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SW AP312 Voucher Interface Processing

About the Voucher Upload Process

Agencies that maintain their own financial systems may send their vouchers to the Accounts
Payable module in Cardinal via the Voucher Upload interface. Voucher transaction data is
exported using a standard flat file format, and posts to an agency specific Secure File Transfer
Protocol (SFTP) location. Cardinal retrieves the agency Voucher Upload file from the SFTP
location on a nightly basis.

About One Time Vendors

One Time vendors are vendors that receive refund type payments (e.g., student education
refunds, DMV refunds). For interfacing agencies, if a voucher is being interfaced for a refund
type payment and the vendor does not already exist in Cardinal, the One Time vendor
information should be included in the Voucher Upload file.

If the TIN for a One Time vendor sent in the Voucher Upload file matches an existing Regular
Vendor, both the One Time vendor and the associated voucher(s) will be rejected.

A One Time vendor is automatically inactivated in Cardinal once a postable voucher is entered
for the vendor. If another voucher is to be paid to the same vendor in the future, the One Time
vendor information must be re-sent in the Voucher Upload file. For vouchers entered online, the
Commonwealth Vendor Group (CVG) maintains One Time vendors in Cardinal. CVG monitors
frequently reactivated vendors.

Vouchers for One Time vendors can only be paid by check and should not be 1099 reportable.
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About Voucher Interface Error Processing

An interfaced voucher or One Time vendor is rejected if it is missing a required field or has
invalid data. The Voucher Upload Error Report provides details about rejected vouchers and
one time vendors. The report runs in batch on a nightly basis following the nightly file upload.

Rejected vouchers and one time vendors must be corrected in the agency system and re-sent
to Cardinal or entered manually online in Cardinal. Successfully uploaded vouchers are edit
checked and budget checked in Cardinal during nightly batch processing.

Any errors identified after a voucher is loaded into Cardinal, including all budget check errors,
must be corrected online in Cardinal. If corrections \ changes are made online in Cardinal, the
voucher requires approval online in Cardinal.

Agency Upload Error Processing Diagram

Agency Interface File Cardinal File Level Transaction
Upload

System Error(s)? evel Error(s)?
Interface

Cardinal Error
| Report e

.

Agency corrects in
Agency System

Error Table

Edit/Budget
Check
Error(s)?

ransaction(s)
modified
online?

Transaction(s) EditBudget
loaded into >

. Check
Cardinal

A

Agency corrects Transaction(s)

transaction(s) in Agency input manually
i required? approved in
Cardina Cardinal

Page 2 of 13 Rev9/1/2015




?-&CARD'NAH Accounts Payable Job Aid

SW AP312 Voucher Interface Processing

File Upload Error Processing

Once the Voucher Upload file has been picked up by the Cardinal Upload Interface, it is first
checked for a valid file layout. After that, the individual transactions are edit checked. There
are two different rejection error levels for Voucher Upload files:

e File Level Error: A file level error will occur if the file cannot be read by Cardinal (e.g.,
corrupted file or invalid file name). If a file level error occurs, none of the transaction
data in the file is uploaded into Cardinal. The file must be corrected by the Agency and
re-sent to Cardinal for processing.

e Transaction Level Error: A transaction level error occurs if the file is successfully
recognized and processed by Cardinal, but individual transaction(s) contain a data error
(e.g., combination edit errors or missing required fields for a transaction). If a
transaction level error occurs, only the error transaction(s) are rejected and all other
transactions in the file are uploaded into Cardinal. The error transaction(s) must be
corrected in the Agency system and re-sent to Cardinal or entered manually online in
Cardinal.

Only file and transaction level errors identified during the previous file upload are reported on
the Voucher Upload Error Report generated by the nightly batch. The report should be
reviewed by the agency on a daily basis.

Common file and transaction level errors can be viewed in the Appendix section of this job aid.
Reviewing the Voucher Upload Error Report

The Voucher Upload Error Report can be viewed after the nightly Voucher Upload and the
Voucher Error Report batch processes have run to completion. The nightly batch process posts
the report to the Report Manager within the agency specific folder. The report can also be

manually generated. Access to this report is limited to users with the appropriate security roles.

The Voucher Upload Error Report can be generated manually by navigating using the
following path:

Main Menu > Accounts Payable > Reports > Vouchers > Voucher Upload Error Report
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Fa*.rc;r'rtes Main‘l'ﬂenu » Accounts Payable » Reports » Vouchers » Woucher Upload Error Report

Voucher Upload Error Report

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

Find an Existing Value Add a New Value

Maximum number of rows to return (up to 300y |300
Search by: Run Control ID begins wit VCHR_UPLD_ERR_RPT

™ Case Sensitive

Search  |Wdvanced Search

Mo matching values were found.

Find an Existing Value | Add a Mew Value

1 The Voucher Upload Error Report page displays. Search for or enter your Run Control ID.
If you have not created one, click the Add a New Value tab to create one.

2 Click the Search button.
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Favovr'rtes Mainvl'«'lenu b Accountgpayable ¥ Repvorts ¥ Voushers » Voucher Upload Error Report

Voucher Upload Error Report

Run Control ID:~ VCHR_UPLD_ERR_RPT Report Manager Process Monitor iy

Date Range File Sequence
*From Date; [11/03/2014 [3] =To Date: [11/03/2014 [5] 001

“Tree Name: [BU_TREE_INTFC @,

Tree Node Selector

*How Specified: | Selected Detail Yalues

|- First K8 1071 I3 Last

*Business Unit Description

WQ‘ xp;\;r;fct;rmahonTech &=

5 save | =] Notity [ Add| | 7] Update/Display

3 The Run Control ID page displays. Enter or select the following:

a. Date Range Section:

i. Enter or select the From Date and To Date. This is the date the upload process was
run. These can be the same date or a range.

b. File Sequence: the number associated with the file upload. This will typically be 001 since

there is usually only one file upload per day. If you upload an additional file for corrections,
etc. the sequence would be 002.

c. Business Unit Selection Section:
i. Tree Name — select BU_TREE_INTFC
ii. How Specified — select Selected Detail Values if this value does not default

iii. Business Unit — search for or enter your agency Business Unit
4 Click the Run Button.
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Favorites Main Menu > Accounts Payable > Reports » Vouchers » Voucher Upload Error Report

Process Scheduler Request

User ID: FINUSER24 Run Control ID: VCHR_UPLD_ERR_RPT

Server Name: I 5l Runpate: 1118/2014 ]
Recurrence: I 'l Run Time: 100352840 | Resetto Current Date/Time |

Time Zone: @,
Select Description Process Name Process Type Type *Format Distribution
Voucher Upload Error Report VAPRO966 SOR Report [weo =] |PDF =] Distribution

[ — Cancel |

5 The Process Scheduler Request page displays. Click the OK button.

Favorites Main Menu > Accounts Payable > Reports » Vouchers : Woucher Upload Error Report
Voucher Upload Error Report
Run Control I~ VCHR_UPLD_ERR_RPT Report Manager §| Process Monitor

Process Instance: 1706252

*From Date: |11/03/2014 [ *ToDate: |11/03/2014 [[H] 001

Business Unit Selection

*Tree Name: [BU_TREE_INTFC @, *How Specified: | Selecied Detail values x|

Tree Node Selector Select
T 1B pirst BB g opq O st

*Business Unit Description

12600 @, ::;r;f;;rmatmnTech ==

[k Add | 5] Update/Display |

(@ save | (=] Notity

6 The Run Control page returns and the Process Instance number displays.

Click the Process Monitor link.
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Favarites Main Menu > Accounts Payable : Reports > Vouchers :  Voucher Upload Error Report

View Process Request For
User ID: [FINUSER24 3, Type: | =l [Last =l 1 [oays ]
Serv\er:l VI Name: @, Instanoe:| to |

Run I vI Distribution | | [+ Save On Refresh

Status: Status:
Process List Customize | Find | View 411 BV | 28 Fist K q 074 1 Last
Process - Distribution B
Select Instance Seq. Process Type —Hame User Run Date/Time Run Status 751:&‘“ Details
] 1706852 S0R Report VAPRO966 FINUSER24 11/18/2014 10:35:29AM EST Buccess Posted Details I

Go back to Voucher Upload Error Report

[3) save =] wotify

7 The Process List page displays. Click the Refresh button until the Run Status is Success and the
Distribution Status is Posted.

8 Click the Details link.
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Fawlr'rtes rv'lainlv'lenu » Accounts Payable : Reports > Vouchers > Voucher Upload Error Report

-

Process Detail

Process

Instance: 1706852 Type: SOR Report
Hame: VAPRO9GA Description: Voucher Upload Error Report
Run 5tatus:  Success Distribution Status: Posted
R pdate Process
Run Control ID: VCHR_UFLD_ERR_RPT © Hold Request
Location: Sarver © Queue Request
r
Server: PSLIMNK3 Cancel Request
Recurrence: ' Restart Reqguest
Request Created On: {11/12/2014 10:25:49AM EST Parameters Transfer
Run Anytime After:  {1/128/2014 10:25:29AM EST Message Log
Began Process At {1/13/2014 10:26:05AM EST Batch Timings
Ended Process At: 11182014 1036 17AM EST Wiew LogTrace
. OK | Cancel

9 Click the View Log/Trace link.
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Favorites Main Menu > Accounts Payable > Reports » WVouchers : Voucher Upload Error Report

View Log/Trace

Report
ReportID: 7008646 Process Instance: 1706852 flessage Log
Hame: YAPROOGR Process Type: SOR Report

Run Status; Success

Youcher Upload Error Report

Distribution Details

Distribution Node: fintrndy Expiration Date: |1 2Marz2014

Hame File Size es Datetime Created

13600 APIGE ‘1‘1‘182[]‘14‘1[]36 [][]1.Dt1f I 8,527 111812014 10:36:17 975215AM EST
SOR VAPRO966 1706852 log 1,896 111812014 10:36:17.975215AM EST
vapri0966 1706852 out 300 11M18/2014 10:36:17.975215AM EST
Distribution ID Type *Distribution ID

User FINUSERZ24
 Retum

10 Click the .pdf link.

' Commonwealth of Virginia
VOUCHER UPLOAD ERROR REPORT
CARDINAL

Bun Date: 11/18/2014
Report ID: APS6&&

Bun Time: 10:36 00

Page No. 1 of 1

Bubmitting AP BU: 13600
Upload Date Range: 03-NOV-2014 to 03-NOV-2014

11 The Voucher Upload Error Report displays and lists any errors.

In this example, there are no errors.
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Budget Check Error Processing

Once interfaced vouchers are successfully loaded into Cardinal, they are edit checked and
budget checked during nightly batch processes. All voucher lines are checked for valid budget
combinations and checked against applicable control budgets to verify available balances.

Agencies need to check for and correct any edit and/or budget check errors online in Cardinal.
Vouchers with budget check errors can be reviewed on the Review Budget Check Exceptions
page using the following navigation:

Main Menu > Commitment Control > Review Budget Check Exceptions > Accounts
Payable > Voucher

Favu_r'rtes Mainyenu > Commitment Control » Review Budget Check Exceptions > Accounts Payable :» Voucher

Voucher

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

Maximum number of rows to return (up to 300): (300
Commitment Control Tran 1D: |begins withj|

Commitment Control Tran Date:l = ﬂ | =]

| Business Unit: |= =] [13500 2 |
Voucher ID: |begins with =] | @,
Process Instance: |= j |

| Process Status: |= j |Err0rs Exist jl

Search Clear | Basic Search @'.3] Save Search Criteria

Search Results

View All First [4] 1€ of8 [k] Last
Commitment Control Tran ID/Commitment Control Tran Date Business Unit Voucher ID Process Instance Process Status
02/25/2014 13600 00000001 | 1682237 Error
00009676RT 02/25/2014 13600 00000002 |1682237 Errar
0000967668 02125 13600 00000004 1682237 Error
0000967E70 021252 12600 00000007 |1682237 Errar
0000967AT 02/25/2014 13600 00000008 | 1682237 Error

1 The Voucher page displays. Enter your agency’s Business Unit.

2 In the Process Status field, Click the dropdown menu and select Errors Exist.

3 Click the Search button.

4 If errors exist, they display under the Search Results section of the page.

5 Click the link for the one you want to open.
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Favorites = Main Menu > Comm'rtme'ntCuntrnl > Re\.fiewBudgetcvheckExceptions > AccountEPavable > Voucher

| Line Exceptions

Business Unit: 13600 Voucher ID: 00000001 &
*Exception Type: I Yl [~ Override Transaction (i ] ﬁ '!_O!
Maximum Rows: 100 I~ More Budgets Exist

Search Advanced Budget Criteria

B K 11
) ' Budget Chartfields

Business Override

Details Unit Ledger Group Exception More Detail Budget Transfer
1 & 13600 CC_ALLOT Translation Tree errar Mare Detail = GoTo .. &
2 Q 13600 CC_APPROP Translation Tree error More Detail (i GoTo E
3 @l 13600 CC_OPRPLAM Translation Tree error More Detail = GoTo .. 5§
[5] save [Z* Returnto Search Frevious in List | 4] MextinList | |[Z] Motify

Voucher Exceptions | Line Exceptions

6 Review the Voucher Exceptions tab for information about the error.

If a voucher has edit or budget check errors, the voucher can be corrected online in Cardinal on
the Voucher Regular Entry page.

After completing any online corrections, the voucher will be re-edited and budget checked
online.

If all voucher lines within the voucher pass edit and budget check, then the voucher does not
require agency level approvals and is marked as Approved. If any corrections or updates are
made to interfaced vouchers online, agency approval is required online in Cardinal.

Step by step instructions for modifying voucher accounting entries online in Cardinal can be
found in the Accounts Payable - Voucher Processing — Reviewing and Correcting
Vouchers simulation on the Cardinal Project Website.

Detailed instructions on reviewing and correcting budget check errors for vouchers are included
in the AP312: Voucher Processing course.
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Appendix

Common File Upload Errors

File Level Errors

# Error

Explanation

Invalid file name: BUSINESS_UNIT
1 | is either invalid or not in the correct
location in the filename

This error would occur if the file name does not meet
the file naming standards (e.g., BUSINESS_UNIT
portion is missing from correct locations in file name),
the interface process will not recognize and
subsequently be able to process the file.

Invalid file name: BUSINESS UNIT
2 | valid and in the correct location in the
filename

This error could occur if the BUSINESS_UNIT value in
the filename is correct and corresponds with the run
control parameters selected, but some other portion of
the file naming did not adhere to the standards (e.g.,
Date, Time, Direction (IN vs. OUT), Missing Sequence
number, File Extension not “.dat”, etc.).

File with file name has already been
processed by Cardinal

This error would occur if there is a duplicate file name
that has already been processed by Cardinal.

4 | Empty file

This error would occur when the file being uploaded
does not contain any information.

5 | Data corrupted in file

This error would occur if the file naming convention
was correct, but the data in the file was corrupted or in
a format the interface cannot read (e.g., binary vs.
ASCII).

6 | Missing control or trailer records

This error would occur if the ‘000’ and/or ‘999’ record
is not included in the file.

Counts listed in the Trailer record do
7 | not equal the number of
corresponding rows in the file.

This error would occur if the counts provided in the
Trailer record do not match the total number of
corresponding rows in the file.

Total amounts listed in the Trailer
8 | record do not equal the total amounts
in the file

This error would occur if the total amounts provided in
the Trailer record do not match the total amounts in
the file.

Transaction Level Errors

# Error

Explanation

1 | Missing required field

This error would occur if one or more required field(s)
is not populated.

2 | Field not in required format

This error would occur if a field is not in the correct
format.

Invalid field value compared with
3 | configuration/prompt table or use of
a field value that is Inactive

This error would occur if a value provided by the
agency does not exist in Cardinal or is inactive.

Example: Agency provides a Department value that
does not exist in Cardinal.

Transaction has missing required
record(s) in interface file

This error would occur if there is a missing required
record in the file.
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Transaction Level Errors

Error

Explanation

Example: The agency voucher file contains a header
record with no matching line. The header transaction
will not be loaded and will need to be re-sent.

Combination edit errors

This error would occur if there is an invalid or missing
ChartField in a ChartField Combination.

Example: Agency sends a voucher file with a voucher
line missing a required Fund ChartField value. The
transaction header and all its lines will not be loaded
and will need to be re-sent.

Duplicate transactions when
compared to the existing data or
duplicate transaction in the file

This error would occur if there is a duplicate
transaction in Cardinal or within the file.

Example: Agency sends a voucher that is already in
the system. The transaction header and all its lines
will not be loaded and will need to be re-sent.

Transaction is not for an Open
Period

This error would occur if the transaction was sent for a
date that falls within a closed budget period.

Example: Agency sends a voucher file in which one of
the transactions is for the prior fiscal year. The
transaction will not be loaded and will need to be re-
sent.

Vouchers are not Balanced

This error would occur if the total amount from the
voucher line and the sum of the distribution lines do
not match.

Example: Voucher Line amount is 10,000 and sum of
Voucher Distribution Lines is 15,000.

One Time Vendor TIN is presented
multiple times in the file

This error would occur if the Vendor’s TIN has multiple
voucher transactions in the Agency voucher upload
file.

10

Due Date presented without
Payment Terms code OR if both
values are presented

This error would occur if a voucher meets any of the

following criteria:

¢ Contains a Due Date field value without a
Payment Terms field value

e Contains both a Due Date field value and a
Payment Terms field value where Payment Terms
code not equal to ‘00’ or ‘00PP’

e If Payment Terms is ‘30’ and if the Invoice
Received Date and Receipt Date is blank

e If Payment Terms is ‘00’ or ‘O0PP’ and there is no
due date

11

One Time Vendor ID on the
Voucher record is Inactive or not
created due to data issues

This error would occur if the One Time vendor is not
active or has not been created due to data issues.
Any vouchers associated with the same One-Time
vendor in the file will also be rejected.
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