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6.CREDIT CARDS  WEB PAYMENTS - DOWNLOAD REPORT  
SUB TASK  
UPDATED MATT 031024  
 
LINK TO BANK MASTERFILE ALL STEPS   
LINK TO BANKING FOLDER MASTER FOLDER  
LINK TO BANKING MASTERFILE MASTER TEMPLATE 
 
============================================================================================= 
SET UP  
 
REQUIRES ACCESS TO:  
ANZ CYBERSOURCE WEBSITE-this is site we use to take over the web payments, ask Matt if you dont have access , -FOLDER TO SHOW LATEST REPORTS  
LINK TO SCREEN SET UP  
Link to video - shows when set up msut be in sydney time zone as user  
EDIT ACCESS TO LINK TO BANKING MASTERFILE MASTER TEMPLATE 

 
============================================================================================================ 

STEPS  
Log into cybersource system  
Will get security email to linked password first  
 
LOOM VIDEO GUIDE - skip part of saving to banking folder 
When you open cybersource website, the default home page is the dashboard 
 
1 .DOWNLOAD REPORT - should be for yesterday's date or last friday is dong on a monday  

​

 

 
Matt to check set up - showing us dollars ?  
—------------------------------------------------------------------------------------------------------------------------------------------------------ 
 

2 .from download DELETE COLUMN B TO F​

 

https://docs.google.com/spreadsheets/d/1YWf_J7pzaFGmi-LFmNXH8G6bmZKK5SDtQGVPr__-uYY/edit?gid=0#gid=0
https://drive.google.com/drive/folders/0B5WqzeKqowzMWm5aZVg2UTBxWEU
https://docs.google.com/spreadsheets/d/179gUEj0wUzflHUKJ99zhmp8v4LmFDxMw5SdMGcQxzRY/edit?gid=997411446#gid=997411446
https://anz.ubc.cybersource.com/ebc2/
https://docs.google.com/document/d/1MMlw2zrP9TmXKlmlU0oBepdoOvPeBkGPVEn53LTs6lw/edit
https://youtu.be/8McRm_CpFn0
https://docs.google.com/spreadsheets/d/179gUEj0wUzflHUKJ99zhmp8v4LmFDxMw5SdMGcQxzRY/edit?gid=997411446#gid=997411446
https://www.loom.com/share/2179b24d984145098b393e998a029836?sid=811ddd04-4190-4111-ad82-97b27b15c7ad
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—---------------------------------------------------------------------------------------------------------------------- 

3 .ADD BORDERS AND ALIGN ALL TO LEFT  

—--------------------------------------------------------------------------------------------------------------------- 

4 .FORMAT COLUMN C TO $ AND GET TOTALS, THEN HIGHLIGHT CELL GREEN - SHOULD LOOK LIKE THIS 

 
—----------------------------------------------------------------------------------------------------------------------------------------------------------- 
 

6 .now copy data to credit cards web worksheet for the appropriate day   
 

LINK TO BANKING MASTERFILE MASTER TEMPLATE 
 
 
COPY INTO THE APPROPRIATE DAY -  
NOTE THE DAY IS AS PER ITEMS ACTIONED ON CYBER SOURCE - NOTE THE DAY THAT YOU ARE DOING THIS SCANNING/DOWNLOADING  
 
REQUEST DATE = DATE 
MERCHANT REFERENCE NUMBER = WORK ORDER # 
AMOUNT = AMOUNT 
ACCOUNT SUFFIX = CARD NUMBER 
 
AFTER YOU HAVE UPDATED INTO MASTER TABLE  
 
JUST MAKE SURE THE  TOTALS MATCH FROM YOUR DOWNLOAD IN CASE ANY ROWS MIXED UP  
 
—------------------------------------------------------------------------------------------------------------------------------- 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://docs.google.com/spreadsheets/d/1YWf_J7pzaFGmi-LFmNXH8G6bmZKK5SDtQGVPr__-uYY/edit?gid=0#gid=0
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NOW WE WILL ADD CUSTOMER AND INVOICE NUMBER DETAILS FOR THESE ORDERS  
 

LINK TO VIDEO GUIDE  
As first step we will see if items that were work order as per web report  are now invoiced  
If now invoiced then add the invoice number  
If still on work order then add the DETAILS STILL ON WORK ORDER AND COLOUR THAT ROW YELLOW  
(For these will will move to unallocated payments - this is seperate step  
I.e  

 
Then move those orders below line  

 
—------------------------------------------------------------------------------------------------------------------------------------------------- 

THATS IT !!!!!!! 
 
 
 
 
 
 
 
 
 
 
 
 
 
=============================================================================================== 

FAQ - SEPERATE STEPS  
IF ISSUES WITH AMOUNTS WHEN WE EXTRACT REPORT  
 
Go to anz website and look at transactions list from sub folder - MATT TO SORT GUIDE  11/10/24  
 

 
 

https://youtu.be/pXqDAwQNWbg
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Guide to fix , what are we looking for ? matt asked leah 03/10  what do we do when we find ?  
====================================================================================== 
SEE GUIDE BELOW ON HOW TO SEARCH EBAY USER INVOICES IN PINNACLE:  
 
 

PAYMENTS PINNACLE FOR EBAY CUSTOMERS - show hidden entries (for ebay users )  
Updated matt 10/11/24  
 
Lin to video guide  
For  ebay sales to find them in payments  screen  
Must search as “ hidden customers “  
 
FOR EBAY USER INVOICES - have to show hidden entries box tickets  
 

 
 
Note untick this box for non ebay customers otherwise multiple customers will show and its confusing  
 
=============== 
Link to video transcript  
0:00 Okay, one of the things we do often is we have to, uhm, do payments for eBay customers. They might have come in and paid by credit card cash or something 
like that. 
0:09 Uhm, and they're slightly different, uhm, in Pinnacle because they're what they call, like, a hidden customer. So say, for example, I've got to do a payment for 
this customer. 
0:19 Uhm, he's paid by EFT-FPOS, and see the eBay user name's Mayo Osho or something. So I'll go into my payment screen. 
0:28 I'll enter his name. eBay username. I'll start entering his username, M-A-S-A-Y O-S, and I'll just search. And when I go there first, nothing shows. 
0:46 But as soon as I click on this, show hidden entries, then it shows him. So I can just click on that. 
0:52 Shows that he, uhm, owes $130, like there. So then I can process the payment like that. Uhm, and that's how that works. 
0:59 Thank you. you 
 
 
 

https://youtu.be/wPFxBroEePw
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