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Welcome

—

CARDINAL

This training provides employees with the skills and information necessary to use Cardinal. It is not
intended to replace existing Commonwealth and/or agency policies.

In this course, we will show you how to process a voucher in Cardinal.

These training materials include diagrams, charts, screenshots, etc., that clarify various Cardinal tasks and
processes. The screenshots are taken from Cardinal and show pages that not all users can access. They
are included here so you can see how your specific responsibilities relate to the overall transaction or
process being discussed. See the Statewide Cardinal Security Handbook for a list of available roles and
descriptions.



Introduction

CARDINAL

The Accounts Payable functional area of Cardinal
Is composed of two modules:

Accounts Payable

The Accounts Payable (AP) module processes
payments to vendors for goods and/or services
received.

Expenses

Payments to employees for non-salary related
items (i.e. travel & business expense
reimbursements) are made through the Expenses
module.

This course covers voucher processing in the
Accounts Payable module.

Cardinal Functional Areas

Accounts

Modules

Accounts Payable

Payable

*Time &
Attendance

Accounts
Receivable

]|

CARDINAL

General
Ledger

*Project
Accounting

*Procurement

Expenses

*Not used by all state agencies




Course Objectives

—

CARDINAL

After completing this course, you will be able to:

» Describe key voucher processing concepts

» Describe the overall voucher process

» Create a voucher

* Understand the steps in regular voucher processing

» Understand the process for interfaced vouchers

» Understand the process for Agency to Agency Transactions (ATAS)
* Understand the process for payment offsets

» Describe how payment information can be updated on a voucher
» Review and correct voucher processing errors

» Enter adjustment vouchers

» Describe the purpose of template vouchers

* Delete, unpost and close vouchers

» Describe key reports, queries, and online inquiries



Agenda

—

CARDINAL

Today, we will cover the following topics:
* Lesson 1. Understanding Voucher Processing
* Lesson 2: Creating a Voucher
* Lesson 3: Managing and Processing Vouchers

* Lesson 4: Voucher Reports, Queries, and Online Inquiries



Lesson 1: Understanding Voucher Processing

In this lesson, you will learn about the following topics:

* Key Concepts

* Voucher Process



Key Concepts

CARDINAL

Some key concepts in voucher processing include:

» Cardinal operates on a modified accrual basis. Cash balances are not immediately affected when
you enter a voucher. Instead, Cardinal generates an offsetting entry to a liability account (debit to
expense and credit to liability). Later, when the voucher is paid and payment post runs, Cardinal
reduces the liability and cash accounts for the amount paid (debit to liability and credit to cash).

* Budget check (Commitment Control) impacts the appropriation and allotment balances, not cash.

» Centralized Vendor Database: In Cardinal, all users share the same vendor database. Some
Cardinal vendors may have multiple remit to addresses. Therefore it is important to select the
appropriate remit to address for your voucher.

» The Centralized Vendor Database is managed by the Commonwealth Vendor Group (CVG). CVG
processes all updates to non eVA vendor records in Cardinal. Agencies cannot add or make
changes to the vendor record in Cardinal. Agencies that need to add or make changes to a fiscal
vendor must submit a form to the CVG for non eVA vendors.

» eVA s the source for procurement vendor information and updates to these vendors must be
performed in eVA.



Key Concepts (continued)

CARDINAL

* One-Time Vendors: All payment and refund transactions must be made to vendors that exist in
Cardinal. There may be occasions when you need to issue a one time payment or refund transaction to
a vendor that does not exist in the Cardinal Vendor table. If you need to set up a vendor for a one time
transaction, a request form must be submitted to CVG to have the vendor set up in Cardinal as a one
time vendor (unless the vendor is a procurement vendor, in which case the vendor record should be
established in eVA).

In Cardinal, One Time vendors are identified with a Persistence of One Time. When this persistence
type is selected, the vendor status will automatically change to Inactive after the associated voucher is
entered and saved in Cardinal. If a subsequent voucher needs to be created for the same vendor, the
vendor status can be updated to Active by the CVG and another payment processed. CVG monitors
the use of all one time vendors to determine if they need to be setup a regular vendors based on their
use.

Interfacing agencies can submit vouchers for refunds only without having CVG set up the vendor as
one time (via the Cardinal Voucher Upload interface). These vouchers are identified as one time in the
interface and must contain the vendor’s IRS Tax ID number. These vendors will not be marked as
1099 Reportable. If the interfacing agency does not have the IRS Tax ID number, they must contact
the CVG to have the vendor set up and will be required to submit the voucher as a regular voucher.




Key Concepts (continued)

CARDINAL

» Each voucher contains only one invoice. Related documents, such as the vendor’s invoice, receipt
information, etc., can be scanned and attached to the voucher record for viewing online. Your agency
may elect to allow those attachments to be used as substantiation of requests submitted for
approval. However, electronically attached documents do not alter any original document retention
requirements, per Federal (Government Accountability Office, Yellow Book, etc.), State (Auditor of
Public Accounts, Department of Accounts, etc.) or local regulatory requirements that may apply.

» Agency to Agency transactions (ATA’s), formerly Inter-Agency Transfers (IAT’s), include payments
by one agency to another for goods or services, pass through federal funds, cash transfers (state
grants), transfer of cash collected on behalf of another agency, etc.

 ATA's used to pay for goods or services and pass through federal funds are entered into Cardinal
and processed on regular vouchers. See the job aid entitled Agency to Agency Transactions
Information Sheet for a listing of all state agencies and their Cardinal Vendor ID number.

» If the voucher is for Federal Pass Through, use Account 609660 (Federal Pass Thru Out).
If your agency is receiving Federal Pass Through funds, a deposit is entered in Accounts
Receivable using Account 609650; enter the Paying Agency Customer ID on the Payments
tab of the deposit

 ATA's that are for cash transfers (state grants), transfer of cash collected on behalf of another
agency, etc. are handled through a journal entry



Key Concepts (continued)

CARDINAL

Payment Offset Processing — Lien, Levy, Garnishment, etc.: Payment offsets for items such as
liens, levies, garnishments, etc. are processed manually by the agency within Accounts Payable.

When a vendor is subject to this type of a payment offset, the LEVY location is created in the vendor
record by the CVG. The LEVY location is set as the default and populates onto any vouchers that
are created for the vendor. The voucher payment data can then be manually updated so that the
appropriate amount is deducted from the vendor payment and paid to the appropriate third party.

Payment Offset Processing — Comptroller’'s Debt Setoff (CDS): A vendor may also be subject to
payment offsets due to a Comptroller’'s Debt Setoff (CDS), which is managed by the Department of
Taxation. This process is automated. The CDS interface updates Cardinal voucher records, so
Voucher Processors can view CDS information and respond to vendor inquiries.

The Payment Cash Checking application ensures all payments including vouchers and expenses are
checked against available cash before being released for payment. See the job aids noted below for
more information:

« Payment Cash Checking - Overview

« Payment Check Cashing - Reports

« Payment Check Cashing - Fund Level Processing Rules Update
« Payment Check Cashing - Updating Transaction Level Overrides

10



Voucher Processing Overview

—

CARDINAL

Voucher processing involves the creation of vouchers for vendor payments either entered online in the
Accounts Payable module or interfaced from agency systems, and the subsequent error checking, budget
checking, approval, and posting.

Because Cardinal operates on a modified accrual basis, cash balances are not immediately affected when
vouchers are entered. Cardinal generates the accounting entry which credits an Accounts Payable liability
account. Once the voucher is paid, Cardinal reduces the liability and cash accounts for the amount paid
(debit to liability and credit to cash). Payments are generated by the Accounts Payable Payment process.

Voucher processing may also include non-routine processes such as adjustments, payment offsets,
voucher unposting and voucher deletion.

11



CARDINAL

Start

Enter Voucher Process

An invoice i ved Enter voucher header,
annVOﬁ]e IS regelve line, and distribution
rom the vendor. information.

Check for duplicate invoice,
financial sanctions match,
balanced voucher, valid
ChartField combinations,
valid and required values.

Save and Edit |

Receive Enter VVoucher
Payment Use Template? No— .
Online
Request
A
Yes
Template
Voucher Yes

Exists?

No

Create Template
Voucher

Select Template voucher style,
enter Template ID and
description, and enter remaining
voucher information.

Voucher

Online edits
passed?

No—» Make Corrections

Yes

Assign Voucher ID

Once the voucher is saved, it
is assigned a unique voucher
ID.
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CARDINAL

Enter Voucher Process (continued)

The Vendor Payment Hold
Report provides a list of
vendors with a location on

vouchers associated to

An inbound voucher
interface fileis
received from an

agency.

Run and Review
Vendor Payment
Hold Report

hold and the unpaid

that vendor.

v

Voucher
Upload

Adjust Remittance

Review Error
Report, Make
Yes»| Corrections, and
resubmit for
upload
No
v
Run Batch
Budget
Checking
Process
A 4
Yes
\ 4

Information

Update Payee and

Payee Amounts to split
the payment. Update the

location to remove the
voucher from hold.

Resolve Errors

©)

Create and
Process

No-»|

A

Journals

Online and interfaced
vouchers are
extracted and

transmitted to the
relevant agency.

Run Voucher
Extract
Process

Run Voucher
Voucher
Batch .
Approval Requwel?
Process Lpproval?
Yes
I l
No
Voucher routed
for approval Approve Voucher
based on defined
criteria.
I
vV
Run Batch
Voucher Post
Process
End
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Maintain Voucher Process

CARDINAL

——Delete Voucher>———p{ Delete Voucher

Voucher must not be posted, selected for
payment, or paid. A voucher associated
with an existing debit memo adjustment

voucher cannot be deleted unless all
related vouchers are deleted first.

Determine
Required
Maintenance

A 4

Run Batch
Budget
Checking
Process

End

Create and

Select

Unpost Voucher?—»| Unpost Voucher

Process

\ 4

Journals

Required
ainteM

Voucher must be posted and must
not be selected for payment,
partially paid, or fully paid.

Close Voucher————p{ Close Voucher

A

Voucher must be posted and must
not be selected for payment or fully
paid. Enter a Manual Close Date and
check Mark Voucher for Closure.

Adjustment Voucher?

Select Adjustments Voucher
style and enter adjustment
lines as appropriate.

A 4

Run Batch
Voucher Post
Process

.| Enter Adjustment
Voucher
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Lesson 1. Checkpoint

CARDINAL

Now is your opportunity to check your understanding of the course material.

Answer the review questions below:

1) In Cardinal, all users share the same vendor database. (TRUE or FALSE)

2) Once the voucher for a one-time vendor is entered and saved, the vendor becomes inactive. (TRUE
or FALSE)

3) Payments for goods / services from other State agencies are entered and processed like regular
vouchers. (TRUE or FALSE)

15



Lesson 1. Summary

—

CARDINAL

In this lesson, you learned how to:

» Describe key voucher processing concepts

» Describe the overall voucher process

16



Lesson 2: Creating a Voucher

CARDINAL

In this lesson, we will learn about the following topics:
* Verifying the vendor exists in Cardinal
» Entering invoice information
» Uploading Interfacing vouchers
» Adding multiple invoice and/or distribution lines
» Entering payment information
» Saving the voucher

» Reviewing other voucher pages

17
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CARDINAL

Verify Vendor Exists in Cardinal

Before entering a voucher in Cardinal, verify
that:

 The vendor exists
* The address you need to pay is listed
e The location information is listed

To search for a vendor, use the following path:

Main Menu > Vendors > Vendor Information
> Add/Update > Review Vendors

The Review Vendors page displays. Enter
your Search Criteria and click the Search
button.

Vendors that match the criteria display at the

bottom of the page. Click the Vendor ID link to

view the Vendor record.

Favgrites  Man Menu > Vendors > Vendor Information > Add/Update > Review Vendors
- - -

D Wew Wir

Review Vendors
Search Criteria
*SetiD: STATE @ endor ID: @,
Name: Cantains >| |Parksley Town Treasurer Shorthame: Equalto - @,
Withholding Name: |Eaqualto | Classification: I ﬂ
Vendor Status: :l' Type: I j
Sanctions Status: :l' Persistence: I =
Alternate Payee Name Equalto j‘ ity: Parksley
Address: Equalto - ountry: usa @

. IV, @
Customer Number: State: VA .
D Type: (Invalid Value) Postal:
VAT Registration ID: Bank Account #:
Withholding Tax ID:

B2 gt K g orq O

) Addtional Vendor info || Audit Information

SetiD Vendor ID Name 1

= PARKSLEY TOWN PARKSLEY T-  PARKSLEY TOWN
SEUZ | EEDiess TREASURER 001 TREASURER

Shortame Alternate Payee Name  Address City

PO BOX 256

PARKSLEY VA USA Active

State Country  Effective Status

18



Review Vendors Page

Favqrrites © Main ‘I':'Ienu > Venvdors > Vendor Irlforrratiﬂn > Addfl:lrpdate > Review Vendors
2] Mew Wil
Review Vendors
“SetlD: STATE N Vendor ID: @
Hame: |Dnntains j |F’arks|ey Town Treasurer ShortHame: |Equal to j | @,
Withholding Name: | Equal to =l Classification: I j
Vendor Status: I ﬂ Type: I ﬂ
Sanctions Status: I ﬂ Persistence: I j
Alternate Payee Name [Equalto = | City: [Parksley
Address: |E'3IUEI| to = | Country: Usa @,
Customer Number: | State: VA i
o Type: | (Invalid value) = | Postal: |
VAT Registration 1D: | Bank Account # |
Withholding Tax ID: |
~ Search | Clear Add Vendor
Search Results Customize | Find | View A1 | B 38 First B g op4 O Last
@I Additional Vendor Info || Audit Information
SetlD Vendor ID Name 1 ShortHame Alternate Payee Name |Address City State Country Effective Status
STATE | 000010572% = _TQEESGE{YE;DWN EDA?KSLEY = _TQEESGE{YE;DWN PO BOX 256 PARKSLEY WA USA Active

19



Using Taxpayer Identification Number (TIN) as a

~3Search Option

CARDINAL

If you know a vendor’s Taxpayer Identification Number (TIN), you can use it as search option.

* Inthe ID Type field, select the type of ID you want to use.
There are three that are used in Cardinal. They are:
* EIN — Employer Identification Number
* SSN - Social Security Number
* Other

Favorites | Main Menu > \-’envdors b \-’endorlllformation b Add,lepdate > Review Vendors

Social Security Mumber
W8 Identification Number

(Invalid Value)

Review Vendors
Search Criteria
*SetiD: STATE @, Vendor ID:
Name: Equalto - Shorthame:
Withholding Name: Equalte d Classification:
Vendor Status: v Type:
Sanctions Status: v Persistence:
Alternate Payee Name Equalto T City:
Address: Equalto - Country:
Customer Number: State:
ID Type: (Invalid Value) |L Postal:
i i . Bank Account #:

VAT Registration 1D: Adoption Taxpayer ID
Withholding Tax ID: Employer ID Number

Individual Taxpayer ID

Other Search

Equal to

Clear

Add Vendor

L.EI Mew Window L]

20



Using Taxpayer Identification Number (TIN) as a
Search Option (continued)

CARDINAL

* Enter the ID number in the field next to the ID type selected
* Click the Search button
» Cardinal displays the vendor in the Search Results section.

Click the Vendor ID link to view the Vendor record.

Favorites Main Menu > Vendors > Vendor Information > Add/Update > Rewview Vendors
-~ -~ ~

1 Mew Win
Review Vendors
Search Criteria

*SetiD: STATE @, Vendor ID: @,

Name: Equal to - | ShortHame: Equal to - @,
Withholding Name: Eqgual to - | Classification: -
Vendor Status: - Type: -
Sanctions Status: - Persistence: -
Alternate Payee Name Equalto - City: [

Address: Equal to - | Country: @,

Customer Humber: | P ' State: @,

ID Type: Employer ID Mumber ~ [[108455540 | Postal:

WAT Registration 1D: | Bank Account #: |

Withholding Tax 1D: |

Clear

Add Vendor

Customize | Find | View 20| BV 3 Fist Bl 4 g 0ra T Lagt

Additional Wendor Info Audit Information =¥
ketiD Vendor ID Hame 1 ShortName ‘:2;':313 P Address City State Country Effective Status
STATE  |00000021 1 CasePaperCoine | ASEPAPERS case papercoinc 3624 Century Place Charlotts  |NC UsA Active
=TATE  |0000002114 5 Case Paper Co Inc S&SE PAPER- |oce paperColne 3624 Century Place Charlotte  |NC usA Active
STATE  |0000002114 5 Case PaperColnc | SOSE PAPER- 3624 Century Place Charlotte  |MC usa Active
STATE 0000002114 5 Case PaperCoinc | LUSF PAPER- 3524 Century Place Charlotte  |NC usa Active
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Using TIN as a Search Option (continued)

Favarites Main Menu > Vengors > Vendor In‘formation 3 Addj‘U‘pdate > Review Vendors
7 New Wind
Review Vendors
*SetiD: STATE @, Vendor ID: @,
Hame: Equal to | ShortName: Equal to il @,
Withholding Name: Equalto hd | Classification: hd
Vendor Status: - Type: v
Sanctions Status: h Persistence: v
Alternate Payee Name Equalto h | City: |
Address: Equalto - | Country: @,
Customer Number: | State: Q
ID Type: Employer ID Mumber - [‘1 05455540 Postal:
VAT Registration ID: | Bank Account #: |
Withholding Tax 1D: |
|  search i | Clear Lod Vandor
Search Results Custormize | Find | View 21 | B | 3 First B 4 org I Lot
CET s e  Additional Vendor Infe || Audit Information =¥
SetiD Vendor ID Hame 1 Shorthame ‘:I‘::‘:‘ate SIS Address City State  Country Effective Status
STATE 00000021 1k,’f| Case Paper Co Inc UC[?_?E PAPER- Case Paper Colnc. 3624 Century Place Charlotte NC USA Active
STATE 000000211453 CasePaperCoine  SMSFPAPER Icage papercoine. 3624 Century Place Chariotte NG |USA Active
STATE 0000002114 F Case Paper Co Inc UC[?_?E SRR 3624 Century Place Charlotte MNC LISA Active
STATE 000000211453 CasePaperColne )55 PAPER- 3624 Century Place Charlotte NC  USA Active
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Accessing Vendor Record

—

CARDINAL

When you click the Vendor ID link, a page displays like the one below with three links:

* Vendor Maintenance — opens the Vendor record

* Vendor Conversation — opens the Vendor Conversation page which is used to record notes
regarding communications with the vendor

* Vendor Contact — opens a page that displays the vendor’s contact information

Click the Vendor Maintenance link.

Favorites | Main Menu > Vendors > Vendor Information > Add/Update > Review Vendors

Flease select one of the following links:

[Yendor Maintenance |
Vendor Conversation
Vendor Contact

Zancel

23



Accessing the Vendor Record (continued)

The Identifying Information page displays. Make a note of the Vendor ID as this will be used when you
enter a voucher.

Click the Address tab.

Favarites Main Menu > Ven‘gors > Vendor Irlforrrﬁtion > Add,fl:l'pdate > Vendor

E| Eelated Information

" summary BB e E B Address | Contacts || Location | Custom |

SetiD: STATE *Vendor Hame 1: |PARKSLEY TOWN TREASURER
Vendor ID: 0000111462 Vendor Name 2: |

*Vendor Short Name: PARKSLEY T PARKSLEY T-001 Withholding

*Classification: Local Government - Check for Duplicate | Open For Ordering
HCM Class: -

*Persistence: Regular -

*Vendor Status: Approved h

Attachments (0

 ExpandAl  Collapse Al
Vendor Relationships
Corporate Vendor InterUnit Vendor
Corporate SetiD: [sTATE | InterUnit Vendor ID: | @,
Corporate Vendor ID: |DIZIEID1 11462 | PARKSLEY TOWN TREASURER

Create Bill-To Customer
Create Bill To Customer

} Additional ID Numbers |

24



|Verify Address

The address tab is used to verify that the payment address for the voucher, exists on the Vendor record.
Use the View All link to see all addresses if the vendor has more than one. If the remit to address needed
Is not listed, you will need to either contact DGS (for eVA vendors) or submit a Vendor Maintenance
Request form to the CVG (for fiscal vendors).

Fa\roriteséMain Menu > WVendors > Wendor Information > Add/Update > Vendor

Summary Identifying Information rAddress | contacts Location Custom

SetlD: STATE

Vendor ID: 0000105728 Short Viendor Name: PARKSLEY T-001 Name: PARKSLEY TOWN TREASURER

Vendor Address Find | View Al First EI 1 .0f 1 DI [ast

Address ID: 1
Description: Address Type: Remitting

Find | View Al First Kl 1 of 1 I3 Last

Effective Date: 04/15/2014 Effective Status: Active

Country: USA United States Preferred Order Method Print
Address 1: PO BOX 256
Address 2:
VA VLIN:
eVA Address ID:
City: PARKSLEY
County: Postal: 29471
State: WA Virginia
Email ID:
Phone Information customize | Find | View A1 BV | 88 First B0 q074 O Last
Type Location Prefix Telephone Extension
Business Phone 801/562-5017
:@ Save :@“RetumtnSaaﬁ:h E Notify Update/Displal

Summary | [dentifying Information | Address | Contacts | Location | Custom 25




In this example, the vendor has 4 addresses. You can use the View All link to scroll down or use the

arrow to view the next address.

Favorites Main Menu > Venvdors > Vendorlrlfomﬁtion ¥ hddelpdate »  Wendor

" Summary | ldentifying Information Contacts | Location || Custom

[=] Related Information

SetiD: STATE Vendor Address Search
Vendor ID: 0000004392 Short Vendor Name: PELICAMN PA-001
dor Add
Address ID: 1
Description: | Address Type:
Details
Effective Date: 09/29/2012 |[5] Effective Status: Active
Country: [Usal@,  United States Preferred Order Method
Address 1: [Po BOX 28252
Address 2: |
eVA VLIN: [

eVA Address ID: [

Name: FPelican Paper Co

Withholding

City: [RiIcCHMOND

County: [ Postal: 23223
State: VA 2, Virginia

Email 1D: |

eVA Registration Type b eVi Vendor{todel
[7] Accepts Procurement Card as payment method Card Type -

Phone Information

*Type Location Prefix

¥ Payment/Withholding Alt Names

Customize | Find | Vie
Telephone

w Al Bl | il

Extension

I

Business Phone -

First BI 1 of 1 I Last

==

=]
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Payment Alternate Name

Cardinal allows an Alternate Payee to be set up on an address for a vendor in the Payment Withholding
Alt Names section. When verifying the address for an alternate payee, be sure to select the correct
address with the Alternate Payee name. You can see if the vendor has an Alternate Payee Name by
opening up the Payment Withholding Alt Names section on the page.

SetiD: STATE Vendor Address Search
Vendor ID: 0000003664 Short Vendor Name: PETE PAWLU-001 Name: Pete Pawluk
Address ID: 1
Description: | Address Type: Withholding -
Details
Effective Date: 10114/2014 |5 Effective Status: Active -
Country: WQQ United States Preferred Order Method -
Address 1: [1101 Dunes street 305
Address 2: [
VA VLIN: |
eVA AddressID: |
City: |Fredericksburg
County: | Postal: W
State: VA 1@, virginia
Email ID: |
eVA Registration Type e VA Vendor Code |
[[] Accepts Procurement Card as payment method Card Type .
Name 1: |Digi-Crane LLC
Name 2: | 27




Verify Location

—

CARDINAL

Location in Cardinal refers to a default set of rules in the
vendor record for the methods of doing business with the
vendor. Each vendor has at least one default

location. The Location includes the rules for processing
Accounts Payable transactions.

More than one Location may be set up for a vendor if
more than one set of rules is needed for different
circumstances. For example:

e |f a vendor uses more than one bank to receive
electronic payments, a separate Location is
needed for each bank.

* |If avendor is subject to a lien, levy, garnishment,
etc. on Accounts Payable payments, a special

Location named LEVY XXX may need to be set up.

Verify the correct Location exists for the vendor. If the
Location is not correct, complete the Vendor
Maintenance Request form and submit it to the CVG for
processing.

Favu_ntes Main_Menu » Vendors > Vendor Information > AddfUpdate » Vendor

Summary  ldentifying Information | Address | Contacts Custom
SetiD: STATE
Vendor ID: 0000003662 Short Vendor Name: XEROX CORP

Avendor location is a default set of rules which define how you conduct business with a vendor.

“Location: EPAY 7] Default
Description: ePayables
*Effective Date: 0710/2011 [ Effective Status: Active
Options: Payables Procurement Sales/Use Tax Globali1099
»
»
b
»
Expand All Collapse All

(5] save |[Gf Retumto Search < Notify

Summary | Identifving Information | Address | Contacts | Location | Custom

[=] Related Infor

Name: XEROX Corporation
= =
RTVFees Aftachments (0) =
FHE
Expand All Collapse Al
Withholding
L+ Add

28




Verify Location (continued)

Favgjte& Mahflenu » Vendors > Vendor Information > Add/Update > WVendor
H - - -

( Summary i[E |dentifying Information i[E Address ’[E Contacts \ ! Custom N

E| Felated Infg

Setll: STATE

Avendor location is a default set of rules which define how you conduct business with a vendor.

Vendor ID: 0000003662 Short Vendor Name: KEROX CORP Hame: KEROX Corporation

Find | View Al Firit B 10f2 I Last
*Location: EPAY Default RTV Fees Attachments (0 =]
Description: |eF*a].rabIes
Details e
*Effective Date: 07102011 [H  Effective Status: Active v =]
~ ExpandAll  CollapseAll

Options: Payables Procurement Sales/lse Tax Global 1098 Withholding
b Additional ID Numbers

Comments
F Internet Address

VAT

. ExpandAl Collapse Al
5] save [of Returnto Search =] Notify |Btdd| [Etpgatemispiay|

Summary | Identifying Information | Address | Contacts | Location | Custom

29



ldentifying eVA vs. non eVA Vendors

—

CARDINAL

To determine if a vendor is an eVA vendor, click the Custom tab. Ifitis an eVA vendor, the Vendor
Field C30 B indicates eVA Interfaced Vendor. If this field is blank, then it means the vendor is a non
eVA (fiscal) vendor.

If it is an eVA vendor that requires updates, your agency must contact eVA Customer Care
representative regarding changes by contacting eVACustomerCare@dgs.virginia.gov.

If it is a non eVA vendor which requires updates, complete the Vendor Maintenance Request form and
submit it to the CVG for processing.

Fa\rovrrtes Ma\n_Menu > Venvdors > Vendor Invformation > Add,"vadate > Vendor
[=] Related Inform

Summary Identifying Information Address Contacts Location D

User Definable Vendor Fields

SetlD: STATE

Vendor ID: 0000003662 Short Vendor Name: XEROX CORP Name: XEROX Corporation

Vendor Field C30 A: 0 Vendor Field C30F: 11192013

Vendor Field C30 B: eVA Interfaced Vendor I Vendor Field C30 G:

Vendor Field C30 C: Vendor Field C30 H:

Vendor Field C30 D: Vendor Field C30 &

Vendor Field C30 E: Vendor Field C30 .J:

Zave oM Return to Search | [Z] Motify Update/Display J._'] Include History

Summary | [dentifving Information | Address | Contacts | Location | Custom
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ldentifying eVA vs. non eVA Vendors (continued)

CARDINAL

Favarites Main Menu > Vendors > Vendor Information > Add/Update : Vendor
E Related Informd

Summary | |dentifying Information | Address | Contacts | Location
User Definable Vendor Fields
SetlD: STATE
Vendor ID: 0000003662 Short Vendor Hame: KEROX CORP Hame: XEROX Corporation
Vendor Field C30 A; 0 Vendor Field C30F; 1111902013
Vendor Field C30 B: eV Interfaced Vendor Vendor Field C30 G:
Vendor Field C30 C; Vendor Field C30 H:
Vendor Field C30 D: Vendor Field C30 L
Vendor Field C30 E; Vendor Field C30 J;

Save | [ah Retumnto Search | | =] Notify Update/Display | | = Include History
Summary | Identifying Information | Address | Contacts | Location | Custom
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Hands on Practice — Search for a Vendor

CARDINAL

This practice will reinforce the concepts learned in the lesson. Your instructor will provide direction
regarding the activity. Please ask your instructor if you have any questions.
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Entering a Voucher

CARDINAL

To enter a voucher, access the voucher entry page.

You can navigate to the voucher entry page using the following path:

Main Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry
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Entering a Voucher (continued)

—

CARDINAL

On the Voucher page, there are two tabs. The Favorites . Main Menu > AccnuntEPayable > Vnu5h9r5 3 Add,"Llpdate > Regular Entry
Find an Existing Value is used to access an
existing voucher and the Add a New Value tab
is used to enter a new voucher.

Voucher

Find an Existing Value

To enter a voucher:

Business Unit: 15100 @,
« Click the Add a New Value tab. Cardinal vouenerld Lo
. Voucher Style: Regular Voucher j
does not reqUIre that yOU CompIEte the Short Vendor Name: TOTAL SEMI-001 |3,
fields on this page. However, when you Vendor ID: 0000038313 @,
do, Cardinal populates some voucher Vendor Location: MAIN @,
entry information on other pages for you. Address Sequence Number: 213,
Invoice Number: 123456
Invoice Date: 01/20/2014 [5)

* The Business Unit field defaults to your Gross Invoice Amount: 600.00
agency based on user preferences in Freight Amount: 0.00
Cardinal. This field can be changed for Misc Charge Amount: 0.00
users who enter vouchers for other Estimated No. of Invoice Lines:| 1
business units. raa

Find an Existing Value | Add a New Value
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Entering a Voucher (continued)

—

CARDINAL
N The Voucher |D fleld Value defaUItS Favorites - Main Menu > AccnuntEPa}rable ¥ UDUEhEFS ¥ Addlepdate » Regular Entry
to NEXT. When the voucher is
saved, Cardinal automatically Voucher
generates the Voucher ID number.
Interfacing agencies change the Eind an Existing Value
value of NEXT to the voucher number
used in their system Business Unit: 15100 |@,
Voucher ID: MEXT
Voucher Style: Regular Voucher ;l
« The Voucher Style fields value Short Vendor Name: TOTAL SEMI-001 | @,
defaults to Regular Voucher. Vendor ID: 0000038913 @,
Vendor Location: MAIN @,
L. Address Sequence Number: 2|@,
* Short Vendor Name: This is the invoice Number: 59456
vendor’s abbreviated name. This Jvoice Date: 0112012014 |5
populates when the Vendor ID is Gross Invoice Amount: 600.00
entered or selected. Freight Amount: 0.00
Misc Charge Amount: 0.00
Estimated No. of Invoice Lines: 1
Add
Find an Existing Value | Add a Mew Value
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Entering a Voucher (continued)

—

CARDINAL
N The Vendor ID iS the Value aSSigned Favorites - Main Menu > AccnuntEPa}rable ¥ UDUEhEFS ¥ Addlepdate » Regular Entry
to a vendor when it is created in
Cardinal. If you know the vendor ID, Voucher
enter it here. You can use the look
up feature to search for a vendor if Find an Existing Value
necessary.
Business Unit: 15100 @,
« Once you enter the Vendor ID, the VoueheriD: e
following field values populate: _oneher B SRt =
Short Vendor Name: TOTAL SEMI-001 [
Vendor I 0000038913 &,
e Short Vendor Name Vendor Location: MAIN @,
Address Sequence NHumber: EOJ
Invoice Number: 123456
e Vendor Location Invoice Date: 01/20/2014 |
Gross Invoice Amount: 600.00
Freight Amount: 0.00
» Address Sequence Number Misc Charge Amount: 0.00
Estimated No. of Invoice Lines: 1
Add
Find an Existing Value | Add a Mew Value
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Entering a Voucher (continued)

CARDINAL

The Vendor Location refers to a default set of
rules in the vendor record for the methods of
doing business with the vendor.

The Address Sequence Number is a system
generated ID number assigned to a vendor’s
address.

In the Invoice Number field, enter the number
the vendor has included on the invoice. Even if
the vendor does not have a vendor invoice
number, one must be added.

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

Voucher

Find an Existing Value

Business Unit: 15100 @,

Voucher ID: MEXT

Voucher Style: Regular Voucher j
Short Vendor Name:; TOTAL SEMI-001 OJ

Vendor ID: 0000038913 &,

Vendor Location: MAIN @,

Address Sequence Number: EOJ

Invoice Number: 123456

Invoice Date:

Gross Invoice Amount:
Freight Amount:

Misc Charge Amount:

Estimated No. of Invoice Lines:

Add

01/2002014 [

1

Find an Existing Value | Add a New Value

600.00
0.00
0.00
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CARDINAL

Entering a Voucher (continued)

* Inthe Invoice Date field enter the date on the
invoice from the vendor.

 Use the Gross Invoice Amount field to enter
the total amount of the invoice.

* The Freight Amount and Misc. Charge
Amount fields are not used in Cardinal.

» The Estimated No. of Invoice Lines field
defaults to 1 and can be changed to
anticipated number of lines needed.

Click the Add button.

Favorites | Main Menu > Accounts Payable > Vouchers > Add/Update » Regular Entry

Voucher

Find an Existing Value

Business Unit: 15100 @,
Voucher ID: MEXT
Voucher Style: Regular Voucher j
Short Vendor Name: TOTAL SEMI-001 OJ
Vendor ID: 0000038913 @
Vendor Location: MAIN @,
Address Sequence Number: EOJ
Invoice Number: 123456
Invoice Date: 01/20/2014 EJ
Gross Invoice Amount: 600.00
Freight Amount: 0.00
Misc Charge Amount: 0.00
Estimated No. of Invoice Lines: 1

Add

Find an Existing Value | Add a New Value
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Invoice Information Page

CARDINAL

The Invoice Information page displays. The information

entered on the Add a New Value tab populates some fields

in the first section of this page, including:

.....

* Invoice No.

* Invoice Date
 Vendor ID

e ShortName
 Location

» Address (invoicing)
 Total Voucher Amount

Do not make changes to the vendor’s address on the
Invoice Information page. Note that the default address
that displays on this page is the invoicing address and may
not match the payment address. The payment address is
entered on the Payments tab.

Payments to the vendor are sent to the address located on
the Payments page. The process for verifying and
changing a vendor’s address is covered later in this course
when the Payments page is reviewed.

.....

|||||

Unit Price:

Descrigtion

uuuuuuuuuuu
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CARDINAL

Invoice Information Page (continued)

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

IWGIERL I EUGL B Payments || Voucher Attributes

El Related Information (20 New Win

Invoice No: |123455

Business Unit: 15100 Action:
Voucher ID: MNEXT Invoice Date: 01/20/2014 [ =]
Voucher Style: Regular Voucher Accounting Date: [01/22/2014 [E21 Run

I™ Final Voucher-
I Do Mot Send to CARS

VendorID: |(00000388913 @, Total Seminars Invoice R ipt Date: E{J Session Defaults

ShortName: | TOTAL SEMI-001 @, 12929 GuIf Freeway #105 Goods & Services ReceiptDates] | Attachments (0
MAIN @,
Location:

,2—% VA10057208 Comments(0})
*Address: Houston, TX 77034

Advanced Vendaor Search

Control Group: @, *Pay Terms: A o @ Net 30 Calc Basis Date

Invoice Lines: 0.00 Basis Date Type: Prompt Payment
*Currency: USD'@, Responsible Org: 10000 @, _

+ = E [ . .
Miscellaneous: = Customer Account #: Mon Merchandise Summa I Frint Invoice
Freight: ﬂ ROW Acquisition 1D:

Total: i 600.00'
Difference: 0.00 Copy From Source Document

PO Unit: @,
PO Number: @, Copy PO

Copy From: |N0ne LI Go

Calculate

Invoice Lines

Line: 1 Item: Q uom: %
*Distribute by: Amount =] Unit Price: Quantity:

Ship To: COVA @, Line Amount: 600.00

SpeedChart: S pescription: |

[~ One Asset

Multi-SpeedCharts
I Calculate |

Customize | Find El irst Kl 1 o1 4 D1 Last
" Exchange Rale || Statistics | Assets |
COD‘: Line Merchandise Amt Quantity *GL Unit Account Fund Program Department Cost Center
= [ 1 600.00 | [15100 |2, | @, | @, | @, | @, | @,
< | o
_ Save | |[Z] Notify | :S Refresh | _I:.‘.. Add | | 7] Update/Display

Invoice Information | Payments | Voucher Attributes
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CARDINAL

Invoice Information Page (continued)

Most of the data entry to create a voucher occurs on this page. Various fields are used depending on

the voucher:

» Accounting Date: The accounting date defaults to the current date and should not be change.

* Do Not Send to CARS checkbox: This box is checked when you do not want the transaction to be
sent to CARS. You may need to check this if you already keyed this invoice directly into CARS for

payment. See the job aid entitled Do Not Send to CARS Flag for Vouchers for more details.

* Invoice Receipt Date: The date the invoice was received by your agency.

 Goods and Services Receipt Date: The date the item was received or the services rendered.

This field is used to calculate Accounts Payable totals for year end accrual reporting.

The Invoice Receipt Date and the Goods and Services Receipt Date fields are used along with the 30
(Net 30) payment terms to populate the scheduled due date.

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

Bayments Voucher Attributes
Business Unit: 15100 Invoice Ho: 123456
Voucher ID: MEXT Invoice Date: 01/20/2014 Ex
Voucher Style: Regular Voucher I Accounting Date: 01/22/2014 E2A) I

=] Related Information

[~ Final Voucher

Action:

Run

I [[] Do Mot Send to CARS I

VendorID: (0000038913 @, Total Seminars Invoice Receipt Date: 01/22i2014 |[5 Session Defaults
Shortiame: [TOTAL SEMI-001 @, 12929 Guif Freeway #105 Goods & Services Receipt Date:01/08/2014 |[51 Atachments (0)
Location:  MAIMN n VA10057208 Comments(0)
*Address: 2 < Houston, TX 77034

Advanced VYendor Search
Control Group: @, |*Pay Terms: = [ao @, Met 3 Calc Basis Date
Invoice Lines: 0.00 Basis Date Type: Prompt Payment
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CARDINAL

Invoice Information Page (continued)

Favorites Main Menu > Accounts Payable » WVouchers » Add/Update : Regular Entry

Payments | Voucher Aftributes

E Related Information @

Vendor ID: 0000038313
ShortName: TOTAL SEMI-001
MAIN

Location:
*Address: ‘2

=l =~y =

Advanced Vendor Search

Business Unit: 15100
Voucher ID; MEXT
Voucher Style: Regular Youcher

Invoice No: 1123456

Invoice Date: 0112012014 El

Accounting Date: 0112212014 g | (
: ["| Final Voucher

Total Seminars
12829 Gulf Freeway #105

VA10057208
Houston, TX 77034

Control Group: |

Invoice Lines:

0.00

Q

Action:

Run

|_DDD Mot Send to CARS

Invoice Receipt Date: 01/2212014 |4

Goods & Services Receipt Date:|01/08/2014 [+

*Pay Terms:;

Basis Date Type:

A [ Y a3

Prompt Payment

Session Defaults

Attachments (0

Calc Basis Date

Comments(0
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About Pay Terms

—

CARDINAL

Every voucher requires a scheduled payment date which is populated based on the selected Pay Terms.
In Cardinal, there are three Pay Terms configured to facilitate processing vouchers with the correct
Payment due date:

« 30 - Net 30 — This term is used when there is no specified payment date in the contract and payment
Is due thirty days after the receipt of the invoice or goods or services, whichever is later.

* OOPP — Due Immediately Prompt Payment (Due now PP) — This term is used when there is a
specified payment date in the contract.

* 00 - Due Immediately (Due Now) — This term is used when the voucher does not require a due date
and is not subject to Prompt Payment statutes.

See the job aid entitled AP312 Using Pay Terms for more details about pay terms.
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Invoice Information Page — Pay Terms

—

CARDINAL

» Pay Terms: This field defaults to 30 (Net 30). Leave the default if you want Cardinal to calculate a
due date in compliance with Prompt Pay.

» Basis Date Type: This field specifies the business rule for due date calculation.

If you need to change the Pay Terms to 00 Due Immediately or OOPP Due Immediately Prompt Pay
click the Pay Terms Details icon.

Favorites - Main Menu > Accounts Payable > WVouchers » Add/Update > Reqular Entry
U SO, x I‘lLILI".:ilLlII.vIA LAY v
Advanced Vendor Search
Control Group: @, [Pay Terms: = a0 Al netao Calc Basis Date
Invoice Lines: £00.00 Basis Date Type: Prompt Payment
*Currency: USD,  Responsible Org: 10000 @,
Maon Merchandise Summary . :
Miscellaneous: = Customer Account & 238425 Print Invoice
Freight: :I ROW Acquisition 1D:
Total: 600.00
Difference: 0.00
PO Unit: @,
Calculate
PO Number: OJ Copy PO
Copy From: Mone =] Go
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Invoice Information Page — Basis Date Type

—

CARDINAL

The Payment Terms page displays. If a payment does not require a due date and is not subject to
Prompt Pay, use 00 Due Immediately:

Select the Payment Terms ID 00 Due Immediately

[}
* From the Basis Date Type drop down menu select Inv Date
» The Basis Date field populates
» Click the Back to Invoice link
Fa\.fo_r'rtes MainvMenu > Accountipavable > \-’oushers > Add,l’Llpdate > Regular Entry
Payment Terms
 mecmamm|
Business Unit: 15100 Invoice Number: 123456 VAT Entity:
Voucher ID: NEXT Vendor: 00000023662 XEROX Corporation Invoice Date: 09/01/2014
L-Payment Terms ID: 00 @ Due Immediately |
“Due Date Control: TErms -
Basis Date Type: IIn'v' Date vl
Basis Date: 09/01/2014 1l
~Discount Due pate: |
Due Date: |
*Discount Amount Control: |Terms ;I
Account At: [Gross =
Discount Amount: |
Basis Amt: 600 00
By 4 ]
Line Description Merchandise Amount Apply Discount
1 G00.00 =




Invoice Information Page — Basis Date Type

—

CARDINAL

If the payment requires a due date other than the prompt pay calculated due date (30) use OOPP Due
Immediately Prompt Pay:

Select the Payment Terms ID O0OPP Due Immediately Prompt Pay

* From the Due Date Control field drop down menu, select User
» Enter the appropriate date in the Due Date field
* Click the Back to Invoice link

Favorites ;| Main Menu > AccountgPavabIe » Voughers > Addlepdate > Regular Entry

Payment Terms

Business Unit: 15100 Invoice Humber: 123456 VAT Entity:
Voucher ID: NEXT Vendor: 0000002662 XEROX Corporation Invoice Date: 09/01/2014
*Payment Terms ID: 00PP @, Due Immediately Prompt Pay

*Due Date Control: Juser =1

Basis Date: |

Discount Due Date: E]

Due Date: 09/23/2014 Bl

*Discount Amount Control: |Terms j

Account At: IG[USS j

Discount Amount: | 0.00

Basis Amt: §00.00

= K L

Line Description Merchandise Amount Apply Discount

1 600.00 ~




—

CARDINAL

Invoice Information Page

* Responsible Org: This field identifies the Dept ID (department) of the person entering the
voucher and can be updated if the user is entering vouchers for another department. The value in
this field is used to determine which users will receive this voucher for approval and reporting.

» Customer Account #: This field is optional. Enter your customer account number from the
invoice if one exists. The customer account number displays in the remit section on the payment

to assist the vendor with correctly applying the payment.

Favorites - Main Menu > Accounts Payable > WVouchers » Add/Update > Reqular Entry
U SO, x I‘lLILI".:ilLlII.vIA LAY M
Advanced Vendor Search
Control Group: @,  *Pay Terms: = [a0 Net 30 Calc Basis Date
Invoice Lines: £00.00 Basis Date Type: Prompt Payment
*Currency: USD @, | Responsible Org: 10000 @,
Jan W dise 2 " -
Miscellaneous: '_] Customer Account £ 239425 Maon Merchandise Summary Print Invoice
Freight: ,._] ROW Acquisition 1D:
Total: 600.00
Difference: 0.00
PO Unit:
Calculate
PO Number: Copy PO
Copy From: Mane j Go
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CARDINAL

Invoice Information Page (continued)

» SpeedChart: A SpeedChartis a shortcut. It populates a predetermined Chart of Accounts value
string (such as fund, program, department), in the distribution line. Click the lookup icon to select a

SpeedChart value if your agen

* Line Amount: The total amount of the invoice line. A voucher can have more than one invoice

line.

» Description: Use this field for your agency’s Purchase Order (PO) number. Any information
entered in the Description field carries over to the GL journal line.

» Distribution Lines section: This section provides the charge distribution information for the

cy elected to use them.

current invoice line. An invoice line can have more than one charge distribution.

(4 L4
+.|| =
Line: 1 Item: @, vom: @, /=]
*Distribute by: Amount - it Price: Quantity;
Ship To: COVA 2. | Line Amount: 600.00
SpeedChart: 2, | Description: PO 12546
[l one Asset
Multi-SpeedCharts
Calculate
- =g 4] |
i 3 ' Exchange Rate Statistics Assets
Copy . Merchandise . . .
T Line Amt Quantity GL Unit Account Fund Program Department Cost Center
=] | 1 600.00 15100 @ @, @, @, @,
4 T Pk
EJJ Save =] Motify % Refresh =% Add 7| Update/Display
Invoice Information | Bayments | Youcher Attributes
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Invoice and Distribution Lines

CARDINAL

In Cardinal you enter one voucher for each
invoice. An invoice may be entered with more
than one Invoice Line and more than one
Distribution Line.

The Invoice Lines section tracks the
information about each line on the invoice. For
example, if you receive an invoice from an office
supply company for office supplies and
equipment repairs, you can enter one voucher
with two Invoice Lines: one line for office
supplies and one line for equipment repairs.

The Distribution Lines section tracks where
each invoice line is charged. You can enter
multiple distribution lines for each invoice line.
This allows you to charge the cost of the office
supplies to one department and spread the cost
of the equipment repairs to the departments
who share the use of that equipment.

This Invoice Information page shows a
voucher with two Invoice Lines. Each Invoice
Line has two Distribution Lines.

Favorites - Main Menu > Accounts Payable » Vouchers » Add/Update » Regular Enfry

e
| ;; A | Hem: 9, yom: Q
*Distribute by: Amount v Unit Price: Quantity:
ship To: COVA 9 Line Amount 23000
SpeedChart: | Q Description: PO 34582
[] one Asset
Multi-SpeedCharts
Calculate
= L BN ]
) ExchangeRate || Stafistics | Assets
;DD\% Line  Merchandise Amt Quantity GL Unit Account Fund Program Department Cost Center
] =] O 1 200.00 15100 5012750 @ |o1000@, 799001 @ (92100 ey ey
® = O 2 50.00 15100 5012750 @, |oto00@, 799001 @ (95200 ey ey
£ b
=
tem: % yom: 2
*Distribute by: Unit Price: Quantity:
Ship To: COvA 2 Line Amount 250.00
SpeedChart 9, pescription: PO 29567
[Jone Asset
Multi-SpeedChars
Calculate
- =1 L L1
| ExchangeRate | Stafistics | Assefs
500\% Line  Merchandise Amt Quantity  GL Unit Account Fund Program Department Cost Center Ta
[ =] O 1 150.00 15100 5012750 @ 01000, [798001 @, 92100 @ @,
] (<] O 2 100.00 15100 5012750 @ |o1000@, (799001 @, (91100 Q Q@

-

7
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Invoice and Distribution Lines (continued)

Invoice Lines

Favorites Main Menu > Accounts Payable > WVouchers : AddfUpdate > Regular Entry
Find | View 1 First * 1-20f2 L Last

*Distribute by:
Ship To:
SpeedChart:

1 I [tem:
Amount v Unit Price: ] wamty: [
COVA @, Line Amount: | 250.00
" 9 Dpescription: [PO 24582
[]One Asset

Multi-SpeedCharts

2, yom: @,

| Calculate |
~ Distribution Lines Customize | Find | Wiew 1 | | First E1'q-2 of 2 13" ast
" Exchange Rate || Statistics || Assets |
m Line Merchandise Amt CGuantity GL Unit Account Fund Program Department Cost Center
= O 1 200.00] || 15100 [5012750 @, [01000@, (799001 @, (92100 @ | @,
= O 2| 50.00) 15100 [5012750 @, [o1000@, [Feo001 @, (95200 @ | @,
Ve 3
=]

Line: 2 ltem: @, Uon: @,
*Distribute by: mount hd Unit Price: Quantity:

Ship To: |CDW‘ @, Line Amount: | 250.00

SpeedChart: | @, pescription: PO 29687

[]one Asset

Multi-SpeedCharts
| calculate |

w Distribution Lines

First Kl 4-20f2 3 Last

Customize | Find | View 1 | &

" Exchange Rate | Stalisics ~ Assets [

m Line Merchandise Amt GQuantity GL Unit Account Fund Program Department Cost Center Ta
= O 1|| 150.00) | 15100 [s012750 @, [o1oo0@, [7oo001 @ (92100 @ | @ ]
= O 2| 100,00 | 15100  [5012750 @, [o1000@, [rego01 @ [91100 @, | @ ]

e 4
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Entering Projects on the Distribution Line

If you need to enter a value in the Project field on the distribution line, you must first enter the Project
Costing Business Unit (PCBU) in the PC Bus Unit field.

The PC Bus Unit is the same value as your agency Business Unit.

i =l (=]
Line: 1 tem: | @, yom: @,
*Distribute by: [ Amount = Unit Price: | Quantity:
Ship To: |CUVA @, Line Amount: | 100,000.00
SpeedChart: | @, pescription: |
™ One Asset

Multi-SpeedCharts
Calculate

! 1 bl -
Customize | Find | View a0 B |3 Fra T g orq 0 Last

Exchange Rate || Statistics || Assets

{:op:; Line Merchandizse Amt Quantity ] Asset Agency Use 1 Agency Use 2 E“Bus Project L Activity
(E|=l| 1 100,000.00 || @, | @ | @, | @, |[15100@, |jpooo103772@,
- s | Do 1]
[5) save | =] Wotify | {3 Refresh | s Add |7 UpdateiDisplay

Invoice Information | Payments | Voucher Attributes
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SpeedCharts

CARDINAL

SpeedCharts simplify the entry of values on distribution lines. Each agency sets up its own SpeedCharts.
Use the APY005 SPEEDCHARTS query to see a list of SpeedCharts set up by your agency.

» Entering a SpeedChart auto-populates some ChartField values and reduces the number of fields
you must enter manually. If you do not specify a SpeedChart, then you must complete all of the

required fields manually.

* In Cardinal, the SpeedCharts identify either Cost Centers or a Department. Selecting a
SpeedChart for a Cost Center or Department, auto-populates some of the remaining ChartFields
(e.g., Fund, Program, etc.). You may then need to enter values for other ChartFields (e.g.,

Account, etc.).

Cardinal allows the use of multiple SpeedCharts on a single Voucher Invoice Line. See the job aid entitled
Multiple SpeedCharts on an Invoice Line for more details.

Line: 1 Item:
Amount - Unit Price: CQuantity:
= Line Amouwnt:: | 50000

SpeedChart: 271100 O‘I Description:
eeeeeeee

SOPY  Line  mMerchandise Amt Quant

E» m~aa 7| Update/Display

ributes | Error Surmmary 52

= Sawe =1 MNotify ¥ Refresh

Summary | Related Documents | Invoice Information | Payments | Woucher Ath




- - m ™
Invoice Lines Find | View Al First S 4 of 4 L4 | ast

Line: 1 ltem: ‘ @ UO: @, E
*Distribute by: Amount Y UnitPrice: | Quantity:
Ship To: |covA @ Line Amount: | 500.00
SpeedChart: 191100 % Description: |
One Asset

Multi-SpeedCharts
- Calculate |

+ Distribution Lines customize | Find | View 41| B | B st qoq U Lo
£l 00 ExchangeRate | Stafistics | Assets
m Line  Merchandize Amt Quantity *GL Unit Account Fund Program Department Cost Center
[=] 1| 50000 | 10000 15100 @ (5012120 @ 01000@, (790001 @ (91100 @ | @
{ i 3
5 save =] Notity ¢ Refresh [hAdd 3] UpdateDisplay |

Summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary
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Interfaced Vouchers

—

CARDINAL

For interfacing agencies, the online voucher
entry pages correspond to the following record
types in the voucher upload file:

* Voucher Header Record — these fields
are entered on the top section of the

page.

e Voucher Line Record — these fields are
entered online in the Voucher Line
section.

 Voucher Distribution Record — these
fields are entered online in the Voucher
Distribution section.

Voucher Header

Favarites | Main Menu > Accountapayab\e > Vnushers > Add]Llpdate > Regular Entry
E‘Re\atedlnformatmn @NeWWmdDW E)Help .;,/CusmmizePage

Summary Belated Documents T Payments Voucher Attributes Error Surnmary
Business Unit: 18100 Invoice No: |2D1 3
Voucher ID: 00000350 Invoice Date: 09/19/2013
. i - 0972312013
Voucher Style: Regular Voucher Accounting Date: I~ Final Voucher

I” Do Not Send to CARS

Session Defaults

endor ID: IDDDDMMDQ
ShortName: IVIRGIN\A UTILI
IMAIN

Invoice Receipt Date:
Goods & Services Receipt Date:

Wirginia Ltility Protection Service Inc
1828 Blue Hills Circle ME

Attachments (0

Location: WA10061056 Comments (0
*Address: I2 Roanoke, VA 24012 Annroval Histary

Adwanced Yendor Search

;T..'!I]EI

Invoice Lines: 1551.92 *Pay Terms: Diue Mow Calc Basis Date
“Currency: uso Basis Date Type: Inv Date
Miscellaneous: & Responsible Org: 10000
Freight: l— &  Customer Account #: l— biun Merchandise Summary FrintInvaice
Totat I 155102 ROW Acquisition ID:
Difference: 0.00
Calculate
PO Unit:
PO Number: Gopy PO
Copy From: [rane =l Go
L a
Line: 1 Item: uom:
*Distribute by: Amount j' Unit Price: Quantity:
Ship To: COVA Line Amount: 1,551.92
SpeedChart: Description: IS One Asset

Voucher Distribution

ate Statistics Assets

*GL Unit Accoun it Cost Center Task FIPS

of
i Quantity Fund Program Department
[l 1 1,551.92 15100 4009028 02111 737001 95400
| | 3|
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Payments Page

CARDINAL

The Payments page displays information about
how the voucher is being paid. Most voucher
data defaults on the page from the Payment
Information section of the vendor record and/or
the Invoice Information page and does not
need to be changed.

The Payments page contains the following
sections:

* Header
 Payment Information
 Payment Options

* Schedule Payment

Favo_rrces?Malnlhlenu > Accounts Payable > Vouchers > Add/Update » Reqular Entry

Invoice Information Paymem; Voucher Atributes

Business Unit:
Voucher ID:
Voucher Style:

Total Amount:

Vendor Name;

15100
NEXT
Reqular Voucher

0.00

XEROX Corporation

Invoice No:
Invoice Date:

“Pay Terms:;

1258

05132014

30 Q

Net30

Schedule Payments

Payment:
*Remit to:
Location:
*Address;

XEROX Corporation
PO BOX 827598

WVA10000108
EVAAD11182
PHILADELPHIA, PA 191

1

0000003652 A
MAIN Q
3 Q

§2-7598

Gross Amount;

Discount:

Scheduled Due:
Net Due:
Discount Due:

Accounting Date:

0.00

Payment Information Eind | View Al First K19 of4 11 a5

UsD

000 ygp

HE

Payment Inquiry
Express Payment
Payment Comments(0)
Holiday/Currency

*Bank: 1100
*Account: TRO1
*Method: EFT @ EFT

Lei: |

Pay Group:
*Handling:
*Netting:

Hold Reason:

L L e — ey

|Regu\ar

[Not Applicable

[ENQEN JEN I EN

Message: |

Message will appear on remittance advice.

Vendor Bank

Messages
Layout
I™ Hold Payment

[™ Separate Payment

Schedule Payment

*Action: Schedule Payment ¥ | Payment Date:
Pay: ¥ | Reference:

—
——

) save | =] Hotify | |

© Refresh |

[y Add| 7| UpdateiDisplay.
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Payments Page (continued)

Favovr'rteséMain‘r\-'lenu > Accountgpayable b Voushers > Addfuvpdate > Regular Entry

Invoice Information Voucher Attributes

Business Unit: 15100 Invoice No: [1258
Voucher ID: NEXT Invoice Date: 051312014 E]
Voucher Style: Regular Voucher
Total Amount: 0.00
Schedule Payments
Vendor Name: XEROX Corporation *Pay Terms: 30 S netao : v

PHILADELPHIA PA 19182-7598

Payment Information Find | view All First K1’ of 1 1" a5
Payment: 1
*Remit to: [oooo002662 @5 Gross Amount: | 000 Lsp Bayment inquiry
Location: |r-n1AIN @, Discount: | 0.00 ysp Express Payment
*Address: [3 @, Payment Comments(0)
i Holiday/Currency
XEROX Corporation scheduled Due: | m Holiday/Curren
PO BOX 827598
Het Due: |
VA10000108
EVAAD11192 Discount Due: |

Accounting Date:

Payment Options

*Bank: J1100 Pay Group: | =1 Vendor Bank
*Account: |TRD1 *Handling: |Regu|ar j lessages
“Method: EFT @, EFT “Netting: | ot Applicable =] Lavout
LIC ID: | 5 Hold Reason: | = I~ Hold Payment

[~ separate Payment
Message: |

Message will appear on remittance advice.

Schedule Payment
*Action: | sehedule Payment =| payment Date: [
Pay: | =] Reference: |

[5) save | =] Moty | | Refresh [k Add | 3] UpdateiDispiay




CARDINAL

|Verifying Vendor Payment Address

When you enter a voucher, check the Address
and Location values on the voucher
Payments tab. A vendor may have multiple
addresses and locations from which to choose.
If the address or location you need is not listed,
you can request that it be added. Requests go
to CVG for fiscal vendors, and to eVA for
procurement vendors.

Clicking the magnifying glass opens the Look
Up Address and Look Up Location windows.

The Look Up Address popup box, does not
display the actual physical address type. You
can see the Remitting Address number.
When you verified the vendor address that you
need to use, this number will be the number of
that address. Select the address number and
the physical address displays under the
Address field on the Payments page. Verify
that this address is the correct one.

Favorites - Main Menu > AccountgPayab\e > Voushers > Add,‘Lipdate > Regular Entry

Invoice Information Voucher Aftributes

[=] Related informa

Business Unit: 15100 Invoice No:
Voucher ID: MNEXT Invoice Date:
Voucher Style: Regular Voucher

Total Amount: 0.00

Vendor Name: DOMINION VIRGINIA POWER  *Pay Terms:

Payment Information Find | View Al First K1 1 of1 I Last

Payment:

1
“Remit to: 0000053579 L8|

Location: MAIN @

Gross Amount:
Discount:

*Address: 45 (jl

DOMINION VIRGINIA POWER
P.0. BOX 26019

VA10078826
EVAAD1066622

Net Due:

Discount Due:

Accounting Dal

SELE b s et L

Scheduled Due:

[12345 Action:
083112015 i
Run
30 @, Net3o Schedule Payments
0.000 usD Payment Inquiry
0.00] usp Express Payment
Payment Comments(0
Holiday/Curren
[

te:

HE

Favorkes | Man Menu > Accounts Payable > Vouchers

» Add/Update »

Regular Entry

Remit Vendor:

Romitting Address:

Address Type:
LookUp Clear Cancal | Basic Lookup

Search Results

Deacription Hame 1
Willhold 1098 Addess ) (blank)
Is LANDOWHER I (Diank)
Main CENTRAL OFFICE blan| {blank)
FQ ADDRESS {pank (Rlank)

GARY STREET anl (blank}
RICHMOND DISTRICT nk (mlank)

mary Address (blank)

(piank) (plank)

(Blank) (Rlank)

(plank) (blank)

57




Verifying Vendor Payment Address

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

' Invoice Information Voucher Attributes

E Related Informa

Business Unit: 15100 Invoice No: |12345

Voucher ID: NEXT Invoice Date: |DB!31!2[]1 5

Voucher 5Style; Regular Voucher

Total Amount: 0.00

Vendor Name: DOMINION VIRGINIAPOWER  *Pay Terms: ET N

Action:

| Run |

~ Schedule Payments |

n

1of1 I Last

Payment Information
Payment: 1
“Remit fo: 10000053579 A% Gross Amount | 000 usD
Location: HAIN @ Discount | 0.00] USD
*Address: 45 d
DOMINION VIRGINIA POWER scheduled Due: | el
P.0. BOX 26019 Net Due: | |
VA10078826 :
EVAAD10BEE22 Discount Due: | |
RICHMOND, VA 23290-0001 Accounting Date: | |

Find | View All First

[#[=]

Payment Inquiry
Express Payment
Payment Comments(0)
Holiday/Currency
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Remit Vendor:
Remitting Address:

Address Type:

© Look Up || Clear || Cancel ]Ea,sicLookug

Search Results
View 100

Remitting Address Address
Address Type Line 3

Withhold 1099 Address (blank) (blank)
Main LAMDOWMER. blank) (blank)
Main CEMNTRAL QFFICE (blank) (blank)
i PO ADDRESS (blank) (blank)
CARY STREET (blank) (blank)
RICHMOMND DISTRICT (blank) (blank)

Primary Address blank) (blank)

REMIT - STAUNTOM (blank) (blank)

REMIT - VA BEACH (blank) (blank)
GREYLAND AVE (blank) (blank)

Description Hame 1

|a'~ (=T (== e = T I E - TIE T 2
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Verifying Vendor Payment Address — Alternate
Payee

Cardinal allows an Alternate Payee to be set up on an address for a vendor. When verifying the
address for an alternate payee, be sure to select the correct address with the Alternate Payee name.
If an Alternate Payee name exists, it will be listed in the Name 1 field of the address lookup results.

IFavovrites MainvMenu 5 Accountgpayable > Voushers b3 Addfuvpdate » Regular Entry

| Remit Vendor: 0000000236
| Remitting Address:l = :_”
Address Type: |= ii |

Look Up Address

] i_.L{)_ob-:IJI_J_::[_aJ-eai || -cancel |gasic Lookup

I Search Results

View 100 First '14@@
Remitting Address Address Type Description Address Line 3 jlame 1 1

Withhold (blank) |(blank) BN Striping
Invoicing  |(blank)  VA10035485 |BNB Striping
Remiting  |(blank)  VA10035485 [BNB Striping
Ordering  (blank)  |WA10035485 |BNB Striping

T o |
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Verifying Vendor Location - LEVY

—

CARDINAL

If a vendor has a lien, levy, garnishment, etc., CVG updates the vendor (fiscal and eVA) with a new
default Location called LEVY XXX, where XXX is the agency number. Before taking any action,
determine whether the vendor has a lien, levy, garnishment, etc. that is applicable to your agency:

» Click the look up button next to the Location field.

» The Look Up Location dialog box displays. Under Search Results, view the Description for the
LEVY location to see who filed the lien, levy, garnishment, etc. A vendor may have more than one
LEVY location, so be sure to review the Description field for each.

If a lien, levy, garnishment, etc. is applicable to your agency, see the Processing Payment Offsets job
aid for details.

If the lien, levy, garnishment, etc. is not applicable to your agency, select the appropriate Location for
the voucher payment.
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STATE
0000000236

Search Results
View 100 First [{] 120f2 [§] Last

aodo oot in? E
LEVY 602 |Dept of Medical Assistance Sef

TSI L gy,
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CARDINAL

Verifying Vendor Location - EPAY

If the Location is EPAY, do not change it. This
vendor has signed up to be paid through
ePayables.

EPayables is the Location used by the
Commonwealth of Virginia to process card
payments to vendors. EPayables enables the
Department of Accounts (DOA) to direct vendor
payments to a virtual charge card.

As an incentive for vendors to sign up to receive
payments via ePayables, payments are
processed up to 14 days earlier than the set due
date.

Favorites | Main Menu > Accounts Payable > Vouchers > AddfUpdate > Regular Entry

Invoice Information i Voucher Attributes
Business Unit: 15100
Voucher ID: MEXT
Voucher Style: Regular Voucher
Total Amount: 2,364.00
Vendor Name: HAMPTOM ROADS HEATING

AMD COOLING INC

Payment: 1

*Remit to: 0000055703 @,
Location: EPAY @,
*Address: 1 @,

HAMPTOMN ROADS HEATING AMD
COOLING INC
820 GREENBRIER CIRCLE 5TE 28

CHESAFPEAKE, VA 23320

Invoice No:
Invoice Date:

*Pay Terms:

Gross Amount:

Discount:

Scheduled Due:
Het Due:
Discount Due:

Accounting Date:

624
0510

30
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w/Scheduled Due Date

The Scheduled Due field displays the
voucher due date. When you initially save the
voucher, Cardinal calculates this date
automatically based on the Pay Terms and
Basis Date Type.

The Scheduled Due displays a date when the
voucher is saved, or you can click the
Schedule Payments button to view the date
prior to save.

Favorites © Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry
L v v v

Invoice Information Paymenls Voucher Atfributes

Business Unit: 15100 Invoice No: |1258

Voucher ID: NEXT Invoice Date: |05J‘1312014 2l

Voucher Style: ReqularVoucher

Total Amount: 5,000.00

Vendor Name: XEROX Corporation *Pay Terms: 30 @ Netdo

Payment Information Find | View Al First I 4074 I Last
HE

Payment: 1

*Remit to: 0000003662 Q.5  Gross Amount 500000 yUsD Payment Inquiry

Location: AN @, Discount 000 ysp  ExbressPayment

“Address: ’3703 Payment Comments(0

) Holidav/Currency
XEROX Corporation l Scheduled Due: o901 g
PO BOX 827588 Het Due: 061812014

VA10000108 _ .
EVAAD11192 Discount Due: f
PHILADELPHIA PA 19182-7508 Accounting Date: |

*Bank: 1100 Pay Group: | j Viendor Bank
*Account: TRO1 *Handling: |Regular j Messages
“Method: EFT Q EfT *Netting: [Nt Applicable = Layout

LICID: 2 Hold Reason: | | I” Hold Payment

I” Separate Pavment
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Scheduled Due Date (continued)

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

" Invoice Information Voucher Aftributes

Business Unit: 15100

Voucher ID: NEXT

Voucher Style: Reqular Voucher
Total Amount: 5,000.00

Vendor Hame: KEROX Corparation

Invoice Ho:
Invoice Date:

*Pay Terms:

[1258
051312014 El

= & Net3o | P

SRR Find | View Al First K1 4 of 4 I Last
(=l
Payment: 1
*Remit to: |0000003662 @ Gross Amount: | 5,000.00 USD Payment Inquiry
Location: IMAIN @, Discount: | 0.00 USD Express Payment
*Address: |3 @, Payment Comments{0)
) Holiday/Currency
XEROX Corporation Scheduled Due: 0611912014 ﬂ
FOBOK 827598 Net Due: [o611912012
VA10000108 _
EVAAD 11102 Discount Due: |

PHILADELPHIA, PA 19182-7598

Payment Options

*Bank: [1100

*Account: |TREI1

*Method: EFT Q@ EFT

LIC ID: | =]

Accounting Date:;

Pay Group:
*Handling:
*Netting:

Hold Reason:

| j Vendor Bank
|Regu|ar j Messages

[ Mot Applicable = Lavout

I = ™ Hold Payment

™ Separate Pavment
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CARDINAL

Scheduled Due Date (continued)

A payment date can be entered directly in the
Scheduled Due field by users with the
corresponding security roles. The Pay Terms
must be 00 (Due Immediately) or OOPP (Due
Immediately Prompt Pay) and the Basis Date
Type must be Inv Date (Invoice Date) in order
to be able to change scheduled due date.

The date is recalculated when you save or
when you click the Schedule Payments
button.

As a reminder, there are three Pay Terms:

* 00 — Due Immediately
* OOPP — Due Immediately Prompt Pay

30 - Net 30 — payment processed
based on prompt pay guidelines

Favartes = Main Menu > AccuuntgPayah\e b Vuushers b Addjuvpdate > Reqular Entry

Invoice Information ||

Business Unit:

Voucher ID:

Voucher Style:

Total Amount:

Vendor Name:

Payment:
*Remit to:

Location:

*Address:

Total Seminars

] Voucher Attributes

15100
NEXT

Regular Vaucher
500.00

Total Seminars

MAIN
3

12929 Gulf Freeway #105

VA10057208
EVAAD158885

Houston, TX 77034

Invoice No: 11-12364
Invoice Date: 02772014
*Pay Terms: 30 @ Netd

Gross Amount:

Discount:

I Scheduled Due:

Net Due:
Discount Due:

Accounting Date:

Action:

Bl

Run

jv

I Schedule Payments

Payment Inquiry
Express Payment
Payment Comments(0)
Holiday/Currency
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Scheduled Due Date (continued)

Favc;r'rtes Mainvru'lenu »  Accounts Payable » Vouchers > Add/Update » Regular Entry

Invoice Information Voucher Aftributes

Business Unit: 15100 Invoice No: \11-12354

Voucher ID MEXT Invoice Date: ‘DEW!EUH

Voucher Style: Regular Voucher

Total Amount: 500.00

Vendor Name: Total Seminars *Pay Terms: 30 @, Net30

Action:

Run

Schedule Payments

Find | View Al First B} 4.of4 I3 Last

Payment Information

Payment:; 1

“Remitto: 0000038913 @  GrossAmount | 50000 USD
Location: MAIN @, Discount | 000 USD
*Address: |3 @,

Total Seminars Scheduled Due: 0312112014

12929 Gulf Freeway #105 Het Due: |D?-'E1-'EEI14

VA10057208 _ |

EVAAD158885 Discount Due: !

Houston, TX 77034 Accounting Date: |

Payment Inquiry

Express Payment
Payment Comments(0)

Holiday/Currency
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Payment Comments

Click the Payment Comments hyperlink to enter comments associated with the payment. These
comments are for internal use and do not appear on the remittance advice.

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

Payment Information
Payment: 1
*Remit to: |DDDDDDEEEE ‘ﬂ Gross Amount; ‘
Location: MAIN @, Discount: ‘
*Address: 3 @,
KEROX Corp Scheduled Due: ‘EIB.-'EIE.I'ED 12
PO BOX 827598 Net Due: ‘ua_.'uz_.'glj 12
WA10000108
EVAAD11192 Discount Due: ‘

PHILADELPHIA, PA 19182-7598 Accounting Date: ‘

*Bank; |11EIEI | Pay Group: |

*Account: |TREI1 | *Handling: Regular
*Method: EFT EFT *Netting: | Mot Applicable
L/C 1D | |}.f| Hold Reason: |

Message: |Remiﬂance

Message will appear on remittance advice.

m M
Eind | View All First B 4 of 4 L1 | gst

[#H[=]

Payment Inquiry

Eyprocc Pavment

Payment Comments(0)

Haoliday/Currency

Vendor Bank

Messages
Layout
[ | Hold Payment

[ | separate Payment
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Payment Handling

If you need a check returned to you for special handling, change the Handling field to Attachment and
make sure the Method field is CHK (Check).

Payment Options
*Bank: |11EIEI Pay Group: | j Vendor Bank

*Account: TR0 Handling: Iﬁttan:hment "l Messages
*Method: CHEK @ Check *Netting: INUtApplicable vl

LIC ID: | 5 Hold Reason: | 7] I Hold Payment
I™ Separate Payment

Message: |

Message will appear on remittance advice.

Schedule Payment

*Action: | schedule Payment =] Payment Date: |
Pay: | j Reference:
() save =] Moty |} Refresh [ Add | UpdateiDisplay

Invoice Information | Fayments | Voucher Atfributes
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Hold Payment and Remittance Message

CARDINAL

If the Hold Payment checkbox is checked, Cardinal will not issue a payment for the voucher until the hold
Is removed. However, the voucher still goes through the budget check, approval and posting processes.
This checkbox can be modified by users with corresponding security roles.

The Message text field populates the remittance advice on the payments. Enter a short and concise
payment message that will help the vendor apply the payment correctly. Do not leave this field blank. If
the Message field is left blank, it populates with Remittance when saved and this is not helpful to the
vendor. Other fields that appear on the remittance include: Invoice #, Invoice Date, Voucher ID and
Customer Account # (if populated).

*Bank: |11I:I: Pay Group: | j Vendor Bank
*Account: [TRo1 *Handling: |Regular Fl eccages
*Method: CHK OJ Check *Netting: |Nnt.&pp|icahle j
=
LiC ID: | % Hold Reason: | =] | | Hold Payment
I" Separate Payment
I‘.ﬂessage: Business Writing Seminal
Message will appear on remittance advice.
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|CDS Offset Message

If a payment was impacted by a CDS Offset, it displays in the Message field on the Payments page. The
vendor will also see a message with the amount added to the end of the payment message in the
remittance section of the check or EDI payment.

Payment Options

Bank: 1100 Pay Group: Vendor Bank

Account: TRO1 Handling: Reqular Messages

Method: EFT EFT Hetting: Not Applicable Layout

LiC ID: Hold Reason: Hold Payment
Separate Payment

Message: Remittantia CDS Offset=239.18

Message will appear on remittance advice.
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CARDINAL

Separate Payment

» Cardinal normally combines all of a vendor's vouchers that are due on the same date for the
same business unit into a single payment (for the same payment method e.g.; check, ACH, EFT,

Giro EFT).

There is no limit to the number of vouchers that can be combined into a single payment. The
exception is for the payment method of check, where up to seven vouchers will be combined into a

single check payment.

» Selecting the Separate Payment checkbox prevents a voucher from being combined with others.
Cardinal generates a separate payment for the single voucher which is then transmitted to
Treasury to complete the payment.

Message will appear on remittance advice.

*Bank: |1 100 Pay Group:
*Account; |TF:I:1 *Handling:
*Method: CHEK OJ Check *Netting:

LiC ID: | 5 Hold Reason:
Message: Business Writing Seminar

|Regu|ar

| Not Applicable

ENJENIENIEN

Vendor Bank

Messages

I Hold Payment
-1? Separate Payment

72




EFTPS Information Page

CARDINAL

Favorites - Main Menu > Accounts Payable » Vouchers > AddfUpdate : Regular Entry
14 - - - -

The Internal Revenue Service (IRS) requires

|=] Related Informatiof

that the Commonwealth of Virginia send certain |~ e
types of tax payments to the IRS using the s 1500 o e : —
Electronic Federal Tax Payment System TS et

. [#H[=
If a payment _use_s_EFTPS, a link for EFTPS _ T G- S— AP
Information is visible on the Payments page in QA piscou: — e
H - *Address: 5 @, Payment Comments(d
the Payments Options section. The EFTPS —
P OBOX 173788 et Due l—

Information link on the page indicates that
when a voucher is created to the IRS for that
vendor, the payment is required to be
transmitted in the EFTPS format and populated

with additional information. The information is .
entered using the EFTPS Information link.

DENVER, CO 80217
Discount Due:

Accounting Date:

Pay Group [ Vendor Bank

*Bank: IHi
*Account; TRO1

I'—J—I— ACH *Netting: |H‘-I Applicable
l—;'fl Hold Reason: |

*Handling: |Regular

Messages

Layout EFTPS Information
I Hold P

r Separate Payment

(01 T K

Message:

Iessage will appear on remittance advice

*Action:

¥| Payment Date:

Only one distribution line is allowed on each

EFTPS Voucher created for the IRS.

~| Reference:

il Save | |Z] Motify | |52 Refresh

Invoice Information | Payments | Voucher Attributes

L+ Add

| Update/Display
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V.-
CARDINAL

EFTPS Information Page (continued)

Voucher ID:

Total Amount:

Vendor Name:

Business Unit:

Voucher Style:

Favorites | Main Menu > Accounts Payable » Vouchers : Add/Update
- : - - - -

" Invoice Information lwn Voucher Attributes |

#

Reqular Entry

=l Related InformatioJ

15100

MNEXT

RegularVoucher
0.00

Invoice No:
Invoice Date:

INTERNAL REVENUE SERVICE*Pay Terms:

Payment Information

Payment: 1
*Remit to: 0000050905 Q@ﬂ Gross Amount:
Location: MAIM @, Discount:
*Address: 5 @,
INTERNAL REVENUE SERVICE Scheduled Due:
P O BOX 173788

Net Due:
DENVER, CO 80217

Discount Due:

Accounting Date:

[1235

[0310312014

a0 @,

Met 20

0.00

0.00

usD
usD

Payment Options

[ENJ RN EVEY

| Message will appear on remittance advice.

j Payment Date:
j Reference:

*Action: |Schedu|e Payment

Pay: |

) save | ) Notty (3 Refresh |

Invoice Information | Payments | Voucher Attributes

“Bank: J1100 Pay Group: |

*Account: [TRO1 *Handling: |Regular
*Method: ACH ACH *Netting: |Not.ﬂ.pplicable
LIC ID: [ & Hold Reason: |

Message: |

Schedule Payment

Action:

| Schedule Payments |

il First Kl 1071 I Last

Payment Ingquiry
Express Payment

Payment Comments(0)
Haoliday/Currency

Vendaor Bank

Messa
Layout I EFTPS Information I

[~ Hold Payment
[~ separate Payment

(4 Ada | |2] Undateispiay |
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WIEFTPS Information Page (continued)

When you click the EFTPS Information link, a page displays to enter the appropriate information.

When you have completed your entries, click the OK button to return to the Payments page.

Favc;ritengainvMenu > Accounts Payable » Vouchers » Add/Update » Regular Entry
EReIatedInfﬂrmatiun @New‘.".‘indow l@)Help E-,/Custn

Business Unit; 15100 Voucher ID: NEXT Payment Count: 1

Custorize | Find | View 1| B 8 Frst Bl qorg O ost
*Social Security Medicare Withholding

Tax Period End

*TIH Type *Tax Payer |dentification Number Date

1 Social Security Mumber i | | [

0K Cancel | Refresh
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|Schedule Payment

The Schedule Payment section displays the payment information after a payment has been generated in
Cardinal or can be used to record a manual payment.

Cardinal Generated Payment

Schedule Payment
*Action: |Schedu|e Payment j Payment Date: IDEJ’D'L"ED'M
Pay: | j Reference: |2EIEIED14EI
[5] Save Gt RetumtoSearch | | PreviousinList | 4| Nextinlist <] Nofity | & Refresh [Ek-add| [ UpsateDisplay|

Manual Payment

Schedule Payment

*Action: Record a Payment =] Payment Date: 061212014 o
Pay. Full Amount =] Reference: 3625

4 Add Update/Display

5] save [oh RetumtoSearch =] Notify &% Refresh
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Voucher Attributes Page

Clicking the Voucher Attributes page displays additional information about the voucher, mostly related to
processing, such as approval requirements. This page is available before saving the voucher, and is
updated after saving and during processing of the voucher. Do not change any information on this page.

Favg’rtes MainvMenu » Accounts Payable : Vouchers : Add/Update > Regular Entry
- - - -

" Invoice Information || Payments | RZ G R T

Business Unit: 15100 Invoice No: hass

Voucher ID: NEXT Invoice Date: ‘05"1 32014 E‘]
Voucher Style: Regular Voucher

Total: 0.00

Voucher Processing

¥ Post Voucher

Packing Slip: [ 7 Close Voucher
[ Revalue Voucher

I~ Delete Voucher

Accounting Instructions

Account At: |Gross =] *Template: [STANDARD Q@
Match Action
Match Due Date: I *Status: | Mot Applicable j I~ Pay UnMatched

Transaction Currency
*Source: I Tables 'l Rate Type: |CRRNT @,

*Currency: usD Q Exchange Rate: |
Workflow Approval
Tax Group: *Approval: | Approval Framework j

Tax Pymnt Type:

Letter of Credit Self Billing Invoice
LiC 1D [ &= *SBI: [Individual Voucher (Auto-hum) &
SBl Number:
Prepayment
Prepaid Ref: ] I™ Automatically Apply Prepayment I™ Postpone Wthd
[5) save | [ notity | [ Refresn | [Eh Ada| | 5] updatemispiay |

Invoice Information | Payments | Voucher Attributes
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Saving a Voucher

—

CARDINAL

After you complete your entries, save the voucher. Cardinal then:

» Performs some edit checking.
* |In some cases, errors may prevent the voucher from saving (such as a missing required field).

* In other cases, the voucher saves, but the errors are reported. For example, if the amount in
the header and the sum of the lines is out of balance, you can save the voucher but it will not

go any further until you correct it.

» Assigns a Voucher ID.

Interfaced vouchers must meet the same criteria as online vouchers in order to be saved. Vouchers that
do not pass the initial edit check are rejected by the voucher upload process and appear on the Voucher
Upload Error report. Those vouchers must be corrected and resubmitted via interface for processing.
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Budget Pre-Check Process

—

CARDINAL

You can perform a preliminary budget check on a single voucher using the Budget Pre-Check process
once the voucher has been saved. You can run this process from the Action drop-down list on the Invoice

Information page. This is an online process that checks one voucher against the current available budget
amounts.

The preliminary Budget Pre-Check process provides only a spot check of the budget. Itis not a substitute
for batch budget checking because it does not update the budget ledgers with the voucher amount or
update the voucher’s budget status.

It is possible for a voucher to pass the preliminary Budget Pre-Check process and later fail batch budget
checking, for example, if another voucher using the same accounting entries is processed first and
exhausts the available budget. Budget checking occurs throughout the day at two hour intervals as well as
once in the evening batch.

Favq'rrtes Mam‘r'«‘lenu > Accounts Payable > Vouchers > Add/Update > Regular Entry

‘;] Related Information (2] New Window ?)Help __-;' Customize Page
Summary Related Documents voice Informatior Payments Voucher Attributes Error Summary
Business Unit: 15100 Invoice No: 11-12364 Action: —
Voucher ID: 00000048 Invoice Date: 07/02/2012 5y [~
Voucher Style: V Accounting Date: 07/02/2012 =
n’ TR - f Final VouchefBudget Pre-Check

Do Not Send 10 CTARS

VendorID: |0000003662 2 XEROX Corp Invoice Receipt Date: 07/03/2012 |[3) Session Defaults
. [XEROX CORP 2 AWa e
ShortName: =% o Z00'Weslgaln Parkway Goods & Services Receipt Date:[05/25/2012 [5] Aftachments (0)
Location: IMAIN @, Ste 104 s
y 3 VA10000108 Comments(0
*Addrace: ] i i i s 79




Budget Check, Approval and Post

CARDINAL

Once the voucher is saved and has an Entry Status of Postable, Cardinal then:

* Budget checks the voucher. Budget Check is a batch process performed periodically during the
business day (every 2 hours) and once overnight

» |If the voucher passes Budget Check, Cardinal submits the voucher for approval. This is also a batch
process performed periodically during the business day (same times as above) and overnight

After the voucher has been reviewed and approved, Cardinal then:
» Posts the voucher to the AP module
» Posts the AP Accounting Entries to General Ledger

Because batch processes occur periodically during the business day, you should check for budget
errors throughout the day.

Approved vouchers will post in AP and then the General Ledger. Cardinal creates accounting entries that
debit the distribution line on the voucher and credit an Accounts Payable liability account. Later, when
payments are processed and posted to GL, Cardinal eliminates the liability account (debit) and reduces
cash (credit).
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» | Other Voucher Pages

After you save the voucher, the following additional tabs display:

e Summary

« Related Documents

e Error Summary

Favorites Main Menu > hccuuntgpaﬁble > VDuEhers > hddj'l:lrpdate »  Regular Entry

E Belatad Information @Newwmdn
Summary Related Documents I Invaice Information Payments Woucher Attributes
Business Unit; 15100 Invoice No: ”11‘1235‘1
Voucher ID: 00000048 Invoice Date: 071022012 El
Voucher Style: Regular Voucher
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Summary Page

CARDINAL

The Summary page provides a brief summary of
the voucher and its status. It includes basic
information about the voucher that you just
entered, such as the Vendor Name, Invoice Total
and Voucher Style (Regular or Adjustment).

The Summary page displays several different
status fields:

Entry Status - provides the current status of
the voucher, either Postable or Recycle.
Postable indicates the voucher contains no
errors. Recycle indicates the saved voucher
contains errors.

Match Status - not used. Defaults to No
Match.

Approval Status - indicates whether the
voucher is approved or not. Statuses for this
field include Pending, Denied and
Approved.

Post Status indicates whether the voucher
was posted. Statuses for this field include
Unposted and Posted.

Favorites = Main Menu > Accounts Payable > Wouchers »
- - - -

| Related Documents Invoice Information

Business Unit: 15100

Voucher ID: 00000073
Voucher Style: Reqular
Contract ID:

Vendor Name: Kerox Corporation

1654 Solutions Center
Chicago, IL 60677

Entry Status: Postable
Match Status: Mo Match
Approval Status: Pending

Post Status: Unposted
Budget Status: Mot Chikd
Budget Misc Status: valid

*View Related Payment Inquiry

|5 save | [=] nofify | &% Refresh

Summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary

Addf’Llpdate > Regular Entry

Payments Voucher Attributes

Invoice Date:
Invoice No:

Invoice Total:

Pay Terms:

Voucher Source:

Origin:
Created:
Created By:
Modified:
Modified By:
ERS Type:

Close Status:

Iz

Error Summary

07i26/2012
1568921
8576 usD

Net 30

Online

OML
07/30/2012
Creator, Cassie
07/30/2012
Creator, Cassie
Not Applicable
Open

=% Add

| Update/Display
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CARDINAL

Summary Page

Favaorites :
LI {

Invoice Information

Payments

Main Menu Accounts Payable > “ouchers > Add/Update > Regular Entry

m Related Documents

“oucher Attributes

Error Summary

Business Unit:
Voucher ID:
Voucher Style:;
Contract |D:

Vendor Hame:

15100
00000073

Regular

¥erox Corporation

1654 Solutions Center
Chicago, IL 60677

Entry Status:
Match Status:
Approval Status:
Post Status:

Fostable

Mo Match

Pending Preview Approvak

Unposted

Budget Status:
Budget Misc Status:

*Wiew Related

[5] save | [=] notiy

Mot Chikd
Walid

Payment Inquiry

_S Refresh

Invoice Date;
Invoice No:

Invoice Total;

Pay Terms:

Voucher Source:;

Origin:
Created:
Created By:
Modified:
Modified By:
ERS Type:

Close Status:

Summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary

07 r26/2012
1568921
8576 UsD

Met 30

Online

oML
073072012
Creator, Cassie
O7/30/2012
Creator, Cassie
Mot Applicable
Open

4 Add | ] Update/Display

83




—

Summary Page (continued)

CARDINAL

Budget Status indicates the budget
checking status of the voucher.
Statuses for this field are Not Chk’d,
Exceptions and Valid.

Voucher Source indicates whether
the voucher was created online or
uploaded through interface. Values
for this field are Online or Retail
Interface Vouchers.

The Created and Modified By fields
identify the user who created and
last modified the voucher.

Fa\fovr'rtes MainvMenu > AccountEPavabIe > Vuushers > Addjuvpdate » Regular Entry

) Related Documents

Business Unit:
Voucher ID:
Voucher Style:
Contract ID:

Vendor Name:

Entry Status:
Match Status:
Approval Status:
Post Status:

Budget Status:

Budget Misc Status:

*View Related

[5] save | =] Notity

Summary | Related Documents | Invoice Information | Payments | Voucher Affributes | Error Summary

i Refresh

Invoice Information Payments Woucher Attributes Error Summary
15100 Invoice Date: 07/26/2012
00000073 Invoice No: 1568921
Regular Invoice Total: 85.76 usD
Xerox Corporation Pay Terms: et 30
1654 Solutions Center I Voucher Source: Online I
Chicago, IL 60677
Postable Origin: OML
Mo Match Created: 07/3042012
Pending I Created By: Creator, Cassie I
Unposted Modified: 07/30/2012

@ By: Crewsie
ERS Type: Mot Applicable
Mot Chicd I Close Status: Open
Valid
Payment Inquiry T Go

¢ Add | | 7| Update/Display
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CARDINAL

Summary Page (continued)

Favorites Main Menu > Accounts Payable > Wouchers : AddfUpdate > Regular Entry

*View Related

[5) save | | =] Notity

Summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary

Payment Inquiry

Refresh

Summary Related Documents Invoice Information Payments Youcher Attributes Error Summary
Business Unit: 15100 Invoice Date: 0712612012
Voucher ID: 00000073 Invoice No: 1568921
Voucher Style: Regular Invoice Total: 85.76 LsD
Contract 10
Vendor Name: Xerox Corporation Pay Terms: Met 30
1654 Solutions Center Voucher Source. Online
Chicago, IL 60677
Entry Status: Postable Origin: oML
Match Status: Mo Match Created: 07202012
Approval Status: Pending Preview Approvak Created By: Creataor, Cassie
Post Status: Unposted Modified: 0713042012
Modified By: Creator, Cassie
ERS Type: Mot Applicable
Budget Status: Mot Chi'd Close Status: Cpen
Budget Misc Status: Yalid

L[4 Add 7] Update/Display
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Related Documents Page

The Related Documents page displays a summary of other records related to the voucher, such as
adjustment voucher and payment.

Fa\rr:rvr'rtes Main‘rg'lenu > AccountgPayable b Vuushers > hddfuvpdate > Regular Entry

El Related Information & New Window @ Help Ef Customize Page &= hitp
Summary Related Documents Invoice Information Payments Woucher Attributes Error Summary

Business Unit: 15100 Invoice No: [11-12364 Action:

Voucher ID: 00000048 Invoice Date: 0710212012 El v
Voucher Style: Regular Voucher i

Vendor ID: 0000003662

+ Payment Details

Scheduled to  Payment Remit - Remitting Payment Gross Payment .
Payment Status Pay Reference SetiD Remit Vendor Address Method Amount Paid Amount Payment C
% Mot Selected for Payment Qamoz2012 STATE 00000036625 3|EFT 500.00 ush
1 | mn

[5) save =] Notity | [X Refresn.

summary | Related Documents | Invoice Information | Payments | Youcher Attributes | Error Summary
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Related Documents Page — CDS Offset

If a payment is impacted by a CDS Offset, a line with the CDS Offset information displays on this page.

Favorites Main Menu > Accounts Payable > WVouchers » Add/Update » Regular Entry

E Related Informat
Summary Related Documents Invoice Information Payments Youcher Attributes Error Summary

Business Unit: 12345 Invoice No: ABC245

Voucher IDx 00000038 Invoice Date: 1113002014

Voucher Style: Reqular Voucher

Vendor ID: 0000002001
~ Payment Details Customize | Find | View 41 | B | B Frat T q202 1 Last

Scheduled to Payment Remit . Remitting Payment Gross Payment .
FLTTETE IS Pay Reference SetlD R Address Method Amount FILOTTT L=l

= Paid 01/07/2015 00000985 STATE  CDS0000000 5 1/ MAN 23918 23918 |AE
= Paid 01/07/2015 90024073 STATE 00000020015 3 EFT s

1| in b

5] save | [Gb ReturntoSearch =] Notify | % Refresh

summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary
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Error Summary Page

CARDINAL

The Error Summary page displays any errors that the save process detected, but that did not prevent the
voucher from saving, i.e., Out of Balance errors. Corrections cannot be made on this page, but can be
made on the page where the error is located, generally the Invoice Information or Payments pages. In
the example below, the voucher does not have any errors.

Favorites Main Menu > Accounts Payable > Vouchers » Add/Update : Regular Entry

7] Related Information (2 New Window
Summary Related Documents Invoice Information Payments Voucher Attributes

Business Unit: 15100 Invoice Humber: 11-12364
Voucher 1D: 00000048 Invoice Date: 07022012
Style: Regular Total: 500.00 UsD

This Youcher does not have any errors.

[5] save =] Notify | Refresh [ 4 Add 7| Update/Display

Summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary
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Lesson 2 Checkpoint

—

CARDINAL

Now is your opportunity to check your understanding of the course material.
Answer the review questions below:

1) Before entering a voucher, what are three key things you should verify on the vendor?

2) If Cardinal is missing any of the three key things in Question #1, what should you do to update the
vendor?

3) Each voucher contains ___ invoice(s).

4) Which two fields determine the due date for a Net 30 voucher?

5) A single voucher can have multiple invoice lines and / or multiple distribution lines. (TRUE or FALSE)
6) Name three fields that display in the remittance advice on a payment?

7) The Error Summary page displays errors that were detected when the voucher was saved.
(TRUE or FALSE)
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Hands on Practice — Enter a Voucher

CARDINAL

This practice will reinforce the concepts learned in the lesson. Your instructor will provide direction
regarding the activity. Please ask your instructor if you have any questions.
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Lesson 2: Summary

—

CARDINAL

In this lesson, you learned:

» Before entering a voucher, make sure the vendor, address and location exist in Cardinal. If any of
these are missing, complete a Vendor Maintenance Request form and send to the CVG to
add/update the vendor.

* Location refers to rules related to vendor setup, which includes whether the vendor has a lien, levy,
garnishment, etc. or for banking locations for electronic payments.

» |f the Location that defaults on the voucher is ePayables, do not change it.
» Each invoice is paid on a separate voucher.

» A voucher can contain multiple Invoice Lines and / or Distribution Lines.
* Vouchers entered directly into CARS must be entered in Cardinal as well.

» Cardinal uses the Invoice Receipt Date and Good and Services Receipt Date fields to calculate
the prompt pay due date for vouchers entered online.

* Interfaced vouchers are approved at the agency level prior to being uploaded to Cardinal.

» |f an interfacing agency voucher is updated online, the updated voucher must go through agency
level approvals online.

» Interfaced vouchers that contain errors are not loaded into Cardinal and are reviewed on the
Voucher Upload Error Report. They must be corrected and resubmitted through the voucher
upload process.
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Lesson 3: Managing and Processing Vouchers

CARDINAL

In this lesson, you will learn about the following topics:

* Voucher Management Tasks

* Voucher processing steps

» Creating payment offsets

» Updating voucher payment information

* Reviewing and correcting voucher processing errors
» Entering adjustment vouchers

» Describing the purpose of template vouchers

» Deleting and unposting vouchers
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Voucher Management Tasks

—

CARDINAL

Voucher Management applies to the entire voucher process - from entry to submission for payment. This
lesson addresses the additional tasks and processes that occur after the voucher is created. The tasks
and processes detailed in this lesson include:

* Budget Checking: A batch process that ensures voucher amounts are within budget for their
accounting distributions.

* Voucher Approval: A task performed by individual(s) with the appropriate authority to approve or
deny the payment of a voucher.

* Voucher Posting: The batch processes that post voucher accounting entries in the Accounts
Payable module.

» Payment Offsets: The reduction of a vendor payment to satisfy a delinquent debt:

» Comptroller's Debt Setoff (CDS) — Commonwealth debt collect program which intercepts
vendor payments to offset debts owed by vendors to another State agency.

* Lien, levy, garnishment, etc. - a legally enforceable obligation to another third party (e.g., lien,
levy, garnishment, etc.).

» Updating Voucher Payment Information: Changing the payment-related default information on a
voucher,
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Voucher Management Tasks (continued)

CARDINAL

* Voucher Error Correction: Reviewing and correcting errors that occur during data entry or other
voucher batch processes.

» Adjustment Vouchers: Vouchers used to adjust existing posted vouchers.
 Template Vouchers: Vouchers used as models for voucher entry.

* Review Voucher Approval Status: Checking the approval status of a particular voucher or for a
particular approver.

» Delete Voucher: Deleting denied vouchers or other unposted vouchers when necessary.
* Unpost Voucher: Reversing the accounting entries of unpaid vouchers.
» Close Voucher: Closing vouchers after posting but prior to payment.

» Cancelling a Payment: Voucher payment needs to be stopped and reissued or cancelled.
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Budget Checking Overview

—

CARDINAL

Budget Checking is a batch process that checks each voucher against the budget established for its
accounting distribution(s) to ensure that the voucher amount does not exceed the budget.

This process uses the Commitment Control module in the General Ledger functional area to access the
available amounts in the budget ledger. Note that commitment control does not include checking cash

balances.

When a voucher passes budget checking, Commitment Control reduces the available budget by the
amount of the voucher. The voucher’'s Budget Status is then marked as Valid.

95



Approval Processes Overview and Workflow

—

CARDINAL

Approval Processes Overview

Vouchers entered or updated online in Cardinal must be approved online. A voucher cannot enter the
approval process until it passes error and budget checking.

Segregation of duties requires that the Voucher Processor and the Approver be different people.

Interfaced vouchers receive approval in the agency system prior to upload and only route in Cardinal for
additional approval(s) (e.g. DOA Pre-Audit approvals like Capital Outlay or Legal Services). Interfaced
vouchers only require online agency approval in Cardinal if they are updated online in Cardinal.

Approval Workflow

Once vouchers pass budget checking, Cardinal uses Workflow to route them to the designated
approvers’ worklist(s). Some vouchers may require Pre Audit approval as well as agency approvals.
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Approval Workflow (continued)

—

CARDINAL

Each approver reviews the voucher and has these options after the review:

» Approve: Cardinal forwards the voucher to the next approver, if any, or makes it available for
posting and payment.

» Deny: An approver who denies a voucher must enter comments to explain the denial. When a
voucher is denied, it is sent back to the originator to correct or delete. If the originator corrects the
voucher, itis re-routed through the workflow. If there are any changes to ChartFields, Cardinal
performs budget checking on the voucher again, and if it passes, places it in workflow once again.

» Push Back: Cardinal returns the voucher to the previous step in the approval process for re-
evaluation. This option is only available if there is more than one level of approval for the voucher.

The number of approvals required for a voucher depends on ChartField values and agency workflow

design. Cardinal determines the workflow path automatically, and routes each voucher appropriately.
Each approver has the options listed above, and all designated approvers must approve the voucher

before it can proceed to downstream processes.
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Voucher Posting Overview

CARDINAL

Once a voucher is approved, it is ready for posting and payment.

Voucher posting is a nightly batch process. This process creates accounting entries that debit the
accounting distribution from the voucher and credit the offsetting liability account in the Accounts Payable
module.

The journal generation process copies the accounting entries in the AP module and creates a journal that
Is then posted to the General Ledger.
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Voucher Posting Status

—

CARDINAL
You can review a voucher’s posting status on the Favorites = Main Menu > Accounts Payable > Vouchers > Add/Updat
Summary page in the Post Status field. The
Post Status can be either Unposted or Posted. i ) Related Documents  Invoice Information ~ Payments
A posted voucher has a status of Posted.

Business Unit: 15100
. . Voucher ID: Qooooo4z
Note that even when a voucher is posted, its Voucher St
Entry Status remains as Postable. oucher Style: Regular
Contract ID:
Vendor Name: KEROX Corp

The Entry Status field has two statuses: >
200 Westgate Parkway

» Postable — voucher contains no errors Richmond, VA 23233
* Recycle — voucher contains error(s) Entry Status: Postable
Match Status: Mo Match
Once a voucher is successfully saved with no Approval Status: Approved i pproval Histons

errors, the status in this field remains Postable Post Status: Posted
and does not change from that point forward.
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Payment Offset Processing Overview

—

CARDINAL

Each agency must have an internal process that identifies lien, levy, garnishment, etc. and tracks to
ensure they are satisfied. The payment offset process reduces a vendor’s payment when it is subject to a
lien, levy, garnishment, etc. The payment to the vendor is split between the vendor and a third party.

The CVG creates the LEVY XXX location(s) in Cardinal. Your agency’s Accounts Payable department is
responsible for processing payment offsets for lien, levy, garnishment, etc.

The adjustments are handled on the Payments tab of the voucher and access to adjust payments for
offsets is limited to certain key roles in Cardinal. Contact your Agency Security Officer for details.

The diagram below provides an overview of the payment offset process for lien, levy, garnishment, etc.

CVG Updates

Vendor Create Update Voucher
Record with Vouch Run Query Voucher for Processing
LEVY XXX oucher Offset
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Updating Payment Information on a Voucher

CARDINAL

In most instances, the payment information on a voucher defaults from the vendor record. Generally,
vendors are paid according to the Commonwealth’s Prompt Payment Guidelines.

However, certain circumstances may result in the need to change the default payment information. Here
are some examples of these circumstances:

* A payment hold needs to be added to or removed from the voucher.

» A payment needs to be split among more than one payee because a tax lien, levy, garnishment, etc.
has been received from the IRS.

» The payment for a voucher needs to be separated from other payments to the vendor because the
payment requires an attachment to accompany it.

 The Scheduled Due date (calculated payment date) needs to be changed because it does not follow
prompt payment requirements.

* A message needs to be added to the remittance or an internal comment about the payment needs to
be added.

* On rare occasions, the payment method may need to be changed from ACH, ePayables or EFT to
System Check (CHK).
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Voucher Entry Payments Page

—

CARDINAL

AddfUpdate Regular Entry

Payment information for a voucher appears Congh L oo Aoy Pt & . Vs

on the Payments tab of the Voucher Entry | o ﬁ

component. Most of the information on this

Voucher Style:

page defaults from the vendor definition, but
Changes can be made |n some Of the fleIdS If Nosklon Ratmee NEROX O Peny Tamm Due Now
required. S— oo

Payment: 1

*Remit to: 5 Gross Amount uso Payment Inquiry

Run

Location: Discount: uso

ss Payment

Payment information cannot be updated
once the voucher is selected for payment or e _
|S pa'd_ PHILADELPHIA PA 191827598 ;\;:_m_,,l,” b

*Bank Pay Group

*Account *Handling

*Method EFT *Netting: Layout

L/C ID: A Hold Reason Hold Payment
Separate Payment

Messag

Message will appear on remittance advice

Action: Payment Date:

Pay: Reference:
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Voucher Entry Payments Page (continued)

Favorites = Main Menu > Acc0unt§ Payable > Voushers > Addjlipdate > Regular Entry

( ,s_ummm_\! Related Documents Invoice Information Voucher Attributes Error Summary

| Action:
Business Unit: 15100 Invoice No: | ction i
Voucher ID: 00000042 Invoice Date: | i
Voucher Style: Regular Voucher By
Total Amount: 47.51
Vendor Name: XEROX Corp *Pay Terms: 00 Due Now mssichedylefayments

Payment Information
Payment: 1
*Remit to: = Gross Amount: ' 4751 ysp Payment Inquiry
Location: [MAIN Discount: . 000 ysp Express Payment
*Address: [2 | Payment Comments(0)
- ' - Holiday/Currency
AEROK Gor Scheduled Due: \
PO BOX 827598 —_— |
Net Due: (Uiezlie
VA10000108 , )
EVAAD11192 Discount Due: \
PHILADELPHIA, PA 191827598 Accousting Date 07/02/2012 |
Payment Options
*Bank: T 100 7| Pay Group: [ -| Vendor Bank
*Account: [TRo1 | *Handiing: - e
*Method: [EFT | EFT *Netting: - Layout
LIC ID: [ B Hold Reason: I 21 ; :Hold Payment
: = __| Separate Payment
Message: ‘:Qewnam.:e

Message will appear on remittance advice.

Schedule Payment
07 012

1

*Action: | Schedule Payment ~ | Payment Date:

Pay: | ¥ Reference:
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Voucher Errors Overview

—

CARDINAL

The voucher process may identify errors in vouchers that were not detected during voucher entry. Your
agency’s Accounts Payable staff are responsible for correcting these errors. Some common errors
include:

« Combination Edit Errors: These errors occur when a voucher’s accounting entries include a
combination of values that is not valid from an accounting perspective — for example, a Cost Center
and a Department combination that is not permitted in the Chart of Accounts.

e Qut of Balance Errors: These errors occur when the amount in the voucher header does not match
the total of the invoice line amounts, or the total of the distribution amounts on an invoice line does
not match the amount on the invoice line.

 Budget Check Errors: These errors occur during budget checking when there are not sufficient
funds in the budget for the specified accounting entries.
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Reviewing and Correcting Voucher Errors

—

CARDINAL

You can use several methods to identify voucher errors, depending on the type of error:

* Voucher Error Report Query: This query lists voucher errors related to Voucher Builds,
Combination Edits, Out of Balance errors and Budget Checks. You can run it as needed to list any
current vouchers with errors.

* Voucher Add/Update search page: Use this page to search for saved vouchers with common entry
errors.

* Review Budget Check Exceptions page: Use this page, in the Commitment Control menu, to
search for vouchers that failed budget checking.
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Voucher Error Report Query

—

CARDINAL

You can navigate to the Voucher Error Query using the following path:
Main Menu > Reporting Tools > Query > Query Viewer >V_AP_VCHR_ERROR

This query displays vouchers with errors for the specified Business Unit and Responsible Organization.
You can display the query on the screen, export it to Excel or print it.

Entry Status: R= Recycle or P = Postable
Budget Status: N= Not Checked or E = Exception (Error)

V_AP_VCHR_ERROR - Voucher Error Report

Business Unit: 15100 @,
Responsible Org (% for All): % @,
View Results

Download results in . Excel SpreadSheet CSV TextFile XMLFile (1 kb)

View All First Kl 1-2of2 k] Last

Business Unit Responsible Org Current Date Voucher ID Entry Status Budget Status
1 (15100 99599 0702012 00000047
2 [15100 99599 o720z 00000039 P E
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CARDINAL

Voucher Add / Update Search Page

You can navigate to the Voucher Add/Update
Search page, using the following path:

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

Click the Find an Existing tab.

Enter your Business Unit and select Recycle
from the Entry Status drop-down menu.

Click the Search button.

Vouchers with a status of Recycle will display in
the Search Results. Click the link to open the
Voucher. The error(s) will be displayed on the
Voucher Invoice Information tab.

Favorites
-

Voucher

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

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

I Add a New Value

Find an Exis

Maximum number of rows to return (up to 200): 300

Business Unit: = - 15100 OJ
Voucher ID: begins with -

Invoice Humber: begins with -

Invoice Date: = - [#]

Short Vendor Name: pegins with

Vendor 1D: begins with - @,

Name 1: begins with -

Voucher Style: = - -
Related Voucher: Degins with -

Entry Status: = - Recycle -
Voucher Source: = - -
[Cl case sensitive

Search Clear |Basic Search =& Save Search Criteria
=

ting Value | Add a Mew Value
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Budget Checking Errors

—

CARDINAL

Budget checking errors are reported through Commitment Control rather than through Accounts Payable.

You can navigate to this page using the following path:

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

FE‘.'EIvr'rtEE Mainiﬂenu > Cnmmitmgrntt:nntrul > Revie'.'JBudgetEheckExceptinm » AccnuntEPavable > Voucher

Voucher

Enter any infarmation 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 |D: begins with -

Commitment Control Tran Date: - - El

Business Unit: = - 15100 @,

Voucher ID: begins with - @,

Process Instance: = -

Process Status: = - Errors Exist hd
Search Clear |Basic Search & Save Search Criteria
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Search for Budget Check Exceptions

—

CARDINAL

This path opens the Voucher Search page:
» Enter criteria to search for budget errors:
* Business Unit - enter your agency

e Process Status - select Errors Exist

e Click the Search button.

* The voucher(s) that match the selected criteria display at the bottom of the page.

Fa\.ﬂ:‘g'rtes MainvMenu > CammitmeintCDntral > Revie'.'-.rBudgetgheckE:-cceptiDns > AccuuntEPavabIe > 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 with -

Commitment Control Tran Date: — - [51]
Business Unit: = - 15100 OJI
Voucher ID: pegins with -

Process Instance:

-

Process Status: - Errors Exist -

Search Clear |Basic Search = Save Search Criteria
=
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|Voucher Exceptions Page

When you select from the list, you can view the error and use the additional links and tabs on the page to
access more details about the specific error or warning.

Favorites Main Menu > Commitment Control > Review Budget Check Exceptions > Accounts Payable > Woucher

Youcher Exceptions Line Exceptions

Business Unit: 15100 Voucher ID: ooooo452 &

Exception Type: Errar [ | override Transaction 0 ﬂﬁ F‘Q
Maximum Rows: 100 [ more Budgets Exist

[ Search-—| Advanced Budget Criteria

Budgets with Exceptions
Budget Override Budget Chartfields

T

First K 1-20f2 I3 Last

Customize | Find | View = | B |

. Business . . Override
Details Unit Ledger Group Exception More Detail Budget Transfer
1 & 15100 CC_ALLOT Mo Budget Exists Mare Detail Ll GoTo . 5§
2 & 15100 CC_APPROP Mo Budget Exists Mare Detail O GoTo.. F

|5l save | |Gh Retum to Search | |[<] Notify

Voucher Exceptions | Line Exceptions
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Correcting Voucher Errors

—

CARDINAL

Once you identify the error, you can usually update the voucher with correct data and save it. In some
instances, you may need to research the error to determine the correct values, e.g., contact the voucher

processor, the vendor, etc.

Once you update the voucher, any processes that identified error(s) are repeated to confirm that the
voucher is error-free. For example, if the voucher failed budget checking, this process must be repeated.

After the next batch processes run, you can review the voucher to make sure all errors have been cleared.
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Simulation: Reviewing Voucher Errors

You are now about to view a simulation on reviewing voucher errors.

CARDINAL
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Hands on Practice — Reviewing Voucher Errors

CARDINAL

This practice will reinforce the concepts learned in the lesson. Your instructor will provide direction
regarding the activity. Please ask your instructor if you have any questions.
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Entering Adjustment Vouchers

—

CARDINAL

Adjustment vouchers are used to adjust existing posted vouchers. For example, a credit memo is received
from a vendor to adjust a previously issued invoice and the voucher for the original invoice has already
been processed and posted but not paid.

If the voucher has been paid, wait until another invoice is received from the same vendor before you
process the credit memo.

Access the Adjustment Voucher Entry page using the following path:
Main Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry

Select Adjustments from the Voucher Style drop-down menu.
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Entering Adjustment Vouchers (continued)

Faw:nvr'rtegﬁMainvMenu > Accounts Payable > Vouchers » Add/Update > Regular Entry

Voucher

Eind an Existing Value
S

Business Unit: 50100 @&,

Voucher ID:

Voucher Style: I.ﬂ.djustments 'I

Shaort Vendor Hame: Adjustments ]
Journal Voucher

Vendor ID: Prepaid Voucher

Vendor Location: Register Voucher

Regular Voucher
Address Sequence Numbey:|Reversal Voucher

Invoice Number: Single Payment Youcher
Template Voucher
Invoice Date: Third Party Youcher
Add

Find an Existing Value | Add a New Value
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Adjustment Voucher Entry

An adjustment voucher is associated with the
original voucher, and is created for the amount of
the adjustment. Adjustment vouchers go through
the same processes as regular vouchers (edit
and budget checking, approval, posting).

Adjustment vouchers for credit memos should be
entered only when there is an existing unpaid
voucher in Cardinal for that vendor.

When you create an adjustment voucher, you
copy the original voucher, which populates the
voucher for you. Then you can enter the amount
of the adjustment. The adjustment should be a
negative number.

When pay cycle runs, it will combine the original
voucher and adjustment voucher amounts, and
pay the net amount.

Fa\fovm:es MainvMenu > Accounts Payable > Vouchers > Add/Update > Regular Entry

[=] Related Information {1 New Window (Z)Help JCLlstnm\zePage

Summary | Related Documents ] Payments | Voucher Affributes | Error Summary
Business Unit: 15100 Invoice No: 1112364 Action:
Voucher [D: 00000049 Invoice Date: 0710212012 Bl -
Voucher Style: Adjustments I Accounting Date: 0710512012 B [“IFinal Voucher S
[1Do Hot Send to CARS
VendorID: - 0000003662 g XEROX Corp Invoice Receipt Date: 0710312012 [
. [XEROX CORP Wi way X N |
ShortName: i O‘ ;Dﬂmjstgate Parkway Goods & Services Receipt Date: 06/27/2012 f5 Altachments (0
I e i
Location: d omments(0)
ocation Q VAT0000108 Comments(0
*Address: " Richmond, VA 23233 Preview Approval
Advanced Vendar Search
Control Group: OJ *Pay Terms: = Ell OJ Net 30 Calc Basis Date
Invoice Lines: -100.00 Basis Date Type: Prompt Payment
*Currency: USD@,  Responsible Org: 99999 Q
Non dise § y
Miscellaneous: 5 Customer Account #: Mon ierchandise Summar Print Invoice
Freight: =] Submit For Appraval
ROW Acquisition ID:
Total: -100.00
Difference: 0.00
Calculate Voucher ID: Q, Copylo Voucher
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Adjustment Voucher Entry (continued)

—

CARDINAL

This page displays the Invoice Information page for an adjustment voucher. It is similar to a regular
voucher, but uses the Copy From Source Document section to enter the Voucher ID of the voucher
being adjusted. This copies the information from the original voucher to the adjustment voucher.

Once the needed adjustments are made, the adjustment voucher can be processed as any other voucher.

See the Entering an Adjustment Voucher job aid for more details.

Fa\fn_rrtes Maln_Menu y» Accounts Payable > Vouchers > AddfUpdate » Regular Entry
- - ~
[=] Related Information (& New Window (Z)Help _./ Customize Page
Summary | Related Documents |f | Payments Voucher Attributes Error Summary
Business Unit: 15100 Invoice No: 11-12364 Action:
VoucherD: 00000048 Invoice Date: 07i022012 El -
Voucher Style: Adjusiments I Accounting Date: 070512012 o] [ Final Voucher Run
[T Do Hot Send to CARS
VendorID: 0000003662 S XEROX Carp Invoice Receipt Date: 0710312012 [

. |[XEROQX CORP @ W o — o .
Shorthame: oy o ;ermis‘gate Parkway Goods & Services Receipt Date:|06/27/2012 {5 Attachments (0
Location: |- . . ,

| ocation o VA10000108 Comments(0)

‘Address: Richmond, VA 23233 review Approval
Advanced Vendor Search

Control Group: @, *Pay Terms: = 30 @ Net 30 Calc Basis Date
Invoice Lines: -100.00 Basis Date Type: Prompt Payment
*Currency: USD @, Responsible Org: 99999 O‘

on M dise S y = 5
Miscellaneous: = Customer Account #: ian Hlerehandise Summaty Print Invoice
Freight: = Submit For Approval
ROW Acquisition ID:
Total: -100.00
Difference: 0.00
Calculate Voucher ID: @ Copy to Voucher
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|Adjustment Voucher Entry (continued)

Favorites - Main Menu > Accounts Payable > WVouchers > Add/Update > Regular Entry
E Eelated Information LEl Mew Window @ Help E,”‘ Customize Page
Summary Eelated Documents Invoice Information Payments Voucher Attributes Error Summary
Business Unit: 15100 Invoice No: |11'123E"jr Action:
Voucher ID: 00000049 Invoice Date: (0710212012 Bl -
. : i . 0710812012 E| ' Run '
Voucher Style: Adjustments Accounting Date: | Final Voucher
Do Not Send to CARS
Vendor ID: |UUUUUU3552 3@, XEROX Corp Invoice Receipt Date: 07/03/2012 |5
. |[KEROX CORP
ShortName: IMNN é ‘;?D;'"[';Ttgate Parkway Goods & Services Receipt Date:[06/27/2012 §i} Attachments (0)
e 12k
Location: 0y
2 @ VA10000108 comments(0
Address: Richmond, VA 23233 Preview Approval
Advanced Vendor Search
Control Group: | @, *Pay Terms: = |3[:I @, Met 30 Calc Basis Date
Invoice Lines: -100.00 Basis Date Type: Prompt Fayment
*Currency: | USD@,  Responsible Org: 99999 @,
Mon Merchandise Summa | E E
Miscellaneous: | 5 customer Account - o Print Invoice
Freight: | o Submit For Approval
ROW Acquisition ID: | '
Total: -100.00
Difference: 0.00 Copy From Source Document
Calculate | Voucher ID: @, Copy to Voucher
' Copy From Worksheet
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Template Voucher Overview

—

CARDINAL

You can create a template voucher to use as a model for other vouchers. The template voucher itself
cannot be processed as an actual voucher. Instead, it is used as the basis for actual vouchers.

Template vouchers can be useful when you often enter vouchers with similar data. The data that you
define depends on your needs. For example, if you use similar vouchers to pay a vendor for a repeatedly

purchased product where only the quantity and amount differ, you can create a template voucher with
repeated field values saved.
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Template Voucher Process

The template voucher process is a three-step
process:

» Create the template voucher. This is a one-
time process.

» Copy the template voucher into a regular
voucher. You do this any time you need to
use the template.

» Update the fields in the voucher so the
voucher is complete and save.

This page illustrates the Invoice Information page
of a template voucher. Note that it is almost
identical to a regular voucher. However, since it is
a template, it cannot be processed. It can only be
used as a source for data that is copied into a
regular voucher.

See the job aid entitled Creating a Template
Voucher for more details.

Favorites  Main Menu > Accounts Payable Vouchers Add/Update
Payments Voucher Attributes
Business Unit: 15100 Invoice No:
Borin. Invoice Date:
Voucher Style: Template Voucher Accounting Date:

Vendor ID: 0000003662

Shortame:
MAIN
Location:
*Address:

Control Group:

Invoice Lines:

*Currency:
Miscellaneous:
Freight:

Total:

Difference:

L "PayTerms:
0.00 Basis Date Type:

USDY,  Responsible Org:

- Customer Account #:

2 ROW Acquisition ID:

PO Unit:
PO Number:

Calculate

Regular Entry
1112364 Action:
07/05/201 Run

Final Voucher
Do Not Send to CARS

Invoice Receipt Date:

Goods & Services Receipt Date:

Prompt Payment
99999

Print Invoice

CopyPO

Tempiate ID:

Description:

XEROX1
Copy Charges

Save as a Template Voucher
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Template Voucher Page

V.-
CARDINAL

|Fav0r'rtes { Main Menu > Accounts Payable > Vouchers : Add/Update : Regular Entry

Invoice Information Payments Voucher Attributes

Business Unit: 15100 Invoice Mo: [11-12364 Action:
Voucher ID: MEXT Invoice Date: | B v
Voucher Style: Accounting Date: 0710512012 £ Run
ty Template Voucher | L] [T Final Voucher
[Tl Do Mot Send to CARS
Vendor ID: IDDDUDMEEE @ XEROX Corp Invoice Receipt Date: El Session Defaults
. [XERO¥ CORP
ShortName: AN & é?ﬂ;ﬂ:istgate Parkway Goods & Services Receipt Date: [ Aftachments (0)
e

Location: (0]
. 2 @, VA10000108 —

Address: Richmond, VA 23233

Advanced Vendor Search

Control Group: | 2, *Pay Terms: = |3U @ Met 30 Calc Basis Date
Invoice Lines: 0.00 Basis Date Type: Prompt Payment
*Currency: | USD@,  Responsible Org: 99999 @,

Mon Merchandise Summa I : :

Miscellaneous: | 2 customer Account 2 . o | Print Invoice
Freight: | % ROW Acquisition ID: |

Total: 0.00

Difference: 0.00 Copy From Source Document

Calculate PO Unit: | Q
PO Number: | @, Copy PO
Erom: Lone - Go

Template ID: |XERDX'1

Description: |Cnpy Charges

Save as a Template Voucher
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Voucher Deletion and Denied Vouchers

—

CARDINAL

Vouchers are edit and budget checked before routing for approval.

Successful budget checking reserves the amount of the voucher in the budget(s) for the voucher’s
accounting entry or entries.

A voucher approver can deny a voucher submitted for approval. When a voucher is denied, the approver
must enter comments to explain the denial. The voucher is then sent back to the originator to correct or
delete. If the originator corrects the voucher, it is re-routed through edit check, budget check and approval
again.

When a voucher is denied, the Voucher Processor who entered the voucher receives e-mail notification of
the denial.

If the denied voucher will not be updated and resubmitted for approval, it should be deleted promptly to
restore the budget amounts.

When an interfaced voucher is denied, there is no e-mail notification sent to the agency. Voucher status
displays on the Summary page in the Approval Status field. Interfacing agencies should check voucher
status on a regular basis. The interfacing agency can update the voucher online as requested by the
approver, or delete the voucher if not needed.
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Deleting Vouchers

CARDINAL

There may be other reasons to delete vouchers — for example, if you enter a voucher in error or if you
make entry errors that are easier to correct by starting over.

Deleting a voucher marks it as deleted in the database. In addition to denied vouchers, only vouchers that
have not been posted, selected for payment or paid can be deleted.

Deleting a voucher restores the budget.

See the Unposting, Deleting and Closing a Voucher job aid for more details.
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Voucher Unposting

—

CARDINAL

Vouchers that were posted by the Voucher Posting process to the Accounts Payable voucher accounting
line table may be unposted in some circumstances. (Vouchers that have been paid cannot be unposted.)

You may want to unpost a posted voucher if you need to make a correction to it. Unposted vouchers
cannot be deleted. When you unpost a voucher, it must be updated that same day. The post process runs
at night and if no changes are made, it will repost the voucher with the original ChartField distribution.

You can unpost a posted voucher when:
* It has not been selected for payment (by the payment processes).

* It has not been paid.

The unposting process creates reversal entries in the accounting line table where the voucher was
originally posted.

See the Unposting, Deleting and Closing a Voucher job aid for more details.
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Close Voucher

CARDINAL

—

Closing a voucher is used when you want the remaining liability to be written off the vendor balance and
the voucher to be considered complete. Closing a voucher prevents it from being processed.

To close a voucher it must be posted, but not paid or selected for payment. Cardinal automatically
removes the associated liability and restores the associated budget amount at voucher closure.

Saving a voucher marked for closure is irreversible (it can not be undone). The voucher is closed once the

Post Voucher process runs in batch overnight. Cardinal automatically removes the associated liability and
restores the associated budget amount.

See the Unposting, Deleting and Closing a Voucher job aid for more details.

125



Cancelling a Payment

CARDINAL

As an agency, there are times you may need to stop a payment for various reasons. To correctly cancel a
payment, efforts must be coordinated with Treasury and Department of Accounts.

If you need to cancel a payment, see the job aid entitled Canceling a Payment — Disbursing Agency for
information regarding the steps and necessary forms to complete this process.
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Lesson 3. Checkpoint

CARDINAL

Now is your opportunity to check your understanding of the course material.

Answer the review questions below:

1) Why is the Budget Pre-Check process not a substitute for the batch budget checking process?

2) Commitment Control is located in which functional area?

3) Does budget checking occur before or after approval? Why?

4) What happens during the voucher posting process?
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Lesson 3: Checkpoint (continued)

CARDINAL

Answer the review questions below:

5) For what type of payment offsets is Accounts Payable responsible? What type does the
Department of Taxation handle?

6) What page and which field is updated if the due date on a voucher needs to be changed?

7) List some different types of errors that can occur in a voucher and how to find and correct them.

8) Why is it necessary to delete denied vouchers?
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Lesson 3: Checkpoint (continued)

CARDINAL

Answer the review questions below:

9) How do you learn that a voucher is denied?

10) Denying a voucher restores the budget? TRUE or FALSE

11) Can unposted vouchers be changed or deleted?
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Lesson 3: Summary

CARDINAL

In this lesson, you learned how to:

» Describe the steps in voucher processing

» Create payment offsets for lien, levy, garnishment, etc.

» Describe how payment information can be updated on a voucher
» Review and correct voucher processing errors

» Enter adjustment vouchers

» Describe the purpose of template vouchers

» Delete vouchers

* Unpost vouchers

* Close vouchers
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Lesson 4: Voucher Reports, Queries and Online
CARDI-I:IAL' IanIrIeS

In this lesson, you will learn about the following topics:

* Reports

e Queries

* Online Inquiries
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Voucher Reports

CARDINAL

Voucher reports can be run at various intervals. There are numerous voucher reports available. Some of
the key voucher reports include:

* Budget Check Exceptions

» Posted Voucher Listing

* Voucher Listing by ChartField
* Voucher Register

* Voucher Upload Error Report

» Agency to Agency Vouchers Report
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|Budget Check Exceptions Report

This report lists all budget check exceptions on vouchers.
You can navigate to this report using the following path:

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

Voucher Exceplions Line Exceptions

Business Unit: 50100 Voucher 1D: UUUUUDDEE
*Exception Type: - Override Transaction i = M
Maximum Rows: 100 More Budgets Exist
Search | Advanced Budget Criteria
Budgets with Exceptions Customize | Find | View 21 | B | 3 Firet & 46of6 O Last
. Business . . Override . Override
Details Unit Ledger Group Exception More Detail Budget Override User 1D Date Tran
1 @l 50100 CC_ALLOT Translation Tree error Mare Detail CHARLOTTE HANEY g%:;i{‘;g:; GoT]
2 @.L 50100 CC_APPROP Translation Tree error Mare Detail GoT]
3 & 50100 CC_CASH Required key CF is blank More Detail Go T
4 @. 50100 CC_LOWLVL Translation Tree error More Detail GoT]
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This report lists posted vouchers for a specific date range and all or specific vendor(s).

Posted Voucher Listing Report

You can navigate to this report using the following path:

Main Menu > Accounts Payable > Reports > Vouchers > Posted Voucher

Report 10 APYI020 Pecpelc® Accounte Payatee Page ko
SRacLE POSTED VOUCHER LISTING Frun Dste
Pum Tira:
BUSINGSS Uit 5100
For the penod: TRr2012 Iwough T20/201
Iv-ul.t Micro
Vouches 0000005 Invoice Date. . Jull 20" WTW. Document Dats: Docurment Sequence.
countes Aeeicanen o vew o oL Cumency f—
Lesger o o — e me e una — Acroun et Amoxet Crean Amout Cose seax
Coeratrg Un und Soce Dect s Buapet Re? Brogram Proouct Project AfPiate Affiaee s !
ACTUAL: 20 CCRUAL APOD00S0 AP, 15100 205025 13398 UsSD
000 e
ACTUAL: APOD00S014 0o s 13399
01000 $1100
UCHe. 000000SL 10 USD 99 9%
Mooy Apphcaton = vew  om oL [o— [T
eoger e Sccama P— we  Loe  Lee e p— p— a— [—— ses
Operating Uni Fund Code Dept Cass Budget Ret Erogran Product Project Tiate Affiiste Intra
ACTUAL 20 ACCRUAL APOO00%100 AR, {s2] 205025 920,00
o1000 99959
ACTUAL: APODOOS1D0 ODST 0 1 15100 SO121 20 S20.00
01000 $1100
'oucher 00000062 total | USD 820.00 920.00
Imlz Aspect Softwars
Vouched 000000SS Invoice Date. 12wl 20° Document Type. Document Date. DOCurnent Sequence.
Agcountng Appicaton o Ve Ozt oL Currency Unpost
=g ——d Jourr Jouns 1D Tiwe Une Line Unit ] Aczount Detit Amourt Credt Amourt  Code Seq ®
Coeratrg Un und Coce Dece Caazs Budpet Re! Brogram Procuct Project Aiate Afiigee rtra |
ACTUAL TZouMZ1Z | ACCRUAL APODODS0ST AP T S0 20502 28600 USD 0
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|Posted Voucher Listing Report (continued)

CARDINAL

W AT P S Lmalady P alin Pagd N 1
O ACLE POSTED VOUCHER LISTING Fun Can: T2
P Tew TEET Y AM
Bumireasy LUnit E5H00
Fior e pericad: TRAd mwough T2OS0IT
I e D o001 Wt Audofednce Sorp
Woucher ID 00O veoion Dl 10 212 Dot Ty [oeler adil =] frcalol gt Tl l
AcTouRtrg AR -] o -] o oy It
Ldgee Cam v s O T e e LT Azpmart il et Dt et Credt dmoud Coow Bz @
e i e Fura) Coow g ] Bsage B e il e LT L il i
ACTALS LR R ACCRAL APOOODAC 1Y APA 1 1 15100 ARl MWW D ]
Lk e ] b
ACTHLD APCOODEC 14 DT 1 150G =g 1Ry (] -]
L =] Lol o
Wimadher DOOOOCS. toldl USD 133 % 1055
Wolcher ID Q00o0ET Ireoion Dt 17 AT Doyt Typs: Dy Dupte [t el Ll =Ty B
AcTountng - == (<] W [« ] L Curengy gt
Laiget = R Soursa O Ty L Lre uae B ot LR e T Dbt Syt Crnd Ao ICooe L
Sy Ln [FE =] s [T B B g ] ] ) P ey |
ATTULS AT AR APOOORIN0 AP 1 1 s et Lol ] ]
b s es] b
ATTLY ASode 0aT 1 LELl B L] el =] -]
sl s e ] 10
Winched DODIO0CT tolal | 3D =g e
I o I e Anpect Soffwar
Woucher ID GO0R0EEY regios Dale: 10l WD Dot Typs Cgurrmed Cate Dot faquencs
Azrourting Agpseator [« ] Wi [+ ] oL Carwnsy gt
Lrdge’ = P C e Bl T =] Lrs e i o diriad Dbt St TP ACDL  Code el 0
frargrg et Furad Coza e T B B ez gra= e ot il Ay e
ACTALS A ACCRAL ARCODDECET  APA 1 1 W e TE0L D -]
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Voucher Listing by ChartField Report

—

CARDINAL

This report lists vouchers that include specific ChartField(s) that are specified in the report request
parameters. For this example, this report can be run for all vouchers posted to a specific account.

You can navigate to this report using the following path:

Main Menu > Accounts Payable > Reports > Vouchers > Voucher Listing by Chartfield

Report K- APPSO FPropleloft Acocunds Payable Page Mo. 1
ORACLE VOUCHER LISTING BY CHARTFIELD o Dute  TERMGONZ
Run Time 1015 584M
Business Unit- 5100 Account. 50 Department. s1100 Project. ALL GL Business Unit. 15100
Fund Cooe: ALL Class: AL Buaget Rer: ALL Operating Unit ALL Program: ALL
Proguct AL AMitate: A Fund AMEats: ALL Agency Location: ALL
Accounting Dats: OT/O2/2012 hrough DT/20/2012

Business Purchase voucner
Unit VOLCHST PO Business Lnit Oroer Curmsncy Suvvouant
s100 OoTOTo=D WS 22£.00
s100 OOCOC0= WD 23€.00
s100 DODOOO: usi 248,00
s100 0000044 usH 248,00
s100 DODODOSS usi 248,00
s100 [es e ety VS 33200
s100 0oCOZosE S 226 00
S100 es e ste ) VT 22£.00
S100 [es e aie sy WS 23¢.00
S100 0oCOC0sE WD 22£.00
s100 0OCOC0s" S 22800
s100 0oCOC0sE S 22800
s100 0oCOC0s S 22600
s100 0OCOCOT S 33200

Totas fof BUSINGSS LN 15100 Curmency UsSD 3.532.00

Ena of Report



Voucher Listing by ChartField Report

CARDINAL
Reperti  APIRND Propiedofl Locours Payabi Pagebo. 1
ORACLE VOUCHER LISTING BY CHARTFIELD RunDale  TRO2012
Fun Time 100155840
Business Unit- 15100 Account: s031110 Department: 91100 Project: ALL GL Business Unit: 15100
Fund Cods: ALL Class: ALL Buaget Ref. ALL Opérating Lnit: ALL Program: ALL
Proguct: ALL AMilkste: ALL Fund AMiksts: ALL Apency Location: ALL
Accounting Date: 0722012 Mrough OTr202012
Business Purchase Voucher
Unit VOUEhSE PO Business Unit oroe Currency amount
15100 DODOO0SD uso 245,00
15100 DODOO04 1 uso 2300
15100 DODOOOL3 uso 248,00
15100 DODOO04S uso 245.00
15100 DODOOOLS uso 248,00
15100 DODOOOLE uso o
15100 DODDOOSE uso 255,00
15100 DODOODSS uso 245,00
15100 DODOODSS uso 23600
15100 DODDODSE uso 24,00
15100 DODOGDET uso 226,00
15100 DODOOOSE uso 226,00
15100 DODDOOSS usD 246,00
15100 DODOOOTD uso 00
Totals for Business Unit 15100 Curmency USD 3,598.00
End of Report
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Voucher Register Report

CARDINAL

This report lists vouchers for a selected data range with or without invoice line and distribution information.
You can navigate to this report using the following path:

Main Menu > Accounts Payable > Reports > Vouchers > Voucher Register

Reger D arviene Peceiszom Ascounts Payaces Page Ne. 1
ORACLE VOUCHER REGISTER Fun Date P
Fum Time 1070804 AM
Business Unit: 15100
FFor the period: 02.Jul 2012 through 20.Jul 2012
Voucher Header Information
Ertered Ot oucher © Imvoice D Imvoce D1 Venger IO WEnaor NaTe Sngn Coeraor Enty St At Dt Fost Stat it Cotr 1D
0242012 000003 D1APOS0S 02Ju2012  0DO000I6EZ XEROX Corp oML V_AP_COvA Postaoe 2awz012  Unposea STANDARD
ApOroval S Curency Rate Type Excrange Rate Gross AME CHECount ATt Uze Tax Sales Tax Freght Are MISC At Net Due Ot Dzcnt Due Dt
Fenaing US0 CRRNT 7000000000 TE oo 600 (1] G50 000 TEAz01Z
Decument Trpe Oocumers Date Cecumert Sequence VAT Trars Tyoe WAT Amount VAT Exceston Type VAT CertfcatelD Fromee S U F M Pay Terms
0.00 NNNN Due row
Ertzred Ot Woucher O Imvoice 1D Imvoice Dt Venger IO Wendor Mame: Snigin Cperstor Enty Siat Az Dt Fost Stat Dizt Crtr 1D
02J42012 000040 DIAPOSOIA 02JuU2012 00000SISZE TRANSCOAE ING ONL  V_AP_COVA Postaie C2amz012  Posted STANDARD
Agoroval S CSwrency Race Type Excrarge Rate Groos Ame Czcount At Uze Tax Salez Taw Fresght Ame Mizc Amt Net Due Ot Dzcnt Due Ot
Aporoved  USD TRENT _ ~__ 1.000000000 TE00 ) (T3] OO0 G0 T00 T JuiZ0T
Document Trpe Decurment Dot Cocument Secuence VAT Trars Tyee VAT Amcunt VAT Exception Tree VAT Cerstcaseln Promts S U F M Pay Termz
0.00 N N N N Due Now
Ereerea D1 voucher O woice 1D Inwoice D1 Vengor 1D werdor Mame ongn Cperstor Enry Accxg Dt Fos st Dist Cotr 1D
B2 42012 0OCOODEA CIAPCECTE B2Ju3012  DOODOSISZE TRANSCORE NG ONL  V_AP_COVA Postike S2u3012  Posted STANDARD
Aseraval SEt SwTery Rate Type Exmrarge Rate Gress Ame Cracaunt At Vze Tax Sales Tax Freight Amt Mizc At Net Due Ot Dzent Dwe Dt
Aporoved 50 CRRAMT T.000000000 B0 L L a0 () 00 TEANZ01Z
Decurment Type: Document Date Documert Seouence VAT Trarz Tyee VAT Amount VAT Excestion Troe VAT Certfcate D Fromes S U F M Fay Terms
6.00 NNNN Due Mow
Erterea Ot Vouther O Ivoice I Invoice Dt Vengor ID wemace Mame ongn  Cperstor Entry St Accg Ot Post Stat Dist Catrt 1D
02042012  0OCODDS2 DIAPOSOSA 02Ju2012  ODOO0CISE2 XEROX Corp ONL  V_AP_COVA Postaoe 022012 Posied STANDARD
Acprove S Cumency  Ra= Tree Excrange mate Gross Ame Exzcoun At vze Tax Sases Tar Frogreame mazc At Mot Due £X Dzcnt Due Ot
Aporoved USo CRRNT 7000000000 oTE oo LE] (X (X 500 BEAZ012
Decument Type Cocument Date Cocument Seguence VAT Trans Time VAT Amount VAT Excegtion Type VAT CetfcaieiD Fromee S U F M Pay Terms
0.00 N NNN Due Mow




Voucher Register Report (continued)

CARDINAL
Report ID: APYUE Peopietoft Assounts Payabie Page Ne. 1
ORACLE VOUCHER REGISTER Run Date 2002
Run Time 1006704 AM
Busineas Unit 15100
Forthe panod: 02.Jul2012 through 20.Jul2012
Voucher Header Information
Ertered Dt Voucher O Invoice I Invoice D Vender ID Vieridr Name ogn  Cperster Enky St Accig Ot Post Stat Dist Crir 1D
0242012  0O00DO33 D1APOS0S 02l 2012 DODD0OIEE2 XEROX Corp ONL  V_AP_COVA Postai 02 Jul 2012 Urposted STANDARD
Approva Sen Curency Rate Type Exzrange Rate Gross Ame Diiseount Amt Use Tax Saies Tan Freight Amt Miize At et Due O Dizent Due Dt
Penting US0 CRRNT  ~ 1.000000000 &El om0 ) 000 L] 000 GZMZO1Z
Decument Type Decument Dase Decument Sequence VAT Trore Type: VAT Ammount VAT Exception Tyoe VAT Cerfcteld Fromie 5 U F M Fay Terms
0.00 HNNN Due Now
Entered Dt Woucher D Invoice 1D Imvice: D Venger ID Vengor Nameg Qngn  Cperator Envy B Accg Ot Post Stat Dzt Crart 1D
02 Ju 2012 00000040 D1AROS01A 02 Ju 2012 0000053528 TRANSCORE NC ONL  V_AP_COVA Postabe 02 Jul 2012 Bosted STANDARD
Agerava o Curency Rage Type Excrange Rate Gross Amt Drizcount s Use Tax Saies Tax Freght Amt Mizc Amt Net Due Dt Dzent Due Dt
Approved | USD | CRRNT  1.000000000 22500 GI) 0.00 000 (] oo oz
Decurment Type Document Date Coxumers Seavence WAT Trore Type: WAT Amount VAT Exception Tyoe WVATCorfcatelp Fromie S U F M Fay Terms
0.00 N NHNN Due Mow
Ereered Ot Woucher D Invoice 1D imvoice Dt wenger D Vengar Mame Ongn  Operstor Entry St Accyg Ot Fost Siot Dist Cotrt 1D
02 Jul 2012 00000041 01AROED1B 02 Jul 2012 0000053528 TRANSCORE MNC ONL  V_AP COVA Posiaoie 02 Jul 2012 Posed STANDARD
Agerova ¥ Curency  Rate Type Exchange Fate Grosz Amt Dizcount At Uze Tax Sales Tax Freight Amt Mazc Ame et Due D¢ Dzcnt Due D
Approved uso CRRNT 1.000000000 23400 0.00 6.00 0.0 (L 000 GZMiZ01Z
Decumant Type Documens Dase Decumert Seauence VAT Trarz Tipe: VAT Ameunt VAT Excestion Tyoe VAT CerfcatielD Fromte S U F M Fay Ter=s
0.00 N NNN Duse Now
Erstered Ot Woucher iID Invoice IS Invaice OF Wenaar ID Verdor Mame Gngn Cperaior Entry Szt Aceyg Ot Bost Stat Dist Crvtr I0
02Ju2012  0O0DDDL2 D1AROSDSA 02.Jul 2012 DODDOOIEE2 XERCX Corp ONL  V_AP_COVA Postoe 02 Jul 2012 Posted STANDARD
ASroval 523 Cumency  Rate Type Excrange Rate Gross Ame Ctzcount Ams Use Taw Sakes Tax Freghe Ame Mazc Ame Net Dus Ot Dszcnt Due Dt
Approved UsSo CRRNT 1.000000000 i a.00 0.0 0.00 000 000 TZMiZ012
Document Type Document Dote Document Scauence: VAT Trans Type: VAT Amount VAT Excegtion Tyoe VAT CertfcatielD Fromie S U F M Pay Terms
0.00 N NNN Dt Now
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Voucher Upload Error Report

CARDINAL

This report provides details on all errors, including missing and invalid data, encountered when loading
voucher and one-time vendor data from agency systems into Cardinal. This report is generated nightly in
batch and can be viewed from the Report Manager.

You can run this report ad hoc using the following path:

Main Menu > Accounts Payable > Reports > Vouchers > Voucher Upload Error Report

Commonwealth of Virginia

g ) VOUCHER UPLOAD ERROR REPORT
CARDINAL Bun Date: 05/20/2014
Report ID: AP966 Roun Time: 09:43 00

Page No. 1 of 3

Submitting AP BU: 13800

Upload Date Range: 09-MAY-2014 te 09-MAY-2014
File Name: 13600 _AP%&4 IN 05072014 1100 00l.dat
Upload Date: 09-MAY-2014

No Vendor Errors Found.

Total Vendors Submitted: 1

Total Vendors with Errors: a

Total Vendors loaded Successfolly: 1

WVoucher BU: 13600

Agency Voucher ID Voncher Line Num Distrib Line Num Error Field Name Field Value Error Description

4444447 1 1 DEPTID 710 ChartField error for: 710, Field WName: Department,
Prompt Table: DEPT_TEL

4444442 1 1 DEPTID 722 ChartField error for: 722, Field Name: Department,

Frompt Table: DEPT_TEL

Total Vouchers Submitted:

Total Voochers with Errors(Vendor Related):
Total Vonchers with Errors:

Total Voochers loaded Successfully:

oo w
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Voucher Upload Error Report (continued)

-
CARDINAL
A Commonwealth of Virginia
i WVOUCHER. UPLOAD ERROR REPORT
CARDINAL Bun Date: 05/20/2014
Report ID: AP9%66 Bun Time: 09:43 00

Submitting AP BU: 134600

Upload Date Range: 09-MAY-2014 to 09-MAY-2014
File Name: 13600 _APS64 IN 05072014 1100 001.dat
Upload Date: 05-MAY-2014

Ilo Vendor Errcrs Found.

Total Vendors Submitted: 1

Total Vendors with Errors: 0

Total Vendors lcoaded Successfully: 1

WVoncher BU: 13600

Agency Voucher ID Voncher Line Nom Distrib Line Num Error Field Name
4444441 1 1 DEFTID

4444442 1 1 DEPTID

Total Vouchers Submitted:

Total Voochers with Errors (Vendor Related):
Total Vouchers with Errors:

Total Voochers loaded Successfully:

[l = )

Field Valus
710

722

Error Description
ChartField srror for:
Prompt Taple: DEPT_TEL
ChartField error for:
Prompt Table: DEPT TEL

Page No. 1 of 3

710, Field Name: Department,

722, Field Name: Department,
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CARDINAL

Agency to Agency Vouchers Report

This report provides details on agency to agency vouchers created during a specified time period with
associated payments if the voucher has been paid.

You can run this report ad hoc using the following path:

Main Menu > Accounts Payable > Reports > Vouchers > Agency to Agency Vouchers

Commonwealth of Virginia

2P Business Unit
From Journal Date (AF Accrual)
To Journal pate (AP Accrual)

au vendor ID Vendor Name

10000

cmmonwealth

0000031103 Commonwealth

0000031103 Commonwealth

0000031103 Commonwealth

0000031103 Commonwealth

csmonwazlth

Total for EO:

10100 ates

ON OF LEGISLATI

+ AL
:  01/01/2015
01/3042015

Total for Agency: 104
NIA INFORMATION TECHNOLOGT

NIA INFORMATION TECHNOLOGT

Total for Agemcy: 182

of virginia

of

of

of

of

Of Virginia

Total for Agency: 134

IVE AUTOMATED

ON OF LSGISLATIVE AUTOMATED

ON OF LSGISLATIVE AUTOMATED

pIVI

ES A

ES A

sTON

Account

Fund  program

AGENCY TO AGENCY VOUCHERS
Bun Date: 02/02/2016

Report ID: VAPRDSDL Fun Time: 12:27 00
Page No. 1 of 121

LATTVE

00000097 01/26/2015 5210

AUTOMATED

YSTEM

T2800

T2800

oooooo

ooooooTs

ERED

ooooooel

ooooooel

ooooooss

ooooooss

81/1a/2015

12/28/2014

12/28/2014

ro7/2018

11/30/2014

12/31/2014

12/31/2014

12/31/2014

81/21/2015

/2142018

01/26/20

o1/06/20

o1/z0/2015

01/05/201

01/13/201

0141342015

0141342015

01/26/2015

01/26/2015

o1/ze/z201

fo7/z01

01/15/201

01/15/201

01/15/201

o1sz8/201

sza/201

¥oucher Acctg Dt Inweice ID Invoice Dt Journsl ID Jourmal Dt Pymnt Ref Pymnt Dt Emount
oooooo s194 12/23/2014 15 a7.00
00000086 01/16/2015 5205 01/1a/2015 01420420 62.50

$194.50

187,1

$325,173.59

£332,371.08
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Agency to Agency Vouchers Report (continued)

CARDINAL

Ccommonwealth of Virginia

AGENCY TO AGENCY VOUCHERS

CARDIMAL Bun Date: 02,/02/2015
Report ID: VAPROSO4 Bun Time: 12:27 00

Page Mo. 1 of 121

AP Business Unit 1 ALL
From Journal Date (AF Accrual) : 01/01/2015
To Journal Date (AP Accrual) 1 013072015
BO Vendor ID Yendor Wame Account Fund Program Youcher Acctg Dt Invodice ID Invoice Dt Jourmal ID Journal Dt Pymnt Ref Pymnt Dt Amount
o000 Senate
QDOOO52106 DIVISION OF LEGISLATIVE AUTOMATED £ 5012150 01000 722004 00000073 0170672015 5194 12,/23/2014 APODDDETA22 01/06/201 01/22/2015 47.00
QDODOS2106 DIVISION OF LEGISLATIVE AUTOMATED & 5012150 01000 T7BZO004 ooooooBes 5205 01/14/2015 62.50
QoDOOOE2106 DIVISION OF LEGISLATIVE AUTOMATED £ S012150 01000 782004 aoooooaz 5210 01,/14/2015 01/28/2015 TE.00
Total for Agency: 104 DIVISION LATIVE AUTOMATED SYSTEM £184.50
0000031508 VIRGINIA INFORMATION TECHNCOLOGIES A 5012160 01000 782003 00000072 01/06/2015 TZEO0033 12,/28/2014 RAPODDET422 01/06/201 BOD53639 o01/27/2015 26.65
QDOOO31508 VIRGINIA INFORMATION TECHNOLOGIES A 5012160 01000 7EB2004 00000072 017062015 T2E0033 12,/28/2014 RPODDET422 010620 BDDE3E39 01,/27/2015 1,687.55
Total for Agency: 136 VIRGINIA INFORMATION TECHNOLOG AGENC %

QDOODOS2006 WIRGINIA EMPLOYMENT OO

5014150 01000 7E2004 0ooo00E4 D1/16/2015 VECOL/0

01,/07/2015 APODOTOS3S 01/20/201 01/22/2015

Total for Agency: iBz VIRGINIA EMPLOYMENT COMMISSION ]
oooODO31103 mmonwealth Of Virginia S012B840 01000 7E2004 oooaoo7L 11,/30/2014 APODDDEEE1E 01,/05/2 01,/07/2015 40927
DD0OD031103 Commonwealth OF Virginia S012B30 01000 TEBZOO4 0000007E 12,/31/2014 RPODDES3IEE 01/13/2015 BODSE461 01/15/2015 Z00.00
0000031103 Commonwealth of wirginia 5012840 01000 TE2OO03 ooooooal FLT152861 12/31,/2014 APODOES3EE 01/13/2015 BODS3461 01/16/2015 ao.z8
DD0OD031103 Commonwealth OF Virginia S012B40 01000 TEZOO4 oooooo0BL FLT152B61 12,/31/2014 01/15/2015 424.04
0000031103 Commonwealth of wirginia 5015410 01000 TE2OO4 00000095 3 A 01,/21/2015 o01/28/2015
DD0OD031103 Commonwealth OF Wirginia 5015410 01000 7B2004 000000968 1A 01,/21/2015 01,/28/2015

Total for Agency: 194 Commonweal Virginia $325,173.59

Total for BU: 10000 Senate £332,371.056

10100

use of Delegates
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Voucher Queries

CARDINAL

Voucher queries can be run at various intervals. There are numerous voucher queries available. Some of
the key voucher queries include:

Vendor Payment Hold Query

* Vendor Payment Hold with Unpaid Vouchers

* Voucher Worklist

* Voucher Error Query

» Vouchers Not Paid — Vendor Location Address
» Posted Vouchers

* Voucher Payments Awaiting Due Dates

* Vouchers Denied not Deleted

* Vouchers Not Posted to AP

* Vouchers Posted to AP Not JGEN (GL)

* Vouchers on Payment Hold
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Vendor Payment Hold Query

—

CARDINAL

This query identifies vendors with a location on hold. This query is run by CVG to determine if a vendor’s
payment hold status requires update due to an internal payment offset request. See the job aid entitled
Processing Internal Payment Offsets for more information.

You can navigate to this query using the following path:

Main Menu > Reporting Tools > Query > Query Viewer >V_AP_VNDRS _ON_PYMNT_HOLD

V_AP_VNDRS_ON_PYMNT_HOLD - Vendors on Payment Hold

Vendor SetiD: BTATE @,
Pymnt Handling Cd (% for ALL): |RR OJ

View Results

Download results in . Excel SpreadSheet CSV TextFile XMLFile (2 Kb)

WView All First 4] 1-11 of 11 k] Last
SetlD Vendor 1D Vendor Hame Location Description Payment Method Payment Handling
1 |STATE |0000002751 GroundDown ConstructorsLLC LIEN RR
2 |STATE |0000002751 GroundDown ConstructorsLLC MAIN GROUNDDOWN CONSTRUCTORS ACH RR
3 |STATE |0000024439 Infrastructure Rehabilitation Service LEVY RR
4 |STATE |0000028353 Mark A Keesee LEVY TAX LIEN RR
5 |STATE |0000029201 Cephas Industries Inc IR LEVY IRS TAX LEVY RR
6 |STATE |0000050762 EDWARD DALE MARTIN LIEM RR
7 |STATE |0000054193 E-Z CRUZ MARINA LLC LEVY RR
8 |STATE |0000056786 Bruce Hewitt LEVY TAX LEVY RR
9 |STATE |0000056947 JOMES & JONES OF VA LIEN RR
10 |STATE |0000058744 ANTHONY'S CONCRETE & MASONRY LLC LEVY IRS LEVY RR
11 |STATE |0000072037 REED COMSTRUCTION INC LEVY RR
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Vendor Payment Hold Query (continued)

CARDINAL

V_AP_VNDRS_ON_PYMNT_HOLD - Vendors on Payment Hold

Vendor SetiD: [TATE @,
Pymnt Handling Cd (% for ALL): RR @,
View Results

Download results in . Excel SpreadSheet CSV TextFile XMLFile (2 Kb)

View All

SetiD Vendor ID | Vendor Name

|STATE (0000002751  |GroundDown ConstructorsLLC
STATE |0000002751 |GroundDown ConstructorsLLC
STATE 0000024439 Infrastructure Rehabilitation Senice
STATE |0000028353  |MarkAKeesee

STATE 0000029201  |Cephas Industries Inc

STATE 0000050762  |EDWARD DALE MARTIN

STATE 0000054193  |E-Z CRUZ MARINALLC

STATE |0000056786  |Bruce Hewit

STATE 0000056947  |JONES & JONES OF VA

10 |STATE [0000058744  |ANTHONY'S CONCRETE & MASONRY LLC
111 |STATE (0000072037  |REED CONSTRUCTION INC

W o N[ & |w[ro]]

| Location
LIEN

MAIN
LEVY

(Lewy

IRS LEVY
LIEN
LEVY
LEVY

LIEN

LEVY
LEVY

Description
GROUNDDOWN CONSTRUCTORS
TAXLIEN
IRS TAX LEVY
TAX LEVY

IRS LEVY

Payment Method

'ACH

First L 1-11 0f 11 _” Last

Payment Handling

RR
RR

RR

RR
RR
RR
RR
RR

RR

|RR
RR

146




¥ |Vendor on Payment Hold with Unpaid Voucher(s)

CARDINAL

This query identifies vendors with a location on hold with unpaid vouchers. The agency Fiscal Officer

should run this query daily to determine if unpaid internal offsets-related vouchers exist for their agency.
See the job aid entitled Processing Internal Payment Offsets for more details.

You can navigate to this query using the following path:

Main Menu > Reporting Tools > Query > Query Viewer >V_AP_VNDR_PYMNT_HOLD

V_AP_VNDR_PYMNT_HOLD - Vndrs on Pymnt Hid w Unpd Vchr

Vendor SetD; BTATE @
AP Business Unit: {15100 ‘@,
Vendor 1D (% for All): % @

View Results

Download results in:  Excel SpreadSheet CSVTextFile XMLFile (1kb)
View Al

First 4] 1-1ef1 k] Last
Vendor AP Business

Vendor o Payment Handling Voucher Scheduled Due Entered Days on
SetiD Unit Vendor ID Vendor Hame TS Description Code D Date Date Hold Comments
1|STATE 15100 0000072037 ﬁE:ED Bh AL LEVY RR 00417550 |02/07/2015 01M14/2015 19
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Voucher Worklist Query

—

CARDINAL

This query is used to report on vouchers pending approval. The query can be run by a Business Unit,
Voucher ID and/or Approver ID.

You can navigate to this query using the following path:

Main Menu > Reporting Tools > Query > Query Viewer >V_AP_WF_VOUCHER

V_AP_WF_VOUCHER - Voucher related worklist entry

Business Unit (% for all): 15100 @
Voucher 1D (% for all): 00000006 QJ
Approver ID (% for ally: (% @,

View Results

Download results in . Excel SpreadSheet CSV TestFile XMLFile (1 kb)

View All
) Voucher ) Voucher ) i
Approver Builln_?ss Um.:gher Entered ACCI:?I.I‘MIHQ Voucher Created By Ap_llFrmraI Approval ‘u";r;rr:{llst lWl:;rkllst SYSD
ni Date ate ype Status atus |Instance
1|\W_AP_COVA_VOUCHER_APPROVER (15100 00000006 (06MB/2012 | 06M8/2012 |V_AP_COVA_VOUCHER_PROCESSOR_PC '&%ﬂr‘?:gal P 1 00723
2\W_DOA_SUPER 15100 00000006 (06MB/2012 | 06M8/2012 |V_AP_COVA_VOUCHER_PROCESSOR_PC '&%ﬂ?:gal P 0 00723
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Voucher Error Report Query

—

CARDINAL

This query provides the ability to track vouchers containing errors and includes the type of error (i.e.
budget errors and edit errors). Use the Business Unit and Responsible Org parameters to run this

query.
You can navigate to this query using the following path:

Main Menu > Reporting Tools > Query > Query Viewer >V_AP_VCHR_ERROR

V_AP_VCHR_ERROR - Voucher Error Report

Business Unit: [15100 @
Responsible Org (% for All): % @,

View Results

Download results in - Excel SpreadShest CSV TextFile XML File (1 Kb)

Wiew Al First [§]] 1-7 of 7 [§] Last
Business Unit Responsible Org Current Date Voucher IDv Entry Status Budget Status
1 [15100 99999 072312012 00000071 R M
2 [15100 99999 072312012 00000039 P E
3 [15100 99999 072312012 00000059 P E
4 (15100 99999 072312012 00000060 P E
5 (15100 99999 0712312012 00000047 R M
6 [15100 99999 07i23/20M2 00000019 F E
7 [15100 99999 0712312012 00000056 R M
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Vouchers Not Paid — Vendor Location Address

—

CARDINAL

This query is used to help agencies monitor vouchers pending payment and includes vendor information

for the vouchers. Query selection criteria includes Business Unit, Vendor and Scheduled Due Date
From and To.

For the vouchers to be picked up by pay cycle, regular vendors must have Vendor Status of Approved
and one-time vendors must have a vendor status of Inactive. The Vendor Address and Location statuses
must also be Active for both regular and one-time vendors.

You can navigate to this query using the following path:

Main Menu > Reporting Tools > Query > Query Viewer >V_AP_VCHR_NOTPAID_VEN LOC
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Vouchers Not Paid — Vendor Location Address
(continued)

CARDINAL

V_AP_VCHR_NOTPAID_VEND_LOC -Vchrs Not Paid - Vndr Loc/Addr

Business Unit (% for ALL): [15100 (@,
Vendor SetiD: [STATE |@,
VendorID (% for ALL):  [% @
Scheduled Due Date From: [05/03/2016 [
Scheduled Due Date To:  [05/20/2016 {31

Yiew Results

Download results in . Excel SpreadSheet CSVTextFile XMLFile (13 kb)

Wiew Al
Business i Invoice |Accounting |Voucher| Entry |Budget| AP Post |Approval | Scheduled | Voucher Pay |Payment Payment
unit | Uoucher |invoice Number| =, Date | Origin | Status | Status| Status | Status | Due Date | Amount |Terms| Method | On Hold
1 (15100 00001518 (vO17263A 12162015 |05/03/2016 |OML Postable \Walid  |Unposted |Pending |05/03/2016 12782.20|00 ACH M
2 15100 00001519 |(VO17173A 11712015 |05/03/2016 |OMNL Postable ggt{d Unposted |Pending |05/03/2016 127822000 ACH M
i Vendor | Vendor | Vendor | Vendor
Rs;;im Res%tl:-rnmhle VendorID | Vendor Hame Pe\:;gtt!gr:ce i::f“c;r Address Address| Remit |Location
g Seq Nbr| Status |Location| Status
VIRGIMIA
INFORMATION ) .
10000 0000031508 TECHNOLOGIES Regular Approved 5 |Active MAIN Active
AGEMCY
VIRGIMIA
INFORMATION ) )
10000 0000031508 TECHNOLOGIES Regular Approved 5 |Active MAIN Active
AGEMCY
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Posted Voucher Extract Query

CARDINAL

This query will provide users with posted voucher data for a specific journal date range.

You can access this query using the following path:

Main Menu > Reporting Tools > Query > Query Viewer >V_AP_POSTED_VCHR

V_AP_POSTED_VCHR - Posted Voucher Extract Query

Business Unit: 15100 |G,

Journal Daate From: (070

Journal Date To: o7
View Resulls

Download results in: Excel SpreagShest CSv TextFlle XML File (20 kb)

Do
Veaendor Goods & . Hot
ke AP Voucher : D Invoice NAAUSEID Vendor Addr, Vendor e Accounting | Voucher :(HU’OICel Services | Hesponsible “;\"g'omel' Send | Gross VOL“'C"E' unit
USMIRES n nvoice Date endor Hame | Seque Location te Origin | Recelp . Organization | ACCOUN 1o Amt iine |price
ni ity ate umber |0 umber
Flag
| Brepartment
1 15100 00001027 15100010715 (07/01/2015 [ 0000031103 [ of General 1 EDI-IA O7ME2015 [ONL 10000 Y 32520801 1| D00
|Services
Department
2 15100 00001027 | 15100010715 |O7/01/2015 | 0000031103 | of Genaral 1|EDIA O7M5/2015 [OML 10000 ¥ 29208 01 2| o000
|Services
Description Distribution GL PC
Merchandise Fund Department| Cost Agency |Agency | Accounting Activity
Quantity Voucher Line Description 254 Mixed - e Line BuSIn.ESS Account Code Program D Center Task FIPS |Asset Use 1 Use 2 Date Busln_ess Project ID I
Item Humber Unit Unit
0.0000 |JULY LEASE 21956.49 1{15100 5015390 (06090 (711008 |95700 07/15/2015 |15100 0000103772
0.0000 |JULY LEASE 1725162 115100 5015390 (06090 | 711008 95700 07/M15/20156
First @l 1=11 of 11 [ Last
Future |Future Dstb Journal
Analysis | Source . Journal Date unpost
Category | Subcategory |Affiliate | Use uUse |Merchandise| Journal ID Line
Type Type Field | Field Amount Loz ezt Number | SSduence
ACT 0.00 21956.49 [APDD124448 [07/16/2015 [07/16/2015 a4 o
0.00 17251.52 [APDD 124448 [07/16/2015 [07/16/2015 3 o
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Posted Voucher Extract Query (continued)

V_AP_POSTED_VCHR - Posted Voucher Extract Query
Business Unit: 15100 (@,
Journal Date From: (07/15/2015 [3]
Journal Date To: 0712212015
| ViewResults |
Download results in:  Excel SpreadSheet CSV TextFile XMLFile (20 kb)
Wiew All
Do
AP Vendor I ] Goods & Cust Not v h
Busi Voucher | ice ID Invoice Vendor 1D Vendor Address | Vendor VLIN Accounting |Voucher R'WOIF'E; Services |Responsible ;5 omeir Send Gross olll.c H Unit
"‘:’;".‘:55 D LS Date Slafelr Name Sequence |Location Date Origin %c?'p Receipt |Organization Nccoll}m to Amt N '": Price
n Number ate Date Umber | cars umber
Flag
Department
1 [15100 00001027 (15100010715 | 07/01/2015 0000031103 |of General 1|EDI-IA 07/M15/2015 |ONL 10000 bl 39208.01 1| 0.00
Services
Department
2 |15100 00001027 (15100010715 | 07/01/2015 0000031103 |of General 1|EDI-IA 07M5/2015 |ONL 10000 b 39208.01 2| 0.00
Services
Description . Distribution GL . PC -
. . . . Merchandise . . Fund Department| Cost Agency |Agency |Accounting i . Activity
Quantity| Voucher Line Description 254 Mixed - Amount Line Busm_ess Account Code Program D Center Task |[FIPS |Asset Use1 | Use 2 Date Busm_ess Project ID D
Item Number Unit Unit
0.0000|JULY LEASE 21956.49 115100 5015390 |06090|711008 (95700 07152015 (15100 0000103772
0.0000|JULY LEASE 17251.52 115100 5015390 |06090|711008 (95700 07/15/2015
First il 1-11 of 11 [ Last
_ Future |Future Dsth Journal
Analysis | Source . ; Journal Date B Unpost
Category | Subcategory Affiliate | Use Use |Merchandise| Journal D Line
Type | Type Field | Field Amount D Posted |\ umber | SeAUence
ACT 0.00 21956.49 (APO0124448 (07162015 | 07N 62015 4 ]
0.00 17251.52 |AFPD0124448 | 07162015 | 07M6/2015 3 o
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Voucher Payments Awaiting Due Dates

—

CARDINAL

This query displays voucher data for a selected scheduled pay date range by a specified AP Business
Unit, for a specified period to include Account, Fund, Program, Cost Center, Task and Project. It also
includes voucher detail, vendor ID, vendor name, Scheduled Pay Date, and voucher amount.

You can access this query using the following path:

Main Menu > Reporting Tools > Query > Query Viewer >V_AP_PYMNT_DUE_DATE

V_AP_PYMNT_DUE_DATE - Voucher Pymnts Awaiting Due Dt

AP Burmingas Unit |
Scheduled Due Dabe Froom
Schaduled Dug Dals Too
Accouni [% lor ALLY

Fund [ for ALLY

Prograsn [% for ALLE

Cosl Cenler [ for ALLY
Tk % Bor ALLK

Projoct {% bor ALL):

Wrbea R RS
AP Egsinass | Voucher | Scheduled Pay | GL Busingss - = - o e | Fgoncy Agency emdor Vondor | Voucher Desirih.  Approval
coound | §umd 5 5| e L1 Ll S -
Limit in Date Uit Accoum | Fund | EOpHam | Jpanmeet conter |12 ey THAE T (e o S Hama Al Sratus
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W/ |Vouchers Denied not Deleted

CARDINAL

This query displays vouchers that have been denied but have not been deleted.

You can access this query using the following path:

Main Menu > Reporting Tools > Query > Query Viewer >V_AP_VCHRS _DND_ NOT_DLTD

V_AP_VCHRS_DND_NOT_DLTD - Vouchers Denied NOT Deleted

Business Unit {% for all): P

View Results

Download results in . Excel SpreadSheet CSVTextFile XMLFile (1 kb)

First ﬂ1-2 of 2 ﬂ Last
Business Unit | Voucher | Responsible Org | Approval Status | Match Status | Entered By Userid | Entered Date | Last Updated Date | LastUpdated Userid

Voucher Gross Amount
1 11100 00000854 |22000 Denied Wo Match XUK98375 0712412015 08/032015 XUK99375 106.25
2 11100 00004362 (50513 Denied Wa Match HCR98592 0712002015 0712002015 NDX29748 53200
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Vouchers Not Posted to AP

—

CARDINAL

This query provides vouchers, by Business Unit, that have not posted to AP.

You can access this query using the following path:

Main Menu > Reporting Tools > Query > Query Viewer >V_AP_VCHRS_NOT_POSTED _TO_AP

V_AP_VCHRS_NOT_POSTED_TO_AP - Vouchers Not Posted To AP

Business Unit (% for all): %
Accounting Date From: |07/01/2015 [
Accounting Date To: parMzizo1s Eﬂ

View Results

Download resulis in:  Excel SpreadSheet CSVTextFile XWLFile (1709 kb)

View All

Business | Voucher Cost Responsible
Unit D Acctg Date | Account | Fund Center Program Org
1 |10000  |00000248 (08/07/2015 (501243001000 782004 (1100
2 |12100  |00000Z265 (08/07/2015(5012730(01000 799001 (10100

3 13200  |00000556 | 08/07/2015)5012440(01000 (901 |723012 (132

Approval | Entry Budget
Status | Status Status

Pending |Postable Valid
Pending |Postable |Valid

Pending |Postable |Valid

Match | Distribution

Status

Provisionally (Mo

Match

N
Match

Mo
Match

Amount Entered By Userid

28163.50 | OFT54983

450.00|AHTZ7897

614019 HFO47530

First ﬂ 1-100 of 2714 ﬂ Last

Entered Last
Updated | LastUpdated By Userid
Date Date

08/07/2015 |08/07/2015 OFT54982

08/07/2015 |08/07/2015 | AA_CARDINAL_BATCH_AF

08/07/2015 | 08/07/2015 | AA_CARDINAL_BATCH_AP
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¥ |Voucher Posted to AP Not JGEN (GL)

CARDINAL

This query displays vouchers that posted to Accounts Payable but did not go to GL to generate a journal
entry.

You can view this query using the following path:

Main Menu > Reporting Tools > Query > Query Viewer >V_AP_VCHRS PSTD_AP_NOT_JGEN

V_AP_VCHRS_PSTD_AP_NOT_JGEN - Vchrs Psted to AP but Not JGEN

AP Business Unit (% Tor All): |%

Accounting Date From: 05101/2015 |[5)
Accounting Date To: 0811212015 [H)
View Results

Mo matching values were found.

Business Voucher Acctg | Payment | Payment Payment

. P . Last
Responsible Appr | Distribution Line | Entered By | Entered Last Updated
Unit Date Ref Date | Select Stams |/ccount|Fund Program org Status Amount Userid Date U%d;fd By Userid
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¥ |\Vouchers on Payment Hold

CARDINAL

This query displays vouchers that have a hold on the payment. The reports includes Business Unit,

Voucher ID number, Vendor Name, Vendor ID, Scheduled Due Date, Date Entered, Hold Reason and the
number of days it has been on hold.

You can access this query using the following path:

Main Menu > Reporting Tools > Query > Query Viewer >V_AP_VCHR_ON_PYMNT_HOLD

V_AP_VCHR_ON_PYMNT_HOLD - Voucher on Payment Hold

AP Business Unit (% for All); F’:. OJ
Payment Handling (% for All): % @y
Humber of Days Payment on Hold: 10

View Results

Download results in ©  Excel SpreadSheet TSV TestFile XMLFile (6 kb)

First ] 1-290f 29 ¥ Last
AP Business Unit [Voucher ID

Vendor Name VendorID |Scheduled Due Date | Accounting Date [Entered Date |Payment Handling |Hold Reason | Days on Hold
1 |22200 00001038 |CARRINGTOM REAL ESTATE SERVICES (US) LLC (0000121024 |01/14/2015 0114/2015 0114i2015 |RE OTH 210
2 | 24500 00000208 |NEWPORT MEWS PUBLIC SCHOOLS 0000124489 |03/23/2015 0312312015 03/23/12015 |RE OTH 142
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Online Inquiries

—

CARDINAL

Voucher inquiries can be run at various intervals. There are numerous voucher inquiries available.
Voucher inquiries include:

* Voucher Inquiry

* Voucher Accounting Entries
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Voucher Inquiry

CARDINAL

This inquiry is used to search for and list vouchers meeting your search criteria and display basic
information about them, as well as to navigate to pages with more detail.

You can navigate to this inquiry using the following path:

Main Menu > Accounts Payable > Review Accounts Payable Info > Vouchers > Voucher
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V.-
CARDINAL

Voucher Inquiry — Search Options

Favorites | Main Menu > Accounts Payable > Review Accounts Payable Info > Vouchers > Voucher
-~ H - - - -

Vouéherlnquhy

Search Criteria

Search Name |ALL

From
Business Unit |151[][]

To
[15100
|

|

Voucher ID |
Invoice Id |
Vendor SetiD [sTaTE
Short Name |
Vendor Name 1 [
Vendor Hame 2 |
Vendor ID |
Vendor Location
Entry Status
Accounting Dt
Invoice Date [oar01/2013
Due Date |
Entered Date |
Origin SetID |
Origin |
Control Group 1D |
|
|
|
|

LRppPE LR

[11r2002013
|
|

r L BEEE

Contract ID
Lease Number
PO Business Unit
Purchase Order
Item ID [
=Amount Rule Any
Amount
Currency
*WVoucher Style Regular Voucher
Post Status
Approval Status

L pprfEBRBELLLLLLLLL P

Kl

Voucher Balance
Voucher Source
User ID

GL Business Unit
Account ]
Department l—
VAT No

Process Instance
Match Status

I K R

Sanctions Status

L

Max Rows 300 | Search | Clear
(SertCriteria
*Sort By: |VoucherID LI Sort Display |

*Sort Asc/Desc: | Ascending =1
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Voucher Inquiry - Display

*Sort By: [Voucner D =l  SotDisplay

*Sort AsciDesc: | Ascending [

Voucher Inquiry Results Customize | Find | View 2 i Fist K 4.7 0f7 D Last
LTSN Amounts | More Details || Vendor Details |
3: ;iness ‘I-I;oucher Invoice Humber :;';zm Vendor D  Entry Status AD;;'::::‘Q ?t:tt?:; In?gfl:.:t?ctm i::el::lﬁ: Short Vendor HName
15100 00000260 SMS2514 08M15/2013 |0000031103 Postable % :I;:}Iicable COMMONWEALTH O
15100 00000261 AROSG372 08M6/2013 |0000022627 Postable E% :S;rlicable COMPUTER AID |
15100 00000262 | 3398-000-71 08/21/2013 (0000027555 Postable % :S;rlicable ! PROJECT PERFOR
15100 00000262 POD1479 08/07/2013 |0000031508 Postable % E;;]:}Iicable VIRGINIAI-008
15100 00000264 CARSTest_15100_vchr |09/04/2013 |0000025988 Postable % :I;:}Iicable J&J TELEPH-001
15100 Qoo00266 PC234 09/23/2013 |0000050211 Postable E% :S;rlicable COMMONWEAL-128
15100 00000267 CDS_Test 4 11/04/2013 |0000039987 Postable :S;rlicable ! ACCENTURE -002
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Voucher Accounting Entries Inquiry

This inquiry is used to review the accounting entries on the distribution lines for a selected voucher or for
voucher(s) associated with a selected vendor invoice.

You can navigate to this inquiry using the following path:

Main Menu > Accounts Payable > Review Accounts Payable Info > Vouchers > Accounting Entries

Favorites . Main Menu 3 Accounts Payable -

Review Accounts Payable Info  »  Vouchers »  Accounting Entries

E‘ Mew Window '::") Help E} Customize Page E hitp
Voucher Accounting Entries

*Business Unit: 15100 "i. Voucher ID: 0000000 "i. Invoice Humber: 01APDZ04Y ")\.
*Accounting Line View Option: | Standard - Show Foreign Currency Search Reset
Inwoice Date: 08M9/2012 Vendor [D: Q000001258

Vendor Name:

STAPLES BUSINESS ADVANTAGE

Find | View Al First & 1 0f 1 LY Last
Posting Process: AP Acorual

GL Dist Status: None

ET

Customize | Find | View 21 | B | 8 izt K 420i2 O (ot
Description Monetary Amount Currency Code Ledger GL Unit

Accounts Payable -533.00 UsSD ACTUALS 15100

Expense Distribution 533.00 | UsSD ACTUALS 15100
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Lesson 4: Summary

—

CARDINAL

In this lesson, you learned about:

* Reports

* Queries

* Online inquiries
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Course Summary

—

CARDINAL

In this course, you learned how to:

» Describe key voucher processing concepts

» Describe the overall voucher process

» Create a voucher

* Understand the steps in regular voucher processing

» Understand the process for interfaced vouchers

» Understand the process for Agency to Agency Transactions (ATAS)
* Understand the process for payment offsets

» Describe how payment information can be updated on a voucher
» Review and correct voucher processing errors

» Enter adjustment vouchers

» Describe the purpose of template vouchers

* Delete, unpost and close vouchers

» Describe key reports, queries, and online inquiries
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Course Evaluation

—

CARDINAL

Congratulations! You successfully completed the AP312: Voucher Processing course. Please use the
evaluation link to assess this course.
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Appendix

—

CARDINAL

 Key Terms

* Integration and Interfaces

* Flow Chart Key
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Key Terms

—

CARDINAL

Adjustment Vouchers: Vouchers used to adjust a previously-created voucher. For example, a credit
memo received from a vendor would be entered as an adjustment voucher.

Agency to Agency Transaction (ATA): In Cardinal ATAs are handled with three separate processes
depending on the type. Transfer of funds will be handled in the General Ledger. Inter-agency payments
will be handled in Accounts Payable. Inter-agency deposits will be handled in Accounts Receivable.

Budget Checking: The process of comparing transactions to budget ledgers to ensure that amounts do
not exceed the controlling budget. Transactions may pass, fail or pass with a warning. The budget check
process is run via a batch process. Once a valid budget check status is achieved, the budget balances are
updated.

Commonwealth Vendor Group (CVG): The central group that enters and maintains vendors in Cardinal.
Agencies will fill out the Vendor Maintenance Request form to request additions or updates to vendors.

Comptroller’s Debt Setoff (CDS): A situation in which the Department of Taxation is responsible for
offsetting part of the vendor payment for amounts owed to a state agency. Taxation maintains CDS
offsets and sends Cardinal updates with the adjusted payment amounts.
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Key Terms (continued)

—

CARDINAL

Distribution Line: Each invoice line includes at least one distribution line. Distribution lines include the
ChartField and accounting values for the line. If the line’s cost is split among different ChartField and
accounting value combinations, there are multiple distribution lines.

Electronic Data Interchange (EDI): The electronic exchange of invoicing and payment data between
Cardinal and the vendor.

Electronic Funds Transfer (EFT): A system of transferring money from one bank account directly to
another without any paper money changing hands.

Electronic Federal Tax Payment System (EFTPS): A payment process used to make certain types of
payments to the IRS.

ePayables: Vendor payments made via a virtual charge card. Bank of America processes the payments
and the Commonwealth receives a rebate for using the card system.

Fiscal Vendors: Non-procurement vendors are vendors who are not in eVA and are entered directly in
Cardinal.
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Key Terms (continued)

CARDINAL

Invoice Lines: Additional information about items included in the voucher. Payment vouchers generally
contain item, description, quantity, unit of measure, unit price, and total price information on each line.

One Time Vendor: A payee that requires a single refund payment. One Time vendors must be
established in the Cardinal Vendor table but are inactivated after the voucher is processed.

Pay Terms: Used to calculate the payment due date. In Cardinal, there are three pay terms: 00 — Due
Now, OOPP — Due Now Prompt Pay Eligible and 30 (Net 30) — Prompt Pay — payment must be processed
based on prompt pay guidelines.

Payment Offset: A situation in which the agency is responsible for sending part of the vendor payment to
a third party (i.e., “offsetting” the payment). Examples of payment offsets include lien, levy, garnishment,
etc. or similar circumstances where the agency is responsible for paying a third party the offset amount. In
these cases, the offset must be manually created in Accounts Payable and tracked in an offline system.

Procurement Vendor: All procurement vendors are interfaced from eVA to Cardinal.

Pre-Budget Checking: An available action you can use to verify whether funds are available for a
voucher. However, this action is not an actual budget check and does not deduct the voucher amount
from the budget. Once the voucher is saved and passes online edits, it is available for budget checking.
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Key Terms (continued)

CARDINAL

Remittance Advice: In PeopleSoft Payables, the remittance advice is attached to the check and provides
details of the check payment. The remittance advice includes voucher ids, invoice ids, payment messages
and amounts.

Scheduled Due Date: The date that a voucher is due for payment. This date is usually calculated
automatically by Cardinal to conform to the Commonwealth’s Prompt Payment Statutes unless different
terms are specified on the PO. Payment terms can be manually changed if required.

Template Vouchers: Commonly used voucher formats that are created and saved for use as templates.
A template voucher is created similarly to an ordinary voucher, but after it is saved, it becomes a template
rather than an actual voucher, and it can be retrieved for use as a starting point for an actual voucher.

Voucher: A record in Cardinal that represents an invoice from a vendor submitted for payment. Vouchers
may be created online using the vendor’s invoice as a resource or created electronically (by uploading
external files for example).

Voucher Approval: The process of approving a voucher for payment through Cardinal Workflow. Multiple
approvals may be required in some cases. Voucher processers should not approve the vouchers they
entered. No payments may be made for a voucher unless it is approved.
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Key Terms (continued)

—

CARDINAL

Voucher Delete: A process that marks a voucher as deleted, so it can no longer be accessed or
processed. Vouchers may only be deleted if they are un-posted and are not associated with existing
adjustment vouchers.

Voucher Header: The part of the voucher that includes information common to all items on the voucher,
such as vendor information and total amounts. There is one voucher header per voucher.

Voucher Posting: The process that creates accounting entries in an Accounts Payable table. Voucher
posting occurs as a batch process after a voucher is approved and budget-checked, but before it is paid.
Vouchers may be unposted for correction if they have not been paid yet.

Voucher Style: The general purpose of a voucher, such as regular voucher, template or adjustment
voucher,

Withholding: Cardinal’s term for 1099 processing. This term is used because the 1099 processes may
involve withholding amounts from vendor payments. Vendors subject to this are called either withholding
vendors or 1099 vendors.

Workflow: A tool in Cardinal that routes a transaction electronically for approval via a worklist.
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Integration with General Ledger

CARDINAL

Voucher processing creates accounting entries in an Accounts Payable table that the Journal Generator
uses to create journals in GL.

Accounts Payable uses the budget checking feature of Commitment Control in General Ledger to
ensure that vouchers conform to budget constraints.

External 3rd Party
Systems &
Interfaces

External 3rd Party

Systems &
Interfaces

!

External 3rd
Party Systems &
Interfaces

1. Establish and
Maintain Vendors

3.Expense
Processing

2. Enter and
Process Vouchers

General Ledger

External 3rd
Party Zystems &
Interfaces

4. Process

5. Process 1099 Payments

External 3rd
Party Systems &

Interfaces
e A
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¥lIntegration with General Ledger (continued)

CARDINAL
External 3rd Party External 3rd Party
systems & systems &
Interfaces Interfaces
t t
PEEF’;:E“;':;: . 1. Establish and 3. Expense
Maintain Vendors Processing
Interfaces
Y
2. Enter and
Process Vouchers General Ledger
F Y
Y
External 3rd P( P
Party Systems & 5. Process 1099 Payments L J
Interfaces
v CARS
External 3rd
Party Systems &
Interfaces
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Interfaces with External Systems

CARDINAL

Accounts Payable voucher processing also
interfaces daily with several systems that are
external to Cardinal:

Prompt Pay Statistics Remittance EDI (REDI)

Department of Accounts (DOA}]  Monitoring Application (PPSMA) Virginia
Small Purchase Charge Card (SPCC)
Department of Accounts (DOA) Small Utizaton Database ‘
Purchase Charge Card (SPCC) Utilization Depertment of Smal Business and
Supplier Diversity (DSBSD)
Database: Payment data /
Internal Revenue Service (IRS]
Agency Systems: Voucher data —
Auditor of Public Accounts (APA)
CARDINAL Datapoint System

Bank: Positive pay files and Electronic Data ..o o racation /
Interchange (EDI) information

Auditor of Public Accounts (APA)
Datapoint System: Payment Information

\\‘

eVA Agency Systems
Bank

Department of Treasury

ePayables

Department of Treasury: Information on
checks that require printing, disbursement
files for reconciliation and due diligence.
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Interfaces with External Systems (continued)

CARDINAL
Remittance EDI (REDI) Virginia: Remittance
Information
PrO m pt Pay Statl Stl CS M O n ItO rl n g Department of Accounts (DOA) MDnnE;iDanp;;;?ciia;:]“(i;;SMA] Remma\::;;g (Reol
Application (PPSMA): Prompt pay files e g !

Department of Small Business and
Supplier Diversity (DSBSD)

eVA: Procurement vendor information

Internal Revenue Service (IRS]

Department of Taxation — The Agency:

» Sends payment information for CDS
ProceSSIng Department of Taxation /

* Receives information about CDS Offset
Department of Small Business and eraetles g
Supplier Diversity (DSBSD) — The Agency:

VA Agency Systems

Auditor of Public Accounts (APA)
Datapoint System

CARDINAL

//'|\

Bank

» Sends Small, Women, And Minority
(SWAM) payment data extract

* Receives vendor certification data

176



Interfaces with External Systems (continued)

CARDINAL
ePayables:
* Vendor payments made to a virtual ‘
Charge Card . - - . Prpmpt Pa.y STgTisﬂcs Remittance EDI (REDI)
« Bank of America (BOA) manages all smal s crrge o rcc e T g
ePayables payments to virtual eliation batsbase

Department of Small Business and
Charge Card Supplier Diversity (DSBSD)

Internal Revenue Service (IRS) iernal Revense SE“";“‘*”\’

Systems — The Agency:
* Sends TIN comparison requests to
eV et Agency Systems

A\

Auditor of Public Accounts (APA)
Datapoint System

validate vendor information Department of Taxation /
» Sends 1099 reporting data

» Receives TIN comparison results

* Sends Electronic Federal Tax
Payment System (EFTPS) extract

Department of Treasury

ePayables
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Interfaces with External Systems (continued)

Prompt Pay Statistics Remittance EDI (REDI)
Department of Accounts (DOA)  Monitoring Application [PPSMA) Virginia
Small Purchase Charge Card (SPCC)
Utilization Database

—

CARDINAL

Department of Small Business and

/ Supplier Diversity (DSBSD)

B Auditor of Public Accounts (APA)

CARDINAL Datapoint System
Department of Taxation / \

Department of Treasury

Internal Revenue Service (IRS]

ePayahbles

eV Agency Systems
Bank
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Flow Chart Key

FLOW CHART KEY

Step
Description

Batch
Process

Manual
Opearation

Decision
Outcome

Entity
Name

Process

Depicts a process step or interface.
Start

Specifies a batch process. End

Depicts a process or step that is performed manually. Document

Defines the possible outcomes of a decision or analysis that took
place in a step immediately preceding.

O

Specifies an entity (person, organization, etc.).

Budget YE
Close
GL

Depicts a process.

Indicataes point at which the process begins. Does
not represent any activity,

Indicataes point at which the process ends. Does
not represent any activity,

Depicts a document of any kind, either electronic
or hard copy

Indicates an On-Page or Intra Process
Connector which is used to avoid complex
overlapping connector lines or to continue a
process on another page.

Connects steps between business processes.
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