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Overview: 

This job aide provides departmental and reconciliation contacts the process to confirm that credit card receipts 
have correctly posted to the General Ledger.  The Treasurer’s Office is responsible for reconciling the cash 
recorded in the general ledger to the cash in the University’s Credit Card receipt accounts however the campus 
or individual merchant is responsible for ensuring that cash is recorded appropriately.  Campus users will need 
to request these security roles from their respective Data Custodian/Security Administrator: 
 
FS_QRYCM_PROD 
FS_QRYCM_RPTG 
 
 
Cash Receipt Posting: 
 
The University has created an automated process to post cash receipts resulting from credit card activity.  We 
receive a daily file from our acquiring bank.  This is the Merchant File, also known as the EMAF (enhanced 
merchant activity file).  This file provides all transactions on the day they are initiated.  Activity on this file 
should tie directly to the daily settlement reports created when you batch out your terminal or run your 
Cybersource or Commerce Manager reports.  
 
A crosswalk has been created to translate merchant id’s to chartfield information.  The crosswalk is maintained 
by the Treasurer’s Office with input from the campus merchants.  The transactions are one–for–one, meaning 
that each merchant id can only translate to one chartfield string (CFS).   
 
 An interface to journal-generate from the EMAF files runs on a daily basis and does include transactions from 
all card types including AMEX.  There is one file for every day including weekends.  Journals are generated for 
each file at the BU level (detail within the JE is at the MID summary level).   
 
The Treasurer’s Office is responsible for reconciling the cash recorded in the general ledger to the cash in the 
University’s Credit Card receipt accounts.  The campus or individual merchant is responsible for ensuring that 
cash is recorded appropriately. 
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General Ledger Journals: 
 

1. All journals created in this process will begin with CM and all queries for this activity will begin with 
CM_ACCTG. 

 
2. The navigation to confirm the daily total amount is: 

 

 
 

3. Select Find an Existing Value and input the appropriate merchant information: 
 

 
 

4. This search will bring up the CM journals created for that day for UMAMH. 
 

5. Select the Journal ID to review the lines.  There is one line for each crosswalk value. 
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6. When the journal opens, select the LINES tab at the top and search the lines until you find your dept id or 
fund. 

 

 
 

7. Scroll to the right for the dollar amount. (Revenue will be recorded as negative.) 
 

 
 
8. Searching through Journals can be time consuming and won’t give you the batch detail.  You may want to 

use Queries for your research. 
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Queries: 
 

1. Navigate to Queries and search for queries beginning with CM_ACCTG: 
 

 
 

2. If you do not have Query Manager access then select Query View. 
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3. This will bring up all of the availble credit card queries: 
 

 
 

4. The highlighted queries will be the most useful in a day to day basis.  Click the Excel button to run the 
query.  You will be promoted for pertinent information based on the criteria within the query. 

 
For Example – running the DEPTID query to get the same day as the journal (May 27) looks like this: 
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5. The results are for the entire period you select, you can choose a month but not a day.  So the output can 
be sorted by (1) account and then by (2) file date. 
 

 
 

6. The highlighted entries total the $265.00 from the journal. 
 

7. Run the query by Fund Code: 
 

 
 

8. You will need to sort the results by Fund and Processing Date to get your data.  This query returns the 
cash clearing line as well as the department chartfields.  You only need to look at your own fund code.  
You get the same results as the DEPTID query. 
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9. Run the query by STORE (you have to zero fill the store number): 
 

 
 

 
 

10. You get the same results as the DEPTID query.   
 

11. These results should be confirmed to your Cybersource, Commerce Manager, or POS Terminal reports – 
and they should tie.  It is recommended that you confirm your report totals to one of these queries every 
day.  If there are discrepancies please notify Jen Kroleski immediately.     

 
 
 
 
 
 
 


