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Welcome

—

CARDINAL

Welcome to Cardinal Training!

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 the Expenses functional area.

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 Cardinal Statewide
Security Handbook for a list of available roles and descriptions.




Course Objectives

CARDINAL

After completing this course, you will be able to:

« Understand key travel and expense concepts

« Understand the business processes in the Expenses module

» Explain the processes for interfaced cash advances and expense reports
» Create and submit a Cash Advance request online

* View Cash Advance status

» Create and submit an Expense Report online

* View Expense Report status

» Access key reports, queries and online inquiries

Assessment questions will check for your understanding.




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 and other business expense
reimbursements) are made through the Expenses
module.

This course will focus on processing employee
expenses for interfacing agencies.

Cardinal Functional Areas
Modules

Accounts Accounts Payable

Payable

Expenses

*Time &
Attendance

Accounts
Receivable

General
Ledger

*Project
Accounting

*Procurement

*Not used by all state agencies



Lesson 1: Processing Employee Expenses Overview

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

« Key Concepts

* Expenses Process



Key Concepts

—

CARDINAL

Some key concepts in processing travel and expenses include:

« Accounts Payable (AP) Vouchers: Cardinal does not use AP vouchers to reimburse your agency employees. In
Cardinal, employee reimbursements for your agency employees are processed directly through the Expenses module.
Employees are not set up as vendors in Cardinal when being reimbursed by their agency.

« Employee Profile Update: A profile must exist for an employee prior to an employee being reimbursed, or being
granted access to Cardinal. Employee profiles house important organizational data such as business unit, department,
and default ChartFields. Profiles also contain EDI banking information if applicable. EDI information is added /
updated through a daily interface from the Commonwealth Integrated Payroll Personnel System (CIPPS).

« Proxy / Authorized User: In Cardinal, a proxy (proxies) is assigned to enter employee expense transactions. Most
employees will have proxies other than themselves who will enter and process their expense related transactions.

Attachment Capability: In Cardinal, you can add attachments (such as scanned receipts) to Travel Authorizations,
Cash Advance requests, or Expense Reports. Note that the scanned documents do not serve as official
documentation for auditing purposes, so the original hard copy of the documents must be maintained.



Key Concepts (continued)

—

CARDINAL

« Applying Cash Advances: As a Cardinal Expenses user, you apply any Cash Advances to the employee against the
related Expense Report that is filed after the travel is completed. Cardinal then calculates the amount owed back to
the employee or the amount owed to the Commonwealth.

« Workflow: Workflow routes items to the designated approver’s / approvers’ worklist and describes the path of
approvers required for an item to continue being processed in Cardinal.

« Accounting Distribution: ChartField string that defines how a transaction is charged (i.e., which fund, account,
program, department, etc.).

« Payment Check Cashing: A process that ensures all payments, including vouchers, employee expenses and cash
advances, are checked against available cash before being released for payment each night.



Proxies

—

CARDINAL

In Cardinal, you must be a proxy (authorized user) in order to create, update or view expense transactions for that
employee. Only a proxy can create or view Travel Authorizations, Cash Advances and Expense Reports.

Some agency employees may serve as proxies for themselves and create their own expense transactions. In other
instances, one or more employees may serve as proxies for other agency employees. Only proxies can access expense
transactions.

The proxy enters all expense related information in the system including Travel Authorizations, Cash Advances and
Expense Reports. Agencies’ policies and procedures determine how the expense information is provided to the proxy for
their employees. For example, an agency may have a specific form that is used to record the transactions or use the forms
that are available on the Statewide Cardinal Website.



Expenses Processing Overview

—
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Travel Authorizations Processing

If a Travel Authorization is required by State and/or Agency policy, interfacing agencies have the option of deciding whether
to use an internal agency process or entering online in Cardinal. Travel Authorizations are used as a means of approving
employees’ plans to travel and/or incur related expenses.

Online Travel Authorizations entered in Cardinal must be entered and approved prior to travel. Cardinal does not allow
authorization of trips that have already occurred. Online Travel Authorizations cannot be used to populate an uploaded
Expense Report. If you are interested in learning more about how the online Travel Authorization process works for
agencies that process Employee Expenses online, please refer to the AP315A Processing Employee Expenses for
Online Agencies course for more details.

Cash Advance Processing

Cash Advances provide funds to an employee prior to travel in order to minimize the impact of business travel on an
employee’s personal finances. Cash advances are created in your agency system and uploaded into Cardinal.

Expense Reporting Processing

Expense Reports are used reimburse your agency’s employees business related travel and/or other business expenses.
Expense Reports are created in your agency system and uploaded into Cardinal.




Interface Cash Advance Process

—

CARDINAL

Interfacing agencies create Cash Advances in their agency systems which are then uploaded to Cardinal.

Transactions with valid and complete data are loaded into Cardinal for edit checking then routes for online approval in
Cardinal. Cash advances must be approved in Cardinal. Once they are approved, Cardinal creates the related transaction
entries and generates the cash advance payments to employees.

Cash Advances that contain missing or invalid data are not successfully loaded into Cardinal. They are listed on the Cash
Advance Upload Error Report. See the Cash Advance Interface Processing job aid for additional details on viewing
cash advances and error processing for interfaced transactions.

Below is a high level diagram of the Interfacing Agencies Cash Advance process.

Cash Advance Upload Cash . Route for Payment Cash
. R . Edit Check - Cash - Advance
Created in Agency > Advance File to > > Approval & —> : > .
. Cash Advance Checking Paid to
System Cardinal Approve
Process Employee
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Interface Expense Report Process

—

CARDINAL

Interfacing agencies create Expense Reports in their agency systems and follow their agency guidelines for approval.
Their Expense Report approvals occur at their agency, outside of Cardinal. Once approved, the expenses data is
captured in a file and uploaded to Cardinal for processing.

Cardinal does not route interfaced agency Expense Reports through workflow for approval by the agency (agency level
workflow). However, if an Expense Report is updated online in Cardinal, it will be routed for approval and it must be
approved in Cardinal.

Transactions with valid and complete data are loaded into Cardinal for edit and budget checking. Cardinal then creates
the related transaction entries and generates payments to reimburse employees.

Expense transactions that contain missing or invalid data are not successfully loaded in Cardinal. They are listed on the
Expense Upload Error Report. See the Expense Interface Processing job aid for additional details on viewing
expense reports and error processing for interfaced transactions.

Below is a high level diagram of the Interfacing Agencies Expense process.

Expense Report Upload Edit & Budget Post P?r/]rgf; t
Created in Agency [ Expense File —> Check Expense —> L > ) —> Pay Employee

: Liabilities Cashing

System to Cardinal Reports Process
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Lesson 1. Checkpoint

CARDINAL

Now is your opportunity to check your understanding of the course material. Read the question, select your answer and click
Submit to see if you chose the correct response.
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Your agency's employees are not set up as vendors in Cardinal when
being reimbursed for travel or business related expenses incurred for your
agency.

 True

» False
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Cash Advance and Expense Transactions do not go through the payment
cash checking process in Cardinal.

0 True

 False
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Interfacing agencies cannot upload which of the following in Cardinal:

— Travel Authorizations
— Expense Reports
—» Cash Advances

— All of the above

15



Interfaced Cash Advances and Expense Reports do not require agency
level approval online in Cardinal once they have been uploaded from the
agency system.

r True

) False

16



Lesson 1: Summary

CARDINAL

In this lesson, you learned:

Key concepts in the Expenses module

Travel authorizations cannot be uploaded into Cardinal; they can only be entered online. Typically interfacing agencies
handle authorizations for travel offline.

The Interface Process for Cash Advances and Expense Reports.

Cash Advances and Expense reports go through the Payment Cash Checking process before payment is made to the
employee.

17



Lesson 2: Cash Advance

CARDINAL

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

* Understanding interfaced Cash Advances

« Creating and submitting a Cash Advance request online

* Viewing Cash Advance status

18



Understanding Interfaced Cash Advances

CARDINAL

All of your agency’s employee travel and business related expenses are processed in the Expenses module. You can not
use petty cash for payments to your employees. You can only use petty cash when you enter vouchers to pay vendors. In
Cardinal, your agency employees should not be vendors.

Cash Advance requests require approval online in Cardinal. Interfacing agencies may upload a cash advance request or
enter it online. Once a Cash Advance is approved, Cardinal creates related accounting entries, based on the employee’s
profile. Then the amount of the advance is issued by check or deposited in the employee’s bank account. Employee bank
account information is uploaded from CIPPS daily and can only be viewed by the DOA EDI Coordinator.

Note: Employee Profiles created by the Employee Profile Upload will be updated with EDI banking information daily.

19



Understanding Interfaced Cash Advances (continued)

CARDINAL

Interfacing Agencies send their agency Cash Advance transactions to Cardinal using the Cash Advance Upload process.

Transactions that do not pass edit checks are not successfully loaded into Cardinal. Cardinal generates an Cash Advance
Upload Error Report nightly that displays details for all rejected transactions. Rejected transactions are reviewed and
corrected by the agency, before being re-sent to Cardinal.

Interfaced Cash Advances successfully uploaded into Cardinal are routed by workflow for agency level approval in Cardinal.

See the Cash Advance Interface Processing job aid for additional details.

20



Creating a Cash Advance Request

Cash advances can be uploaded into Cardinal, or created online. To create a cash advance online in Cardinal, access the
Create Cash Advance Report page, using the following path:

Main Menu > Employee Self Service > Travel and Expense Center > Cash Advance > Create

Use the Create Cash Advance Report page to enter the Cash Advance request information for the employee.

Favo_rrtes Maln_Menu > Travel and Expenses

Travel & Expenses - Cash Advance Report

Create Cash Advance Report

CLARK S. KENT

Attachment

Import ATM Advances

i~

Advance ID: MNEXT User Defaulls
*Description: | Comment:
*Business Purpose: I Ll I
Reference: |

Customize | Find | L | 2

First Kl 4 of 4 K ast

*Source Description *Amount Currency Apply Tax

I =i | | [ o.oo:iuso | = ||EI
Advance Amount: 0.00 UsD

| [ Update Totals ] |

[ Bawve For Later ] [ Submit ]

Click on image to enlarge
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Create Cash Advance Report Page

FE'I.I'I:I‘-._I'TIZ-EE lh'la.nlrlenu * Emplyyee _§_E|'|‘-—5EI'|.'1-EE

Travel & Expenses - Cash Advance Report

Create Cash Advance Report

Adachment
CLARK 5. KENT Advanca 10 MEXT User Defaults

w iGaeknee ral Inforrmation

*Dascriplion: Business Wrikng Seminar Comment: [ E)

*"Business Purpossa: Training - c I

o Reference:

Impor ATM Afvances ,@ @

| A ey customize | Find |FV | R First KT gof 0 D Lot

LR oF T g Description o "Amount Currency Apply Tax

Syslem Check * |Meals | E0.00 LSD [] [#+] =]
Totals

fdvance Amount aan s

_ Update Totals
Save For Later | Submit | 0

Eeturn fo Travel and Expense Cenler
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Creating a Cash Advance Request

CARDINAL

The following fields are required when entering a Cash

Favovntes Mathenu b Errployeegelf—semce

Advance request online: o
Travel & Expenses - Cash Advance Report
Create Cash Advance Report Attachment
» Description - enter a description for the Cash Advance cuRes e rarance A — -
req U eSt . *Description: |8usiness Writing Seminar Comment: | &
H *Business Purpose: [Trainin |
* Business Purpose - use the dropdown menu to select - Reference: |

the business purpose for the advance.

« Source - select System Check, which is the only option.
This is not necessarily how the employee will receive == T
payment. Payment method is determined by the T
employee profile setup.

« Description field next to the Source — this field is not
required and is used to capture additional information — —
about the request if needed. Saofurtsr Subt

Import ATM Advances &?

Source Description *Amount |Currency Date Added

Syslem Check =] [Mealstorz days [ 80.00|usD = =

Advance Amount: 80.00 USD

Update Totals

Return 1o Travel and Expense Center
« Amount - enter the amount of the advance.

« Comment and Reference — use these fields to enter any

" . ) Click on image to enlarge
additional information about the advance g g
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Saving a Cash Advance Request

—

CARDINAL

After you complete a Cash Advance request you can either Fovges TV e 5 Erpores SoFSes
Save for Later or Submit. Cardinal assigns an Advance ID to ravel & Expenses . Cash Advance Repor o
the request. You cannot assign your own Advance ID when Modify Cash Advance Report -
Creatlng a Ca.Sh Advance Onllne CLARK S KENT |AnvanceID: 0000000113  JUser Defaults
'

*Description: |Eu5iness Writing Seminar Comment: |

*Business Purpose: |Training |
Reference: |

To save the request:

* Click the Save for Later button on the Create Cash &
. Import ATW Advances "E ‘\r'r
Advance Report page. This saves the request and

allows you to make changes. The request must be — L
submitted to go through the approval process. TSR L e S
[system Check | [Meals for 2 days | 80.00] UsD = =

* When the Save for Later button is clicked, the Advance
ID populates and the page changes to Modify Cash EB“‘
Advance Report. At this point, the request is saved and
can be modified if necessary by using the following path: s cortanim)| [ suonn

Return to Travel and Expense Center

80.00 USD

‘ Update Totals | ‘

Main Menu>Employee Self Service>Travel and
Expense Center>Cash Advance>Modify
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Submitting a Cash Advance Request

CARDINAL

To submit the request:

Click the Submit button on the Create Cash Advance Report page.
A Submit Confirmation page displays.

Click the OK button to confirm the submission.

Favq_['rtes MainvMenu > Employee Self-Service

Travel & Expenses - Cash Advance Report
Submit Confirmation

CLAREK S KENT Advance 1D: 0000000113
1o

Advance Amount: 20.00 UsSD

V Click OK to submit, or click Cancel to return to the cash advance without submitting

|- OK— [} Cancel -




Submitting a Cash Advance Request (continued)

CARDINAL

* Once you click the OK button on the Submit Confirmation page, the Cash Advance is checked that amounts are
within the Cash Advance Level for the employee and for missing fields. After updates are made, the Cash Advance
will need to be submitted again.

» The report is routed through workflow to the approver’s worklist. If more than one approval is required, Cardinal
automatically routes your report to the designated approvers.

« The approver(s) may approve, deny, or send back the Cash Advance. If the request is not approved, the approver
should indicate the reason(s) in the message comments.

* Once approved, the cash advance will be submitted for payment in the nightly batch.

« The Payment Cash Checking application ensures all payments including vouchers and expenses are checked against
available cash before being released for payment. See these job aids:

« Payment Cash Checking- Overview

« Payment Check Cashing — Reports

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

26



Viewing the Cash Advance Status

Proxies for an employee can view the status on the View Cash Advance Report page. You can access this page using the

following path:

Main Menu > Employee Self Service > Travel and Expense Center > Cash Advance > View

Favorites | Main Menu > Employee Self-Service
- : - >

Travel & Expenses - Cash Advance Report

View Cash Advance Report Attachment
CLARK S KENT Advance ID: 0000000113 User Defaults
~ General Information
Description: Business Writing Seminar Comment: =
Business Purpose: Training
Status: Submitted for Approval Reference:
Accounting Date: 1211020132 Post State: Mot Applied
Last Updated: 12102013 By: WPHB2V37F

(B = o
L

Details Customize | Find | B | #E First Bl 4 of 1 Dl Last
*Source :Descrip'tion =Amount :Currenl::y Apply Tax
System Check Meals for 2 days 80,00|USD =

Advance Amount: 80.00 UsSD Report Balance
Applied To Expense Reports: 0.00 uUsSD
P P m Due Company: 20.00 USD
Payments Received: 0.00 USD
= Pending Actions ‘Customize | Find | =] 1
Profile Mame |Action DateTime
Expense Reviewer DOE, JOHM
Agency Head DOE, JANICE
Expense Coordinator BARKER, BOB P
~ Action History Customize | Find | B | 23 Firet Ellq or 1 DI ast
Profile ;Nam =3 :Ac'tion ;Da.te.l'Tim e
KENT, CLARK S Bubmitted AZ2M 02013 92347 AM

Return to Travel and Expense Center
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CARDINAL

The current status displays in the Status field on the View Cash
Advance Report page shown here.

The Totals section displays the running total of the Cash
Advance.

The Pending Actions section displays the approval levels and
names of the approvers that have not yet taken action on the
cash advance.

The Action History list, at the bottom of the page, provides a
history of the submission, approval, and other actions on the
request.

Once you submit an employee’s Cash Advance request, you
can only update it if an approver sends it back to you.

To update or delete a Cash Advance, see the job aid entitled
Updating and Deleting Expense Transactions.

Viewing the Cash Advance Status (continued)

Favo_ntes MainvMenu > Employee §elf-5ervnce
Travel & Expenses - Cash Advance Report

View Cash Advance Report

Aftschment

CLARK S KENT Advance ID: 0000000113 User Defaults
Description: Business Writing Seminar Comment: (&
Business Purpose: Training
[ status: Submitted for Approval | Reference:
Accounting Date: 12/10/2013 Post State: Not Applied
Last Updated: 12/10/2013 By: VPH82737
| Details
e Source Description *Amount Currency Apply Tax
System Check Meals for 2 days 80.00 USD =
Advance Amount: 80.00 USD Report Balance
Applied To Expense Reports: 0.00 USD Due Company: 20.00 USD
Payments Received: 0.00 USD
¥ Pending Actions :
‘P!oﬁle Name Action Date/Time
Expense Reviewer DOE, JOHN
Agency Head DOE, JANICE
Expense Coordinator BARKER, BOB P
¥ Action Histol
‘Prnﬁle Hame Action Date/Time
KENT, CLARK S Submitted 12/10/2013 9:23:47AM

Return to Travel and Expense Center

Click on image to enlarge
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Updating / Canceling and Deleting a Cash Advance

CARDINAL

As a proxy, you can update an existing Cash Advance if it has been:
« Saved, but not submitted for approval
» Sent back by an approver

You can also delete a Cash Advance if it is no longer needed.
A Cash Advance can be deleted if it has been:

» Saved but not submitted for approval

« Sent back by the approver

» Denied by the approver

A Deleted cash advance cannot be viewed online.

See the job aid entitled Updating and Deleting Expense Transactions for more information.

29



Lesson 2. Checkpoint

CARDINAL

Now is your opportunity to check your understanding of the course material. Read the question, select your answer and click
Submit to see if you chose the correct response.

30



All'
Il interfaced Cash Advances must be approved online in Cardinal.

r True

) False
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In Cardinal, petty cash can be used to reimburse your agency's employees
for business related travel and expense reimbursements.

0 True

—r False
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Lesson 2: Summary

CARDINAL

In this lesson, you learned:

» The process for interfaced Cash Advances

» The steps to create and submit a Cash Advance request online

« How to view the status of a Cash Advance
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Lesson 3: Expense Report

CARDINAL

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

» Understanding the process for interfaced Expense Reports

» Creating and submitting an Expense Report online

» Viewing the status of an Expense Report

34



Understanding the Process for Interfaced Expense
—~1 Reports

CARDINAL

The Expense Report data is uploaded into Cardinal via interface. The interface program checks the Expense Report
transaction for completeness and valid values. If there is an error the Expense Report is rejected and will not be entered
into Cardinal. Once the agency makes corrections within their internal system, it must be resubmitted.

Interfacing Agencies send their agency approved Expense Report transactions to Cardinal using the Expense Report
Upload process.

Cardinal validates required ChartFields and ChartField combinations. Transactions that pass these checks are loaded into
Cardinal.

Transactions that do not pass these checks are rejected. Cardinal generates an Expense Upload Error Report nightly that
displays details for all rejected transactions. Rejected transactions are reviewed and corrected by the agency, before being
re-sent to Cardinal.

Interfaced Expense Reports do not go through agency level workflow for approval. If they are updated online in Cardinal,
the Expense Report will go through one agency level approval.
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Creating an Expense Report

CARDINAL

To enter an expense report online in Cardinal, use the following path:
Main Menu > Employee Self Service > Travel and Expense Center > Expense Report > Create

Enter the employee’s Employee ID in the Empl ID field. This is the 11 digit CIPPS ID number.

Click the Add button.

Favorites Main Menu > Employes Ee F-Service

Expense Report

" Find an Existing Value | GG ETAETE

Empl ID: 00252010200 |3

Add |

Find an Existing Walue | Add a Mew VWalue




Expense Report Entry Page

+

Favertes Man Mang > Employes §a?-50mto

Create Expense Report

Expense Report Entry

CLARK S KENT rDelauts Repon I0: MNEXT
' Q 1
*DesCrpoon: Business Wnting Comment 9
*Business Purpose: Training -
Reteqence: &
- Dufasit Locaton: “rginia Beach Q o
pree, + ] - R ) =

ArHoted Niepge

Per Dem “Curreacy

m Detsd  Locaton Verchamt

I
‘Payment Type ‘Biling Type ]

' *Expense Typea D:’::" *Amoent Spent  “Currency
l 1 Cther Empioyee Reimd » (06012015 [y | 20000 (USD @, Check »  Bdatle - O3 - +)
- 5]
. +l
Copy Selecied Delete Selecied Chack For Emors Mew Expense . E
Employee Expenses: 20000 USD Due Employee: 22000 USD
| Non-Reimbursabile Expenses: 000 USD Due Vendor: Q00 USD
Prepadd Expenses: 0.00 UsD
Employea Cradits: 0.00 UED
Vendor Credits: 000 USD
- Cash Advances Apphed: 000 USD
Detriton of Yorals Update Totals
Sawve For Latar Subeat chbtre e RaD F o Primatia View

Batuym o Cash Adances
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Creating an Expense Report (continued)

CARDINAL

When entering an Expense Report, start by choosing the appropriate option from the Quick Start drop-down menu:

A Blank Report — This option displays a blank Expense Report Entry page.
« A Template —This option is not used for Interface agencies
« A Travel Authorization — This option is not used for Interface agencies

» An Existing Report — This option displays the Copy From an Existing Expense Report page, which allows you to
copy all data from an Expense Report, including accounting distributions.

« Entries from My Wallet — This option is not used in Cardinal.

Favaorites Main Menu > Employee Self-Service

Create Expense Report

Expense Report Entry Aftachment

CLARK S KENT User Defaults Report ID: MNEXT
Guick Start:

| co |

e 4 Blank Repart

*Description: ATemplate Comment:
. A Trawvel Authorization
*Business Purpose: An Existing Report

Entries from My Wallet

Reference: |

Default Location: C%




If you are copying from another Expense Report, data
here auto-populates.

If you are using a Blank Report, enter a Description
of your trip and select a Business Purpose using the
drop-down menu.

The Attachment link allows you to add attachments to
the Expense Report.

General Information Section

Favc;r'rtes Main_Menu » Employee Self-Service

Create Expense Report
Expense Report Entry

CLARK 5 KENT
> General Information

Aftachment

Report ID: MNEXT

User Defaults

*Description: Business Writing Comment:

*Business Purpose: Training -

Reference:

Default Location: [virginia Beach @,

More Options:

Apply Cash Advance(s)

Accounting Defaults

BT
Customize | Find | Views All | B | 2

( Detail [ Location || Merchant | AirHotel |[ Mieage [ PerDiem | *Currency |

First Kl 14 or 4 I (st

Select *Expense Type- ;::e‘nse *Amount Spent *Currency *Payment Type *Billing Type
-
o - N
-
-
[ Copy Selected ][ Delete Selected ][ Check For Errors ] MNew Expense -

Employee Expenses: 0.00 USD Due Employee: 0.00 USD
Hon-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 0.00 USD
Employee Credits: 0.00 USD
Vendor Credits: 0.00 UsSD
Cash Advances Applied: 0.00 UsSD

Update Totals

Printable View

Definition of Totals

Save For Later ][ Submit Expense Report Project Summary

Return to Travel and Expense Center

Click on image to enlarge
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General Information Section (continued)

The Comment and Reference fields are optional and allow you to enter additional notes or information about the employee’s

expense(s).

Favorites | Main Menu : Employee Self-Service
- H - -

Create Expense Report

Expense Report Entry

CLARK S KENT
= General Information

User Defaults Report ID:

*Description: Business Writing

*Business Purpose: Training -

Reference:

Default Location: [wirginia Beach

Atachment

Accounting Defaults Apply Cash Advancel(s) More Options:

I Detail \II/ Location \II/ Merchant \II/ AdirfHotel \II/ Mileage \||’ Per Diem \||/ *Currency b

*Expense

= o =
Select Expense Type Date ~ Amount Spent *Currency

*Payment Type

*Billing Type

[ Copy Selected ] [ Delete Selected ][ Check For Errors ]

Totals

Mew Expense

Expense Report Project Summary

Return to Travel and Expense Center

Employee Expenses: 0.00 USD Due Employee: 0.00 UsSD
Hon-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 0.00 USD

Employee Credits: 000 USD

Vendor Credits: 0.00 USD

Cash Advances Applied: 0.00 USD

Definition of Totals [ Update Totais |

[ Save For Later ] [ Submit ]

Printable View

Click on image to enlarge
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Detalls Section

Enter the required information in the Details section of the page. The first tab that displays is the Overview tab. Interfacing
agencies use Expense Type of Other Employee Reimbursement for their online expense reports.

Agencies are responsible for ensuring all expenses meet travel and expense guidelines and follow agency policy.

Enter the Expense Date and the Amount Spent. Currency defaults to USD. Select Check as your Payment Type. The
Billing Type field defaults to Billable.

Details Customize | Find | View Al [ L] 25 First K14 or 4 O ast

I’W *Detail x||j Location \||; [Merchant x||j Air/Hotel K||; Mileage x||j Per Diem x||j *Currency \| ="k
Select :’E‘IPEHEE Types 'E‘;inse *Amount Spent :*Currenr:y :*Pa].rment Type :*Billing Type

Other Employee Reimb ~  |06/01/2015 [ | 200.00/ [USD @, Check ~  Billable « B =

-

-

-

[ Copy Selected ][ Delete Selected ][ Check For Errors ] MNew Expense -
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Detail Tab (continued)

After completing entries on the Overview tab, additional tabs are required based on the Expense Type. Required tabs are
indicated by an * (asterisk).

Interfacing agencies only need to complete one other tab, which is the Detail tab. Even though Currency contains an * no
inputs are required on that tab. Enter a description for the expense in the Description field.

The Non-Reimb checkbox is only selected if the expense line is not to be reimbursed to the employee and accounting entries
do not need to be created for this expense line.

Click the Overview tab.

Customize | Find | Viewe Al | B 58 First Bl 421 or 4 D o=t
T =Overviews | Location | Merchant | AirfHotel | Mileage I Per Diem |
Select *Expense Type - *Expense Dates | *“Description Hon-Reimb Ho Receipt

Other Employee Reimbu ~ | ||06/01/2015 |[H]]| Bus Writing Training =) Ed ] __T
-
- - T
o - N

[ Copy Selected ] [ Delete Selected ][ Check For Errors ] Mew Expense - Add




Accessing the Accounting Detall Page

Go to the Accounting Detail page to enter the detailed charge distribution for each Account. To go to the Accounting Detai
page, click the Accounting Detail icon on the Overview tab.

» eneral Information

Details

Customize | Find | View All| B2 | =

*Description: Business Writing Comment:
*Business Purpose: Training
Reference:
Default Location: Virginia Beach i,
Accounting Defaults Apply Cash Advancels) More Options: - GO |

' *Overview |; *Dretail \||f Location x||f Merchant \||; Air/Hotel M||J Mileage M||J Per Diem \||; *Currency x| [F=TW
Select I’Expen ze Typea 'E‘;ﬁn == *Amount Spent I’Cu rrency I*Pﬂym ent Type ItBilling Type
Other Employee Reimb ~ | |[06/01/2015 | | | 20000/ |USD @, | Check Billable | =
~
-
~
Copy Selected ][ Delete Selected ][ Check For Errors ] Mew Expense -

N E
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Accounting Detail Page

CARDINAL

This page contains the fields entered in the Expense Distribution Record of the Expense Report Upload file for
interfaced transactions.

When entering an expense report online, this is the page that is used to break the total expenses out so they can be
charged to the correct account and accounting distribution. In this example, the total expense amount is $200 with 127.55
for lodging and 74.25 for mileage.

Favorites ;| Main Menu > Employee Self-Service
- - " " 2 g
Create Expense Report
Accounting Detail
CLARK S KENT Report ID: MNEXT

This is the accounting detail for expense type Other Employee Reimbursements with a transaction date of 2015-06-01 in the amount
of 200 USD. If changes are made inadvertently, you may reset the default accounting values by hitting the '"Restore Defaults

[ Restore Defaults ]

Estimated Tax:
Total Distribution:

Accounting Detail
‘General Ledger ChartFields |
- Monetary Currency Exchange
Amount GL Unit Amonni Code Rate Speedlype Key Account Fund Program Department Cost (
| |
200.00 |15‘10EJ | 200.00|/USD |1.00000000| Q |5_013110 (% |0l0_U_EJCg |7_Q_Q_EJ_U1 Q |921_0_0 Q |
4| [l | [

[ Add CharlField Line |- Refresh |




Accounting Detail Page (continued)

CARDINAL

To update the accounting detail, click in the Amount field and change the total to the specific expense you want to relate to
this line. For this example, lodging and fees of 127.55.

Change the Account and any other values to ensure this amount for lodging is being charged to the correctly. For this
scenario, the Account code is change to 5012850.

Favorites | Main Menu > Employee Self-Service
- i - -

2 Mew

Create Expense Report

Accounting Detail
CLARK S KENT Report ID: MNEXT

This is the accounting detail for expense type Interfaced with a transaction date of 2015-06-01 in the amount of 200 USD. If changes
are made inadvertently, you may reset the default accounting values by hitting the 'Restore Defaults’ button.

[ Restore Defaults ]

Estimated Tax:
Total Distribution:

Monetary Currency Exchange

GL Unit ST Code Rate SpeedType Key Account Fund Program Department Cost(

i . . i i i
15100 | 200.00|USD 1.00000000 || |@, |[so12850  |@, J[o1oo0/@, ([79sood |2, |[e2100 |, ]
| | | | |

€ m |

[ Add ChartField Line | Refresh |
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Accounting Detail Page (continued)

CARDINAL

To add another line, click the Add ChartField Favyjkes | Wan anu > Enpbyee Sk Sanics ]
Line button and enter the amount for that line in Create Expense Report
the Amount field. Accounting Detail

KEVITA F CLAYBORNE Report ID: NEXT

This is the accounting detail for expense type Other Employee Reimbursements with a transaction date of 2015-06-01 in the amount
Enter the Corl’eCt d istri bution for that Iine I n th|S of 200 USD. If changes are made inadvertently, you may reset the default accounting values by hitting the 'Restore Defaults
scenario, 72.45 was added for the mileage and mestore Dol
the Account was changed to 5012820. Eetimated Yax:

‘Accounting Detail

Find [ B 2 First K 1.2 or 2 O st

General Ledger ChartFields |
Repeat this process until all expenses lines are Amount  GLumi Monetary - Currency Exchange |specurype ey Account Fund  Program Department  Cost(
added_ 12755 :15100 | znn.on:usn |1.00000000| |2, (5012850 |@, |jo1000@, ([7egoot  |@, [ez100 @
| [ 7245 ‘15100 ‘ :USD ‘ 1.00000000:| =\ ;|5012820 =X :|mQ :|799001 =X :|92100 =X :
< I} |

Click the OK button to return to the Create
Expense Report page.

Add ChartField Line | Refresh ]
OK |

Click on image to enlarge
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Checking the Expense Report for Errors

You can check an Expense Report for errors by clicking the Check for Errors button above the Totals section. This checks
the current entries for errors. If errors exist, a red flag displays in the second column of the expense line, and/or the incorrect

fields are highlighted in red.

If errors exist, click the red flag to locate the error(s) and correct them flag(s).

Favarites Main Menu = Ermployee Self-Service

Create Expense Report

Expense Report Entry Attachment

CLARK S KENT User Defaults Report ID: MEXT
~ General Information
*Description: Business Writing Comment: =
*Business Purpose: Training -

Reference:
Default Location: [wirginia Baach =X
Accounting Defaults Apply Cash Advance(s) More Options: - GO

First EX 4.4 or4 K1) act

Customize | Find | Wiew 2N | B | i
" *Detail \||/ Location \llf Merchant \llf Air/Hotel \ll/ Mileage \||/ Per Diem \||/ *Currency \|

Select *Expense Type« ;I:::t;;elnse =Amount Spent *Currency *Payment Type *Billing Type
P || other Employee Reimb -~ | |[06/01/2015 |[H) | | 200.00//[usD |2, | check -~ | Billable - B =

-

-

-

Copy Selected ] [ Delete Selected ]I[ Check For Errors ] MNew Expense -
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CARDINAL

When you click the flag icon, the Expense Detail page
for the expense displays, highlighting the field(s) in error
and displaying error message(s).

The Expense Detail page display varies depending on
the Expense Type and the errors detected.

Correct the errors on the page and click the Check
Expense for Errors button on the page to confirm your
corrections.

In this example, the error that requires attention is:

» Description — the Description field is required and
was left blank

Checking the Expense Report for Errors-(continued)

Favorites Main Menu > Employee Self-Service

Create Expense Report

Expense Detail for Other Employee Reimbursements (Line 4)

CLARK S KENT ReportID: NEXT
Please enter or update the following information:
F’ Description
|/About This Expense
*Expense Date: IM [
*Payment Type: Check - Ho Receipt
“Billing Type: Billable +| [ Hon-Reimbursable
*Description: I—l I
*Amount Spent: ’W
*Currency: UsD @,
*Exchange Rate: [ 1.00000000 T B

Default Rate
Reimbursement Amt: 20000 USD

| Exception Comments ]

Location Amount: |

Ho Receipt: |

Accounting Detail
Receipt Split i
Check Expense For Errors | [

Previous Expense

Eeturn to Expense Report
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If the employee received a Cash Advance for
expense(s), it must be applied to the Expense
Report before you save it.

Apply a Cash Advance by clicking the Apply Cash
Advance(s) link on the Expense Report Entry page.

Applying a Cash Advance to an Expense Report

Favc;r'rtes Mainvl'«'lenu > Employee Self-Service

Create Expense Report

Expense Report Entry Attachment

CLARK S KENT User Defaults Report ID: NEXT
» General Information
*Description: Business Writing Comment:
*Business Purpose: Training -

Reference:
Default Location: |\firginia Beach |Q
Accounting Defaults Apply Cash Advancels) More Options: - GO

A ¥H
customize | Find | Views Al [ EL [ 2E First Bl 44 ora D (ast
“ol=yi- [ *Detail | Location || Merchant | AirHotel |[ Mieage || PerDiem |[ *Currency | [F=2H)

1
Select *Expense Type < Dli);;;e‘nse *Amount Spent *Currency *Payment Type *Billing Type
Other Employee Reimb ~  [06/01/2015 |5 | 200.00/[USD  [@,  Check ~ | Billable -
[ Copy Selected ] [ Delete Selected ][ Check For Errors ] MNew Expense
Employee Expenses: 200.00 USD Due Employee: 200.00 USD
Hon-Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 UsD
Prepaid Expenses: 0.00 USD
Employee Credits: 0.00 UsSD
Vendor Credits: 0.00 UsD
Cash Advances Applied: 0.00 USD

Definition of Totals Update Totals

Expense Report Project Summary Printable Wiew

Save For Later | | Submit

Return to Cash Advance
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-1 (continued)

CARDINAL

Applying a Cash Advance to an Expense Report

The Apply Cash Advance(s) page appears as shown here. The Advance ID must be entered and all other values are auto-
calculated. Make sure the advance is applied to the correct (e.qg., related) expense report by reviewing the Description field.
The Description field displays when selecting the Cash Advance.

If the Cash Advance amount is more than the total amount of the Expense Report, only apply the amount of the Expense
Report. The employee will pay the balance back to the Commonwealth. See the job aid entitled SW AP315 Applying and
Reconciling Cash Advances for more information about applying a cash advance entered online to an expense report entered

online.

Favorites Main Menu > Employee Self-Service

Create Expense Report

Apply Cash Advance(s)

Total Employee Expenses:
Total Due Employee:

[ 0oK|

Report [D: MEXT
CLARK S KENT
Exchange -
=Acdhvance ID Advance Amount Balance Rate Total Applied
0oo0000338 96.00 g.oo0jusD 1.00000000 96.00( UsD [=]
[ Add Cash Advance | | Update Totals |
Total Advance Applied: aG.00 UsD

20000 UsD
104,00 UsSD
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Apply Cash Advance(s) Page

Create Expense Report

Fm;cEites Hai.rnflenu » Employee Self-Service

Apply Cash Advance(s)

Report ID: HEXT
CLADK S KENT
@ = @) (+) ——
*Advance ID Advance Amount Balance :'L:'i:‘“"“e Total Applied o
Qo000 0333 Q600 .00 L=y 100000000 | EI'E-.UU; LIS |:]|
Add Cash Advance o Update Totals o
Total Advance Applied: 96.00 USD
Total Employee Expenses: 200.00 wsD
Total Due Employee: 104.00 UsSD
___dk__._
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Submitting an Expense Report

CARDINAL

After completing an Expense Report, applying any Cash Advance(s) and correcting any errors, you can save the Expense
Report for later or submit it for approval:

» To save the report without submitting it, click the Save for Later button.

« To save and submit the Expense Report, click the Submit button on the Expense Report Entry page. After clicking this
button, a confirmation page like the one here appears.

» After an Expense Report has been saved and/or submitted, Cardinal assigns a Report ID to the Expense Report. You
cannot assign your own report id when creating an expense report online.

Fawvorites Main Menu = Employee Self-Service

Create Expense Report
Submit Confirmation

CLARK S5 KENT Report 1D: MEXT

Employee Expenses: 20000 USD Due Employee: 20000 WUsD
Hon-Reimbursable Expenses: 0.00 UsD Due Vendor: 0.00 UsD
Prepaid Expenses: 0.00 UsD Definition of Totals

Employee Credits: 0.00 WUsD

Vendor Credits: 000 WsD

Cash Advances Applied: 0.00 UsD

V Click OK to submit, or click Cancel to return to the expense report without submitting.

| Ok |l cancei |
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Submitting an Expense Report (continued)

CARDINAL

* Once you click the OK button on the Submit Confirmation page, the Expense Report is edit checked. If errors are
detected, additional administrative action may be required.

» After successfully completing budget check, the report is routed through workflow to the approver’s worklist. If more
than one approval is required, Cardinal automatically routes your report to the designated approvers. The approver
can budget check the expense report or view the budget check results when reviewing the report for approval.

« The approver(s) may approve, deny, or send back the Expense Report. If the request is not approved, the approver
should indicate the reason(s) in the message comments.

« Approved Expense Reports will be submitted for payment in the nightly batch.

« 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 listed 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
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You can view the status of the Expense Report any
time after you save or submit it using View from the
menu.

The current status displays in the Status field on
the Expense Report Detail page shown here.
After the Expense Report is approved, the status
updates to Approved. The Post Status field
indicates whether or not the report has been posted
after approval. Once it is posted, it is processed for
payment.

Viewing an Expense Report Status

Favorites | Main Menu > Employee Self-Service
- i - -

View Expense Report

Expense Report Detail

CLARK S KENT Report ID:

User Defaults

> General Information

Attachment

0000057353

S0y ) Detail || Location [ Merchant |[ AirHotel [ Mieage |[ PerDiem |[ *Currency |

Customize | Find | View Al | B |

Description: Business Writing Comment:

Business Purpose: Training

Status: Pending Reference:

Default Location: Virginia Beach Last Updated: 06/04/2015 By:  VPH22737

Post State: Mot Applied

Accounting Defaults More Options: [ e

12 First K1 of 4 O 5t

*Expense Date *Amount Spent *Currency *Payment Type

*Billing Type

200.00/USD

Check

06/01/2015 ‘

Other Employee Reimbursements

Billable

Employee EXpenses: 200.00 USD Due Employee:
Hon-Reimbursable Expenses: 0.00 UsD Due Vendor:
Prepaid Expenses: 0.00 USD

Employee Credits: 0.00 USD

Vendor Credits: 0.00 UsD

Cash Advances Applied: 0.00 USD

200.00 USD
0.00 UsSD

Definition of Totals

Expense Report Project Summary

Return to Expense Report

[@‘ ReturntnSearch] [EI Notify ]

Printable View

Click on image to enlarge
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Updating / Canceling and Deleting an Expense Report

CARDINAL

If necessary, an existing Expense Report can be updated by the proxy if it has been:
« Saved but not submitted for approval
« Sent back by the approver

You can also delete an Expense Report.
A Expense Report can be deleted if it has:
» Been Saved, but not submitted for approval
» Been sent back by the approver
» Not had a cash advance applied to it
« Been denied by the approver

Deleted expense reports cannot be viewed.

See the job aid entitled Updating and Deleting Expense Transactions for more information.
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Lesson 3. Checkpoint

CARDINAL

Now is your opportunity to check your understanding of the material. Read the question, select your answer and click Submit
to see if you chose the correct response.
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When can an Expense Report be modified?

—» Before it is submitted

O Afteritis approved
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All Expense Reports that are uploaded into Cardinal must be approved in
Cardinal.

0 True

— False
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Expense Reports that are not uploaded into Cardinal due to missing
required fields or other errors can be viewed on the

— Employee Maintenance Profile
0 Expense Report Upload Error Report

— Expense Report Entry Page
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Interfacing agencies that enter expense reports online must use the
Expense Type of Other Employee Reimbursement.

r True

) False
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Lesson 3: Summary

CARDINAL

In this lesson, you learned:

» The process for interfaced Expense Reports

» Creating and submitting an Expense Report online

* Viewing the status of an Expense Report
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Lesson 4. Reports, Queries and Online Inquiries

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

* Reports

* Queries

* Online Inquiries
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Reports

—

CARDINAL

Three key Expenses reports include:

* Expense Report

« Cash Advance Upload Error Report

» Expense Report Upload Error Report
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Expense Report

CARDINAL

The Expense Report is available in a printable format. Fovorites | Man Menu > FPmployss JelFService
You can navigate to this report using the following path: |(EEEEEETEEN Sxwense Receipt |

To printthis report, please use your browsers print feature.

Main Menu > Employee Self Service >Travel and

-l

Expense Center > Print Reports > Expense Report CARDINAL
Expense Report 0000057363
SUMMER SUN Employee [D: 00252010200
Report Date: O7124/2015 11:19:424M Status: Submitted for Approval
Description: Travel to WA Bech Tor PM Class
Business Purpose: Training
Comment:
Date Expense Type Merchant Location Amount
06/23/2015 Dinner - Travel Day “Wirginia Beach 1583 UsSD
06/23/2015 Lodging wirginia Beach 90.00 UsD
06/23/2015 Lodging “Wirginia Beach TO0.00 UsSD

Other Employee

06232015 Reimbursements Virginia Beach 4974 USD
0B/23/2015 jf;ﬁgg:j"’"'eage Cost Virginia Beach £0.00 USD
06/23/2015 Lodging Fees and Taxes “irginia Beach 11.62 USD
06/23/2015 Per Diem Incidentals Wirginia Beach 500 UsD
Expense Report Totals

Employee Expenses: 31119 USsSD

Hon-Reimbursable Expenses: 0.00 UsD

Prepaid Expenses: 0.00 UsD

Employee Credits: 0.00 UsD

Vendor Credits: 0.00 UsD

Cash Advances Applied: 0.00 UsD

Total Due Employee: 311.19 UJUSD




CARDINAL

Cash Advance Upload Error Report

This report provides details on all errors, including missing and invalid data, encountered when loading data from agency
systems into Cardinal.

You can access this report using the following path:

Main Menu > Cardinal Interfaces > EX Interfaces > Cash Advance Error Report

MOCK REPOET LAYDUT

Repart 102
Submitting BU:
Uplaad Date:

AF3E3
0

0 O R O

Cardingl

C3h Adwvanoe Ermor Repoet

Paga Moo
Run Date:
Run Time:

Process Instance: OO0y

Upload Run Date: 04 00 0

GL Duginoss Lini Employes iD Cah Advance 1D Cath Advancs Line Mumbes Do F oo idn amss Errar Descriptian
HHEXN EEE TR RN ] ARERANEXAELN EEXNEEXNEELN EENEEEANELNE ERMNEENN KK
LR B L ANENANEXNANEX EXANEEAIEELEE K 0
LR LR bR LEREEE R LGRS MO RO DR DN OO R
AN N O O A LR LR LR N N N K LERL R RS
RN S O O O R BN MK R R
Total Cash Advance Count: OO0

Total Cash Advance Tranzactions inserted into Stageng Tables: 2OUCOL

Total Cash Advance Transaclions Rejected: OEOL
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Expense Report Upload Error Report

—

CARDINAL

This report provides details on all errors, including missing and invalid data, encountered when loading data from agency
systems into Cardinal.

You can access this report using the following path:

Main Menu > Travel and Expenses > Travel & Expenses Center > Print Reports > Expense Report Upload Error
Report

Commomwealtn of Virginia
VOUCHER UPLOAD ERROR REPORT
CARDINAL Bun Date: £3/19/2015
oo

Report ID: ABSG6 Run Time: 0E:22

Page Mo. 1 or 1z

Submitting GL BOT: 13600

Upload Date Range: 01-JAN-2015  Eo  31-MAR-201%
File Mame:s 13500 _APSE4_IN DZ04201S . 1015_001._dat
Uploaa Dater 04-FEB-2015

Mo Vendor Exrors Found.

Total Vendors with Errors a

Total loadea

Voucher BU: 13600

Agency Voucher ID WVoucher Line Num Distrib Line Num Error Fleld Name Field Value
o o WOUCHER_ID  D4a3375a

0433758 1 1 MERCHANDISE_AMT

Total Vouchers Sunmitteds
Total Vouchers with Errorss
v s

File Names
Tpload Dater

File Rejectea:

File Mames 13£00_APSE4_IN DZOS201S 1542 _001.dat
Tpload Date: 05-FEE-2015

Click on image to enlarge
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Queries

—
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Some frequently used queries include:

» Expenses in Process

» Potential Duplicate Expense Transactions

 Posted Cash Advance Extract

» Posted Expense Report Extract

» Posted Payments Query

« Payment Cash Check Results
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Expenses in Process

—
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This query allows you to monitor and take action on travel expenses, authorizations and advances that are NOT Paid,
Approved, Closed or Reconciled.

You can access this query using the following path:

Main Menu > Reporting Tools > Query > Query Viewer >V_AP_EXPENSES_IN_PROCESS

V_AP_EXPENSES_IN_PROCESS - Expenses In Process

Business Unit {% for all}: 15100

Dept 1D {% for all): %
View Results |

Download results in - Excel SpreadSheet CSVTextFile XMLFile (2 kb)

View Al First E 1-3of3 Last
Report |Business|Department Acurrﬁ:':r Approver Renort ID Report Emplovee ID | Employee Name Report Total | Amt Due |Budget|Accounting| Submit Entered By Userid Out of |Duplicates #f;ﬁ?\ﬁ: Associated A;gs:lila;:d
Type Unit ID l?ser D Type P Status ploy ploy Description| Amt |Employee| Status Date Date Y Policy | Exist D Advance ID Amt

1|Advance |15100  [92100 0000000112 |PD 00252010200 Kent, Clark Meeting 20200) 20200 09/13/2013 |09M13/2013 |VPHB2737 0.00

Expense Meetingin
2 Report 15100 (91100 YPH22737 |REVIEWER | 0000028959 |SUB  [00046915400| Kent, Clark Boston MA 1287.93| 1297.93|V 08/28/2013 |08/28/2013[IBA39799 N N 0.00
Expense PeopleSoft
3 Report 15100 (95700 VPHB2737 |REVIEWER |0000029063|SUB  |00570951900] Kent Clark Trainingin | 776.38| 7V76.38|V 114082013 [11/08/2013 |PPS_ELIZABETH.LAKE [N Y 0.00
Orlando
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Potential Duplicate Expense Transactions

CARDINAL

This query identifies potential duplicate expense transactions based on the Expense Line record. Results display based on

the same expense t