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About Do Not Send to CARS Vouchers 

The Do Not Send to CARS checkbox is used when a payment to a vendor will be created 
directly in CARS.  The voucher is first created in Cardinal, marked as Do Not Send to CARS 
and Hold Payment.  The Cardinal voucher number is then used to key into CARS.  The 
voucher is fully processed in Cardinal but the transaction information is not sent through the 
CARS Interface. 

Agencies that process vouchers through the interface upload process must enter Do Not Send 
to CARS vouchers online. This flag is not available through the interface upload. 

Selecting the Do Not Send to CARS checkbox on a Voucher 
1 This voucher information was keyed directly into CARS so the voucher needs to be created in 

Cardinal to record the transaction. Navigate using the following path: 

Main Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry  

 

 

2 Populate all necessary fields as you would with a regular voucher. 

3 On the Invoice Information tab select the Do Not Send to CARS checkbox.  Click the Payments 
tab to view. 
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4 The Hold Payment checkbox on the Payment tab is now checked and the Hold Reason is 
populated with Other as a result of checking the Do Not Send to CARS checkbox. 

5 Click the Save button.  After you save, the voucher will go through normal processing: budget 
checking, approval submission, approval and posting.  The accrual accounting entry for this 
transaction will be recorded in Cardinal. 
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Updating the Payment Information on the Voucher 

Once the voucher has been approved, another processor will update the payment information for the 
voucher.  The vendor was paid from CARS, so the payment information needs to be added manually in 
Cardinal in order for Cardinal to create the proper accounting entries for the payment. 

1 To update the payment information for the voucher, navigate using the following path: 

Main Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry 

2 Open the voucher. 

3 Click on the Payments tab.   

 

4 Uncheck the Hold Payment box. The Hold Reason of Other will clear from the page once the 
voucher is saved. 

5 Under the Payment Options section, change the Method to Manual (MAN).   

6 Under the Schedule Payment section, set the Action to Record a Payment. 
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7 Enter the Payment Date and Reference (e.g., check number) from the transaction created in CARS. 
Recording the manual payment, including the CARS check date, and check number, ensure that it 
will not be paid again by the Cardinal pay cycle. 

8 Click the Save button. 

9 The Cardinal Payment Posting process will run in batch at night and create the payment accounting 
entries for this voucher in Cardinal. 
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