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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 tasks that support General Ledger processing in Cardinal.

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



Introduction

—

CARDINAL

In the Cardinal Overview course, you learned that the Cardinal Functional Areas
General Ledger is the functional area that establishes the
financial accounts used to:

* Accumulate the results of transaction processing Accounts

Payable

» Create budgets

* Generate financial statements

Module

General Ledger

» Provide source financial data for reporting

purposes.

Accounts
Receivable
- Funds
Receipt



Course Objectives

—

CARDINAL

After completing this course, you will be able to:
» Describe key General Ledger maintenance concepts
» Describe the overall General Ledger maintenance process

« Explain how General Ledger maintenance integrates with other Cardinal modules and interfaces with external
systems

* Add or update Chart of Account values, and their associated attributes
» Create and update SpeedTypes and SpeedCharts

* Understand Tree Structures

* Understand Combination Edits

* Understand budget structures

* Amend the Journal Entry Template

« Describe key reports, queries, and online inquiries



¥ |Agenda

CARDINAL

Today, we will cover the following topics:
» Lesson 1: General Ledger Maintenance Overview
* Lesson 2: ChartField Maintenance
» Lesson 3: General Ledger Setup

* Lesson 4: Reports, Queries, and Online Inquiries



Lesson 1: General Ledger Maintenance Overview

—

CARDINAL

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

+ Key Concepts

» General Ledger Maintenance Process

* Integration and Interfaces



Key Concepts

—

CARDINAL

Some key concepts in General Ledger Maintenance
include:

» The Chart of Accounts (COA) structure and values,
maintained in General Ledger, aid in recording and
reporting of accounting information.

» For centrally owned COA fields, each agency works
closely with the Department of Accounts (DOA) and
the Department of Planning and Budget (DBP) to
ensure values are in alignment with the enterprise
application.
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CARS Chart of Accounts to Cardinal Chart of

~S$Accounts

CARDINAL
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Key Concepts (continued)

—

CARDINAL

Other key concepts in General Ledger maintenance include:
» Tree structures are maintained in General Ledger.

» SpeedTypes are maintained in the General Ledger module and SpeedCharts are maintained in the Accounts Payable
module.

» Various types of reports use reporting trees to roll up values to desired data levels. Trees are validated when COA
values are created or modified, using tree audit functionality. The tree audit process compares the value table with
the associated tree and identifies missing values. The COA maintenance resource has this tool available when
reviewing trees.



Cardinal System Setup and ChartFields

—

CARDINAL

One of the main processes in General Ledger is Cardinal System Setup and ChartFields

The Cardinal System Setup and ChartFields process establishes some of the key data used to support General Ledger
processing in Cardinal.
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Cardinal System Setup and ChartFields
t(continued)

During the Cardinal Setup and ChartFields process, fields that store the Chart of Accounts (COA) and provide Cardinal with
the basic structure for transactional and budget data are added, updated and maintained. ChartFields are the key
component in defining the accounting distribution.

R%CS/':E Add/Update
COA Table
Request

Yes Add/Update
SpeedTypes/
SpeedCharts

SpeedType/
SpeedChart
Impact?

No
Add/Update Yes Tree
Tree
2
Structures Impact’
No

Combination Yes Add/Update

Edit Impact?

Combination
Edits

No

Qutbound Build
External 3¢  fe——mr Combination
Party Systems Edit Data
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—

CARDINAL

Integration with Commitment Control

Each Cardinal module feeds financial data to General
Ledger. Various modules use Commitment Control, which
resides in General Ledger, for budget check.

When a document passes budget check, it is marked with
a Valid status and processing continues. [f there are
errors, further processing is suspended until the error is
corrected.

Accounts
Payable

Expenses

General
Ledger

a

Accounts
Receivable

Accounts
Payable

Accounts
Receivable
- Funds
Receipt
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General Ledger maintenance integrates with Accounts
Payable in many different ways, including the following:

Accounts Payable and Expense transactions are
edit checked using General Ledger combination
edits and budget checked against Commitment
Control.

The Accounts Payable and Expenses modules
create accounting entries that are journal generated
to General Ledger for posting to the appropriate
ledgers.

Accounts
Payable

Expenses

General
Ledger

a

Integration with Accounts Payable and Expenses

Accounts
Receivable

Accounts
Payable

Accounts
Receivable
- Funds
Receipt
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Integration with Accounts Receivable

General Ledger maintenance integrates with Accounts
Receivable in many different ways, including the following:

Accounts Receivable transactions are edit checked
using General Ledger combination edits and budget
checked against Commitment Control.

The Accounts Receivable module creates
accounting entries that are journal generated to
General Ledger for posting to the appropriate
ledgers.

Accounts
Payable

Expenses

General
Ledger
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Accounts
Payable

Accounts
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Integration and Interfaces

Commonwealth
Accounting and
Reporting System

/i

Transaction History
Commonwealth
Integrated Payroll Payroll Data

Personnel System \

Budget Data

W

Financial Data

\\-
0 < - -
X Financial Data |
Cardinal
Performance
. General
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Lesson 1: Checkpoint

—

CARDINAL

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

Concepts
What agency is responsible for maintaining centrally owned COA fields?

In what Cardinal module are SpeedTypes maintained?

Integration / Interfaces
What modules create accounting entries that are journal generated to GL?

What system send budget data to Cardinal?

16



Lesson 1: Summary

In this lesson, you learned:

» For centrally owned COA fields, each agency works closely with the Department of Accounts (DOA) and the
Department of Planning and Budget (DBP) to ensure values are in alignment with future enterprise application.

» In Cardinal the Financial application has tree structures that require maintenance.

* In Cardinal SpeedTypes are maintained in the General Ledger functional area and SpeedCharts are maintained in
the Accounts Payable functional area.

» One of the main processes in General Ledger is Cardinal Setup and ChartFields.

« Each Cardinal module feeds financial data that becomes journals to General Ledger. Various modules use
Commitment Control, which resides in General Ledger, for budget check.

*  When a document passes budget check, it is marked with a Valid status and processing continues. If there are
errors, further processing is suspended until errors are corrected.

17



Lesson 2: ChartField Maintenance

—

CARDINAL

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

* Adding or updating Chart of Account values and their associated attributes

» Creating and updating SpeedTypes and SpeedCharts

* Understanding and maintaining tree structures

» Understanding and defining combination edits

18



Maintaining COA values

In this lesson we will discuss each step in the Cardinal Setup and ChartFields process. This topic focuses on maintaining
COA values.

R%Cg)';\’e Add/Update
COATable
Request

Yes Add/Update
SpeedTypes/
SpeedCharts

SpeedType/
SpeedChart
Impact?

No
Add/Update Yes Tree
Tree
2)
Structures Impact
No

Combination Yes Uit

Edit Impact?

Combination
Edits

No

Outbound Build
External 31  |efm— Combination
Party Systems Edit Data
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ChartFields

CARDINAL

ChartField values can be defined either as specific values or as a range of values using trees. ChartFields are added and
maintained by SetID and associated with a Business Unit.

The default ChartFields in Cardinal are shown below:

> Deesign CbartFields = Comjgure » Standard Configuration

Favarites Main Menu > Set Up FinanciglsfSuppry Chain > Common geﬁn'rtions
Standard ChartField Configuration
Status Order Field Long Hame Field Short Name
Active
M | charicia 1 Account Account Relabel
[ |fctive 2 Fund Fund Relabel
ChartField
Active
B chanrield | 2 [Program Program
Active
O | chanriela 4 Department Department Relabel
Active
=1 ChartField 5 Cost Center Cost Center Relabel
[ |fctive 5 Task Task Relabel
ChartField .
Active
O | chanriela | 7 [FiPs FIPS
[ | Active 8 Asset Asset Relabel
ChartField : !
Active
O | chanriela | [° |Agency Use 1 Agency Use 1
Active
O chanFiela | 10 Agency Use 2 Agency Use 2 Relabel
[ [pcive 11 PC Business Unit PC Bus Unit Relabel
ChartField
Active . :
O chanriela | 12 Project Project Relabsl

<t
Customize | Find | B | =

Display
Length

ECT—

Affiliate Type

First BN 424 of 21 L3 Last

Intralnit Related ChartField

|y

m
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ChartField Maintenance

—

CARDINAL

ChartField maintenance allows correct reporting and budgetary control on all transactions within the financial system.
Maintenance includes the updating of chart of account values and attributes, budget structures, reporting trees,
SpeedTypes, SpeedCharts and editing combinations.

Each ChartField has its own attributes for maximum efficiency and flexibility in recording, reporting, and analyzing its
intended category of data.

21



ChartField History

The Effective Date and Status fields maintain a complete history of ChartField changes and additions to provide a
complete audit trail.

@ CARDINAL

Home | Worklist | Add to Favorites
Fal.rtlr'rtes MainvMenu » Set Up Financials/Supply Chain > Common Definitions > Design ChartFields » Define Values » ChartField Values

@Newwmdow l:E,'Help Customize Fadg

" Map to Alternate Account |

SetlD:  STATE Account: 101001
PR : .
*Effective Date: 10111901 JEH *Status: | Active i Long Description ]
*Description: |Cash Not With Treasurer OJcontrol Account ] Commitment Control Override
*Short Description: Cash MNtTr [ Budgetary Only
Statistical Account Uon: I:I
Monetary Account Type: | Asset v| Book Code: I:I

Balance Sheet Indicator: Allow Book Code Override

*WAT Account Flag: | Mon-VAT Related a | Physical Nature:

[ openitem Account  [] Reconcile on Base Amount VAT Default
Edit Record: | @, Edit Field: | @,
Prompt Table: | @, Description of Openltem:
Reconcile Tolerance: Reconcile Currency: @,

Performance Measurement

[ General Ledger Account ] performance Measurement Acct [ aBm Account
5] save | [2h Returnto Search | =] MNotify | |5 Add | |5 updatemizpay | | L] include History | |[2# Correct History |

Account | Map to Alternate Account |
< 1]
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CARDINAL

Updating a ChartField Value

When you receive a request to update a ChartField value,
follow the steps below:

* Navigate to: Main Menu > Set Up
Financials/Supply Chain > Common Definitions
> Design ChartFields > Define Values >
ChartField Values.

» Click on the type of ChartField value you would like
to update.

* Inthe Find an Existing Value tab, enter your
SetID and search criteria.

» Click the Search button.
» Click on the ChartField value you are updating.

» Click on the Add a new row (+) button to add a
new effective dated row for this value. Enter a new
effective date for this row.

» Update the ChartField attributes as necessary.

» Select the appropriate Active or Inactive status
from the Status menu.

Click the Save button.

Home | Workist | Addto Favories
FavuvrrcesﬁMam'Menu 3 Set Up Financials/Supply Chain > Common Definiions »  Design ChartFields » Define Values » ChartField Values

@Nenw."ﬂndonv @Help I:,/Customize Pag
m Wapto Atenate Account

SetiD:  8TATE

Account: 101001

Effectve Date find | View Al st K1 4 o1 0 Lt
I i - b -HHI

Effective Date:

Long Description

*Description: (Cash Not Wi Trezsurer [ control Account  []Commitment Control Override
*Short Descripon: ~ Casn MY [ Budgstary Only
Statistical Account LJOM: D
Monetary Account Type; ‘ Assel v ‘ Book Code: l:l
Allow Book Code Override

Balance Sheet Indicator.

*YAT Account Flag Nor-ATRelle v Physical Nature:

[Jopenitem Account ~ [Reconcile on Base Amount VAT Defaul
Edit Record: Q EditFiec q
Prompt Table: q Description of Openitem:
Reconcile Tolerance: Reconcile Currency: ’_03

Performance Measurement
[General Ledger Account (] Performance Measurement Acct  []ABM Account

@ RETWMDSWCN: E Nﬂﬂf)': :D Addr: .::r-‘eiz-::-,: _Q Inc\udeHistunr: f} CorrectHistonr:

Account I Man to Altemate Account |
¢
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Updating a ChartField Value (continued)

CARDINAL

Favorites '
- H

Home | Workist | Addto Favorites
r'-'lainvr'-'lenu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define Values » ChartField Values

2 New Window I:z’;'Help Custnmize Fag
" Map to Alternate Account |

Setll:  STATE Account: 101001
ffective Date

*Effective Date: p1:01/1901 B | +status: | Active . Long Description =
*Description: |Cash Not With Treasurer [ control Account  [] Commitment Control Override
*Short Description: Cash NtTr ] Budgetary Only
Statistical Account vom: | |
Monetary Account Type: | Asset “ | Book Code: I:I
Balance Sheet Indicator: Allow Book Code Override
*VAT Account Flag: | Non-VAT Related v| Physical Nature:
[l openitem Account  []Reconcile on Base Amount VAT Default
Edit Record: | @, Edit Field: | @,
Prompt Table; | @, Description of Openltem:

Reconcile Tolerance: Reconcile Currency: @,

Performance Measurement
[lGeneral Ledger Account 1 Performance Measurement Acct ] ABM Account

[5] save | [c* Returnto Search =] Notify

Ch Add | |3 UpiateDispiay | | & include History | [ Correct History |

Account | Map to Alternate Account ]
£ f

24



w|Adding a ChartField Value

To add a ChartField value:

. . CARDINAL
* Navigate to: Main Menu > Set Up '- one | Woriist | AddoFavries
FinanciaIsISuppIy Chain > Common Definitions Favortes - Main Menu > Set Up Financia'lsfSuppthhain 5 Cnmmungeﬂnfcians > Design CjartFie\ds 5 Deﬁnev\fa\ues s ChartField Values
> Design ChartFields > Define Values > Eentinion o Csonia?ey
- m. Map to Alternate Account

ChartField Values.

» Click on the type of ChartField value you are Sel: STATE  Account 101001
adding. Fffectve Date Fnd | View &1 Frt Kl gm0 (st

» Click on the Add a New Value tab. Enter your Efective Dt bt i fesates: LongDescrton ‘
SetlD and ChartField value and click the Add “Description: (Cash Nt Wit Trasurer [control Account  []Commitment Control Override
button. *Short Descripion; (2SN METE [ sudgetary Only

* Enter the necessary data, such as description, Statisical Account o ||
short description, etc. oot Tpe. 5% v Book Code [ ]

« Add the ChartField attributes as necessary. Balance Shest ndicator Al Book Code Orerde

« If this is a budgetary only value, select the “UAT AccountFlag o T Relte v Physicallsure
Budgetary Only checkbox. |f you select thiS DDpen\temAccoum [Reconcile on Base Amount VAT Defaul
checkbox, the value will not be available for EditRecort: q Edit Feld: 4
recording actual transactional entries. Please note Prompt Table q Descripionof Opentem:
that budgetary only functionality is available for all Reconcie Tolerance: feowceCuracy. |
fully configurable ChartFields.

« Selectthe appropriate Active or Inactive status [General Ledger Account (] Performance Measurement Acct  [JABM Account
from the Status menu.

E‘f‘ ReturntoSearchj ‘E Notify‘ D Addj ‘ lpdate/D B \nc\udeHistory‘ Pj CorredHistoryj
i Account | Mao to Atemate Account
ick the Save button. . |

25



Creating a ChartField Attribute and Attaching to a
rChartField

Generic ChartField attributes are optional features that support such things as reporting and payment processing. The
ChartField Attribute page is used to create ChartField attributes.

After you attach an attribute value to a ChartField value, it cannot be deleted using the ChartField Attribute page.
However, using the ChartField Value Attribute Configuration page, you can delete any attribute value.

Attributes share the effective dating of the ChartField values to which they are attached.

26



Step 1: Creating Generic ChartField Attributes

—

CARDINAL

To create a generic ChartField attribute, use the following steps:

» Navigate to the ChartField Attributes page: Main Menu > Set Up Financial/Supply Chain > Common Definitions
> Design ChartFields > Configure > Attributes.

» Click the Add a New Value tab. Enter your SetID in the SetID field (use STATE for statewide values). Enter any
applicable ChartField in Field Name for which attribute functionality is available (such as ACCOUNT, DEPTID, etc.).

« The ChartField Attribute field is a user-defined field in which you name the attribute. Enter information in this field
as appropriate. When all information on the page is entered, click the Add button.

In this example, we are adding DOA CostCD as an attribute to the DEPTID ChartField value.

(g CARDINAL

Fawvarites Main Menu > Set Up FinanciavLS_."Supphr Chain > Cormimon geﬁn'rtiDHS > Dresign CbartFieldS > CDnﬁvgure > Attributes
Chartfield Attributes

Find an Existing Walue

SetlD: [15100 |&,
Field Hame: [DEPTID L1

ChartField Attribwte: ID o8 CostCD|

Sadd

Find an Existing Value | Add a Mew Value
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Step 1 - Creating a Generic ChartField Attribute
t(continued)

On the ChartField Attribute page, enter a description for the attribute.

Select the Allow Multiple Values per Attr checkbox if you want to allow multiple values of the same attribute to be

attached to a ChartField value. If you do not select this checkbox, only one attribute value can be attached to a
ChartField value.

You can define values in the ChartField Attribute Values grid. Use the + button to add attribute values. In this
example, we would like to add Cost Codes 602, 911, and 912 as new ChartField attribute values.

When all information is entered, click the Save button.

(g CARDINAL

Fawvorites !

Main Menu - Set Up Financialsy Supphly Chain = Cormmon Definitions B Design CharcFields = Configure = Artributes
- - - - -~

ChartField Attribute

SetlD: 15100 Field Name: DEFPTID Adtribute: Dos COSTCD

Dres.cription: Doa Cost Code

Adlows Multiple Values per Attr

Customize | Find | wiewe a0 | B | =2 Fict BN 9 3 of 14 B0 | aet
=ChartField Attribute Value Description
[so= [Cost code 502 [=1| =1
ERE [Cost Code 211 [=1| =1
ERE= [Cost Code 1= [==1| =1
[l sawe | [ Return to Search | |[[=] Motify |

B add | [F
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Step 2 — Attaching a ChartField Attribute to a
~1ChartField

CARDINAL

After defining your ChartField attribute, you need to attach it to a ChartField.

You can navigate to this page through the following path:

Main Menu > Set Up Financials/Supply Chain, Common Definitions, Design ChartFields, Define Values, ChartField
Values

Then click the Attributes link from the applicable ChartField Values page.

Favgrites : Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define Walues > ChartField Values
B Mew Window  (Z) Help
ChartField Values

ChartField Values
Account
Fund

Program

Department [}_

Cost Center

FIPs

Asset

Agency Use 1
Agency Use 2

Project

Scenario

Statistics Code
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Step 2 — Attaching a ChartField Attribute to a
tChartField (continued)

In this example, we are adding the DOA CostCD attribute with a 602 attribute value to the DEPTID ChartField value. Use
the following steps:

Click Department on the ChartField Values page to get to the Department page.
The Department page has two tabs and defaults to the Find an Existing Value tab.

Enter your SetID in the SetID field. Enter the relevant Department ID in the Department field. Click the Search
button.

g8 CARDINAL

Famjvrites Mainyenu > Set Lp FinancigrlsfSuppI\,r Chairm > CEII‘I‘II‘I‘IEIr‘IE)EﬁI“IitiDI“IS = Design CtlartFields > Deﬁr‘nev‘u’alues > ChartField walues

£ e
Department

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

Find an Existing “alue Add a Rlew wWalue

Maxirnurm number of rows to return (up to 3003 |300
SetlD: = = hs100

Department:l begins with v| |
Description: | begins with v| |
I include History [ Case Sensitive

QJ
@

Search Clear :Elasic: Search [EF Save Search Criteria

Find an Existing Walue | Add a Mew YWalue
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Step 2 — Attaching a ChartField Attribute to a
ChartField (continued)

+ On the Department page, click the Attributes link.

g8 CARDINAL

Favorites Main Menu > Set Up Financials/Supply Chain > Cornmon Definitions > Design ChartFields : Define Values » ChartField Values

Department

Setll: 415100 Department: &0200

Find | View All First Bl 4 of 4 I3 Last

*Effective Date: 01/01/1901 | Attributes =

Long Description

*Status: [] Budgetary Only

*Description: |Cnmmnnwealth Health Research
*Short Description: CHRBE
Manager ID: o‘% Manager Hame: |
*Company: cov @, *Location Code 1510/, “Location Setip |15100 <,
5l save | |=* Return to Search | =] Motify | |E .-ﬂuid| [l ipdate/Dizplay | LB Include His.tur_v:
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| Step 2 — Attaching a ChartField Attribute to a
ChartField (continued)

» Use this page to select one or more of the ChartField attribute and attribute value combinations that apply to a
specific ChartField value.
» Click the magnifying glass next to the ChartField Attribute field and select the DOA CostCD attribute.

» Click the magnifying glass next to the ChartField Attribute Value and select the relevant attribute value. In this
example, we selected 602.

* Then click the OK button.
» This takes you back to the Department page. Click the Save button on the Department page.

4P CARDINAL H

Favtytes Mainiv'lenu » Set Up Financials/Supply Chain > Common Definitions » Design ChartFields > Define Values : ChartField Values
@Newwmdw

Chartfield Attributes

ChartField Attribute Values Customize | Find | View A1 | B #  First K1 4 or1 O Last
SetiD ChartField Value Effective Date Field Hame *ChartField Attribute ChartField Attribute Value Attribute Value Description
15100 60200 01/011901 DEPTID |DOA COSTCD Q§, |BDE Q Cost Code 602 |£| IL—I
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Step 2 — Attaching a ChartField Attribute to a
ChartField (continued)

o

CARDINAL

A CARDINAL

Favortes Main Menu > Set Up Financials/Supply Chain > Common Definitions » Design ChartFields » Define Values » ChartField Values

Home

@ Mew Windoy

Chartfield Attributes

Chartfield Attribute Values Customize | Find | View A1 B 2 Fret D qorg U Lo

SetiD  Chartfield Value Effective Date  Field Name *ChartField Attribute  ChartField Attribute Value  Attribute Value Description

15100 60200 01014901 DEPTID poacostco @ 602 @, CostCode 602 [#]/(=]
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Creating and Updating SpeedTypes and
rSpeedCharts

The second step in ChartField set up and maintenance relates to maintaining SpeedTypes and SpeedCharts.

Receive
COA
Request

Add/Update

COATable

Add/Update Yes
Tree
Structures

SpeedType/
SpeedChart
Impact?

No

Tree
Impact?

No

Combination
Edit Impact?

No

Outbound
External 3™
Party Systems

Yes

Yes

Add/Update
SpeedTypes/
SpeedCharts

Add/Update

Combination
Edits

Build
Combination
Edit Data
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SpeedTypes and SpeedCharts

SpeedTypes and SpeedCharts consist of a pre-determined COA value strings (such as fund, program, department), which
populate the accounting distribution lines when entered on a transaction. They provide the ability to define codes for
frequently used ChartField combinations. When a SpeedType is entered, users still have the ability to add additional COA
values on the associated distribution line.

SpeedTypes can be used in expenses transactions, General Ledger journal entries, Accounts Receivable direct journals
and Commitment Control budget journal entries.

SpeedCharts provide similar functionality for Accounts Payable, except that multiple accounting distributions can be
configured for an individual SpeedChart.

Please note that if you create a SpeedType, you will have to create a SpeedChart as well, and vice versa.
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Example: Creating a SpeedType

Example: Create a SpeedType for Department 94100, Fund 01000, and Program 737002 :

Navigate to: Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields >
Define Values > SpeedTypes

Click the Add a New Value tab and enter your SetlD and SpeedType. If you enter a User ID, this User ID will have
sole access to the SpeedType. You need to leave this field blank, as all SpeedTypes are universally accessible.
Click the Add button.

This takes you to the SpeedType page. Enter a description, select Department 94100, Fund 01000, and Program
737002.

Click the Save button.
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48 CARDINAL

Main Menu > SetUp Financials/Supply Chain > Common Definitions > Design ChartFields >

Favorites :
- H

SpeedType

SetlD:
SpeedType Key:

Type of SpeedType:;

Description:

Account:
Fund:
Program:
Department:
Cost Center:
Task:

FIP5:

Asset:
Agency Use 1:

Agency Use 2:

PC Business Unit:

Project:

] Publish Data

15100 m
94100
Universal (Al Users)
Internal Audit
| a
o000 |=, General Fund
ll727002 |2, Disbursements Review
lo4100 |2, internal Audit
| @
|
| @,
| @
| @,
| @
| @,
| @,

Define Values > SpeedTypes
B New Window  (Z) H
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Example: Creating a SpeedChart

—

CARDINAL

Example: Create a SpeedChart to be used for vouchers in the Accounts Payable module for Department 91100, Fund
01000 and Program 799001:

* Navigate to: Main Menu > Set Up Financials/Supply Chain > Product Related > Procurement Options >
Management > SpeedChart.

* Click the Add a New Value tab.

« Enter your SetlD and SpeedChart. SpeedCharts are universally accessible at COVA so leave the User ID field
blank.

* Enter an effective date.
* Click the Add button.

(B CARDINAL

Favnvrites M.ElinvMenu S Set Up Financials/ Supphy Chain = Product Related = Procuraemeant Options = Management > SpeedChart

SpeedChart

Find an Existing Walue Add a HMew Walue

SetD: [hs100 @

SpeedChart Key: [

User ID: [ L=
Primary Permission List:| L

Effective Date: oB2TiI2012 [[E]

Sodd

Find an Existing Walue I Add a Mew walue
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Example: Creating a SpeedChart (continued)

On the SpeedChart page:
» Total Percent indicates the total of the proration percentages that you selected for the SpeedChart lines.
» Enter a description for your SpeedChart.

« Cardinal only uses Universal, so please select this option. The Security Option section defines security settings for
the SpeedChart you are creating. (The Universal option allows all users access to the SpeedChart. The One User
option allows access to the one user you can set up on this page. The One Permission option selects a permission
level that users need to have to access the designated SpeedChart.)

» For the Universal option, you must enter at least one ChartField distribution.

» In the Definition section, there are two distribution options. The Enter Percentages option distributes cost by a
percentage of the total amount. When you select this option, enter a proration percent for each SpeedChart line.

The Enter Weights option distributes cost by item unit of measurement weight. When you select this option, enter a
proration weight value for each SpeedChart line. Select a unit of measurement (UOM) for distributing cost by weight.

* In the Speed Charts section, select Department 91100, Fund 01000, and Program 799001.

* Click the Save button.
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Example: Creating a SpeedChart (continued

Favorites
~

SpeedChart

SetlD: 15100 SpeedChart: 91100

jotion- [Comptroller
I Secu

) Universal (All Users)
) One User
) One Permission

Main Menu > SetUp FinancialLsfSuppryChain ¥ Producthelated ¥ Procurem@t[}ptions b Managvement » SpeedChart

Eff Date: 01/011901

Sign out

L.El Mew Window @ Help E{' Customize Page E http

Total Percent:

100.00

(& Enter Percentages
O Enter Weights

uom: [ =

Description:

Comptroller Gen Mgmt & Dir

Customize | Find | v

E] save | [Eh ReturntoSearch| ({5 Frevious i List |

:;[l NexthList: EI NDtify:

|:L Add | ..--,:aaie-j.e;;.a;-. ﬁ Include Histur_v.

Percent VWeight GL Unit Account Fund Program Department Cost Center Task FIPS Asset Age
1 100.00 0.00000 | @ @, (010009, ([79s001 @, (91100 @, | @, | @ @, @ [ ]
=l i | =
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Understanding and Maintaining Tree Structures

The third step in ChartField set up and maintenance relates to maintaining tree structures.

Rc(e:che Add/Update
COA Table
Request

Add/Update Ves
Tree
Structures

SpeedType/
SpeedChart
Impact?

No

Tree
Impact?

No

Combination
Edit Impact?

No

Outbound
External 3
Party Systems

Yes

Yes

Add/Update
SpeedTypes/
SpeedCharts

Add/Update

Combination
Edits

Build
Combination
Edit Data
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Understanding Tree Types

A tree is the graphical hierarchy in Cardinal that displays the relationship between all accounting units (for example,

departments, reporting groups, account numbers) and determines roll-up hierarchies. In trees, roll ups total sums based on
information hierarchies.

Trees are built from the highest level of the hierarchy (root node) to the lowest level of the hierarchy (leaves). Every tree is
based upon a structure. The structure defines the links between your tree and the underlying tables to which it refers.

There are two main kinds of tree structures:
1. Detail tree structures
There are three types of detail trees:
* Summer tree
*  Winter tree
» Spring tree
2. Summary tree structures
Summary trees are not used in Cardinal.
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Summer Trees

—

CARDINAL

FEl‘."EIvritES MainvMenu ¥ Tree Mvanager > Tree Viewer

Tree Name: FUND_CAFR Fund CAFR Tree
Close Display Options Print Format

= CAFR_FUNDS - CAFR FUNDS
|22 GOVERNMENTAL - Governmental
"I GENERAL - General I\
. " ¥ [01000] - General Fund
* (4% SR_COMM_TRANSPORT - Sr Comm Trans gt

""" E SR_VDOT - SR VA Dept of Transporation
" [ HMO - Hwy Maintenance & Operating

1 a

Root Node

Node

o [04000] - Commonwealth Transportation
2 [04100] - Hwy Maintenance & Operating Xd

[=F TRAN_FED - Federal

Lo J= [04010] - Highway Federal

[= CONSTRUCTN - Construction

o g [04710] - Transportation Trust Fund

Sub-nodes

= [04720] - Highway Construction Fund

E PRICRITY - Priarity Transportation Fund

Sample Detail
Values/Leaves

- " /# [04730] - Priority Transportation Fund
B TOLL - Toll Facilities Revolving
S 104760] - Toll Faciliies Revolving Fund

- P [D4T66 - 04769
" [£% ROUTE_58 - Route 58
[ B (07580 - 07581]

A summer tree uses the

PS _TREE_NODE table for
nodes and a detail value table
for leaves.

The tree displayed on this
slide is a detail tree, with
detail values. In a detail tree,
the lowest level in the
hierarchy consists of the detail
values, which are represented
by leaves. Because of this,
such trees are sometimes
called summer trees. You can
use a detail tree to represent
account hierarchies, product
hierarchies, business unit
hierarchies, and so on.
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Winter Trees

CARDINAL

—

This slide depicts a detail tree structure for a winter tree.
Winter trees use the detail value table and are node-
oriented trees, therefore have no leaves. Because of this,
such trees are sometimes called winter trees.

In standard detail trees, the detail values represent data
values from a database field, and the tree nodes represent
roll-up points for detail values. The nodes have no
meaning outside the context of the tree. However, you can
also create node-oriented trees.

Node-oriented trees are based on a detail structure, but the
detail values are not used. For this type of tree, the tree
nodes represent the data values from the database field.
The system uses node-oriented trees for special purposes.
For example, the DEPT_BUDGET tree is a winter tree in
Cardinal.

A CARDINAL

Favuvrtes Main'Menu v Tree Manager » Tree Manager
: -

Tree Manager
SetiD: 15100 Last Audit:  Valid Tree

Effective Date: 01011901 Status: Active

Tree Name: DEPT_BUDGET DOA Dept Budget

Save As Close

Colapse All | Expand Al Find FirstPage N 170f17 3 LastPage

& googempor  §i+ ¢

[ 10000 - DOA- Al Departments

0200 - Commonwealth Health Research
91100 - Comptroller

91200 - EDI Prenotes

92100 - Admin Svcs & Public Records
93100 - Personnel

94100 - Internal Audit

95200 - Financial Reporting

95400 - General Accounting

95700 - FSRI - Cardinal

95800 - FSRI- Perfarmance Budgeting
97200 - Payroll Production

97500 - Payroll Senvice Bureau

93300 - Systems Analysis & Programming
= 98400 - Chief Technology Officer & DBA
™ 2 99800 - Converted Blank Dept

Tree Definition Display Options Print Format

=] Natify
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Spring Trees

This slide depicts a partial screenshot of a spring tree.

A spring tree is a hybrid between a node-only winter tree
and a summer tree. A spring tree uses a detail value
table for the nodes as well as the leaves.

SetlD:
Effective Date:

Tree Name:

Home

0 New Wind

Tree Manager

15100 Last Audit:  Valid Tree
01/011901  Status: Active
DEPT_OVERALL DOA Dept Overall

- 2 [91100]-
- 2 (91200]-
- 2 192100)-
- [93100]-
- [94100]-
- 195200)-
- @ [95400]-
- 195700]-
" 1958001
- (97200]-
- (97500]-
- 2 (98300]-
- [98400]-
P [99800]-

FirstPage [ 170f17 |3 LastPage

IB 10000 - DOA - All Departments
- 2 [60200)-

Commonwealth Health Research
Comptraller

EDI Prenaotes

Admin Sves & Public Records
Persannel

Internal Audit

Financial Reporting

General Accounting

FSRI- Cardinal

F3RI - Perfarmance Budgeting
Payrall Praduction

Payrall Senice Bureau

Systems Analysis & Programming
Chief Technology Officer & DBA
Converted Blank Dept
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Creating or Editing a Tree Structure

—

CARDINAL

When you define a tree structure, you specify the pages and the record definitions Cardinal Tree Manager uses to store
data about the parts of a tree.

When you add a new node, level, or detail value to a tree, Cardinal Tree Manager uses this information to determine the
component (pages) to capture the relevant application data.

When the specified component is displayed, all of the standard business logic that is part of that component is invoked.
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Creating or Editing a Tree Structure (continued)

—

CARDINAL

Use these steps to access the Tree Structure Properties page:
* Navigate to: Main Menu > Tree Manager > Tree Structure.
» Search for an existing tree structure or create a new one.

The Tree Structure Properties page appears. This is an example of the Tree Structure Properties page:

Favq_['rI:ES rﬂainiﬂenu * Tree Mjnager > Tree Structure
Levels Modes Details

Tree Structure Properties

Structure 10D: ACCOUNT
*Description: Account Trees
“Type: Dretail

[[] node Multi-Mavigation

@ Setld Indirection
[ petail Multi-Navigation

Business Unit
User Defined
Hone

[S] sawve [+ Return to Search =] Motify =k Add

Structure | Levels | Modes | Details




Creating or Editing a Tree Structure (continued)

—

CARDINAL

When you create a new level in a tree, Cardinal Tree Manager displays the page that you specify in the Page Name field on
the Tree Levels page and stores the application data that you enter using the record definition in the Record Name field.
The default values for these fields come from the standard Tree Manager page.

When using standard pages, you do not need to enter anything in the Menu Name or Menu Bar Name fields. However, if
you want to store level information using something other than TREE_LEVEL_TBL, then you have to create a page and
component that use that new record definition. You must also ensure that the component has been defined on a menu
somewhere in your system and specify all of this information on this page.

FEI"L"IIJIitE‘.'S rﬂainiﬂenu = Tree r--]_._‘:lnager > Tree Structure

Structure Modes Dretails

Tree Levels

Structure ID: ACCOUMNT

Record Mame: TREE_LEVEL_TBL R,

Page Hame: TREE_LEWEL Ca,
Component Hame:

Menu Mame:

Menu Bar Hame:

Menu tem Mame:
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Creating or Editing a Tree Structure (continued)

On the Tree Nodes page, enter the record name, field name, and page name to use for entering and storing information

about tree nodes.

Structure Levels

Tree Nodes
Struciure 10:
*Record Hame:

*Field Hame:

*Page Name:
Component Name:
Menu Name:
Menu Bar Hame:

Menu Htem Hame:

Fa*.-'q_['rtES Mainyenu » Tree M_gnager *» Tree Structure

Details

ACCOUNT
TREE_MODE_TBL 2

=]

TREE_MODE =

a

TREE_MODE 2
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Creating or Editing a Tree Structure (continued)

—

CARDINAL

The Tree Details page is used to define the application data and component used to maintain the detail values for your
tree. This page is completed only for spring and summer trees.

Enter the name of the page, component, record name, and key field name that will be used when adding or updating the
application data for a detail value. For example, if each detail value represents a department, use a page, component, and
menu path that enables you to create and update department information.

Faxfnzgt95 Mainlﬂenu > Tres M__gnager > Tree Structure

Structure Levels Modes

Tree Details

Structure 1D ACCOUMNT

Record Name: CL_ACCOUNT_TBL @,

Field Name: ACCOUIMNT ,

Page Mame: GL_ACCOouUnrT DJ
Component Hame: GL_ACCOUNT 3,
Menu Name: DESIGH_CHARTFIELDS ':::'_.
Menu Bar Hame: USE @,
Menu ltem Hame: ACCOUMNT 3,
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Creating a New Tree

—

CARDINAL

To create a new tree:
* Navigate to: Main Menu > Tree Manager > Tree Manager.
» Click on the Create New Tree tab, name your new tree and click the Add button.
+ On the Tree Definition and Properties page, name the tree you want to create.

* Choose a tree structure ID. The structure ID defines the field or ChartField upon which the tree is based. You can
define structures using the Tree Structure Properties page shown earlier in this topic.
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Creating a New Tree (continued)

Select or enter the Category, a user-defined way of organizing trees so that they are easier to find when using the
tree search pages. Most trees are Default or Commitment Control.

Select a method for enforcing levels. Choose between Strictly Enforced or Loosely Enforced to enforce levels.

Enter the appropriate SetID for the tree. For trees built on agency controlled chartfields this will normally be the
agency specific SetID.

When the All Detail Values in this Tree checkbox is selected, all values in the detail value table are included in the
tree.

Select the Allow Duplicate Detail Values radio button if you want to skip the audit that checks for duplicate detail
values in the tree. When selected, you can have the same detail value appear under different parent nodes. This
option is not available for use with winter trees.

Click the OK button.
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Creating a New Tree (continued)

CARDIMNAL

Fawvorites Main Menu Tres Manager = Trese Manager
H e

Tree Definition and Properties

~Tree Marme: [FUMD_comBO_EDITSRE

*Structure ID: [FuMD_DTL -y

*Effective Date: [06/28/2012 |[El ~gtatus: | Active il

*Dascription: [Combo Edit Fund

~C ategory: [DEFALLT =N

Use of Lewvels: | =trictly Enforced *"'*l Poerdormance Options

- GatlD: |*|5*||::u:3 Lol
E

1 am Detail Walwes in this Tree
1 ancwr Duplicate Detail Values

Flooeche (Caovunrmiit:

Leaf Counrmit:

Lewe] Caonrmik:

o © o 0

Erarmcih Counmit:

| Ok | | Return to Search
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Creating a New Tree (continued)

Clicking the OK button takes you to the Enter Root Node for Tree page. On this page, you can add levels as needed, and
define a root node for your tree.

Add levels by clicking the Add Level button and choosing the appropriate level. Click the Save button.

(48 CARDINAL

Favgrites | Main Menu > Tree Manager > Tree Manager
: -

Look Up Level Name

Search by: hegins with

| Lookup || Gancel |sdvanced Lookup

Search Results

Wiew 100  First [4] 1-2 or3 [] Last

Level Hame Descril plion

Lewvel 1
Level 2
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Creating a New Tree (continued)

Insert the tree nodes that define the hierarchy of the tree by clicking on the magnifying glass next to the Root Node field
and by selecting the appropriate value.

Click the OK button when you have finished completing the page.

CARDIMNAL
(= i

Maln__Menu > Treea M_Enager > Tree Manager

Look Up Root Node

Search by: Begins with

[ Lookuwp || Sancel |sdvanced Lookum

Search Results

MAlEes 1 00O First [4] 1-11 =11 [ k] Last
Tree Hode Description

FUIMRD 01000 Furnd 0100 Departments
FLIMHD 01000 Fund 01000 Departrments
FLUMRMD 02011 Fund 02011 Departrments
FUMD O0Z054 Fund 02054 Departmeants
FLIMD 02111 Fund O0Z111 Departrments
FUMD 02700 Fund 02700 Departmeants
FLUMNMD 05020 Fund OBE02S0 Departmeants
FLIMD OE090 Fund 050930 Departrments
FUMNMD 05150 Fund 0150 Departmeants
FUMMD 09262 Fund D932362 Departments

55



Maintaining Trees

—

CARDINAL

The activities in maintaining trees include:
* adding a rollup value
» correcting the description of a rollup value
« deleting a rollup value
* adding a detail value
* adding a range of detail values
» changing a range of detail values
* reviewing the detail values within a range
deleting a detail value
* copying and deleting trees

To maintain trees, access the Tree Maintenance page. You can navigate to this page through the following path:

Main Menu > Tree Manager > Tree Utilities > Copy/Delete Tree

On the next slide is an example of the Tree Maintenance page.
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Maintaining Trees (continued)

Y -

CARDINAL

Effective Date:

Firet - 1-20 of 38 LA | ast

Valid Tree

CARDINAL
an.rg'r es Main__ru'lenu = Treea Mjnager = Tresa Htili‘ties = Copy/Delete Tree
Tree Structure Maintenance
Tree Maintenance
Customize | Find | Wiews A0 | =l
Select Key Typne User Kew Tree Narme
Ll | Setld 50100 ACCHT ALLOWSLIPAL L OW
(| Setld 50100 ACCOoOUNMT_BUDGET
(| Setld STATE ACCOUNMT_BUDZET
(| Setld 50100 ACCOUNMT _OWVERALL
(| Setld STATE ACCOUNT _OWVERAL L
(| Setld S0100 ACTIVITYEQUIPALLOC
[ Setld 50100 ACTIVITY_ALL
1 Setld 50100 ACTVITY _BUDSET
(| Setld 50100 ACTIVITY _BUDG_RPRT
(| Setld S0100 ACTIVITY _CE
[ Setld STATE AlLL_PURCH_ITEMS
Ll | Setld STATE BLI=_ LUMIT
(| Setld 50100 COST_CERMNTER__COMBO
(| Setld 50100 COST_CEMTER_EDITS
Ll | Setld 50100 DEFPT MRWISIOMN
(| Setld 15100 DERT_15100
(| Setld 15100 DEFPT_BUDGET
(| Setld 50100 DEFPT_BUDGET
Ll | Setld 15100 DEFRFT_OWERAL L
(| Setld 50100 DERT_OWERALL
FPerform Audits Zopy Delete Wieww

O1/011901
O01/011901
0 1/011901
O1/011901
O01/011901
01/ 11901
01/011901
O1/011901
O01/011901
01011901
01011901
O1/011901
O01/011901
01/011901
O1/011901
O1/011901
0 1/011901
O1/011901
O01/011901
O01/011901

Walid Tree
Walid Tree
Walid Tree
“Walid Tree
Walid Tree
walid Tree
Walid Tree
Walid Tree
Walid Tree
Walid Tree
“Walid Tree
Walid Tree
Walid Tree
Walid Tree
Walid Tree
Walid Tree
Walid Tree
“Walid Tree
Walid Tree
Walid Tree
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Tree Maintenance Page

—

CARDINAL

You can perform tree audits on the Tree Maintenance page. The tree audit process compares the value table with the
associated tree, and identifies missing values. Please note that you can only perform tree audits when the All Detail
Values in this Tree checkbox has been selected on the Tree Definition and Properties page.

You also have the ability to copy trees. To do this, you can use the Copy button on this page in order to speed up the
creation process. You can also use the Delete button to delete a tree.
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Tree Maintenance Page (continued)

Y -
CARDINAL

CARDINAL
Fawvorites Main Menu > Tree Manager > Tree Litil'rties > CopyfDelete Tree
Trese Structure Maintenance
Tree Maintenance
Fir=t L1 4-20 of 30 L0 | ast

Select HKey Type User Key Tree Hame Effective Date Walid Tree
[ Setld 50100 AUCCNT AL LOWILIPAL L O 01011901 Yalid Tree
Ll Setld 50100 ACCOoOUNT_BUDGET 015011901 Walid Tree
[ Setld STATE ACCOUNT_BUDGET o01/011901 Walid Tree
[ Setld 50100 ACCTOUNT_OVWVERALL o1/01/1901 Walid Tree
] Setld STATE ACCOUNT_OVERALL o1/011901 Walid Tree
[ Setld 50100 ACTIWVITYEQUIPALL OO 01011901 Yalid Tree
(Ll Setld 50100 ACTIWVITY _ALL 015011901 Walid Tree
[ Setld 50100 ACTIVITY_BUDGSET o01/01.M1901 Walid Tree
1 Setld 50100 ACTVITY_BUDSE_RPRT o1/011901 Walid Tree
Ll Setld 50100 ACTIVITY _CE o1/011901 Walid Tree
[ Setld STATE AlL PURCH_ITEMS 01011901 YValid Tree
Ll Setld STATE BULU=S_LIMNMIT 015011901 Walid Tree
[ Setld 50100 COST_CENTER_COMBO o01/011901 Walid Tree
[ Setld 50100 COST_CEMNTER_EDITS o01/07M1901 Walid Tree
] Setld 50100 DEPT MHNWVISIOMN o1/011901 Walid Tree
[ Setld 15100 DEPT_15100 01011901 Yalid Tree
Ll Setld 15100 DEFT_BUDGET 015011901 Walid Tree
[ Setld 50100 DERPT_BLUDGET o01/01.M1901 Walid Tree
1 Setld 15100 DEPT_OVERALL o1/011901 Walid Tree
Ll Setld 50100 DERPT_OVERALL o1/011901 Walid Tree

I Ferform Audits I I Copy I I Delete I I Wiew I
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Auditing a Tree

When using the Perform Audits button from the Tree Maintenance page, trees that contain errors remain in Draft format
and an error message pops up. The message guides you to the Tree Auditor functionality, which allows you to obtain more
detail on the reasons for the error.

CARDINAL

Fawvarites Main Menu > Tree Manager > Tree Utilities > Copy/Delete Tree

FLUIMND 01000 has no specified range. (25,112

The specified leaftfnode does not contain a range value specification.

| [a]%s

60



Auditing Trees — Tree Auditor Page

—

CARDINAL

To view the error(s) for the tree(s) you audited, navigate to the Tree Auditor page through the following path:

Main Menu > Tree Manager > Tree Auditor

Click the Add a New Value tab, enter a Run Control ID and click the Add button.

Favq_['rtEE Mainlﬂenu » Tree Mjnager » Tree Auditor

Audit Tree

Enter any information yvou hawve and click Search. Leave fields blank for a list of all values.
Add a Mew Value

Maximum number of rows to return (up to 200} 200
Search by: Run Control ID begins with

[T case Sensitive

Search | Advanced Search

Find an Existing Value | Add a New Value
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Auditing Trees — Tree Auditor Page (continued)

This opens the Tree Auditor page. To run the Tree Auditor, use the following steps:

« To audit a single tree, select the Single Tree radio button in the Audit Scope box. Then click the magnifying glass
next to the Tree Name field and select the desired tree to audit.

» To audit multiple trees, select the Multiple Trees radio button in the Audit Scope box.
» Select the relevant date. Available options are:
- Effective Date of Tree: Select an effective date to run the audit on a single instance of the tree.

» As of Current Date: Select to audit trees that have the most recent effective date. If you select Single Tree
in the Audit Scope box and select a specific tree, only the instance of the tree with the most recent effective
date is audited. If you select the Multiple Trees option in the Audit Scope box, all trees whose effective
dates are current are audited. This option is only available for the Tree Audits utility.

» As of Specific Date: Select to enter a specific date. If you select the Single Tree option in the Audit Scope
box and select a specific tree, only the instance of the tree whose effective date matches the specified date is
audited. If you select the Multiple Trees option in the Audit Scope box, all trees whose effective dates match
the specified date are audited. This option is only available for the Tree Audits utility.

« All Trees: Select to audit all trees. If you select the Single Tree option in the Audit Scope box and select a specific
tree, all instances of this tree are audited, regardless of effective dates. If you select the Multiple Trees option in the
Audit Scope box, all instances of all trees are audited. When you select Multiple Trees, fields in the Tree
Definition box become unavailable. This option is only available for the Tree Audits utility.

* Click the Run button.
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ng Trees — Tree Auditor Page (continued)

g CARDINAL

Favarites Main Menu > Tree Manager > Tree Auditor

Tree Auditor

Run Controld 1D: GL336 FReport Manager Process Monitor |&'

Auadit Scope
& Single Tree O Multiple Trees

Tree Defindtion

Tree Name: |[FUND_COMBO_EDITSR@,  Setid: [hs100 =N

Date Selection

(&) Effective Date of Tree |06/28/2012 (@,
2 As of Current Date

> As of Specific Date 06/28/2012

Al Trees

View Results

[l save | |[=] mNotify | % Add | |.2] Update/Display

63



Auditing Trees — Tree Auditor Page (continued)

The Process Scheduler Request page opens. Click the OK button.

48 CARDINAL

Favaorites Main Menu > Tree Manager > Tree Auditor

Process Scheduler Request

User ID: W_GL_COWA_TREE_COMBO_MAINT Run Control ID: GL336
Server Name: Run Date: |06/28/2012 [&)
Recurrence: Run Time: |1 1:54:314M | Resetto Current Date/Time |

Time fone: G‘&
 Processyist |

Select Description Process Hame Process Type Type *Format Distribution
TREEMAINT TREEMAINT Application Engine | Web w || THT w | Distribution
. 0K | Cancel
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'3 Auditing Trees — Tree Auditor Page (continued)

Clicking the OK button on the Process Scheduler Request page takes you back to the Tree Auditor page.

To access the report regarding your audited tree, click the View Results link at the bottom of the Tree Auditor page. This
takes you to the Batch Report page.

Click the Open Report link in the Report List box to open the report regarding the errors in your audited tree. If there are
no errors, the system generates a report output on the Batch Report page with Open Report (not hyperlinked) under Report
List with nothing in Report Content and “0” for Total Row Count.

Ll AR D NLAL

Favc_Lrites Main__r\-ﬂerlu > Treae Managagaer > Treas Utiliciaes > Repair Tree Reporics

EBatch Report

Process Instance: 54658387 FRunm Caoamitrod T SLEERE
s D WS ows, TREE. CORMB O RMAIT R Dates Tirmes DES/Z28MZ 11 S5 0720
Hhwower Raeports O riteria
=D Repeor TS wwitihe Data O el Re o r s
Customize | Fined | Wriewes oo | BB g TEEE Firet EB g ora I8 | o=t
— Roepeort O aoante it T aovitanl Frowror (O aovunryit
I L] =n Rae ort I FrHode has mno child node=s or detail wvalues specified -1

:|§,,?_“~ Return to Search El rotify

65



Auditing Trees — Analyzing Results

This page helps you analyze the audit results. You can select a repair program as indicated by the audit results.

(In this example, the node has no child nodes or detail values specified. You can either access the tree directly and correct
the errors, or you can use the Repair Tree program to repair the tree.)

g8 CARDINAL

Fav:}_r'rtes Main_r'-'lenu > Tree Manager > Tree Utilities = Repair Tree Reporis

Mode has no child nodes or detail values specified

Reparts on nodes on a detail value tree {(summer) that has neither child nodes under it, nor detail values.
For summer trees, all nodes should either have child node(s) andi/or child detail value(s).

First BN 4 of 4 LY [ast

Setld: 15100 SetCntrivalue: =MNOME= Tree Mame: FUMND_COMBO_EDITSR Ef Date: 2012-06-28

Customize | Find | wisw o0 | B | 25 First B0 g of 4 50 Lot

|H-c|d-e- HNarme
| FUIND 01000
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Simulation: Maintaining a Tree Structure

CARDINAL

You are now about to view a simulation on maintaining a tree structure in Cardinal.

S

CARDINAL

67



The final step in ChartField set up and maintenance relates to defining combination edits.

R%‘g‘;\’e Add/Update
COA Table
Request

Add/Update Yes
Tree
Structures

SpeedType/
SpeedChart
Impact?

No

Tree
Impact?

No

Combination
Edit Impact?

No

Outbound
External 3™
Party Systems

Yes

Yes

Understanding and Defining Combination Edits

Add/Update
SpeedTypes/
SpeedCharts

Add/Update

Combination
Edits

Build
Combination
Edit Data
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Combination Editing

—

CARDINAL

The use of ChartField combination editing helps to maintain data integrity across all modules. Combinations of ChartField
values can be edited to determine such things as:

» Which accounts are valid/invalid with which programs or funds

* Which ChartFields are required on a transaction

* Which ChartFields are not allowed based on values entered in other ChartFields
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Guidelines for ChartFields in Combination
tEditing

It is best to limit the number of ChartFields you use for combination edit rules. For example, you might be required to limit
the departments that can post to asset, liability, and equity accounts as well as the departments that can post only to
revenue and expense accounts. In the first instance, you can define editing rules for a combination that includes two
ChartFields: Account and Department for department values that are limited to the balance sheet accounts. In the second
instance, you can define editing rules for a combination that includes two ChartFields: Account and Department for
department values that are limited to the revenue and expense accounts.

While any number of combinations is possible, limiting the combinations to three or fewer ChartFields optimizes
performance.
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Guidelines for Rules in Combination Editing

—

CARDINAL

Analyze the proposed combination rules and decide which are critical and which are not.

The more rules that you implement, the more time that it takes to edit the transactions and maintain the rules.
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Guidelines for Trees in Combination Editing

Trees can be used to set up combination edit rules that have ranges of ChartField values rather than static values. Ranges
of values can make it easier to keep ChartField combination edit rules current with changes in the ChartField values.

When creating or modifying a new tree, the ChartField Administrator needs to validate the inclusion of all required
ChartField values. This can be accomplished using tree audit functionality.

Use spring, summer and winter trees with combination editing. Through the use of tree levels and nodes, values available
from these trees can be further restricted.
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Add or Update a Combination Edit

The General Ledger Tree/ Combo Edit Administrator may receive a request to add or modify a combination edit via an email
or a standard form.

To add or update a combination edit, follow the steps below:
» Set up a Combination Definition that specifies the ChartFields you are editing.
» Define the Combination Edit Rules.
* Define the Combination Edit Groups.
« Attach the Combination Edit Group to a Target Ledger.
* Run the Build Combination Edit Process.
* Run the Extract Budget Combination Process.
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Combination Edit Definition

Combination definitions define the ChartFields that are involved in Combination Editing. The General Ledger Tree Combo /
Edit Administrator creates a new combination definition for each new combination of COA fields. The Combination Editing
process first searches for the defined anchor ChartField (the required ChartField that drives the combination edit rule) in the
combination definition and then matches the other non-anchor ChartFields in the combination. The first ChartField listed in
the definition is the anchor ChartField.

For example, define Account as the anchor ChartField for the definition, with Department and Fund as valid ChartField
combinations that are associated with the anchor. The same combination definition can be used on multiple rules and
groups, although for better performance it is recommended to only have one definition per group.

To access the Chartfield Combination Editing page, navigate to:

Main Menu > Setup Financials / Supply Chain > Common Definitions > Design Chartfields > Combination Editing
> Combination Definition
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'1 Combination Edit Definition (continued)

CARDINAL

#® CARDINAL

Fawl['rtes Mainvr'-'lenu > Set Up Financials/Supply Chain > Common Definitions : Design ChartFields > Combination Editing > Combination Definition

ChartField Combination Editing Definition

SetlD: sTaTE ~ Combination Definition: ACCTFNDDPT
*Description: AccountFundiDepartment
Long Description: Account, Fund, and Department are required on all transactions.
Combination ChartFields Customize | Find | View o0 | B | B et B q30r3 10
*ChartField Anchor ChartField
| Account v| (=]
| Fund V| El
|Departrnent v| [=]
5] save | [Gh Returnto Search | =] Previousinlist | |J=] Mextinlist |[=] Notify | &% Refresh | ([Ehtdd.| [ lipdatemisplay,
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Combination Edit Rules

Combination Edit Rules are defined on the Rule Definition page. You can navigate to this page through the following path:

Main Menu > Set Up financials/Supply Chain > Common Definitions > Design ChartFields > Combination Editing >
Combination Rule

Combination Rules define the combinations of distinct ChartField values that can be used on an accounting distribution. For
example the Combination rule ACCT_FUND states that Account and Fund is required on all transactions.

Effective date range determines the time frame the rule is valid for. If the Value Required checkbox is turned on, the rule
does not have to specify values or tree nodes.
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'1 Combination Edit Rules (continued)

CARDINAL

4P CARDINAL

Favarites Main Menu > Set Up Financials/Supply Chain » Common Definitions : Design ChartFields > Combination Editing > Combination Rule
@ g
SR ChartField Combinations
SetlD: STATE Combination Rule: ACCT_FUMD
“Description: lsccountFund
Long Description: Account and Fund is required on all transactions. El
Effective Date From: UGN Open Effective Date To Effective Date To: 0110112099
*Combination Definition: ACCT_FUND Effective Date for Prompting: 06/30/2012
Hon-Anchor ChartField Option
ChartField Value Required
Fund
[5] save ot RetuntoSearch t| PreviousinList 4| Nextinlist (<] Nofify |Bhdeh| [Fltipdate/Display|
Rule Definition | ChanField Combinations
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Combination Edit Rules — ChartField
rCombinations Tab

The Anchor ChartFields section shows the relevant anchors and associated values.
The Non-Anchor ChartFields section shows valid values for the other ChartFields associated to the combination edit rule.

The Selected Detail Values radio button lists values in detail. The Selected Tree Node radio button refers the
combination edit rule to a tree node.

To access the Chartfield Combination Editing page, navigate to: Main Menu > Setup Financials / Supply Chain >
Common Definitions > Design Chartfields > Combination Editing > Combination Rule which includes two tabs, the
Rule Definition and the Chartfield Combinations.
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Favorites | Main Menu > SetUp Financials/Supply Chain > Common Definitions > Design ChartFields > Combination Editing > Combination Rule
@ Ig
TPl CharField Combinations
SetlD: STATE Combination Rule: ACCT_FUMD Descr: AccountFund
Anchor ChartFields y All First 10f1 Last
ChartField: Tree: ACCOUNT_OVERALL @, Level: @, =l
Account
How Specified Chartfield values [ Tree

i Customize | Find | Wiew Al | Ed | First 10f1

O selected Detail Values S—

@ selected Tree Nodes Hode/Value
ACCOUNTS_CAFR @, =l

Non-Anchor ChartFields Jiew Al First 10f1
Hon-Anchor ChartField: Tree: Level: I:l
Fund
How Specified Chartfield values | Tree o
nodes Customize | Find | Wiew Al | Ed | H First 10f1
* Selected Detail Values
Selected Tree Nodes llode/Value
% =l
5] save [oh Returnto Search  t| Previousinlist | Nextinlist [ Notify [Botrda| [Fllipdatemiziay)|

Rule Definition | ChartField Combinations
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Combination Edit Groups

Combination Editing groups define a set of combination rules.

The Chartfield Combination Editing Group page allows association of multiple combination rules with a combination
group definition. Cardinal applies the rules as a group during the edit process. All the rules that have the same combination
definition should be kept within the same group. This increases performance of the Combination Editing process, because it
reduces the number of groups being processed.

If the transaction meets one of the edit rules within a group, it is marked as Valid, even if it does not meet another rule
within the group.

To access the Chartfield Combination Editing Group page, navigate to: Main Menu > Setup Financials / Supply Chain >
Common Definitions > Design Chartfields > Combination Editing > Combination Group.
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'1 Combination Edit Groups (continued)

CARDINAL

48 CARDINAL

Fawvorites
e

EMainvMenu » Set Up Financials/Supply Chain > Common Definitions > Design ChartFields

Combination Editing > Combination Group

ChartField Combination Editing Group

SetlD: STATE Process Group: DEPTREQ
*Description: ||»'!x|:c:nunthundIDepartment
Long Description: Account, Fund, and Department are required on all transactions.

*Combination Definition: ACCTFMDDPT

*Combo Editing Option: | Combo Data Table v| [ user Defined
*Anchor Values Not In Rules: | Mark Valid v

*Combination Group Defines: |‘u’alid Combinations v|

Combination Rule

Customize | Find | View =0 | B 3 Fret B g 054 0 Last

“Combination Rule Description
|ACCTFNDDPT @, VDOT AccountFund/Department [=]
5] save [oP Returnto Search | t{_ | Previousinlist 4 | Metinlist (<] Notify i Refresh |Betiad.| [EiipdateDisplay,
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Attach Combination Edit Group to Target Ledger

This process designates which Combination Editing rules apply to specific transactions by tying Combination Editing groups
to ledgers on the Ledgers for a Unit page.

During the edit process, Cardinal looks to the ledger group on the source transaction to see which rules apply.

For example, the heading line in the Detail Ledgers section of the page indicates that this Business Unit has 17 ledgers.
To see all 17, click on View All. A scroll bar will become available.

CARDINAL

Fawvorites Main Menu > Set Up FinancELsfSuppty Chain » Business U‘[‘n'rt Related = GeneraLLedger » Ledgers For A Unit
Currency Options Journal Post Options Approval Options Commitment Control Options
Business Unit: 15100
Find | Wiews Al First =1 1 of 17 [*] Last
Ledger: SACTCSCDEP L [=]
Document Type: I:l
= Journal Balance Option: Default to Higher Level Value Balance Suspense ChartFields
*Journal Edit Errors Option: Default to Higher Level WValue Edit Suspense ChartFields
=Journal Amount Errors Option: Default to Higher Level Value Armount Suspense ChartFields
*Control Total Option: Default to Higher Level Value
Position Accounting:
~Journal Date < Open From Date: DCefault to Higher Level Value
*Journal Date > Open To Date: Default to Higher Level Value
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Attach Combination Edit Group to Target Ledger
(continued)

For this example, the ACTUALS ledger is one of the group of ledgers displayed.

The Combination Edit groups are attached to the ACTUALS ledger in the ChartField Combo Edit grid.

P CARDINAL

Favorites Main Menu > Set Up Financials/Supply Chain > Business Unit Related > General Ledger : Ledgers For A Unit

Ledger Group: ACTUALS [ [=]
Document Type: I:I

*Journal Balance Option: | Defaultto Higher Level Value V| Balance Suspense ChartFields

*Journal Edit Errors Option: | Default to Higher Level Value v| Edit Suspense ChanFields

*Journal Amount Errors Option: | Default to Higher Level Value V| Amount Suspense ChartFields

*Control Total Option: | Default to Higher Level Value v|

Position Accounting: | M |

*Journal Date < Open From Date: | Default to Higher Level Value v|

*Journal Date = Open To Date: | Default to Higher Level Value w |

ChartField Combo Edit Customize | Find | View All| BV | %5 Fir=t 1 4 of 10 D1 Last

Process Group

ACCTACTUAL @, [+ (=]
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Run the Build Combination Edit Process

Run the Extract Budget Combo Data and the Build Combination Data processes to build and populate the
COMBO_DATA _TBL in a batch process.

The build data table option analyzes the rules for a business unit and ledger group to produce all possible combinations of
ChartField values and inserts these combinations into the data table. The benefit of exploding the combination rules can be

an increase in performance when editing a source transaction.
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Run the Build Combination Edit Process
(continued)

P

AV CARDINAL

Favortes Main Menu > Set Up Financials/Supply Chain >  Common Definftions » Design ChartFields » Combination Editing > Buid Combination Data

Home: \ Worklist | Add to Favorites Sign out

& New Window @Help CustnmizeF'age htlp
Build Combination Data Request

Run Control ID:  RC_026L04134 ReoorHanager  Processonfar (oW
As of Date: 0RU2012 [§ | Update

Process Request Parameters Customize | Find | Vi
Request Process *‘Business Use Wildcard in Use Active

*Ledger Group  Build Option As of ate Run Publish Only

Number  Frequency Unit Combination Values Only

1 Awas  w| 15100 @ ACTUALS @ | Build Data Table v 1011901 O 0
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Simulation: Defining Combination Edits

You are now about to view a simulation on defining combination edits.

S

CARDINAL
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Lesson 2: Summary

In this lesson, you learned:

« ChartField maintenance allows correct reporting and budgetary control on all transactions within the financial system.
Maintenance includes the updating of chart of account values and attributes, budget structures, reporting trees,
SpeedTypes, SpeedCharts and combination edits.

» Generic ChartField attributes are optional features that support such things as reporting and payment processing.

+ SpeedTypes can be used in Expenses, General Ledger journal entries, Accounts Receivable direct journals and
Commitment Control Budget journal entries.

« SpeedCharts provide similar functionality for Accounts Payable, except that multiple accounting distributions can be
configured for an individual SpeedChart.

» Atree is the graphical hierarchy in Cardinal that displays the relationship between all accounting units (for example,
departments, reporting groups, account numbers) and determines roll-up hierarchies. A tree allows for ChartField
values to roll up in both reporting and commitment control (for example, a district may have multiple department
values underneath the district). There are three types of detail trees: summer tree, winter tree, and spring tree.

« The tree audit process compares the value table with the associated tree, and identifies missing values.

» The use of ChartField Combination Editing helps to maintain data integrity across all modules. It is best to limit the
number of ChartFields you are using for combination edit rules.
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Lesson 3: General Ledger Setup

—

CARDINAL

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

* Understanding budget structures

* Amending the Journal Entry template
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Understanding Budget Structures

The budget structure (ledger group) defines the processing rules for each budget ledger. The Commonwealth of Virginia
has Statewide and Agency budget structures that are used in Cardinal. Agency budgets are established as the lower
level/child budget to the Statewide budget.

The Budget Journals course explains the creation, processing, and correction of budget journals. In this topic, we will
focus on how to maintain budget definitions for different budget structures.
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Statewide Budget Structures

The Cardinal budget structure uses parent/child budget relationships to link the various budget structures as appropriate.
The control option of each different budget structure is set depending on the purpose of the budget.

Statewide budget structures are established as the parent budget level. They are:

Appropriation budget structure: The appropriation budget structure is the highest level of budgetary control
established for the Commonwealth. The Appropriation budget is established at a summary level of the ChartFields,
while agency budgets are typically established at a lower level of detail. All appropriations authorized by the General
Assembly are controlled by this budget structure and include the executive budget, capital budget, and other special
appropriations. This budget structure assures that spending does not exceed the amount authorized by the General
Assembly.

Allotment budget structure: The allotment budget structure limits spending level authority. The structure is configured
as a child of the appropriation budget so that the total of the allotment budget lines cannot exceed the parent budget.
The difference between the appropriation budget and the related allotment budgets is the unallotted amount.

Operating Plan budget structure: The Operating Plan budget structure is used to budget to a lower level than the
Appropriation budget structure, and agencies are required to submit their Operating Plan Budget to DPB.

Cash Control budget structure: The Cash Control budget structure is used to meet the requirement of the
Commonwealth to verify cash is available prior to disbursement.

Statewide Revenue Estimate: The Statewide Revenue estimate budget is used to track the recognition and collection
of revenues against the Commonwealth’s Official Revenue Estimate.

90



Agency Budgets

Agency budgets are established as the child budget level to the statewide budget. Agencies’ annual budget calendars are
aligned with their fiscal calendars. Multiple child agency budgets are manually summed to verify they do not exceed their
parent budgets.

Agency budget structures may include:

» Lower level budget (expenditure budget): The lower level budget establishes a budget structure that is a further
breakdown of the Appropriation budget. The Lower Level budget is a child of the Appropriation budget and can be
used by agencies to manage or control agency budgets.

» Operational budget (expenditure budget): The operational budget is the detailed agency operating budget structure.

» Revenue budget (revenue budget): Revenue budgets track the recognition and collection of revenues against an
agency revenue estimate.

» Transfer budget (transfer budget): Transfer budgets track amounts of ingoing and outgoing transfers against an
estimated amount.
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Maintaining Budget Definitions

Use the Budget Definitions page to maintain budget definitions. Navigate to this page through the following path:
Main Menu > Commitment Control > Define Control Budgets > Budget Definitions

In the Find an Existing Value tab, enter your Set ID and Ledger Group you would like to maintain. For example, to access
the Appropriation budget structure enter CC_APPROP in the Ledger Group field.

Click the Search button.

g8 CARDINAL

Fawvorites
e =

Main Menu > Commitment Control > Define Control Budgets > Budget Definitions

Budget Definitions

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

Find an Existing Walue Add a Mew Walue

Maximum number of rows to returm (up to 200 W
SetlD Value: |= |»|[STATE =N
Ledger Gmup:| = W |||r: C_APPROP o,
[1include History []Correct History
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Maintaining Budget Definitions — Control Budget
1Options

Some key fields are explained below.

Associated Expenditure Budget: For a revenue ledger group, select the expenditure ledger group whose limits are increased
by revenue budgets in this budget definition (optional). You specify associated revenue and expenditure budgets on the
Associated Budgets page.

Tolerance Percent: The percentage variance over budget allowed before the system creates an exception. You can
override this value at lower definition levels.

Parent Control Budget: If this budget definition is a child in a hierarchy of budget definitions, select its parent budget
definition here. This establishes the connection between the two budget definitions, enabling the system to enforce the
relationship.
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Maintaining Budget Definitions — Control Budget
Options (continued)

Yy -
CARDINAL

#% CARDINAL

Favorites | Main Menu > Commitment Contral > Define Control Budgets » Budget Definitions
- o - - -

=
" Ruleset Chartfield || Keys and Translations || Expiration Chartfield || Budget Period Status || Control ChartField || Offsets | E}lﬁI

SetlD: STATE Ledger Group: CC_APPROP
Effective Date Find | View &Il First BN 4 of 1 I3 |ast
*Effective Date: 01/01/1901 Bl *Status: ==
*Description: |cC Appropriation Definition Status: Walid L ]

Budget Type: Expense Associated Expenditure Budget: | |

Tolerance Percent: Parent Control Budget: | qh

*Ruleset CF: | Program Vl Tree Hame: [PROGRAM_BUDGET | @, Level Name: LEVEL_1 @,

*Control CF: [ Fund ~|  Expiration CF: | v | Default Ruleset: DEFAULT

Commitment Control Options

*Control Option: | Contral b | *Budget Status:

[] Entries Must Balance [CJEnable Funding Source
[] Enable Statistical Budgeting
[] child Budgets Exceed Option

[5] save | [t Returnto Search [ Motify | |+ add | | F Updatemispiay | | & include History | |[2# Correct History |

Control Budget Options | Ruleset Chartfield | Keys and Translations | Expiration Chartfield | Budget Period Status | Control CharField | Offsets | Excluded Account Types
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Maintaining Budget Definitions — Ruleset
ChartField

Ruleset: Enter the ruleset name. Select Default for the ruleset to be used as the default for any ruleset ChartField values
that you do not specify on this page. If you only require one ruleset for your budget definition, you do not need to enter any

values on this page.

Ruleset Keys: Enter the SetID for each range of Ruleset ChartField values to which the Ruleset applies.

g8 CARDINAL

Favarites Main Menu > Commitment Control =

" Control Budaget Options |0 EE e == 0~ Keys and Translations || Expiration Chartfield || Budget Period Status | [

SetlD: STATE Ledger Group: CC_APPROP

Defina Contvrol Budgets > Budget Definitions
=]

Find | Wiews Al First £l 1 of1 _* | Last

010171901 |50 ~status: F=E=
WValid (3]

*Effective Date:

*Description: |CC Appropriation Definition Status:

Ruleset ChartField: Frogram

*Ruleset: CAPITAL [ pefaut

Find | Wiew Al First Kl 1 of 2 a Last

= [=]

Customize | Find | View Al | B | % Firet E1 4 of 1 DX [ ast
*=SetiD *Range From *Range To Status
STATE @&, |[o9s80 @, |[eg9s0 @, |valid =]

. Sawe | @“ Return to Search | .EI N-Dtif_v. |:!|. Add | . ._-;:::naie-Z..s;:.a;.-. _‘B Include History | L—f) Correct Histur_v.

Control Budget Options | Ruleset Chartfield | Keys and Translations | Expiration Chartfield | Budget Period Status | Control ChartField | Offsets | Excluded Account Types
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Maintaining Budget Definitions — Keys and
rTranslations

Reset: When you click the Reset button, all existing budget key and translation, ruleset, and control ChartField data is
overridden on the child budget definition and replaced with data from the specified parent budget definition. If you have
changed a parent since you established the parent and child relationship, you must update its children. Also, click Reset if
you changed the child but want to set it back to the definition values of the parent.

Calendar ID: Select the primary budget period calendar to specify the budget periods that are valid for the ruleset. If you do
not specify a calendar ID for the ruleset, the entire budget is viewed as a single period.

ChartField: Add a row for each key ChartField for the ruleset. If you do not intend to translate budget keys, clear the rest of
the fields in the grid. You can limit the ChartField values that are valid for budgeting on the Control ChartField page and
the Excluded Account Types page.
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Maintaining Budget Definitions — Keys and
Translations (continued)

P CARDINAL

Favqrr'rtes Main_Menu »  Commitment Contral > Define Control Budgets : Budget Definitions

S

* Control Budget Options ~ Ruleset Chartfield (LS EELEREEETIEN  Expiration Chartfield || Budget Period Status | Control ChartField [

SetlD: STATE Ledger Group: CC_APPROP
Semsdoinls Find | View Al First K1 4.of 1 I Last
*Effective Date: p1o11901 [ *Siatus: (=]
*Description: |CC Appropriation Definition Status: valid @ |mfeseln|

: : . (b ]
Eind | View All First 1of 2 Last

“Ruleset: |CAPITAL [ Default [] Enable Cumulative Budgeting
Calendar ID: AN @, [ Derive Dates Cumulative Calendar: @,
Keys and Translations Customize | Find | View 21 B | 3 Fiet 0 g or4 1 Last
*ChartField Tree Hame Level Hame “Walue Required
Account [ACCOUNT_BUDGET @, [LEVEL_2 @, Required [=]
Program PROGRAM_BUDGET LEVEL_1 | Required v| [=]
Fund | @, | @, |Required v| [=]
Project [PROJECT_BUDGET @, [LEVEL_1 @, |Required v| =
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Maintaining Budget Definitions — Budget Period
Status

Calendar ID: Select the budget period calendar encompassing the budget periods for which you are setting a manual budget
status.

Budget Status: You can set the budget status manually on the Control Options page, the Budget Period Status page, the
Control ChartField page, or the Budget Attributes page.

g8 CARDINAL

Favorites Main Menu > Commitment Control > Define Control Budgets : Budget Definitions

" Control Budget Options || Ruleset Chartfield || Keys and Translations || Expiration Chartfield =06 =l b= i [

SetlD: STATE Ledger Group: CCZ_APPROP
Effective Date Find | View 41l First BB 4 of 4 I3 |ast
*Effective Date: [p1/01/1901 E *Status: | Active v | =l
*Description: |CC Appropriation Definition Status: Walid i ]
Budget Period Calendars Find | View &l First BB 4 of 4 I | ast
+
Calendar ID: q‘a El
Budget Period Values Customize | Find | wiew 20 | B | 3 mirst B 4 o514 00 Last
Budget Period Budget Status
| a3 | Open o | =
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Maintaining Budget Definitions — Control
rChartField

Enter ChartField values to specify values for budget checking (if you deselected the All Control Values checkbox), and to
override the default tolerance, status, or other attributes for a specific ChartField value, whether or not you selected All

Control Values.

The options you select here override the defaults you defined on the Control Budget Options page. You can, in turn,
override these for specific business unit or budget combinations in the Budget Attributes component.
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Maintaining Budget Definitions — Control
ChartFieId (continued)

4 CARDINAL

Home | Workist | AddtoFavortes |  Signout
Favorites Main Menu > Commitment Control » Define Control Budgets » Budget Definttions
- S _ . e 2 New Windaw @Help E}"CusmmizePage h’rtp
| ' Keys and Translations | Expiration Chartfield | BudgetPeriod Status e i KeiEal | Offsets | Excluded Account Types
SetiD: STATE Ledager Group: CC_APPROP
Effective Date Find | View A Frst B 4 of 4
*Effective Date: ooieot G *Status: s
*Description: ICC Apprapriation Definition Status: Valid i
Control ChartField; Fund All Control Values | Bypass Blank Values
SetiDs for ChartField

Find | View Al Frst [l fof1

*SetiD: [

ChartField Values

Al . Customize | Find | View -'-:Il'-m ['; First L 4ot 1) 3
(" Control Values

| t &

i‘Range From *Range To Control Option Status Dflt Tol, Tolerance % Begin Date End Date *Derive Dates Ig;mulamre FSRequired  Dflt Entry Event

” @ | 9 |Cnntro| v| |Open v | H | [ |Defaut | | @ O @ (4[]
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SetlDs for Excluded Account Types and Excluded
tAccounts

Maintaining Budget Definitions — Excluded Account Types
SetlD: Select a SetID for which you want to exclude all accounts for an account type for budget processing.

Excluded Account Types: Select the account types that you want to exclude from budget processing against this
Commitment Control ledger group.

Exceptions: Click this link to access the Exclude Account Type Exceptions page where you can include ranges of
account values that would otherwise be excluded from budget checking.

SetiDs for Excluded Accounts

SetlD: Select a SetID for which you want to exclude just some accounts from among the included account types from
budget processing.

Excluded Accounts: Specify the ranges of account values for a particular SetID in the From Account and To Account
fields that are to be excluded from budget checking.

101



SetIDs for Excluded Account Types and Excluded
Accounts (continued)

- CARDINAL

Favorites :
L i

Mainvrv'lenu >  Commitment Control > Define Control Budgets : Budget Definitions

] [ Keys and Translations O Expiration Chartfield ae Budget Period Status ae Control ChartField ae Offsets

SetlD: STATE Ledger Group: CC_AFPFPROF
Effective Date ’ -
*Effective Date: [0wo11801 [ “Status: =
“Description: |cC Appropriation Definition Status: valid i ]
- SetlDs for Excluded Account Types e
*SetiD: STATE |4, =l
Excluded Account Types Customize | Find |
=Account Type Description Exceptions
[ &, | Asset Exceptions =
L @, |Liability Exceptions =l
[@ &, Equity Exceptions =l
[R 2, |Rewvenue Exceptions =l
[T &, | Transfers Exceptions =

+ SetlDs for Excluded Accounts

*SetiD: [sTATE] /@,

Excluded Accounts Customize | Eind | view 20 | B | 28 First B g2 072 10 | ast

*From Account Description *To Account Description
[518110 2, |Fd Balance Adjustmnt-Pr ¥t Dec 530220 2, | Adv Refunding-Pymt Escrow Agt =l
[saTEDF 2, | TE Systern Default Account SATEDF 2, | TE Systern Default Account =l
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Amending the Journal Entry Template

Journal entry templates assist with creating a journal by limiting the fields displayed to only those used by the agency.
Journal entry templates are used to define and maintain the fields that are displayed on the Journal Entry page grid.

Favarites - Main Menu > Set Up Financigbfﬂupphr Chain > Common Qeﬁnitinns p Jﬂumab > Entry Template
(& New Window @Help @Customize Page ﬁhttp

Journal Entry Template

Template Type: All User:

Primary Permission List:

Jﬂnal_Entr]r Template - Show Journal Line Grid Columns Customize | Find | view A1 B 1 # mre W o U st

Amount Miscellaneous | |FK

*Template ID Action Default Unit Ledger Speed Type Event Account Fund Program Department Cost Center Tazk

|STANDARD M [ vl
i 4| ' i . ' | P

Journal Line Copy Down - Copy Journal Line Columns to New Lines Customize | Find ] View A1 | B | % First K1 4 0f 4 1 Last

| Amount Miscellansous [F=K

|Copy Down ID Action Default Umit Ledger Event Account Fund Program Department Cost Center Task FIPS As

STANDARD | ¥ ] 0 O (& (W

| 4 m | 4
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Amending the Journal Entry Template
t(continued)

The Journal Entry Template List page contains specific ChartField elements needed for the journal entry. Selecting the
appropriate checkbox on this page identifies which fields are displayed on the journal entry page.

End users will not be able to change the journal entry template, but will be able to copy down information from one journal
line to another in order to speed up journal entry.

This functionality can be accessed from the journal Lines tab by clicking on the Template List link.
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Lesson 3: Summary

In this lesson, you learned:

» The budget structure (ledger group) defines the processing rules for each budget ledger. The Commonwealth of
Virginia has Statewide and Agency budget structures that are used in Cardinal.

» The Cardinal budget structure uses parent/child budget relationships to link the various budget structures as
appropriate. The control option of each different budget structure is set depending on the purpose of the budget.
Agency budgets are established as the child budget level to the statewide budget.

» Journal entry templates assist with creating a journal by limiting the fields displayed to only those used by the agency.
Journal entry templates define and maintain the fields that are displayed on the Journal Entry page grid.

* You can configure the Standard Journal Entry template to control which ChartFields appear in your journal entry
transactions. End users will not be able to change the journal entry template, but will be able to copy down
information from one journal line to another in order to speed up journal entry.
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Lesson 4: Reports, Queries and Online Inquiries

CARDINAL

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

* Key reports

e Queries

* Online inquiries
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General Ledger Maintenance Reports

—

CARDINAL

General Ledger Maintenance reports can be run at various intervals. There are numerous General Ledger Maintenance
Reports available. General Ledger Maintenance reports include:

» ChartField Report

+ Commitment Control Budget Control Report

* Journal Edit Errors Report
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ChartField Report

This report lists all valid values and related information for the ChartField you want to review.

This report is available for the following ChartFields: Account, Fund, Program, Department, FIPS, Agency Use 1,
Statistics Code.

You can navigate to this report through the following path:

Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Reports > ChartField
Reports

Then select the ChartField you want from the list of ChartFields. The Department ChartField is shown on the next slide.
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ChartField Report (continued)

—
CARDINAL
Report ID: FINOO11 PeopleSoft Financials Page Mo. 1
VALID DEPARTMENT CODES Run Date 7/5/2012
Run Time 3:29:52FPM
Set ID: 15100
As Of Date: 05.Jul.2012
Departmenit Description Short Description Budgetary Only Manager Name
10000 DOA - All Departments All Dept Y
60200 Commonwealth Health Research CHRB N
91100 Comptroller Comptrl N
91200 EDI Prenotes EDI N
92100 Admin Svcs & Public Records Admin N
93100 Personnel Personnel N
94100 Internal Audit Int Audit N
95200 Financial Reporting Fin Rpt N
95400 General Accounting Gen Accig N
95700 FSRI - Cardinal Cardinal N
95800 FSRI - Performance Budgeting Perf Budg N
97200 Payroll Production PayProd N
97500 Payroll Service Bureau PSB N
98300 Systems Analysis & Programming S &P N
98400 Chief Technology Officer & DBA CTO&DBA N
99800 Converted Blank Dept CHNYV N
99999 DOA DOA All N
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Commitment Control Budget Control Report

The budgetary control report is used to display the commitment control ledger configuration.

You can navigate to this report through the following path:

Main Menu > Commitment Control > Budget Reports > Budget Control Report
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Commitment Control Budget Control Report
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Journal Edit Errors Report

—

CARDINAL

Provides detailed information about journal edit errors: period, journal ID, date, source, reference number, error type, line,
line description, field name, and error message.

You can navigate to this report through the following path:

Main Menu > General Ledger > Journals > Process Journals > Journal Edit Errors Report
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CARDINAL

Journal Edit Errors Report (continued)

Report I0: GLET011

Bus. Unit: 15100--VA Department of Accounts
ledger Grp: ACTUALE  -- DO NOT UGB

Fiscal Year:2012

Request  1--Journal Edit Errors Report
Source:(NL Journal ID:ALL Journal Date:ALL
Business Unit I0: 15100

ot =}

Pd Journal 1D _Jrnl Date Src Ref No. Error Type Line

—

2 (000005902 0/2B/2012 ONL HEALER

HEADER

LINE 1

Peoplafoft GL
JOURNAL EDIT ERRORS

Line Dmseription

(utbound Freight Services

Field Name

JRAL HOR, STATIS

JRAL HOR, STATIS

ACCOOWT

Page No. 1
Run Date 07/05/2012
Run Time 15:58:09

Entry Bvent Error mesgage

Journal line errors exist for this headsr. (GBED/S3)

Journal is not balanced on journal totals or balancing
ChartField totals. (SB60/48)

Combo error for fields hecount/Fund/Department in qroup

{20EPTRED. (9600/31)
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¥ |Queries

CARDINAL

There are three General Ledger maintenance queries available:

» ChartField queries

» SpeedTypes query

» SpeedCharts query
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ChartField Queries

CARDINAL

—

To run queries on ChartFields, access the Query Viewer.

* The query name for Account is FIN0O010_GL_ACCOUNTS.

* The query name for Department is FIN0O011_DEPARTMENT_CODES.
You can navigate to this query through the following path:

Main Menu > Reporting Tools > Query > Query Viewer

Click the Excel link next to the relevant Query to view results in Excel.
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¥ |Queries-Account

CARDINAL

1 [FINDDI0-GL Accounts k]

Z |SetlD Account [Deser [short Dese ||T,_pd|5tat Acct |[UOM [0
3 |STATE 0001 Cash Mot with Treasurer_test_4 Cash My Tr B ] M
4 |STATE ooz Cash Equiv Mot Wi Treasurer Czh Eq Mot a ] ]
5 STATE Aotz Cash Equiv With Treasurer-LGIP CzhEqLgp B M M
E |STATE Fnos Cash Equiv With Treasurer CzshEqTr= B M ]
T |STATE Romoo? Cash &nd Cash Equivalents Czh&Equiv B ] M
2 |STATE Aoz CashiEqu-Collaterl HId Securty Callat Sec a ] ]
3 STATE Rooio Cash wWith The Treazurer OF WA Cash Treas B M M
i |STATE Fiotomo Cash With The Treasurer OF WA Cazh Treas B ] ]
11 |STATE Fotosn Cash Advances - Courts Ay Court B ] M
12 | STATE Aot Cash Advances - Courts Adw Court B M M
13 |STATE Rz Cash OF Lottery Revalving Acct Cash Litry B M ]
14 |STATE Rtz Cash OF Lattery Rewvalving Acct Cash Litry B ] ]
15 |STATE Rtz Cash With Paying Agent C=h Py Agt B ] M
& STATE Rotozn Cash With Faying Agent Czh Py Age B M M
17 | STATE Rooan Cash With Fiscal Agent CzhFs Age B M M
12 STATE Fiotnan Cash With Fiscal Sgent CzshFs Agt A ] ]
19 |STATE R4z amt Held By Trustee-Treasury amt Truste a ] ]
20 | STATE R4z Amt Held By Trustee-Treasury Amt Truste B M M
21 |STATE R4z Amt Held By Outside Trustes Amt Dut=d B M ]
22 |STATE R4z Amt Held By Outzide Trustes Amt Dutsd B ] M
23 |STATE Fi4ro Funds Held In Escrom Fd Escrom a ] ]
24 STATE Rn4ro Fund= Held In Ezcrow Fd Ezcrow B M M
25 |STATE Finznnt Inuwestments kot WiTreasurer Irea Mot Tr B M ]
26 |STATE Fnannz Inuestmnt WiTreasurer-SEC Lend Ine SEC Ld B ] M
27 |STATE a0z Inuestmnt WiTreasurer-LGIP Inw LGIF a ] ]
28 STATE Rnznn4 LGIF-To Ee Divided LGIF B M M
29 |STATE Fna1s0 Securities Held In Escrow Secr Ezcre B ] ]
30 | STATE Fna1s0 Securities Held In Escrow Secr Ezcrw B ] M
#  STATE Fna4a0 Inestments - Other Irdest Cith B M M
32 STATE Fz4s0 Inestments - Other Irdest Cith B M M
33 |STATE Finz4an Inwestments-Local School Bonds Inuest Sch B ] ]
34 | STATE Fina4an Inwestments-Local School Bonds Inuwest Sch B ] M
35  STATE Rnasin Inestments - Bonds Inest Eds B M M
36 STATE Rzs510 Inwestments - Bonds Inwest Eids B M M
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¥ Queries-Department

CARDINAL

FINOO11-Department Codes|| 12

SetlD Department |Description As Of Date Short Desc Budgeta|
15100 10000 DOA - All Non-GA, Departments 10/4/2012 All NonGA Y
15100 10001 DOA - GA Departments 10/4/2012 All GA Y
15100 60200 Commonwealth Health Research 10/4/2012 CHRB N
15100 91100 Comptroller 10/472012 Comptrl N
15100 91200 EDI Prenotes 10/4/2012 EDI N
15100 92100 Admin 5vcs & Public Records 10/4/2012 Admin N
15100 93100 Personnel 10/472012 Personnel N
15100 94100 Internal Audit 10/4/2012 Int Audit N
15100 95200 Financial Reporting 10/4/2012 Fin Rpt N
15100 95400 General Accounting 10/4/2012 Gen Acctg N
15100 95700 FSRI - Cardinal 10/4/2012 Cardinal N
15100 95800 F5SRI - Performance Budgeting 10/472012 Perf Budg N
15100 97200 Payroll Production 10/4/2012 PayProd N
15100 97500 Payroll Service Bureau 10/4/2012 PSB N
15100 98.300 Systems Analysis & Programming 10/472012 5 &P N
15100 08400 Chief Technology Officer & DEA 10/4/2012 CTO&DBA N
15100 99800 Converted Blank Dept 10/4/2012 CNV N
15100 99999 DOA 10/4/2012 DOA All N
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Query on SpeedTypes and SpeedCharts

To run query on SpeedTypes and SpeedCharts, access the Query Viewer.
* The query name for SpeedType is FINO007_SPEEDTYPES.
* The query name for SpeedChart is APY0005_SPEEDCHARTS.
You can navigate to this query through the following path:

Main Menu > Reporting Tools > Query > Query Viewer

Click the Excel link next to the relevant Query to view results in Excel.
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¥ Queries-SpeedTypes

CARDINAL
A B E F G K Q T

1 |FINDDO7-SpeedTypes| 272

2 [sSetiD SpeedType |Description [Type [Account |Departmen{Fund |Program Currency |
2 15100 2280270 CIPPS - 228 - 0270 Universal 111220 93100 02700 USD
4 |15100 6021112 CIPPS - 602 - 1112 Universal 5011120 60200 09362 407001 USD
5 15100 6021123 CIPPS - 602 - 1123 Universal 5011230 60200 09362 407001 USD
6 (15100 91100 Comptroller Universal 91100 01000 799001 USD
7 15100 9111111 CIPPS - 211 - 1111 Universal 5011110 91100 01000 799001 USD
g 15100 9111112 CIPPS - 211 - 1112 Universal 5011120 91100 01000 799001 USD
9 15100 9111113 CIPPS - 211- 1113 Universal 5011130 91100 01000 799001 USD
10 |15100 9111114 CIPPS - 211- 1114 Universal 5011140 91100 01000 799001 USD
11 |15100 9111115 CIPPS - 211- 1115 Universal 5011150 91100 01000 799001 USD
12 |15100 9111116 CIPPS - 211- 1116 Universal 5011160 91100 01000 799001 USD
12 | 15100 9111117 CIPPS - 211 - 1117 Universal 5011170 91100 01000 799001 USD
14 |15100 9111122 CIPPS - 211 - 1122 Universal 5011220 91100 01000 799001 USD
15 | 15100 9111123 CIPPS - 211 - 1123 Universal 5011230 91100 01000 799001 USD
16 | 15100 9111125 CIPPS - 211- 1125 Universal 5011250 91100 01000 799001 USD
17 |15100 9111128 CIPPS - 211 - 1128 Universal 5011280 91100 01000 799001 USD
18 | 15100 9111129 CIPPS - 211 - 1129 Universal 5011290 91100 01000 799001 USD
19 | 15100 9111131 CIPPS - 211 - 1131 Universal 5011310 91100 01000 799001 USD
20 15100 9111128 CIPPS - 211 - 1138 Universal 5011380 91100 01000 799001 USD
21 (15100 9111141 CIPPS - 211 - 1141 Universal 5011410 91100 01000 799001 USD
22 (15100 9111143 CIPPS - 211 - 1143 Universal 5011430 91100 01000 799001 USD
22 (15100 9111153 CIPPS - 211 - 1153 Universal 5011530 91100 01000 799001 USD
24 (15100 9111162 CIPPS - 211 - 1162 Universal 5011620 91100 01000 799001 USD
25 (15100 9111163 CIPPS - 211 - 1163 Universal 5011630 91100 01000 799001 USD
26 (15100 ! 9111164 CIPPS - 211 - 1164 Universal 5011640 91100 01000 799001 USD
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¥ Queries-SpeedCharts

CARDINAL
A B c B E G J K

1 |APYDOO 24

2 |SetlD |[Setid_Descr |2 |SpeedChart  |Description |Speedtype_short | Type Eff Date  |Accour
2 15100  Department of Accounts 142012 91100 Comptroller L Lniversal 111901

4 15100  Department of Accounts 10742012 191200 EDI Prenctes Administration L Universal 1171901

5 15100  Department of Accounts 10/472012 92100 Administration J Universal 1/171901

G 15100  Department of Accounts 10/472012 93100 Human Resources J Universal 17171901

¥ (15100  Department of Accounts 1042012 94100 Internal Audit L Universal 1/1/1901

g8 (15100 Department of Accounts 10/4/20112 95200 Financial Reporting L Universal 1/1/1901

2 15100  Department of Accounts 10442012 9540001 General Accounting L Lniversal 111901

10 118100  Department of Accounts 10742012 | 9540002 General Accounting Disburs Rev  UJ Universal 1171901

11 118100  Department of Accounts 10472012 95700 FSRI - Cardinal J Universal 1/171901

12 118100  Department of Accounts 10472012 95800 FSRI - Perf Budgeting J Universal 17171901

13 18100  Department of Accounts 10472012 97200 Payroll Operations J Universal 17171901

14 (15100  Department of Accounts 10/4/20112 97500 Payroll Service Bureau L Universal 1/1/1901

15 (15100  Department of Accounts 10/4/2012 9830001 Financial Systems Development L Universal 1/1/1901

16 (18100  Department of Accounts 10/4/2012 9830002 Financial Systems Maintenance L Lniversal 111901

17 118100  Department of Accounts 10742012 9830004 Computer Services L Universal 1171901

18 118100  Department of Accounts 10472012 9840001 CT2 DBAFS Development J Universal 1/171901

19 118100  Department of Accounts 100472012 9840002 CT2 DEBAFS Maintenance J Universal 17171901
20 15100  Department of Accounts 10/472012 AdminPSEBE Fees for Admin Services-PSB J Universal 17171901 4002700
21 (15100  Department of Accounts 10/4/2012 CCRebate Charge Card Rebate Fees L Universal 1/1/1901 4009026
22 15100  Department of Accounts 10/472012 FAACSDep FAACS Equip Dep L Lniversal 111901 183730
23 15100  Department of Accounts 142012 FAACSINY FAAMACS Offset L Universal 11/1901 257980
24 115100  Department of Accounts 10/472012 MiscRevGen Miscellanecus Revenue-General 1 Universal 1171901 4009060
25 |15100  Department of Accounts 10/472012 MiscRevsW Miscellanecus Revenue-DOA SW U Universal 1/171901 4009060
26 115100  Department of Accounts 10/4/2012 PryearExp L Universal

[ Y |

| R | £

Recowvery Prior YT Expenditures
A |

1/1/1901 40090384
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Online Inquiries

—

CARDINAL

Several inquiries are available for General Ledger maintenance. The Audit Tree Inquiry may be available depending on
your individual security role.
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Audit Tree Inquiry

You can audit trees by using the Tree Auditor page. Tree audit is a process that compares the value table with the
associated tree, and identifies missing values.

To display the Tree Auditor page and view the error(s) for the tree(s) you audited, you can navigate to through the following
path:

Main Menu > Tree Manager > Tree Auditor

g8 CARDINAL

Favorices | Main Menu > Tree Manager > Tree Auditor

Tree Auditor

Run Control 10: treesuditar Report Manager Process Monitor | Run

Audit Scope
& Single Tree OO Multiple Trees

Tree Defimitiomn

Tree Hame: | @, Setid: | |

Date Selection
&) Effective Date of Tree |[07/05/2012 |4,
) As of Current Date
2 As of Specific Date
Al Trees
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Lesson 4: Summary

—

CARDINAL

In this lesson, you learned how to describe key reports, queries, and online inquiries.
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Course Summary

—

CARDINAL

In this course, you learned to:
» Describe key General Ledger maintenance concepts
» Describe the overall General Ledger maintenance process

« Explain how General Ledger maintenance integrates with other Cardinal modules and interfaces with external
systems

* Add or update Chart of Account values, and their associated attributes

» Create and update SpeedTypes and SpeedCharts

* Understand Tree Structures

* Understand Combination Edits

* Understand budget structures

* Amend the Journal Entry Template

» Describe the key General Ledger maintenance reports, queries, and online inquiries
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Course Evaluation

CARDINAL

This page left intentionally blank.
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Appendix

CARDINAL

« Key Terms

126



Key Terms

Budget Ledger: Defines the type of budget (i.e. expenditure or revenue) and the type of transaction (i.e. budget,
encumbrance, expense, or collected revenue) that will be recorded in the ledger.

Budget Structure: Defines the processing rules for each budget ledger.

Combination Edits: Defines rules about which ChartField values can be used together on an accounting entry in Cardinal.

Tree: A tree is used to setup hierarchical structures in Cardinal. Trees can depict the relationships of the business entities
in a hierarchical structure or represent a group of summarization rules (roll ups) for a particular ChartField.

Tree Structure: Defines the groupings and hierarchical relationships between ChartField values in the same database
table.

SpeedTypes and SpeedCharts: Populate pre-defined ChartFields on journal entries. A SpeedType consists of a pre-
determined Chart of Accounts (COA) value string (such as fund, program, department), which populates the accounting
distribution line when entered on a transaction. A SpeedType allows you to define codes for frequently used ChartField
combinations. When a SpeedType is entered, you can add additional COA values on the associated distribution line.
SpeedTypes are used in General Ledger, Expenses, Accounts Receivable Direct Journals, and Commitment Control Budget
Journal entries. SpeedCharts provide similar functionality for Accounts Payable except that multiple accounting distributions
can be configured for an individual SpeedChart.
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