/’) Cardinal Quick Reference

Website Navigation Tips

Welcome to the redesigned Cardinal website! This document provides some highlights to help
you navigate. You can access the Cardinal website at www.cardinalproject.virginia.gov.
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New Logo, New Look. Cardinal website upgraded

The redesigned Cardinal website is here! Observe our new Cardinal logo, use the improved functionality to search for support and reference materials, and utilize shortcut icons to
access information faster. Still not sure how to navigate? Access our Cardinal website Quick Reference guide for assistance.
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Accessing job aids, forms, report catalogs, and course materials is done from a pop-up window.
The example below walks through accessing a job aid.

Cardinal Job Aids

A Cardinal Job Aid Is a printable reference document with step-by-step instructions on
how to perform a task in the Cardinal system.

Please use the menu bhelow to select a job aid:
Agency:

Statewide

Application:

SW_Financials

Module:

SW_Accounts Payable

Job Aid:

AP312: Creating a Template Voucher

1. Click the Agency drop-down menu to select the agency. Choices are:

a. DOA
b. Statewide
c. VDOT

2. Click the Application drop-down menu to select the application for which you want to access the job
aid. Choices are:
a. SW_Financials
b. SW_Business Intelligence
c. HCM (this option only displays if VDOT is selected as the agency)
Note: SW stands for Statewide, 501 stands for VDOT
3. Click the Module drop-down menu to choose the module for which you want to access the job aid. For
this scenario, SW_Accounts Payable is selected.
4. Click the Job Aid drop-down menu to select the desired job aid.
5. Click the Submit button to open the selected job aid.
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