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About GL Journals — Posting CARS Activity

Until CARS is decommissioned, there will be times when transactions are posted directly to
CARS. Agencies must review the activity that posts directly to CARS and determine when
entries are required to be created and posted in Cardinal to reflect that activity. These Cardinal
GL Journals are marked Do Not Send to CARS on the journal header so the Cardinal to CARS
interface will not pick up the journal in the nightly interface process.

There are several types of entries agencies should be aware of. The main entries are covered
here but others are possible. Agencies should review the CARS ACTR0401 report in a timely
manner to post the necessary activity to Cardinal. If your agency uses FINDS to review CARS
activity, FINDS downloads may also be reviewed to find these types of entries.

The timely posting of entries will help reduce the number of reconciling items at month end.
The main types of entries are:

DGS Parking

Automated HealthCare Recon
Automated VRS Recon
Monthly Debt Setoff

Monthly TAX Contributions
DOA Journal Entries
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DGS Parking

RCTR 0401 OCOMMOEWEALTH ACCOONTIHG AND REPOLTENC S¥YSTEM ¢ ChRES RCENCY W = 142
WEEHLY VIRCIHIA STATE CRIME COMMISSICH ROENCY PREE: 1
[CM} -C¥CLE W WEEELY RECONCILIATION REPORT OF TRANSACTIONS POSTED INM CARS REFORT PAZE:= 1240
RO DRTE OT/R272004 12:21 K.M. AZ aF 07/11/52014 DEQUEST HO. RARCTRO4DL O ol
RCY-LIST LUR-DOC/SFE T2 GLA OC  FUHD FROSRAM SRC/ TRAHSRCTION PR3 RGERCY Bh CR  PFROC === TRAHZSACTION ID =--- WRF Pe
QB-J AMOOHT VCOCHER  RGY RCY DATE RACY LDATE T¥ WO SBG OO0
INVOICE=RD DATE  WENDOR-TD/SFY  VEHDOR HAME IV DESCRIPTION HWOLTI=-PORPOSE FIDPS

INTERLRGERTY TRANSFELS

PFEO1142P- k-Ja) 0100 3050300 1545 Z84 00 00000 EPHI1IEZF L4Z 194 20140710 154 20140708 4 0D 00034 o1
- O3S PAREING-30H OF 2R Ledisi]
BATIH TOTAL 25400 FFY 2015

BRTCH TYDE TOTAL TRANSRCTION AMODHT Z54.00 N3 OF TRARSASTIONS 1 BO OF BATCHES 1

Find the monthly IAT posted by DGS for parking fees.

Navigate to General Ledger > Journals > Journal Entry > Create/Update Journal Entries

The Create/Update Journal Entries page displays.

4 CARDINAL

Favgrites Ma.in_Menu > General Ledger > Journals : Jourmal Entry : Create/Update Journal Entries

Create/Update Journal Entries

Find an Existing Value " Add a New Value W

Business Unit:{14200] |2,

Journal ID: MNEXT
Journal Date: J07/31/2014 |=

Add

Find an Existing Value | Add a New Value

Click the Add a New Value tab.

Enter the appropriate values for Business Unit and Journal Date. Make sure the Journal Date is
within the month you wish to post the entry.

Click the Add button.
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Main Menu > GeneraIvLedger b2 Jouan > ]ourngEntry » Create/Update Journal Entries

Unit: 14200

Long Description:

*Ledger Group:
Ledger:
*Source:
Reference Number:
Journal Class:

Transaction Code:

SJE Type:

Currency Defaults: USD / CRRNT /1

Attachments (0

Reversal: Do Not Generate Reversal

[ save | =] notity | & Refresn |

Journal ID: NEXT Date: 07/31/2014
DGS Parking Charge
ACTUALS @, Adjusting Entry: Mon-Adjusting Entry -

@, Fiscal Year: 2015
[ONL @, Period:

ADB Date:

a, Auto Generate Lines

GEMERAL |@,

Save Journal Incomplete Status

Autobalance on 0 Amount Line

Commitment Control

Header | Lines | Totals | Errors | Approval

M I CARS Indicator

Do NotSendto CARS  + I

[Ek Add | | 7] upsatemispiay |

The Header tab displays.

Select Do Not Send to CARS for the CARS Indicator dropdown. Enter a journal description if

desired.

Click on the Journal Lines tab.

|48 CARDINAL

Fa'mvrites

Errors || Approval |

Mzin Menu > Generdeedger > ]ouan > JourndvEntry » Create/Update Journal Entries

" Header Im Totals ||

Hy|

Unit: 14200
Template List
[ Interfintralnit |

Journal ID: 0000030236 Date: 07/31/2014
Search Criteria Change Values
*Process: Edit Journal - | Process |

2 New |
View Audit Logs
[= [Z] Line: 2 E [

Select Linea *Unit *Ledger Account Fund Program Department Jou
1 14200 @, |ACTUALS 5015450 @, [01000Q, (305003 @, [14200 @, | 29400 |JUNE PARK DG
2 14200 Q. ACTUALS 101010 @, [o1000@, | 2, |ogggg @ | 20400 [JUNE PARK C.
< i1 k]

Lines to add: 1 E|

Customize | Find | View 1] 1 |

First K 1 of 4 I Last

Unit Total Lines. Total Debits. Total Credits = Journal Status Budget Status
14200 2 294.00 294.00 N N
[5) save | =] notify | |3 Refresh | [k Add| | 5] UpdateiDispiay |
Header | Lines | Totals | Errors | Approval
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Enter the journal lines to post the DGS Parking charge for your agency. These transactions are
normally TC 380 which is a debit to Expenditures and a credit to Cash. If you have a credit from DGS
(TC 180), just reverse the Debit and Credit lines.

a. Debit: Account —5015450; Fund — Cardinal Fund; Program — Cardinal Program;
Department — Cardinal Department where Parking activity is recorded; Amount — positive
amount from report; Optional — any other Cardinal agency level ChartFields necessary for your
agency; journal line reference — use for reference if desired.

b. Credit: Account —101010; Fund — Cardinal Fund; Department — 99999; Amount — Negative
amount from report

Save the journal and process through the normal GL Journal processing steps.
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Automated HealthCare Recon

THTERRCEHCY TRANSFELS

000102 TH= 138 0264 0000000 0ZL18 5,.025.00 00000 0O0102TH 403 411 20140802 403 20140820 & 001 Qo004
54001721 =00 DEPT OF CAME RND INLRHD FISHERTES
BRTCH TOTAL 5,025.00 FFY 2015
48001 1g133189p- 138 160 08901 0000000 04007 1, 562.70 Q0000 1&613315p 411 20140902 1el 20140229 &4 194 00020
- MONTHLY CONTRIBUTICOHNS
BRTCH TOTAL 1,563.70 FFY 2015
HLTHREC 0D0ODO040H- 380 100 0200 5010200 1115 52.00 00000 0OODO4OH 20140804 597 20140902 &4 400 00308
- AOTOHMATED HEALTH REOOH
HLTHREC 0D0O00J0H= 380 100 0200 501000 1115 2E3.00 00000 O0OO00040H 20140804 597 20140902 4 400 00311
=- ROTOHATED HEALTH REOOH
BRTCH TOTAL 421.00 FFY 2015
JESSTICH 710 - 380 13€ 0100 SOM0F00 1539 57500 00000 10 20140808 411 20140908 4 171 00001

1 Find the monthly IAT posted by DOA for Automated HealthCare Recon
2 Navigate to General Ledger > Journals > Journal Entry > Create/Update Journal Entries

3 The Create/Update Journal Entries page displays.

4 CARDINAL

=

Favorites Main Menu > General Ledger > Journalk : Journal Entry : Create/Update Journal Entries

Create/Update Journal Entries

Find an Existing Value " Add a New Value

Business lln(%

Journal ID: MEXT
Journal Date: J09/30/2014] 51

Add

Find an Existing Value | Add a New Value

4  Click the Add a New Value Tab.

5 Enter the appropriate values for Business Unit and Journal Date. Make sure the Journal Date is
within the month you wish to post the entry.

6 Click the Add button.
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Journal Class:

Transaction Code:

" Lines || Totals | Errors | Approval |
Unit: 41100 Journal ID: NEXT Date: 09/30/2014
Long Description: Auto HealthCare Recon

*Ledger Group: [acTuaLs @y Adjusting Entry: Non-Adjusting Entry -
Ledger: Y Fiscal Year: 2015

*Source: QML @, Period:
Reference Number: 1 ADE Date:

GENERAL @

Auto Generate Lines
Save Journal Incomplete Status

Autobalance on 0 Amount Line

SJE Type:

Currency Defaults: USD /CRRENT /1
Attachments (0

Reversal: Do Mot Generate Reversal

[5) save | [ notify | [ Refresn |

Header | Lines | Totals | Errors | Approval

Commitment Control

* |cars ndicator DoNotSendto CARS =

[Ee Add | | 5] UpdsteiDispiay |

The Header tab displays.

Select Do Not Send to CARS for the CARS Indicator dropdown. Enter a journal description if

desired.

Click on the Journal Lines tab.

Favorites © Main Menu > GeneraI'Ledger > Joulmab > loumavl Entry » Create/Update Journal Entries
2 New
" Header Totals || Ermors | Approval |
Unit: 41100 Journal ID: 0000030237 Date: 09/30/2014
Template List Search Criteria Change Values View Audit| ogs
| Inter/intralinit | *Process: Edit Journal - | Process | = & Line: BER=EE

|25

Customize | Find | B2 |

Select Lines *Unit *Ledger Account Fund Program Department Jou
1 41100 @, |ACTUALS [so11150 @, [o2411@, [s01003 @ [1400 @, 42100 [AUTOHLTH Em
2 41100 D, ACTUALS 101010 @, [02411@, | @, 99099 @ | -421.00 |AUTO HLTH cac
4 | m ) F
Lines to add: |_1 =

A n n
| ¥ First 1of1 Last

Customize | Find | view A1 | B

Unit Total Lines Total Debits Total Credits ~ Journal Status Budget Status
41100 2 421.00 421.00 N N
[ save [ Notity [ Refresh | b Ado | | 7] UpdateiDisplay |
Header | Lines | Totals | Errors | Approval
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10 Enter the journal lines to post the Automated HealthCare Recon charge/credit for your agency.
These transactions are normally TC 380 which is a debit to Expenditures and a credit to Cash. If you
have a credit from DOA (TC 180), just reverse the Debit and Credit lines.

a. Debit: Account —5011150; Fund — Cardinal Fund; Program — Cardinal Program;
Department — Cardinal Department where applicable health insurance is recorded for the cost
code; Amount — positive amount from report; Optional — any other Cardinal agency level
ChartFields necessary for your agency; journal line reference — use for reference if desired.

b. Credit: Account —101010; Fund — Cardinal Fund; Department — 99999; Amount — Negative
amount from report

11 Save the journal and process through the normal GL Journal processing steps.
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Automated VRS Recon

ECTR 0401
WEEKLY

RON DRTE

VRIRECOH

VRIRECOH

VRIRECOH

VRERECOH

VRIRECOH

[CH} -C¥CLE W
0772472014 11:29 P.M.

THVOICE=HO OATE

HKCY=-LIST COR-DOC/SFE TC

COMMONWEALTH ACOOONTING AND REPORTIHNG SY¥YSTEM f CRRS RGEMCY NG = T4T

MERTON OORPECTION TREATHENT CENTER RGENCY PRIE: 2

HEEELY RECOMCILIATION REPORT OF TRANSRCTIONS POSTED IN CARS REPORT PRCE: 5184

AS OF 0772472014 REQUEST HO. ACTRO4OL D o1

GLE CC  FUOHD PROCRAM SRC/ TRANSACTION PRI RGERCY LR CR FROC === TRANSACTION ID --- HWRF FH
=1-8) AMOUHT VGOCHER ACY ACY DATE RCY DATE TY Ho SBEG OO0
VENDOR HAME IHV DESCRIPTION HILTI-PORPOSE FIprg

VENDOR-10/SFE

IHTERRCENCY TRAHSFERS

0000050 §:1] 0100 3980200 1111 116.82 00000 QOOO0O50H 20140722 3597 20140718 4 500 02513 a1
- AOTOHATED VRS RECOH =] 31]

0000050 §:1] 0100 3980200 1111 345.7€ 00000 JO000050H 20140722 3597 20140718 4 500 02515 a1
- AUTOHATED VRS RECOH =] 31]

0000050 §:1] 0100 3980200 1114 27.80 00000 §OO00050H 20140722 357 20140718 4 500 02517 a1
- AUTOHATED VRS RECOH =] 31]

200005 0K 180 0100 3920200 11lé 23.3€ 00000 JOO000RON 20140722 997 20140718 4 500 02518 ol
- AOTOHATED VRS RECOH =] 31]

0000050 §:1] 0100 3980200 1117 10.598 00000 §OO00050H 20140722 3597 20140718 4 500 02521 a1
= AOTOHATED VRS RECOH =1 31]
BRTCH TOTAL 1,505.37 FFY 2015

1 Find the monthly IAT posted by DOA for Automated VRS Recon.

2 Navigate to General Ledger > Journals > Journal Entry > Create/Update Journal Entries

3 The Create/Update Journal Entries page displays.

Favorites

Main'Menu b Geneﬁ_Ledger > JouLnab > JournavJEntry » Create/Update Journal Entries

Create/Update Journal Entries

4 CARDINAL

==

Business Unit|

Journal IDx:

Find an Existing Value Add a New Value ]

4700 |2

MNEXT

Journal Date: |07/31/2014 Js)

Find an Existing Yalue | Add a New Value

4  Click on the Add a New Value tab.

5 Enter the appropriate values for Business Unit and Journal Date. Make sure the Journal Date is
within the month you wish to post the entry.

6 Click the Add button.
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Favorites
-

Mainvl“'lenu b3 Generaleedger ¥ JouLn$ ¥ ]ournalentn,r » Create/Update Journal Entries

Gl=GE R Lines || Totals || Errors || Approval

Unit:

Journal Class:

Transaction Code:

GENERAL @,

74700 Journal ID: MEXT Date: 073112014
Long Description: Automated VRS Recon| &
*Ledger Group: [acTuaLs @, Adjusting Entry: Non-Adjusting Entry -
Ledger: [ ey Fiscal Year: 2015
*Source: ONL @, Period:
Reference Number: ’7 ADB Date:

Auto Generate Lines
Save Journal Incomplete Status

Autobalance on 0 Amount Line

SJE Type:

Currency Defaults: USD /CRRMT /1

Attachments (0

Reversal: Do Mot Generate Reversal

|5 save | [ notify | &4 Refresn |

Header | Lines | Totals | Errors | Approval

Commitment Control

ICARSIndmtor Do Mot Send to CARS - I

|k add | | ] update/mispiaf

The Header Tab displays.

Select Do Not Send to CARS for the CARS Indicator dropdown. Enter a journal description if

desired.

Click on the Journal Lines tab.

;MainvMenu » General Ledger 3 Journak 3 Journal Entry : Create/Update Journal Entries
H - - >

B New
Header Totals Errors Approval
Unit: 74700 Journal ID: 0000030238 Date: 0713112014
Template List Search Criteria Change Values View Audit Logs
| Interfintralnit | *Process: Edit Journal - | Process ) = & pine: 5 F =
Customize | Find | B |
Select Line~ *Unit *Ledger Account Fund Program Department Amounta Reference Jou

1 74700 @, |ACTUALS [so11110 @, [o1000@, ([3eso02 @, [100 @, | 46258 [v# 5ON [Em|

2 74700 @, ACTUALS 5011140 @, (o1000@, ([3es002 @, [100 @, | 27.80 [v#50N ero

3 74700 @, |ACTUALS 5011160 @, ([01000@, (388002 @, (100 @, | 2336] |[v# 50N [Ret

4 74700 @, ACTUALS 5011170 @, (01000@, [3es002 @, [100 @, | 10.98 [v# 50N jvst

5 74700 @, ACTUALS 101010 G, (01000, | @, [99909 @, | 52472 [v# 50N [cas

< " 1 13
Lines to add: 1 =]
customize | Find | View 21| BV ) 3 Fist 5 q0f4 1 Last
Unit Total Lines Total Debits Total Credits ~ Journal Status Budget Status
74700 5 52472 52472 N N
[5) save | =] Notity | [£2 Refresh | [Ek Add | [ 7] Updatemispiay |
Header | Lines | Totals | Errors | Approval
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10 Enter the journal lines to post the Automated VRS Recon charge/credit for your agency. These
transactions are normally TC 380 which is a debit to Expenditures and a credit to Cash. If you have a
credit from DOA (TC 180), just reverse the Debit and Credit lines.

a. Debit: Account —50111XO0 (varies based on object code); Fund — Cardinal Fund; Program —
Cardinal Program; Department — Cardinal Department where applicable retirement is recorded
for the cost code; Amount — positive amount from report; Optional — any other Cardinal agency
level ChartFields necessary for your agency; journal line reference — use for reference to DOA
voucher number or Batch ID if desired.

b. Credit: Account —101010; Fund — Cardinal Fund; Department — 99999; Amount — Negative
amount from report

11 Save the journal and process through the normal GL Journal processing steps.
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Monthly Debt Setoff

50002 16150548 ~- Li& 040 0942 7450200 03084 2,842.17 00000 LE150548 B51 20140903 181 20140902 4 221 00056
MONTHLY LDEBRT SETOFF
BRTCH TOTAL 2,5842.17 FFY 2015
E100z2 B1O00410- Li& 040 0942 7450200 03084 .73 000O00Q BLODOLLD B51 20140903 181 20140902 4 215 00040

MONTHLY LDEBRT SETOFF

BRTCH TOTAL 2.7% FFY 2015

Find the monthly IAT posted by TAX for Monthly Debt Setoff collections.

Navigate to General Ledger > Journals > Journal Entry > Create/Update Journal Entries

The Create/Update Journal Entries page displays.

4 CARDINAL

Favorites Main Menu > General Ledger > Journals > Journal Entry : Create/Update Journal Entries

Create/Update Journal Entries

Eind an Existing Value | Add a New Value |

Business Unit: 15100 =
Journal IDx MEXT

Journal Date: [9/02/2014] |51

Add

Find an Existing Value | Add a Mew Value

4  Click on the Add a New Value tab.

5 Enter the appropriate values for Business Unit and Journal Date. Make sure the Journal Date is
within the month you wish to post the entry.

6 Click the Add button.
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Journal Class:

Transaction Code:

GENERAL @

15100 Journal ID: MEXT Date: 09/02/2014
Long Description: Monthly Debt Setoff Collections
*Ledger Group: WQ Adjusting Entry: Mon-Adjusting Entry -
Ledger: N Fiscal Year:
*Source: ONL @, Period:
Reference Number: ’7 ADB Date:

Auto Generate Lines
Save Journal Incomplete Status

Autobalance on 0 Amount Line

SJE Type:

Currency Defaults: USD /CRRNT /1
Attachments (0

Reversal: Do Mot Generate Reversal

[5) save | [ wotity | | Refresn |

Header | Lines | Totals | Errors | Approval

Commitment Control

'I CARS Indicator Do Not Send to CARS

M I

\Ek Add | | 5] UpdateiDisy

The Header tab displays.

Select Do Not Send to CARS for the CARS Indicator dropdown. Enter a journal description if

desired.

Click on the Journal Lines tab.

Favorites
-

" Header - Totals [ Emors || Approval |

Main Menu > General Ledger > Journals > Journal Entry > Create/Update Journal Entries
- - >

I New Wi

Unit:

15100 Journal ID: 0000030239 Date: 09/02/2014
Tempiate List Search Criteria Change Values View AuditLogs
| Interfntralnit “Process: Edit Journal - | Process ) = & pine: i 3=

Customize | Find |

Select Linex *Unit *Ledger Account Fund Program Department Amounts Reference
1 15100 @, |ACTUALS 4009084 @, 0936202, @, ||60200 @, -2.84217 16150548
2 15100 @, ACTUALS 400ooed @, (oo3e2dy | @, (60200 @ | 972 81000410 |Ref
3 15100 O, ACTUALS 101010 O, 093622, | Q, (20999 @, | 2851900 | Cas
< i ] B
Lines to add: 1 [=
Customize | Fing | K qore O oot
Unit Total Lines Total Debits Total Credits  Journal Status
15100 3 2,851.90 2,851.90 N N
[5] save | [=] notiy | |2 Refresh | [Fb add | | 2] updaterispiay |
Header | Lines | Totals | Errors | Approval
12 of 19 Last updated 3/30/2016
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10 Enter the journal lines to post the Monthly Debt Setoff collections for your agency. The CARS
Transaction codes for these transactions vary based upon how the agency has requested the funds
be posted by TAX. The most common are TC 136 which is a debit to Cash and a credit to Revenue;
and, TC 189 which is a debit to Cash and a credit to Deposits Pending Distribution.

a. Debit: Account —101010; Fund — Cardinal Fund; Department — 99999; Amount — Positive
amount from report

b. TC 136-Credit: Account — 400xxxxx (varies based on revenue source code); Fund — Cardinal
Fund; Department — Cardinal Department where applicable activity is recorded; Amount —
negative amount from report; Optional — any other Cardinal agency level ChartFields necessary
for your agency; journal line reference — use for reference if desired.

c. TC 189-Credit: Account — 255470; Fund — Cardinal Fund; Department — Cardinal
Department where applicable activity is recorded; Amount — negative amount from report;
Optional — any other Cardinal agency level ChartFields necessary for your agency; journal line
reference — use for reference if desired.

11 Save the journal and process through the normal GL Journal processing steps.
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Monthly TAX Collections

42001 1613Z19p- L3& 1&0 0901 0000000 04007 L 563.70 00000 l&1331ap 411 20180803 161 20140529 & 194 00020
- MONTHLY CONTRIBUTIOHNS

BRTCH TOTAL 1,563, 70 FFY 201%

1 Find the monthly IAT posted by TAX for Monthly Tax Contributions.
2 Navigate to General Ledger > Journals > Journal Entry >Create/Update Journal Entries

3 The Create/Update Journal Entries page displays.

4 CARDINAL

Favorites Main Menu > General Ledger > Journals > Journal Entry : Create/Update Journal Entries

Create/Update Journal Entries

Find an Existing Value Add a New Value

Business Unitf41100
Journal IDx MNEXT
Journal Date: J08/31/2014||[5)

Add

Find an Existing Yalue | Add a Mew Value

4 Click on the Add a New Value tab.

5 Enter the appropriate values for Business Unit and Journal Date. Make sure the Journal Date is
within the month you wish to post the entry.

6 Click the Add button.
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4 CARDINAL

Fa'mvrites : MainvMenu » General Ledger > Journals » Journal Entry > CreatefUpdate Journal Entries
H - - -

Lines Totals Errors Approval

Unit: 41100 Journal ID: NEXT Date: 08/31/2014

Long Description: Monthly TAX Contributions [E1
*Ledger Group: ACTUALS Q Adjusting Entry: Mon-Adjusting Entry -
Ledger: @, Fiscal Year: 2015

*Source: OML @, Period:

Reference Number: ADB Date:
Journal Class: @,

T ction Code: GEMERAL
ransaction Code: % Save Journal Incomplete Status

Autobalance on 0 Amount Line
SJE Type: - ICAR“M“‘O, DoNotSendto CARS  +

Currency Defaults: USD /| CRRMT /1

Auto Generate Lines

Attachments (0 Commitment Control

Reversal: Do Mot Generate Reversal

[5) save | =] notity | |22 Refresn | [k Add | | 5] UpdateiDisplay |

Header | Lines | Totals | Errors | Approval

The Header tab displays.

Select Do Not Send to CARS for the CARS Indicator dropdown. Enter a journal description if

desired.

Click on the Journal Lines tab.

CARDINAL

Favgrites = Main Menu > Generaleedger ¥ ]ouLmal-s 3 JoumavIEntry » CreatefUpdate Journal Entries

P N — . . I New
Header @S0 Totals || Errors | Approval

— He

41100 Journal ID: 0000030240 Date: 08/31/2014
Search Criteria Change Values View Audit Logs
| Interintralnit *Process: Edit Journal - | Process | = & Line: 2 EFE

Customize | Find | E |

*Ledger Department  Amount= Reference
1 [s1100 @, feTuas [s004007 @, ([peots@, [ @, [0 @ [ 156370 [aweust [P
2 [s1100 @ fcTuaLs [101010 @, [oo0tsd, | @, [99999 @ | 156370 |AUGUST Cas
<[ 1) !
Lines to add: [ =
unit Total Lines Total Debits Total Credits | Journal Status Budget Status
41100 2 1,563.70 1,563.70 N N

[ save | |1 Notity | [ Refresh |

Header | Lines | Totals | Errors | Approval
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10 Enter the journal lines to post the Monthly Debt Setoff collections for your agency. The CARS
Transaction codes for these transactions are normally TC 136 which is a debit to Cash and a credit to

Revenue.
a. Debit: Account —101010; Fund — Cardinal Fund; Department — 99999; Amount — Positive
amount from report
b. Credit: Account — 400xxxxx (varies based on revenue source code); Fund — Cardinal Fund;
Department — Cardinal Department where applicable activity is recorded; Amount — negative

amount from report; Optional — any other Cardinal agency level ChartFields necessary for your
agency; journal line reference — use for reference if desired.

11 Save the journal and process through the normal GL Journal processing steps.
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DOA Journal Entries

[FY=-LIST SUR-DOC/SFN TC GLA OC FUND PROCRAM =Ry THRANSACTION ] T AGERCY Oh CR RO == THANSACTION ID --- MW
OBJ AMOUNT VCOCHER RGY RCY DATE ACY DATE TY WO SEG O
EVOTCE B DATE VENDOR-I0/2FE WEHDOR HAME IV OESCRIDPTION HILTI-PORPSSE F

DOA JOORMAL ENTRIES

3=101F 21401367~ 300 287 0454 0000000 0000 1,034,915, 00 00000 Q21401367 20140620 97 20140620 5 353 00024
SE57 3-1.01 F CH 1
BRTCH TOTAL 1,034,515 00 FFY 2014
RARCY 214004584~ L3& 0832 0000000 07108 150,30 00000f 20401454 OL40714 87 20140714 5 350 00003
QUARTERLY IMTEREST

ERTCH TOTAL 180.30 FFY 2014

Find the DOA Journal Entry and review the type of transaction and CARS TC(s) used. If you are
unsure of the debit and credit posting, refer to CAPP Topic 60103, Transaction Codes.

Navigate to General Ledger > Journals > Journal Entry >Create/Update Journal Entries

The Create/Update Journal Entries page displays.

4 CARDINAL

=

Faugrtesghﬂainyenu » General Ledger > Jlournals > Journal Entry > Create/Update Journal Entries

Create/Update Journal Entries

Find an Existing Value |IEGHEL LA E DR

Business IJnit:I

Journal I1D:

Journal Date:

063002014 |[=1]

Add

Find an Existing Value | Add a New Value

Click on the Add a New Value tab.

Enter the appropriate values for Business Unit and Journal Date. Make sure the Journal Date is
within the month you wish to post the entry.

Click the Add button.
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Lines || Totals | Errors | Approval |

Unit: 50100 Journal 1Dz NEXT Date: 06/30/2014

Long Description: Sect 3-1.01 F Chapter 1 transfer B
*Ledger Group: ACTUALS Q Adjusting Entry: Mon-Adjusting Entry -
Ledger: @, Fiscal Year: 2044

*Source: OML @, Period:

Reference Number: ADB Date:

J IClass:
ournal Class: Auto Generate Lines

GENERAL @,

Ti ction Code:
ransaction Code: Save Journal Incomplete Status

Autobalance on 0 Amount Line

SJE Type: | carsingicator Do MotSendtoCars - |

Currency Defaults: USD /CRRNT /1
Aftachments (0 Commitment Control

Reversal: Do Mot Generate Reversal

[5) save | [ notify | |@ Refresh | [Ek Add | | 2] updatermispiay |

Header | Lines | Totals | Errors | Approval

The Header tab displays.

Select Do Not Send to CARS for the CARS Indicator dropdown. Enter a journal description if
desired.

Click on the Journal Lines tab.

(48P CARDINA .

Fa\.w::vritesE Mainylenu > GeneraIvLedger b3 JouLn$ > JournajEntrv s Create/Update Journal Entries

2 New
M Totals | Errors || Approval |
Unit: 50100 Journal 1D: 0000030241 Date: 06/30/2014
H p! st Search Criteria Change Values View Audit Logs
| Interintranit *Process: Edit Journal - | Process ] = B Line: 2 =

Customize | Find | B | 3

Select Lines *Unit *Ledger Account Fund Program Department
1 50100 @, |ACTUALS (soss7a (@, (o4s00@, | @, [10001 @, | 1,034919.00 21401387 Cag
2 50100 Q, ACTUALS 101010 @ [04500Q, | @, (09998 @, | -1,03491900 21401367 Cad
(] | m J 3

Lines to add: 1 =

Customize | Find | \Vie

Unit Total Lines Total Debits Total Credits | Journal Status.
50100 2 1,034,919.00 1,034,819.00 N N
[5) save | =] notify | % Refresh | |Fk Add | | 2] UpdateiDispiay |
Header | Lines | Totals | Errors | Approval
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9 Enter the journal lines to post the entry for your agency. The CARS Transaction codes for these
transactions vary. Determine the proper debit and credit GLAs for the TCs and crosswalk these to
Cardinal Accounts. CARS TCs 200, 201, 300 and 301 are open-ended and the GLA to be used is
indicated on the ACTR401 report. Use the Cardinal Account Crosswalk provided on the Cardinal
Project website under Job Aids. One side of the entry is almost always Cash with the Treasurer.
Debits are entered as positives and credits are entered as negatives.

a. Account —101010; Fund — Cardinal Fund; Department — 99999

b. Account — Varies; Fund — Cardinal Fund; Department — Cardinal Department where
applicable activity is recorded; Optional — any other Cardinal agency level ChartFields
necessary for your agency; journal line reference — use for reference if desired.

10 Save the journal and process through the normal GL Journal processing steps.
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