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Commerce Manager—Departmental Information for Retrieving Reports 

A feature of Commerce Manager allows departments the ability to login and pull reports daily. After 8am each 
day, you can pull your orders. Navigate to: http://www.jmu.edu/ubo/creditcard/CM.shtml.  
Under the Commerce Manager QUIKLinks (JMU Staff Use Only) heading, click Reporter Login 

 
 
Enter login name and password, which will be provided to you by the University Business Office. It is 
recommended to change your password once you have logged in for the first time. This login name and 
password can be shared with others in your office who may also need to pull reports. When an employee in 
the office departs JMU or the office, it is your department’s responsibility to change the password at that 
time. Please contact the University Business Office if your password needs resetting at anytime. 

 
 
 
 
 
 

http://www.jmu.edu/ubo/creditcard/CM.shtml
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Choose Payment Report 

 
Choose Result Business Day. Specify PRIOR BUSINESS DATE date. Click Get Report. This report will be finalized 
after 8am. 
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The Report Summary will show any transactions based on card type. Click the magnifying glass  for more 
detail. To pull all orders for one Result Business Day and save to an excel spreadsheet, click Overall. 

 
Choose Get All (detailed-MS Excel 97-2003) 

 
Click Save.                       Save to your desktop. 
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Open a blank Excel spreadsheet. Choose to open a new document.  
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Open the file you just saved. Choose All Files and your document will appear. Open. 

 
 
Click Next twice and then click Finish.  
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All orders for the time period specified will be in Excel. If your department is collecting certain pieces of 
information, you will see that appear to the right (scroll right) in User Choice fields. 

 
 
To save as Excel to your computer or network, you will need to choose Start>Save As and choose “Save as 
Type” as Excel 97-2003 Template (*.xlt). This will allow the report to be reopened in the Excel format. You can 
then delete the previous text file from your desktop. 
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PLEASE NOTE! When you click Overall on the Reports Summary page and you are taken to Report 

Results, any transaction with a red indicates the credit card transaction was rejected and the customer 

was notified of the rejection. Therefore, this transaction SHOULD NOT be considered a successful 
transaction!  
 

 
 
 
 
 
 
 
 
 
The transaction will also appear on the Excel spreadsheet. Note successful transactions will read “Approved 
and completed” under Transaction Result Message. Rejected transactions will list some type of an error 
message. 
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Transaction Searches 
 
To research transactions in Commerce Manger, navigate to: http://www.jmu.edu/ubo/pay. Under Commerce 
Manager, click CSR Login 

 
 
 
Enter login name and password 

 
Choose Find Transaction 

 

http://www.jmu.edu/ubo/pay
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Enter criteria to search for a transaction (Amount, Email Address, Transaction Date, or Result Date, or 
Account/Card Holder’s Name might be most beneficial). 

 
 
Refunds 
 
If your department determines a refund needs to be processed to a customer, please email Shannon Huffman 
(huffmasc@jmu.edu) the confirmation number, cardholder’s name, and amount to be refunded. Please note, 
the convenience fee is non-refundable. Once the refund has been processed by the University Business Office, 
your department will receive an email reply that the refund has been processed. Please note, next time you 
run your Report Summary report, you will notice this transaction listed as a credit. 

 

mailto:huffmasc@jmu.edu

