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Welcome

—

CARDINAL

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

In this course, we will show you the Accounts Receivable - Funds Receipts module.

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



Introduction

Your agency is implementing three Cardinal functional
areas:

+ Accounts Payable: Used to process payments to
vendors for goods and/or services received.

* General Ledger: Used to establish financial
accounts.

* Accounts Receivable - Funds Receipts: Used for
the processing of payments received.
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Course Objectives

—

CARDINAL

After completing this course, you will be able to:

» Define key Accounts Receivable - Funds Receipts concepts

» Describe how Accounts Receivable - Funds Receipts integrates with the General Ledger module in Cardinal

« Enter and finalize a direct journal deposit in Cardinal

* Describe key reports and queries



Agenda

—

CARDINAL

Today, we will cover the following lessons:
» Lesson 1: Accounts Receivable - Funds Receipts Overview
* Lesson 2: Entering a Payment
* Lesson 3: Processing a Payment
* Lesson 4: Finalizing a Deposit

» Lesson 5: Deposits Reports and Queries



Lesson 1: Accounts Receivable - Funds
Receipts Overview

CARDINAL

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

+ Key Concepts

* The Accounts Receivable Functional Area in Cardinal

* Accounts Receivable Process




Key Concepts

—

CARDINAL

Some key concepts in Accounts Receivable - Funds Receipts include:

* Deposits are entered into the Accounts Receivable - Funds Receipts module. Users enter accounting entries that
post to General Ledger. General Ledger sends deposit information to the Commonwealth’s Accounting and
Reporting System (CARS).

* In Accounts Receivable—Funds Receipts, a deposit is a collection of one or more payments.



The Accounts Receivable Functional Area in
-3 Cardinal

CARDINAL

Accounts Receivable in Cardinal enables the user to record funds receipts and their associated accounting entries.

Enter Funds Receipts is one of the key processes in the Accounts Receivable functional area.

The diagram below shows the business processes relationships with other Cardinal functional areas.

Accounts Payable
Accounts
Receivable
| Expenses
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Funds Receipts
Accounts
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The Accounts Receivable Functional Area in
Cardinal (continued)

Accounts Receivable - Funds Receipts: This module allows you to create deposits in Cardinal from payments received.
When you create deposit accounting entries, Cardinal sends them to the General Ledger. Cardinal’'s General Ledger sends
deposit information to the Commonwealth’s Accounting and Reporting System (CARS).

Cardinal Accounts Receivable - Funds Receipts sends accounting entries to the General Ledger through the Journal
Generator process. Transaction data is sent to General Ledger when posted in the Receivables system.

Accounts

Receivable - »| General Ledger > CARS
Funds Receipts




Accounts Receivable Process

You can access Accounts Receivable by navigating to:

Main Menu > Accounts Receivable

4 CARDINAL

=

Favorites - Main Menu > Accounts Receivable
d w

Accounts Receivable

Ef‘éj Accounts Receivable

L,l—_aj_f Payments
Enter, apply, and review payments and generate payment reports.

[ Online Payments

[ Apply Pavments
[*] Direct Journal Payments

3 More...

&)

Receivables Update

Run Receivables Update process, correct posting results, and unpost
groups.

[ Bevenue Estimates
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Accounts Receivable Process (continued)

Payments: Enter, apply, and review payments and generate payment reports.

Receivables Update > Revenue Estimates: Request a process to budget check transactions.

4 CARDINAL

Favorites | Main Menu > Accounts Receivable
2 w

Accounts Receivable

Ef'é Accounts Receivable

Access accounts receivable.
= | Payments {f Receivables Update
Enter, apply, and review payments and generate payment reports. Q Run Receivables Update process, correct posting results, and unpost
[ Online Pavments Qroups.
[ Apply Payments ["] Bevenue Estimates
[ Direct Journal Payments
3 More...
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Accounts Receivable Process (continued)

—

CARDINAL

The Funds Receipts business process involves the processes diagrammed below. Deposit transaction information is sent
from Accounts Receivable - Funds Receipts to the General Ledger module. The General Ledger module then transmits the
information to CARS.

r ) 4 ) ¢ )
Create
Create Deposits Accounting Entry »| Budget Check
and mark
Complete
\ J \ J \ J
, ﬁ !
Enter Deposit
Approve Certificate #'s
Deposits “—] and tie them to
Deposits
\ ¢ v, e v,
General Ledger —» CARS
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Lesson 1: Checkpoint

—

CARDINAL

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

1. Which module receives entries from Accounts Receivable - Funds Receipts?
a) General Ledger
b) Accounts Payable
c) Expenses

2. A depositin Cardinal can only include one payment.
a) True
b) False

13



Lesson 1: Summary

—

CARDINAL

In this lesson, you learned :

» The Accounts Receivable - Funds Receipts module integrates with General Ledger.

» Accounts Receivable - Funds Receipts includes multiple steps and processes:
» Create deposits
» Create accounting entry and mark complete
+ Budget check
» Enter Deposit Certificate numbers and tie them to deposits
* Approve Deposits
» Post to General Ledger
» Send deposit information to CARS.



Lesson 2: Entering a Payment

—

CARDINAL

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

Entering a Direct Journal Payment

15



Entering a Direct Journal Payment

—

CARDINAL

The receipt of payments initiates the creation of a deposit in Cardinal. You may receive various forms of payment e.g.,
cash, checks, third party receipts, and electronic funds transfers. Deposits are entered into Cardinal by Deposit Unit.

The Deposit Unit is the agency that is making the deposit.

16



Entering a Direct Journal Payment (continued)

—

CARDINAL

A regular deposit is entered directly into Cardinal. To
create an online miscellaneous cash deposit go to the CARDINAL
Regular Deposit page.

Favovrites Main Menu > AccountsEeceNable > Paynlents > Online ngments » Regular Deposit

You can navigate to the Regular Deposit page through
the following path:

Regular Deposit
Main Menu > Accounts Receivable > Payments > T
Online Payments > Regular Deposit = ]
You can also use this navigation path to search for B T Q
deposits that are not marked Complete. Deposit ID: |
Add

Find an Existing Yalue | Add a New Value

17




Entering a Direct Journal Payment (continued)

To create a regular deposit:

« On the Regular Deposit page, your Deposit Unit defaults.
* Click the Add a New Value tab.

» The Deposit ID displays as NEXT. Do not change that value. Cardinal assigns the next sequential number to the
Deposit ID when it is saved.

* Click the Add button.

CARDINAL

Favorites = Main Menu > Accounts Eecemble 5 Paz.rnlents » Online Pgt_.rmenﬂ » Regular Deposit

Regular Deposit

T
Find an Existing Value GG GERY RN

Deposit Unit:|15100 @,
Deposit I1D:

Add

Find an Existing Value | Add a New Value

18




Entering a Direct Journal Payment (continued)

On the Totals page:

* In the first section, Accounting Date defaults to the current date. Bank Code determines which Bank Account is
available for selection. The Deposit Type in Cardinal equates to the CARS multi-purpose code and defaults onto the
page from the bank configuration.

* In the Control Totals section of the page, enter the Control Total Amount , i.e. the total amount of the deposit, and
Count, e.g., the number of checks in the deposit.

+ In the Control Data section of the page, enter the Received Date, and the Entered Date.

Totals page information applies to all payments in the deposit. The Unit, Deposit ID, Accounting Date, Bank Code,
Bank Account and Deposit Type are all the same for every payment you include in the Deposit.

The Accounting Date determines which accounting period in which the deposit posts to the General Ledger. Cardinal
validates the Accounting Date to make sure it falls within an open period for the business unit and transaction type as
defined on the Open Period page for the business unit.

Control Data section:

The User field tracks the creator of the deposit. If another user modifies the deposit, his/her ID is captured in the Assigned
field.

You can delete the deposit before the accounting entries have been marked complete and successfully budget checked.

19



g, Entering a Direct Journal Payment (continued)

CARDINAL

Favq'rt.es Hinﬁanu » Accounts Eeceru’ahle - F"JETI'EFIII »  Onlné Pylmnts * Reguir Deposk
@

pomens

Linitc 15100 Deposit ID: MEXT [igjete

*Accounting Date: 02116/2012 ﬂ Control Currency: usb Q

*Bank Code: 1100 4, 6303 Format Currency: |

*Bank Account: TRO1 @, 4162561932004836 Rate Type: _

*Deposit Type: L @ 000001 Exchange Rate: | &

Control Total Amount: 11,730.00 *Count: | 1| |'Received: 02116/2012 [

Entered Total Amount: 000 Count 1 | |*Entered: 02162012 [

Difference Amount: 11,73000 Count 0 Posted:

Posted Total Amount: 000 Count 0 Assigned: JOHN.DOE i,

Journalled Total Amount: 000 Count 0| User JOHN DOE

i) Save ] Nouy < Refresh (e - lndetalOineley
Totals | Egyments

20



Entering a Direct Journal Payment (continued)

Once you complete the Totals page, you can enter all the payments for the deposit. Payments are entered on the second
Payments tab.

To enter payments for a deposit:

Click the Payments Tab.

Go to the Payment Information section of the Payment page.

Enter the Payment ID and the payment Amount.

Make sure the Payment Predictor box is unchecked, and check the Journal Directly checkbox.

If you have more than one payment, click the + sign in the upper right corner of the Payment Information section
Repeat these steps until all payments are entered.

Cardinal assigns the Payment Seq to track the order in which payments are entered in the deposit.

The Journal Directly checkbox ensures the deposit is processed as miscellaneous cash. It must be checked in order for
the payment lines to be available to create accounting entries.

The deposit is balanced when the total amount and number of entered payments equal the control amount and count from
the Regular Deposit totals page.

When you Save the deposit, Cardinal assigns a sequential Deposit ID number.

21



Yy -
CARDINAL

Entering a Direct Journal Payment (continued)

4 CARDINAL

Totals I Paymerits

Favorites | Hahl\llenu > Accnuntsf.eceivahh 3 Pawrvlents > Online ng'rnents > Regular Deposit

& New Window (2 H

Unit:

15100 Deposit ID:

NEXT

Date:

02/116/2012 Balance: Balanced

Payment Information

|Payment Seq:

Amount:
|Rate Type: CRRNT

Payment ID:

CHKO01

[C] payment Predictor

|payment Method: LCI’IGCK v

Customer Information

Remit From:
Name:

|Corporate:

SubCust1: | |
MICR ID: i

Detail Reference
Reference Information

Gual Code Reference

||Customer ID: | @,

Currency:

Exchange Rate:

Attachments (0}

Business Unit:

Remit SetiD:

Corporate SetiD:

SubCust2:

*Accounting Date: (02/16/2012 [

¥] Journal Directly

[CJRange of References

View Audit L ogs

|

Link MICR

To Reference

Customize | Find | V=

Evemnt

22



Simulation: Entering a Direct Journal Payment

CARDINAL

You are now about to view a simulation on entering a direct journal payment in Cardinal.

CARDINAL

23



Lesson 2: Summary

—

CARDINAL

In this lesson, you learned:

« The Funds Receipts business process involves entering payment information, processing payments and finalizing a
deposit.

* A deposit may include multiple payments from more than one source.
» Control Totals on Cardinal deposit pages ensure balanced deposits are entered.

» Separate deposits are created for each bank and deposit type.

24



—

Lesson 3: Processing a Payment

CARDINAL

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

» Creating or Correcting Accounting Entries for Direct
Journal Payments

* Reviewing and Modifying Accounting Entries for
Direct Journal Payments

» Reviewing and Correcting Budget Check Errors

25



Creating or Correcting Accounting Entries for
Direct Journal Payments

Processing payments involves the processing of funds that are received and recorded as part of the enter deposits process.

Once the payment information has been entered completely in a miscellaneous cash deposit, the associated accounting
entries must be created. This process, called Direct Journaling in Cardinal, defines the accounting entry associated with the

deposit.

26



Creating or Correcting Accounting Entries for
Direct Journal Payments (continued)

A direct journal payment is a payment in which the user creates the associated deposit accounting entries for posting to the
General Ledger.

To create accounting entries for direct journal payment entries, go to the Create Accounting Entries page. This page

allows you to create the accounting entries for the direct journal payments created on the Regular Deposits pages in
Cardinal.

You can navigate to the Create Accounting Entries page through the following path:

Main Menu > Accounts Receivable > Payments > Direct Journal Payments > Create
Accounting Entries

The Deposit Unit defaults to your Business Unit.

Enter your Deposit ID and click Search.

27



n Creating or Correcting Accounting Entries for
Direct Journal Payments (continued)

4 CARDINAL

FB":'{HTEES MEH"IIJE‘[‘II..I > Accounts EE[EI"."EME > PE‘_.’I’T‘I?ntS > Direct JULIFI"IE| Payments > Create Accounting Entries

Create Accounting Entries

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

Find an Existing Value
Maximum number of rows to return (up to 300): |ﬁ
Deposit Unit: = ¥ 15100 @
Deposit ID: begins with w54 Q
Payment Sequence: |= vl |
Payment ID: |_t:|eg|ns mth__v_”
User ID: | begins with w ||
Assigned Operator ID:| begins with w I|
[ case Sensitive
Search Clear | Basic Search [&F Save Search Criteria

28




Creating or Correcting Accounting Entries for
Direct Journal Payments (continued)

Information that you entered on the Create Accounting Entries page (Unit, Deposit ID, Payment and Seq) autopopulates
here, along with the Amount for the Deposit ID.

On the ChartFields tab under the Distribution Lines section of the page, enter your distribution. You can use
Speedtypes to auto-populate some ChartFields on journal entries. The Speedtype field is available when first entering the
user defined line.

Enter Line Amounts as a credit to record either an increase in revenues or a decrease in expenses. The line amount(s)
must offset the payment amount.

When you have entered the distribution and amounts, click the lightning bolt icon to create the cash and interunit lines for
the accounting entry.

Cardinal verifies that your total credits on the lines offset the payment amount before creating the cash line.

Check the Complete checkbox and Save. Cardinal then verifies ChartField combinations based on values entered on the
ChartFields tab.

To correct accounting entries while on this page, clear the Complete checkbox, click Save and click the delete icon. When
modifying the user entered line of the accounting entry, always delete the system defined entries first. The user defined
ChartField line will then be available for edit.

29



Processing a Payment

Yy -
CARDINAL

4 CARDINAL

Favorites - Main Menu > Accounts Eeceivabie 5 Pm,'nlents 3 D'rect]uum_alpawnents » Create Accounting Entries

Dopost conu

) seve. | (G Retum o Search | |i=] Moty | |3 Retresh

ccounting Entries | Deposit Control

Unit: 15100 Deposit ID: 54 Payment: CHKDOD1 Seq: 1
Amount: 11,730.00 USD F A
Entry Event: Q
Budget | Journal Reference Information
Distribution - Line
< .GL Unit Amount .Currency .Aocmmt Asseat Fund .Program lBepnrtmerrt FIPS Agency Use 2 Taf
1 1/15100 -11,730.00|USD 4009060 01000 91100
2 201 TREAS 11,730.00|USD 101010 01000 91100
£ | 2
Lines: 4 Total Debits: 23.460.00 Cwrrency: USD Total Credits: 23,460.00 Currency: USD HNet: 0.00

2 New Wi

Each payment in the deposit requires a corresponding accounting entry and must be budget checked separately.

30



Reviewing and Modifying Accounting Entries for
-3 Direct Journal Payments

CARDINAL

Once you Complete and Save the Accounting Entries, you cannot modify them on the Create Accounting Entries page.
To review or change the accounting entry for a saved Direct Journal Payment, go the Modify Accounting Entries page.

You can navigate to the Modify Accounting Entries page through the following path:
Main Menu > Accounts Receivable > Payments > Direct Journal Payments > Modify Accounting Entries.

Deposit Unit defaults to your Business Unit. Enter the Deposit ID of the entry you want to review and/or modify.

Favorites - Main Menu >

Accountsfteceivable > Pavn:eni:s > DirectJourn_a\ Payments > Modify Accounting Entries

Modify Accounting Entries

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

[Maximum number of rows to return (up to 300): 300

Deposit Unit: [: v [15100 @
Deposit ID: Inegms with % |54 @
Payment Sequence: |-: _v |
Payment ID: | begins with ~
User ID: I begins with » ||

Assigned Operator ID:i begins with ||

[case sensitive

Search Clear |Basic Search [@F Save Search Criteria
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n Reviewing and Modifying Accounting Entries for
Direct Journal Payments (continued)

4 CARDINAL

Fi"u‘{;'!! tes

Main Menu > Accnunts_l_lecemble b Pa*,rrgents b D'rectjnurn'al Payments > Modify Accounting Entries

Modify Accounting Entries

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

Find an Existing Value

Deposit Unit: _— [15100

oo [soons w50 Q
Payment Sequence: |= v] |

Payment ID: begins with \_r_|

User ID: ‘begins with s [

Assigned Operator ID:| begins with v |

I:I Case Sensitive

Search Clear - |Basic Search [@F Save Search Criteria
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CARDINAL

Reviewing and Modifying Accounting Entries for
Direct Journal Payments (continued)

On the Directly Journalled Payments page, ensure the
Complete checkbox is unchecked and Save.

You can then return to the Create Accounting Entries
page to modify the accounting entry.

A direct deposit journal entry can only be modified before
its Budget Status updates to Valid. If the Budget Status
is Valid, the Complete button will be grayed out.

Favorites - Main Menu > Accounts Receivable » Payments > Direct Journal Payments > Modfy Accounting Entries

' Diractly Joumalied Payments  JRATRr oy o

Urit: 15100 DepositID: 5 Payment  CHKDO! Seq: ’
Amount: 1173000 Currency. Uso

Base: 1173000 CUrency: Us
BudqelSlalm:

Accounting Line Dispiay

@ standard O Supplemental (Entry Event) OBoth Display

QT | CumencyDelsls | Budoet | Joumal Reference formation ()

Vpe 2‘:;3:3:“ GLURt  Debit Amount Credit Amount Line Amount Ez'[m Account  Fund Program

s @ 115100 14,730.00 USD 4009080 01000

S A, 201 TREAS 11,730.00 USD 01010 01000

5 Q 203 15400 11.730.00 USD 101010 01000

s @ 204 TREAS 1173000 USD 101010 01000

4 . 24|
fott ]
Lnes: 4 Toial Detits: 2346000 Curency: SO Total Creais: Z3460.00 Curency: USD et 0.00

5 Save Off Retum o Search =] Nobify
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Reviewing and Modifying Accounting Entries for
Direct Journal Payments (continued)

Favorites i Main Menu > Accnunts'lsecer.fahie > Payments > DiectjuumvaIPavments » Modify Accounting Entries

Unit: 15100 Deposit ID: 54 Payment: CHKO001 Seq: 1
Amount: 1173000 Currency: usD
Base: 1173000 Currency: usD

Budget Status:

® standard O supplemental (Entry Event) O Both - Display

wst ) 44 of 4 L1 [ast

Currency Details Budgset Journal Reference Information

d  Type D's' siroution GLUnit  Debit Amount Credit Amount Line Amount E‘:::ifn’:ﬂ Account  Fund Program ‘
s @& 115100 -11,730.00 USD 4009060 01000 ‘
s & 201 TREAS 11,730.00 USD 101010 01000
s @ 203 15100 11,730.00 USD 101010 01000 ‘
s @ 204 TREAS -11,730.00|USD 101010 01000
< i ] ]
Lines: 4 Total Debits: 23,460.00 Currency: USD Total Credits: 23,460.00 Currency: USD Net 0.00

&) save | § Rewmto Searen =) Ny
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Reviewing and Correcting Budget Check Errors

Once you Create a direct journal deposit and Save as Complete, it is budget checked. Budget checking usually occurs
during the nightly batch processing, but can also be done on line.

During the budget check process, Cardinal validates that a control budget exists.

All accounting entry lines must pass a check against the established commitment control budget.
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Reviewing and Correcting Budget Check Errors
(continued)

The Budget Check process runs nightly in batch. You can also budget check online. To budget check online, go to the
Create Accounting Entries or Modify Accounting Entries page and click the Budget Check icon. The budget check
icon becomes available on the page once the entry passes edit checks.

The Budget Status for the entire payment is displayed on the header of the direct journal accounting entry and on the
Budget tab for each distribution line.

The budget checking status values include:
* Error: The entry failed to pass budget checking. The transaction must be corrected before it will post to commitment
control ledgers and the General Ledger.
« Valid: The entry passed budget checking and the process updated the commitment control ledger.
« Warning: The budget check process issued a warning, but also updated the Commitment Control Ledger.

You can research budget check Error and Warning message from two pages:

* Directly Journalled Payments
* Misc Payment Exceptions
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Reviewing and Correcting Budget Check Errors
(continued)

On the Directly Journalled Payments tab, click the Budget Check Options button to view the error.

W

Favq'rites - Main Menu > .ﬂnccr.lunf:s‘liuac«\a-i\.rath.l > Payn:ents ¥ Diect]num_alpavmants » Modify Accounting Entries

Directly Journalled Payments Deposit Control

Unit: 15100 Deposit ID: Payment: TEST_DOA1 Seq: 1
C - &R

Amount: 200.00 urrency: usD

Base: 20000 Currency: USD

Complete | Budget Status: Error I

« Standard Supplemental (Entry Event) Both | [isplay

ChariFieids CITEI‘EI:]F Details Budget Jpurnal Reference information =M

Distribution i . 3 - Foreign
Type s nee GL Unit Debit Amount Credit Amount Line Amount Cur Account Fund Program
b 1154100 =200 00 LISH R012210 01000 737002
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(continued)

y -~
CARDINAL

Reviewing and Correcting Budget Check Errors

On the Review Budget Exceptions page enter the Deposit ID with the error and click Search to view the exception..

You can navigate to the Review Budget Check Exceptions page though the following path:

Main Menu > Commitment Control > Review Budget Check Exceptions > Revenues > Direct Journal

4 CARDINAL

Favorites  Main Menu > Commitment Control > Review Budget Check Exceptions > Revenues » Direct Journal

Direct Journal

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

Maximum number of rows to return (up to 300): 300
Commitment Control Tran ID: | begins with & '

Commitment Control Tran Date:: = v ]

Deposit Unit: | begins with '+[15100 @

Deposit ID: begins with 5|51 |

Payment Sequence: [= v

Process Instance: = v

Process Status: = v )
Search Clear - |Basic Search [EF Save Search Criteria
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Reviewing and Correcting Budget Check Errors
(continued)

"
4 CARDINAL

Favorites i Main Menu > Commitment Control > Review Budget gteck Exceptions > Revenues > Direct Journal

it
Misc. Payment Exceptions Line Exceptions
Deposit Unit: 15100 Deposit ID: 51 E| Payment Sequence: 1
*Exception Type: ‘ Warning v Override Transaction O 06 | M
Maximum Rows: | 100 More Budgets Exist
Search Advanced Budget Criteria

Budgets with Exceptions
Budget Override Budget Chartfiekls

Details Business Unit Ledger Group Exception More Detail Transfer

1 &R 15100 CC_OFCREV Exceeds Non-Cntrl Budget More Detail | GoTo.. 5

Gl Save oM Returnto Search |=] Notify

Misc. Payment Exceptions | Line Exceptions
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Reviewing and Correcting Budget Check Errors
(continued)

To correct a budget check error, you may need to do one of the following:
» Correct the direct journal distribution lines that caused a budget error, it the distribution is incorrect.
» Have the budget modified if the ChartField distribution is correct.

To correct the ChartField distribution on the direct journal accounting entry:
* Go to the Modify Accounting Entries page.
* Uncheck the Complete box.
» Save your changes on the page.
* Return to the Create Accounting Entries page.
* Delete the system generated lines.
« Enter your changes to the user defined distribution line.

The nightly batch process will re-budget check the journal, or you can re-budget check online by clicking the Budget Check
icon.
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Simulation: Entering a Direct Journal
Accounting Entry

CARDINAL

You are now about to view a simulation on entering a direct journal accounting entry in Cardinal.

CARDINAL
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Lesson 3: Summary

—

CARDINAL

In this lesson, you learned:
» Accounting entries are created for direct journal payments.
» The accounting entry must pass edit checks before it can be saved as Complete.
« Adirect journal accounting entry can be modified until it is successfully budget checked.

« Direct Journal Accounting entries are budget checked within the Accounts Receivable module either online or through
a batch process.
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Lesson 4: Finalizing a Deposit

—

CARDINAL

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

» Creating and Approving a Deposit Certificate

» Reviewing General Ledger Journal Information

43



Creating and Approving a Deposit Certificate

Complete deposits are batched together under a Deposit Certificate before the entries are sent to the General Ledger.

The Deposit Certificate is initiated from the Approve Deposits page. This page allows you to batch one or more deposits
under a deposit certificate ticket for transmission to General Ledger and subsequently to CARS.

The Deposit Certificate /Ticket Number and associated Deposit IDs are entered directly into Cardinal.

44



Creating and Approving a Deposit Certificate
(continued)

You can navigate to the Approve Deposits page though the following path:
Main Menu > Accounts Receivable > Payments > Apply Payments > Approve Deposit
Enter your Deposit Unit and Deposit control Ticket Number.

Then click the Add button to open the Approved Deposits page.

4 CARDINAL

Favq'ntes Main Menu > Accnuntsgecewable » Payn‘}enm » Apply Pg_vmenrs » Approve Deposit
Approve Deposits

Find an Existing Value

Deposit Unit: (15100 @,
Deposit control Ticket Number: DCT15100

Add

Find an Existing Value | Add a New Value
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Creating and Approving a Deposit Certificate
(continued)

The Deposit Unit and Deposit control Ticket Number default from values entered on the Search page.

Enter the Control Total Amount and Count for the Deposit Certificate. (There is a Deposit Summary Report - Deposit
Control by Entry Date Report — that helps with calculating the Control Total Amount).

Enter the CARS deposit date in the Entered on field, and select the individual Deposit IDs on the Approve Deposits page.

Cardinal ensures all deposits have a valid budget check status and that the control amounts match the
related totals before the Deposit Control Ticket can be approved.

A Do Not Send to CARS checkbox is available for deposit certificates that should not post to CARS.

The WS (Worksheet) buttons are used for deposit tickets containing customer receivable deposits, if
applicable to your agency.

A Status of Completed in the Deposit ID grid on the Approve Deposit page indicates the individual
deposit has a valid edit and budget status and is ready for approval.

If the Status is Error, the user can click the View Detail Status icon and determine whether the deposit
has edit errors and/or budget check errors.
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Creating and Approving a Deposit Certificate
(continued)

|
4 CARDINAL

Favorites = Main Menu > Accuwﬁsﬁacei\rabls » Payments > Apphy Payments > Approve Deposit
A

Approve Deposits

Deposit Unit: 15100 @

eposit control Ticket Number: DCT15100

ontrol Total Amount: 162,859.000 | Control Count: 3

Entered on: 0711912012 3§ [ Do Not Send to CARS
WS Posted &J: WS Posted Date:
Approved By: Approved Date:

customize | Fin | View 20 | B3 e T q30r3 O Lot

Deposit 1D Deposit Amout Status View Detail Status
120 @y 2599.000|Completed B [+ [=]
2/[24 @, 50.000|Completed B ]| =
322 @, 160210.000|Completed = [+]| [=]
EetyVeto.Post Approve

(5] save oM Returnto Search |t | Previousinlist = 4 | Nextinlist =] Notify | b Add - Lpdst




Creating and Approving a Deposit Certificate
(continued)

The View Detail Status icon links you to the Deposit Details Status page. This page displays the Deposit ID and Bank
Code so you can ensure that all the deposits in the Deposit Certificate are for the same bank account.

4 CARDINAL |

Home
Fa\ruvrites Mainflenu > Ancuwﬁsf.ecai\rabla > Pa'mlants > Apply F'gymem's » Approve Deposit

Workist | AddtoFevortes | Signout

2 New Window EJ Help Ijr.:ustomlze Page [ http
Deposit Detail Status

DepositID: 20
Bank Code: 1100

Customize | Find | View All | & | £ First 4] 10f1 o Last

Budget
Payment Payment Edit i
Sequence  Amount Status X Payment Stetus
Status
1 1 2598000 Complete Valid Journalled
Return
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Creating and Approving a Deposit Certificate
(continued)

CARDINAL

Once the page is complete and balanced, click Approve to finalize. The Approved By and Approved Date fields on the
page will update with the user’s ID and the current date.

4P CARDINAL

FBVO'I‘RZQS i Maln_Menu > HCCOUI‘EtS'RECEMDIE > F'a\,rrgents > Apply ngments > Approve Deposit

Approve Deposits

*Deposit Unit: ___'______‘

Deposit control Ticket Number: DCT15100

Control Total Amount: 1 ) Control Count: '
*Entered on: : Do Not Send to CARS

WS Posted By: WS Posted Date:

Approved By: MIKE.HALL Approved Date:  08/01/2012

ize | Find | View AV Frat K1 4.3 of 3 T a5l

Deposit ID Deposit Amount Status View Detail Status
120 2599.000 Approved i
22 50,000 Approved B
322 160210.000 Approved =)

5] save | |[Gh Returnto Search  [t] PreviousinlList | [so] NextinList| [ Notify = |[Ch Add
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Reviewing General Ledger Journal Information

Once you approve the deposit, it can be processed further during nightly batch processing. One nightly batch process
(Deposit Post Process) prepares the batched and approved direct journal deposit for posting to the General Ledger. Another
nightly batch processes (Journal Generator) then creates journal entries from the Accounts Receivable module and posts
them to the General Ledger. The Direct Journal accounting entry in the Accounts Receivable module is then updated with

the GL journal information.

The GL Journal ID and Journal Date are then updated on the ChartField tab.

Favo_ntes Main Menu > Accounts Eeceivable > F'aynlenr_r. > DiectJourn-aIPayments > Modify Accounting Entries

2 el
Directly Journalied Payments Deposit Control

Unit: 15100 Deposit ID: 29 Payment: TEST123 Seq: 1

Amount: 4300 Currency: usD

Base: 43.00 Currency: usD

Complete Budget Status: Valid
A CCtired T Iee e
@ standard O Supplemental (Entry Event) O Both Display

140f4 0 [ast

ChartFieids Currency Details Budget Journal Reference information

ource . — Short
ype Category Subcategory  Affiliate Fund Affiliate Name Status Stat Journal ID Journal Date
User Complete AR00006226 07/26/2012
Cash hiot ARO0006227 07/26/2012
Edited .
TREAS 01000 InterUnit | Complete ARO0006226 07/26/2012
15100 01000 InterUnit fio ARD0006227 07/26/2012
Edited X

£ ! )28

Lines: 4 Total Debits: 86.00 Currency: UsSD Total Credits: 86.00 Currency: USD HNet 0.00 50




Reviewing General Ledger Journal Information
(continued)

The deposit date and deposit ID are written to the Line Desc field on the Currency Details tab. The CARS interface
process uses this information to extract the required data for CARS from the Cardinal Accounts Receivable module tables.

4 CARDINAL .
e L]
Favgtes . Main Menu > Accounts Eeceivable 3 Pa:.rrr‘lrents b DiectJournE\ Payments » Modify Accounting Entries
er'j New Wi
Directly Joumalled Payments  JEsELLET Rl T
Unit: 15100 Deposit ID: 29 Payment: TEST123 Seq: ;.
Amount: 43.00 Currency: uUsD
Base: 43.00 Currency: USD
Complete Budget Status: Valid
® standard © supplemental (Entry Event) O Both | Display

st B0 4_gof 4 12 Lost

Budget  Journal Reference Information

Line Descr

2012-07-2629
2012-07-2629
2012-07-2629

2012-07-2629

Total

Lines: 4 Total Debits: 86.00 Currency: USD Total Credits: 86.00 Currency: USD Net 0.00

5] save | (G RetumtoSearch | 1] PreviousinList | 4| Nextinlist | |7 Notiy

Directly Journalled Payments | Deposit Control 51




Simulation: Finalizing a Deposit

CARDINAL

You are now about to view a simulation on finalizing a deposit in Cardinal.

CARDINAL
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Lesson 4: Summary

—

CARDINAL

In this lesson, you learned:

» Once deposits are approved, they are grouped and approved on the Approve Deposits page in Cardinal under a
user defined deposit certificate ticket.

» A nightly batch process validates deposits related to an approved deposit certificate for processing to General
Ledger, and prepares information for interface with CARS.

» General Ledger then sends information to CARS for posting.
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Lesson 5: Deposits Reports and Queries

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

* Reports

e Queries
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Reports

—

CARDINAL

Three frequently used reports include:

* Deposit Summary

+ Payment Summary

* Payment Detalil

55



—

CARDINAL

Deposit Summary Report

This report lists detailed information for deposits. It displays the data found on the Deposit Control page.

You can navigate to this report through the following path:

Accounts Receivable > Payments > Reports > Deposit Control by Entry Date

TORREY .BEAT TORREY.BEATTY

Not Posted

Not Poated

Al
6/27/2012

Bosted Amount

8r/2 7

Od 1

Journalled Amt
a0
UsD
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Payment Summary Report

—

CARDINAL

This report lists status for all payments within a deposit. It displays the data from the Payments tab of the deposit.
You can navigate to this report through the following path:

Accounts Receivable > Payments > Reports > Payment Summary

151004 For 01-APR-2012 through 28-AUG-2012
Hage Amount
ALL VALUES
ALL VALUES
ALl
Bntry Dt Dep BU Dapoait 1D RIb Aeen O Bost Status  Sag Aectq Dt Fayment 10 Bymt Status Entersd Amount
06/15/20 5100 TORREY, BEATTY TORREY,BEATTY Complet : TEST yrnalled 30.00 V8D
TOTAL ] 10,00 UED
TOTAL FOR 10.00 USD
TOTAL POR 06/15/201 10,00 UED
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Payment Detail Report

—

CARDINAL

This report provides detailed information for all payments within a deposit, such as the payment status and entered amount.
The payment details are unavailable if the posting status is unavailable. This report is used mainly for agencies that apply
deposits to customer receivables.

You can navigate to this report through the following path:

Accounts Receivable > Payments > Reports > Payment Detail

gid
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Payment Detail Report (continue

CARDINAL

TIAMKR  FRANE

1 y TRS
2 J RS
3 fu ) TEE
TOTARLE FOR 11%3 IE .00 T 0.09
Deposit S0100 1194 DIAMIES, . FRANT
1 02728 E.00 OED J RS

TR FRARE

CEEL

TOTALE FOR 11%L

MR CENEOCODET Faymant mE -9E, 916 .54 OED

EQ1900 1197 OpsrsLor DAMNR. . FRANK




Queries

—

CARDINAL

Three frequently used queries include:

* Deposits Not Posted to GL

* Deposits Not Approved

* Deposits Not Sent to CARS
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¥ Deposits Not Posted To GL Query

CARDINAL

This query shows a listing of all item and direct journal deposits that were not posted to GL. This process can be used to

audit the DC custom process to ensure all deposits were posted to GL. The query will accept user inputs of Business Unit,
Bank Code, and date range.

You can navigate to this report through the following path:

Reporting Tools > Query > Query Viewer >V_AR_DEP_NOT_POSTED_TO_GL

V_AR_DEP_NOT_POSTED_TO_GL - Deposits Not Posted to GL

Deposit BU: 50100 (@,

=

Bank Code (% for all values): |% d,

From Date: 01/01/2011 [
To Date: 041252012 [
View Results

Download results in :  Excel SpreadSheet CSV TextFile XuLFile (26 kb)

View Al Fr=?LT-1EBcf1CE_L%
Bank | Deposit  Deposit | Deposit | Accounting Payment Payment | GL Distrib | Journal

User ID Deposit Control
Cd Unit D Type Date Sequence Amount Status Directly

Ticket Number
1 1105 50100 1682 1 04/03/2012 1 0.480 (N Y o 55010518
2 |1105 50100 1682 1 04/03/2012 2 17.870|N ¥ Canyen rvce 55010518
3 11105 (50100 1682 1 41032012 3 4627.750 [N Y on Bryce 05010518
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Deposits Not Approved Query

—

CARDINAL

This query shows deposit IDs and deposit certificates that have not been approved. The query will accept user inputs for
Business Unit and/or date ranges.

You can navigate to this report through the following path:

Reporting Tools > Query > Query Viewer > V_AR_DEPOSITS_NOT_APPROVED

V_AR_DEPOSITS_NOT_APPROVED - Deposits Not Approved

Business Unit (% for All): (50100 @,
Accounting Date From: [01/01/2012 [5)
Accounting Date To:  [10/04/2012 [

View Results

Download results in . Excel SpreadSheet CSvVTextFile xuLFile (11 kb)

View A First ] 1-60 of 60 [ Last

Business Unit Deposit Ticket Number Deposit ID Deposit Amount Deposit Count Date Entered Accounting Date
1 50100 50252 250.000 1/05/14/2012 2012-05-14
2 50100 50420 5250.000 1|05/29/2012 2012-05-29
3 50100 50429 1529804.660 1]05/29/2012 2012-05-31
4 50100 50430 49.990 1|05/30/2012 2012-08-30
5 50100 50451 7298.500 1/05/30/2012 2012-05-30
6 50100 50459 599.000 1105/30/2012 2012-05-30
7 50100 50472 174238590 1106312012 2012-05-31
8 50100 50473 9104650 1/05/31/2012 2012-05-23
9 50100 50474 21679.560 1083172012 2012-05-24
10 20100 BOATR 94738 080 110831/19043 201208 298
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Deposits Not Sent to CARS Query

—

CARDINAL

This query lists the deposit certificates that were marked Do Not Send To CARS. The query provides Business Unit and
date range parameters to refine your search results.

You can navigate to this report through the following path:

Reporting Tools > Query > Query Viewer > V_AR_DC_NOT_SENT_TO_CARS

V_AR_DC_NOT_SENT_TO_CARS - Deposits not sent to CARS

Business Unit (% for all); |50100

Date From: 01/01/2011 &
Date To: 04/25/2012 [#)
View Results

Download results in© Excel SpreadSheet CSV Tex File XML File (1 kb)

View A First J§ll 1-3 of 3 [l Last

Unit Deposit Tkt Nbr CARS Indicator Control Count Entered

Approved
1 |50100 IATO22 M 24.000 1|03/28/2012
2 (50100 IAT0026 N 155.740 1/03/30/2012
3 |50100 IATOD25 N 10952.240 1|03/30/2012 |
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Lesson 5: Summary

—

CARDINAL

In this lesson, you learned how to:

* Describe the key reports and queries
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Course Summary

—

CARDINAL

In this course, you learned how to:

» Define key Accounts Receivable concepts

» Describe how Accounts Receivable integrates with other modules in Cardinal

« Enter and finalize a direct journal deposit in Cardinal

* Describe key reports and queries
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Course Evaluation

CARDINAL

This page left Intentionally blank.
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Appendix

CARDINAL

 Key Terms
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Key Terms

Accounts Payable: Used to process payments to vendors for goods and/or services received.
Accounts Receivable - Funds Receipts: Used for the processing of payments received.

Budget Check: Budget Checking is the process of comparing transaction to budget ledgers to ensure that amounts do not
exceed the controlling budget. Transaction may pass, fail or pass with a warning. The budget check process is run via a
batch process. Typically, once a Valid budget check status achieved, the budget balances are updated.

Deposit Certificate Number: This number is manually entered into the Custom Deposit Process page by a manager and is
the number associated with a group of deposit IDs generated in Cardinal.

Deposit ID: The unique key reference for deposits in Cardinal. This number is associated with one deposit and can be
used as a lookup to view details of a deposit, including control totals and status.

Deposit Type: Value that is used to categorize different types of deposits in the system. In Cardinal, the deposit type
equates to the CARS multipurpose code and defaults from the bank configuration. Deposit Types must be specified when
entering a deposit online.

Deposit Unit: Defines the Agency which a deposit will be credited.

Funds Receipt: Payments that are being processed.
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Key Terms (continued)

Direct journal payments: Payments that do not correspond to open items. Cardinal refers to these payments as directly
journalled entry payments and treats them as miscellaneous cash receipts. These receipts are not associated with a
customer and are not applied to any item.

Electronic payment: Payments from EDI transmissions and EFT payment files that are routed to the treasury.
General Ledger: Used to establish financial accounts.

Payment Status: Code that identifies a payment’s status as it is processed. A direct journal has a payment status of
“‘unidentified” when entered as a regular deposit. The status changes to “Directly Journaled” when the accounting entries
are created and marked complete.

Run Control: An identifier that, when paired with your User ID, uniquely identifies the process you are running. The Run
Control ID defines parameters that are used when a process is run. This ensures that when a process runs in the
background, the system does not prompt you for additional values.

Speed Type: A predetermined chart of accounts value string which populates the accounting distribution line when entered
on a transaction.
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