount
Amount of the transaction with the 
currency.

Account Suffix
Account Suffix refers to the customer’s 
payment account number with all but the 
last four digits hidden.

Application
Categories that fit your search criteria: green indicates Success, 
red indicates Failure, and black indicates Did not run.  
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Transaction Search Results

For some of the searches, you can click the column headings to arrange the rows 
in ascending or descending order.  To read about the details for a transaction, click
the Request ID and see the online help (Evaluating Search Details).

Any transactions in black 
or red did not process 
successfully.

Credits will continue to be 
processed by the 
Treasurer’s Office.  This is 
how a processed credit 
will appear.

These transactions were  
successful.
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Transaction Search Details 
If you clicked on the Request ID it brings you to the Transaction Search Details page.
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Transaction Exception Search

To search for exceptions click 
here.  Use this option to 
search for transactions that 
were flagged by CyberSource 
or by the processor because 
of errors that were sent in the 
data of your follow-on 
requests. You can search a 
date range of up to 180 days. 
The errors that appear in your 
search results on a specific 
day will appear the following 
day in your Transaction 
Exception Detail Report. 
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CyberSource Reports
To view or download reports from the CyberSource Business 
Center select Reports

To view reports 
search click here



19

You have 4 different reports available to you by day.  Reports are available 
after midnight for the previous day. Select the day you want to report on and 
click submit.
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Payment batch summary report shows you a chart listing Total Sales
and Total Credits.  It will give you transaction and amount counts by type 
of card.

Payment Batch Summary Report
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Payment batch detail report contains summary information about credit 
card transactions.

Payment Batch Detail Report

Payment 
Batch Detail 
Report 1

2008-05-16 to 
2008-05-16

batch_id merchant_id batch_date request_id
merchant_ref 
_number trans_ref_no

payment_me 
thod

currenc 
y amount transaction_type

5.01E+14 uma082302000_a 5/16/2008 2.10879E+21 1.21088E+12 230213128WU00FG5DV4L3 MasterCard USD 0.01 ics_bill

5.01E+14 uma082302000_a 5/16/2008 2.10879E+21 1.21088E+12 230214815WW9DZG5E055V MasterCard USD 0.01 ics_bill

Payment Events Report
This report contains information about payment events that occur after the 
transaction is initially sent to the payment processor.

Transaction Exception Detail Report
This report gives detailed information about transactions that were flagged by
CyberSource or by the processor because of errors that were sent in the request 
of your follow-on transactions, such as captures and credits.  When errors occur, 
you are notified in the Message Center.  These notifications remain for seven 
days.
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E-Commerce Credits

To request a credit for an E-Commerce transaction you will need to complete a 
University eCommerce Credit Request.  The form can be located on the 
Treasurer’s Web Site under Merchant Services.
http://www.massachusetts.edu/treasurer/ecommerce.html
In order to request a credit you will need the Request ID, Date and Name on 
the transaction.  Fax the completed form to Treasurer's Office at 774-455-7592.
Credits can only be issued within 60 days of the original transaction.

Merchant ID

Request ID

Name

http://www.massachusetts.edu/treasurer/ecommerce.html
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