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Welcome

CARDINAL

This training provides employees with the skills and information necessary to use Cardinal. It is not intended to replace
existing Commonwealth and/or agency policies.

In this course, we will show you Voucher Processing in Cardinal.

These training materials include diagrams, charts, screenshots, etc., that clarify various Cardinal tasks and processes. The
screenshots are taken from Cardinal and show pages that not all users can access. They are included here so you can see
how your specific responsibilities relate to the overall transaction or process being discussed. See your Agency Security
Handbook for a list of available roles and descriptions.



Introduction

CARDINAL

In the Cardinal Overview course, you learned that the
Accounts Payable functional area of Cardinal is composed
of two modules:

Accounts Payable

The Accounts Payable (AP) module processes payments
to vendors for goods and/or services received.

Expenses

Payments to employees for non-salary related items (i.e.
travel & business expense reimbursements) are made
through the Expenses module.
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Course Objectives

CARDINAL

After completing this course, you will be able to:
* Describe key voucher processing concepts
» Describe the overall voucher process
» Create a voucher
* Describe the steps in regular voucher processing
» Create payment offsets for liens or garnishments
» Create and process petty cash reimbursement vouchers
« Describe how payment information can be updated on a voucher
* Review and correct voucher processing errors
« Enter adjustment vouchers
» Describe the purpose of template vouchers
* Delete vouchers
* Unpost vouchers
» Describe the process of voucher mass maintenance
» Describe key reports, queries, and online inquiries



Agenda

—

CARDINAL

Today, we will cover the following topics:
« Lesson 1: Understanding Voucher Processing
» Lesson 2: Creating Vouchers
* Lesson 3: Managing and Processing Vouchers
» Lesson 4: Voucher Reports, Queries, and Online Inquiries

» Lesson 5: Voucher Processing Hands-On Practice



Lesson 1: Understanding Voucher Processing

In this lesson, you will learn about the following topics:

+ Key Concepts

*  Voucher Process



—

CARDINAL

Key Concepts

Some key concepts in voucher processing include:

» In Cardinal, no vouchers are created for travel and expense transactions. The Cardinal Expenses module manages
the processes for employee travel authorizations, cash advances for travel, and expense reporting.

+ Payment Offset Processing — Liens and Garnishments: Payment offsets for items such as tax liens or
garnishments are processed manually by the agency within Accounts Payable.

When a vendor is subject to this type of a payment offset, a LIEN location is created in the vendor record that
includes a payment hold and the code RR to indicate that special review by the Voucher Processor -
Maintenance is needed. This causes the vendor to appear on the Vendor with Payment Hold and Related
Unpaid Vouchers report. This in turn alerts the Voucher Processor Maintenance to manually update the
voucher payment data so that the appropriate tax lien or garnishment amount is deducted from the vendor
payment and paid to the appropriate third party. An offline agency-specific system tracks lien and garnishment
balances.

Once the offset has been applied, the Voucher Processor Maintenance role must change the vendor Location
on the voucher to typically to the Main location (verify to be sure the Main Location is the correct one). This
removes the payment from hold.



—

CARDINAL

Key Concepts (continued)

« Payment Offset Processing — Comptroller’s Debt Setoff (CDS): A vendor may also be subject to payment offsets
due to a Comptroller’s Debt Setoff (CDS) maintained by the Department of Taxation. This process is automated, and
follows these steps:

When vouchers are selected for payment by the regular batch process, a process is also run that creates a file
with voucher information that is sent to the Department of Taxation.

The Department of Taxation checks the file for any vendors subject to CDS. When it finds vendors subject to
CDS, it populates the CDS offset amount and sends the file back to Cardinal.

When Cardinal receives the returned file, it updates each voucher by splitting the payment between the vendor
and a dummy CDS vendor, “paying” the dummy CDS vendor the amount of the offset (as indicated in the data
sent from Taxation). The payment to the dummy CDS vendor is coded as a MANUAL payment.

Cardinal processes the updated voucher as it does other vouchers. The vendor is paid any amount that
remains after the offset is deducted. Since the offset payment is MANUAL, no actual payment is created by
Cardinal. However, the payment is posted to the Cardinal database. DOA - General Accounting records the
fund captured on the Department of Taxations books.

The Department of Taxation is responsible for maintaining offsets and paying the appropriate agencies.

Some types of payments, such as petty cash payments, are exempt from CDS and are excluded from this
process.

Since CDS is an automated process, there are no steps Voucher Processors need to take. However, the CDS
interface makes offsets visible in Cardinal voucher records, so Voucher Processors can respond to vendor
inquiries.



Key Concepts (continued)

—

CARDINAL

+ Centralized Vendor Database: In Cardinal, all users share the same vendor database. Some Cardinal vendors may
have multiple remit to addresses. Therefore it is important to select the appropriate remit to address for your
voucher. For procurement vendors, eVA is the source of vendor information. Procurement vendor information must
be updated in eVA. Limited non-eVA information, such as vendor banking information, can be updated in Cardinal.

 Documents related to a voucher, such as the vendor’s invoice, can be scanned and attached to the voucher record
for viewing online. This should be done as a regular part of voucher entry.

» The Petty cash voucher and Treasury (non-petty cash) voucher creation processes are the same in Cardinal;
however, payment processing is handled differently.

* Vouchers are entered manually as needed to provide reimbursements to petty cash. Periodically, a report is run to
identify the vouchers to reimburse, and a voucher is created to replenish the petty cash account(s) accordingly. The
reimbursed petty cash voucher records are then updated to note the replenishment and the voucher ID that was used
for the replenishment.



Voucher Processing Overview

CARDINAL

Voucher processing involves the creation of vouchers either online in the Accounts Payable module or from imported data,
and the subsequent error checking, budget checking, approval, and posting. Successfully processed vouchers are eligible
for payment. Payments are generated by the Accounts Payable Payment process.

Voucher processing may also include non-routine processes such as adjustments, payment offsets, petty cash vouchers,
petty cash reimbursements, voucher unposting and voucher deletion.
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Enter Voucher Process

—

CARDINAL
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CARDINAL

Enter Voucher Process (continued)
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Lesson 1: Checkpoint

CARDINAL

Now is your opportunity to check your understanding of the course material.

Answer the review questions below:

1) In Cardinal, all users share the same vendor database. (TRUE or FALSE)

2) Vouchers are created for travel and expense transactions in Cardinal. (TRUE or FALSE)

13



Lesson 1: Summary

CARDINAL

In this lesson, you learned how to:

» Describe key voucher processing concepts

» Describe the overall voucher process

« Explain how voucher processing integrates with other Cardinal modules and interfaces with external systems

14



! 2 Lesson 2: Creating Vouchers

In this lesson, we will learn about the following topic:

» Creating a voucher

15



Voucher Add/Update Search Page

—

CARDINAL
You can navigate to this page using the foIIowing path: Favorites | Main Menu > Accounts Payable > Vnughers » Adl:l,"Llpdate » Regular Entry
Voucher
Main Menu > Accounts Payable > Vouchers >
Add/Update > Regular Entry Find an Existing Value
On the Add a New Value tab of the page that appears, Business Unit 15100 1@
enter the desired information, and then click the Add Voucher ID: NEXT
button. For vouchers, you may enter information about the Voucher Style: Regular Voucher v
vendor, the invoice amount, and the estimated number of Short Vendor Name: XEROXCORP @,
lines on this page. Vendor ID: 0000003662 (@,
Vendor Location: MAIN &,
‘ot : Address Sequence Number: 2|3,
» A vendor must exist in the Cardinal vendor database _
before you can enter a voucher for them. nvoice Humber:
Invoice Date: [5]
Gross Invoice Amount: 0.00
» Treasury vouchers are created using the agency’s Freight Amount: 0.00
Treasury business unit while petty cash vouchers are Misc Charge Amount: 0.00
created using the agency’s petty cash business unit. Estimated No. of Invoice Lines:| 1
Add
Find an Existing Value | Add a New Value
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CARDINAL

Invoice Information Page

The Invoice Information page for vouchers requires you
to enter information directly into the following fields:

» Vendor information fields i.e., Vendor ID,
ShortName, Location and Address if you did not
enter them on the Add/Update Search page.

« Goods and Services Receipt Date field.

» Customer Account Number, if there is one. This
information displays in the remit information on the

payment of the voucher.

* Invoice Lines fields, including item numbers,
quantity, UOM, unit price, etc.

» Distribution Lines fields, including Chartfield

information.

Dusiness Unit
ouchar 0
suchar Styla:

Cust
1 ROW Acquisition i

Calculate

Copy From:

Reguls Lntry

Goada

Final Vouchar

Do Mot Send 1o CARS

L uom:
Quantity:

Brind Invoice
Copy PO
=
As:
a Ao 5] UpdsteDispiay
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CARDINAL

Invoice Information Page

Favorites | Main Menu >
L : -

Invoice Information " Payments

Accou nt.E Payable

Voushers > Addeipdate >

| Woucher Attributes

Regular Entry

Business Unit: 15100

Voucher ID: MEXT

Voucher Style:

Regular Voucher

Invoice Ho:
Invoice Date:
Accounting Date:

[
| E31]
]

[o7oz2012

PO Number:

Copy From:

Invoice Receipt Date:

Action:

Final \."om:helJ

Run

Do Hot Send to CARS

1

Goods & Services Receipt Date: ]

Prompt Payment

99999 @,

Met 30

Mon Merchandise Summary

Session Defaults

Attachments (0%
Comments(0})

Calc Basis Date

—

Vendor ID:  [0000002662 2 ¥EROX Corp
ShortName: |XERDX CORFP @, 200 Westgate Parkway
. MAIN @, Ste 104
Location: |
|2 = WaA10000108
Address: Richmond, WA 23233
Advanced Vendor Search
Control Growp: | @,  *Pay Terms: = |30
Invoice Lines: 0.00 Basis Date Type:
*Curremcy: | USD|@, Responsible Org:
Miscellaneous: | =4l customer Account #:
Freight: [ 5 ROV Acquisition ID: [
Total: 0.00
Difference: 000 Copy From Source Document
PO Unit:
Calculate | " l

@,
| B,

Print Invoice

Copy PO

Multi-SpeedCharts
| Calculate |

~ Distribution Lines

Lime: 1 Item: | =N Uon:

*Distribute by: Amount hd Unit Price: | Quantity:
Ship To: |CDVA '% Line Amoumnt: | 0.00
SpeedChart: | @, Description: |

One Asset

4 | [

@ =8 TR Exchange Rate || Statistics || Assets
Cn OPT_I Line Merchandise Amt Quantity *GL Unit Account Fund Program Department Cost Center
= 1 o.00| | [1s100 @, || @, | @y, @, | =%

@,

»

|[F] save | [= Notify | &% Refresh |

Invoice Information | Payments | Voucher Attributes

|Es Add | [F] Update/Display |
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Address and Location Entry

—

CARDINAL

When you enter a voucher, check the Address value to make sure it is the one you want to use and change it if it is not.

The Location defaults and should not be changed. If a LIEN location appears on the voucher, do not change the Address.
This voucher is automatically put on hold if it has a lien location. The Special Voucher Processor or the Voucher Processor
Maintenance role can review the Vouchers on Hold report, and then update Cardinal to process the correct amounts.

Fa\fo'r'rtesﬁMainyenu > AccountEPayabIe i \-’nushers i Add,lepdate » Reqular Entry
=] Related Information 2] New Window @Help Q,/Cust-:nmize Page |__-]htlp

i ) Payments Voucher Attributes
- -

Business Unit: 15100 Invoice No: |11‘1255 Action:
Voucher ID: MEXT Invoice Date: 07/02/2012 EJ v
Voucher Style: Accounting Date: 07/02/2012 El Run
ty Regular Voucher a [ Final Voucher
[C] Do Mot Send to CARS
VendorID:  |0000003662 @ xerox corp Invoice Receipt Date: 0710272012 |[5 Session Defaulis
. |[XEROX CORP @ y A o

Shortame: » 200 Westgate Parkway Goods & Services Receipt Date:|06/27/2012 |[51 Attachments ()

. WAIN @, Ste104
Location: : C ents(0)
ocation ,2—Q VA10000108 Comments (0
*Address: :

Richmond, VA 23233
QT N1 O] ] ST )
Control Group: @, *Pay Terms: = 20 @, Met 30 Calc Basis Date

Invoice Lines: 0.00 Basis Date Type: Prompt Payment

*Currency: USD@,  Responsible Org: 99939 @,
l— Jon I dise S [ - -
Miscellaneous: &= Customer Account #: 1231234 Mon Merchandise Summary Print Invoice

Freight: ::| ROWW Acquisition ID: |

Total: 500.00

Difference: 0.00

it: a
Calculate PO Unit: !
PO Number: @, Copy PO

Copy From: Mone - Go
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Invoice Information Tab

CARDINAL

Favarites Main Menu > Accounts Payable > ‘ouchers > Add/Update : Regulr Entry

Invaoice Information Bayments Vaucher Attributes

ERelatedlnmrmatiun 2 New Window I@'Help E{‘CustnmizeF'age Ehttp

Business Unit: 15100 Invoice No: |11-1256 Action:
Voucher ID: NEXT Invoice Date: |D?fﬂ.2;'2[]12 5 M
Voucher Style: Accounting Date: |':]_""'[:'9—"'2':I12 El Run
ty Regular Voucher g 7] Final Voucher
["] Do Not Send to CARS
Vendor ID: |DDDDUDBEEE @ XEROX Corp Invoice Receipt Date: 07/03/2012 [5) Session Defaults
. |X\EROX CORP
ShortName: IMMN é ;?D;‘";iﬁgateparmy Goods & Services Receipt Date:[06/27/2012 |[5] Aftachments (0
g
Location:
|2 @ VA10000108 Comments(0)

Address: Richmond, VA 23233

Advanced Vendaor Search

Control Group: | @, *Pay Terms: g |3[J @, Met 30 Calc Basis Date
Invoice Lines: 0.00 Basis Date Type: Prompt Payment
*Currency: | USD@,  Responsible Org: 99999 @,

Mon Merchandise Summa ' : :

Miscellaneous: | E  customer Account #: 1231234 . no Print Invoice
Freight: | % ROW Acquisition ID: |

Total: 500.00

Difference: 0.00 Copy From Source Document

| Calculate | PO Unit | 4
PO Number: | @, Copy PO
Copy From: Mone * Go
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¥ |SpeedChart Keys

SpeedChart keys are predefined templates that simplify the entry of values on distribution lines.

Specifying a SpeedChart key in the SpeedChart field creates automatic accounting entries in some Distribution
Lines fields as defined in the SpeedChart key and reduces the number of fields you must enter manually. If you do
not specify a SpeedChart, then you must complete all of the required fields manually.

In Cardinal, the SpeedChart keys identify either Cost Centers or a Department. If you select a SpeedChart key for a
Department, for example, then the automatic accounting entries are consistent with that Department.

Invoice Lines Find | View All First BN 4 o1 I | ast

Lime: 1

Item: | 2 yom: @,
*Distribute by: Amount - Unit Price: | Quantity:
P [coye 2 Line Amount: [ 500.00
SpeedChart: |9'HDU @, Description: |
[l One Asset

Multi-SpeedCharts
[ e I BT 2a ]

Customize | Find | view 20 | B ) 28 et BN g o1 0 st
Exchange Rate Statistics Assets

I;:::.F::l Line Merchandise Amt Quantity *GL Unit Account Fund Program Department Cost Center

EH|E=E = 1 50000/ |  1.0000 [15100 |@, |[s012120 @, [o1000@, (799001 @, (91100 @, | @,

| T ]

F

5] save | |[=] wotifty | | Refresh | [k Add | | 7] UpdateiDisplay |

Summary | Related Documents | Invoice Information | Fayments | Voucher Attributes | Error Summary
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Saving a Voucher

CARDINAL

After you complete all entries for the voucher, you can save the voucher. When you save the voucher, Cardinal:

» Performs some edit checking. In some cases, errors may prevent the voucher from saving (such as a missing
required field). In other cases, the voucher saves, but the errors are reported; for example, if the amount in the

header and the sum of the lines is out of balance.
» Assigns the voucher a Voucher ID.

Saved and error-free vouchers then undergo these processes:
» Budget checking by a batch process performed periodically during the business day and at night
» Submission for approval by batch process periodically during the business day and at night

» Approval by the designated approver(s)

22



Saving a Voucher (continued)

—

CARDINAL

Because batch processes occur periodically during the business day, you should check for errors throughout the day.
The vouchers are then eligible for payment processing by their specified due dates.

Note: Users who create vouchers can run Budget Check Only manually from the Invoice Information page. The Budget
Check Only process validates the current budget against ChartField values entered on the voucher distribution. The
process does not affect commitment control, including updating expenditures (the batch budget check process does this).

23



Payments Page

—

CARDINAL

The Payments page displays information about how the
voucher will be paid. For most routine vouchers, data
defaults into the page from the vendor record and/or the
Invoice Information page and does not need to be
changed.

The Payment Information section, which includes the
Payment Options and Schedule Payments sections,
includes all information needed to generate one payment
against the voucher.

» A payment offset (for a lien or garnishment, for
example) can be created on a voucher by clicking
the Add Row button at the top of the Payment
Information section to create additional row(s) for
the offset payments. See the "Perform Payment
Offset" topic in Lesson 3 of this course.

» If a check needs to be returned to the agency for
special handling, change the Handling field to AT

(attachment) and verify the Method field is Check.

If not, change it.

Favortes  Main Menu

Summary Related Do

Accounts Payable Vouchers

cuments | Invoice Information

Add/Update Regular Entry

Voucher Altributes

Error Summary

Business Unit: Invoice No: 11- Action:
Voucher ID: Invoice Date: =
Voucher Style: Run
Total Amount:
Vendor Name: *Pay Terms: 30 e Schedule Paymenls
4 »

Payment: 1
Rk iz 0000003662 Gross Amount: 20000 sp
Location: MAIN Discount (56
*Address:

Scheduled Due: 10/20/2012

Net Due:

Discount Due;

PA 19182-759)
‘Bank: Pay Group: »
count *Handling: IRe;\.\:,r .I
*Method: FT *Netting: Not Applicable - ouf
LC ID: % Hold Reason: Hold Payment
Separate Payment

Message: Remiltance

Message will appear on remittance advice.

“Action:

il Save . Return to Search

Schedule Payment

¥ Payment Date:

Reference:

4 Nextinust =] Nobty

“’ Refresh

&+ Add

24




V.-
CARDINAL

Payments Page (continued)

Favorites = Main Menu > Accountg Payable > Vougaers > Addll.lpdate > Regular Entry
( summary || Related Documents || Invoice Information Voucher Aftributes || Error Summary

Business Unit: 15100 Invoice No: [11-1256 Action:
Voucher ID: 00000047 Invoice Date: 0710212012 B =
Voucher Style: Regular Voucher s
Total Amount: 200.00
G Schedule P
Vendor Name: XEROX Corp *Pay Terms: £l @ Netao ol

Payment Information Find | view A1 First KU 4 of 4 I Last
=

Payment: 1
*Remit to: (0000003562 A5  Gross Amount: 20000 ysp Payment Inquiry
Location: IMAIN Q@ Discount: 000 ysp Express Payment
*Address: 13 Q@ Payment Comments(0
Holiday/C [}

XEROX Corp Scheduled Due: 1012012012 B oliday/Curren
PO BOX 827598 e

Net Due: |10/20/2012
VA10000108 =
EVAAD11192 Discount Due:

PHILADELPHIA, PA 19182-7598 Accounting Date:

Payment Options

“Bank: [1100 Pay Group: - Vendor Bank
*Account: TRO1 *Handling: | Reguiar ',I T
“Method: EFT Q, JerT *Netting: Not Applicable - Layout

Lo | |&  Hold Reason: - "] Hold Payment

[7] separate Payment

Message: [Remittance
Message will appear on remittance advice.

*Action: Schedule Payment ~ Payment Date: |

Pay: ~ | Reference:

(5] save | (G ReturntoSearch |1 Freviousin st 7] Nextinlist| =] Notify | |3 Refresh Exeadd| |FlapdateDisplsy)

Summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary
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Payments Page (continued)

CARDINAL

+ Click the Payment Comments hyperlink to enter comments associated with the payment. These comments are for
internal use and do not appear on the payment advice.

+ If the Hold Payment checkbox is checked, there is a hold on this payment. This checkbox can be modified by users
with corresponding security roles.

« Enter a short and concise payment message in the Message text field. This field populates the remittance advice
on the payments. Do not leave this field blank. If the Message field is left blank, it populates with Remittance when
saved and this is not helpful to the vendor.

Favorites Main Menu > Accounts Payable : WVouchers > Add/Update > Regular Entry

Payment Information Find | View All First &I 4 of 1 L& | ast
[+ [=]
Payment: 1
“Remit to: 0000003662 = Gross Amount: 500.001 ysp Payment Inquiry
Location: [y @, Discount: 000 ygp @ peSSs R ol
*Address: |3 @, Payment Comments{0}
N ) nﬂlaa ':EUFTEI"I {
XEROX Corp Scheduled Due: 8/02/2012
PO BOX 827598 A,
Net Due: JollelsUs
VA10000108
EvaAD11192 Discount Due:

PHILADELPHIA, PA 19182-7598 Accounting Date:

*Bank: 1100 Pay Group: Vendor Bank
*Account: TRO1 *Handling: Regular - Meseanes

*Method: EFT EFT *Netting: Mot Applicable |_avout

LiC ID: 5 Hold Reason: L___tiold Payment |

Separate Payment
I Message: Remittance I

Message will appear on remittance advice. 26




Payments Page (continued)

CARDINAL

« Cardinal Accounts Payable normally combines all of T o e e
a vendor's vouchers that are due on the same date
for the same business unit into a single payment. - 2 ossamont o
There is no limit to the number of vouchers that can - = Lo v
be combined into a single payment. Selecting the aroicon Schedued b
Separate Payment checkbox prevents a voucher rtonwies R
from being combined with others. Cardinal PRDELPHI PR ete ress Accountng Vet
generates a separate payment for the single voucher
which is then transmitted to Treasury to complete ot - e .
the payment. This checkbox can be modified by . T e
users with corresponding security roles. essage Remitance

Message will appear on remittance advice.
» The Scheduled Due field displays the date that the o e

payment will be processed. When you initially save
the voucher, Cardinal calculates this date
automatically based on the Pay Terms, Basis Date
Type, as well as the invoice and receipt dates on the
Invoice Information page. You can also calculate
the date by clicking the Schedule Payments button.

% Refresh

[5] save | |[=] Motify

EE

Payment Inquiry
Express Payment
Eayment Comments(0)
Holiday/Currency

Vendor Bank

Messages

Lavout
Hold Payment
Separate Payment

[y Add | 7] Update/isplay
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Payment Information

Message will appear on remittance advice.

FEind | View Al First &8 4 of 4 &4 | ast
(=]
Payment: 1
“Remit fo: |D':'E”:'E”:'3'3'32 |ﬂ Gross Amount: | EI:”3-'3':'| UsD Payment Inquiry
Location: (MAIN @, Discount: | 0.00) ysp Express Payment
*Address: |3 @, Payment Comments (0}
Holiday/Currency
KEROX Corp Scheduled Due:
PO BOX 827593
Net Due:
VA10000108
EVAADT1192 Discount Due:
PHILADELPHIA, PA 19182-7598 Accounting Date: |
Payment Options
*Bank: [1100 | Pay Group: | ~|  VendorBank
*Account: |TRIZI1 | *Handling: Regular M Messages
*Method: EFT EFT *Netting: ‘ Mot Applicable - | Layout
LiC 1D | |E| Hold Reason: ‘ ,| || Hold Payment
[ | separate Payment
Message: |Remiﬁance

Schedule Payment

*Action: | Schedule Payment

- | Payment Date: ‘

Pay: |

- | Reference: ‘

[5] save | [ Notity | ¥ Refresh

[ Add 5] Update/isplay

28




Payment Date

—

CARDINAL

A payment date can be entered directly in the Scheduled Due field by users with the corresponding security roles. You can
also update a payment date by changing the value of a field used to calculate it, such as Pay Terms. The date is
recalculated when you save or when you click the Schedule Payments button.

FH‘."E‘I'[itES Mainyenu » Accounts Payable : Vouchers : AddfUpdate > Regular Entry

ERelatedlnfﬂrmatinn @New‘.ﬂfindnw @Help E,’)CustnmizeF‘age éﬂhﬂp
Summary | Related Documents Invaoice Information m Voucher Attributes Error Summary

Business Unit: 15100 Invoice No: |11-12364 Action:
Voucher ID: 00000048 Invoice Date: 0710212012 E M
Voucher Style; Regular Voucher o
Total Amount: 500.00

i Schedule Payments
Vendor Name: YEROX Corp *Pay Terms: 30 @ Inetao : !

29



Petty Cash Vouchers

Petty cash vouchers are regular vouchers created using the agency’s petty cash business unit. Petty cash payments do not

follow the same payment creation process as Treasury voucher payments. Instead, a manual payment is recorded in the
Schedule Payment section. See the Petty Cash Reimbursements job aid.

Payment Options

*Bank: |11EIEI | Pay Group: | v| Vendaor Bank
*Account: |TF!EI1 | *Handling: Regular - Messages

“Method: EFT EFT *Netting: | Not Applicable ~|  Lavout

- [ Hold Payment
LiC ID: | |E Hold Reason: | v|
[] separate Payment

Message: |Remittan|:e

Message will appear on remittance advice.

Schedule Payment
*Action: | Schedule Payment ~| Payment Date: | |

Pay: | v| Reference: | |

[5) save | =] Mofify |} Refresh [k Add | | 7] Update/Display
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» |0Other Voucher Pages

After you save the voucher, the following additional tabs appear:

*  Summary

 Related Documents

* Error Summary

Favorites Main Menu > hccuuntf_ Payable VDuEhers > hddj'l:lrpdate »  Regular Entry
[=] gelatedinformation. & New Windo
Summary Related Documents Invaice Information Payments Woucher Attributes Error Summary
Business Unit; 15100 Invoice No: ”11‘1235‘1
Voucher ID: 00000048 Invoice Date: 071022012 El
Voucher Style: Regular Voucher

31



Summary Page

—

CARDINAL

ThlS page prOVIdeS a brlef Summary of the Voucher and |tS .Favovrrtes I\ﬁa\n'Menu > AccountEPavabIe. 3 Vousl?ers 3 Addf’Llpdate.> Regular.Entrv
Status. |t |nC|udeS bas|c |nf0rmat|on about the Voucher that Related Documents Invoice Information Payments Voucher Aftributes Error Summary
you just entered, such as the vendor and the amount. Busiess Ut =100 peoice bate: oriezotz
Voucher ID: 00000073 Invoice No: 1568921
Voucher Style: Regular Invoice Total: 85.76 usD
Contract ID:
The Summary page displays several different status fields: Vendor Name: Xerox Gorporation Pay Terms: Net30
« Entry Status provides the current status of entry, B foucerseures e
either Postable or Recycle. Entry Status: Fostable Origin: onL
. Match Status: Mo Match Created: 07/30/2012
® MatCh status IS nOt Used. Approval Status: Pending Created By: Creator, Cassie
- Approval Status indicates whether the voucher is st . B e e
approved or not ERS Type: Mot Applicable
. . Budget Status: Mot Chik'd Close Status: Open
+ Post Status indicates whether the voucher was Budget Misc Status: valia
posted . *View Related Payment Inquiry ¥ Go
+ Budget Status indicates the budget checking status EE S G i G
Of the VOUCher. Summary | Related Documents | Invoice Information | Payments | Voucher Affributes | Error Summary

The fields in the lower right of the page display information
about who created and last modified the voucher.
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CARDINAL

Summary Page (continued)

Favorites Main Menu > Accounts Payable > Wouchers > AddfUpdate > Regular Entry

*View Related

[5) save | =] otity

Fayment Inguiry

Refresh

Summary | Eelated Documents | Invoice Information | Payments | Voucher Aftributes | Error Summary

Summary Related Documents Invoice Information Payments Voucher Attributes Error Summary
Business Unit: 15100 Invoice Date: 0712612012
Voucher 1D: 00000073 Invoice Mo 1568921
Voucher Style: Regular Invoice Total: 85.76 LsD
Contract ID:
Vendor Name: Xerox Corporation Pay Terms: Met 30
1654 Solutions Center Vioucher Source: Online
Chicago, IL 60677
Entry Status: Fostable Origin: oML
Match Status: Mo Match Created: 0713002012
Approval Status: Pending Sraview Approvat Created By: Creator, Cassie
Post Status: Unposted Maodified: 07r30z!m2
Modified By: Creator, Cassie
ERS Type: Mot Applicable
Budget 5tatus: Mot Chik'd Close Status: Open
Budget Misc Status: Walid

[h Add | 3] UpdateiDisplay
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Related Documents Page

The Related Documents page summarizes other records related to the voucher, including the payment.

Fa\rr:rvr'rtes Main‘rg'lenu > AccountgPayable b Vuushers > hddfuvpdate > Regular Entry

El Related Information & New Window @ Help Ef Customize Page = hitp
Summary Related Documents Invoice Information Payments Woucher Attributes

Error Summary
Business Unit: 15100 Invoice No: [11-12364 Action:
Voucher ID: 00000048 Invoice Date: 0710212012 El v
Voucher Style: Regular Voucher i
Vendor ID: 0000003662

+ Payment Details

Scheduled to  Payment Remit - Remitting Payment Gross Payment .
Payment Status Pay Reference SetiD Remit Vendor Address Method Amount Paid Amount Payment C
% Mot Selected for Payment Qamoz2012 STATE 00000036625 3|EFT 500.00 ush
1 | mn

[5) save =] Notity | [X Refresn.

summary | Related Documents | Invoice Information | Payments | Youcher Attributes | Error Summary
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Voucher Attributes Page

The page displays additional information about the voucher, mostly related to processing, such as approval requirements.
This page is available before saving the voucher, and is updated after save and during processing of the voucher.

Favorites Main Menu > hccount‘s' Payable Voushers > Add,-‘U_pdate » Regular Entry

[=] Related Information 2 Mew Window  (Z) Help Customize Page
" summary | Related Documents | Invoice Information | Payments RGN0 e Error Summary |

Business Unit: 15100 Invoice Mo: 1112384 Action:

Voucher ID: 00000048 Invoice Date: [07/02/2012 ] h _
Voucher Style: Regular Voucher l 2C L

Total: 500.00

Voucher Processing

Post Voucher

Packing Slip: [ [Iclose Voucher
Revalue Voucher

Delete Voucher

Accounting Instructions

Account At: Gross ~ “Template: [sTANDARD @,

Match Due Date: I:I *Status: Mot Applicable - [ Pay UnMatched

Transaction Currency

*Source: Tables o« Rate Type: [CRRNT @,
*Currency: usD @, Exchange Rate: | 1.00000000
Workflow Approval
Tax Group: ] ~Approval: Approval Framewark - | Submit For Approval |
Tax Pymnt Type: ]

Preview Approval

Letter of Credit Self Billing Invoice
LiC ID: li% }=| *SBI: | Individual Voucher (Auto-Mum) - |
SBI Humber:
Prepayment
Prepaid Ref: '7 Automatically Apply Prepayment || Postpone Wthd
[F] save | =1 notity | [ Refresn | |Ek ada | | 5] updatemispiay |

Summary | Related Documents | Invoice Information | Fayments | Voucher Attributes | Error Summary
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Voucher Attributes Page (continued)

Far\rgrltes Mahyenu > ﬂccount;s_ Payable > Voushers » Aﬂd,\‘[ipdate » Regular Entry

[=] related Information &) New Window (Z)Help [& Customize Page £
[ Summary || Related Documents || Invoice Information || Payments Error Summary

Business Unit: 15100 Invoice No: f1-12364 Action:
Voucher ID: 00000048 Invoice Date: 0710212012 ] -
Voucher Style: Regular Voucher L e
Total: 500.00
[7] Post Voucher Packing Siip: | || Close Voucher
Revalue Voucher
[7] Delete Voucher

Accounting Instructions

| Account At Gross - “Template: (STANDARD a

‘ Match Due Date: [ i *Status: ‘Not Applicable = [ | pay UnMatched

Transaction Currency

*Source: Tables - Rate Type: [CRRNT @,

*Currency: ]USD— @, Exchange Rate: | 1.00000000 .
Tax Group: J— *Approval: Approval Framework - | Sunmu For-mpr_o@l- :
TanFymatlpe ] Preview Approval
L/C ID: | Q.,E *SBL: |__Ir| dividual Voucher (Auto-Num) -] l

SBI Number:

Prepaid Ref: | [7] Automatically Apply Prepayment ["| Postpone Wihd
(i) Save | =) Natty | &% Refresn

Summary | Related Documenits | Invoice Information | Payments | Voucher Attributes | Error Summary
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Error Summary Page

CARDINAL

This page displays any errors that the save process detected, but that did not prevent the voucher from saving, i.e.,
Combination Edit errors. Corrections cannot be made on this page, but can be made at the source.

Fa*.fqrrites Mainlﬂenu i AccnuntEPa*_.-abIe 5 ‘-.I’Dughers i hddjLipdate > Regular Entry

E Felated Information @ Mew Window
Summary Eelated Documents Invoice Information BPayments Woucher Attributes

Business Unit: 15100 Invoice Number: 11-12364
Voucher ID: 00000048 Invoice Date: 070212012
Style: Regular Total: 500.00 UsD

This Voucher does not have any errors.
5] save | [Z] Notify &3 Refresh [k Add ] Update/isplay

Summary | Eelated Documents | Invoice Information | Payments | Voucher Attributes | Error Summary
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Lesson 2: Summary

—

CARDINAL

In this lesson, you learned:

* Vouchers are entered directly in Cardinal based on the invoice received.
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—

Lesson 3: Managing and Processing Vouchers

CARDINAL

In this lesson, you will learn about the following topics:

Voucher Management Tasks

Voucher processing steps

Creating payment offsets

Creating and processing petty cash reimbursement vouchers
Updating voucher payment information

Reviewing and correcting voucher processing errors
Entering adjustment vouchers

Describing the purpose of template vouchers

Deleting and unposting vouchers

Mass maintenance processing
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Voucher Management Overview

CARDINAL

Voucher Management applies to the entire voucher process - from entry to submission for payment. This lesson addresses
the additional tasks and processes that occur after the voucher is created.
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Voucher Management Tasks

—

CARDINAL

The tasks and processes detailed in this lesson include:

+ Budget Checking: A batch process to ensure that voucher amounts are within budget for their accounting
distributions.

*  Voucher Approval: A task performed by individual(s) with the appropriate authority to approve the payment of a
voucher.

* Voucher Posting: The batch processes that post voucher accounting entries.
+ Payment Offsets: Splitting a voucher to pay a designated portion to a third party.

+ Petty Cash Reimbursement Vouchers: Vouchers to replenish petty cash accounts for expenditures made from
them.

+ Updating Voucher Payment Information: Changing the payment-related default information on a voucher.
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Voucher Management Tasks (continued)

—

CARDINAL

* Voucher Error Correction: Reviewing and correcting errors that occur during data entry or other voucher batch
processes.

+ Adjustment Vouchers: Vouchers used to adjust existing posted vouchers.

+ Template Vouchers: Vouchers used as models for voucher entry.

+ Review Voucher Approval Status: Checking the approval status of a particular voucher or for a particular approver.

* Voucher Deletion: Deleting denied vouchers or other unprocessed vouchers when necessary.

* Voucher Unposting: Unposting unpaid vouchers.

»  Voucher Mass Maintenance: Updating selected fields in multiple selected vouchers in a single process.
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Budget Checking Overview

CARDINAL

Budget checking is a batch process that checks each voucher against the budget established for its accounting
distribution(s) to ensure that the voucher amount does not exceed the budget.

This process uses the Commitment Control module in the General Ledger functional area to access the available amounts
in the budget ledger ChartFields.

When a voucher passes budget checking Commitment Control reduces the available budget by the amount of the voucher
and there are funds remaining unless the voucher used all remaining funds. The voucher’s Budget Status is then marked

as Valid.

Run Budget
Check Only
Process
See Enter
Voucher Process

Run and Review
WVendor Payment

Hold Report
ee Maintain Voucher
Process
Run Youcher
Run Budget
o—w Checking o ABarlg‘I:al #| Approve Voucher ——— g;:l\;ﬂud!er
Brocess PFP . 5t Process

LA

Yes Yes

b

Adjust Remi Process Cgr::e:;d
djust Remittances Payments
Information Resolve Errors 3-' Jaurnals




Budget Check Process

—

CARDINAL

Run Budgst
Check Only
Process

See Enter
Voucher Process

h 4

Fun and Review

Wendor Payment
Huold Report o
ee Maintain Voucher
Process
Run Voucher
Run Budget
. Batch N Run Voucher
C— L"';hecklng ¥ Approval # Approve Voucher ——— Post P 5
s Process
[
Yesg Yas
L L ¥ ¥

Adjust Rem Process ﬂ;er:fezgd
usl Hamitlanca F'ayrn&ms
Infarmatian Fesclve Emors AP ‘]mt_?r‘n_alg
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Budget Check Only Process

—

CARDINAL

You can perform a preliminary budget check on a single voucher using the Budget Check Only process. This is an online
process that checks one voucher against the current available budget amounts. You can run this process from the Action
drop-down list on the Invoice Information page.

The preliminary Budget Check Only process provides only a spot check of the budget. It is not a substitute for batch
budget checking because it does not update the budget ledgers with the voucher amount or update the voucher’s budget
status.

It is possible for a voucher to pass the preliminary Budget Check Only process and later fail batch budget checking — for
example, if another voucher using the same accounting entries is processed first and exhausts the available budget.

Favc_-’r;tes Main 'I:‘Ienu > Accounts Payable > Vouchers > Add/Update > Regular Entry
tﬂ Related Information 2 New Window 2JHelp 4 Customize Page

Summary Related Documents J Invoic fion ‘.', Payments Voucher Attributes Error Summary
Business Unit: 15100 Invoice No: 11-12364 - Action:
Voucher ID: 00000048 Invoice Date: 07/02/2012 2y =]
Voucher Style: v Accounting Date: 0710212012 5 . ‘

o o 9 j ("I Final Vouchef|Budget Pre-Check

[]1 Do Not Send ne
Vendor ID: 0000003662 @ XEROX Corp Invoice Receipt Date: [07/03/2012 |[5) Session Defaults
. [XEROX CORP @, W - 4 o .
ShortName: = % gfosz'gate Péiwey Goods & Services Receipt Date:|06/25/2012 [5{ Attachments (0)
! Q e
Location: g omrr (0)
l 2 @ VA10000108 Comments((

*Addrocc: J Dronsiawsr Annemisal
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CARDINAL

Approval Processes Overview

All Cardinal vouchers must be approved. The Voucher
Processor and the approver must be different people. A
voucher cannot enter the approval process until it is free
of errors and has passed budget checking.

Approval Workflow

Once vouchers pass budget checking, they enter the
approval workflow process. This process uses Cardinal
Workflow to route vouchers to the designated approvers’
worklist(s). Depending on factors such as the voucher
ChartFields and business unit, there may be one or more
designated approvers.

Criginator
— comector
delete

Y

Save Voucher

Submit for
Approval

A

Pushback to

previous

Approver

No |

Approve?

l Yes

Send to
additional
approvers

No

Approve? —

l Yes

Approval Processes Overview and Workflow

. P
o | | Submit for Frocess

?| | Approval \ Payment
,

4
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Voucher Approval Process

—

CARDINAL

Originator

corrector
| delete
Submit for
2
e Save Voucher P Approval Approve?

Yes

Send to
additional
approvers

Pushback to
previous
Approver

Approve?

Submit for Process
Approval Payment




Approval Workflow (continued)

—

CARDINAL

Each approver reviews the voucher and has these options after the review:

« Approve: Cardinal forwards the voucher to the next approver, if any, or makes it available for processing and
payment.

« Deny: An approver who denies a voucher must enter comments to explain the denial. When a voucher is denied, it
is sent back to the originator to correct or delete. If the originator corrects the voucher, it is re-routed through the
workflow. If there are any changes to ChartFields, Cardinal performs budget checking on the voucher again, and if it
passes, places it in workflow once again.

* Push Back: Cardinal returns the voucher to the previous step in the approval process for re-evaluation.

The number of approvers required for a voucher depends on chartfield values. Cardinal determines the workflow path
automatically, and routes each voucher appropriately. Each approver has the options detailed on the previous page, and all
designated approvers must approve the voucher before it can be processed and paid.
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Voucher Posting Overview

CARDINAL

Once a voucher is approved, it is ready for posting - the last step in the voucher process before payment.

Voucher posting is a regularly scheduled batch process. This process creates entries in the Accounts Payable voucher
accounting line table that is used by General Ledger to create journals.
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Voucher Posting Status

—

CARDINAL
You can review a voucher’s posting status on the Favorites = Main Menu > Accounts Payable > Vouchers > Add/Updat
Summary page in the Post Status field. A posted
voucher has a status of Posted. i ) ' Related Documents Invoice Information Payments
Note that even when a voucher is posted, its Entry Status Business Unit: 15100
remains as Postable. Voucher ID: 00000042
Voucher Style: Regular
Contract ID:
Vendor Name: KEROX Corp
200 Westgate Parkway
Richmond, VA 23233
Entry Status: Postable
Match Status: Mo Match
Approval Status: Approved pproval Histond
Post Status: Posted
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Payment Offset Processing Overview

CARDINAL

Payment offset processing refers to situations where a vendor is subject to a lien, garnishment, similar circumstances, or
where a Comptroller’'s Debt Setoff (CDS) exists for the vendor. In both cases, payment to the vendor is split between the

vendor and a third party.

Remember that lien/garnishment offsets are processed by Accounts Payable, while CDS offsets are processed by the
Department of Taxation. In this course, we will focus on processing payment offsets for liens and garnishments, since they
are an Accounts Payable responsibility.

Payment offset processing is done by the Special Voucher Processor or Voucher Processor Maintenance.

The diagram on this page provides an overview of the payment offset process for liens and garnishments.

N 2 ™
e Updqte V.endor Add Offsetto Voucher
| :\f!;t?mlgﬁgn Create Voucher Run Query Voucher Processing
— -/ -/ N

51



Performing Payment Offset Processing

Payments to a vendor that require payment offsets are flagged for special processing, because each payment must be split.
This requires manual intervention.

To prevent a payment from being processed automatically, the vendor location must be flagged for payment hold. Once
this is done, all vouchers created for that location will not pay unless the location is changed or the vendor is taken off hold.

Favorites = Main Menu > Vendors > Vendor Information > Add/Update > Vendor
Payables Options

SetiD: STATE Location: LIEN
Vendor ID: 0000000023 Description: Internal Offset
Short Vendor Name: VXi CORP VXl CORP-001
Name: VXl Corp Expand All Collapse All
Vendor: 0000000023 VXl Corp
Address: 1
Search 1 Front Street
Rollinsford, NH 03869
Location: LIEN Internal Offset
Remitting
*Vendor: 0000000023 @, wvXiCorp
"Address: 1
Search 1 Front Street
Rollinsford, NH 03869
*Location: LIEN @, Internal Offset
~ Additional Payables Options
Pay Group: [l “Bank Options: Default from Higher Level -
*Delay Days: Default from BU - Bank: | @,
Discount: 0 Account: Q,

Currency: | @
| Complex Routing

|¥] Hold Payment
TTATWAYS T3RE arscount ("] separate Payment

-_i Factoring "] Apply Netting 52

Rate Type:




Vendor Lien Location

Fawlntes Main‘l:l'lenu > Wendors > WVendor Information > Add/Update > Wendor

Payables Options

SetlD:
Vendor ID:
Short Vendor Name:

Hame:

Vendor:

Address:

Location:

STATE
0000000023
WKl CORP WKl CORP-001

WXl Corp

0000000023 VXl Corp

1

Search 1 Front Street
Rollinsford, MH 03869

LIEM Internal Offset

Location: LIEN

Description: Internal Offset

Collapse &Il |

*Vendor:

*Address:

*Location:

0000000023 @, vXlCorp
A

Search 1 Front Street
Rollinsford, NH 03869

LIEN @, Internal Offset

+ Additional Payables Options

Pay Group:
*Delay Days:

Discount:

Hold Payment
dys lake discount
Factoring

[ &

Default from BU

Complex Routing
Separate Payment
Apply Netting

*Bank Options: Default from Higher Level -
Bank: [ &
Account: [ &
Currency: ’—'%,
Rate Type:
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Set Up Payment Hold

—

CARDINAL

To place a payment hold on a vendor requiring an offset, the Vendor Maintenance Specialist creates a special Location,
called a Lien, as the default Location in the vendor record. This Location is associated with a payment hold. This Location
is also set up with a Handling code of Review. These settings prevent payment from being processed, and flag related
vouchers for manual intervention.

R

Update Vendor
with Lien

Information

Voucher
Processing

Add Offsetto
Voucher

Create Voucher Run Query
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Run Vendor with Payment Hold and Related
~tUnpaid Vouchers Query

CARDINAL

When processing vouchers for payment offsets, the first step is to run the Vendor With Payment Hold and Related Unpaid
Vouchers query. This query lists vendors that are set up with payment holds, and all unpaid vouchers for each vendor.

This query provides information about the vouchers that you need to review manually. You may find the lien is agency-
specific and does not require your agency to execute a lien. You can navigate to this query using the following path:

Main Menu > Reporting Tools > Query > Query Viewer > V_AP_VNDR_PYMNT_HOLD

V_AP_VNDR_PYMNT_HOLD - Vendor Payment Hold Report

SetlD: STATE @,
Business Unit: 15100 |3,
Vendor 1D (% for All): |% @,

View Resulis

Download results in . Excel SpreadSheet CSW TextFile XML File (1 Kb)

Wiews Al First 4] 1-5of S Last

[»]
Business Vendor Vendor L Payment Voucher | Scheduled Due Entered Days on
e Unit SETIErLL HMame Location | DESCription | . @ diing Code D Date Date Hola |Comments
1|STATE |15100 0000000023 [VXI Corp |LIEM E;'?Srgta' RR 00000045 |07/02/2012 07/02/2012 5
2|sTATE 15100 0000000023 [WXI Corp | LIEN g;fesrgta' RR 00000010 |06/22/2012 0BI20/2012 20
- Internal
3|STATE [15100 0000000023 [WXI Corp |LIEN Offest RR 00000037 |07/01/2012 06I29/2012 11
4|STATE 15100 ooooo1112s [US MAIN Main 00000046 |07/02/2012 0710212012 5
: Didactic Inc |7 Location
5|STATE |15100 0000011125 |23 MAIN Main 00000046 |07/02/2012 07/02/2012 8
! Didactic Inc | Location
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Obtain Payment Offset Information for Each
~tVendor

CARDINAL

After you identify the vendors and vouchers on the report, you need to obtain information about the payment offsets

required for each — for example, the percentage of the payment to be offset; the third party that the offset should be paid to;
the vendor’s current balance, etc. This information is not in Cardinal, but is in an offline tracking system. The Vendor
Maintenance Group can assist you with determining if the lien applies to your agency.
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Update Voucher with Payment Offset

CARDINAL

The Voucher Processor Maintenance or the Special Voucher Processor has access to update the voucher(s) requiring
payment offsets.

To update voucher(s) requiring payment offsets:

« Display the Payments page on the voucher. The default location should be LIEN as explained above, and the
Handling Code should be Requires Review.

* In the Payment Information section, update the Remit To location to MAIN. This removes the voucher from
payment hold.

* In the Payment Information section for the MAIN location, enter the amount of the voucher that should be paid to
the vendor according to the specifics of the lien or garnishment. Make sure that the Handling field displays a
payment code for a lien or garnishment.

» Click the Add a new row button to create a second Payment Information row for the third party.

+ On the Payment Information row you just created, enter the information for the payment to the third party, including
its Remit To information, amount, etc. The total amount paid to the vendor and the third party should equal the
voucher amount. The third party vendor information should be included in the offline tracking system. In addition, the
third party should have been set up in eVA and sent to Cardinal.

» Save the voucher. It can now be processed for budget checking, approval, posting, and payment as any other
voucher.
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Simulation: Processing Payment Offsets

You are now about to view a simulation on processing payment offsets.

S

CARDINAL

58



Petty Cash Reimbursement Vouchers Overview

—

CARDINAL

Petty Cash Reimbursement Vouchers replenish petty cash accounts for expenditures made from them. Cardinal’s
processes for petty cash reimbursement ensures the replenishment equals the expenditures and also tracks expenditures.
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Petty Cash Processing Steps

CARDINAL

The petty cash process follows these steps:
» Create Petty Cash Vouchers: Vouchers are created for expenditure payments from a petty cash account.

* Run the Unreimbursed/Reimbursed Petty Cash Vouchers Report: Periodically, the Petty Cash Processor, Petty
Cash Reconciler, or the Accounts Payable Manager runs this report, which lists all vouchers created in the previous
step that have not yet been replenished.

+ Create Replenishment Voucher: The Special Voucher Processor then manually creates a Treasury voucher for the
total amount of unreplenished vouchers on the report. For example, if the report shows that four vouchers for a total
of $54.67 were created for payment from petty cash and have not been reimbursed, the Special Voucher Processor
creates a treasury voucher for $54.67. Once this voucher is approved and paid, $54.67 is deposited in the petty cash
account. See the Petty Cash Reimbursement job aid, located on the Cardinal Website under Job Aids the
Accounts Payable section.

+ Update Replenished Vouchers: Once the payment is deposited in the petty cash account, the vouchers that were
replenished are updated. These vouchers do not appear in future reports. To update these, the Special Voucher
Processor updates the Payment Comments field of each voucher replenished using the standard format, REIMB
followed by the voucher ID.

« Petty Cash Payments: Petty cash payments must be reconciled manually against the paper bank statement and
should be performed at least monthly, when the bank statement is received. See the Petty Cash Manual
Reconciliation job aid, located on the Cardinal Website under Job Aids in the Accounts Payable section.
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Updating Payment Information on a Voucher

—

CARDINAL

In most instances, the information on a voucher that controls its payment defaults from the vendor record. Generally,
vendors are paid according to the Commonwealth’s Prompt Payment Statutes.

However, certain circumstances may result in the need to change the default payment information. Here are some
examples of these circumstances:

* A payment hold needs to be added to or removed from the voucher.

» A payment needs to be split among more than one payee because a tax lien has been received from the IRS.

« The payment for a voucher needs to be separated from other payments to the vendor because the payment requires
an attachment that accompany it.

» The calculated payment date needs to be changed because it does not follow prompt payment requirements.

A message needs to be added to the remittance or an internal comment about the payment needs to be added.

» On rare occasions, the payment method may need to be changed from ACH or EFT to System Check (CHK).
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CARDINAL

Payment information for a voucher appears on the Payments tab of the Voucher Entry component. Most of the information
on this page defaults from the vendor definition, but changes can be made in some of the fields if required.

|Voucher Entry Payments Page

Payment information cannot be updated once the voucher is selected for payment or is paid.

Favorites  Main Menu > Actountgl‘avable 3 Vuushers > Add,'L'!pdate » Regubr Entry

*Bank:

"Account:

*Method:
L/CID:

Message:

*Action:

Pay:

PHILADELPHIA, PA 19182-7508

Accounting Date:

Pay Group:
*Handling:
EFT *Netting:
Hold Reason:

Message will appear on remittance advice.

~ | Payment Date:

* | Reference:

Summary | Related Documents | Invoice Information Voucher Attributes Emor Summary
Business Unit: 15100 Invoice No: e
Voucher ID: 00000042 Invoice Date: e
Voucher Style: Regular Voucher Run
Total Amount: 4751
Vendor Name: XEROX Corp *Pay Terms: Due Now
Payment Information i | Vew A3 Fost K gof 410 Lot
F=
Payment:
*Remit to: = Gross Amount: usp Payment Inquiry
Location: Discount: usD Express Payment
“Address: Payment Comments(0)
Holiday/Currenc
XEROX Corp Scheduled Due:
PO BOX 8275
O RO eIrEne Net Due:
VA10000108
EVAAD11192 Discount Due:

Vendor Bank

Messages

Lavout
Hold Payment
Separate Payment
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Payments Page

Invoice Information

“Summary | Related Documents

Payments

Favorites = Main Menu > Accountg Payable > Voushers > Addjlipdate > Regular Entry
Voucher Attributes

Error Summary

Business Unit: 15100

Voucher ID: 00000042
Voucher Style: Regular Voucher
Total Amount: 47.51

Vendor Name: XEROX Corp

Payment Information

Payment: 1
*Remit to: |0000003662 =

Location:
*Address: 3 |
XEROX Corp

PO BOX 827598

VA10000108
EVAAD11192
PHILADELPHIA, PA 19182-7598

Invoice No:
Invoice Date:

*Pay Terms:

Gross Amount:

Discount:

Scheduled Due:
Net Due:
Discount Due:

Accounting Date:

00 ) Due Now

Message will appear on remittance advice.
Schedule Payment

*Action: | Schedule Payment

1
~ | Payment Date:

Pay: [

~ | Reference:

*Bank: |1100 |  PayGroup: |

*Account: {-TR-M I *Handling: | Regular -|

*Method: \Eﬁi‘ EFT *Netting: |_' lot Applicable M
L/C ID: ( |5 Hold Reason: i -]
Message: ljRe mittance

Action:

Run

Schedule ;ayments

Payment Inquiry
Express Payment

Payment Comments(0}
Holiday/Currency

Payment Options

Vendor Bank

Messages
Layout
" | Hold Payment

__| Separate Payment
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Voucher Errors Overview

—

CARDINAL

The voucher process may identify errors in vouchers that were not detected during voucher entry. Accounts Payable is
responsible for correcting these errors. Some common errors include:

* Voucher Build Errors: These errors occur during the Voucher Build process. The Voucher Build Process runs in
batch each night to re-build vouchers updated using the Voucher Maintenance pages.

« Combination Edit Errors: These errors occur when a voucher’s accounting entries include a combination of values

that is not valid from an accounting perspective — for example, a Cost Center and a Department combination that is
not permitted in the Chart of Accounts.

* Out of Balance Errors: These errors occur when the amount in the voucher header does not match the total of the

invoice line amounts, or the total of the distribution amounts on an invoice line does not match the amount on the
invoice line.

+ Budget Check Errors: These errors occur during budget checking when there are not sufficient funds in the budget
for the specified accounting entries.
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Reviewing and Correcting Voucher Errors

—

CARDINAL

You can use several methods to identify voucher errors, depending on the type of error:

* Voucher Error Query: This query reports voucher errors related to Voucher Builds, Combination Edits, Out of
Balance errors and Budget Checks. You can run it as needed to list any current errors.

* Voucher Maintenance Search: Use this page to search for common entry errors.

* Vouchers: Use this page, in the Commitment Control menu, to search for vouchers that failed budget checking.
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Voucher Error Query
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You can navigate to this query using the following path:
Main Menu > Reporting Tools > Query > Query Viewer>V_AP_VCHR_ERROR

This query displays vouchers with errors for the specified Business Unit and Responsible Organization. You can display
the query on the screen, export it to Excel, or print it.

V_AP_VCHR_ERROR - Voucher Error Report

Business Unit: 15100 @,
Responsible Org (% for All): |% @,
View Results

Download results in . Excel SpreadSheet CSV TextFile XMLFile (1 kb)

First 4] 1-2of2 k] Last

Business Unit Responsible Org Current Date Voucher ID Entry Status Budget Status
1 (15100 99599 0702012 00000047 R
2 (15100 99599 o7oizo12 Q0000039 P E
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Voucher Maintenance Search
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You can navigate to this page using the following path:

Main Menu > Accounts Payable > Vouchers > Maintain
> Voucher Maintenance Search

This search page lets you select vouchers meeting your
search criteria. You can search by values such as
Business Unit and dates. Select the error types to
display by selecting the checkboxes in the Error Lookup
Criteria section.

Vouchers updated through the Voucher Maintenance
page must be re-built by the nightly Voucher Build
process. This means you will not see errors with your
updated voucher until the next day.

Favgites  Main Menu Accounts Payable Voudhers Mantan Voucher Mantenance Search

Voucher Maintenance Search

Enter Voucher, Vendor andlor Error lookup criteria. All mformation entered is used to search.

8  Business Unit

& UseriD:

9  Control Group:

RO
Ongin Set i

4@ Origin:

Voucher Styhe:

Approval Status:

From Invoice Date

To Imvoice Date:

From Accounting Date:
To Accounting Date:
From Entersd Date:

To Entered Date:

From Due Date:

To Due Date:

LT

& Vendor I

Vendor Location:

Unposted Vouchers with Matching Errors

Vouchers with Combo Edit Errors

Vouchers in Recycle Status

Vouchers with Scheduled Payments on hold
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Voucher Maintenance Search Page

Favovrites Mainyenu > Accountgpayable > Voushers > Ma‘:ltain > Voucher Maintenance Search

Voucher Maintenance Search

Enter Voucher, Vendor and/or Error lookup criteria. All information entered is used to search.

Voucher Lookup Criteria Date Lookup Criteria
@ Business Unit: @, From Invoice Date: [
© From Business Unit: To Invoice Date: [

To Business Unit: From Accounting Date: ( £

@ : ﬁ :
@ UserID: @, To Accounting Date: 39

ailhcls: iy ias From Entered Date: [ g
Tole: - To Entered Date: ' [
@ Control Group: i @ Erom Due Date: | B
@ From Control Group: )
To Control Group: To Due Date: 5
Origin SetID: @
@ Origin: [ & SetiD: |STATE '@,

@ From Origin: @ Vendor ID: @,

To Origin: From Vendor ID:

@ VoucherID: @ To Vendor ID:

= From Voucher ID: ' @ Vendor Hame:
To Voucher ID: ' © From Vendor Name:
Invoice: | To Vendor Name:
From Invoice: Vendor Location: | @,
To Invoice:
Voucher Style: - Error Lookup Criteria
Approval Status: - [T] unposted Vouchers with Matching Errors
Voucher Gross Amount: Any kil [T]vouchers with Combo Edit Errors
Transaction Currency: @,
—_— [T1vouchers in Recycle Status

Process Instance: [

© From Process Instance: Vouchers with Scheduled Payments on hold
T PO [F]vouchers with Scheduled Payments on hold
Search Reset Criteria




Budget Checking Errors

CARDINAL

Budget checking errors are reported through Commitment Control, rather than through Accounts Payable.

You can navigate to this page using the following path:

Main Menu > Commitment Control > Review Budget Check Exceptions > Accounts Payable > Vouchers
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Search for Budget Check Exceptions
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ThIS path OpenS the VOUCher searCh page- Favorites = Main Menu > Comm'rtmevnt Control > Review Budget theck Exceptions > AccountEPayabIe > Voucher
* Enter the criteria. Voucher

Enter any information you have and click Search. Leave fields blank for a list of all values.

* Click the Search button.

Maximum number of rows to return (up to 200): |300

Commitment Control Tran ID: begins with -

» The voucher(s) that match the selected criteria

Commitment Control Tran Date: = - [5]

display at the bottom of the page. Business Unit: -~ 15100 a,
Voucher ID: begins with - OJ
Process Instance: = -
Process Status: = - -

Search Clear | Basic Search |\_l"d Save Search Criteria

Search Results
View All First [q] 1-3of3 [3] Last

Commitment Control Tran Il Commitment Control Tran Date Business Unit Voucher ID Process Instance Process Status

15100 00000013 543025 Warning
15100 00000014 543025 farni
0000263404 15100 00000039 549142
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|Voucher Exceptions Page

When you select from the list, you can view the error and use the additional links on the page to access more details about
the specific error or warning.

Favaorites Main Menu Commitme‘gt Control > Review Budget E‘:rheck Exceptions > Account‘srpayable > Voucher

@Newwmdow @Help IE,)'Custom
Voucher Exceptions Line Exceptions

Business Unit: 15100 Voucher ID: 000000398

*Exception Type: ~| [ Override Transaction o e '?l@l
Maximum Rows: 100 [ More Budgets Exist
 Search Advanced Budget Criteria

Budgets with Exceptions Customize | Find | View &0 | BV | 2 First B 4 of 4 17 Last
LRI Budget Chartfields

Details Business Unit Ledger Group Exception More Detail O;;;;:f Transfer
1 @l 15100 CC_APPROP Translation Tree error Maore Detail | GoTo E

5] save [Gb ReturntoSearch %] PreviousinList | [ | fexiinList | ] Netify

Voucher Exceptions | Line Exceptions
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Correcting Voucher Errors

CARDINAL

Once you identify the error, you can usually update the voucher with correct data and save it. In some instances, you may
need to research the error to determine the correct values, e.g., contact the voucher processor, the vendor, etc.

Once you update the voucher, any processes that identified error(s) are repeated to confirm that the voucher is error-free.
For example, if the voucher failed budget checking, this process must be repeated. You may have to wait until after the
next batch processing cycle before taking any further steps.

72



Simulation: Reviewing and Correcting Voucher
Errors

You are now about to view a simulation on reviewing and correcting voucher errors.

—

CARDINAL
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Entering Adjustment Vouchers

—
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Adjustment vouchers are used to adjust existing posted vouchers. For example, a credit memo is received from a vendor to
adjust a previously issued invoice, and the voucher for the original invoice has already been processed and posted.

Adjustment Vouchers

An adjustment voucher is associated with the original voucher, and is created for the amount of the adjustment. Adjustment
vouchers go through the same processes as regular vouchers (budget check, approve, post). Adjustment vouchers for
credit memos should be entered only when there is an existing unpaid voucher in Cardinal for that vendor; the vouchers are
combined during the pay cycle process.

Adjustment vouchers must be budget checked and approved, since the changes may have budgetary or financial impact.
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Adjustment Voucher Entry

—
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This page displays the Invoice Information page for an adjustment voucher. It is similar to a regular voucher, but uses the
Copy From Source Document section to enter the Voucher ID of the voucher being adjusted. This copies the information

from the original voucher to act as a base for the adjustment.

Once the needed adjustments are made, the adjustment voucher can be processed as any other voucher.

Favgrites  Main Menu Accounts Payable : Vouchers Add;‘L_lpdate > Regular Entry
| Payments Voucher Altributes
/S ==
Business Unit: 15100 Invoice No: 11-12364 Action:
Voucher ID: NEXT Invoice Date: L e
07/05/2012 W Run

le: em e Vo :
Voucher Style Templat ucher Accounting Date: Final Voucher

Do Not Send to CARS

Save as a Template Voucher

ID: 000000366 \ L
VendorID: |0000003662 XEROX Corp lavoice Recelot Date:
. |[xEROX CORP 200 Westgate Parky &
Shortame: = M) Wesigate Partousy Goods & Services Receipt Date: )
Location: MAIN 3 Ste 104
" VA10000108
R Richmond, VA 23233
Advance 1
Control Group: *Pay Terms: A 130 Net 30 ic Basis Date
Invoice Lines: 0.00 Basis Date Type: Prompt Payment
“Currency: USD@,  Responsible Org: 99999
— P lerch e Summar -
Miscellaneous: 22 customer Account & - - Print invoice
Freight: %1 ROW Acquisition ID:
Total: 0.00
Difference: 0.00 _Lopy From Source Document
PO Unit:
Calculate
PO Number: Copy PO
Copy From: None -
Template ID: XEROX1
Description: Copy Charges
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Voucher Style

Favorites - Main Menu > Accounts Payable > WVouchers > Add/Update > Regular Entry
E Eelated Information LEl Mew Window @ Help E,”‘ Customize Page
" Summary || Related Documents |l iEi0dl  Payments || Voucher Attributes | Error Summary
Business Unit: 15100 Invoice No: |11'123E"jr Action:
Voucher ID: 00000049 Invoice Date: (0710212012 Bl -
. ; - . 07/05/2012 5 [ Run '
Voucher Style: Adjustments Accounting Date: | Final Voucher
Do Not Send to CARS
Vendor ID: |UUUUUU3552 3@, XEROX Corp Invoice Receipt Date: 07/03/2012 |5
. [XEROX CORP o
ShortName: IMNN g: ‘;?U;'"gismate Parkway Goods & Services Receipt Date:[06/27/2012 15} Attachments (0
o N3
Location: 0y
2 @ VA10000108 comments(0
Address: Richmond, VA 23233 Preview Approval
Advanced Vendor Search
Control Group: | @, *Pay Terms: = |3[:I @, Met 30 Calc Basis Date
Invoice Lines: -100.00 Basis Date Type: Prompt Fayment
*Currency: | USD@,  Responsible Org: 99999 @,
I— Mon Merchandise Summa | E E
Miscellaneous: | ﬂ Customer Account #: : ry | Print Invoice
Freight: | o Submit For Approval
ROW Acquisition ID: | '
Total: -100.00
Difference: 0.00 Copy From Source Document
Pr— ' Voucher ID: @, Copy to Voucher
' Copy From Worksheet
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Template Voucher Overview

CARDINAL

You can create a template voucher to use as a model for other vouchers. The template voucher itself cannot be processed
as an actual voucher. Instead, it is used as the basis for actual vouchers.

Template vouchers can be useful when you often enter vouchers with similar data. The data that you define depends on
your needs. For example, if you use similar vouchers to pay a vendor for a repeatedly purchased product where only the
quantity and amount differ, you can define a template voucher with repeated field values saved.
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Template Voucher Process

The template voucher process is a three-step process:

» Create the template voucher. This is a one-time
process.

» Copy the template voucher into a regular voucher.

You do this any time you need to use the template.

» Update the fields in the voucher so the voucher is
complete and save.

This page illustrates the Invoice Information page of a
template voucher. Note it is almost identical to a regular
voucher. The main difference is that you select the
Template voucher style when you create the voucher.

Favortes  Main Menu > Accoun
Payments

Business Unit: 15100
Voucher ID: NEXT
Voucher Style: Templ

Vendor ID:

ShortName:

MAIN
Location:

*Address: <

Control Group:

Invoice Lines:

*Currency:
Miscellaneous:
Freight:

Total:

Difference:

ts Payable Vouchers > Add/Update
Voucher Attributes
Invoice No:
Invoice Date:
ate Voucher Accounting Date:

*Pay Terms:
0.00 Basis Date Type:

Responsible Org:

Customer Account #

ROW Acquisition ID:

PO Unit:
PO Number:

Calculate
Copy From:
Tempiate ID:

Description:

Regular Entry

Final Voucher
Do Not Send to CARS

Invoice Receipt Date: 2y

Goods & Services Receipt Date:

Prompt Payment
99999

Save as a Template Voucher

Action:

Run

Print Invoice

CopyPO
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|Template Voucher Page

»
CARDINAL

|Fav0r'rtes { Main Menu > Accounts Payable > Vouchers : Add/Update : Regular Entry

Invoice Information Payments Voucher Attributes

Business Unit: 15100 Invoice Mo: [11-12364 Action:
Voucher ID: MEXT Invoice Date: | B v
Voucher Style: Accounting Date: 0710512012 £ Run
ty Template Voucher | L] [T Final Voucher
[Tl Do Mot Send to CARS
Vendor ID: IDDDUDMEEE @ XEROX Corp Invoice Receipt Date: El Session Defaults
. [XERO¥ CORP
ShortName: AN & é?ﬂ;ﬂ:istgate Parkway Goods & Services Receipt Date: [ Aftachments (0)
e

Location: (0]

. 2 @, VA10000108 —

Address: Richmond, VA 23233

Advanced Vendor Search

Control Group: | 2, *Pay Terms: = |3U @ Met 30 Calc Basis Date
Invoice Lines: 0.00 Basis Date Type: Prompt Payment
*Currency: | USD@,  Responsible Org: 99999 @,

Mon Merchandise Summa I : :

Miscellaneous: | 2 customer Account 2 . o | Print Invoice
Freight: | % ROW Acquisition ID: |

Total: 0.00

Difference: 0.00 Copy From Source Document

Calculate PO Unit: | Q
PO Number: | @, | Copy PO
Erom: Lone - Go

Template ID: |XERDX'1

Description: |Cnpy Charges

Save as a Template Voucher




Voucher Deletion and Denied Vouchers

CARDINAL

—

A voucher approver can deny a voucher submitted for approval. When a voucher is denied, the approver must enter
comments to explain the denial. The voucher is then sent back to the originator to correct or delete. If the originator
corrects the voucher, it is re-routed through the workflow. If there are any changes to ChartFields, Cardinal performs
budget checking on the voucher again, and if it passes, places it in workflow once again.

Budget checking occurs before approval.

Successful budget checking reserves the amount of the voucher in the budget(s) for the voucher’s accounting entry or
entries.

When a voucher is denied, the Voucher Processor who entered the voucher receives e-mail notification of the denial. The
processor should access the voucher indicated to review it and take the appropriate action.

If the denied voucher will not be updated and resubmitted for approval, it should be deleted promptly to restore the budget
amounts without delay.
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Deleting Vouchers
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In addition to deleting denied vouchers, there may be other reasons to delete vouchers as well — for example, if you entered
a voucher in error or if you made entry errors that are easier to correct by starting over.

Deleting a voucher marks it as deleted in the database. In addition to denied vouchers, only vouchers that have not been
posted, selected for payment, or paid can be deleted.
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Delete Voucher Search Page

—
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To delete a voucher, use the foIIowing path to access the Favorites = Main Menu > Accounts Payable > Vouchers > Add/Update > Delete Voucher
Voucher Delete page:

. Voucher Delete
Main Menu > Accounts Payable > Vouchers >

Add/Update > Delete Voucher Enter any information you have and click Search. Leave fields blank for a list of all values.

Use the search criteria to enter information about the

Maximum number of rows to return (up to 300} (300
voucher you want to delete. : it
Business Unit; = - 15100 @,
Voucher ID: begins with -~ (00000048
Entry Status: = - -

Invoice Number: begins with 11-12354|

L |

Short Vendor Hame: begins with

Vendor ID: begins with @,
Hame 1: begins with
[[] Case Sensitive

Search Clear |Basic Search [ Save Search Criteria
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Voucher Deletion Steps

When searching for vouchers, only vouchers that are eligible for deletion display. Use the Delete Voucher page to delete a
voucher after you have selected it.

Favorites Main Menu > Accounts Payable > WVouchers : Add/Update » Delete Voucher

2] New Window IE;'Help E,""Custnmize Page
FAGCRGIT Il Voucher Details |

Business Unit: 15100 Voucher: 00000048
Vendor
Vendor: 0000003662 XEROQX Corp
ShortHame: XEROX CORP
Voucher Information
Invoice: 11-12364 Origin:  OML Header Budget Status; Mot Chi'd
Date: Q70212012 Group: Hon-Prorated Budoet Status: Walid
Gross Amount: 500.00 USD Entry Status: Postable
Related Voucher
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Voucher Unposting
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Vouchers that were posted by the Voucher Posting process to the Accounts Payable voucher accounting line table may be
unposted in some circumstances. (Vouchers that have been paid cannot be unposted.)

You may want to unpost a posted voucher if you need to make a correction in it. Unposted vouchers cannot be deleted.
You can unpost a posted voucher when:
* It has not been selected for payment (by the payment processes).

* It has not been paid or partially paid.

The unposting process creates reversal entries in the accounting line table where the voucher was originally posted.
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Voucher Unpost Page

—

CARDINAL

To unpost a voucher, use the foIIowing path to access the Favorites | Main Menu > Accnuntg Payable > Vuushers > Add,fl_lpdate » UnPost Voucher
Voucher Unpost page:

. Voucher UnPost
Main Menu > Accounts Payable > Vouchers >

Add/Update > Unpost Voucher Enter any information you have and click Search. Leave fields blank for a list of all values.

Use the search criteria to enter information about the

voucher you want to unpost. Maximum number of rows to return (up to 300); (200
Business Unit: = - 15100 @,
Voucher 1D; pegins with - (00000027
Invoice Number: begins with - 258955.1\1

Short Vendor Name: beqgins with +

Vendor ID: beginz with @,
Name 1: pbegins with «
Voucher Style: = - -

[ case Sensitive

Search Clear  |Basic Search Ig:.” Save Search Criteria
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|Voucher Unposting Steps

You can use the UnPost Voucher page to unpost a
voucher. The only data to enter on this page is the
accounting date for the unposting step.

This page includes a Voucher Details tab that displays
more information about the voucher if you need the
information before unposting.

After the voucher is unposted, you can update it if
required, and allow it to be reposted.

Favorites Main Menu > AccountstayabIe > Vouc'hers b Add!u_pdate » UnPost Voucher

(VIR T (| Voucher Details

Business Unit: 15100 Voucher: 00000027
Vendor ID: 0000017055  BestBuy GOV LLC

ShortName: BEST BUY GOV L

Invoice: 2530554 Origin: OMNL
Date: 06/26/2012 Group:
Gross Amount: 400.00 USD

@ Business Unit Default
*Accounting Date: DEIEE!2D12 ) Use Current Date

) Use Specific Date

Accounting Date:

Unpost
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Mass Maintenance Overview

—
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The Voucher Mass Maintenance is a feature allows you to select a group of vouchers and change the values of fields in the
vouchers in a single process. For example, if you just entered 5 vouchers for copying services and now realize that you
entered the Department incorrectly, you can use Mass Maintenance to correct all 5 vouchers. You can also use this
process to unpost or delete a group of vouchers.

Voucher Mass Maintenance can only be used to change vouchers that have not yet been posted or paid. The accounting
distributions of vouchers that have been posted or paid cannot be modified because the associated accounting entries
would have been completed during voucher posting or payment processing.
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Mass Maintenance Steps

CARDINAL

To perform mass maintenance on a group of vouchers, you follow these general steps:
« Search for vouchers to be changed using voucher field values or ranges of field values as search criteria.
* In the search results, select the specific vouchers to be updated.
» Select the action to be taken with the vouchers (field replace, unpost, or delete).
* Request the action. When replacing field value(s), this step includes specifying the replacement value(s).

After you complete these steps, the actual changes are made during the next Voucher UnPost, Voucher Build, and/or
Voucher Delete processes.
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Voucher Mass Maintenance
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To access the Voucher Mass Maintenance Search page, use the following path:

Main Menu > Accounts Payable > Vouchers > Maintain > Voucher Mass Maintenance

This page allows you to select criteria so you can search for the vouchers, select the vouchers to be updated, and specify
the action to be taken.

Favarites Main Menu > Accounts Payable > Vouchers > Maintain > Voucher Mass Maintenance

) New Window (Z)Help [&
Voucher Mass Maintenance

Step 1: Search for the vouchers on which you want to perform a maintenance operation by entering one or more
voucher field values, Click the Search button to view the vouchers that meet your search criteria.

Search Criteria Find First &1 4 of 1 &4 |ast
| [+ [=]
1 *Field Hame: ~  EqualTo
@ Single Value ) Range of Values

Reset Criteria

_Q Refresh
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Search, Select Vouchers and Select Action

In this example:

Two fields (Vendor ID and Invoice Date) were used
as search criteria, as shown in the top part of the

page.

The vouchers matching the criteria appear in the
middle of the page. Both are selected for
maintenance since the checkboxes in the Sel
columns are selected.

Buttons for the actions appear at the bottom of the
page. Though all buttons are active, this does not
necessarily mean that all actions are available for all
vouchers displayed. To display only the vouchers
that are available for a particular action, select the
appropriate value in the Filter Criteria drop-down
list. For example, to display only vouchers that can
be deleted, select the Vouchers that can be
Deleted list item in this list.

Favorites  Main Menu Accounts Payable Vouchers Maintain Voucher Mass Maintenance

Voucher Mass Maintenance

Step 1: Search for the vouchers on which you want to perform a maintenance operation by entering one or more voucher field
values. Click the Search button to view the vouchers that meet your search criteria.

1 *Field Name: vendor ID ~  From Value: 000000000001

Single Value @ Range of Values To Value: 000000003662

2 “Field Name: Invoice Date +  From Date: 06/15/2012 |G

Single Value @ Range of Values To Date: 07/052012 |3y
Search

Reset Criteria

1 voucher(s) found. 1 voucher(s) selected

Step 2: Unselect any vouchers you do not want to include in the maintenance operation. You may also refine your search by
filtering out listed vouchers using the optional Filter Criteria. When you have finished your selections, click the pushbutton for
the maintenance operation you want to perform.

“Filter Criteria: All Vouchers -
Sel Bus.Unit VoucherID Style Short Vndr Name  Invoice No Invoice Dt Gross Amt Currency
1 [@ 15100 00000045 R;L?Lur::: VXI CORP-001 01APO501E 07/0212012 246.00 USD
¥ SelectAl ar All
Field Replace Close UnPost Delete
«* Refresh

+ B
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Voucher Mass Maintenance Page

Favorites Mahyenu > Accounts_Payable > Vouc'hers > Ma‘nvmin > Voucher Mass Maintenance

Voucher Mass Maintenance

Step 1: Search for the vouchers on which you want to perform a maintenance operation by entering one or more voucher field
values. Click the Search button to view the vouchers that meet your search criteria.

Search Criteria Find First B3 4-2 of 2 13 { ast
= =]
1 »Field Name: Vendor ID -~ From Value: /000000000001
@) Single Value @ Range of Values To Value: [000000003662
: (=l [=]
2 »Field Name: Invoice Date - From Date: [06/15/2012 [[3)
@ Single Value @ Range of Values To Date: |07/05/2012 [5)
Search

Reset Criteria

1 voucher(s) found. 1 voucher(s) selected.

Step 2: Unselect any vouchers you do not want to include in the maintenance operation. You may also refine your search by

filtering out listed vouchers using the optional Filter Criteria. When you have finished your selections, click the pushbutton for
: = 5 £

*Filter Criteria: All Vouchers -

e
K

[ select All O clear Al

Customize | Find | View At | B | 38 First B 4074 O [ ast

Sel Bus. Unit Voucher ID Style Short Vndr Name Invoice No Invoice Dt Gross Amt Currency
Regular
1 15100 00000045 Voscher VX1 CORP-001 01APOS501E 07/02/2012 246.00 USD
& selectan [O Clear Al
Field Replace Close UnPost Delete
«% Refresh
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Request Action

—
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After you click the button for the appropriate action, another page appears that allows you to complete the information for
the request. This includes entering a Request ID and Request Description for the batch process. For field replacements,
it also includes your specification for which field(s) are to be replaced and with what value(s). You can replace multiple
fields as desired by using the add button (plus sign) at the end of the row in the Replace Criteria section.

After you complete this request, the related updates occur during the next Voucher Build batch process.

Favorites | Main Menu > Accounts Payable > Vouchers > Maintain > WVoucher Mass Maintenance
- - -

Field Replace

Voucher Mass Maintenance

5 voucher(s) selected for this action. 5 voucher(s) eligible for processing.

Step 3: Specify a new value for each voucher field you want to update. For future reference, identify and describe

thic uynnrbsr maintesnanes poopect Coalaet Acting and Click ths Ban Bntton toinitiste the pad=te
RequestID: |[CEPTUFD Request Description: Replace Department
4] b ]
+|[=
1*Field Name: Department ~  Replace With: |21100] (=]
Cancel Action: ~ | Run
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Lesson 3: Checkpoint
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Now is your opportunity to check your understanding of the course material.

Answer the review questions below:

1) Why is the preliminary Budget Check Only process not a substitute for the batch budget checking process?

2) Commitment Control is located in which functional area?

3) Does budget checking occur before or after approval? Why?

4) What is the difference between Deny and Push Back?

5) Does voucher posting post the voucher amounts to the GL?
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Lesson 3: Checkpoint (continued)
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Answer the review questions below:

6) What type of payment offsets is Accounts Payable responsible for?

7) In payment offset processing, what must you do with the vendor location and why?

8) Where do you get the information for the offset amount and third-party payee?

9) When processing petty cash reimbursements, how do you indicate that a particular petty cash voucher has been
replenished?

10) On what page and in which field need to be updated if the due date on a voucher needs to be changed?
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Lesson 3: Checkpoint (continued)

CARDINAL

Answer the review questions below:

11) List some different types of errors that can occur in a voucher and how to find and correct them.

12) Why is it necessary to delete denied vouchers?

13) How do you learn that a voucher is denied?

14) Does unposting a voucher affect the General Ledger?

15) Can unposted vouchers be changed or deleted?

16) What types of voucher maintenance processes can mass maintenance be used for?
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Lesson 3: Summary
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In this lesson, you learned how to:

Describe the steps in voucher processing.
Create payment offsets for liens or garnishments.
Create and process petty cash reimbursement vouchers.

Describe how payment information can be updated on a voucher.

Review and correct voucher processing errors.
Enter adjustment vouchers.

Describe the purpose of template vouchers.

Delete vouchers.

Unpost vouchers.

Describe the process of voucher mass maintenance.
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Lesson 4: Voucher Reports, Queries and Online
CARDI-I:IAL' Ianiries

In this lesson, you will learn about the following topics:

* Reports

e Queries

* Online Inquiries
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Voucher Reports

CARDINAL

Voucher reports can be run at various intervals. There are numerous voucher reports available. Some of the key voucher
reports include:

Budget Check Exceptions

Posted Voucher Listing

» Voucher Listing by ChartField

* Voucher Register
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¥ Budget Check Exceptions Report

This report lists all budget check exceptions on vouchers.
You can navigate to this report using the following path:

Main Menu > Commitment Control > Review Budget Check Exceptions > Accounts Payable > Voucher

Voucher Exceptions Line Exceptions

Business Unit: 50100 Voucher ID: 00000005 &
*Exception Type: - Override Transaction Li ] ﬂﬁ '!_d.
Maximum Rows: 100 More Budgets Exist
Search Advanced Budaget Criteria
Budgets with Exceptions Customize | Find | View &1 B | 2 First BN 45 of 6 I Last
. Business . . Override . Override
Details Unit Ledger Group Exception More Detail Budget Owverride User ID Date Tran;
1 @ 50100 CC_ALLOT Translation Tree error More Detail CHARLOTTE HAMNEY 22;:]5;52111 Go T
2 @, 50100 CC_APPROP Translation Tree error More Detail Go T
3 &, 50100 CC_CASH Required key CF is blank More Detail Go T
4 @. 50100 CC_LOWLVL Translation Tree error More Detail GoT]




Posted Voucher Listing Report

—

CARDINAL

This report lists posted vouchers for a specific date range, and all or specific vendor(s).
You can navigate to this report using the following path:

Main Menu > Accounts Payable > Reports > Vouchers > Posted Voucher

Repont 10 APYI00 Pecpielo® Asccunte Payatie Page Ne. 1
CRACLE POSTED VOUCHER LISTING P Oule oz0n2
Run Time. 0WAT 13 AM
Business Unit: 15100
For the period: Tr2012 through 72002012
‘Vendor 10 Micro P
ALtountrg Agpicaten (-3 vene o oL Cumency Urpst
Leager =3 Joumail Joums 0 Tme Une Line uney Accoumt  ARACTOUN Deo amourt Creatamourt  Cooe seq®
Coeratrg Unt Fund Cooe Dest Cans Budost Re! Bragram Produst Preject Affiate Affige ieara 1
ACTUALS 02012 ACCRUAL APODO0S014  APA 1 1 15100 et ient) 13399 VS0 Qo
01000 9399
ACTUALS APOD00S014 osT 1 15100 £011110 13399 uso L
01000 1100
VOUCH#r 000000SL tolal | USD 13399 13399
Voucher 1D 00000062 Involcs Date:  17.Jul 2012 Document Typs: Documant Date: Document Sequence:
Accountrg Agpicaton (=3 vehr Dist oL Currency Urpcst
Ledger Lax ST Jouna 1D Tt une ne una il At AUt Deon Amourt CredtAmourt  Cooe S s
Operating Unt Fund Cooe Dest Cass Budoet Ret Program Product Project Affiate AMiize intra 1
ACTUALS 17.Ju2012 ACCRUAL AP0D00S100 APA 1 1 15100 205028 92000 USD ]
01000
ACTUALS APODOOS100  DST 1 15100 012120 %2000 uso ']
01000 91100
‘Voucher 000000E2 total | USD 92000 92000
vendor 0 0000000003 sapect softwars
Voucher 1D 00000055 Involce Date:  12.Jul2012 Document Type: Documeant Date: Document Saquence:
Aczeuntrg Asgicaten -] venr (-] o Cumeney WReast
Leager Dae Joums Joums 0 Tioe Une Line Unit Accourt At Actount Deebit Amourt Creatamourt Cooe Sey®
Coeratrg Uns Fund Cooe Dece Cazs Buaget Re? Brogram Product Project Afiote Affiize irtra 1
ACTUALS  WJuNG  AGCRUML  APGOOSGST APA 1 T w0 280 T




Posted Voucher Listing Report (continued)

W AT P S Lmalady P alin Pagd N 1
O ACLE POSTED VOUCHER LISTING Fun Can: T2
P Tew TEET Y AM
Bumireasy LUnit E5H00
Fior e pericad: TRAd mwough T2OS0IT
I e D o001 e dudometn Sorp
Woucher ID 00O veoion Dl 10 212 Dot Ty [oeler adil =] frcalol gt Tl l
AcTouRtrg AR -] o -] 9, oy It
Ldgee Cam v s O T e e LT Azpmart il et Dt et Credt dmoud Coow Bz @
e i e Fura) Coow g ] Bsage B e il e LT L il i
ACTALS LR R ACCRAL APOOODAC 1Y APA 1 1 15196 ARl MWW D ]
Lk e ] b
ASTUALS APCOODS0NE  DST 1 15 =g 1Ry (] -]
L =] Lol o
Wimadher DOOOOCS. toldl USD 133 % 1055
Wolcher ID Q00o0ET Ireoion Dt 17 AT Doyt Typs: Dy Dupte [t el Ll =Ty B
AcTountng - == (<] W [« ] L Curengy gt
Laiget = R Soursa O Ty L Lre uae B ot LR e T Dbt Syt Crnd Ao ICooe L
R Fira) Cooa SHEr ] Beagerr g L o [ L 1 Ay ey
ATTULS AT AR APOOORIN0 AP 1 1 g it Lol ] ]
b s es] b
ATTLY ASode 0aT 1 LELl B L] el =] -]
sl s e ] 10
Winched DODIO0CT tolal | 3D =g e
I o I e Anpect Soffwar
‘Woucher D SROOGEES reoion Dade:. 1200 FAF Dot Typs Psgrreent Doptee sk g
Azrourting Agpseator [« ] Wi [+ ] oL Carwnsy gt
Lrdge’ = P C e Bl T =] Lrs e i o diriad Dbt St TP ACDL  Code el 0
Loarairg Lnt Wiard Cocw Compt [ -} i By L2 L "3 Bzt Ay grw Ll . B
ACTALS A ACCRAL ARCODDECET  APA 1 1 il e TE0L D -]
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Voucher Listing by ChartField Report

—

CARDINAL

This report lists vouchers that include specific ChartField(s) that are specified in the report request parameters. For this
example, this report can be run for all vouchers posted to a specific account.

You can navigate to this report using the following path:

Main Menu > Accounts Payable > Reports > Vouchers > Voucher Listing by Chartfield

Rgort 1D e Peopiesoft Acoounts Payatie Pagemc. 1
ORACLE VOUCHER LISTING BY CHARTFIELD P ——
Run Time  10:15:58AM
Business Unit: 15100 Account: so31110 Department: s1100 Project AL GL Business Unit 15100
Funa Cooe: ALL Class: AL Buaget Ret: AL Operating Unit: ALL Program: AL
Proguct: ALL AMiiate AL Fund 2miats: ALL Agency Location: ALl
Accounting Dats: OT/O2/2012 hrough DT/20/2012

Business Purchase Voucher
Unat Voucher PO Business Lnit Oroer Curmrsncy Amount
15100 DODOD0SD uso 245,00
15100 0000DOS1 usD 236,00
15100 DODOOOS3 usD 248,00
15100 DODOD0SS usD 248,00
15100 DODODOSS usD 248,00
15100 DODDD026 usp 33300
15100 oocooose usp 226,00
15100 DODOD0SS usp 226,00
15100 DODODOSS uso 236,00
15100 0000D0SS usD 245,00
15100 DODODOST usp 226,00
15100 DODOD0SE usp 226,00
15100 DODODOSS usp 226,00
15100 00DODOTD usp 333.00

Totais for Business LNt 15100 Curmency USD 3.598.00

Ena of Report
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Voucher Listing by ChartField Report

—
CARDINAL
Repeort 10 LPIRGY Propiedofl Locours Payabi Pagebo. 1
ORACLE VOUCHER LISTING BY CHARTFIELD RunDale  TRO2012
Fun Time 100155840
Business Unit- 15100 Account: s031110 Department: 91100 Project: ALL GL Business Unit: 15100
Fund Cods: ALL Class: ALL Buaget Ref. ALL Opérating Lnit: ALL Program: ALL
Proguct: ALL AMMitste: ALL Fund Amiats: ALL Agency Location: ALL
Accounting Date: 0722012 Mrough OTr202012
Business Purchase Voucher
Unit VOUEhSE PO Business Unit oroe Currency amount
15100 DODOO0D uso 245,00
15100 DODOO04 1 uso 2300
15100 DODOOOL3 uso 248,00
15100 DODOO04S uso 245.00
15100 DODOOOLS uso 248,00
15100 DODOOOLE uso o
15100 DODDOOSE uso 255,00
15100 DODOODSS uso 245,00
15100 DODOODSS uso 23600
15100 DODDODSE uso 24,00
15100 DODDOOST uso 226,00
15100 DODOOOSE uso 226,00
15100 DODDOOSS usD 246,00
15100 DODOOOTD uso 00
Totals for Business Unit 15100 Curmency USD 3,598.00
End of Report
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CARDINAL

This report lists vouchers for a selected data range with or without invoice line and distribution information.

You can navigate to this report using the following path:

Voucher Register Report

Main Menu > Accounts Payable > Reports > Vouchers > Voucher Register

Rapertic:  APYION Propinton Awcunts Payaci Page He. 1
ORACLE VOUCHER REGISTER B Date 202012
R Time 10:08:04 AM
Business Unit 15100
FFor the period: 02.JuL2012 through 20.Jul2012
Voucher Header Information
Erinrea O outher O Imvoice D mvoce Dt vengor © araer name ongr Cpermr Enry St Aot Post Stat Oist Cotr 1D
02442012 0000003 01AROS0S 02Ju2012  O00000MAEZ  XEROX Cop ONL  V_AP_COVA Postow 022012 Unposted STANDARD
Aoprovai Seat  Cumency  RaE Tise Excrange Rate roes At Dizcount At Uze Tax Saves Tax Freight Ame Mizc At Net e D¢ Dint Due Dt
Feang U0 CRRNT 1000000000 a5 oo (] (L] o oo maazez
Document Type Documen: Dot Documens Secuence VAT Tranz Type AT Amcunt VAT Excestion Tyoe VATCemfcxeld Pt 5 U F M PayTer:
0.00 N N NN DueNow
Ermrea O Vouther © Imvoice 10 Invoice D1 vengor © Verdor Name Orign Cperater ey S Aot Fost Stat Ozt Cotr 1D
02442012 0000OC4D O1AROS01A 02Ju2012 00005328  TRANSCORE NC ONL  V_AP_COVA Postaoe 22012 Posted STANDARD
Acerova St Cumncy  RamTme Excrance Rate rozz Ame Otzcaumt At uze Tax Swes Tae Fregrt Ame nazc A et Doe 02 DzentOue Ot
Approved . US0 CRRNT . 1,000000000 TE LE) 060 1] (1] T owgnr
Document Type Documen: Dot Documens Secuence VAT Trars Ty VAT Ameunt VAT Excestion Type VATCemtcueD Prodie S U F M pyTerms
000 NNNN Due Now
Ermmrza 0t outher O Ivoice D Invoce Ot vensor 0 wensr Name ongr Cperaier Enry S AccgDe oz st Ozt Cotr 10
02442012 0000OCH1 01AP0S018 02Ju2012  O0ODSIS2E  TRANSCORE INC ONL  V_AP_COVA Postadie 2ouz012  Posed STANDARD
Acprovai St Cumency  Rate Tyee Exchange Rate Groes At Otzcount At Uzt Tax Saes Tax FreghtAmt Mizc At Net Doe 08 Dzcnt Due Dt
Aporoved ] CRRNT T.000000000 ] I (X5 (1] (L] 000 TZAZ012
Decumemt Type Documens Oz Documers Seuence VAT Trars T VAT Ameunt VAT Excestion Tyoe VATCemtcae i Promie 5 U F M pyyTers
0.00 N N NN DueNow
Ermmrea Ot Vouther O imvoice © Invoce Ot vencor 1O ensr Name Ogr Cperaer Enmy S Acc Ot Pos Stat Ozt Cot 1O
02Ju2012 00000042 DTAPOS0SA 02Ju2012  O00003E2  XEROX Cop ONL~ V_AP_COVA Postade 2012 Posted STANDARD
Acprovai St Cumency  Ram Tiee Exchange Rate Groes At Otzcount At uze Tax Saes Tax Freght Ame Mz At Net Doe 08 Dzcnt ue Dt
Aporoved USD CRRNT T.000000000 e I (X (L] (L] 000 TZAZ012
Document Type Document Date: Document Seauence VAT Trans Type: VAT Amount VAT Exception Tyoe VAT Cebfcaie®D Promate S U F M Fay Terms
0.00 NN NN DueNow
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Voucher Register Report (continued)

o AFTIN

Peopietoft Assounts Payabie Page Ne. 1
ORACLE VOUCHER REGISTER Run Date 7202
Fun Time 1006704 AM
Business Unit: 15100
For the penod: 02.Jul2012 through 20.Jul2012
Voucher Header Information
Ertered Dt Voucher O Invoice I Invoice D Vender ID Vieridr Name ogn  Cperster Enky St Accig Ot Post Stat Dist Crir 1D
02 2012 00000033 DAPOS0S 02 Ju 2012 DO0000AGE2 XEROX Corp oNL V_AP_COVA Postade 02l 2012 Unposted STANDARD
Approva Soan Curency Rate Type Excrange Rate Gross Ame Driscourt At Use Tax Saies Tan Freight Amt Mlize At Nt Due On Dzent Due Dt
Pendng US0 CRRNT  — 1.000000000 &El oo G0 500 a0 000 TZuZoiz
Decument Type Decument Dase Documint SEquEnce VAT Trore Type: VAT Ammount VAT Exception Tyoe VAT Cerfcteld Fromie 5 U F M Fay Terms
0.00 N NNN Dus Now
Entered Dt Woucher D Invoice 1D Imvice: D Venger ID Vengor Nameg Qngn  Cperator Envy B Accg Ot Post Stat Dzt Crart 1D
02 Ju 2012 00000040 D1AROS01A 02 Ju 2012 0000053528 TRANSCORE NC ONL  V_AP_COVA Postabe 02 Jul 2012 Bosted STANDARD
Agerava o Curency Rage Type Excrange Rate Gross Amt Drizcount s Use Tax Saies Tax Freght Amt Mizc Amt Net Due Dt Dzent Due Dt
Approved | USD | CRRNT  1.000000000 22500 GI) 0.00 000 (] oo oz
Decurment Type Document Date Document Sequence WAT Trore Type: WAT Amount VAT Exception Tyoe WVATCorfcatelp Fromie S U F M Fay Terms
0.00 N NHNN Due Mow
Ereered Ot Woucher D Invoice 1D imvoice Dt wenger D Vengar Mame Ongn  Operstor Entry St Accyg Ot Fost Siot Dist Cotrt 1D
02 Jul 2012 00000041 01AROED1B 02 Jul 2012 0000053528 TRANSCORE MNC ONL  V_AP COVA Posiaoie 02 Jul 2012 Posed STANDARD
Approv ToR Curery Rate Type Ewzrange Rate Grozs Ame Dizzoumt Ae=s Uze Tax Saler Tax Freight Ame Wlizg Arrd Mot Doe O Dzent Due Dt
Apoioved uso CRANT 1.000000000 23500 6.00 0.00 (1] 0uo0 000 OXu20n2
Decumant Type Documens Dase Decumert Seauence VAT Trarz Tipe: VAT Ameunt VAT Excestion Tyoe VAT CerfcatielD Fromte S U F M Fay Ter=s
0.00 N NNN Duse Now
Erssred Dt wauther Inveice D Inwoice D1 Venger iD Vendar Mame Gngn Cperator Eary Saae Aceig Dt Post Stat Dzt Crdrt 1D
D2l 2012 00000042 DIARPOEDEA 02 Jul 2012 DOD0003EE2 NEROQX Comp W V_AR_COVA Postable 02l 2012 Posled STANDARD
ASroval 523 Cumercy  RaeTipe Excrange Rate Gross Ame Ctzcount Ams Use Tam Sakes Tax Freghe Ame Mazc Ame Net Dus Ot Dszcnt Due Dt
Aporoved usD CRENT 1000000000 4781 0.00 0.00 [+X:74] 0u0d 000 OXJul2012
Document Type Document Dote Document Scauence: VAT Trons Type: WAT Amgunt VAT Exccption Tyee VAT CertfcatielD Fromie S U F M Pay Terms
0.00 HNNNN Do MOW
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Voucher Queries

CARDINAL

Voucher queries can be run at various intervals. There are numerous voucher queries available. Some of the key voucher
queries include:

* Vendor Payment Hold Query

Voucher Worklist

* Voucher Error Query
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CARDINAL

Vendor Payment Hold Query

This query identifies vendors with a location on hold, and unpaid vouchers associated to that vendor.

You can navigate to this query using the following path:

Main Menu > Reporting Tools > Query > Query Viewer > V_AP_VNDRS_ON_PYMNT_HOLD

V_AP_VNDRS_ON_PYMNT_HOLD - Vendors on Payment Hold

STATE

Payment Handling: |RR

Vendor ID
0000000023
0000002751
0000002751
0000012226
0000015222
0000024608
0000038237
0000039456
0000050540
0000050762
0000054193
0000055351
0000056538
0000056847
0000060036
0000063029

SetlD:
Wiew Results
View All
SetlD

1 |STATE
2 |STATE
3 |STATE
4 |STATE
5 |STATE
6 |STATE
7 |STATE
8 |STATE
9 |STATE
10 |STATE
11 |STATE
12 |STATE
13 |STATE
14 |STATE
15 |STATE
16 |STATE

Vendor Name
VXl Corp
GroundDown ConstructorsLLC
GroundDown ConstructorsLLC
P & P Construction
Billy Excavation & Equipment Corp
Dannon C Rutherford
Double T Contracting LLC
four seasons excavating Co incorpor
HAROLD LEE
EDWARD DALE MARTIM
E-Z CRUZ MARINA LLC
JAMES AHARRUP
QUINCY G ROBINSON
JOMNES & JONES OF VA
MARK E MARCHWICKI
GARY R FITZGERALD

Download results in . Excel SpreadSheet CSV TextFile XMLFile (3 kb)

Location
LIEN
LIEN
MAIN
LEVY
LEVY
LIEN
LEVY
LEVY
LEVY
LIEN
LEVY
LIEN
LIEN
LIEN
LEVY
LEVY

Description
Internal Offset

Main Location

Payment Method

ACH

First [§]] 1-16 of 16 [ Last

Payment Handling
RR
RR
RR
RR
RR
RR
RR
RR
RR
RR
RR
RR
RR
RR
RR
RR

107



g, Vendor Payment Hold Query (continued)

V_AP_VNDRS_ON_PYMNT_HOLD - Vendors on Payment Hold

SetiD: [STATE |

Payment Handling: lﬁ

~ ViewResults |
Download results in . Excel SpreadSheet CSV TextFile XMLFile (3 Kb)

View All First |E| 1-16 of 16 |I| Last

SetlD Vendor ID Vendor Hame Location Description Payment Method Payment Handling

1 [STATE (0000000023 WXl Corp LIEM Internal Offset RR
2 |STATE |0000002751 GroundDown ConstructorsLLC LIEM RR
3 |STATE |0000002751 GroundDown ConstructorsLLC MAIN Main Location ACH RR
4 |STATE 0000012226 P & P Construction LEWY RR
5 |STATE 0000015222 Billy Excavation & Equipment Corp LEWY RR
6 [STATE (0000024608 Dannon C Rutherford LIEM RR
T |STATE |0000038237 Double T Contracting LLC LEVY RR
8 |STATE [0000039456 four seasons excavating Co incorpar LEVY RR
9 |[STATE (0000050540 HAROLD LEE LEVY RR
10 [STATE (0000050762 EDWARD DALE MARTIM LIEM RR
11 [STATE (0000054193 E-Z CRUZ MARIMA LLC LEVY RR
12 |STATE 0000055351 JAMES A HARRUP LIEM RR
13 [STATE (0000056538 QUINCY G ROBINSOM LIEM RR
14 [STATE (0000056947 JOMES & JOMES OF VA LIEM RR
15 |STATE |0000060036 MARK E MARCHWICKI LEVY RR
16 [STATE (0000063029 GARY R FITZGERALD LEWVY RR
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Voucher Worklist Query

—

CARDINAL

This query is used to report on vouchers pending approval. The query can be run by a Business Unit, Voucher ID and/or
Approver ID.

You can navigate to this query using the following path:

Main Menu > Reporting Tools > Query > Query Viewer > V_AP_WF_VOUCHER

V_AP_WF_VOUCHER - Voucher related worklist entry

Business Unit (% for all): [15100 @,
Voucher ID (% for all): 00000006 QJ
Approver D {% forall): % e

View Results

Download results in - Excel SpreadSheet CSV TextFile XML File (1 Kb)

View All
. Voucher : Voucher . .
Approver B”fj';‘i';‘ss ”"”IE"E' Entered ""‘“E?;"g'"g Voucher Created By A‘]Tp"’:a' Approval “;‘i’;‘l']':t E‘rs“t;':f; sysol
Date e Status
1|V_AP_COVA_VOUCHER_APPROVER |15100  |00000006 |06/18/2012 |06/18/2012 |V_AP_COVA_VOUCHER_PROCESSOR_PC g‘ﬂ?:ga' P ] 0071231
2|V_DOA_SUPER 15100  |0000000G|06/18/2012| 06182012 |V_AP_COVA_VOUCHER_PROCESSOR_PC g‘;ﬂ?:ga' P 0 0071231
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CARDINAL

Voucher Error Query

This query provides the ability to track vouchers containing errors and includes the type of error (i.e. budget errors and

vendor edit errors). Use the Business Unit and Responsible Org parameters to run this query.

You can navigate to this query using the following path:

Main Menu > Reporting Tools > Query > Query Viewer > V_AP_VCHR_ERROR

V_AP_VCHR_ERROR - Voucher Error Report

Responsible Org (% for All): %

View Results

Business Unit: hs100 @

Wiew Al

Business Unit
15100
15100
15100
15100
15100
15100
15100

=l | | N & ] k| =

99999
99999
999949
99999
99999
99999
99999

Responsible Org

Download results in . Excel SpreadSheet CSV TestFile XMLFile (1 Kb)

Current Date
072312012
07/23/2012
072312012
072312012
0772312012
072312012
072312012

Voucher ID
00000071
00000039
00000059
00000060
00000047
oooooo19
00000056

b B w e I I 1 e |

Entry Status

= m =z m|m|m| =

First 4] 1-T of 7 (k] Last

Budget Status
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Online Inquiries

—

CARDINAL

Voucher inquiries can be run at various intervals. There are numerous voucher inquiries available. Voucher inquiries
include:

* Voucher Inquiry

* Voucher Accounting Entries

*  Voucher Build Error Detail
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|Voucher Inquiry

This inquiry is used to search for and list vouchers meeting your search criteria and display basic information about them, as
well as to navigate to pages with more detail.

You can navigate to this inquiry using the following path:

Main Menu > Accounts Payable > Review Accounts Payable Info > Vouchers > Voucher

Favc;r'rtes Main vI’«'Ienu 5 Accountg Payable > Review Accounvts Payable Info > Voughers »  Voucher

Sanctions Status A

Max Rows 300 Clear
‘SortCriteria
*Sort By: Voucher ID - . SotDisplay
*Sort Asc/Desc: Ascending -

Voucher Inquiry Resuits customize | Find | View Al | B [ BE Firet
Amounts More Details Wendor Details
Business Voucher N Invoice Accounting  Match Payment Scheduled
Unit D Invoice Humber Date VendorID  Entry Status Entries Status Information P Short Vendor N
15100 00000005 123321 06/18/2012 0000001955 Postable ;];;Elicable ] STAPLES BUH
15100 00000006 PC1234 06/18/2012 0000050211 Postable Mot ) [ DOA-001
Applicable
=l Mot
15100 00000007 01APO204Z 06/19/2012 0000001955 Postable |__||§| Applicable E‘j STAPLES BUH
=h Mat
15100 00000008 | 01APO204Y 06/19/2012 0000001955 Postable |__||§| Applicable E‘j STAPLES BUH
15100 00000009 01APOZ20 06/19/2012 0000001955 Postable ;:jsit]licable E“J STAPLES BUH
=h Mot
15100 00000010 |01APO2051 05/23/2012 0000000023 Postable |_—|'§| Applicable E‘j VXl CORP-001
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|Voucher Accounting Entries Inquiry

This inquiry is used to review the accounting entries on the distribution lines for a selected voucher, or for voucher(s)
associated with a selected vendor invoice.
You can navigate to this inquiry using the following path:

Main Menu > Accounts Payable > Review Accounts Payable Info > Vouchers > Accounting Entries

Favorites - Main Manu Accounts Paysble -

Review Accounts Payable Info 5 Vouchers +  Accounting Entries

|'|_27| MNew Window ':E’;) Help E’l Customize Page E http
Voucher Accounting Entries

*Business Unit: 15100 .‘1 Voucher 1D: 000000058 .‘1 Invoice Number: 01APOZ04Y ")\.
*Accounting Line View Option: | Standard - Show Foreign Currency Search Reset
Inwoice Date: 08M872012 Vendor |1D: 0000001955

Vendor Name:

STAPLES BUSINESS ADVANTAGE

Find | View Al First £} 1of1 3 [ast
Posting Process: AF Acoual GL Dist Status: Mone
Mazin Information Chartfislds

Journal

Customize | Find | View 21 | B | 2 Fist Kl 42072 I 1ac
Description Monetary Amount Currency Code Ledger GL Unit

Accounts Payable -533.00 | USD ACTUALS 15100

Expense Distribution 533.00 |UsSD ACTUALS 15100
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g, Voucher Build Error Detail Inquiry

This inquiry is used to locate errors identified during the voucher build process. This inquiry provides a link to pages where
the error(s) can be corrected.

You can navigate to this inquiry using the following path:

Main Menu > Accounts Payable > Vouchers > Maintain > Voucher Build Error Detail

Favorites Main Menu > Accounts Payable > WVouchers > Maintain > Woucher Build Error Detail
@New‘.".findow l@,‘,‘HEI;:: ECustnmimP
Voucher Build Error Detail

Business Unit: 15100 Voucher ID: 00000071

Header Errors Customize | Find | View Al | 5
Field Hame Mess=sage

Merchandise Amount Youcher Merchandise Amount 30 == sum of invoice line amounts 20.

Payment Amount Voucher Pay Amount 30 == sum of Scheduled Payment amounts 20.

= = T
Invoice Line Errors Customize | Find | View 20 [ B | 5 First B qor1 0 Last

Line Field Hame Message

(ot Returnto Search =] Notify
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Lesson 4: Summary

—

CARDINAL

In this lesson, you learned about:

* Reports

e Queries

* Online inquiries
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Lesson 5: Voucher Processing Hands-On
~tPractice

CARDINAL

This lesson includes practice that will reinforce the lessons learned today. Your instructor will provide direction regarding
specific activities that are part of this lesson. Please ask your instructor if you have any questions.
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Course Summary

CARDINAL

In this course, you learned how to:

Describe key voucher processing concepts

Describe the overall voucher process

Create a voucher

Describe the steps in voucher processing

Create payment offsets for liens or garnishments
Create and process petty cash reimbursement vouchers
Describe how payment information can be updated on a voucher
Review and correct voucher processing errors

Enter adjustment vouchers

Describe the purpose of template vouchers

Delete vouchers

Unpost vouchers

Describe the process of voucher mass maintenance
Describe key reports, queries, and online inquiries
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Course Evaluation
CARDINAL

This page left intentionally blank.
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Appendix

—

CARDINAL

« Key Terms

* Integration and Interfaces

* Flow Chart Key
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Key Terms

—

CARDINAL

Voucher: A record in Cardinal that represents an invoice from a vendor submitted for payment. Vouchers may be created
online using the vendor’s invoice as a resource. Once approved, vouchers are processed by Cardinal to generate
payments to the vendors and accounting entries that are used by Cardinal General Ledger (GL).

Voucher Header: The part of the voucher that includes information common to all items on the voucher, such as vendor
information and total amounts. There is one voucher header per voucher.

Invoice Lines: Additional information about items included in the voucher. Payment vouchers generally contain item,
description, quantity, unit of measure, unit price, and total price information on each line.

Distribution Line: Each invoice line includes at least one distribution line. Distribution lines include the ChartField and
accounting values for the line. If the line’s cost is split among different ChartField and accounting value combinations, there
are multiple distribution lines.

Voucher Style: The general purpose of a voucher, such as regular voucher, template or adjustment voucher.

Adjustment Vouchers: Vouchers used to adjust a previously-created voucher. For example, a credit memo received from
a vendor would be entered as an adjustment voucher.
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Key Terms (continued)

—

CARDINAL

Template Vouchers: Commonly used voucher formats that are created and saved for use as templates. A template
voucher is created similarly to an ordinary voucher, but after it is saved, it becomes a template rather than an actual
voucher, and it can be retrieved for use as a starting point for an actual voucher.

Scheduled Due Date: The date that a voucher is due for payment. This date is usually calculated automatically by
Cardinal to conform to the Commonwealth’s Prompt Payment Statutes unless different terms are specified on the PO.
Payment terms can be manually changed if required.

Payment Offset: A situation in which the agency is responsible for sending part of the vendor payment to a third party (i.e.,
“offsetting” the payment). Examples of payment offsets include tax liens, garnishments, or similar circumstances where the
agency is responsible for paying a third party the offset amount. In these cases, the offset must be manually created in
Accounts Payable and tracked in an offline system.

Comptroller’s Debt Setoff (CDS): A situation in which the Department of Taxation is responsible for offsetting part of the
vendor payment for amounts owed to a state agency. Taxation maintains CDS offsets and sends Cardinal updates with the
adjusted payment amounts.
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Pre-Budget Checking: An available action you can use to verify whether funds are available for a voucher. However, this
action is not an actual budget check and does not deduct the voucher amount from the budget. Once the voucher is saved
and passes online edits, it is available for budget checking.

Budget Checking: A process that runs nightly as part of batch processing that verifies that funds are available for a
voucher, deducts the voucher amount from the budget, and updates the voucher’s Budget Check status.

Voucher Approval: The process of approving a voucher for payment through Cardinal Workflow. Multiple approvals may
be required in some cases. Voucher processers should not approve the vouchers they entered. No payments may be
made for a voucher unless it is approved.

Voucher Posting: The process that creates accounting entries in an Accounts Payable table. Voucher posting occurs as a
batch process after a voucher is approved and budget-checked, but before it is paid. Vouchers may be unposted for
correction if they have not been paid yet.

Voucher Delete: A process that marks a voucher as deleted, so it can no longer be accessed or processed. Vouchers may
only be deleted if they are un-posted and are not associated with existing adjustment vouchers.
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Withholding: Cardinal’s term for 1099 processing. This term is used because the 1099 processes may involve withholding
amounts from vendor payments. Vendors subject to this are called either “withholding vendors” or “1099 vendors.”

Voucher Approval: The process of approving a voucher for payment through Cardinal Workflow. Multiple approvals may
be required in some cases. Voucher processers should not approve the vouchers they entered. No payments may be
made for a voucher unless it is approved.

Voucher Posting: The process that creates accounting entries in an Accounts Payable table. Voucher posting occurs as a
batch process after a voucher is approved and budget-checked, but before it is paid. Vouchers may be unposted for
correction if they have not been paid yet.
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Integration with General Ledger

Voucher processing creates accounting entries in an
Accounts Payable table that the Journal Generator uses
to create journals in GL.

Accounts Payable uses the budget checking feature of
Commitment Control in General Ledger to ensure that
vouchers conform to budget constraints.

External 3
Party Systems

External 3
Party Systems

Establish and
Maintain
Vendors

Enter and
Process
Vouchers

General Ledger

Process

Payments

Process
1099

N

Expenses
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Integration with General Ledger (continued)
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Interfaces with External Systems

Accounts Payable voucher processing also interfaces
daily with several systems that are external to Cardinal:

Department of Accounts (DOA) Small Purchase
Charge Card (SPCC) Utilization Database: Payment
data

Bank: Positive pay files and Electronic Data Interchange
(EDI) information

Auditor of Public Accounts (APA) Datapoint System:
Payment Information

Department of Treasury: Information on checks that
require printing, disbursement files for reconciliation and
due diligence.

Prompt Pay Statistics Remittance EDI (REDI)
Monitoring Application (PPSMA) Virginia

AW/

Internal Revenue Services (IRS) \ —

Systems

Department of Accounts (DOA)
Small Purchase Charge Card (SPCC)
Utilization Database

Department of Minority Business Enterprise
(DMBE)

.l

/ CARDINAL

Auditor of Public Accounts (APA)
Datapoint System

Department of Taxation

Department of Treasury

evA Bank
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Interfaces with External Systems (continued)

CARDINAL

Remittance EDI (REDI) Virginia: Remittance Information

Prompt Pay Statistics Monitoring Application ‘g mm”

Prompt Pay Statistics

(P PS MA) : P ro m pt pay fl | eS Srﬁ:lﬁ’r:::::ts::::::goeuggsr;?g[lﬁc}c) Monitoring Application (PPSMA) Virginia
Utilization Database
Department of Minority Business Enterprise
(DMBE)
eVA: Procurement vendor information \ //
Department of Taxation — The Agency: internal Revenue Services (IRs) —
Systems

T Auditor of Public Accounts (APA)

» Sends payment information for CDS Processing 7 of Pl ccoun
* Receives information about CDS Offset / \
Department of Minority Business Enterprise (DBME) — Department of Taxation
The Agency: Department of Treasury
» Sends Small, Women, And Minority (SWAM)
payment data extract

eVA Bank

» Receives vendor certification data
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Interfaces with External Systems (continued)

Internal Revenue Service (IRS) Systems — The
Agency:
» Sends TIN comparison requests to validate vendor
information
« Sends 1099 reporting data
* Receives TIN comparison results

» Sends Electronic Federal Tax Payment System
(EFTPS) extract

Department of Accounts (DOA) P N Virgini
Monitoring Application (PPSMA) irginia
small Purchase Charge Card (spce) oM OTIng Application ( )

I Prompt Pay Statistics Remittance EDI (REDI) ‘

Utilization Database
Department of Minority Business Enterprise
\ (DMBE)
Internal Revenue Services (IRS) \ B
Systems

—‘4‘ Auditor of Public Accounts (APA)

/ CARDINAL Datapoint System

‘ ‘ Department of Treasury
eVvA

Bank

Department of Taxation

129



CARDINAL

Flow Chart Key

FLOW CHART KEY

Step
Description

Batch
Process

Manual
Opearation

Decision
Outcome

Entity
Name

Process

Depicts a process step or interface.
Start

Specifies a batch process. End

Depicts a process or step that is performed manually. Document

Defines the possible outcomes of a decision or analysis that took
place in a step immediately preceding.

O

Specifies an entity (person, organization, etc.).

Budget YE
Close
GL

Depicts a process.

Indicataes point at which the process begins. Does
not represent any activity,

Indicataes point at which the process ends. Does
not represent any activity,

Depicts a document of any kind, either electronic
or hard copy

Indicates an On-Page or Intra Process
Connector which is used to avoid complex
overlapping connector lines or to continue a
process on another page.

Connects steps between business processes.
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