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About the Journal Upload Process 
Agencies that maintain their own financial systems may send their journals to the General 
Ledger module in Cardinal via the Journal Upload interface.  Journal 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 Journal Upload file from the SFTP 
location on a nightly basis. 

About Journal Interface Error Processing 
An interfaced journal is rejected if it is missing a required field or has invalid data.  The Journal 
Upload Error Report provides details about rejected journals.  The report runs in batch on a 
nightly basis following the nightly file upload. 

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

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

Once the Journal 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 Journal Upload files: 

• 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. 
 

• Transaction Level Error:  A transaction level error occurs if the file is successfully 
recognized and processed by Cardinal, but individual journal(s) contain a data error 
(e.g., combination edit errors or missing required fields).  If a transaction level error 
occurs, the entire journal with the error is rejected and all other journals in the file without 
errors are uploaded into Cardinal.  The error journal(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 Journal 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 Journal Upload Error Report 

The Journal Upload Error Report can be viewed after the nightly batch process has been run 
to post the report.  The nightly batch process posts the report to the Report Manager within the 
agency specific folder.  The report can also be manually generated. 

The Journal Upload Error Report can be generated manually by navigating to the following 
path:  Main Menu > General Ledger > General Reports > Journal Upload Error Report 

The report contains a Journal Header section and a Journal Lines section.  If an agency submits 
an upload file with journals for multiple Business Units (i.e. agencies) and the report is run for 
the submitting Business Unit, the report will display results for all Business Units in the file.    
 
After listing the error details, the report contains a summary of the total number of journals 
submitted, the total journals with errors, and total number of journals loaded successfully per 
upload file. 

 
Edit and Budget Check Error Processing 

Once interfaced journals are successfully loaded into Cardinal, they are edit checked and 
budget checked during nightly batch processes.  All journals are checked for valid edit and 
budget combinations and checked against applicable control budgets to verify available 
balances.   
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Agencies need to check for and correct any edit and/or budget check errors online in Cardinal.  
Journals 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 > General Ledger > Journal  
 
If a journal has edit or budget check errors, the journal can be corrected online in Cardinal on 
the Create/Update Journal Entries page. 
 
After completing any online corrections, the journal can be re-edited and/or budget checked 
online, or will be edit and budget checked again during nightly batch processing. 
 
If any corrections or updates are made to interfaced journals online, agency approval is required 
online in Cardinal.  If the journal initially passes edit and budget check when it is first interfaced, 
then it is automatically Approved (unless it requires DOA pre-audit approvals). 
 
Detailed instructions on reviewing and correcting edit and budget check errors for journals are 
included in the Processing Journal Entries course on the Cardinal Project Website. 
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Appendix 
 
Common File Upload Errors 

File Level Errors 
# Error Explanation 

1 
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. 

2 
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.). 

3 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. 

7 
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. 

8 
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 

1 Missing required field  This error would occur if one or more required field 
that is not populated.   

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

3 
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. 

4 Journal 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 journal file contains a header 
record with no matching line.  The journal header will 
not be loaded and will need to be re-sent. 

5 Combination edit errors 

This error would occur if there is an invalid or missing 
ChartField in a ChartField Combination.  
 
Example: Agency sends a journal file with a journal 
line that is missing a Fund ChartField value.  The 
journal header and all its lines will not be loaded and 
will need to be re-sent. 

6 
Duplicate journals when compared to 
the existing data or duplicate journal 
in the file 

This error would occur if there is a duplicate journal in 
Cardinal or within the file. 
 
Example: Agency sends a journal that is already in the 
system.  The journal header and all its lines will not be 
loaded and will need to be re-sent. 

7 Journal is not for an Open Period 

This error would occur if the journal was sent for a 
date that falls within a closed budget period. 
 
Example: Agency sends a journal file in which one of 
the journals is for the prior fiscal year.  The journal will 
not be loaded and will need to be re-sent. 
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