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Welcome

—

CARDINAL

Welcome to Cardinal Training!

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 the Expenses functional area.

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.
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Course Objectives

CARDINAL

After completing this course, you will be able to:
« Understand travel and expense processing concepts, processes, and integration
» Understand business purposes in Expenses
» Understand the process for interfaced expense transactions
» Create and submit a Travel Authorization
« View Travel Authorization status
» Update a Travel Authorization
» Cancel or delete a Travel Authorization
* Create and submit a Cash Advance request
* View Cash Advance status
» Create and submit an Expense Report
* View Expense Report status
» Use key reports, queries and online inquiries

.tj_ .

Ly

Assessment questions will check for your understanding.



Introduction

CARDINAL

The Accounts Payable functional area of
Cardinal is composed of two modules: Cardinal Functional Areas

Modules

Accounts Payable

Accounts Payable

Accounts

Payable

The Accounts Payable (AP) module

Expenses

processes payments to vendors for
goods and/or services received.

*Time &
Attendance

Accounts
Receivable

Expenses

Payments to employees for non-salary
related items (i.e., travel and other CARDINAL
business expense reimbursements) are
made through the Expenses module.

General
Ledger

*Project
Accounting

*Procurement

*Not used by all state agencies



Lesson 1: Processing Employee Expenses
Overview

CARDINAL

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

+ Key Concepts

* Expenses Process



Key Concepts

-

CARDINAL

Some key concepts in processing travel and expenses include:

« Accounts Payable (AP) Vouchers: Cardinal does not use AP vouchers to reimburse your agency
employees. In Cardinal, employee reimbursements for your agency employees are processed

directly through the Expenses module. Employees are not set up as vendors in Cardinal when being
reimbursed by their agency.

« Employee Profile Update: A profile must exist prior to an employee being reimbursed. Cardinal
Employee profiles house important organizational data such as business unit, department, and
default ChartFields. Profiles also contain EDI banking information if applicable.

* Proxy: In Cardinal, a proxy is assigned to enter expense transactions. Most employees will have
proxies other than themselves who will enter and process the majority of their expense related
transactions.

+ Expense Allowances: Cardinal is configured to include State allowable amounts for lodging, meal,
per diem, and even mileage rates. When a Travel Authorization or Expense Report is entered,
Cardinal applies those rates and assists with validations and calculations.



Key Concepts (continued)

-

CARDINAL

« Attachment Capability: In Cardinal, you can add attachments (such as scanned receipts) to Travel
Authorizations, Cash Advance requests, or Expense Reports.

* Applying Cash Advances: As a Cardinal Expenses user, you apply any Cash Advances to the
employee against the related Expense Report that is filed after the travel is completed. Cardinal
then calculates the amount owed back to the employee.

« Workflow: Workflow routes items to the appropriate approver(s) worklist and describes the path of
approvers required for an item to continue being processed in Cardinal.

« Distribution: Do not create an expense transaction that has a different Business Unit than the
Business Unit on the employee record (only relevant if you enter for multiple Business Units).



Proxies

-

CARDINAL

In Cardinal, you must be a proxy in order to create, update or view expense transactions. Only a proxy
can create or view Travel Authorizations, Expense Reports and Cash Advances.

Some agency employees may serve as proxies for themselves and create their own expense transactions.
In other instances, one or more employees may serve as proxies for other agency employees. Only
proxies can access expense transactions.

The proxy enters all expense related information in the system including Travel Authorizations, Cash
Advances and Expense Reports. Agencies’ policies and procedures determine how the expense
information is provided to the proxy for their employees.



Interface Expenses Process

-

CARDINAL

Interfacing agencies create Expense Reports in their agency systems and follow their agency guidelines
for approval. Their Expense Report approvals occur at their agency, outside of Cardinal. Once approved,
the expenses data is captured in a file and uploaded to Cardinal for processing.

Interfaced agency Expense Reports do not go through agency level workflow for approval. If they are
updated online in Cardinal, the Expense Report will go through one agency level approval.

Transactions with valid and complete data are loaded into Cardinal for edit and budget checking. Cardinal
then creates the related transaction entries and generates payments to reimburse employees.

Expense transactions that contain missing or invalid data are not uploaded. They are listed on the
Expense Upload Error Report. See the Expense Interface Processing job aid for additional details on
error processing interfaced transactions.

Here is a high level diagram of the Interfacing Agencies Expense process.

Upload Budget
Expense Report
; - Expense - Check - Post - Pay
Created in > : > > " >
Agency Svstem File to Expense Liabilities Employee
gency sy Cardinal Reports

Only Expense Reports can be uploaded into Cardinal. Travel Authorizations and Cash

Advance requests must be entered online. 0
1



Lesson 1. Checkpoint

CARDINAL

Now is your opportunity to check your understanding of the course material. Read the question, select
your answer and click Submit to see if you chose the correct response.

11



Employees are not set up as vendors in Cardinal when being reimbursed by
their agency.

r True

O False
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A proxy is a person assigned to enter expense transactions on behalf of
another employee. In Cardinal, most employees will have proxies to enter and
process the majority of their expense related transactions.

r True

O False



Lesson 1. Summary

CARDINAL

In this lesson, you learned:

» Key concepts in the Expenses module

» The different processes in the Expenses module for online and interfaced transactions
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Lesson 2: Travel Authorizations

CARDINAL

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

Create and submit a Travel Authorization

View Travel Authorization status

Update a Travel Authorization

Cancel or delete a Travel Authorization

15



Entering and Submitting Travel Authorizations

CARDINAL

Travel Authorizations are typically used as a means of approving employees’ plans to travel and/or incur
related expenses prior to traveling. Here are some key points to consider:

» Cardinal does not require Travel Authorizations to be completed in the system prior to travel.
Commonwealth and agency policy determine when and if a Travel Authorization should be created /
completed in Cardinal.

* You can use Travel Authorizations to document approval of non-travel expenses such as education.
» Travel Authorizations can only be entered online.

* When a Travel Authorization is used, Cardinal requires it to be entered and approved in advance of
the proposed travel. You can only enter and approve Travel Authorizations before the begin date of
the proposed travel.

16



Entering and Submitting Travel Authorizations
~% (continued)

CARDINAL

» Details from a Travel Authorization can be copied into the Expense Report so you do not have to
reenter the same information.

« If an employee is eligible and requests a Cash Advance, you can enter one with the Travel
Authorization. The Travel Authorization contains a link to create a Cash Advance. When a Cash
Advance is created from a Travel Authorization, it is a separate transaction that will follow its own
approval path.

* You can attach travel documents (such as reservation or flight confirmations) to the Travel
Authorization.

* When you enter a Travel Authorization, you can record all expenses related to the trip, including any
that are direct billed to the agency or paid by a third party. They are still part of the total cost of
travel and are used for approval routing and tracking purposes, even if they are not reimbursable to
the employee.

17



CARDINAL

To create a Travel Authorization, access the
Travel Authorization page, using the following
path:

Main Menu > Employee Self Service > Travel
and Expense Center > Travel Authorization

On the Add a New Value tab, enter the Empl ID
of the employee requesting travel.

Click the Add button to access the Travel
Authorization Entry page.

If you are authorized to enter transactions for
only one employee, then you will not see the
Add a New Value tab and will be taken directly
to the Travel Authorization Entry page.

Creating a Travel Authorization

Favorites . Main Menu Employee Self-Service

Travel Authorization

Find an Existing Value

Empl ID:{00252010200 @,

Add

Find an Existing Value | Add a New Value

18




Travel Authorization Entry Page

Favoetes  Man Menu » Empbyee §el-5emce

Create Travel Authorization - ﬂ
Return 1o Travel and Expense Contor o ARachmen o
Travel Authorization Entry

CLARK S KENT Userf Detaults Authorization iD: 0000002364
*Description: Business Wnling Comment: Approved by mag on M15/14 5
“Business Purpose: [ Training =l
Default Location: Richmond (Cfy Limits) - § o
*Date From: 0372572014 W *Date To: 03262014 W
Accounting Defaumts o o More Optons: [ hi GO
o Select ‘Exponse Type ‘Date *Amount Curroncy ‘Payment Typo ‘Billing Type
& |Registiation Fee Z| oxeszoie [ 300.00 USD | Checs X |cmasle ¥ Datal +
r |Persont Mileage Cost Justih 8] 03252014 [ 56.00 USD [Checx =] |Bmasie 3 Detat +]
= {Lodong | ow2s2o14 [ 9200 USD | Checx »] |sinavie =] Detai 4+
0 Copy Setected Delete Selectea Check For Efmors o 'New Expense = Ada
Authonzed Amount: 44800 US

D
() wasrons Q)
Save for Later Submat Craale A Cash AQuince o Project Summar 0 Printasie view o
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Creating a Travel Authorization

CARDINAL

On the Travel Authorization page, select an option from the Quick Start drop-down menu:
* A Blank Authorization — This option opens a blank authorization.
* A Template — This option allows you to copy from an existing template.
* An Existing Authorization — This option allows you to copy from an existing authorization.

Favorites  Main Menu > Employee 1Srraff-Sewicra

Create Travel Authorization

Return to Travel and Expense Center Atachment
Travel Authorization Entry
CLARK S KENT User Defaults Authorization ID: NEXT
Quick Start: A Blank Authorization =|| co
> :A Blank Authorization ;
*Description: ATemplate Comment: &
An Existing Authorization
*Business Purpose: i s
Default Location: OJ

*Date From: Eﬂ*[}ate To Eﬂ




CARDINAL

Creating a Travel Authorization (continued)

Once you select an option you can enter other travel related information.

Favorites : Main Menu > Employee Self-Service
- H - -

Create Travel Authorization

Return to Travel and Expense Center
Travel Authorization Entry

Attachment

Customize | Find | B | 3

ClARK S KENT User Defaulls Authorization ID: NEXT
Quick Start: [ Blank Authorization =]| so |
ormatio

“Description: [l Comment:
“Business Purpose: | |

Default Location: | @
“Date From: [ H-ateto: e

Accounting Defaults More Options: | -] eo

First K 14 or4 I3 st

H FH H H

Select *Expense Type *Date *Amount Currency *Payment Type *Billing Type

jv
:l'
jv
:l'

Copy Selected Delete Selected | | CheckForEmors [New Expense =]

Authorized Amount: 0.00 UsSD
Update Totals
Save for Later il Create A Cash Advance Project Summary

Printable View

Click on image to enlarge
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General Information Section

CARDINAL

Each Travel Authorization, Cash Advance request, or | e fmiee gefsene
Expense Report requires a Description. In addition,
the Travel Authorization and Expense Report require a |==feimoms o
Business Purpose for the expense. The Description | Travel Authorization Entry

provides the reason for the expense. CLARK S. KENT User Defaults Authorization I0: NEXT
Description: Buginess Writing Seminar Comment:
A drop-down list displays available options for messhupse. [T l
. efauil Location: oa
Business Purpose: et
*Date From: ) Date To: B

+ Conference

* Recruitment

* Presentation

* Investigations

« Education

« Extraditions

* Field Work

* Meeting

* Overtime Meal Reimbursement

« Training

« Other - If you choose Other, you can enter an
explanation in the Comments box.

Click on image to enlarge



CARDINAL

General Information Section (continued)

The Attachment link allows you to add attachments to the Travel Authorization.

The Comment field is optional and allows you to enter additional notes or information about the

employee’s expense.

The Default Location field defaults the location on the expense lines where location is required and can

be changed.

In the Date From and Date To fields, enter the estimated beginning and end dates of the trip. If the travel

is for a single day, these values are the same.

FavnvritES MainvMenu > Employee gelf—Service

Create Travel Authorization

Return to Travel Authaorization

Travel Authorization Entry
CLARK S. KENT

User Defaults

Quick Start: | A Blank Authorization =]
-

*Description: Business Writing Course

|Training ;l

*Business Purpose:

Authorization 1D:

GO

Attachment

MEXT

Comment:

Default Location: Virginia Beach

*Date From: 0212512014 |[#]*Date To:

OJ

02/26/2014 [H

23



Detaills Section

The Details section of the Travel Authorization Entry page allows you to enter details about the travel
expense.

Use the Expense Type drop-down menu to select the type of expense (e.g., mileage, hotel, meals, fees,
rental car). For this example, Lodging is selected.

*Date From: 02/25/2014 [5]*Date To: 0212612014 |[H]

Accounting Defaults More Options: | hal GO |
e customize | Find | B8 | 2 Fist BT 4 g 0ra T (o
Select *Expense Type *Date Amount Currency *Payment Type *Billing Type
=l ]
Airline Travel ]
All Meals - MonTravel Day
All Meals - Travel Day
Auto Expense -il
Breakfast - MonTravel Day
Breakfast - Travel Day .Ll

Business Calls
Dinner - MonTravel Day

Copy Seled\ Dinner - Travel Day Check For Errors | | Mew Expense | | Add |
Education Reimbursement
Totals ‘Lodging
Authorized AmfjLodging Fees and Taxes 0.00 USD
Lunch - MonTravel Day §
Lunch - Travel Day Update Totals

Other Employee Reimburseme

Overtime Meals

Per Diem Incidentals reate A Cash Advance Project Summary Erintable View
Personal Mileage Convenience

Personl Mileage Cost Justified

FPersonl Mileage Cver 15K Mileg]

Registration Fee

Rental Car

TaxiiBus/Shuttle Fares

Train Travel

Save for L

24




Details Section (continued)

CARDINAL

Once the Expense Type is selected:
« Enter or select the Date associated with the Expense Type.

* For some Expense Types, the Amount field auto-populates based on COVA standard travel
guidelines.

* Inthe Payment Type field select Check. This is the only option.
« The Billing Type defaults to Billable. This is the only option for a Travel Authorization.
» Click the Detail link to access the Authorization Detail page.

Default Location: \firginia Beach @,
*Date From: 0212512014 [*Date To: 02/26/2014 |[H]
Accounting Defaults More Options: j GO
By i 4] L2
Select ‘Expense Type *Date *Amount Currency *Payment Type *Billing Type
r | Lodging | |022512014 [5) 94.00 USD Check =l |sillable | [oetai +.]
| [ +
| [ ]
| [ +]
Copy Selected Delete Selected Check For Errors New Expense j Add




—

CARDINAL

The Authorization Detail page is used for
additional details about the estimated
expense.

This example shows the Lodging Expense
Type. The Detail page for each Expense
Type is unique and required fields vary. For
example, Lodging contains Nightly Rate;
Personal Mileage contains Miles. Required
fields for each Expense Type are noted with
an * (asterisk) on this page.

Each Create Authorization Detail page has
an Accounting Detail link. Click the
Accounting Detail link to review, enter or
update the accounting detail for each
expense type entered. Accounting Detail
lines are created for every line entered in the
Travel Authorization.

Authorization Detail Page

Favorites - Main Menu Ermployee Self-Service

Create Travel Authorization

IAuthorization Detail for Lodging (Line 1) |

CLARK S. KENT Authorization 1D: MEXT
*Date: 02/25/2014 [z1]

*Payment Type: Check j

*Billing Type: Billable j

Number of Nights: 1

*Location: Virginia Beach @,

*Nacrrinting- Omni Hotel - accomodations for

*Nightly Rate: 9400 s

*Total Amount: 94.00 USD

Location Amount:

Accounting Detail

Check Expense For Errors

Return to Travel Authorization Entry

26




Accounting Detalil Page

CARDINAL

The Accounting Detail page contains charge distribution information for the selected expense. The
Account value defaults based on the Expense Type selected. Other values default based on the

employee’s profile configuration. Enter any additional accounting details required for each expense line or
make updates as needed.

The Travel Authorization is a means of providing approval for the employee’s travel request. It does not
create a financial transaction, so the accounting line entries do not post to the General Ledger. However,
the distribution created on the Travel Authorization will be copied over to the related Expense Report .

Most ChartField values for the accounting detail default based on the employee’s setup and the Expense
Type. Below, you see the default Department for Clark S. Kent. You see the Account value for the
Expense Type of Lodging that you entered on the Accounting Details page.

Fa‘.-\:vl'rtes Mainvl'v'lenu > Employee Self-Service

Create Travel Authorization
Accounting Detail
CLARK S. KENT Authorization ID: MEXT

This is the accounting detail for expense type Lodging with a transaction date of
2014-02-25 in the amount of 94 USD_ If changes are made inadvertently, you may
reset the default accounting values by hitting the 'Restore Defaults' button.

Restore Defaults

Amount *GL Unit SpeedType Key Account Fund Program Department Cost Center Task FIPS Asset

94.00 15100 [, 2, 50128502, Jo1000@, (799001 @, (92100 =N @, =N @, @,

Add ChartField Line

Ok

27



Accounting Detail Page (continued)

CARDINAL

If you need to update the default accounting distribution for the transaction, SpeedTypes may be used to
auto-populate ChartFields on each distribution line. SpeedTypes are generally defined for frequently used
accounting distribution combinations to increase data entry efficiency and accuracy.

Once the SpeedType is selected you may need to enter additional fields. Enter any additional fields and

click the OK button to save. Cardinal returns you to the Authorization Detail page. Click the Return to
Travel Authorization Entry link to return to the entry page.

Favorites | Main Menu > Employee gelf—Ser\.fice

Create Travel Autheorization
Accounting Detail
CLARK S. KENT Authorization 1D: MNEXT

This is the accounting detail for expense type Lodging with a transaction date of
2014-02-25 in the amount of 94 USD. If changes are made inadvertently, you may
reset the default accounting values by hitting the 'Restore Defaults' button.

Restore Defaults

Amount *GL Unit SpeedType Key lAccount Fund Program Department Cost Center Task FIPS Asset

04.00 [15100 @, @, |5012850%, (01000, 799001 @, |[oz100 @, @, @, @, =y

Add ChartField Line

28



»| Saving a Travel Authorization

CARDINAL

After you complete the Travel Authorization, you can save and/or submit it for approval.

To save the authorization without submitting it, click the Save for Later button on the Travel
Authorization page. Cardinal assigns an Authorization ID and the request is saved. The Authorization

ID number is a consecutive number across all users in Cardinal, so it will not be consecutive for your
Business Unit. The Travel Authorization will not be reviewed for approval until it has been submitted.

Favovr'rtes MainvMenu 3 Employee Self-Service
Create Travel Authorization
) Attachment
Travel Authorization Entry
CLARK S. KENT User Defaults Authorization ID: 0000002363
e
*Description: Business Writing Seminar Comment: [E]
"Business Purpose: Training j
Default Location: ‘firginia Beach @,
*Date From: 02/25/2014 [*Date To: 0212612014 |
Accounting Defaults More Options: j GO
i 4 2]
Select *Expense Type *Date *Amount Currency *Payment Type *Billing Type
r Lodging =) [o2r2512014 [ 94.00 USD |Check =] |[Bilable =l Detail ]
Copy Selected Delete Selected Check For Errors |New Expense j Add
Authorized Amount: 94.00 USD
Update Totals
Sl ric S Create A Cash Advance

Project Summary Printable View

29



Submitting a Travel Authorization

CARDINAL

To submit the authorization, click the Submit button on the Travel Authorization Entry page. After

clicking the Submit button, Cardinal assigns an Authorization ID if not already previously assigned when
saved. A confirmation page like the one below displays.

Click the OK button to confirm the submission.

Favorites
-

Main Menu > Employee Self-Service

Create Travel Authorization

Submit Confirmation
CLARK S.KENT

Authorization (D

0000002363

Total: 94 .00 USD Total Authorized:
Less Non-Approved:

“ Click OK to submit, or click Cancel to return to the travel authorization without submitting.

OK Cancel

30



CARDINAL

After you confirm the submission, the View
Authorization page displays. This is a view-

only version of the authorization you just entered.

Cardinal workflow routes the authorization to the
appropriate approver’s worklist. If more than one
approval is required, the authorization
automatically routes through the appropriate
levels.

Once submitted, the authorization can not be

updated by the proxy unless it has been sent
back.

The approver may approve, deny, or send the
authorization back to you for updates. If the
request is not approved, the approver provides
comments explaining why.

Submitting a Travel Authorization (continued)

Favorites - Main Menu > Employee Self-Service
- - -

View Travel Authorization

Return to Travel Authorization

Travel Authorization Details

CLARK S KENT
-

Description:

Business Purpose:
Status:

Default Location:

Date From:

Accounting Defaults

Personl Mileage Cost Justified

Lodging

Authorized Amount:

5

Profile
Supenisor

=

Profile

[ Return to Search | =] Motify

User Defaults

Business Writing Seminar
Training
Submitted for Approval

Virginia Beach

Authorization 1D:

Comment:

Last Updated:

12/08/2013

Attachment

0000002034

By: VPHB2737

12118/2013  Date To 12/19/2013
More Options: j
i
Date *Amount Currency *Payment Type *Billing Type
121812013 67.80 USD Check Billable *Detail
121812013 89.00 UsD Check Billable *Detail
166.80 USD
Project Summary Printable View
B
Hame Action Date/Time
JONES, TOM
i
Name Action Date/Time
KENT, CLARK S Submitted 12/09/2013 3:14:26PM

GO

Click on image to enlarge
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Viewing the Travel Authorization Status

CARDINAL

Both the originator who enters the Travel Authorization and the proxies for the employee can view it
after it has been saved or submitted.

To view a Travel Authorization, access the View Travel Authorization Details page using the following
path:

Main Menu > Employee Self Service > Travel and Expense Center > Travel Authorizations > View

32



% (continued)

CARDINAL

The current status displays in the Status field
on the Travel Authorization Details page.
After the authorization is approved, the status
updates to Approved.

The Pending Actions list at the bottom of the
page also provides information about the
processing status, and the approval flow if
there are multiple approvers.

While a Travel Authorization is in the approval
process, it cannot be modified. If the Travel
Authorization requires updates, the proxy can
ask the approver to send it back so it can be
modified and resubmitted.

Viewing the Travel Authorization Status

Fa\'nvntes Ma\n'Menu > Employee Self-Service

View Travel Autherization

[ Retum to Search | [ Notify

Travel Authorization Details
CLARK S KENT User Defauils Authorization ID: 0000002034
-
Description: Business Writing Seminar Comment:
Business Purpose: Training
I Status: Submitted for Approval I Last Updated: 12/08/2013 By VPHB2737
Default Location: Virginia Beach
Date From: 121812013 Date To:
Accounting Defaults More Options: LI GO
I L L
Date *Amount Currency *Payment Type *Billing Type
Personl Mileage Cost Justified 12182013 67.80 USD Check Billable *Detail
Lodging 12/18i2013 89.00 USD Check Billable *Detail
Authorized Amount: 156.80 USD
Biaiact Biniaclasis
~ ) L L
Profile Name Action DateTime
Supervisor JONES, TOM
—
= B 0o
Profile Hame Action Date/Time
KENT, CLARK S Submitted 12i09/2013 3:14:26PM

Click on image to enlarge

33




Updating a Travel Authorization

CARDINAL

If necessary, an existing Travel Authorization can be updated by the proxy. For example:
* An incomplete authorization was saved and needs to completed.
« The Travel Authorization was sent back and changes are required.

To update a Travel Authorization, select Modify from the Travel Authorization menu and search for or
select the authorization that needs to be modified. The same page is used to modify the authorization that
was used to create it. The only difference is that the Authorization ID and the Status display.

You can view but cannot update a Travel Authorization while it is in the approval workflow. Also, any
changes you make will require approval.

Travel Authorizations that are denied (as opposed to sent back) cannot be updated. They must be deleted.

Favorites = Main Menu > Employee Self-Service

Travel Authorization

Return to Travel and Expense Center Attachment
Travel Authorization Entry

CLARK S KENT User Defaults Jrutnorization in: 0000002036 |

-

*Description: Business Writing Seminar Comment: (E
*Business Purpose: |Training LI
[ status: Pending | Lastupdates: 12/09/2012  By:  VPH82737

Default Location: firginia Beach @,

*Date From: 121812013 E‘J*DateTo: 12M19/2013 Eﬂ
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Canceling or Deleting a Travel Authorization

CARDINAL

If necessary, you can cancel or delete a Travel Authorization.

You can only cancel approved Travel Authorizations that do not have associated Expense Reports. For
example, you can cancel an authorization if an employee’s trip is canceled after approval. Canceled
authorizations are not deleted from Cardinal and can still be viewed.

A Travel Authorization can be deleted if it:
 Has not been submitted
« Has been canceled

« Was returned or denied by the approver

Deleted authorizations cannot be viewed.

35



Canceling or Deleting a Travel Authorization
% (continued)

CARDINAL

To cancel or delete a Travel Authorization, select Cancel or Delete from the Travel Authorization menu

and search for the authorization. The search page displays only authorizations that are eligible for
cancellation or deletion.

The example below shows the Delete a Travel Authorization page. Click the Select checkbox in front of

the authorization that requires deletion. Click the Delete Selected Authorization(s) button. The selected
authorization is deleted.

Favorites = Main Menu > Employee Self-Service

Travel and Expense

Delete a Travel Authorization

CLARK S KENT
Select Description Authorization ID Date From |Date To Amount Currency
7 Business Writing Seminar 0000002036 12M8/2013 12192013 156.80 USD

Delete Selected Authorization(s)

Return to Travel Autharization
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CARDINAL

Travel Authorization

You are now about to view a simulation for creating and processing a Travel Authorization. Click the
Cardinal logo on your screen to start the simulation.

CARDINAL

Lesson Simulation: Creating and Processing a

37


http://www.cardinalproject.virginia.gov/Statewide Training/Simulations/AP315Simulation/tpc/e4241a9e-439f-45e5-88cd-d487416c3ffb/topic.html?mode=T&Back

Lesson 2: Checkpoint

CARDINAL

Now is your opportunity to check your understanding of the course material. Read the question, select
your answer and click Submit to see if you chose the correct response.
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Which of the following is not a business purpose.

O Conference
© Lodging
© Education

 Presentation
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At what point are you not able to update a Travel Authorization?

O After you save the authorization
© When itis in the approval process

O Afteris it sent back by the approver

40



Lesson 2: Summary

CARDINAL

In this lesson, you learned how to:

Create and submit a Travel Authorization

View Travel Authorization status

Update a Travel Authorization

Cancel or delete a Travel Authorization
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Lesson 3: Cash Advance

CARDINAL

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

» Create and submit a Cash Advance request

* View Cash Advance status
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Creating and Submitting a Cash Advance
~1 Request

CARDINAL

All of your agency’s employee travel and business related expenses are processed in the Expenses
module. You do not use petty cash for payments to your employees. You can only use petty cash when
you enter vouchers to pay vendors. In Cardinal, your agency employees are not vendors for your agency.

Cash Advance requests require approval. Once a Cash Advance is approved, Cardinal creates related
accounting entries, based on the employee’s profile. Then the amount of the advance is issued by check

or deposited in the employee’s bank account. Employee bank account information is uploaded from
CIPPS.
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CARDINAL

You can use the link on the Travel Authorization
to access the Cash Advance request for travel.

To access the Create Cash Advance Report
page, use the following path:

Main Menu > Employee Self Service > Travel
and Expense Center > Cash Advance

Use the Create Cash Advance Report page to
enter the Cash Advance request information.
This page can be displayed either from the
Cash Advance menu or, if you just completed
entering a Travel Authorization, from the link on
the Travel Authorization Entry page.

Creating a Cash Advance Request

Favorites | Main Menu > Travel and Expenses
- - -

Travel & Expenses - Cash Advance Report

Create Cash Advance Report
CLARK S. KENT

-

Advance ID:

*Description: |

*Business Purpose: |

Advance Amount: 0.00 UsD

Save For Later Submit

Attachment

MNEXT User Defaulls

Comment:

Reference:

*Amount Currenc Y

0.00 USD

Update Totals

Click on image to enlarge
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Create Cash Advance Report Page

Fa'.n:lTrites Main Menu > Employee Sef-Service o

Travel & Expenses - Cash Advance Report

Create Cash Advance Report

Affachment
CLARK 5. KENT Advance ID: MEXT saf Dafaults

= General Information

*Descrption: Business Writing Seminar Comment

(E]
‘Businass Purposa: Training

o o Reference:

Impar AT Advances

0
ot +

Customize | Eind | ®1 | = Frat Kl q0re 13 Laes
“Rource D BeE rapeion "Amount  Currency Apply Tax
System Check - |[Meals BO0.00 USD +] =]
Totals

Advance Amount 0.00 Ush

Save For Laler Sunmit o

Update Totals
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Creating a Cash Advance Request

CARDINAL
Fa\fovntes MalnvMenu S Emploveegerf-Ser\'\ce
. . . . &
The following fields are required when entering el 8 Expenses - Cash Advance Repor
a Cash Advance request: Create Cash Advance Report fr—
CLARK S. KENT Advance ID: NEXT User Defaults
. . . *Description: Business Writing Seminar Comment:
* In the Description field, enter a lg | ’
description for the Cash Advance request. Farenc: !
e 9
» Select the Business Purpose for the B 5 e Dot 1
reimbursement.
[SystemCheck 7] [Meals for 2 days 80.00fJusp ] [#|[=
In the Source field select System Check, oance hmount
Update Totals
Click on image to enlarge

which is the only option.

The Description field next to the Source

is not required and is used to capture
additional information about the request.

In the Amount field enter the amount of

the advance.



CARDINAL

After you complete a Cash Advance request
you can either Save for Later or Submit.
Cardinal assigns an Advance ID to the
request.

To save the request:

» Click the Save for Later button on the
Create Cash Advance Report page.
This saves the request and allows you to
make changes. The request must be
submitted to go through the approval
process.

 When the Save for Later button is
clicked, the Advance ID populates and
the page changes to Modify Cash
Advance Report. At this point, the
request is saved and can be modified if
necessary.

Saving a Cash Advance Request

Fa\'ovrfces MainvMenu » Employee §erf-Ser\fice

I

Travel & Expenses - Cash Advance Report

Modify Cash Advance Report Attachment

CLARK S KENT Advance ID: 0000000113 JUser Defaults

-

*Description: |Busmess Writing Seminar Comment:

*Business Purpose: |Trainmg j

Reference: |
b=
Import ATM Advances = d%
@ D bl 4

* - . Apply  Line Added

Source Description ‘Amount Currency Tax by Approver Date Added

System Check 7| [Meals for 2 days 80.00/USD ] [#|=
Advance Amount: 80.00 USD

Update Totals

Save For Later Submit

Return to Travel and Expense Center
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Submitting a Cash Advance Request
g~ (continued)

To submit the request:

Click the Submit button on the Create Cash Advance Report page.
A Submit Confirmation page displays.

Click the OK button to confirm the submission.

Cardinal uses workflow to route the request to the approver’s worklist. If more than one approval is
required, the request automatically routes to the designated approver(s).

Favuvr'rtES MainvMenu » Employee Self-Service

Travel & Expenses - Cash Advance Report

Submit Confirmation
CLARK S KENT Advance ID: 0000000113
Advance Amount: 20.00 UsD

“ Click OK to submit, or click Cancel to return to the cash advance without submitting

QK | Cancel




Viewing the Cash Advance Status

CARDINAL

You can save or submit your Cash Advance request. e oo
Proxies for an employee can view the status on the View Cash Advance Report e
. CLARK S KENT Advance ID: 0000000113 User Defaults
View Cash Advance Report page. You can access ’
this page using the following path: e e e
lSlatus: Submitted for Appraval l Reference:
Main Menu > Employee Self Service > Travel and e T
Expense Center > Cash Advance > View A
iR
The current status displays in the Status field on the r
View Cash Advance Report page shown here.
. . . = : 000 USD — = .
The Action History list, at the bottom of the page, e
provides a history of the submission, approval, and o T =
other actions on the request.
~ #
Once you Submit an employee’s Cash Advance KENT, CLARK § Submitted 121072013 9:23:47AM
request, you can only update it if an approver sends it
back to you. Click on image to enlarge
To update or delete a Cash Advance, see the job aid
entitled Updating and Deleting Travel
Authorizations, Cash Advances and Expense 49
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Lesson 3. Checkpoint

CARDINAL

Now is your opportunity to check your understanding of the course material. Read the question, select
your answer and click Submit to see if you chose the correct response.
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You can use the link on the Travel Authorization to access the Cash Advance
request for travel or navigate directly to the Cash Advance page.

r True

O False
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Lesson 3: Summary

CARDINAL

In this lesson, you learned how to:

» Create and submit a Cash Advance request

* View Cash Advance status
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Lesson 4: Expense Report

CARDINAL

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

» Create and submit an Expense Report online

» Understand the process for interfaced Expense Reports

* View Expense Report status
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Creating and Submitting an Expense Report

CARDINAL

Online Agencies

When you enter an Expense Report online, you have four options for entering information. You can enter
data into a blank report, use a template, copy data from a Travel Authorization or copy from another report.
You can then update the Expense Report, if necessary.

Interfacing Agencies

The Expense Report data is uploaded into Cardinal via interface. The interface program checks the
Expense Report transaction for completeness and valid values. If there is an error the Expense Report is
rejected and will not be entered into Cardinal. Once the agency makes corrections within their internal
system, it must be resubmitted.

Travel Authorizations can only be linked to Expense Reports entered online in Cardinal and not interfaced
Expense Reports.
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CARDINAL

To access the Expense Report page, use
the following path:

Main Menu > Employee Self Service >
Travel and Expense Center > Expense
Report

Enter the employee’s Employee ID in the
Empl ID field.

Click the Add button.

If you are authorized to enter transactions for
only one employee, then you will not see the
Add a New Value tab and will be taken
directly to the Expense Report Entry page
directly

Creating an Expense Report

Favnvr'rtes MainvMenu > Employee getf—Servi:e

Expense Report

Find an Existing Value

Empl ID: p0252010200 2,

Add

Find an Existing Value | Add a New Value

55




Expense Report Entry Page

Favortes Man Menu

Create Expense Report

Employee gcf-Semca

Expense Report Entry

CLARK S KENT
= Ganeny Information
*Descnplion:
"Business Purpose:

Defauit Location:

Beees Mo e
SLLATANQ LSRR

“Locatlen

Business Wiiting Seminar

Traming

Virgnia Beach

Apcly Caah Advanoeds|

Naer Oelauits

Necrar *AaThotel Nisage

Report I NEXT

Comment: (K

Reference:

More Opticas:

Per D *Curreecy

Select Expense Typea xpanse Date *Amoust Spent  ‘Currency *‘Paymant Type
Lodgng 12052013 W) g9 |usD @&  Check v  Siltable - B %+
+)
*|
+]
Capy¢ Selecied Delete Selacten Chack For Emmors New Expanga v A3
-
Empioyes Expenses: 0.00 USD Due Employes: 0.00 S0
Non-Reimbursable Expenses: 0.00 Due Vendor: 0.00 USO
Prépald Expenses: 0.00 U
Employee Credits: 0.00
Vendor Credits 0.00 LS
Cash Advances Appled: 0.00 US
Dednition of Totals Updae Totals
Save For Later Suomit Expense Repord Prossd Summan Printabia View

Eatum to Travel and Eipense Cenfel
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Creating an Expense Report (continued)

CARDINAL

When entering an Expense Report, start by choosing the appropriate option from the Quick Start drop-
down menu:

A Blank Report — This option displays a blank Expense Report Entry page.
A Template — This option allows you to select the desired Expense Report template to copy in.

A Travel Authorization — This option opens the Populate From A Travel Authorization page
which allows you to copy all data from a Travel Authorization, including accounting distributions.

An Existing Report — This option displays the Copy From an Existing Expense Report page,
which allows you to copy all data from an Expense Report, including accounting distributions.

Entries from My Wallet — This option is not used in Cardinal.

Favorites | Main Menu > Employee Self-Service
w - -

Create Expense Report

Expense Report Entry Attachment
CLARK S KEMNT User Defaults Report [D: MNEXT
Quick Start: |.—‘-.EIanI~:R-3p-:|rt ;l GO
= A Blank Repart
*Description: ATemplate Comment: i
. A Travel Authorization
*Business Purpose: An Existing Report

Entries from My Wallet Reference: I

Default Location: @,
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CARDINAL

Notice that the Expense Report Entry page
contains data similar to that on the Travel
Authorization Entry page. If you are copying
from a Template, Travel Authorization or
another Expense Report, data here auto-
populates.

If you are using a Blank Report, enter a
Description of your trip and select a
Business Purpose using the drop-down
menu.

The Attachment link allows you to add
attachments to the Travel Authorization.

The Default Location field defaults the
location on the expense lines where location
is required and can be changed.

The Comment and Reference fields are
optional and allow you to enter additional
notes or information about the employee’s
expense(s).

General Information Section

Fa\'ovrtes MainvMenu > Employee gelerer\'\ce

Create Expense Report

Expense Report Entry m
. =l

CLARK S. KENT User Defaults Report ID:
I
*Description: IElusmess Writing Seminar Comment: =
*Business Purpose: |Traming LI
Reference:
Default Location: Virginia Beach @,
Accounting Defaults Applv Cash Advance(s) More Options: | Ll GO
kS [ 2]
D “Detail #Location Merchant AiriHotel Milsage Per Diem *Currency
Select *Expense Types ‘Expense Date  “Amount Spent *Currency *Payment Type *Billing Type
- [Coggne =] [ozesrz01a 5 89.00 [usD (@ [check =l [sinabe =] B = ]
:I -
:I =
I | +
Copy Selected Delete Selected Check For Errors MNew Expense LI Add
Employee Expenses: 0.00 USD Due Employee: 0.00 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 0.00 USD
Employee Credits: 0.00 USD
Vendor Credits: 0.00 UsD
Cash Advances Applied: 0.00 UsD
Definition of Totals Update Totals
S GGl Subiil Expense Report Project Summary Printable View
Return to Travel and Expense Center

Click on image to enlarge
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Detaills Section

Enter the required information in the Details section of the page. The first tab that displays is the
Overview tab.

In this example, the Expense Type of Lodging is selected. Enter the Expense Date(s), and the
Amount Spent. Currency defaults to USD. Select Check as your Payment Type. The Billing Type
field defaults to Billable.

Favorites : Main Menu > Employee Self-Service

Create Expense Report

Expense Report Entry Attachment
CLARK S. KEMNT User Defaults Report 1D: NEXT
~ General Information
*Description: |Elus|ness Writing Seminar Comment: &=
*Business Purpose: |Tra|n|ng ;I
Reference: |
Default Location: [virginia Beach @,
Accounting Defaults Apply Cash Advance(s More Options: | - GO |
Customize | Find | view a1 ] B | 28 Fist El 9 4 ora DI [ gst
*Owerview *Detail *Location Merchant =Air/Hotel Mileage Per Diem *Currency
Select *Expense Typea *Expense Date *Amount Spent *Currency *Payment Type *Billing Type
— [Codaina =l [o2=5m014 1 | 89 00flUsSD 2. [check =1 [Binabie = || | = =
| =] =]
I =l
]
I -1
Copy Selected ] Delete Selected Il Check For Errors ] |New Expense ;l | add |
Totals
Employee Expenses: 0.00 USD Due Employee: 0.00 USD
Mon-Reimbursable Expenses: 0.00 UsD Due Vendor: 0.00 USD
Prepaid Expenses: 000 USD
Employee Credits: 0.00 USD
Vendor Credits: 0.00 UsD
Cash Advances Applied: 000 UsD
Definition of Totals I Update Totals
Eenl -Gl L b Expense Report Project Summary Printable YWiew

Return to Travel and Expense Center
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Overview Tab

—

CARDINAL

After completing entries on the Overview tab, additional tabs are required based on the Expense Type.

Required tabs are indicated by an * (asterisk). Use the green arrow to move to the next tab or click on a
specific tab to access it .

In this example for the Lodging Expense Type, required tabs include Detail, Location, Air/Hotel and
Currency. To access the Detail tab, click the green arrow button or click the Detail tab.

Fa\'uvrites MalnvMenu > Employee Self-Service

Create Expense Report

Expense Report Entry Attachment
CLARK 5. KENT User Defaults Report ID: NEXT
-
*Description: |Elu5|ness Writing Seminar Comment: 1]
*Business Purpose: |Tra|n|ng LI
Reference: |
Default Location: Virginia Beach @,
Accounting Defaults Apply Cash Advance(s) More Options: | Ll GO
LER R isi K1 ]
*Location Merchant *AiriHotel Milcage Per Diem *Currency I
Select *Expense Typea *Expense Date *Amount Spent *Currency *Payment Type *Billing Type
— [Codaing =l [ozr25/2014 | 89 oojjlusb @ [check =] [sinanie = = E =
I = |
]
I =l
I -1
Copy Selected Delete Selected Check For Errors |New Expense ;l Add
Employee EXpenses: 0.00 UsSD Due Employee: 0.00 USD
Mon-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 UsSD
Prepaid Expenses: 0.00 USD
Employee Credits: 0.00 UsD
Vendor Credits: 0.00 UsSD
Cash Advances Applied: 0.00 USD
Definition of Totals Update Totals
Bl ni-ing Esah ik Expense Report Project Summary Printable Wiew

Return to Travel and Expense Center
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Detail Tab

CARDINAL

The Detail tab on the Expense Report Entry

page displays details about the expense type.

The Expense Type and Expense Date
default from the Overview tab.

Notice that there is a required Description
field. Enter a description associated with the
Expense Type.

This tab contains a Non-Reimb checkbox
field to indicate expenses that the employee
should not be reimbursed for. Check this box
for any expense that is direct billed to the
agency or paid by someone other than the
employee.

See the job aid entitled Non-Reimbursable
Expenses for more details about entering
non-reimbursable expenses.

Favorites | Main Menu » Employee Self-Service
- - >

Create Expense Report

Expense Report Entry Attachment
CLARK 5. KENT User Defaults Report ID: NEXT
v
*Description: |Elusiness Writing Seminar Comment: &
*Business Purpose: ITraining j
Reference: |
Default Location: Virginia Beach @,
Accounting Defaults Apply Cash Advance(s) More Options: | j GO
i L 11
*Overview *Location Merchant “Air/Hotel Mileage Per Diem *Currency
Select *Expense Types *Expense Date =Description Hon-Reimb No Receipt
r Lodging 'I 02/25/2014 [5 [Omni - overnight stay [EL r r » [+
| EE]
| el
- ]
Copy Selected Delete Selected Check For Errors |New Expense d Add
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Location Tab

CARDINAL

After completing the Details tab, use the
green arrow or click the Location tab.
Depending on the Expense Type,
additional information may be required.

In this example using Lodging, the
information populates based on what was
entered on the Overview tab, and no
additional fields are required.

The Expense Type you enter on the
Overview tab determines which fields
you can edit on the remaining tabs. For
example, if the Expense Type is
Lodging, you cannot enter Miles on the
Mileage tab.

Click the next required tab, Air/Hotel.

Fa\fo_r'rtes MainvMenu »  Employee Seff-Service

Create Expense Report

Expense Report Entry

Attachment
CLARK S. KENT User Defaults Report ID: NEXT
-
*Description: |Elu5iness Writing Seminar Comment:
*Business Purpose: |Trainir|g j
Reference:
Default Location: Virginia Beach @,
Accounting Defaults Apply Cash Advance(s) More Options: j GO
i ]
0verview *Detail Ml Merchant *AirfHotel Mileage Per Diem *Currency
Select *Expense Type+ *Expense Date *Location Originating Location
r | Lodaing | 02252014 [ [virginia Beach Q@ = |+
| = o, =l
| = a =l
| | Q =l
Copy Selected Delete Selected Check For Errors New Expense j Add
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Air / Hotel Tab

On the Air/Hotel tab, you can enter the **Nbr of Nights because the Expense Type is Lodging. Enter
the number of nights, then click the next required tab for this Expense Type which is the Currency tab.

Favc;rites Mainvrl-'lenu > Employee Self-Service

Create Expense Report

Expense Report Entry Attachment
CLARK 5. KENT User Defaults Report ID: NEXT
+ General Information
*Description: |Elusiness Writing Seminar Comment:
*Business Purpose:; |Training j
Reference: |
Default Location: |virginia Beach @,
Accounting Defaults Apply Cash Advance(s) More Options: | - GO

Customize | Find | View 0] B | 35 First B 44074 0 [ast

*Overview *Detail *|pcation Merchant *AirfHotel Wileage Per Diem [

Select *Expense Types *Expense Date Ticket Number
r | Lodging 7| |o2r2512014 El 1J8 =

= +]

| = ]

| = el

| [ ]

Copy Selected Delete Selected Check For Errors MNew Expense j Add
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Currency Tab

On the Currency tab, the information populates for the Lodging Expense Type. No additional entries are
required. Use the green arrow or click the Overview tab to return to the Overview tab.

Favorites Main Menu > Employee gelf—Service
g

Create Expense Report
Expense Report Entry

Attachment
CLARK 5. KENT User Defaults Report ID: MNEXT
*Description: |Elusiness Writing Seminar Comment:
*Business Purpose: |Training j
Reference: |
Default Location: |‘u'irginia Beach @,
Accounting Defaults Apply Cash Advance(s) More Options: | - GO

Natails

*Detail *Location Merchant *AirfHotel Mileage Per Diem
b - . *Amount *Exchange Reimburse
Select Expense Type Expense Date spent Currency Rate Dfit Amt
i - B > ] =
r Lodging 02/25/2014 5] 8000 (USD @ 1.00000000 v ¢ = 89.00 USD
| [ ]
| [ el
| = o)
Copy Selected Delete Selected Check For Errors Mew Expense j Add
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CARDINAL

The following buttons display under the Details
section of the page:

» Copy Selected allows you to create a copy
of an expense line entered on the report.

* Delete Selected allows you to delete an
expense line.

» Check for Errors allows you to check the
Expense Report for errors.

Expense Line Options

Fa\fuvrfces MainvMenu > Employee §e|f—Ser\'ice

Create Expense Report

Expense Report Entry Attachment
JOHN DOE User Defaults Report ID: NEXT
=
*Description: |Eusiness".".'riting Seminar Comment:
*Business Purpose; |Traming j
Reference:
Default Location: \Virginia Beach Q@
Accounting Defaults More Options: j GO
T 0
| *Detail *Location Merchant *AirHotel Mileage Per Diem *Currency
Select *Expense Type« *Expense Date *Amount Spent *Currency *Payment Type *Billing Type
[Cosgng ] [oamseote & 8900 [UsD @ [Check &l [oiae ] B % &
| x
|| *
| &
— &
Copy Selected Delete Selected Check For Errors New Expense j Add
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Add Expense Lines

—

CARDINAL

You have the ability to add expense lines by using e — : L
tbhuettglaop—down menu next to the Check for Errors o — —— ——
N R L r ¥ &
Three options display: l—_l j
| 1] 4
« Expense from my Wallet — this functionality
iS not use d Copy Selected Delete Selected Check For Errors New Expense
Expenses from Hy Wallet..
Employee Expenses: 8900 USD Due Employee: r-;lullimeExpenses..‘ |
° |\/|u|t|p|e Expenses — use th| S option to E?:p:ﬂ?:s;ﬁSZEEKDENSES ggg Bzg Due Vendor. MNEWENDENSE e

access and select several expense types to
add to the Expense Report. Click the Add
button to choose which expense types you
want to add to the report. This option is
recommended if you need to add several
types of expenses to the Expense Report.

* New Expense — use this option to add a new
expense line to the report. Click the Add
button and a new line displays.
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Accounting Details Page

y -~
CARDINAL

Once you have completed all the required tabs, access the accounting details to verify the expense is
being charged correctly. To go to the Accounting Detail page for an expense line, click the Accounting
Detail icon on the Overview tab.

Favorites : Main Menu : Employee Self-Service
- = - -

Create Expense Report

Expense Report Entry Attachment
CLARK 5. KENT User Defaults Report ID: NEXT
*Description: |Elusineaa‘.".friting Seminar Comment:
*Business Purpose: |Training ;|
Reference: |
Default Location: |Virginia Beach @,
Accounting Defaults Apply Cash Advance(s) More Options: | hd GO

&
Customize | Find | View 21| BV | # First B 4g 018 I Last

w *Detail *Location Merchant *AirfHotel Wileage Per Diem *Currency

Select *Expense Types *Expense Date *Amount Spent *Currency *Payment Type *Billing Type
r | Ledging Fl (02252014 FH | 89.00/[usD @ [Check =l [sitaoe = |E | =
| [ =l
| =l =
| =l S|
Copy Selected Delete Selected Check For Errors Mew Expense j Add
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Accounting Details Page (continued)

CARDINAL

This page is completed for each expense line on the Expense Report. The accounting distribution here
defaults from the employee’s profile and the Expense Type chosen. If you used a template or copied the

Expense Report from a Travel Authorization, the accounting details default. You can use those entries or
update them if necessary.

In this example, the employee’s profile defaults a specific Fund, Program and Department that should be
charged. The Account field defaults based on the Expense Type on the expense line. The account

displayed here is the account used for lodging charges, but you can update. For example, you could
update the Account value from 5012850 to 5012270.

In this scenario, we will not update.

Favorites | Main Menu > Employvee Self-Service
- - -

Create Expense Report
Accounting Detail
CLARK S KENT Report ID: MEXT

This is the accounting detail for expense type Lodging with a transaction date of 2013-12-05 in the amount of 89 USD. If changes are
made inadvertently, you may reset the default accounting values by hitting the 'Restore Defaults' button.

Restore Defaults

Estimated Tax:
Total Distribution:

B L ]

. Monetary Currency Exchange
Amount GL Unit e — Code Rate Speedlype Key Account Fund Program Department Cost

s9.00/ [15100 @, 89.00 USD 1.00000000 @) [s012850 @, [o1000/@, |[Fooooq @,
4| |

92100 3,

Add ChartField Line Refresh

OK

68




Accounting Details Page (continued)

CARDINAL

The Account value defaults based on the Expense Type. All Expense Types have been configured with
appropriate Account values but they should be changed if necessary.

Here are 2 examples:

» When purchasing stamps, you use Expense Type Other Employee Reimbursement which defaults
to Account 5013110 (Apparel Supplies), so you should update to 5012140 (Postal Services) when
purchasing stamps.

* When attending Training, all Expense Line Account values should be changed to 5012270
regardless of Expense Type, per Commonwealth Travel Policy.

ChartField values other than Account also default based on the employee’s profile configuration and can
be updated if necessary. For example, if the employee’s travel is being charged to another department,
the Department ID can be updated.

Interfacing Agencies:

This page contains the fields entered in the Expense Distribution Record of the Expense Report
Upload file for interfaced transactions.
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Applying a Cash Advance to an Expense Report

—

CARDINAL

If the employee received a Cash Advance for the travel, it must be applied to the Expense Report before
you save it.

Apply a Cash Advance by clicking the Apply Cash Advance(s) link on the Expense Report Entry page.
The Apply Cash Advance(s) page appears as shown here. The Advance ID must be entered and all
other values are auto-calculated. Make sure the advance is applied to the expense for which it was

intended by reviewing the Description field. The Description field displays when selecting the Cash
Advance.

If the Cash Advance amount is more than the total amount of the Expense Report, only apply the amount
of the Expense Report. The balance will need to be paid back the to Commonwealth.

Favu_rites Main_Menu »  Employee gelf—Ser\.'ice

Create Expense Report

Apply Cash Advance(s)

Report ID: MEXT
CLARK S KENT g
FAdvance 1D Advance Amount Balance ::igange Total Applied
0000000112 202.00 0.00 UsSD 1.00000000 202.00| UsSD [=]
Add Cash Advance Update Totals
Total Advance Applied: 202.00 UsD
Total Employee Expenses: 266.80 UsSD
Total Due Employee: 64.80 USD

OK
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Apply Cash Advance(s) Page

Favn:rtes Main yenu ¥  Employee §erf-5enrlce

Create Expense Report

Apply Cash Advance(s)

CLARK S KENT Report ID: MNEXT

FT;"'.'.- ‘.l-'-L—u_l TN

*Advance ID Advance Amount Balance E:;’:mg! Total Applied o o

0000000112 uo 202 00 o 0.00 o 202.00 |UsD
Add Cash Advance O Update Totals o

Total Advance Applied: 0.00 USD

Total Employee Expenses: 0.00 UsD

Total Dua Employea: 0.00 UsSD
OK
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CARDINAL

You can check an Expense Report for errors
any time during the entry process by clicking the
Check for Errors button above the Totals
section. This checks the current entries for
errors. If errors exist, a red flag displays in the
second column of the expense line, and the
incorrect fields are highlighted in red.

To locate the error(s) and learn more about
them, click on the red flag(s).

Checking the Expense Report for Errors

Fa\'n_rtes Ma\nvMenu » Employee Self-Service

Create Expense Report

Expense Report Entry
CLARK S KENT

-

User Defaults

*Description: |Eus|ness Writing Seminar

*Business Purpose: |Traming

Default Location:

Virginia Beach

Accounting Defaulls Apply Cash Advance(s)

D *Detail

*Location Merchant *AirfHotel
Select *Expense Types *Expense Date
r L »> [fedging 7 12052012 B

r [Fersoni Wileage Cost J x|
r [Lodging Fees and Taxe ]

12105/2013 [5)
1210512013 [¢]]
262012 E
1210612013 &

Copy Selected

Employee Expenses: 250.32 UsSD
Non-Reimbursable Expenses: 0.00 USD
Prepaid Expenses: 0.00 USD
Employee Credits: 0.00 USD
Vendor Credits: 0.00 USD
Cash Advances Applied: 0.00 USD

Save For Later Submit

Return to Travel and Expense Center

Attachment
Report ID: MNEXT
Comment:
[~
Reference:
o;
More Options: | =] co
CEE 0
*Mileage *Per Diem *Currency
*Amount Spent *Currency *Payment Type *Billing Type
89.00/[UsD @, [Check =] [Giavle =] B =l
67.80 USD [check =l [Biolacle 7] E = ]
39.00/[usD & [check =l [emane =] B = E]
30.00/[usD @ |[check =l [emane =] B = E]
1553 [usD @, [check =] [Gimble =] B =]
[New Expense ]| Add

Delete Selected Check For Errors

Due Employee:
Due Vendor:

Definition of Totals

Expense Report Project Summary

250.33 USD
0.00 USD

Update Totals

Printable View

Click on image to enlarge
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% (continued)

CARDINAL

When you click the flag icon, the Expense Detail page
for the expense displays, highlighting the field(s) in
error and displaying error message(s).

The Expense Detail page display varies depending on
the Expense Type and the errors detected.

Correct the errors on the page and click the Check
Expense for Errors button on the page to confirm your
corrections.

In this example, the errors that require attention are:

» Description —the Description field is required
and was left blank

* Location Amount — the amount entered exceeds
the amount allowable under the travel guidelines.
If an exception was approved, comments must be
entered in the Exception Comments area in the
Location Amount field.

Checking the Expense Report for Errors

Favorites | Main Menu > Employee Self-Service
- - ¥

Create Expense Report

Expense Detail for Lodging (Line 4)

CLARK S KENT Report ID:

NEXT
Please enter or update the following information:

> Description
= Location Amount -- You entered an amount over your authorized limit of 89.00 USD. Explain
why.

*Expense Date: [12/0512012 5

*Payment Type: |Check j ™ No Receipt
*Billing Type: [Billanie =l I” Hon-Reimbursable
*Number of Nights: 1

*Location: ‘firginia Beach @,

*Description: [Ed]

*Amount Spent: 100.00
*Currency: usD @,
1.00000000: L) Fél

¥ Default Rate

*Exchange Rate:

Reimbursement Amt: 100.00 USD

Location Amount:

No Receipt:

Accounting Detail
Receipt Split

I Check Expense For Errors I

Previous Expense Mext Expense

Return to Expense Report
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Submitting an Expense Report

CARDINAL

After completing an Expense Report, applying any Cash Advance(s) and correcting any errors, you can
save or submit it for approval:

To save the report without submitting it, click the Save for Later button.

To save and submit the Expense Report, click the Submit button on the Expense Report Entry
page. After clicking this button, a confirmation page like the one here appears.

After an Expense Report has been saved and/or submitted, Cardinal assigns a Report ID to the
Expense Report.

Favgrites = Main Menu > Employee Self-Service

Create Expense Report
Submit Confirmation

CLARK S KENT Report ID: MEXT

Employee Expenses: 250,33 USD Due Employee: 25033 UsD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 0.00 USD Definition of Totals

Employee Credits: 0.00 UsSD

Vendor Credits: 000 UsSD

Cash Advances Applied: 000 UsSD

V Click QK to submit, or click Cancel to return to the expense report without submitting.

DK Cancel
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Submitting an Expense Report (continued)

CARDINAL

* Once you click the OK button on the Submit Confirmation page, the Expense Report is edit and
budget checked. If errors are detected, additional administrative action may be required.

» After edit and budget checking, the report is routed through workflow to the approver’s worklist. If
more than one approval is required, Cardinal automatically routes your report to the designated
approvers. The approver can view the budget check results when reviewing the report for approval.

» The approver(s) may approve, deny, or send back the Expense Report. If the request is not
approved, the approver should indicate the reason(s) in the message comments.

« The Payment Cash Checking application ensures all payments including vouchers and expenses are
checked against available cash before being released for payment.
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Creating an Expense Report — Interfacing
1 Agencies

CARDINAL

The Details tab contains the fields entered in the Facgtes Han e > Erpiee efsenice
Expense Line Record for interfaced transactions that
are uploaded in Cardinal.

Create Expense Report

Expense Report Entry Atachment
LOIS.LANE User Defaults Report ID: NEXT
When an |nterfaC|ng agency needS tO enter an *Description: |Busmess‘.‘critmgSkMIs Comment:
Expense Report online in Cardinal, the following sness e [Tty 4
. . Reference:
selections should be made on the Overview tab: - mond Ch s a

» Select the Expense Type of Other Employee — i

Accounting Defaults Apply Advance(s)
Reimbursement B3l ggrs D
i ) *Detal | Locaton | Werchant | AirHotel || Mieage | PerDiem || *Currency
* Enter the tOtal amount Of the expenses for the Select ‘Expense Types ‘Expense Date  *Amount Spent *Currency  *Payment Type *Billing Type
report in the Amount Spent field. | [orerEmioeeramng] prrazois [ sionfusD @ [oheck o [e 7 B %
* For Payment Type select Check. H -
- : 3 “
» For Billing Type select Billable. — &
Copy Selected Delete Selected Check For Ermars IW, Add

Agencies are responsible for ensuring all expenses
meet travel and expense guidelines and follow
agency policy.
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Interfaced Expense Transactions

CARDINAL

Interfacing Agencies send their agency approved Expense Report transactions to Cardinal using the
Expense Report Upload process.

Cardinal validates required ChartFields and ChartField combinations. Transactions that pass these
checks are loaded into Cardinal.

Transactions that do not pass these checks are rejected. Cardinal generates an Expense Upload Error
Report nightly that displays details for all rejected transactions.

Rejected transactions are reviewed and corrected by the agency, before being re-sent to Cardinal.

Interfaced Expense Reports do not go through agency level workflow for approval. If they are updated
online in Cardinal, the Expense Report will go through one agency level approval.

See the Expense Report Interface Processing job aid for additional details.
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CARDINAL

You can view the status of the Expense Report any time
after you save or submit it using View from the menu.

The current status displays in the Status field on the
Expense Report Detail page shown here. After the
Expense Report is approved, the status updates to
Approved. The Post Status field indicates whether or
not the report has been posted after approval. Once it is
posted, it is processed for payment.

The Pending Actions list at the bottom of the page
indicates processing status and the approval flow if there
are multiple approvers.

To update or delete an Expense Report, see the job aid
entitled Updating and Deleting Travel Authorizations,
Cash Advances and Expense Reports.

Viewing an Expense Report Status

Favgrites © Main Menu > Employee Self-Service

View Expense Report

Expense Report Detail Attachment
CLARK S KENT User Defaults Report ID: 0000029066
I
Description: Business Writing Seminar Comment: =
Business Purpose: Training
| status Submitied for Approval | Reference:
Default Location: Virginia Beach Last Updated: 1211012013 By PH82737
Posi State: Not Applied
Accounting Defaults More Options: A - | co
B T ]
Detail Location Merchant *AirHotel *Mileage “Per Diem “Currency
‘Expense Date | *Amount Spent *Currency  “Payment Type *Billing Type
All Meals - Travel Day 12/05/2013 39.00 USD Check Billable ﬁl
All Meals - Travel Day 12/08/2013 39.00 USD Check Billable =Y
Lodging 12/05/2013 89.00 USD Check Billable By
Personl Mileage Cost Justified 12/052013 67.80 USD Check Billable ==Y
Lodging Fees and Taxes 12/06/2013 15.53 USD Chack Billable By
Employee Expenses: 033 USD Due Employee: 250.33 USD
Hon-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 0.00 USD
Employee Credits: 0.00 USD
Vendor Credits: 0.00 USD
Cash Advances Applied: 0.00 USD
Definition of Totals
Printable View
= ol tzar2 0
Profile Hame Acti Date/Time
Expense Reviewer DOE, JOHN
Expense Coordinator DOE, JANICE
~ S ]
Profile Name Action Date/Time
KENT, CLARK 8 Submitted 12(10/2013 11:20:54AM

[t Return to Search | (=] Motify

Click on image to enlarge
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Lesson Simulation: Creating an Expense Report

-
CARDINAL

You are now about to view a simulation on creating an Expense Report. Click the Cardinal logo on your
screen to start the simulation.

CARDINAL
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Lesson 4. Checkpoint

CARDINAL

Now is your opportunity to check your understanding of the material. Read the question, select your
answer and click Submit to see if you chose the correct response.
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If you begin an Expense Report by copying in the Travel Authorization, the
accounting entries are copied as well.

& True

O False
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When can an Expense Report be modified?

O Before it is submitted
O Afteritis approved

— Both of the above
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Interfacing agencies are able to upload Travel Authorizations, Cash Advances
and Expense Reports into Cardinal.

& True

O False
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Lesson 4: Summary

CARDINAL

In this lesson, you learned how to:

» Create and submit an Expense Report for online and interfacing agencies

* View Expense Report status
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Lesson 5: Reports, Queries and Online Inquiries

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

* Reports

* Queries

* Online Inquiries
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Reports

CARDINAL

Three key Expenses reports include:

* Expense Report

» Travel Authorization Report

» Expense Report Upload Error Report

Only proxies can run these reports.
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Expense Report

Favorites | Main Menu
L ‘ v

. . . . Expense Report Expense Receipt
The Expense Report is available in a printable EEEEE
format YOU can navigate tO th|S repOI’t USing To printthis report, please use your browser's print feature.

the following path: PeopleSoft.
Expense Report 0000007388
. . SUMMER. SUN Employee ID: EMPLID1
Main Menu > Employee Self Service >Travel
and Expense Center > Print Reports > Report Date: 07ME2012  11:49:-16AM  Status: Approved for Payment
Expense Report Description; Conference Travel
Business Purpose: Conference
Comment:
Date Expense Type Merchant Location Amount
Chattestle  7zuso

Employee Expenses: 17.22 USD
Non-Reimbursable Expenses: 0.00 USD
Prepaid Expenses: 0.00 USD
Employee Credits: 0.00 UsD
Vendor Credits: 0.00 UsD
Cash Advances Applied: 0.00 USD
Total Due Employee: 17.22 USD
Total Due Vendor: 0.00 USD
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CARDINAL

The Travel Authorization Report is also

printable. You can navigate to this report using
the following path:

Main Menu > Employee Self Service >
Travel and Expense Center > Print Reports
> Travel Authorization

Travel Authorization Report

Favorites = Main Menu

To print this report, please use your browser's print feature

PeopleSoft.
Travel Authorization
Report Date: 07/16/2012

SUMMER SUN Report Time: 11:54:28AM
Authorization ID: 0000000797 Employee ID: EMPLID11
Description: Annual Meeting Status: Submitted for Approval
Business Purpose: Meeting
Date From: 07/02/2012 To: 07/03/12012
Comment:

Date Expense Type Merchant Amount Currency Description

07/02/2012 Lodging 97.00 USD Charlotte (Mecklenburg Co)
— Per Diem & ” "
07/02/2012 Incidentals 5.00 USD Charlotte (Mecklenburg Co)

Total: 102.00 USD

Non-Reimbursable Expenses: 0.00 USD

Total Authorized: 102.00 USD

| certify that the information provided above is an accurate estimate of travel-related costs that are to
be incurred by me

Employee Signature Date

Approved By Date
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¥| Expense Report Upload Error Report

CARDINAL

This report provides details on all errors, including missing and invalid data, encountered when loading
data from agency systems into Cardinal.

You can access this report using the following path:

Main Menu > Travel and Expenses > Travel & Expenses Center > Print Reports > Expense Report
Upload Error Report
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Queries

CARDINAL

Two frequently used queries include:

 Posted Cash Advance Extract

» Posted Expense Report Extract

Queries will only display results of transactions processed by the proxy who runs the query.
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Posted Cash Advance Extract

CARDINAL

This query shows a listing of all Cash Advance transactions that have been posted to the General Ledger.

The query requires user inputs for General Ledger Business Unit, Journal Date From and Journal Date
To.

You can navigate to this query using the following path:

Reporting Tools > Query > Query Viewer >V_AP_POSTED_ADV

V_AP_POSTED_ADV - Posted Cash Advance Extract
Business Unit:: | @,
Journal From Date:: E{J
Journal From To: E{J
View Results
GL . . Travel
. EMP| Emp (Adv.| Adv. |Creation|Submit|Ref.| Adv. Post |Acctg.| Busn. T
Euﬂ:i‘:ﬁﬁ ID |Hame| ID [Status| Date Date | ID (Name A“;h' Status | Date |Purpose i TEE Cnmment;
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Posted Expense Report Extract

CARDINAL

This query shows a listing of all Expense Report transactions that have been posted to the General
Ledger. The query requires user inputs for GL Business Unit, Journal Date From and Journal Date To.

You can navigate to this query using the following path:

Reporting Tools > Query > Query Viewer >V_AP_POSTED_EXPN

V_AP_POSTED_EXPN - Posted Expense Report Extract
GL Business Unit: (15100 @,
Journal Date From: [03/27/2013 |[5]
Journal Date To: 03/27/2014 [5)
View Resulis
Download results in : Excel SpreadSheet CSV TextFile XMLFile (10240 kb)
View Al
) Cardinal | Advance |Expense
Tgangact|on Employee EEEE Sheet |Business| Creation |Submission| Approval |Accounting | Sheet |Operator Cash |amount | Report | Exp
usiness | Employee ID Report Comments - -
Uni Hame Name | Purpose Date Date Date Date Status D Advance | applied Line Ty
nit Humber B
D against | Number
Quality
1 |15100 00523190500 EUFFEE'E'RW‘N 0000020058 ';Seimfe 00007  |03/27/2013|04/01/2012 |04/02/2013|04/01/2012 [PD | 1BA29799 1|PER!
at DMV
Quality
2 |15100 00523190500 EUFFEEBRYAN 0000020058 -;iﬁg;“e 0007 |03/27/2013|04/01/2013 |04/02/2013 |04/01/2013 [PD | 1BA39799 1|PER
at DMy
Quality
3 |15100 00523190500 EUFFEE'BRW‘N 0000020058 ';Seigv’:fe 00007  |03127/2013 |04/01/2013 |04/02/2012|04/01/2012 |PD  |IBA29709 1|PER
at DMV
Quality 92




Online Inquiries

CARDINAL

Two frequently used Expenses online inquiries include:

« Employee Payment History

« Employee Expense History

Inquiries will only display results of transactions processed by the employee / proxy who runs the inquiry.
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Payment History

The Employee Payment History inquiry displays information about the history of payments for an
employee. You can navigate to this online inquiry using the following path:

Main Menu > Employee Self Service > Travel and Expenses > Review Payments

Favc;r'rtes Mainvru'lenu » Employee Self-Service > Travel and Expenses > Review Payments

Employee Expense Payment

Employee Payment History
CLARK S KENT

Payment Information

Payment Date: 09132013

Payment Amount: 41.82 UsSD
Payment Status: Paid

Payment Reference: 30025919
Payee Address

Type [} Description Status Created Amount Currency
Expense Report | 0000029059 Cardinal Training  Paid 09M32013 41.82 USD

Return to Travel and Expense Center

=] save | [GF ReturntoSearch | [t Previousin List | [+5 Mextin List




Employee Expense History

CARDINAL

The Employee Expense History inquiry displays a history of the Expense Reports you have submitted
and their status. This inquiry also includes links to other pages for more details. You can navigate to this

online inquiry using the following path:

Main Menu > Employee Self Service > Travel and Expenses > Review Expense History

Favorites | Main Menu Employee Self-Service > Traveland Expenses > Review Expense History

Employee Expense History
CLARK S KENT

From Date: Hzroizo12 |[5

Through Date: 12110/2013 |[3)

Transaction Type: I-‘\ll =]

: Search

Expense History

Type ID Description Submitted Date  Status  From Date g;{;’“gh 5“:$::IEH1
Cardinal )

Expense Report 0000023059 Training 09/13/2013 Paid 09/09/2013 09/12/2013 41.82 USD

Return to Travel and Expense Center
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Lesson Summary

CARDINAL

In this lesson, you learned how to:

» Use key reports, queries and online inquiries
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Course Summary

CARDINAL

In this course, you learned how to:

Understand travel and expense processing concepts, processes, and integration
Understand business purposes in Expenses

Understand the process for interfaced expense transactions
Create and submit a Travel Authorization

View Travel Authorization status

Update a Travel Authorization

Cancel or delete a Travel Authorization

Create and submit an Expense Report

View Expense Report status

Create and submit a Cash Advance request

View Cash Advance status

Use key reports, queries and online inquiries
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CARDINAL

You have completed the AP315: Processing Employee Expenses course.
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Appendix

—

CARDINAL

« Key Terms

» Integration with Accounts Receivable — Funds Receipts
» Expense Process Flow Diagram

« Screens and Descriptions

» Diagrams and Screenshots
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Key Terms

-

CARDINAL

Cash Advance — A request made by an employee for an advance on an anticipated expense.

Employee Profile — Employee data that is set up and used to correctly route employee Travel
Authorizations and Expense Reports through workflow for approval, and also to send related payments to
the correct mailing address or bank (if employee is set up for electronic payments). An Employee Profile
must exist to process any expense transactions.

Expenses — Any costs incurred by employees related to business and reimbursed to employees. These
reimbursements can be for travel or non-travel related expenses.

Expense Report — A report of expenses incurred by an employee. The report must include details of
each expense. The details from the Travel Authorization (if applicable) can be copied into the Expense
Report. If a Cash Advance was provided, the employee applies the amount of the Cash Advance to the
Expense Report.

Expense Type — A field on Travel Authorizations and Expense Reports that identifies the category of
expense. For example, some travel related expense types include: Lodging, Airline Travel, Lunch —
Travel Day, Dinner — Travel Day, etc. There are also expense types for non-travel expenses. The
default value of the Account field in the accounting entries on the Expense Type. For example, the
account used for Lodging is different than the account used for Airline Travel.
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Key Terms (continued)

CARDINAL

Non-Reimbursable Expense — Expense paid by the agency through direct billing or 3rd party that needs
to be identified as part of the total cost of travel.

Proxy — A user authorized to create and view expense transactions for an employee. Each employee must
have one or more proxies.

Travel Authorization — A request made through Cardinal for permission to travel. An authorization must
be approved prior to travel.
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Integration with Accounts Receivable

CARDINAL

If you owe money for an outstanding Cash Advance after submitting your Expense Report, Accounts
Receivable processes repayment once it is received.

Accounts Payable

Expenses >
Accounts
General Ledger [« Receivable
(Funds Receipt)
Accounts
Payable >
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Travel Authorization Entry Page

CARDINAL

Favorites Main Menu > Ermployee Self-Service

Create Travel Authorization

Eeturn to Travel and Expense Center

Travel Authorization Entry
CLARK S. KENT

+ General Information

Aftachment

User Defaults

Authorization ID: 0000002364

*Description: |Eusiness Writing Comment: Approved by mag on 31514
*Business Purpose: |Training j
Default Location: |Richm0nd (City Limits) @,
*Date From: 03/25/2014 [*Date To: 0312612014 |5
Accounting Defaults More Options: x| Go |
Details customize | Find | B | % First T 43073 1 Last
Select *Expense Type *Date *Amount Currency *Payment Type *Billing Type
r | Registration Fee E| [03/252014 [E | 300.000 USD | Check =l |[sillable Fl :Detai
r | Personl Mileage Cost Justifi & |03/25/2014 [ 56.00 USD | Check =l |sillable Fl Detail
r | Lodging Fl (032512014 [[5) 92.00 USD | Check =l |sillable Fl Detail
 CopySelected  DeleteSelected ~ CheckForEmors [New Expense =] | Add |
Authorized Amount: 44300 UsD
. UpdateTotals
| Save for Later | | Submit | Create A Cash Advance Project Summary Printable View
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Travel Authorization Entry Page Descriptions

-

CARDINAL

Return to Travel and Expense Center link: Click this link to go back to the Travel and Expense Center
page.

Attachment link: Click this link to display a page where you can add attachments to the authorization.
Description: Enter a brief description of the reason for the travel.
Business Purpose: Enter the purpose for the expense.

Default Location : Enter or select the location for the expense. This field defaults the location on the
expense lines where location is required and can be changed.

Date To / Date From: Enter or select the planned start date and end date of the travel. If the travel is one
day, both dates should be the same.

Comment: This field is optional and allows you to enter additional notes or information about the expense.

Accounting Defaults link: Allows you to view the accounting defaults that are setup on the employee
profile.
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Travel Authorization Entry Page Descriptions
~% (continued)

CARDINAL

More Options drop-down menu: Allows access to create a Cash Advance, view a project summary (not
applicable) or see a printable version of the Travel Authorization.

Expense Type: Select the type from the drop-down list, such as Airline Travel or Lodging. Each type
must be on a separate line. You can use more than one line for an expense type if needed; for example, if
you have two separate airplane tickets and want to show them separately.

Date: Enter the estimated date of the expense.

Amount: Enter the estimated amount of the expense. Note in this example that some amounts are
display-only. Calculate these amounts on the Authorization Detail page.

Payment Type: Shows how an expense item that is listed on an Expense Report was paid for by the
employee. Check is the default used in Cardinal.

Billing Type: In Cardinal, this defaults to Billable and cannot be changed.
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Travel Authorization Entry Page Descriptions
~% (continued)

CARDINAL

Detail link: Click this hyperlink to display an Authorization Detail page for the Expense Type on the line.
This lets you enter more information about the estimated expense as well as accounting information. For
Expense Types where you cannot enter an amount on the line, such as per diems or mileage, you need to
display the Authorization Detail page and calculate the amount there.

+ (Add a Row) button: Click this button to add a new expense row.

Copy Selected and Delete Selected buttons: To copy selected lines to additional rows, or to delete lines
from the page, click these buttons as needed, e.g. for one day’s expenses (lodging, etc.). Click in the
Select checkbox on a line to select it for copying or deletion.

Check for Errors button: After you complete an authorization but before you submit it, click this button to
identify any possible errors before you continue. (Cardinal performs this same error check when you save.)

Add button and drop-down menu: To add a new blank line for an expense item, select New Expense
from the drop-down list and click the Add button. To add more than one line at a time, select Multiple
Expenses. When you select Multiple Expenses, a page displays letting you specify the Expense Type of
each expense line, and a date range so you can create different lines for different days.

106



Travel Authorization Entry Page Descriptions
~% (continued)

CARDINAL

Update Totals button: Click this button to update the totals of the expense items on the page.

Save for Later button: Click this button to save the Expense Report. Upon save, Cardinal generates an
Authorization ID.

Submit button: Click this button to submit the Travel Authorization to the approval workflow. Cardinal
generates an Authorization ID if the Travel Authorization was not previously saved.

Create A Cash Advance link: Click this link to begin the process of requesting a Cash Advance.
Remember that this is a separate process from creating a Travel Authorization and requires a separate
approval, so make sure your Travel Authorization is complete before doing this. Also remember that
requesting a Cash Advance is optional. Note: You can request a Cash Advance separately. According to
state policy, Cash Advances may not be requested for non-travel expenses.

Project Summary link: Not applicable.

Printable View link: Click this link to get a printable view of the Travel Authorization.
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Favorites Main Menu > Employee Self-Service

Travel & Expenses - Cash Advance Report
Create Cash Advance Report

CLARK S KENT Advance ID: MEXT User Defaults
w General Information

*Description: Business Writing Seminar Comment: (B

*Business Purpose: Training -

Reference:
i

Import ATM Advances 4= @

Details

3 First K 1 or1 O Last

*Source Description *Amount Currency Apply Tax

89.00/ USD ol =

Advance Amount; 0.00 UsD

System Check + [Meals |

| Update Totals |

. SaveForLater Submit

Return to Travel and Expense Center
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Create Cash Advance Report Page Descriptions

CARDINAL

Description/Business Purpose: Enter a description for the advance and select the appropriate Business
Purpose. If you link to this page from a Travel Authorization, these fields default from your Travel
Authorization entries.

Comment/Reference: Enter any additional information about the advance, or specific reference numbers
that might be required. For example, you might want to enter the Authorization ID of the associated Travel
Authorization, so you can make sure to apply the advance correctly on the subsequent Expense Report.

Attachments Link: Click this link to display a page where you can add attachments to the Cash Advance
request.

Details Line: The Source defaults to System Check and cannot be changed. Enter an additional
Description if needed, and enter the requested Amount.

Save for Later/Submit: Click Save for Later if you do not want to submit the request at this time, or
Submit to save it and submit it for approval.
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CARDINAL

Expense Report Entry Page

Favorites Main Menu > Employee Self-Service

Create Expense Report

Expense Report Entry Aftachment

CLARK S KENT User Defaults Report ID: MNEXT
+ General Information
*Description: Business Writing Seminar Comment: k]
*Business Purpose: Training -

Reference:
Default Location: [virginia Beach @,

Accounting Defaults Apply Cash Advance(s) More Options: - | O |

Details
i Lo | *Detail || *Location || Merchant || *AirHotel || Wileage [ PerDiem | *Currency 7

Select *Expense Typea *Expense Date  *Amount Spent *Currency *Payment Type *Billing Type
Lodging v [120052013 5 | 89.00 |USD @, Check ~  Billable ~ B =
-
-
-
. CopySelected Delete Selected CheckForErrors New Expense - Add
Employee Expenses: 0.00 USD Due Employee: 0.00 UsSD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 0.00 USD
Employee Credits: 0.00 UsSD
Vendor Credits: 0.00 USD
Cash Advances Applied: 0.00 USD
Definition of Totals | update Totals |
| Save For Later | | Submit | Expense Report Project Summary Printable View

Return to Travel and Expense Center
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Expense Report Entry Page Descriptions

CARDINAL

Attachments link: Click this link to display a page where you can add attachments, such as scanned
receipts, to the Expense Report.

Description / Business Purpose: These are required fields and are copied from the source document if
you specified one.

Comment / Reference: These fields are optional and allow you to enter additional notes or information
about the expense.

Accounting Defaults link: Allows you to view the accounting defaults that are setup on the employee
profile.

Default Location link: This is the location that is used for all expenses on the report unless you change
the location on the individual expense line.

More Options drop-down menu: Allows access to see a printable version of the Expense Report. The
Expense Report Project Summary is not applicable.

Apply Cash Advance(s) link: Click this hyperlink to display the page where you apply any outstanding
Cash Advances to the Expense Report.
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Expense Report Entry Page Descriptions
-4 (continued)

CARDINAL

Tabs above lines: Click these tabs to enter details about the expense on each line, starting with the
Overview tab and then moving left to right. The tabs that contain required fields are indicated by asterisks
(*) before their names. The required tabs vary depending on Expense Type. For example, entries are
required on the Air/Hotel tab for air and lodging expenses but not other types.

Expense Lines: Fields for expense details appear here. As you select different tabs, some fields change
to match the subjects of the tabs.

Accounting Detail icon: These icons appear only on the Overview tab. Click the icon on each line to
enter, display, or change the accounting details on the line.

Green Arrow icon: These arrows allow you to move from tab to tab in place of clicking the tabs.
Employee Expenses: The total of all expenses.

Non-Reimbursable Expenses: Any expense that is prepaid or direct billed to the agency and will not be
an out-of-pocket expense reimbursement to the employee. This field reflects the total amount of expenses
that have been indicated as non-reimbursable on the Expense Report.

Prepaid Expenses: This field is not used in Cardinal.
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Expense Report Entry Page Descriptions
-4 (continued)

CARDINAL

Employee Credits: This field is not used in Cardinal.
Vendor Credits: This field is not used in Cardinal.
Cash Advances Applied: Any Cash Advance received for this travel.

Due Employee: Equals Employee Expenses less any Cash Advances Applied.

Due Vendor: This field is not used in Cardinal.
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Apply Cash Advance(s) Page

CARDINAL

Favorites Main Menu > Employee Self-Service

Create Expense Report
Apply Cash Advance(s)

CLARK S KENT Report 1D; MEXT

*Advance D Advance Amount Balance Etxai:gange Total Applied
0000000112 202.00 1.00000000 202.000UsD |i|
Add Cash Advance Update Totals
Total Advance Applied: 202.00 UsD
Total Employee Expenses; 266.80 USD
Total Due Employee: 64.80 UsD
(0],
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Apply Cash Advance(s) Page Descriptions

CARDINAL

Advance ID: Enter or select the ID for the Cash Advance to be applied.
Advance Amount: After you select the advance, the total amount of the advance appears in this field.

Balance: The remaining balance on the Cash Advance after the advance has been applied to an Expense
Report.

Total Applied: This field defaults to the amount of the Cash Advance. If you need to apply a portion of the
total advance amount to the Expense Report, enter the appropriate amount in this field. For example, if the
total expenses on the Expense Report are less than the Cash Advance amount, you need to adjust the
Total Applied field to match the total expenses.

Delete row icon (-): If you need to remove the advance from the Expense Report, click the Delete row
icon.

Add Cash Advance: Click this button to add another Cash Advance to the Expense Report.

Update Totals: Click this button to update the totals below. This indicates of how the amount owed to
you, if any. Note that if you return to the Expense Report and make any changes to the items, this value is
no longer be correct, and you may need to update the Apply Cash Advance(s) page.
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Travel Authorization Entry Page

Favorites Main Menu > Employee Self-Service

Create Travel Authorization

Return to Travel and Expense Center Aftachment
Travel Authorization Entry
Cl ARK S KENT User Defaults Authorization ID: NEXT
Quick Start: | A Blank Authorization = | so |

*Description: || Comment: ]

*Business Purpose: | j

Default Location: | @,

*Date From: [J*Date To: ]

Accounting Defaults More Options: =l o |
P— customize | Find | BV | 3 Fiet T 4 q074 1 Last
Select *Expense Type *Date *Amount Currency *Payment Type *Billing Type
| =
| =l
| =
| [~
| CopySelected  DeleteSelected  CheckForEmors [New Expense = |
Authorized Amount: 0.00 UsSD
| UpdateTotals
| Ehirinnl=nich | | S .|Create A Cash Advance Project Summary Printable Yiew

Click on image to return
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Description and Business Purpose

Favorites Main Menu > Employee Seff-Servica

Create Travel Authorization

Return to Travel Authorization

Attachment

Travel Authorization Entry

CLARK S. KENT User Defaults Authorization ID: NEXT

w General Information

FDescription: Business Writing Seminar Comment: (E
‘Business Purpose: | Training =l

Default Location: | @,
*Date From: Eﬂ*[}ate To E‘J

Click on image to return
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Travel Authorization Details Page

A N
CARDINAL

Fa!.r()vrites Mainvl'u'lenu » Employee Self-Service

View Travel Authorization

Return to Travel Autharization

Attachment
Travel Authorization Details
CLARK S KENT User Defaults

+ General Information

Authorization 1D: 0000002034

Description: Business Writing Seminar Comment:

Business Purpose: Training

Status: Submitted for Approval Last Updated: 12/09/2013  By:  VPHB2737

Default Location: Virginia Beach

Date From: 1218/2013  Date To: 12/19/2013

Accounting Defaults More Options: =|| co |
Details

s ™
Customize | Find | E | =5 First 1-2 of 2 Last

Date *Amount Currency *Payment Type *Billing Type
Personl Mileage Cost Justified 121812013 67.80 UsD Check Billable *Detail
Lodaging 121812013 29.00 UsD Check Billable *Detail

Authorized Amount: 156.80 UsD

Project Summary Printable View
+ Pending Actions

Custormize | Find | B2 | 3 First EN 4 of 1 ¥ Last

Profile Name

Action DateiTime

Supernvisor JONES, TOM

~ Action History

= ™
customize | Find | BV | # First B 40114

Profile Name

Action Date/Time
KEMNT, CLARK 3 Submitted

120902013 3:14:26FPM

[EF Return to Search | =] Notify |

Click on image to return 118



Viewing the Travel Authorization Status

\ Y
CARDINAL

Favc-vr'rtes MainvMenu »  Employee Self-Service
View Travel Authorization

Return to Travel Authorization Attachment
Travel Authorization Details

CLARK S KENT User Defaults

+ General Information

Authorization 1D: 0000002034

Description: Business Writing Seminar Comment:
Business Purpose: Training
Status: Submitted for Approval Last Updated: 12/09/2013 By: VPHEZTAT
Default Location: Virginia Beach
Date From: 121812013 Date To: 12192013
Accounting Defaults More Options: LI |eo |
BEET R Customize | Find | BV | 35 First B 22012 O Last
Date =Amount Currency *Payment Type *Billing Type
Personl Mileage Cost Justified 12M8/12013 67.80 UsSD Check Billable *Detail
Lodging 12M8I2013 89.00 UsSD Check Billable *Detail

Authorized Amount: 156.80 USD

Erninﬂ it t=Tal =

+ Pending Actions

Customize | Find | Ed

Profile Name Action Date/Time

Supervisor JONES, TOM

w Action History

—
Customize | Find | First EI 4 of 1

Profile Hame Action Date/Time

KENT, CLARK S Submitted 12/08/2013 314:26PM

[t Returnto Search <] Notify |

Click on image to return 119



CARDINAL

Expense Report Entry Page

Favovrites MainvMenu >  Employee Self-Service

Create Expense Report

Expense Report Entry
CLARK S. KENT
~ General Information

User Defaults Report ID:

Attachment

MNEXT

|Elusiness Writing Seminar

| Training =]

*Description:

*Business Purpose:

Reference:

Default Location: [virginia Beach @,

Apply Cash Advance(s) More Options:

Accounting Defaults

140f4 I |ast

" *Detail || *Location || Merchant || =AirHotel | Mieage [ PerDiem | *Currency |
Select *Expense Type+ *Expense Date *Amount Spent *Currency *Payment Type *Billing Type
r | Lodging =l [oz25:2014 [ | 89.00/lusD @, |Check =l [Buave =] B =
| =]
| =]
I 1
Copy Selected | | Delete Selected Check For Errors [New Expense <] | Add

Employee Expenses:; 0.00 UsD Due Employee:
Hon-Reimbursable Expenses: 0.00 UsSD Due Vendor:
Prepaid Expenses: 0.00 UsD

Employee Credits: 0.00 UsD

Vendor Credits: 0.00 USD

Cash Advances Applied: 0.00 UsD

Definition of Totals
Save For Later Submit

Expense Repart Project Summary

Return to Travel and Expense Center

0.00 UsD
0.00 UsSD

Update Totals

Printable View

Click on image to return
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CARDINAL

Expense Report Entry — Check for Errors

Favarites Main Menu > Employee Self-Service

Create Expense Report

Expense Report Entry Attachment
CLARK S KENT User Defaults Report ID: NEXT
*Description: |Elusiness Writing Seminar Comment: =
*Business Purpose:; |Training ;l
Reference: |
Default Location: |Virginia Beach @,
Accounting Defaults Apply Cash Advance(s) More Options: | - [eln]

" *Detail || *Location || Merchant | *AinHotel | *Mileage || *PerDiem | *Currency |

Select *Expense Types *Expense Date *Amount Spent *Currency *Payment Type *Billing Type
r P |[Ledging =l 12052013 [FH | | go.o0/lusp @ [cCheck =l [einaoe F B =
r |Personl Mileage Cost U] [12/05/2013 |[H 67.80 USD | Check =l [Binasie = B o=
r |ameals - Travel Day =] 1210512013 |[H | | 39.00/[usD & [cCheck =l [Bilable = B =
r |anmeals - Travel Day =] [h2/082013 [EH | | 39.00/lusD @, [cCheck =l |silabie = B =
— |Lodging Fees and Taxe 7| [12/08/2013 | | | 15.53/[usD @&, [Check =l |silabie E B+
Copy Selected || Delete Selected Check For Errors [New Expense <] | Add

Employee Expenses: 250.33 UsD Due Employee: 250.33 UsSD

Hon-Reimbursable Expenses: 0.00 UsD Due Vendor: 0.00 UsD

Prepaid Expenses: 0.00 USD

Employee Credits: 0.00 USD

Vendor Credits: 0.00 USD

Cash Advances Applied: 0.00 USD

Definition of Totals _ Update Totals

See ek | | Ehoik Expense Report Project Summary Printable View

Return to Travel and Expense Center

Click on image to return
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Create Cash Advance Report Page

CARDINAL

Fa\rﬂvrites Mainvrv'lenu > Travel and Expenses
o -

Travel & Expenses - Cash Advance Report
Create Cash Advance Report
CLARK 5 KENT Advance ID: MEXT

w General Information

Attachment

Uzer Defaults

*Description: Comment: (E
*Business Purpose: | =l
Reference: |
e
Import ATH Advances & 4=
Details Customize | Find | B | 3 First 10 4074 10 Lot
*Source Description *Amount Currency Apply Tax
| =l | | 0.00 USD = [=]
Advance Amount: 0.00 UsSD
| Update Totals
. SaveForLater Submit

Click on image to return
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Create Cash Advance Report Page (continued)

Favaorites Main Menu > Employee Self-Service

Travel & Expenses - Cash Advance Report

™

Create Cash Advance Report
CLARK S. KENT

Advance 1. MEXT

Aftachment

User Defaults

*Business Purpose: |Training

*Description: |Elusiness Writing Seminar Comment: |

Import ATM Advances

Reference: |

*Amount urrency

Return to Travel and Expense Center

El |, =i
Customize | Find | B | 38 Fiat B qorq 1 Laat

Apply
Tax

-

Line Added

Date Added

by Approver

Update Totals

Source Description
System Check =] [Meals for 2 days | 80.00|USD

Advance Amount: 80.00 USD

. SaveForLater Submit

[+ [=]

Click on image to return
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View Cash Advance Report — Status and Action
History

Favorites Main Menu > Employee gerF—Service

Travel & Expenses - Cash Advance Report
View Cash Advance Report

Aftachment

CLARK S KENT Advance ID: 0000000113 User Defaults

Description: Business Writing Seminar Comment:

Business Purpose: Training |
| status: Submitted for Approval | Reference:

Accounting Date: 1211002013 Post State: Mot Applied

Last Updated: 12M0/2013 By:  VPH82737
4@
customize | Find | B | 3 First £ 4 0r 1 I ast

*Source Description *Amount Currency Apply Tax
System Check Meals for 2 days 280.00 USD [}

Advance Amount: 280.00 UsD Report Balance

Applied To Expense Reports: 0.00 UsD Due Company: 20.00 USD

Payments Received: 000 UsSD
~ Pending Actions customize | Find | B | B First B 430r3 I (st
Profile Hame Action Date/Time
Expense Reviewer DOE, JOHN
Agency Head DOE, JANICE
Expense Coordinator BARKER, BOB P

1 0 0 d £l 0
Profile Name Action Date/Time
KENT, CLARK S Submitted 12M10/2013 9:23:47AM

Eeturn to Travel and Expense Center

Click on image to return 124
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Viewing an Expense Report Status

Favorites | Main Menu > Employee Self-Service
- i - -

View Expense Report

Expense Report Detail Attachment
CLARK S KENT User Defaults Report 1D 0000029066
~ General Information
Description: Business Writing Seminar Comment: [
Business Purpose: Training
| Status: Submitted for Approval | Reference:
Default Location: Virginia Beach Last Updated: 121002013 By:  VPHB2737
| Post State: Not Applied |
Accounting Defaults Maore Options: IM 5 (=0

" *Detail || *Location || Merchant | *AivHotel | *Mileage | *PerDiem || *Currency

*Expense Date *Amount Spent *Currency *Payment Type *Billing Type
All Meals - Travel Day 12/05/2013 38.00 USD Check Billable EG'J.
All Meals - Travel Day 12/06/2013 30.00/USD Check Billable E‘GJ.
Lodging 12/05/2013 80.00USD Check Billable E@.
Personl Mileage Cost Justified 12/05/2013 67.80 USD Check Billable E@.
Lodging Fees and Taxes 12/06/2013 15.53/USD Check Billable 5_@.
Employee Expenses: 250.33 USD Due Employee: 250.33 USD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 0.00 USD
Employee Credits: 0.00 UsSD
Vendor Credits: 0.00 USD
Cash Advances Applied: 0.00 USD

Definition of Totals

Expense Report Project Summary Printable View

~ Pending Actions Customize | Find | B First K 4-20f2 3 Last
Profile Name Date/Time
Expense Reviewer DOE, JOHN
Expense Coordinator DOE, JANICE
~ Action History Customize | Find | & First Kl 4 or 1 I3 L ast
Profile Name Action DateiTime

KENT, CLARK 3 Submitted 12M10/2013 11:20:544M

Return to Expense Repaort

[5 Retumto Search | <] Notify |

Click on image to return
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