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About the Expense Report Upload Process

Interfacing agencies send their employee reimbursement transaction data to the Expenses
module in Cardinal via the Expense Report Upload interface. Agencies can refer to the
Expense Report Upload interface design document and file layout specifications on the Cardinal
website, under the Statewide Toolbox, Cardinal Interfaces. Agencies send Expense Report
transaction data using a standard flat file format, which posts to an agency specific Secure File
Transfer Protocol (SFTP) location. Cardinal retrieves the agency Expense Report Upload file
from the SFTP location to process on a nightly basis. Cash Advance Expense Module
transactions are not included in this file. After successful edit checking, the uploaded Expense
Reports will be budget checked. After successfully budget checked, the expense reports are
paid and posted during the nightly batch processing. Expense Reports are available to view
online in Cardinal.

About Expense Report Interface Error Processing

Interfacing agencies’ Expense Reports are edit checked prior to being loaded into Cardinal.
Examples of edit checks include, but are not limited to, validating required fields, missing /
invalid values and ChartField combination editing. An interfaced Expense Report is rejected if it
fails edit checking.

The Expense Report Upload Error Report provides details about rejected Expense Reports.
The report runs in batch on a nightly basis following the nightly file upload.

Rejected Expense Reports can either be corrected in the agency system and re-sent to
Cardinal, or entered manually online in Cardinal. Successfully uploaded Expense Reports are
budget checked in Cardinal during nightly batch processing. Budget exceptions will need to be
viewed online in Cardinal.

Any errors identified after the Expense Report is loaded into Cardinal, must be corrected online
in Cardinal. The Expense Report will be saved, but left in Pending status to be corrected online
in Cardinal. If corrections / changes are made to the Expense Report online in Cardinal, the
Expense Report requires approval online in Cardinal.

This job aid provides information for viewing expense reports that have successfully uploaded
into Cardinal as well as addressing errors that may occur during the upload process.
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Viewing Expense Reports Uploaded into Cardinal

Once Expense Reports have been successfully uploaded into Cardinal, you can search for and
view them.

1 Navigate to the Expense Report page using the following path:

Main Menu > Employee Self Service > Travel and Expense Center > Expense Report > View

Favorites . Main Menu > Employee Self-Service

Expense Report

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

Maxirmum number of rows to return (up to 300); (300
Report IO j Degins with
Creation Date
Empl ID

Mame
Report Description

Search by:

Report Status

2 To find an expense report, you start by selecting a value in the Search by field. You can search
using the following options:

a. Creation Date - date the report was created
b. Empl ID - ID of the employee for whom the report was created
c. Name - the last name of the employee for whom the report was created
d. Report Description — description entered on the expense report
e. Report ID — enter a specific report ID or view all reports for your agency (see section below)
f. Report Status — select the status of the report you wish to see (pending, approved, etc.)
3 After selecting your Search by option, enter the appropriate data.
4 Click the Search button to view reports that meet the criteria entered.

Advanced Search is also available if you need to use more detailed search criteria
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Searching for an Expense Report using the Report ID Option

When searching for an expense report using the Report ID option, you can search for a specific
report or view all reports for your agency.

Viewing a Specific Expense Report for your Agency:

Favorites Main Menu > Employee Self-Service

Expense Report

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 200): |3EIEI
Search by: IHepnrtID |=| begins with|ITAD409723 |

Search  |Advanced Search

1 Select the Report ID option in the Search by field.

2 Enter your agency’s three character alphabetical agency identifier followed by the seven character
agency defined report ID.

3 Click the Search button.
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Fa\.rovr'rtes MainvMenu > Employee §e|f—5ervice

View Expense Report
Expense Report Detail Attachment
EDDIE EDWARDS User Defaults Report ID: 723
+ General Information
Description: Travel Reimbursement 9/5- 9/26 Comment: 73389
Business Purpose: Other
Status: Paid Reference:
Default Location: Last Updated: 10/01/2074  By:  AA_CARDINAL_BATCH_AP
Post State: Posted

More Options:

Accounting Defaults
Details

r :
*Overview

" *Detail | Location || Merchant || AirHotel || Mieage || PerDiem || *Currency |

*Expense Date *Amount Spent *Currency *Payment Type *Billing Type
Interfaced 09/08/2014 216.16 USD Check Billable EC‘J.
Employee Expenses: 216.16 UsD Due Employee: 21616 UsD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 UsSD
Prepaid Expenses: 0.00 USD
Employee Credits: 0.00 USD
Vendor Credits: 0.00 USD
Cash Advances Applied: 0.00 UsD

Definition of Totals

Expense Repor Project Summary Printable View
~ Action History Customize | Find | B | 8 First £ 1071 1 Last
Profile Name Action Date/Time
Submitted 10/01/2014 6:38:56PM

[Et Returnto Search | =] Notify |

4 The expense report you entered / selected displays.
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Viewing all Your Agency Expense Reports:

Favorites Main Menu > Employee Self-Service

Expense Report

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); |200
Search by: |ReportiD | begins witrllTA%%%%%%%

Search | Advanced Search

Search Results

View All First [q] 1-14of 14 ] Last
ReportID Report Description Hame Empl ID Report Status|Creation Date
20209723 Travel Reimbursement 9/5- 9126 | Edwards, Eddie 00204805000 Paid 10/01/2014
[TAD409722 Field work 821 Harrison, Henry 00251268300 Paid 1000172014

1 Select the Report ID option in the Search by field.

2 Enter your agency’s three character alphabetical agency identifier followed by seven % signs since
the Report ID field is 10 characters. You may also substitute any of the % signs for a value to further
narrow your search results.

3 Click the Search button.
4 The expense reports for your agency display in the Search Results section on the page.

5 To access the report, click the Report ID link.
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Fa\.rovr'rtes MainvMenu > Employee §e|f—5ervice

View Expense Report

Expense Report Detail Attachment
EDDIE EDWARDS User Defaulls Report ID:
+ General Information
Description: Travel Reimbursement 9/5- 9/26 Comment: 73389
Business Purpose: Other
Status: Paid Reference:
Default Location: Last Updated: 10/01/2074  By:  AA_CARDINAL_BATCH_AP
Post State: Posted

Accounting Defaults Maore Options:
Details

r :
*Overview

[ AirHotel | Wileage [ PerDiem || *Currency b

" *Detail || Location || Merchant

*Expense Date *Amount Spent *Currency *Payment Type *Billing Type
Interfaced 09/08/2014 216.16 USD Check Billable Esl
Employee Expenses: 216.16 UsD Due Employee: 21616 UsD
Non-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 UsSD
Prepaid Expenses: 0.00 USD
Employee Credits: 0.00 USD
Vendor Credits: 0.00 USD
Cash Advances Applied: 0.00 UsD

Definition of Totals

Expense Repor Project Summary Printable View
~ Action History Customize | Find | B | 8 First £ 1071 1 Last
Profile Name Action Date/Time
Submitted 10/01/2014 6:38:56PM

[Et Returnto Search | =] Notify |

6 The selected report displays.
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File Upload Error Processing

Agency Upload Error Processing Diagram

Edit Checking
. Cardinal ) ) N
Agency Interface File Upload File Level Transaction o
2 2 '< >
System Interface Error(s)? evel Error(s)?
Yes
. Cardinal Error
Agency corrects in Report el | ErorTable
Agency System

ransaction(s)
modified
online?

DOA Pre Audit
Approval

Budget Check
Error(s)?

Transaction(s)
@—o loaded into  —»{ | Budget Check

Cardinal

Transaction(s)
manually
approved in
Cardinal

Agency corrects | Yes
transaction(s) in
Cardinal

Agency Action
required?

Once the Expense Report Upload file is imported by the Cardinal Upload Interface, it is checked
for a valid file layout and edit checked. There are two different rejection error levels for Expense
Report 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 an individual transaction contains 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 Expense Report 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.
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Reviewing the Expense Report Upload Error Report

The Expense Report Upload Error Report can be viewed after the Expense Report Upload
and Expense Report Upload Error Report nightly 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.

The Expense Report Error Report can be generated manually by navigating to the following
path:

Main Menu > Travel and Expenses > Manage Accounting > Print Reports > Expense
Report Upload Err Rpt

Fa\.fnvrites i Main_Menu > vaeland_E:-:penses »  Manage A‘Ecnunting > Print R‘gpnrts » Expense Report Upload Err Rpt

Expense Report Upload Err Rpt

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

Maximum number of rows to return (up to 300): (300
Search by: Run Control IDneginswitII Ex_Upload_Rpt I

[T Case Sensitive

Search  |kdvanced Search

Mo matching values were found.

Find an Existing Value | Add a Mew Value

1 The Expense Report Err Rpt 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. Always check to make
sure the Run Control ID has not already been created. Once you create a Run Control ID, it can
never be deleted.

2 Click the Search button.
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Fa\rovr'rtes Maing‘lenu » Travel and Expenses > Manage Accounting > Print Reports » Expense Report Upload Err Rpt

Expense Report Upload Err Rpt

Run Control ID:  Ex_Upload_Rpt ReportManager Process Monitor | Run
Date Range
From Date: [10/01/2014 |[5) To Date: [10/01/2014 [ Sequence (001
Business Unit Selection
How Speciﬁed:ISeIected Detail Values vl

1B First KN g orq I3 st

Tree Name: |BU_TREE_INTFC @,

Tree Node Selector

*Business Unit Description

WA Infarmation Tech
+]||[=
3600 @&, e

5] save  [] Notify &% Refresh [Ch Add | 5] UpdateiDisplay

3 The Run Control 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 uploaded 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 — from the dropdown list select Selected Detail Values

iii. Business Unit — search for or enter your Business Unit

4  Click the Run button.
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Process Scheduler Request

User ID: OKHI3568

Favarites Main Menu > Travel and Expenses > Manage Accounting > Print Reports » Expense Report Upload Err Rpt

Run Control ID: Ex_Upload_Rpt

Time Zone: @,

Select Description
2 EXP UPLOAD ERROR RPT-VAPROS89

[ Cancel  Refresh |

Server Name: I 'I Run Date: f11113r2014 [5] .
Recurrence: I - I Run Time: 308:01PM | Resetto Current Datel/Time: |

Process Name Process Type Type *Format Distribution
VAPRO98Y SOR Report |web =] |PDF =] Distribution

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

Expense Report Upload Err Rpt

Favq’rtes Main_l'v'lenu » Travel and Expenses > Manage Accounting > Print Reports » Expense Report Upload Err Rpt

Run Control ID:  Ex_Upload_Rpt

Tree Name: |[BU_TREE_INTFC @,
Tree Node Selector

[5) save | =] Notify &% Refresh

Report Manager | Process Monito[l LRun_

Process Instance: 2202288

Date Range
From Date: |10/01/2014 [5]  ToDate: [10/01/2014 [5 Sequence 001

Business Unit Selection

How Speciﬁed:l Selected Detail Values j

Select
S T [ pirst B0 g or g O Last
*Business Unit Description
WA Information Tech
+
13600 Q| pgency =

[Ek Add | | 5] Update/Display |

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

Click the Process Monitor link.
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Favorites Main Menu > Travel and Expenses > Manage Accounting : Print Reports > Expense Report Upload Err Rpt

View Process Request For

UserID: [OKH93568 @ Type: | Bl |Last =l 1 [pas ]

Server: I VI Hame: @, Instance:| to |

Run | =] Distribution | =l W save On Refresh

Status: Status:

Customize | Find | Visw 411 ] 1

Select Instance S5eq. Process Type % User Run DateiTime Run Status W Details
B |[2202283 SOR Report VAPROD989 OKH93568 11/M3i2014 3:08:01PM EST Success Posted Details I

Go backto Expense Report Upload Err Rpt

5] save | =) wotty.

7 Onthe Process List page, 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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Favg'['rtes Mainvl'"'lenu » Travel and Expenses > Manage Accounting > Print Reports > Expense Report Upload Err Rpt

Process Detail

Process

Instance: 2202288 Type: S0OR Report
Name: VAPRO929 Description: EXF UPLOAD ERROR RPT-VAPRD983
Run Status:  Success Distribution Status: Posted

(R [l uUpdateProcess ]

™ Hold Request
 Queue Request

Run Control ID: Ex_Upload_Rpt

Began Process At:
Ended Process At:

11123/2014 3:.08:31PM EST
111312014 3:08:46PM EST

Location: Server

~
Server. PSUNX3 Fanoel Req"??.t

Ch st
Recurrence: I Restart Request
Request Created Om: 141/13/2014 3:08:16PM EST Parameters Transfer
Run Anytime After:  11/12/2014 3:08:01PM EST Message | og

Batch Timings

Wiew Log/Mrace

. 0K Cancel

9 Click the View Log/Trace link.
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Favorites Main Menu > Travel and Expenses > Manage Accounting » Print Reports > Expense Report Upload Err Rpt

View Log/Trace

ReportiD: 9891268 Process Instance: 2202288 fiessage [ og
Name: VAPRD939 Process Type: S0R Report

Run Status: Success

EXP UPLOAD ERROR RPT-VAPRO929
Distribution Details

Distribution Node; finsit Expiration Date: |1 21312014
Name File Size es Datetime Created
|‘13EUU AP989 111320141508 UU'LEde 8,531 11/13/2014 3:08:46.7983506PM EST
SOR VAPR0989 2202288.10g 1,870 11/13/2014 3:08:46.798506PM EST
vapr09g89 2202288 out 39 11/13/2014 3:08:46.798506PM EST
Distribution ID Type *Distribution 1D
User OKH93568
. Retum

10 Click the .pdf link
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CARDIMAL
Rapart ID: APSES

Commoowsalth of Wirginia
EIPENEE REPORT UPLOAD EREOR REPORT

Fun Datae: 08/17,/2015
Eun Time: 11136 00

Tramsactional GL BU: 13600

Fila Wama:
Opload Datas

Filla Succeas:
Fila Hama:
Upload Data:

Fila Succoss:

OD3ITAETO400  ITAOAZA54E  Juna-2015

Q0374870400 ITRO4Z4546

Upload Date Ramga: 01-JUL-2015 to  31-JUL-2015
Fila Hama: 13600_APOEE_IN_OT062015_LESE6_002 dat
Upload Data: 0&-JUL-20158
CL Expense HO: 13600
wa ID Bxpense ID Sheat Nama Dist Line
QO02E1EE3500 ITAM4Z4544 Eolmursament Juna o

00281&E3500 ITAM4Z4544 Raimbursament Juna 1

Expansas 0

Summary totals are only displayed when tha IGPOCT 418 Tun for @ submitting Eusioess Uolt.

13600_APSEE_IH_07072015_1406_001 dat
07-JUL-2015

Fila procassad succassfully with no arrors.
13600_APOEE_IN 07072015 _LE55_003 dat
07-JUL- 2015

Fila procassad succassfully with no arrors.

Fila Hama: 13600_APEE_IN_0T0S2015_1E5T_002 .dat

Upload Datas 0g-JUL- 2015

CL Expensc B0 13600

Employes ID Expemse ID Hheat Haza Dist Lize

00230523900 ITR4Z4696 SANSFIFEE2015 EQlLimorc-MCTS120

Page Bo. 1 of 3

Fisld Valus Error Dascr:

1ptioca
No valua 1

ovidad for

reguired fiald: TXH_AMOUNT
racord)

or required fiald: MONETREY AMIUNT
raport Distrib Tecord)

provigad for roquired fiald: THN_AMOUNT
.'GP'CTE L1 racord)

lua proviged £or required fiald: MONETREY _AMOIUNT
@ raport Distrib Tecord)

Figsld Valus Error Dascriptica
00230523000 Invalid Employea ID: 00230523000 for Eusiness Unit:
13&00 and Expansa I0D: ITADAZ469E

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

The report will be blank if there are no errors in the Expense Report Upload, or if there are errors, the
report will list detailed information for the errors found.
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Budget Check Error Processing

Once interfaced transactions are successfully loaded into Cardinal, they are budget checked
during nightly batch processes against applicable budgets to verify available balances.

Agencies need to check for any budget check errors online in Cardinal. Expense Reports 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 > Travel and
Expenses > Expense Sheet

Favorites © Main Menu > Commitment Control » Review Budget Check Exceptions > Traveland Expenses > Expense Sheet

Expense Sheet

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

Maximum number of rows to return (up to 300} |300
Commitment Control Tran ID: |begins withj|

Commitment Control Tran Date: | = j El

Report ID: begins with = [ITA o

Process Instance: = |

Process Status: = 3 Errors Exist j
Search Clear |Basic Search [gf Save Search Criteria

1 Enter the specific Report ID or enter your agency’s three character alphabetical identifier (in this
example ITA VITA).

2 In the Process Status field, use the dropdown menu to select Errors Exist.

3 Click the Search button. All items that match the search criteria display at the bottom of the page. If
there is only one item, the Expense Sheet Exceptions page displays.
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Favorites © Main Menu > Commitment Control > Review Budget Check Exceptions > Travel and Expenses > Expense Sheet

| Line Exceptions

Report ID: ITADOD0011 =
*Exception Type: I:'l [~ override Transaction ﬁﬁ "T‘O-
Maximum Rows: 100 I~ More Budgets Exist
Search Advanced Budget Criteria
B2 L4 13
) Budget Chartfields
. . . - . Override
Details Business Unit Ledger Group Exception More Detail Budget Transfer
1 & 13600 CC_ALLOT Exceeds Budget Tolerance Mare Detail r GoTo.. 5
2 @l 13600 CC_AFPPROP Exceeds Budget Tolerance More Detail m| GoTo E

[5] save [C* Returnto Search [ Notify

Expense Sheet Exceptions | Line Exceptions

4 Review the Expense Sheet Exceptions tab for information about the error.

If an Expense Report has budget check errors, the status of the Expense Report will be set to
Pending. Errors can be corrected online in Cardinal on the Expense Report Entry page. Only
an employee’s proxy has access to correct the employee’s expense report online in Cardinal.

If the budget needs to be corrected, then no action is needed by the proxy. The Expense
Report continues to be budget checked during batch processing, and will pass once the budget
has been modified in Cardinal. Because the transaction was not updated online, online approval
will not be required.

After completing any online corrections, as applicable, the Expense Report can be submitted
and will be budget checked again during the batch processing.

If any corrections or updates are made to an interfaced Expense Report online, agency
approval is required online in Cardinal. If an Expense Report is uploaded without edit check
errors and passes budget check without being modified, then it is marked Approved unless it
requires DOA pre-audit approvals.

Detailed instructions for modifying Expense Reports online in Cardinal can be found in the
Processing Employee Expenses course on the Cardinal Project Website.
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Appendix

Common File Upload Errors

File Level Errors

Error

Explanation

Invalid file name: BUSINESS_UNIT
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
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.

Empty file

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

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).

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
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
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

Missing required field

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

Field not in required format

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

Invalid field value compared with
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 expense report file contains a
header record with no matching line. The header
transaction will not be loaded and will need to be re-
sent.

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

5 | Combination edit errors Example: Agency sends an expense report file with an
expense 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.

This error would occur if there is a duplicate

. . transaction in Cardinal or within the file.
Duplicate transactions when

6 | compared to the existing data or

duplicate transaction in the file Example: Agency sends an expense report that is

already in the system. The transaction header and all
its lines will not be loaded and will need to be re-sent.

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

7 | Transaction is not for an Open Period | Example: Agency sends an expense report 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.
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