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

Attendance

Accounting

Cardinal Functional Areas

Modules

Accounts Accounts Payable

Payable Expenses

Accounts
Receivable
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General
Ledger

*Procurement

*Not used by all state agencies



Course Objectives

CARDINAL

After completing this course, you will be able to:
« Understand key Expenses maintenance concepts and processes
* Add and update an employee profile in Expenses

» Describe the overall processing flow for Employee Profiles, Travel Authorizations, Cash Advances,
Expense Reports, and payments

» Review Expenses accounting entries
» Manually reconcile Cash Advances, if applicable

* Navigate to the key reports, queries and online inquiries




Agenda

CARDINAL

Today, we will cover the following lessons:

» Lesson 1: Understanding Expenses

» Lesson 2: Entering and Maintaining Employee Profiles

» Lesson 3: Expenses Processing

» Lesson 4: Expense Administration Reports, Queries, and Online Inquiries



Lesson 1: Understanding Expenses

In this lesson, we will cover the following topics:

« Key Concepts

* Expenses Process



Key Concepts

CARDINAL

Some key concepts in expense administration include:

« Employee reimbursements for your agency employees are processed through the Cardinal
Expenses module.

* Your agency employees are not set up as vendors in Cardinal, so cannot be reimbursed for
expenses using an Accounts Payable (AP) voucher.

« Commonwealth employees employed by another agency who require reimbursement from your
agency, are either:

» Treated as vendors and reimbursed using an AP voucher or

* Reimbursed as employees by their agency using the Expense module. You can then pay that
agency (via voucher) for the amount of the expense.

* Non-employees, such as Board members are set up as vendors and reimbursed for their expenses
through vouchers using the Accounts Payable module.



Key Concepts (continued)

CARDINAL

+ Employee Profiles:

» Employee personal and organizational information must be entered in the Expenses module
before an employee can be reimbursed for expenses.

» The employee profile captures name, address, HR employee status, business unit,
department, supervisor and employee banking information for EDI payments.

« Employee banking information is interfaced from the Commonwealth Integrated Payroll and
Personnel System (CIPPS).

« If your agency or an employee has been granted an exemption from DOA, that exemption will
still apply.



Key Concepts (continued)

CARDINAL

* In Cardinal, authorized users (proxies) enter expense transactions for employees.

» A user can be set up as a proxy for multiple employees. Most employees have proxies other than
themselves who enter and process the majority of their expense related transactions.

» After entering an employee profile, you must enter a proxy (proxies) for that employee in Cardinal.

* In Cardinal Expenses, you can attach scanned documents such as invoices and receipts to Travel
Authorizations, Cash Advances and Expense Reports. Approvers can then review the attached
documents when the transaction routes to them for approval. Per APA, the electronic attachment
documents do no replace the requirement to retain original documents (receipts, etc.) in your
records.

« Cardinal is configured to include State allowable amounts for lodging, meals, per diem, and mileage
rates. When a Travel Authorization or Expense Report is entered online, Cardinal applies those rates
and assists with validations and calculations.

+ If state policy requires agency head approval, Cardinal will route the transaction to the designated
approver.

10



Key Concepts (continued)

CARDINAL

» If you issue a Cash Advance to an employee you can apply the Cash Advance to an Expense Report
after travel is completed. Cardinal then calculates the amount due for reimbursement.

« If the Cash Advance amount exceeds the Expense Report amount the excess amount is un-
reconciled on the employee’s Cash Advance. When the employee repays the Commonwealth, the
payment offsets the employee’s outstanding Cash Advance balance.

11



Expenses and Expense Administration Process

CARDINAL

The Expenses process in Cardinal involves:

Processing Travel Authorizations
Processing Cash Advance requests
Processing Expense Reports
Processing payments to employees

The Expense Administration process in Cardinal involves:

Creating and maintaining employee profiles

Setting up and maintaining Authorized User (proxy) configurations
Reviewing expense accounting entries, if necessary

Reconciling expense payments

Reassigning expense transactions from one worklist to another

12



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 answer.

13



Are your agency's employees set up as vendors in Cardinal for expense
reimbursements from your agency?

O Yes

2 No

14



An Employee Profile must exist in Cardinal in order for an employee to be
reimbursed for expenses?

0 True

0 False

15



Board members are set up as employees and reimbursed through the
Expenses module.

O True

O False

16



Lesson 1. Summary

CARDINAL

In this lesson, you learned:

* Your agency’s employees are not set up as vendors in Cardinal. They are reimbursed through the
Expenses module.

« Employees must have at least one proxy who is authorized to enter expense transactions in Cardinal
on their behalf.

« Employee expense transactions include Travel Authorizations (if required by Commonwealth and
agency policy), Cash Advances and Expense Reports.

» Expense Administration functions include entering and maintaining employee profiles in Cardinal,
maintaining proxy configuration, reviewing expense accounting entries if necessary, and reconciling
expenses.

17



Lesson 2: Entering and Maintaining Employee
~IProfiles

CARDINAL

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

Creating / maintaining employee profiles process flow

Processing employee data used by Expenses

Entering / updating employee profiles

Adding proxies (users authorized to enter travel on behalf of themselves and/or others)

18



Creating and Maintaining Employee Profile
~“tProcess Flow

CARDINAL

An employee profile must exist in Cardinal for an employee to:

« Gain access to Cardinal
« Be reimbursed for travel or other business expenses

Online agencies must manually add and update employee profiles.

Interfacing agencies can choose to add or update Employee Profile information online or through an
interface.

To enter or update an employee profile online, log into Cardinal and enter or make changes to the
employee information, then save the page.

To enter or update an employee profile via interface, the agency creates an Employee Profile Upload file
that contains employee data and sends the data to Cardinal through an upload. Data validation occurs
when the files are loaded. Errors will not be uploaded into Cardinal and are added to the Employee Profile
Upload Error Report. Agencies will need to review this report, make corrections in the source system and
send the information back to Cardinal or elect to manually enter employee changes in Cardinal.

19



Creating and Maintaining Employee Profile
~tProcess (continued)

CARDINAL

The employee ID is the main data key in the employee profile. This number is derived from the
Department of Human Resource Management (DHRM) employee ID and is the 11 digit number contained
in the employee’s Commonwealth Integrated Payroll and Personnel System (CIPPS) file. In Cardinal, a
CIPPS employee banking file is uploaded bimonthly to update employees profiles with information about
their banking information so payments can be made electronically rather than through paper check.

Cardinal uses the profile to:

* Route entries for approval

» Populate default accounting distributions

* Make payments to the employee by the preferred method

Employee profiles only exist for state employees. Contractors who need access to Cardinal will not have
an employee profile. They are assigned User IDs.

The Remittance Electronic Data Interchange (REDI) Authentication Interface process sends a list of
vendors and employees along with the required validation data to REDI Virginia. REDI uses this data to
verify the legitimacy of the new registered accounts. REDI authenticates when an employee creates a
REDI account. Employees will need to create new REDI accounts based on their Employee ID and not
their Social Security number.

The following diagram illustrates the creating and maintaining employee profile process. 20



Creating and Maintaining Employee Profile

CARDINAL
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Employee Data Processing Overview

CARDINAL

Employee data is the foundation of Cardinal Expenses. There are several types of employee data added
and maintained by the Expenses Administrator on the Employee Profile pages in Cardinal Expenses:

« Employee personal data

« Employee Organizational data and user defaults

Because this data contains personal information (address, etc.), access is limited.

22



Employee Profile

CARDINAL

Employees must have an employee profile configured in Cardinal, before they can:

» Have a user profile configured

« Have an expense transaction entered and receive reimbursement

23



Entering an Employee Profile

—

CARDINAL

To add or update an employee profile online, go to the Employee Profile (Edit) page. You can access

this page using the following path:

Main Menu > Travel and Expenses > Manage Employee Information > Update Profile

To add a new employee profile, click the Add a New Value tab.

Favorites Main Menu > Travel and Expenses > Manage Employee Information >  Update Profile

Employee Profile (Edit)

Eind an Existing Value l.ll SIS -I

Employee IDv;

Add

Find an Existing Walue | Add a Mew Value

24



Employee Profile (Edit) Page

—

CARDINAL

Enter the Employee ID. The Employee ID is the employee’s CIPPS ID number.

Click the Add button.

Favorites Main Menu Travel and Expenses > Manage Employee Information > Update Profile

Employee Profile (Edit)

Find an Existing Value |.l|i'|'|'|| o l-l

Employee 1D: 00000123456 I

Add

Find an Existing Value | Add a New Value

25



CARDINAL

If you enter an employee ID and the profile
already exists in Cardinal, Cardinal displays a
message indicating that The value you tried
to add already exists. Select it below if
you’d like to update it, or specify a new
value in the fields above.

Verify your entry. If correct and you need to
make changes to the employee profile, click
the Employee ID number under the Search
Results section of the page to access the
employee record. If an employee is
transferring from another agency or employed
by two state agencies, see the job aid entitled
Creating and Updating an Employee Profile
for more information.

If your entry is not correct, reenter the
Employee ID number and click the Add
button.

Employee Profile (Edit) Page (continued)

Faw:g'rtes Main‘rﬂenu s Travel and'E:-cpenses :  Manage Empln*,;ee Information > Update Profile

Employee Profile (Edit)

Find an Existing Valug

IEmpIcwee I0:[00000123456 I

Add

he value you tried to adad already exists.
Select it below if you'd like to update it,

or specify a new value in the fields abovs

Search Results

View All First Last

4] 1ef1 [
Emplgyes Il Hame Last Name
00000123454 Cardinal, Tim CARDINAL
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Employee Profile (Edit) Page (continued)

—

CARDINAL

If the Employee ID entered is not found in the CIPPS EDI Data, a warning message like the one below
displays. The EDI Data from CIPPS is updated bimonthly, so current information may not be in Cardinal

when you add the employee.

Favorites ~ Main Menu Travel and Expenses » Manage Employee Information > Update Profile

Yarning — Mo match found for Employee 1D 00000123456 in Cardinal CIPPS EDI data. (25003,102)

The Employee |D entered does not match the Cardinal CIPPS EDI Data. This could be due to one or more of the following reasons:
- Employee 1D is entered incorrectly. Typically, the Cardinal Employee D is the same as the 11-digit CIPPS Employee |D.

- Employee has not signed up for direct depositin CIPPS.
- Employee is a new hire and their direct deposit data has not been entered in CIPPS.

- Employee is exempt from using their payroll account for expense reimpursements.
OK Cancel

27



Employee Data Page

CARDINAL

Access to edit information on the following tabs is
limited (managed by role access):

The Employee Data tab displays basic
employee personal information.

The Organizational Data page displays the
employee’s position in the organization and
related data such as the employee’s supervisor.
It also displays the employee’s Cash Advance
limit.

The User Defaults tab displays the defined user
defaults to minimize data entry on Travel
Authorizations, Cash Advances and Expense
Reports.

The Bank Accounts tab displays banking and
payment information used for paying Cash

Advances and Expenses Reports. Access to this

tab is restricted to the Department of Accounts.

Fava'rtes Main _Menu 2

Travel and Expenses Manage Employee Information > Update Profie

Organizational Data ~ UserDefaults = Bank Accounts I

*Last Name:
Telephone:

*Personnel Status:

Country: USA

Address 1:
Address 2:
Address 3:
City:
County:
State:

Country: USA

Address 1:
Address 2:

Address 3:

City:
County:

State:

*First Name:

Employee Base: Home
@ Office
Employee -
Payments Sent To: @ Home Address

Mailing Address

United States

Postal:

“United States

Postal:

Click on image to enlarge
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On the Employee Data tab, complete the
information under the Employee Information and
Home Address sections on the page.

In the Employee Information section, complete
the following fields:

« Last Name — employee’s last name

* First Name — employee’s first name

» Telephone - This is not a required field
« Address - employee’s home address

« Personnel Status defaults to Employee.
Do not change it.

« The Employee Base indicator defaults and
should not be changed.

+ The Payments Sent To indicator defaults
and can be changed if needed.

» If an employee’s home address and mailing
address differ, click the radio button in front
of Mailing Address and complete the
Mailing Address section at the bottom of the

page.

Employee Data Page (continued)

Favorites = Main Menu > Tra'-'e\and'Expenses > Manage Emp\o!ee Information > Update Profile

Organizational Data | User Defaults

*Last Name: COLUMBUS *First Name: CHRISTOPHER
Telephone: Employee Base: € Home
& office
*Personnel Status: Employee o
Payments Sent To: & Home Address

 Mailing Address

Country: USA @ United States

Address 1: 1234 Aflantic Ocean Avenue

Address 2:

Address 3:

City: Richmond

County: Postal: 23219

State: v <, Virginia

Country: USA LUnited States
Address 1:
Address 2:
Address 3:

City:
County: Postal:

State:

o Save [Z] Notify

Employee Data | Orqanizational Data | User Defaults

+ Add

Click on image to enlarge
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|Organizational Data Page

Favorites Main Menu > Travel and Expenses > Manage Employee Information » Update Profie
- -

After the |n.forr_nat|on has been entered, click on T
the Organizational Data tab.
Valid for Expenses: No  Defautt Profile
This tab is divided into 5 different sections: I nre utorizd Ameurts
Employee Status: lﬁ *ID: lmq
. Hire Date: partaeots |H Name: Cardinal Nick
® H R I nfO r m atl O n *GL Unit: 15100 @, Department of Accounts
*Department: [95400 @ General Accounting
Hours Per Period [¥ Use Business Unit Default

» Supervisor Information etaut Chartld Vaies oz g 911 rrs K 11 D Lo

*GL Unit Fund Program Cost Center Task FIPS Asset Agency Use 1 Agency Use 2 Affiliate
fErnga, ooooa, [Eows @, | a | Q[ | a | a | Q[ .
. < | i
° DefaU|t ChartF|e|d Va|ueS
& Business Unit 500000 USD

™ Specific Amount
 None

* Cash Advance Level
"If desired, an expenses role can be associated with this employee. Please note that only one role can be assigned,

per employee, no matter how many jobs they hold within the company.”

Expense Processing Role: =l

* Expense Role — not currently used in Cardinal

Save | =] Notify [Ey Add
Employee Data | Organizational Data | User Defaults | Bank Accounts

These sections will be explained in more detail in

lick on i |
the following slides. Click on image to enlarge
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Organizational Data — HR Information

CARDINAL

|n the EXpenseS PTOCGSSIng Data Sec’“on’ the Favorites  Main Menu > Traveland Expenses > Manage Employee Information > Update Profie
Default Profile checkbox defaults as checked. e S
Do not change this.
In the HR Information section, complete the Wt Egae; No dA t
fOIIOWIng erIdS Reason for Status: FORNTRRA RIS
« Employee Status — select Active Employee Status: hcve | 0 0000000136
A . Hire Date: 02132014 | lame: Cardinal, Nick
* Hire Date — enter the employee hire date | fsue T owsmacons || N
for OUI’ a enC Department: 95400 %, General Accounting
y . g y , Hours Per Period IV Use Business Unit Default
* GL Unit — enter or select your agency’s

business unit

« Department — select the appropriate Click on image to enlarge
Department for the employee

The Use Business Unit Default checkbox
defaults as checked. Do not change this. This
defaults to the BU on the profile and it is
important this value is not changed.



Organizational Data — Supervisor Information

CARDINAL

In the Supervisor Information section, click the ID lookup button to select the ID of the Supervisor for

the employee whose profile you are creating. The Supervisor may not be the employee’s HR
Supervisor. Itis the person designated to approve expense transactions in Cardinal for that employee.

After you select the ID, the Name field populates based on your selection. Verify the name for accuracy.

Workflow uses the supervisor’s ID to route transactions for Supervisor level approval.

Favorites = Main Menu > Travel and Expenses > Manage Employee Information » Update Profile

Employee Data || ' User Defaults Bank Accounts

[+ Default Profile

Valid for Expenses: Ma
- lgnore Authorized Amounts

Reason for Status:

Employee Status: Active =l “1D: 00000000132
Hire Date: 0211322014 B Name: Cardinal Mick
“GL Unit: 15100 @, Department of Accounts

*Department: 95400 OJ General Accounting

Hours Per Period: [¥" use Business Unit Default

32



Organizational Data - Default ChartField Values

CARDINAL

The Default ChartField Values section is used to predefine one or more of the ChartField values for the
employee. Cardinal uses these values to populate the accounting information for the employee’s travel
and expense transactions. Even though these values default on the expense transactions, they can be
changed if necessary.

For Cash Advances transactions Agency / Business Unit, Fund and Department populate from these
defaults. You will not have the opportunity to change these values and if the values are not present on the
profile, the cash advance accounting entries will not be created correctly.

Use the scrollbar under the ChartField values to move right and view / enter additional values as needed.

The Department field populates based on the entry in the HR Information section of the page.

B

*GL Unit  |Fund Program Cost Center Taszk FIPS Asszet Agency Use 1 Agency Use 2 Fund Affiliate *Department

@ @ @ @ @ @ @ @ @ @ @

33




Cash Advance Level Options

CARDINAL

The Cash Advance Level section is used to determine the employee’s eligibility and maximum amount for
a Cash Advance.

Select the appropriate option based on your agency’s policy:

* Business Unit - this option allows the maximum amount of $5,000. In Cardinal, all business units
are set up with this maximum value as the default.

« Specific Amount — this option allows you to enter a specific amount as the maximum for the
employee.

» None — this option means the employee cannot receive a Cash Advance.

(% Business Unit 500000 USD
" Specific Amount
 None

34



User Defaults Page

CARDINAL

After completing the information on this page,
click the User Defaults tab.

The User Defaults page allows you to specify
defaults that reduce data entry time for Travel
Authorizations, Cash Advances, and Expense
Reports. The Time defaults are not used.

Select Payment Type CHK in the Expense
Defaults section to avoid having to key this value
on every expense line. Project ChartFields can
be defaulted on this page as well.

These are defaults only and can easily be
changed during data entry.

Note that during conversion and when using the
employee profile upload, these values are not
populated.

Favgrites . Main Menu > Tra\'elande(Denses > _Manage

Employee Data || Organizational Data

mployee Information > Update Profile

“Expense Report: [Open a Blank Report =l
*Time Report: [Open a Blank Report =1
*Travel Authorization: IOcsn a Blank Authorization ;I
Entry Method: [ =]  PerDiem Range: [ =l
Report Description: Billing Type: [Binanie =1
Business Purpose: | ;I Payment Type: CHK @, Check
Originating Location: RICHM @, Credit Card I =1
Expense Location: @, Mumber of Nights:
Transportation ID: @
il K1 2]
Merchant | [0
*Expense Type Payment Type Billing Type
Personl Mileage Cost Justified | |Ch9cl; | |E|Ha:|e =1 Bl | =
S L) L)
PC Business
Enabled - Project Activity Source Type Categary Subcategory  Descri ption Descri |
[} @, @, @, @, @, @,
4 I =l
Country @, Select Project ChartFields Display :
State: @, & Default : Codes
~ .
Locality: @, Descriptions
-
Billing Type: ;I Codes
S £l ]
PC Business
Enabled | - Project Activity Source Type Categary Subcategory  Descri ption Descri |
r @, @, =Y @ @ @
3] | I |
Country: @, Select Project ChartFields Display :
State: @,  Default : Codes
~ .
Locality: @, Descriptions
-
Billing Type: ;I Codes
i L L)
Enabled Eﬁnﬂ SSSSSSS Project Activity Source Type Category Subcategory  Descri ption Descri i
- @, @ @ @ I I
4 I 1|
(5] save | =] Notify

Emplovee Data | Organizational Data | User Defaults

Ey Add

Click on image to enlarge
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|Bank Accounts Page

The Bank Accounts tab specifies how the employee is reimbursed for Expenses transactions.

The CIPPS interface populates the Payment Method, Bank Account # and Prenote Info.

Only the DOA EDI Coordinator has access to this page.

Favarites Main Menu > Travel and Expenses : Manage Employee Information > Update Profile

Employee Data Organizational Data User Defaults Bank Accounts

Nick Cardinal

Organizational Data

GL Unit: 15100 Department of Accounts ¥ Default Profile

Department: 92100 Admin Sves & Public Records I Hold Payment
[:payment methoa: | System Check E

Bank Account Info

Customize | Find | B | 7
ENYYSI I Prenote Info
S

Find | View Al First K 1071 D Last

First K1 1071 1 Last

Employee Data | Organizational Data | User Defaults | Bank Accounts

Default 2ol Source Bank Hame Bank 1D Branch Name Branch ID Bank Account #
Account
r f  Expenses 422202202002239222 ]| [=]
EFT Options
[5) save | [Gt RetunioSearch | |1 PreviousinList | =] Nextinlist || Nofify

B
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Validating an Employee Profile

. . ) . Favorites  Main Menu > Tra\re\and'Expenses > Manage Empk}!ee Information > Update Profile
After entering all employee information, click

. User Defaults || Bank Accounts
the Save button to save your entries.

Expenses Processing Data

After saving the employee profile, it needs

Find | View Al First B 4 of 4 I Last
Valid for Expenses:

¥ Default Profile
. R I™ lgnore Authorized Amounts
to be validated prior to use on an expense f— _ _
transaction. The Validation process runs Employee Status: | 0 0000000130,
every hour in batch between 8-5 daily. i S T | L Cardna i
*Department: WO& General Accounting

Hours Per Period: [+ Use Business Unit Default

Default ChartField Values

customize | Find | BV | 3 First X 1014 I Last

*GL Unit Fund Program Cost Center Task FIPS Asset Agency Use 1 Agency Use 2  Affiliate
151002, [010002, (501005 [, | @ | Q Q| Q | Q | Q | Q,
a| | H

@ Business Unit 5,000.00 USD
C Specific Amount
C None

"If desired, an expenses role can be associated with this employee. Please note that only one role can be assigned,
per employee, no matter how many jobs they hold within the company.”
Expense Processing Role: | j

ZMZIEMWZ

Emplovee Data | Organizational Data | User Defaults | Bank Accounts
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Updating an Employee Profile

CARDINAL

To update an employee profile online, access the T N P e T N Y S e O N
Employee Profile Search page. This is the same
page that is used to add an employee online. Access | Employee Profile (Edit

to update and view profiles are based on your security | eerany ifomaion sou nave and ek Search. Leave fieds bianicfor a st of al values.
role and agency access. - il

Maximum number of raws to return (up to 300300

You can navigate to thlS page using the fO”OWing path: Search by: IEmDID‘y'eeID vieginswil
|__Search Id'-,anced Search

Main Menu > Travel and Expenses > Manage
Employee Information > Update Profile

Find an Existing Value | Add a New Value

. . Click on image to enlarge
On the Find an Existing Value tab, use the Search ! 'mag g

by drop down list to choose one or more of the three
search criteria (use the Advanced Search link to view
all search fields):

« Employee ID - the employee’s CIPPS number
+ Last Name / Name — employee’s last name

Once you select and enter your search criteria, click

the Search button.
38
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Update fields on the Employee Data tab as
necessary.

Click the Organizational Data tab.

Updating an Employee Profile (continued)

Fa\rovrtes MainvMenu » Traveland Expenses > Manage Employee Information > Update Profile

" Employee Data | loEy =il User Defaults |

JOHN DOE
Expenses Processing Data Find | View A1 First K1 4074 O st
Valid for Expenses: Yes 7 Defauit Profile
[™ Ignore Authorized Amounts
Reason for Status: Passed All Validation Edits
HR Information Supervisor Information

Employee Status: lm ID: ’m@
Hire Date: 01/011901 [

*GL Unit: 15100 @, Department of Accounts
*Department: ’WQ Payroll Production

Name: DOE JOHN

Hours Per Period [¥ Use Business Unit Default

Default ChartField Values customize | Find | B | % st 7 qop1 I Lot

*GL Unit Fund Program Cost Center Task FIPS Asset Agency Use 1 Agency Use 2 Affiliate

15100, [o1000Q, 737003 @ | @ | @, 2, | @ | @ @,
4 | |

@ Business Unit 500000 USD
 Specific Amount
C None

“If desired, an expenses role can be associated with this employee. Please note that only one role can be assigned,
per employee, no matter how many jobs they hold within the company.”

Expense Processing Role: | ﬂ

|5 save | [Gh Retumtosearcn |15 Previousinlist | 4] Nestinist [ Notity [ER)

Employee Data | Organizational Data | User Defaults




CARDINAL

Changes to Organizational Data tab information
are needed when an employee’s organizational
data changes, e.g., for a transfer from one
department to another.

Click the Save button at the bottom of the page.

Modifying the employee profile and saving it
replaces the previous values. No record is
maintained regarding who made the changes or
when (there is no effective dating). Itis
advisable to maintain a record of these changes
outside of Cardinal.

If you need to terminate an employee, see the
job aid entitled Creating and Updating an
Employee Profile for details regarding
terminating an employee.

Updating an Employee Profile (continued)

Favuvrites Mavaeﬂu > Tra\felandvExuenses > Manage Emu\uxee Information > Update Profile

Employee Data

JOHN DOE

User Defaulis

Valid for Expenses: Yes  WMiIEaunrr
I™ Ignore Authorized Amounts

Reason for Status: Passed All Validation Edits

Employee Status: Active j =10: 0025201020,
Hire Date: potie0t |5 Hame: DOE JOHN
*GL Unit: 15100 @, Department of Accounts
*Department: 97200 @ Payroll Production
Hours Per Period I Use Business Unit Default
B
*GL Unit Fund Program Cost Center Task FIPS Asset Agency Use 1 Agency Use 2 Affiliate
15100@, [01000@, [737003 @ @, @, @, Q @ @ @
T | il

@ Business Unit 5,000.00 USD
" Specific Amount

* None

If desired, an expenses role can be associated with this employee. Please note that only one role can be assigned,
per employee, no matter how many jobs they hold within the company.
Expense Processing Role: | ﬂ

5] save [t Returnto Search st| 45 Nextinlist| |[Z] Notify = Add

Employee Data | Organizational Data | User Defaults
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Adding Expense Proxies / Authorized Users

CARDINAL

Every employee must have at least one proxy (authorized users) in Cardinal in order to have expense
transactions entered. After adding an employee profile, a proxy should be added for the employee.

If an agency interfaces the Employee Profile information, the proxy information is included in the file
upload.

The only time a proxy is not required is if an employee will not require expense reimbursement.

Interfacing Agencies

Interfacing agencies which selected to use the Employee Profile Upload have the ability to populate the
Authorized user information in the upload file.

41



Adding Expense Proxies / Authorized Users

~3(continued)

CARDINAL

To add a proxy online, access the Authorize Expense Users page. You can navigate to this page

using the following path:

Main Menu > Travel and Expenses > Manage Expenses Security > Authorize Expense Users

See the job aid entitled Authorizing a Proxy for details regarding how to add a proxy for an employee.

Authorize Users
JOHN DOE

*Authorized User ID
WPHB2T 3T
MDG3I2TE5

Save

Fauq‘[ites Maiﬂyenu > Travel and Expenses > Manage Expenses Security > Authorize Expense Users

Entering new UserlDs on this page will give those users the ability to enter
expense transactions an behalf of the employee.

Hame
. WINTERS, MARK

< HARRISOM, MARY

[+

0

n
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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 answer:
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After adding an employee profile in Cardinal, you must also add at least
one proxy for that employee if the employee will need to be reimbursed for
expenses.

& True

2 False
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Employee banking information is populated bimonthly through an interface
with

2 DOA

O CIPPS

O PMIS
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You must be setup as a

O Supervisor
O Proxy

Z Administrator

to enter your own expenses transactions.
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Cardinal keeps a record of when updates are made on an employee
profile.

O True

O False
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Lesson 2: Summary

CARDINAL

In this lesson, you learned:

« Employee profiles can be added or updated in the Expenses module both online and through an
interface.

* When adding a new employee profile, you must also add at least one proxy for that employee if the
employee needs to be reimbursed for business related expenses.

» Access to sensitive and personal employee information, such as address, bank information, etc., is
highly restricted.

» Users must be configured as proxies for another employee before they can create expense
transactions for that employee.
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Lesson 3. Expenses Processing

CARDINAL

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

» Process for Travel Authorizations, Cash Advances, Expense Reports, and payments

» Expenses and Cash Advance accounting entries

* Manually reconcile Cash Advances, if applicable
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Travel Authorization Process Flow

CARDINAL

A Travel Authorization is a request for permission to travel. Commonwealth and / or agency policy have
specific policies regarding authorization prior to travel (or the incurrence of other expense). Cardinal,
however, does not require that the Travel Authorization be entered in Cardinal in order to be reimbursed.

However, if you elect to enter your Travel Authorization in Cardinal it can only be entered online and must
be approved prior to the start date of your trip. Cardinal does not allow you to save or approve an
authorization after the start date of the trip.

The proxy enters pre-trip information, detail expense lines, and the estimated travel costs on the Travel
Authorization. Travel authorizations must then be approved by the employee’s designated approver(s)
before the start date of travel. Once the employee’s trip is complete an Expense Report is completed.
The approved Travel Authorization can be copied into the Expense Report, which can be updated as
appropriate.

Interfacing agencies will not typically use this functionality in Cardinal.

The next two diagrams illustrate the Travel Authorization process.
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CARDINAL

Travel Authorization Process Flow (continued)

New Travel
Request?

No

i

Update Travel
Authorization

Travel authorization with
pre-trip information and
estimated travel cost is

entered.

Create Travel
Authorization

Ready for
Submission?

Travel authorization information is
updated for any travel
authorizations that have not been
submitted for approval -or- that
were sent back by the approver.

()

?

Yes

Create a Cash
Advance?

Keep Request
for Later?

No

i

Delete Travel
Authorization

Yes»l Save Request for
Later

Travel authorization is
saved without
submitting it for
approval.

End
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—

CARDINAL

Travel authorization is
routed for approval based

on predetermined
approval routings

O

Submit Travel
Autharization for

Approval

Approver places the

travel authorzation on
hold for future
consideration,

Yes

¥

Place Travel
Authonzation on
Hiabd

End

Aporove Travel
Authorization

Approver retums the
travel authorization
request with commeants
for correction or

Retum Trawvel
Authorization

revisions.

Approved travel
authorzations that have
nok been applied o
expensea reports can be
cancalled.

Cancel Travel

Travel Authorization Process Flow (continued)

Approver denies the travel
authorization reguest with comments,
The travel authorization cannot be
resubmitted

Deny Travel
Authorization

Delete Travel

Authorization

Authorization
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Cash Advance Process Flow

CARDINAL

A Cash Advance is a means for the Agency to provide funds to an employee prior to travel in order to
minimize the impact of business travel on an employee’s personal finances.

A Cash Advance can be created:

» As part of a Travel Authorization - There is a link on the Travel Authorization page to the Cash
Advance page.

* Independently - You can navigate directly to the Create Cash Advance page to create a request

Cash advances are entered directly into Cardinal for online agencies.

Interfacing agencies may upload cash advances via an interface into Cardinal or have the ability to enter
them online if necessary.
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Cash Advance Process Flow (continued)

CARDINAL

Both online entered and interfaced created cash advances must be approved before it can be processed
for payment. Once Cash Advances are approved, nightly batch processes stage advances for payment
and create the necessary accounting entries.

Once travel (or other business) expense is concluded, you can apply the Cash Advance to the employee
Expense Report. If the Cash Advance exceeds the expenses, the employee must return the difference. If
the expenses exceeded the Cash Advance, the difference is reimbursed to the employee.

The Cash Advance will be checked against available cash in the nightly batch through a Cardinal process
called Payment Cash Checking before payments are created. The agency Expense Administrator can set
processing priority on transactions. See the job aid for Payment Cash Checking Transaction Level
Priority Configuration for details.

The diagrams on the next two pages show how a Cash Advance is processed.
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Cash Advance Process Flow (continued)

CARDINAL

Cash Advance
Upkoad

0

|

Yes
¥

=

pdate Cash
Advance

Yes

Creats Cash
Advance

Ready for
Submission?

Cash advance information
is enterad including
description of advance and
amount.

Review Emor
L— Report, Corract,
and Rasubmit

Cash advance information is
updated for any cash advances
that have not been submitted for
approval or that were sent back

by the approver.

Keep for Later?

Save Cash
Yes Advance for Later 4@

The cash advance is

[ ] saved without
L submitting it for
approval.
Dalete Cash N
Advance i End
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Cash Advance Process

CARDINAL

Cash advance ks routed for
approval based on predetermined
approval routings. The approval
routings may include multiple

levels of approval,

Submit Cash
Advance for

Approval

Place Cash
Advanca on Hold

Approver places the

a5

Flow (continued)

cash advance on hold
for future consideration,
Approver denies the
cash advance request
with comments.
[s] Approve? 0 Send Back? C—] mﬁaian:h
Yas es
¥ ¥ ¥
Approver returns
the cash
Approve Cash advance request Return Cash Delete Cash
Advance with comments Advance Advance
for comection or
revisions,
¥
¥
@47 Fost Liabilities End :l
The cash advance 1
accounting entries are posted
by the Expense Transaction -
Processing process
Create and
Process .| [cash Advance
Journals L Exiract

Cash Advances created through
an interface to Cardinal are
extracted and transmitied to the
relevant agency.
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Expense Report Process Flow

CARDINAL

An Expense Report can be copied from the related approved Travel Authorization if the Authorization and
the Expense Report are created online. Any Cash Advance paid to the employee can be applied.

The Expense Report is entered once the expenditure has occurred and the employee has provided the
necessary documentation.

Whether entered for travel or non-travel expenses, Expense Reports require approval prior to processing.

The Expense Report will be checked against available cash in the nightly batch through a Cardinal
process called Payment Cash Checking before payments are created. The agency Expense Administrator
can set processing priority on transactions. See the job aid for Payment Cash Checking Transaction
Level Priority Configuration for details.

A nightly batch process stages the Expense Reports for payment and creates the necessary accounting
entries.

The next three diagrams illustrate the Expenses Reporting Process.
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CARDINAL

Start

New Expense
Report?

Update Expense
Report

Yes

Enter expense information

Created
Through
Interface?

No

Create Expense
Report

from a template, travel

authorization, etc. Also

associate any cash
advances.

Expense Report Process Flow (continued)

v

Expense

Report Upload

Expense Report is created in
Cardinal by uploading data
received in a file from an agency

Ready for
Submission?

Update expense information for any

expense reports that have not been

submitted for approval or that were
sent back by the approver.

No

Keep for Later?

No

}

Delete Expense

Review Error
Report, Make

Yes—¥p Corrections, and

Resubmit for
Upload

Save Expense
Report for Later

R

Save the expense report
without submitting it for

approval.

Report

Delete any expense reports
that are not submitted or
denied by approver.

h 4

End
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CARDINAL

Expenss Report is routed
for approval based on
predetermined approval

Approver places the
Expense Report on hold
for future consideration.

Yes

Submit Expense
Repaort for

L4

routings.

Approval

Batch Budget
Check
Experse
Reparts

Budget
Exceptions?

This process may
also be run online
by the approver.

Yes

Place Expense
Report an Hold

Approver
approves the

BXpENSE
report.

Additional
Appravals?

Approve?

Approver refurns
the Expense
Report with
camments for
correction or
revisions.

Budget Check

Approve Expense
Report

automatically
runs fior
returmed
EXPENSE

report to add

back budget.

—~()

Send Back?

Yas

v

Return Expense
Repart

Batch Budget
Check
Expense
FReports

Expense Report Process Flow (continued)

Approver denies the
Expense Report
request with
comments. The
Expanse Report
cannot be resubmitted.
Deny Expense
Repart
Budget v
Check
automatically | |Batch Budget
runs for Check
denied Expense
axpense Raparts
report to all
back budget.
Delete any L i
expense
reg?:ict:at Delete Expense
submitted or Report
denied by
BPProver,
End
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CARDINAL

The expense report accounting
entries are posted by the
Expense Transaction
Processing process

@—> Post Liabilities

Create and
Process
Journals >

Expense
Report Extract

Expense reports created
through an interface to Cardinal
are extracted and transmitted to

the relevant agency

Expense Report Process Flow (continued)

Expense
Report >
$0.00?

No

End
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Pay Employee Process Flow

CARDINAL

When the Expense Report is approved and there is an amount due to the employee, the payment is
staged in the Expense module and paid by the AP module.

If the Cash Advance equals the travel amount:
* No payment is generated
« The Cash Advance, for the amount applied, is fully reconciled automatically in Cardinal

If the Cash Advance is more than the travel, the Cash Advance is applied up to the amount of the travel
and the balance is due to the agency. The Expense Report balance will be zero.

The employee pays the balance due to the agency and Accounts Receivable (AR) is relieved. The
Expenses Processor must manually reconcile the cash advance by recording the employee check on the
Reconcile Cash Advances page.
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CARDINAL

Pay Employee Process Flow (continued)

The Expense Transaction
Processing process runs in batch
nightly to stage expense data
(cash advance and expensas) for
AP Pay Cycle.

(F —

Stage
Fayments
Process

; Cash Advance and Expense
Expense fransactions P
arei-xclu Jed from CDS Payments are posted in the Cash ad'..fanmu.; are manually
but included in Payment Expenses modula by the nightly r:ﬂ':'er;?;:df; Iutjhutp;:nmd?rqg
i Expense Transaction Processin
Cash Checking P process g balances due to COVA,
Create Post Expense
Paymants and Cash Marually
> In AP - Advance Reconcile Cash
Fayments Advance
Create and h

Automatically

Process

Joumals Feconcile End
Cash Advance

Cash advances that are fully
applied to expense reports are
avtomatically reconciled sach

night by the Expense Transaction
Processing process

Payment
Fecon Exfract
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Expenses Accounting Entries

CARDINAL

The nightly batch Expense processing creates Expense Report accounting entries and stages approved
expense transactions for payment. The accounting entries are sent to General Ledger via the GL Journal
Generator process in Cardinal.

You can review the posted accounting entries for a selected Expense Report using the Expense Report
Acctg Entries page. This page displays the ChartFields, the amount, and the GL journal information (if
the Distribution Status is Distributed).

Favorites | Main Menu > Travel and Expenses > Manage Accounting > WView/Adjust Accounting Entries > Expense Report Acctg Entries
Expense Report Acctg Entries

FRANCIS,GLEMN T Report ID: 0000000097 53
Employee ID: 0016393160055
Journal Template: EXACCRUAL
Distribution Status: Distributed
=
)| Currency Journal Information
LT Line Long Hame =L Accoun t  Fund Program Department Cost Center Task FIPS
Sequence Unit
0 4 Expense 50100 5013110 04100 60400403 13018 11165000 05738
Distribution
o 1 Expenses Accrual 50100 205025 04100 99099 99999999
Journal Template: EXPAYMENT
Distribution Status: Distributed
=
)| Currency Journal Information [=»
LT Line Long Hame =L Accoun t  Fund Program Department Cost Center Task FIPS
Sequence Unit
0 1/ Cash Distribution | TREAS 101010 04100 99999 99999999
o 1 Expenses Accrual 50100 205025 04100 99099 99999999
0 1/Interunit Payable 50100 (101010 04100 99999 99999999
0 q | Intertinit TREAS 101010 | 04100

Receivable

Click on image to enlarge
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Expenses Accounting Entries (continued)

CARDINAL

You can navigate to the Expenses Accounting Entries page using the following path:

Main Menu >Travel and Expenses > Manage Accounting > View/Adjust Accounting Entries >
Expense Report Acctg Entries

You can search by Report ID, Empl ID, Name, Report Description, Report ID or Status.

Once you access the page, scroll to the right and click View All to see all the entries and all the
accounting entry lines.

Favorites . Main Menu > Travel and Expenses > Manage Accounting >  WView/Adiust Accounting Entries » Expense Report Acctg Entries
Expense Report Acctg Entries
FRANCIS,GLENM T Report ID: oooooooo0a7 5
Employee ID: 001639316005
Journal Template: EXACCRUAL
Distribution Status: Distributed
b Currency Journal Information
unPost Line Long Name L Accoun t  Fund Program Department Cost Center Task FIPS
Sequence unit
o 1|Expense 50100 |5013110 04100 60400403 13018 11165000 05738
Distribution
0 1|Expenses Accrua | |50100 205025 04100 99009 99099999
Journal Template: EXPAYMENT
Distribution Status: Distributed
b Currency Journal Information
Lot Line Long Hame = Accoun t  Fund Program Department Cost Center Task FIPS
Sequence unit
o 1 Cash Distribution TREAS 101010 04100 EEEEE] 99999999
o 1|Expenses Accrua | |50100 205025 | 04100 99009 99999999
0 1 InterUnit Payable 50100 101010 | 04100 99999 99999999
0 1 '”L“Erfi_r_‘a‘ o TREAS 101010 04100

Click on image to enlarge
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|Expenses Accounting Entries (continued)

Scroll to the right and click View All to see all the entries and all the accounting entry lines.
The types of accounting entries that can be created are ACCRUAL, PAYMENT, CANCEL and CLOSE.

The Distribution status of Distributed, indicates the accounting entries have been sent to General
Ledger.

Favo_rites I'I-'Iain_l'h'lenu >  Travel and Expenses > Manage Accounting > WView/Adjust Accounting Entries > Expense Report Acctg Entries
Expense Report Acctg Entries
Report ID: 0000000097 &2
Employee ID: 0016293160053
Journal Entry Detail
Journal Template: EXACCRLUIAL
Distribution Status: Distributed
Expense Report Journal Lines |
Currency Journal Information
UnPost - GL
e Line Long Name Unit Account Fumnd Program Department Cost Center Task FIPS
0 T|ErE=e 50100 |5013110 04100 60400403 13018 11165000 05738
Distribution
o 1 Expenses Accrual 50100 (205025 04100 99999 99999999
Journal Template: EXPAYVENT
Distribution Status: Distributed
Expense Report Journal Lines 3
Currency Journal Information
UnPost - GL
SrrreTEr Line Long Name Unit Account Fund Program Department Cost Center Task FIPS
] 1 Cash Distribution TREAS 101010 04100 99999 99999999
o 1 Expenses Accrual 50100 (205025 04100 99999 99999999
o 1 InterlUnit Payable 50100 101010 04100 99999 99999999
Interlinit
1] Receivable TREAS (101010 04100 65




You can view accounting entries associated
with a Cash Advance on the Cash Advance
Acctg Entries page. This page displays the
ChartFields, the amount of the advance,
and the GL journals that were created to
post the Cash Advance.

You can navigate to this page using the
following path:

Main Menu > Travel and Expenses >

Manage Accounting > View/Adjust
Accounting Entries > Cash Advance
Acctg Entries

|Cash Advance Accounting Entries

Favorites - Main Menu > vaelandvExnenses > Manage Avccwntng > View/Adjust Acsountng Entries > Cash Advance Acctg Entries
Cash Advance Acctg Entries

SUN,SUMMER Advance ID: 000000003753

Employee ID: EMPLID1153
Accounting Details

Journal Template: EXACCRUAL

Distribution Status: Distributed

Cash Advance Journal Lines 3

m Currency || Journalinformation (=)

e Line  Long Name e Account Fund  Program Department Cost Center Task FIPS  Asset Agency Use 1
Sequence 9 Unit 9 i gency
0 1 Expenses Accrual 15100 205025 01000 99999

0 1 Employee 15100 131050 (01000 (799001 95400

Advances
Journal Template: EXPAYMENT

Distribution Status: Distributed

Cash Advance Journal Lines s
m Currency |~ Journal Information

';::3::‘“ Line Long Name ﬁ:u Account Fund  Program Department Cost Center Task FIPS  Asset Agency Use 1

0 1 Cash Distribution TREAS 101010 01000 99999

0 1 Expenses Accrual 15100 205025 01000 99999

0 1 InterUnit Payable 15100 101010 01000 99999

0 1 | InterUnit TREAS 101010 |01000 99999

Receivable

o Retunto Search =] Notify

Click on image to enlarge



|Cash Advance Accounting Entries (continued)

You can scroll to the right or click View All to see all the accounting entries and lines.

The types of expense transaction entries that can be created are ACCRUAL, PAYMENT, CANCEL and
CLOSE.

The Distribution status of Distributed, indicates the accounting entries have been sent to General
Ledger.

Favortes = Main Menu > Traveland Expenses > Manage Accounting > View/Adjust Accountng Entries > Cash Advance Acctg Entries
Cash Advance Acctg Entries

SUN,SUMMER Advance ID: 00000000375

Employee ID: EMPLID1173
Accounting Details

Journal Template: EXACCRUAL

Distribution Status: Distributed

Cash Advance Journal Lines 3

Currency Journal Information (sl

UnPost - GL

Sequence LN Long Name gmt  Account Fund  Program Department Cost Center Task FIPS  Asset Agency Use 1
] 1 Expenses Accrual 15100 205025 01000 99999

0 1 Employes 15100 131050 01000 799001 95400

Advances

Journal Template: EXPAYMENT

Distribution Status: Distributed

Cash Advance Journal Lines §
Currency Journal Information

e Line  Long Name e Account  Fund Program Department Cost Center Task FIPS Asset Agency Use 1
Sequence 9 Unit o9 = gency

0 1 Cash Distribution TREAS 101010 01000 99999

0 1 Expenses Accrual 15100 205025 01000 99999

0 1 InterUnit Payable 15100 101010 01000 99999

0 1 [Wierunit TREAS 101010 01000 99999

Receivable

o Returnto Search (=] Notify
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Expenses Payment Reconciliation

CARDINAL

When a Cash Advance is applied to an Expense Report, Cardinal automatically reconciles the applied
amount for the Cash Advance. If the Cash Advance was more than the travel, the employee pays the
amount in excess of the travel back to the agency. The Cash Advance must be manually reconciled for
the amount not already applied on the Expense Report.

When an employee receives a Cash Advance there are three possible scenarios:

» If the amount of the Expense Report is greater than the Cash Advance (i.e. if payment is due to the
employee), Cardinal applies the outstanding Cash Advance against the employees expense
reimbursement.

 If the amount of the Cash Advance is greater than the Expense Report (i.e., payment is due from the
employee), the employee makes a payment to the Commonwealth of Virginia for the amount over
the travel. After the payment is received and posted by AR, the Cash Advance should be manually
reconciled in Cardinal to the employee’s repayment. Reconciliation is not automatic. Reports are
available to check if travelers have repaid advances.

» If the amount of Cash Advance and the Expense Report are equal, the reconciliation is also
automatically performed during nightly batch processing.

See the job aid entitled Applying and Reconciling Cash Advances for more details.
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Reconcile Cash Advance Report Page

CARDINAL

Use the Reconcile Cash Advance Report page to perform a manual reconciliation. This page
displays the associated Expense Report to which the cash advance has been applied. This section is
updated by Cardinal only. The page also displays the current amount due, and allows you to enter
information under the Payments section about the check submitted by the employee. This page is only
used when the employee owes the Commonwealth and has reimbursed the funds owed to the
Commonwealth.

A reconciliation can only be completed if the total of the employee payment(s) equals the amount due
(i.e., the Cash Advance amount less the Expense Report amount). If the employee’s payment is less
than that, you are able to save the payment, and the payment is deducted from the amount due, but the
Expense Report status does not update to Reconciled. Itis possible to enter additional payments later
until the amount due is zero, at which time the Expense Report is Reconciled.
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T(continued)

You can navigate to this page using the following
path:

Main Menu > Travel and Expenses > Manage
Accounting > Reconcile Cash Advance

See the job aid entitled SW AP315 Applying and
Reconciling a Cash Advance for details.

|Reconcile Cash Advance Report Page

Favovrtes Mamyenu > vae\andvExpenses > Manage A'cmunting > Recondile Cash Advance
Travel & Expenses - Cash Advance Report
Reconcile Cash Advance REpOf‘t
WINTER MOON

Advance ID: 0000000114
Description: Travel Advance-Training Comment: Hotel & Lodging 5/7-5/3 _;lﬁ
Business Purpose: Training ﬂ
Status: Paid Reference:
*Accounting Date: IW el Post State: Posted
Accounting Template: STANDARD Last Updated: 04/29114 By: BOB.BASS

Customize | Find | view A1 [ BV | 3 rrst K qore O Laet

Report ID Creation Date Report Status

Amount Applied Currency
0000030125 05/10i2014 Paid 3172.68 USD

Customize | Fin | B | # #irst £ 4071 10 Last

*Date *Number *Amount Currency

[os122014 | | [ 0.00| USD #|=
Totals
Advance Amount: 335064 USD Report Balance
Applied To E Reports: 317268 USD
pplied To Expense Reports ) Due Company: 177,95 USD
Payments Received: 0.00 USD
Update Totals

: Save for Later Reconcile

:@\ Re‘lumtnSearcn: TD Previous in LB!: ¢|:| lextin L\et:

Click on image to enlarge
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Simulation: Manual Reconciliation Process

You are now about to view a simulation that demonstrates the manual reconciliation process.

—

CARDINAL
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http://www.cardinalproject.virginia.gov/statewide training/simulations/AP316Simulation/dhtml_kp.html?Guid=a117dbcf-3e62-4761-9978-b2515ef906e8&Mode=T&Back

Reassigning Expense Approvals

Administrators can reassign an Expense Report, Travel Authorization and Cash Advance Approvals from
one approver’s worklist to another approver’s worklist within their agency.

See the job aid entitled Reassign Employee Expense Approvals for more details.

Favorites | Main Menu > Traveland Expenses : Manage Expenses Security > Reassign Approval Work
v i - = -
Define Security

Reassign Work

Approver: UHK37558 Parker, Peter
Approver Business Unit: 15100

Reassign Work To: [ @,

Select All O peselect Al Reassign

select Transaction

T Total Amount Name Empl ID Report ID Business Unit Date Role
] | CashAdvance 100.00 USD Doe, Jane 00252010200 0000000351 15100 06/24/2015 Supenisor
[F] | Expense Report 311.19 USD Doe, Jane 00252010200 0000057363 15100 063012015 Supenvisor
Forave 241.00 USD Doe, Jane 00252010200 0000003550 15100 06/24/2015 Supervisor
Authorization
mo(Trae 190.50 USD Doe, Jane 00252010200 0000003552 15100 06/24/2015 Supenisor
Authorization

Select Al

First K 4-12 of 12 I3 Last

Customize | Find | View 1| B | 2

Submission

Reassign

O peselect Al
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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 answer:
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Employee profiles are automatically uploaded into Cardinal through
CIPPS.

O True

Z False
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If a Travel Authorization is entered into Cardinal, it must be approved prior
to the start date of the trip.

2 True

O False
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The cash advance must be manually reconciled for the amount not applied
on the Expense Report.

& True

O False
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can reassign Expense Reports from one approver's
worklist to another approver's worklist within their agency.

O Proxies
2 Employees

O Administrators
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Lesson 3: Summary

CARDINAL

In this lesson, you learned:

« The overall process flow for Travel Authorizations, Cash Advances and Expense Reports

* You can review accounting entries for an Expense Report or Cash Advance

« Cash Advances must be applied to the associated Expense Report and will be reconciled
automatically in Cardinal, or can be manually reconciled when applicable.
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Lesson 4: Expense Administration Reports,
F——1Queries and Online Inquiries

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

* Reports

* Queries

* Online inquiries
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Reports

CARDINAL

Expense Reports can be run at various intervals. Several key Expenses reports include:

Employee Profile Upload Error Report

» Cash Advance Upload Error Report

» Expense Report Upload Error Report

» Cash Advances Aging by Business Unit
» Expense Transactions by Department

* Employee Average Expenses
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Employee Profile Upload Error Report

—

CARDINAL

This report provides will provide a list of employee upload errors that occurred during the interface
process.

You can access this report using the following path:

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

MOCK REPORT LAYOUT
] = e 7 £
12345678501234 567850123 45678501234 5678501238 56705012 45678501234 5678501234 56705012 WEETE5012 4 5ET7A501 23456705012 345678501 2345678501 2I45ETES
T T =4 =
[CARDINAL LOGO] Taployes Prof Upload Errer Bepe:
Raper BAE
un Data
Fun T:
Tage &
oe | Submiceing oL ET: 300000
07 | Upleadt Date Range: I0UIDNNOO0 Co XX/0LI0DK
File Nawa: NOOOOOO0OO0O0
o | Tpleas Date: 3o/XK/X0000
1z | GL Business Unit Employes ID Last Mame First Name Ermtr Fieddname: Field Vahee Error Deseription
00000 HIOOOO000000 MIO0O0OA00000G0000000  J000000A00000000 JOOO0O00000000 HIOOOD000E HOOO0OD000A00000
200000 000000000 M000000000000000000C  X000000G00000000 00000000000000 JD00000000 0000000000000
200000 0000000000 M000000000000000000C  X000000000000000 00000000000000 JD00000000 0000000000000
200000 YO00DE00000 J00000TR00000000 2000000000000 YOOO0D000E J0D0000000000000L
200000 M000000000000000000C  X000000G00000000 00000000000000 JD00000000 0000000000000
200000 000000000 M000000000000000000C  X000000G00000000 00000000000000 JD00000000 0000000000000
200000 000000000 M000000000000000000C  X0D0000G00000000 200000000000000 JD00000000 0000000000000
300000 YO0000000000 J000000R00000000 0000000000000 YO000D000E 3000000D000000000¢
200000 000000000 M000000000000000000C  X000000G00000000 00000000000000 JD00000000 0000000000000
200000 0000000000 000000000000000000C  X000000M00000000 00000000000000 JD00000000 0000000000000
Implopea Profiles Submittas: o000t
T: Iplopes Profiles with Erses Jo00oE
Iplees Profiles Leaded Succassfully: 00000
Fila Nawe: XOOCOO0OOOGOOU
Tplead Data: 300K/ 10000
GL Business Unit Empleyed ID Last Namwa Firsc Nama Errer Flaldnams — Flals Valua Erser Daseripolen
preecd
J00000
300000
300000
300000
Total Duployeds Profila Submdttad: 00000
Total Dmpleyes Profiles with Erzess x
Total Duplepes Profiles Leaded Succasafu 200000
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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 REPORT LAYOUT

AT
Report 1D APS83 ance e Page No
Submitting BU XXX Run Date
Upload Date: X000 XK 0 XX/ XX /XX Run Time
Process Instance:  XO0000000K
Upload Run Date! 0000/ %X
GL Business Lnat Employee 1D aMhAdva N Aova ! & Frror Description
XXX EXXRAXAXEXR ARAERER | x AERRER R EEAXEEEREEREE XX EXXXXXAX XXX
XXX XXX AR EEEX i A SR AR KO x XXX
XXXxx AR (ARR AR RN EXARR R EXAXEAXEXX N XXX X
AAXXX RS 0052 2 RN S A 4 2 4 5 5 4 50 ) CUNEEEEEE S S S S A4 A0 04 % SN S 4 A S 6 f S X OO
XAXXX XXX AR R R RN X X XXX XX X X AN XN
Total Cash Advance Count X0
Total Cash Advance Transactions Inserted into Staging Tables OO0
Total Cash Advance Transactions Rejected OO0
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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

Comomaten o uirginta
e - VOUCEER UPLOAD ERROR REFORT
CARDINAL

APSES

Submitting GL BU: 13600
UpLo ate Range o

E & Range: 31-MAR-2015

0433754

Click on image to enlarge 83
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Cash Advances Aging by Business Unit Report

This report lists outstanding Cash Advances by employee including ID, purpose, amount, department,

and days outstanding.

You can navigate to this report using the following path:

Main Menu > Travel and Expenses > Manage Accounting > Print Reports > Cash Advance Aging

by Bus Unit

Cash Advance Aging by Business Unit

PeopleSoft Expenses - EXCETI

ORACLE Business Unit
15100

Description

VA Department of Accounts

Repaort Print Date

5/8/2014

Papge Mumber
1of 1

Employee ID / Name Advance ID | Business Purpose Department Payment Dat Advance Amount Days Outstanding
00129805700 Cardinal, Kathy C 0000000118 Conference 10003 10/23/2013 164.00 usD 197
00228705500 Driver, Darryl D 00000001189 Conference 10141 100232013 414.00 usD

Employee ID / Name Advance ID Business Purpose Department Payment Dat Advance Amount Days Outstanding
Doseosze200 0 Themas, Tabby R 0000000114 Training 12014 9/9/2013 3,350.64 usD 241

- End of Report -

Total Advances

Total Advance Amount

3,928.64 USD
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Expense Transactions by Department Report

CARDINAL

This report lists expense transactions for a specified department in a specified date range by employee.
You can navigate to this report using the following path:

Main Menu > Travel and Expenses > Manage Accounting > Print Reports > Expense Transaction by
Dept

Expense Transactions by Department PeopleSof Expenses - EXC4500
ORACLE Department Descripton GL Busmess Unit From Date Through Date Report Print Date Page Number
92100 Admin Svcs & Public Records 15100 1/1/2014 5/8/2014 5/8/2014 10f1
Employee ID | Name Sheet ID Reference Business Purpose Account Allt Account | Project ID | Amount |
00000005000 Jones, Bob R 0000032008 Education 154801 PC Cper 200.00 usD
‘ 154601 PC Oper ‘ 20000 USD ‘
00482066600  Traveler, Tim P 0000032016 Mesting 5012850  Trv Lodge 500.00 usD
0000032013 Training 200.00 usD
‘ 5012850  Trv Lodge ‘ 700.00 USD ‘
00482088800  Traveler, Tim P 0000032017 Other 5013110 Apparel 0000103772 210.00 usD
‘ 5013110 Apparel ‘ 21000 USD ‘
Total Transactions Total Expenses
- End of Report - 4 1,110.00 usbD
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Employee Average Expenses Report

—

CARDINAL

This report lists average expenses reported for a specific employee during a specified time period.

You can navigate to this report using the following path:

Main Menu > Travel and Expenses > Manage Accounting > Print Reports > Employee Average
Expenses

ORACLE Employee Average Expenses Page: 10f1
EX AVEM _XRPT PeopleSoft Expenses Run Date: 5/8/2014
Report Parameters
GL Business Unit | 15100 Department of Accounts From Date | 01/01/2014
Department | 92100 Admin Svcs & Public Records Through Date | 05/08/2014
Employee | 00482066600  Travelor. Tim P

GL Business Unit: 15100 Department of Accounts

Currency: UsD US Dollar

Employee ID Employee Name Department Total Number of Monetary Amount Average Monetary
Expense Report Amount
Lines

00482066600 Traverler, Tim P. 92100 3 910.00 303.33
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W |Queries

CARDINAL

Queries can be run at any time. Several key queries include:

Expenses in Process Query

» Expenses Potential Dups

» Expenses not Posted to Expenses Module

» Expenses Posted but not Journal Generated

» Payment Cash Checking Results Query

» Posted Expense Report Extract Query

» Posted Cash Advance Extract Query

» Posted Payments Extract Query



—

CARDINAL

Expenses in Process

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

Dept ID (% for all):

View Results

Business Unit {% for all): 15100

]

Download results in . Excel SpreadShest CSVTextFile XMLFile (2 Kb)

Firetﬂ 1-3 ufSH Last

View Al
Report |Business Department| “U™M | Approver Report Report | Total |AmtDue |Budget|Accounting| Submit Out of | Duplicates | A5500tEd | r o pciateq [ ASSOCIALEd
Type | Unit ID ASE;:‘TI‘;[ Type | RePOMD | giovyg | EmployeelD | - Employee Name | nocoinion| Amt |Employee Status| Date Date | CMteredByUserid \pop | Eyiet T'a"le[')’““‘" Advanca ID Mm“e
1|Advance 15100 [92100 0000000112|PD  |00252010200 | Kent, Clark Mesting | 20200 20200 0911312013 | 09/13/2013 |VPHE2737 0.00
Expense 1 Kent Clark WMeetingin
2] coport |15700 (91100 |VPHB2737|REVEWER 0000028959 SUB |00045915400] Kent,Clar Boson i |129793| 129793V (0812812013 |0812812013| BA30799 NN 0.00
V1’
Expense PeopleSoft
3|Report |15100 [96700 |VPHE2737|REVIEWER|0000029063(SUB 00570851900 Kent, Clark Trainingin | 77638 77638V [11/08/2013 [11/08/2013|PPS_ELIZABETHLAKE|N  [v 0.00
Orlando
|
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Expenses Potential Dups

CARDINAL

This query identifies all the expense transactions that are duplicate based on expense type, transaction

date and the transaction amount within the same expense report or another expense report for the same
employee.

You can access this query using the following path:

Main Menu > Reporting Tools > Query > Query Viewer >V_AP_EXPENSES POTENTIAL_ DUPS

V_AP_EXPENSES_POTENTIAL_DUPS - Identify Duplicate Expenses

GL Business Unit (% for ALL): ng OJ

Department (% for ALL): % @,

Employee 1D (% for ALL): % @,

Transaction Date From: 07/01/2015 [

Transaction Date To: 0712312015 [5H]
View Resuits

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

First [4] 1-10f1 [»] Last

Business|PEPAMMeNt| £ 10 |Employee Name TTanSaction poo | Report | Report Entereqpy |SUDMIssion | Expense |Transaction Transaction Transaction OO“: Aut;{'}?i‘gﬂm Duplicate
= Date Description| Status Date Type Amt Location | Description Policy 5 Comments
Expense line
Submitted isa
1|50100  |10015 00322417000| Doe, John  |07/09/2015 |0000057365 |15 for Cardinal, Jay  |07/09/2015 |OTHREMP 5.00 N duplicate,
approvals |, o coval Sheet Id
0000057364,
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Expenses not Posted to Expenses Module
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This query lists all Cash Advance and Expense Report transactions that have not posted to the Expenses
module for a specified Business Unit and Accounting Date range.

You can access this query using the following path:

Main Menu > Reporting Tools > Query > Query Viewer >V_AP_EXPN_NOT_POSTED TO _EX

V_AP_EXPN_NOT_POSTED_TO_EX - Expenses Not Posted to EX

GL Business Unit (% for All ): |15100 OJ
Accounting Date From: 08/30/2015 £}

Accounting Date To: 06/30/2015 |3y

View Results

Download results in - Excel SpreadSheet C8VTextFile XMLFile (2 kb)

View Al First 4] 1-40f4 ﬂLaet
. |Transaction ] ] ] - Budget | Distrib ] o ; Last Last

TranTsactlon e Doctlilgnenl EmployeeID | Employee Name AccS}utntlng REETT [F:ur;d Prgg;am Depalrément BSS'TEES pn|}|]3m Ac‘tglty SSthn:et Check | Line lg;;ertatmd CrDeattlon Sublgnltssmn Apgr:}\al Updated | Updated
ype Unit ate ode ode ni CLUL] PR — ntere ate ate ate Date By

1 E};ppeonnse 15100 0000057363 00252010200 | Doe, Jane 06/30/2015 |5012820|01000|799001 92100 sUB |V 59.00 |VPHB2737 |06/30/2015 |06/30/2015 07/08/2015 |UHK37558

2 E};ppeunnse 15100 0000057363|00252010200| Doe, Jane 06/30/2015 |5012850|01000|799001 92100 suB |V 171.62 |VPH827 37 |06/30/2015|06/30/2015 07/08/2015 |UHK37558

3 E};ppeonnse 15100 0000057363 |00252010200 | Doe, Jane 06/30/2015 |5012880|01000|799001 92100 sUB |V 2083 |VPHB2737 |06/30/2015 | 06/30/12015 07/08/2015 |UHK37558

4 Exeppennnse 15100 0000057363 00252010200 | Doe, Jane 0613012015 |5013740|01000|799001 92100 sUB |V 4974 |VPHB2737 |06/30/2015 |06/30/2015 0710812015 |UHK37558
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¥ |Expenses Posted but not Journal Generated

CARDINAL

This query lists all Cash Advance and Expense Report transactions that have posted to the Expenses

module but have not been journal generated in General Ledger for a specified Business Unit and

Accounting date range.

You can access this query using the following path:

Main Menu > Reporting Tools > Query > Query Viewer >V_AP_EXPN_PSTD _EX NOT_JGEN

V_AP_EXPN_PSTD_EX_NOT_JGEN - Expenses Posted to EX not JGEN

GL Business Unit (% for All): 1900 @,

Accounting Date From: 04/01/2015 |[5]
Accounting Date To: 07/23i2015 [
View Results

Download results in :  Excel SpreadsSheet CSVTextFile xMLFile (1 kb)

Transaction

Status Code | Code (1]

. . Payment
Transaction Pusiness Document Employee ID Employee |Accounting Payment Payment selecti
Type Unit D Name Date Reference| Date
E’fp%?_tse 11000 0000058763 | 00615584400 | Doe, Sally |04/27/2015 N
2 E’;ppeunnse 11900 0000056763 00615564400 | Doe, Sally |04/27/2015 N

:|Business | Project |Activity | Sheet ?:l:]dgii Dll_smb ODeeratm Creation |Submission | Approval U Ldastt 4 u L;Sl‘ d
UnitPC | ID | ID |Status|g o <[ S€ Date Date Date D =
Status |Amount| Entered Date By
5TG |V 100.05 |15V76299 |04/27/2015 | 04/27/2015 |04/27/2015 | 04/27/2015 LWF96048
5TG |V 123.57 |I1SV76299 | 04/27/2015|04/27/2015 |04/27/2015 |04/27/2015 |LWFI6048

Pt Fund |Program |Department

5012820 |01000|799001 |10100

5012850 |01000|799001 |10100

First [§] 1-2 0f 2 [i§] Last

Click on image to enlarge
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Payment Check Cashing Results Query

CARDINAL

This query will give the ledger cash balance for a given date and also the vouchers/expenses that passed
or failed the cash check.

You can access this query using the following path:

Main Menu > Reporting tools > Query > Query Viewer >V_AP_PYMNT_CASH CHECK_ RESULTS

V_AP_PYMNT_CASH_CHECK_RESULT - Payment Cash Check Results

Run Date: p4r232015 @

GL Unit: 70100 OJ

Fund (Enter % for all values): %

View By: All Transactions -

Report Option: Summary -
View Results

Download results in . Excel SpreadSheet CSVTextFile XMLFile (7 kb)

Wiew All First ] 1-13 0f 13 [ Last

PY

Rowr Run Date GL Fund |Account Fiscal |Bypass | Override |Apply| CY Ledger | Ledger | Cash Check Elat:;hSEnd Processed | Failed Source |Transaction | Document Spcahd Payment Pavee
Identifier Unit Year | Cash Cash FY |BegBalance| Beg |Beg Balance Amount |Amount|Transaction BU ] Y | Method Y
Balance Date
Balance
1 |Summary |04/23/2015 (7010001000 [101010 | 2015|N N Y 22313313.04 0.00|22313313.04 |22309629.26 4570.29 0.00
2 |Summary |04/23/2015 (7010002320 101010 | 2015|N N N 2057807.48 0.00| 2057807 48| 2057807.48 0.00 0.00
3 |Summary |04/23/2015 (7010002550 (101010 | 2015|N N N 376057.30 0.00| 376057.30| 376057.30 0.00 0.00
4 |Summary |04/23/2015 7010002570 (101010 | 2015|N N N 1386385.20 0.00| 1386385.20| 1386385.20 0.00 0.00
5 |Summary |04/23/2015 (7010002700 [101010 | 2015|N N N 0.00 0.00 0.00 0.00 0.00 0.00
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Posted Expense Report Extract Query

This query provides users with posted Expense Report 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_EXPN

V_AP_POSTED_EXPN - Posted Expense Report Extract

View Results

Journal Date To:

GL Business Unit: [13600 @,

Journal Date From: |01/01/2014 [5{]

061912014 |[5]

Download results in ;. Excel SpreadSheet CSVTextFile XMLFile (45 kb)

Transaction Expense Cardinal Advance Expense
T || Errreem TR Rg ot Sheet |Business| Creation |Submission| Approval |Accounting | Sheet Overator I BT Cash amount | Report
Unit ploy ploy! Nurﬁber Name | Purpose Date Date Date Date Status p Advance ID applied Line
against | Number
Smoke
1 13600 00859153957 |Bell Blue 0000031954 Eislnse 00010 02/01/2014 | 02/01/2014 |02/01/2014|02/01/2014 |PD V_EMPLIDA 1
Report
2 13600 00859153957 |Bell Blue 0000031981 azilttiig nooos 03/06/2014 | 03/06/2014 |03/06/2014 |03/06/2014 |PD V_EMPLICA 1
Quarterl Financial
3 13600 00859153957 |Bell Blue 0000032003 Mesti Y |oooos 0312612014 | 03/26/2014 |03/26/2014 |03/26/2014 |PD V_EMPLIDA Management 1
HEaly Meeting
4 13600 00859153957 |Bell Blue 0000032022 azilttiig noooa 05/05/2014 | 05/05/2014 |05/05/2014 |05/05/2014 |STG  |V_EMPLID1 1
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Posted Cash Advance Extract Query

CARDINAL

This query provides users with posted Cash Advance 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_ADV

V_AP_POSTED_ADV - Posted Cash Advance Extract

Business Unit: 13600 @,

Journal From Date:: [05/01/2014 [
Journal From Tox  |0619/2014 {5}

View Results

View All

Download results in ©  Excel SpreadSheet C3VTextFile XMLFile (3 kb)

GL ) ) Travel ) -
- Emp Adv. | Creation Submit |Ref.| Adv. Post | Accta. Busn. Total |Line|Monetary Distrib. Fund
B"‘EI:;SS e Name SO Status Date Date ID | Name Alll[t}“' Status Date Purpose BT ETI Amt. |Nbr.| Amt LECHT Line BRI Code Al
QLS g&?\fsahnl:e
1(13600 00859153957 |Bell Blue |0000000140 |PD 05/05/2014|05/05/2014 Town P 05/05/2014 | 00008 0.00 'Less 10000 1] 100.00|Lodging 1[131050 |01000|828001
Meeting Than
Out of Cash
2|13600 00859153957 |Bell Blue 0000000141 |PD 05/05/2014|05/05/2014 Town P 05/05/2014 | 00008 0.00|Advance (200.00f 1| 200.00|Lodging 1[131050 |01000|828001
Meeting Equal To
QLTS Et?\.'sahnce
313600 00859153957 |Bell Blue [0000000142|PD 05/05/2014|05/05/2014 Town P 05/05/2014 |00008 300.00 .Greater 300000 1] 300.00|Lodging 1(131050 |01000|828001
Meeting
Than
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Posted Payments Extract Query

This query provides users with posted Payments 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 PYMNTS

V_AP_POSTED_PYMMNTS - Posted Payments Query

Business Unit: (70100 &
Date From: 04/01/2015 |[5])
Date To: 04/30/2015 5]

Wiew Resulis

Download results in . Excel SpreadSheet CSW TextFile XML File (239 kb)
Wiews Al
APIGL Payee Vendor
Business pa"'lrge”t V;edrg'rtm L‘(’;‘f:';i‘;; Employee ID Emvli”g‘;’rf;me pa"'el_ei:‘edf’ess Address | Location City state c;f:lge Country
Unit ploy Line 2 |Identification
1 704100 20072235 00160173800 | ABC Office Richmond WA 23IB6E0 |USA
2 |7o100 20072602 001343129000 | Jane Doe Concord MC  |27502 |USA
a3  |7o100 BO072663 004396607100 | Computer Aid Richmond A 24501 |USA
First ﬂ 1-100 of 231 ﬂ Last
_ Customer
Payment Payment |Payment | Payment|Cancel |Cancel Source Document Paid Invoice ID Acct Journal ID Journal Unpost
Date Amount Method Status Date | Action |Transaction [n] Amount T Date Sequence
0442142015 313.12 |ACH P M EXAD 0000000349 313.12 EX00096642 |04/17/2015 0
0442342015 314 00 |ACH P M EXAD 0000000353 314 00 EX00097316 |04/21/2015 0
0442342015 314 00 |ACH P M EXAD 0000000354 314 00 EX00097316 |04/21/2015 0

Click on image to enlarge
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Online Inquiries

CARDINAL

Expense online inquiries can be run at any time. Several key Expenses online inquiries include:

Expense Report Budget Exceptions

* View Expense Report Accounting Entries
* View Cash Advance Accounting Entries

* View Expense Reports

* View Travel Authorizations

* View Cash Advances

+ Employee Payment History

« Employee Expense History

+ Payment Cash Check Results

* Review Results by Transaction
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Expense Report Budget Exceptions

CARDINAL

Budget checking exceptions are transactions that fail budget checking validations. These exceptions may
be either errors or warnings. Errors prevent the system from recording the transaction, while warnings
allow the system to record the transaction but inform you of the exception condition(s).

Use the Expense Report Budget Exceptions inquiry to list Expense Report(s) that failed budget
checking and learn more about why. The status on this can change since budget check runs
approximately every 2 hours during the day.

You can navigate to this inquiry using the following path:

Main Menu > Travel and Expenses > Manage Accounting > Expense Rpt Budget Exceptions

Fa\fnvr'rtes Main yenu »  Travel andvE:(penses »  Manage Avccounting » Expense Rpt Budget Exceptions
) Line Exceptions
Report ID: 0000007255 &
Exception Type: Errar Override Transaction i) 7 'T‘Q
Maximum Rows: 100 More Budgets Exist
Advanced Budget Criteria
D BE ol
) Budget Chartfields
Details Business Unit Ledger Group Exception More Detail OE:?J;;T Transfer
1 & 15100 CC_ALLOT Mo Budget Exists More Detail GoTo.. F
2 Q 15100 CC_APPROP Mo Budget Exists More Detail GoTo E
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View Expense Report and Cash Advance

Accounting Entries

Use these two inquiries to view the accounting

entries on an Expense Report or a Cash
Advance.

You can navigate to these inquiries using the
following path:

Main Menu > Travel and Expenses > Manage

Accounting > View / Adjust Accounting
Entries

Then choose either:

+ Expense Report Acctg Entries or
« Cash Advance Acctg Entries

Favorites Main Menu > Travel and Expenses > Manage Accounting > View/Adjust Accounting Entries > Cash Advance Acctg Entries

E New Window (2]
Cash Advance Acctg Entries

SUN,SUMMER

Advance ID: 000000003753
Employee ID: EMPLID11EE
Accounting Details
Journal Template: EXACCRUAL
Distribution Status: None
Cash Advance Journal Lines 3
Currency Journal Information
UnPost . GL
Sequence Line  Long Name Unit Account  Fund Program Department Cost Center Task FIPS
0 1 Expenses Accrual 15100 205025 01000 99099
0 1 Employee 15100 131050 01000 799001 95400
Advances

Favc;rrces MainvMenu b Travelandv Expenses > Manage A'ccounting > View/Adjust Ac'counting Enfries > Expense Report Acctg Entries

Expense Report Acctg Entries

SUN,SUMMER Report ID: 000000733853
Employee ID: EMPLID115E

Journal Entry Detail

Journal Template: EXACCRUAL

Distribution Status: MNone

Currency | Journal Information

UnPost

L

Sequence Line Long Hame Unit Account  Fund Program Department Cost Center Task FIPS
Eipenss 15100 5012820 (01000 799001 95400
Distribution

Click on image to enlarge



View Expense Reports, Travel Authorizations and

~3Cash Advances

CARDINAL

Use these inquiries to view employee expenses
transactions. The page displays in read-only
mode and shows the status details and approval
history.

You can navigate to these inquires using the
following path:

Main Menu > Employee Self-Service > Travel
and Expense Center > (choose: Expense
Report, Travel Authorization or Cash Advance)
> View

Or

Main Menu > Travel and Expenses > Travel
and Expense Center > (choose: Expense

Report, Travel Authorization or Cash Advance)
> View

Note: Screenshot is an example of an Expense
Report.

Favnvrtes Ma\nvMenu » Travel and Expenses

View Expense Report

Expense Report Detail Attachment
JOHN DOE User Defaults Report ID: 0000029060
=
Descri ption: Safety Shoe Reimbursement Commen it: @
Business Purpose: Other
Status: Submitted for Approval Reference:
Default Location: Last Updated: 08/30/2013 By: CLARKKENT
Post State: Mot Applied
Accounting Defaults More Options: W:[' e
i
*Detall | Location | Merchant || AinHotel || Mieage || PerDiem || *Currency
*Expense Date  *Amount Spent *Currency  *Payment Type *Billing Type
Other Employee Reimbursements | 08/18/2013 100.00 USD Check Billable FC‘J‘
Employee Expenses: 100.00 USD Due Employee: 100.00 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 USD
Cash Advances Applied: 0.00 USD
Definition of Total
v =
Profile Name Action DateiTime
HR Supemnvisor DOE, JOHN
Mon-Travel Approver DOE, JOHN
A =%
Profile Name Action Datei/Time
DOE, JOHN Submitted 08/30/2013 3:38:06PM

[=h Returnto Search | 7] Previousinlist 4] MextinList [Z] Notify

Click on image to enlarge
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The Employee Payment History page
allows you to review a history of payments
for a particular employee.

You can navigate this inquiry using the
following path:

Main Menu > Travel and Expenses >
Process Expenses > Review Payments >
Payment History

Employee Payment History

Favcg'rtes MainvMenu » Traveland Expenses » Process Expenses > Review Payments » Payment History

Employee Payment History
SUMMER RIVER

Check Number: 20135994

Bank Code: Cardinal Disb

Bank Account: Cardinal Disb

Payment Amount: 488.08 USD

Pay Status: Paid Status: Posted

Payment Method: Check Check Date: 041712015

Bayee Address

customize | Find | B | ¥ Frst 1 q0p1 1 Last

Type ] Descr Status Created Amount
Expense Report 0000057623 581-15038  Paid 04115/2015 488.08 USD

: Save: |§I" ReturntnSearch: TD Pre '|Cu-':|’-L|-'=i: J.I:l HexthList:
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CARDINAL

The Employee Expense History page
allows you to review expense transactions
for a particular employee and range of
expense dates.

You can navigate this inquiry using the
following path:

Main Menu > Travel and Expenses >
Process Expenses > Review Payments >
Employee Expense History

Employee Expense History

Favovr'rtes MainvMenu » Traveland Expenses : Process Expenses > Review Payments » Employee Expense History

Employee Expense History

SUMMER RIVER
From Date: 0712312014 |5
Through Date: 07123/2015 |5
Transaction Type: Al v

Search
Type 1D Description Status From Date E::;ugh 5u§$:ﬂ3ﬂdt
Ezzeunnse 0000045137 |581-15017 Paid,’ﬂ 09/28/2014 09/28/2014 114.24|USD
EZ‘LEU"HSE 0000062601 58415025 Paid 012512015 013012015 £7143/USD
EZTD“”SE 0000057623 |581-15038 Paid,’ﬂ 031212015 0320/2015 488.08/USD

|5t Return to Search | [Z] Notify

Click on image to enlarge
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The Payment Cash Check Results page
provides users with the ability to review the
details of results for the daily Payment Cash
Checking process.

You can navigate to this inquiry using the
following path:

Main Menu > Accounts Payable > Payments
> Payment Cash Check Results

Payment Cash Check Results

Fa\rovrrtesé Main Menu > Accounts Payable > Payments > Payment Cash Check : Payment Cash Check Results
: - - -

Payment Cash Check Results

GL Business Unit 15100 Department of Accounts

ciions

@
Fund 01000 General Fund - ; E—
Account 101010 Cash With The Treasurer Of VA - pacaod 1 sac ":“-"
®
Run Date 04312015 D Pass ransactions

Payment Cash Check Results Find | View A1l First Kl 4 oF4 I ast
Fiscal Year 2015
Bypass Cash
Override Cash

Cash Check Beg Balance 3,946,194.67 0411312015 5:59:38PM Apply Fiscal Year

Cash Passed Amt
Cash Failed Amt

Calculated End Balance
Batch End Ledger Balance
Variance Amount

3,045,194.67

3,946,194.67 04/14i2015 12:01:054M

Error Message

~ Transaction List

Details Amount Details

Business Unit Voucher

Customize | Find | View A1 | B | 3 Fist K 4071 O [act

Error Message

Processing Rule

4

~ Expense Reports

m Details

SheetlD Processing Rule

First Kl 1 o1 O3 Last

e
Customize | Find | View Al | Bl |

Amount Details || Error Message

1

First K1 4 or4 I3 ast

e
Customize | Find | View All| B =

Advance Id

Amount Details || Error Message

Processing Rule

4

Click on image to enlarge
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Review Results by Transaction

CARDINAL

The Review Results by Transaction page provide users with the payment cash check results for a
particular transaction for a particular run date.

You can navigate to this inquiry using the following path:

Main Menu > Accounts Payable > Payments > Payment Cash Check > Review Results by
Transaction

Favorites Main Menu > Accounts Payable > Payments » Payment Cash Check » Review Results by Transaction

Review Results By Transaction

Business Unit 15100
Voucher Id 00000950
Remit Vendor 0000031103 Department of General Services
Payment Amount 28250
Budget Status Valid Approval Status A
Scheduled Pay Dt 04/23/2015 Due Date 04/09/2015
Customize | Find | view 20 | 8 | 3 Frst B 42072 I Laat
Line Distribution - Cash Check .
Number Line Fund Bypass Cash Owerride Cash Status Passed Amount Failed Amount
1 101000 Passed 1653.84
2 106080 Passed 128.66
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Lesson 4: Summary

CARDINAL

In this lesson, you learned how to:

» Navigate to the key reports, queries and online inquiries
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Course Summary

CARDINAL

In this course, you learned to:
« Understand key Expenses maintenance concepts and processes
* Add and update an employee profile in Expenses

» Describe the overall processing flow for Employee Profiles, Travel Authorizations, Cash Advances,
Expense Reports, and payments

» Review Expenses accounting entries
» Manually reconcile Cash Advances, if applicable

* Navigate to the key reports, queries and online inquiries
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Course Evaluation

CARDINAL

Congratulations! You have successfully completed the AP316: Employee Expenses Administration
course. Please use the evaluation link to assess this course.

[ Click here to access the survey ]

Once you have completed and submitted the survey, close the window. To close the web based training
course, click the Exit Course button.
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Appendix

—

CARDINAL

« Key Terms

* Screenshots

* Flow Chart Key
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Key Terms

CARDINAL

Cash Advance — A request made by an employee for an advance on an anticipated expense.

Distributed — Status on the Accounting Entries page which indicates that the accounting entries have
been sent to the General Ledger.

Employee Profile — Employee data that is set up and used to correctly route employee Travel
Authorizations and Expense Reports through workflow for approval, and also to send related payments to
the correct mailing address or bank (if employee is set up for electronic payments).

Expense Report — A report of expenses incurred by an employee. The report must include details of each
expense. The details from the Travel Authorization (if applicable) can be copied into the Expense Report if
they are both entered online. If a Cash Advance was provided, the employee applies the amount of the
Cash Advance to the Expense Report.

Expenses — Any costs incurred by employees related to business and reimbursed to employees. These
reimbursements can be for travel or non-travel related expenses.
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Key Terms (continued)

CARDINAL

Payments — In Accounts Payable, this term refers to a payment to a vendor. Payments are created by
Accounts Payable vouchers that represent invoices submitted by vendors. Payments are also generated
for employee Travel and Expense reimbursements or for revenue refunds. Payments may be generated in
different forms, like checks or EDI.

Proxy — A user set up to access an employee's Expense Report. Each employee must have one or more
proxies.

Stage Payments — Batch processes in Expenses populate staging tables that contain records of
expenses transactions to be paid. This process occurs after the approved transactions are posted. The
staged records are used by the Accounts Payable Pay Cycle process to generate payments.

Travel Authorization — A request made through Cardinal for permission to travel. An authorization must
be approved prior to travel and can only be done online.
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Employee Data Page (continued)

-
CARDINAL

[ f Main Menu > Travel an n 5> Man fi | > Update Profile

Employee Data Organizational Data User Defaults Bank Accounts

Employee Information

*Last Name: || *First Name: | 29
Telephone: | Employee Base: ©) Home
@ Office
*Personnel Status: Employee -
Payments Sent To: @ Home Address

©) Mailing Address

Country: [USA ‘@, United States

Address 1: |

Address 2: [

Address 3: [

City: [

County: [ Postal: [
State: [ &

Country: W @, united States

Address 1: |

Address 2: I

Address 3: |

City: |

County: | Postal:
State: Q

Click on image to return
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Employee Data Page (continued)

Favovrites MainvMenu > Traveland_ Expenses > Manage Ermloxee Information > Update Profile

Employee Data Organizational Data User Defaults

Employee Information
*Last Name: |COLUMBUS *First Name: |CHRISTOPHER
Telephone: [ Employee Base: " Home
 Office
*Personnel Status: |Employee hd
Payments Sent To: & Home Address

" Mailing Address

Country: [Usa @, uUnited States
Address 1: [1234 Atiantic Ocean Avenue
Address 2: [
Address 3: [
City: |Richmond
County: | Postal: [23az1e
State: V&% virginia
Country: W QUnitea States
Address 1: |
Address 2: I
Address 3: |
City: |
County: [ Postal:
State: [ @
(5] save |[=] Notify [+ Add

Employee Data | Organizational Data | User Defaults

Click on image to return 111
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Organizational Data Page (continued)

[ Employee Data

Favorites Main Menu > Travel andv Expenses > Manage Emplo!ee Information » Update Profile

Organizational Data ( Lser Defaults N[ Bank Accounts b

Expenses Processing Data Find | View All First K 4of 4 I Last
¥ Default Profile
™ Ignore Authorized Amounts

Valid for Expenses: No

Reason for Status:

himormation ——————————————— ——— Suporvisor nformation

Employee Status: |f\ctive i “ID: 0000000013 @,

Hire Date: 02132014 5 Hame: Cardinal Nick
*GL Unit: 15100 @, Department of Accounts
*Department: 95400 @, General Accounting

Hours Per Period: ¥ Use Business Unit Default

Default ChartField Values e = First KX 4 or1 I L ast
*GL Unit Fund Program Cost Center Task FIPS Asset Agency Use 1 Agency Use 2 Affiliate
fs00@, (070000, [soi00s @, | o @[ @[ @] A a @
Cash Advance Level

* Business Unit 5000.00 USD

" Specific Amount

 None

Expense Role

“If desired, an expenses role can be associated with this employee. Please note that only one role can be assigned,
per employee, no matter how many jobs they hold within the company.”

Expense Processing Role: I .

[5) save | [=) wotity | [ Add

Employee Data | Organizational Data | User Defaults | Bank Accounts

Click on image to return
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Organizational Data — HR Information (continued)

CARDINAL

Favorites = Main Menu > Travel and' Expenses > Manage Emplo!ee Information > Update Profile

Employee Data [/ GENFZIGLERRE=EN  User Defaults |~ Bank Accounts

Expenses Processing Data Find | View All First &I 4 of 1 I {ast

Valid for Expenses: No V' Default Profile
I Ignore Authorized Amounts
Reason for Status:
HR Information Supervisor Information
Employee Status: Active - *ID: 0000000013 @,
Hire Date: 0211312014 Name: Cardinal Nick
*GL Unit: 15100 @, Department of Accounts
"Department: 95400 @, General Accounting
Hours Per Period: ¥ Use Business Unit Default

Click on image to return
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User Defaults Page (continued)

i Employee Data i Organizational Data

Favogrites Main Menu > Travel and Expenses > Manage Employee Information > Update Profile

Default Creation Method

*Expense Report:
*Time Report:

*Travel Authorization:

| Open a Blank Report

| Open a Blank Report

| Open a Blank Authorization

Expense Defaults
Entry Method:
Report Description:
Business Purpose:
‘Originating Location:
Expense Location:
Transportation 1D:

Expense Type Defaults

r " Merchant

Expense Type

|

[RICHM

[
—Y

pp

Per Diem Range:

=

Billing Type: [Bilabie

Payment Type:

CHK @, Check

Credit Card

Number of Nights: |

=

Customize | Find |

“Expense Type

Payment Type

Billing Type

|Person| Mileage Cost Justified

=1 [check

=1 [Einacie =1

Project Defaults for Expenses
PC Business
Unit

Enabled Project Activity

Source Type Category

Customize

- l

S || @,

Country: |

State: [

b

Locality: |

Billing Type:

Project Defaults for Expenses

PC Business
Unit

Enabled Project

Select Project ChartFields Display :

= Default : Codes
" Descriptions
" Codes

- | I

2

Country:

State:

£

[
[
Locality: |
Billing Type: [

Project Defaults for Time
PC Business
Unit

Enabled Project

Source Type Category

= Default : Codes
" Descriptions
" Codes

Customize | Find | Vv

Subcategory  Description

| il

a, | a, | @,

Time Defaults
@,

Select Project ChartFields Display :

5] save | [= wotify |

Emplovee Data | Organizational Data | User Defaults

Click on image to return
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|Updating an Employee Profile (continued)

Favorites Main Menu > Travel and Expenses > Manage Employee Information > Update Profile

Employee Profile (Edit)

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

BUCERSEOLVENTERE | Add a New Value

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

Search by: | Employee D ~ Jeginswithl

Search Iﬂ\dﬁfanced Search

Find an Existing Value | Add a New Value

Click on image to return
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Expenses Accounting Entries (continued)

Favorites
-

{ Main Menu > Travel and Expenses
H - -

Manage Accounting > View/Adjust Accounting Entries > Expense Report Acctg Entries
- -

Expense Report Acctg Entries

Journal Entry Detail

Journal Template:
Distribution Status:

Expense Report Journal Lines 2

Report ID: 0000000097 5]

001639316005

EXACCRUAL
Distributed

" ChartFicidz |8 Currency (" Journal Information | [E=F
UnPost _ GL
Sequence Line Long Hame Unit Account Fumnd Program Department Cost Center Tazk FIPS
0 o 50100 5013110 04100 60400403 13018 11165000 05738
Distribution
0 1 Expenses Accrual (50100 205025 04100 99999 99999999

Journal Template:
Distribution Status:

Expense Report Journal Lines 2

EXPAYMEMT
Distributed

" ChartFicidz |8 Currency (" Journal Information | [E=F
UnPost . GL
Sequence Line Long Hame Unit Account Fumnd Program Department Cost Center Tazk FIPS
0 1 Cash Distribution | TREAS 101010 04100 9949499 994999999
0 1 Expenses Accrual (50100 205025 04100 99999 09999999
0 1/ Interlnit Payable (50100 101010 04100 99999 09999999
0 Interunit TREAS 101010 04100
Receivable

Click on image to return
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Cash Advance Accounting Entries (continued)

>
CARDINAL

Favorites = Main Menu > Travel and. Expenses > Manage A‘ccountho > View/Adjust M'counthu Entries » Cash Advance Acctg Entries
Cash Advance Acctg Entries

SUN,SUMMER Advance ID: 000000003753
Employee 1D: EMPLID1150

Journal Template: EXACCRUAL

Distribution Status: Distributed

Cash Advance Journal Lines 3

(&P Currency || Journal lnformation

S
UnPost . GL
s e Line Long Name Unit Account Fund Program Department Cost Center Task FIPS Asset Agency Use 1
0 1 Expenses Accrual 15100 205025 01000 99999
Employee
0 1 noee 15100 131050 (01000 799001 95400
Journal Template: EXPAYMENT
Distribution Status: Distributed

Cash Advance Journal Lines 3

("9 Currency | Journal information

l;:::::‘w Line Long Name 3::“ Account Fund Program Department Cost Center Task FIPS Asset Agency Use 1
0 1 Cash Distribution TREAS 101010 01000 99999
0 1 Expenses Accrual 15100 205025 01000 99999
0 1 InterUnit Payable 15100 101010 01000 99999
0 1 Internit TREAS 101010 01000 99999
Receivable

(ot Return to Search (7] Notify

Click on image to return 117



Reconcile Cash Advance Report Page
(continued)

Favorites Main Menu > Travel and Expenses > Manage Accounting > Reconcile Cash Advance

Travel & Expenses - Cash Advance Report
Reconcile Cash Advance Report

-
CARDINAL

WINTER MOON Advance ID: 0000000114
Description: Travel Advance-Training Comment: Hotel & Lodging 5/7-5/9 _LI'E
Business Purpose: Training ;I
Status: Paid Reference:

*Accounting Date: IM E1 Post State: Posted

Accounting Template: STAMDARD Last Updated: 04/29/14 By: BOB.BASS

Associated Expense Reports

Customize | Find | \/

m ™

First 10f1 Last
Report ID Creation Date Report Status Amount Applied Currency
0000030125 05M10/2014 Paid MT268 USD
Payments

Customize | Find | ¥ | ¥ First T 1 0f 1 T Last

*Date *Humber *Amount Currency

05122014 [H | | 0.00 USD =]

Advance Amount: 3,350.64 USD Report Balance
Applied To Ex Reports: 3,172.68 USD
pplied To Expense Reports ' Due Company: 177.96 USD
Payments Received: 0.00 UsD
. UpdateTotals
. Saveforlater Reconcile

[Gh Returnto Search | +7] PreviousinList [ | lexiin List |

Click on image to return 118



Expense Transactions by Department Report
~3(continued)

CARDINAL

Expense Transactions by Department PeorieSoR Expenses - EXCAS00
ORACLE Department Description GL Business Unit From Date Through Date Report Print Diate Page Mumber
92100 Admin Sves & Public Records 15100 111/2014 5/8/2014 5/8/2014 10f1
Employee ID | Mame Sheat ID Reference Business Purpose Account Alt Account Project ID Amount
00000005000 Jones, Bob R 0000032008 Education 154801 PC Oper 200.00 usD
154601 PC Oper 200.00 USD
00482086600 Traveler, TmP 0000032016 Meeting 5012850  Trv Lodge 500.00 usD
0000032013 Training 200.00 usD
5012850  Tiv Lodge 700.00 USD
00482086800  Traveler, Tim P 0000032017 Other 5013110 Apparel 0000103772 210.00 uso
5013110 Apparel 210.00 UsD
Total Transactions Total Expenses
- End of Report - 4 1,110.00 USD

Click on image to return
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Expense Report Budget Exceptions (continued)

Expense Sheet Exceptions [BELIS o1 (00

Favqrr'rtes MainvMenu » Travel and Expenses > Manage Accounting > Expense Rpt Budget Exceptions

Report ID: 00000073552

Exception Type: Error || Override Transaction i) 7
Maximum Rows: 100 || More Budgets Exist

EeATCh | Advanced Budget Criteria

Budgets with Exceptions Customize | Find | View 20| B | B8 Frat B q2072 0 Las
G:TTELIT T Budget Chartfields
Detailz Buszinesz Unit Ledger Group Exception Maore Detail D;;;;gf Transfer
1 @. 15100 CC_ALLOT Mo Budget Exists More Detail [] GoTo E
2 @. 15100 CC_APPROP Mo Budget Exists Maore Detail [] GoTo E

Click on image to

return
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Expense Report and Cash Advance Accounting
Entries Pages

Favorites | Main Menu
- i -

CARDINAL

Travel and Expenses > Manage Accounting >
- -

View/ Adjust P.cgounting Entries » Cash Adwvance Acctg Entries
@Newwmdow @
Cash Advance Acctg Entries

SUN, SUMMER Advance ID: 000000003752
Employee ID: EMPLID11 5

Accounting Details

Journal Template:
Distribution Status:
Cash Advance Journal Lines =

EXACCRUAL
Mone

" ChartFicids 1§ Currency | Journal Information

UnPost _ GL
5 — Line Long Hame Unit Account Fund Program Department Cost Center Task FIPS
0 1 Expenses Accrual 15100 205025 01000 959999
0 1 Employes 15100 131050 01000 799001 95400
Advances
Favorites
- ;

Main_r'\-'lenu » Travel and Expenses > Manage Accounting » View/Adjust Accounting Entries » Expense Report Acctg Entries

Expense Report Acctg Entries

SUN SUMMER

Report ID: 00000073885
Employee ID: EMPLID11 5
Journal Entry Detail

Journal Template:

EXACCRUAL
Distribution Status:

Maone
Expense Report Journal Lines S
" ChartFicids B Currency ||

" Journal Information | [F=2H
UnPost - GL
e Line Long Hame Unit Account Fund Program Department Cost Center Task FIPS
0 LS 15100 5012820 (01000 799001 95400
Distribution

Click on image to return 121



View Expense Reports, Travel Authorizations and
—<3Cash Advances

CARDINAL

Favarites Main Menu > Travel and Expenses
- -

View Expense Report

Expense Report Detail Attachment

JOHN DOE User Defaults Report ID: 0000029060

+ General Information

Description: Safety Shoe Reimbursement Comment: (L
Business Purpose: Other

Status: Submitted for Approval Reference:

Default Location: Last Updated: 08/30/2013 By: CLARKKENT

Post State: Mot Applied

Accounting Defaults More Options: IW -] co |
Details 2 E
" *Detail || Location || Merchant | AinHotel || Mieage | PerDiem |  *Currency | [F==W)

*Expense Date *Amount Spent *Currency *Payment Type *Billing Type
Other Employee Reimbursements 08/M18/2013 100.00 USD Check Billable ==@.

Employee Expenses: 100.00 UsD Due Employee: 100.00 UsSD
Non-Reimbursable Expenses: 0.00 UsD Due Vendor: 0.00 UsD

Prepaid Expenses: 0.00 UsD

Employee Credits: 0.00 UsD

Vendor Credits: 0.00 UsD

Cash Advances Applied: 0.00 UsD

Definition of Totals

Expense Report Project Summary

v Pending Actions Customize | Find | BV First K 12072 I L ast
Profile Name Action Date/Time
HR Supervisor DOE, JOHN
Mon-Travel Approver DOE, JOHN
~ Action History customize | Find | B | 8 First 7 1011 I Last
Profile Name Action Date/Time

DOE, JOHN Submitted 08/30/2013 3:38:06PM

Return to Expense Report

|Gt Return to Search | ] Previous inList | [45] NextinList | [=] Notity |

Click on image to return 122
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Expenses Posted but not Journal Generated

V_AP_EXPN_PSTD_EX_NOT_JGEN - Expenses Posted to EX not JGEN

Wiew Results

Accounting Date From:

Accounting Date To:

Download results in :

GL Business Unit (% for All): h1QI:IEI Cg

04/01/2015 [51
0712312015 [5

Excel SpreadSheet CSV TextFile XMLFile (1 kb)

View All
__|Transaction . Payment
Transaction . Document Employee |Accounting | Payment [Payment i Fund |Program Department
Business Employee ID Selection | Account
Type . D Hame Date Reference| Date Code | Code D
Unit Status
Expense
1 Report 11800 0000058763 |00615584400 | Doe, Sally |04/27/2015 M 501282001000 |799001 (10100
Expense D Sall
2 Report 11800 0000058763 00615584400 Uoe, sally | 04/27/12015 M 501285001000 |799001 (10100
First E 1-2 ufzm Last
|Business | Project | Activity | Sheet LI D|§tnh b Creation |Submission| Approval Last Last
UnitPC | 1D ID |status| SMECK | Line D Date Date Date | |pdated | Updated
Status [Amount| Entered Date By
sTG |V 100.05 |1SV76299 | 04/27/2015 | 042712015 | Q42712015 | 04/27/2015 | LWFIG043
ST |V 12367 |ISVTE299 | 042712015 | 0402712015 (0412712015 | 0402712015 |LWFIG60448

Click on image to return
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Payment Check Cashing Results Query

V_AP_PYMNT_CASH_CHECK_RESULT - Payment Cash Check Results

Run Date: ’MQ

GL Unit 70100 (@,

Fund {Enter % for all values): ’%—

View By All Transactions hd
Report Option; Summary hd
: View Results

Download results in©  Excel SpreadSheet CSVTextFile XMLFile (7 kD)

View Al First E 1-130f 13 m Last
oY Batch End Schd
Row Run Date GL Fund |Account Fiscal |Bypass |Override |Apply| CY Ledger | Ledger | Cash Check Cash Processed| Failed | Source |Transaction|Document Pa Payment Pavee
|dentifier Unit Year | Cash | Cash | FY |BegBalance| Beg |BeqBalance Amount |Amount | Transaction BU D y Method ¥
Balance Date
Balance
1 |Summary 04/23/2015 (70100 (01000 (101010 | 2015|N N Yoo (2231331304  0.00(22313313.04|22309629.26| 457029 0.00
2 |Summary 04/23/2015(70100 (02320 (101010 | 2015|N N M 205780748  0.00| 2057807.48| 205780748 0.00) 0.00
3 |Summary 04/23/2015 (70100 02550 (101010 | 2015|N N N 376057.30( 000 376057.30| 376057.30 0.00 0.00
4 |Summary 04/23/2015 (70100 (02570 (101010 | 2015|N N N 1386385.20(  0.00| 1386385.20| 1386385.20 0.000 0.00
5 |Summary 04/23/2015 (70100 (02700 (101010 | 2015|N N N 0.000  0.00 0.00 0.00 0.00 0.00

Click on image to return
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Posted Payments Extract Query

CARDINAL

V_AP_POSTED_PYMNTS - Posted Payments Query
Business Unit: 70100 |G,
Date From: 04/01/2015 [5]
Date To: 0413012015 {5}
" View Results |
Download results in . Excel SpreadSheet CSVTexstFile XMLFile (239 kb)
WViews All
APIGL ) Payee Vendor )
Business Paylrgent U;E;lrglrtl[} Iii'::;r“ Employee ID Emvleo“ioerﬂoarme Paye&#::ress Address Location City State C?E-It?e Country
Unit oy Line 2 |identification
1 |[70100 80072235 00160173800 | ABC Office Richmaond WA 23860 |USA
2 |T0100 80072602 00134312900 Jane Doe Concord MC 27502 [USA
3 |70100 280072663 00439660100 | Computer Aid Richmand WA 24501 [USA
FirstE1—1l}l} of 231 Iﬂ@
) Customer
Payment | Payment ([Payment|Payment Cancel|Cancel Source Document Paid Invoice ID Acct Journal ID Journal Unpost
Date Amount | Method | Status Date | Action | Transaction D Amount Number Date Sequence
0442112015 31312 |ACH P M EXAD 0000000349 31312 EX00096642 | 04M7/2015 0
0412312015 314.00 |ACH P I EXAD 0000000353 314.00 EX00097316 |04/21/2015 0
0442312015 314.00 | ACH P M EXAD 0000000354 314.00 EX00097316 |04/21/2015 0

Click on image to return
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Employee Expense History

-
CARDINAL

Favc;_rites Mainflenu » Travel and Expenses > Process Expenses > Review Payments > Employee Expense History

Employee Expense History

SUMMER. RIVER

Expense Dates

From Date: |UT.I'23J'EU14 E

Through Date: 0712312015 |

Transaction Type: All -

| Search |

Expense History

Type D Description Status From Date g{;}"gh Euzmgzel::
Expense =

Report 0000045137 581-15017 Paidf  09/28/2014 09/28/2014 114.24 USD
E{Efﬂnnse 0000052691 581-15025 PaidE  01/25/2015 01/30/2015 471.43 USD
Expense =

Report 0000057623 |581-15038 F'Ellda 03/M12/2015 | 03/2062015 488 08 UsSD

[ct Return to Search <] Notify |

Click on image to return
126



CARDINAL

Expense Report Upload Error Report

—— =
CARDIMNAL
Report ID: APSEE

Commonwealth of Virginia
VOUCEER UPLOAD ERROR REPORT

Run Date: 03/1%/2015
Aun Time: 0E:22 00

Upload Date: 04-FEB-2

No Vendor Errore Found.

Total Vendors Submitted:
Total Vendors with Errors:
Total Vendors loaded Successiully:

Woucher BU: 13600
Agency Voucher ID Voucher Line Num
0433754 0
0433754 1

Total Vouchers Submitted:
Total Vouchers with Errors:
Total Vouchers loaded Successfully:

Fille Name:
Upload Date:

File Rejected:

Duplicate file found.

Flle Mame:
Upload Date:

Ho Vendor Errors Found.
Total Vendors Submitted:

Total Vendors with Errors:
Total Vendors loaded Successfully:

Submitting GL BU: 13600
Upload Date Range: 01-JAN-2015 to 31-MAR-2015
Fille Name: 13600 _APRE4 IN 02042015 101% 001.dat

===

Distrib Line Hum

=N

EH-N-]

Fleld Value
0433754

Error Fleld Name
VOUCHER_ID

MERCHANDISE MMT o

Page No. 1 of 12

Error Description

Duplicate Invoice ID found in Cardinal for Business
Unit 13600, Vendor ID: 0000113785 and Involce ID:
@00422231985CTO-20140301.

lue provided for required field: MERCHANDISE AMT
cher Dist record)

Click on image to return
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g Payment Cash Check Results

CARDINAL

Favovrites Mainvl\l'lenu » Accounts Payable > Payments > Payment Cash Check > Payment Cash Check Results
H ~ - =

Payment Cash Check R

Filter Option

GL Business Unit 15100 Department of Accounts @

Fund 01000 General Fund ©:F ied T ctno |T|

Account 101010 Cash With The Treasurer OF VA - :' sed?"sa Ct:)s i

Run Date 0411312015 as ransactions

Payment Cash Check Results ind | View All First KX 1 of 1 |

Fiscal Year 2015
|| Bypass Cash
[_] override Cash
Cash Check Beg Balance 3,046,194.67 04/13/2015 6:59:38PM Apply Fiscal Year

Cash Passed Amt
Cash Failed Amt

Calculated End Balance 3,946,194 67
Batch End Ledger Balance 3,946,194.67 04/14/2015 12:01:05AM
Variance Amount

Error Message

w Transaction List

First 10of1 Last

" Voucher B Detailz. i Amount Details o Error Message N

Business Unit Voucher

i First 1o0f1
r

=

Expn i Deetailz. T Amount Details T Error Meszage

Processing Rule

+ Advance Customize | Find | "isv i First X qof1 |

-

WS Details || Amount Detaile |

[ Error Message

Advance Id Processing Rule

Click on image to return 128
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Flow Chart Key

FLOW CHART KEY

Step
Description

Batch
Process

Manual
Operation

Decision
Outcome

Entity
Name

Process

Depicts a process step or interface.
Start

Specifies a batch process.

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.

®

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

Close
GL

Depicts a process.

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

Indicates 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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