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Welcome

CARDINAL

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

In this course, we will show you the Accounts Receivable - Funds Receipts module.

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 Security Handbook for a list of all available role descriptions.



Introduction

CARDINAL

_ _ Cardinal Functional Areas
The Funds Receipts module is part of the

Accounts Receivable (AR) functional area
of Cardinal.

Accounts

Payable Modules
The Funds Receipts module is used to Billing &
enter, process, and finalize payments and *Time & Accounts Receivables

Attendance Receivable

fund transfers received. Funds Receipts

In this lesson, you will learn about key
concepts within the Funds Receipt ~

module of Cardinal. CARDINAL

*Project
Accounting

General
Ledger

*Procurement

*Not used by all state agencies



Course Objectives

CARDINAL

After completing this course, you will be able to:
« Understand key Accounts Receivable - Funds Receipts concepts

» Understand how Accounts Receivable - Funds Receipts integrates with the General Ledger module
in Cardinal

« Enter and finalize a direct journal deposit in Cardinal
» Understand the process for interfaced direct journal deposits

» Navigate to key reports and queries



Agenda

CARDINAL

Today, we will cover the following lessons:
» Lesson 1: Accounts Receivable - Funds Receipts Overview
* Lesson 2: Entering a Payment
» Lesson 3: Processing a Payment
» Lesson 4: Finalizing a Deposit

« Lesson 5: Deposits Reports and Queries



Lesson 1: Accounts Receivable - Funds
CARDI:IAL' Recelpts OVerVIeW

In this lesson, you will learn about the following topics:
* Key concepts
» The Accounts Receivable functional area in Cardinal

» Accounts Receivable process



Key Concepts

CARDINAL

Some key concepts in Accounts Receivable - Funds Receipts include:

» Deposits are entered into the Accounts Receivable - Funds Receipts module. Users enter
accounting entries that post to the General Ledger module. The General Ledger module sends
deposit information to the Commonwealth’s Accounting and Reporting System (CARS).

* In Accounts Receivable — Funds Receipts, a deposit is a collection of one or more payments.

* Funds Receipts is also referred to as Cash Receipts.

» Deposits can be entered in the Funds Receipt module online, as well as through the Funds Receipt
Upload process for interfacing agencies.



The Accounts Receivable Functional Area in
-3 Cardinal

CARDINAL

Accounts Receivable in Cardinal enables the user to record funds receipts and their associated accounting
entries.

Enter Funds Receipts is the key process in the Accounts Receivable functional area.

The diagram below shows the business process relationships with other Cardinal functional areas.

Accounts Payable

Expenses >
Accounts
General Ledger [« Receivable
(Funds Receipt)
Accounts
Payable >




The Accounts Recelvable Functional Area in
-3 Cardinal (continued)

CARDINAL

Accounts Receivable - Funds Receipts: This module allows you to create deposits in Cardinal from
payments received. When you create deposit accounting entries, Cardinal sends them to the General

Ledger. Cardinal’s General Ledger sends deposit information to the Commonwealth’s Accounting and
Reporting System (CARS).

Cardinal Accounts Receivable - Funds Receipts sends accounting entries to the General Ledger through
the Journal Generator process. Transaction data is sent to the General Ledger once finalized in the
Accounts Receivable — Funds Receipts module.

Accounts

Receivable » General Ledger > CARS
(Funds Receipt)




Online Accounts Receivable Process
-3 (continued)

CARDINAL

The Funds Receipts process for online transactions is diagrammed below.

: Enter
Review .
Create Accounting Deppsﬂ
Create | . : | | Budget Certificate Approve General
. > Accounting > Entries > N : . , CARS
Deposit : Check #s and Tie Deposit Ledger
Entries and Mark
Complete* Them to
Deposits

* The Processor creates the deposit record and the accounting entry in Cardinal.
* The Processor or Approver can mark it Complete.

* The Processor or Approver can perform manual Budget Check or allow the entry to be budget checked
during overnight batch processing.

* *Once the entry is successfully budget checked, it cannot be edited or deleted.
» The Approver creates the deposit certificate, and approves the deposit.
* The journal entry posts to the General Ledger.

* The General Ledger sends the deposit information to CARS. 10



Online Accounts Recelvable Process
-3 (continued)

CARDINAL

Once the accounting entry is marked Complete, it is automatically:

» Edit Checked (ChartField values and combinations are verified), and
» Placed in the queue for nightly Budget Check (if not budget checked manually)

Once a deposit has been successfully budget checked, you cannot modify the deposit or the accounting
entry in the AR module.

See Job Aid SW AR326 Correcting Deposits and Accounting Entries for further information.
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Interface Accounts Receivable Process

CARDINAL

The Funds Receipts process for interfaced transactions is diagrammed below. Deposit transactions
processed via interface are captured in a file and sent to Cardinal. The transactions in the file are edit
checked for errors during upload, budget checked and then processed. Deposits that process successfully
will post to the General Ledger and be sent to CARS.

Deposit,
Funds Receipts Accounting Entries Budget
Createdand | and Deposit S Check 5| General s CARS
Approved in Certificate Completed Ledger
Agency System Uploaded to
Cardinal

If errors occur during the upload, they will appear on your Funds Receipts Upload Error Report.

Any errors that occur after a transaction is loaded into Cardinal, including all budget check errors, must be
corrected online in Cardinal. If corrections are made online in Cardinal, the deposit requires agency
approval online in Cardinal.

See the Funds Receipt Interface Processing job aid for additional details on error processing for
interfaced transactions.
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Lesson 1. Checkpoint

CARDINAL

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

1. Which module receives entries from Accounts Receivable - Funds Receipts?
a) General Ledger
b) Accounts Payable
c) Expenses

2. A deposit in Cardinal can only include one payment.
a) True
b) False

3. A deposit can be modified once it has been budget checked.
a) True
b) False

13



CARDINAL

Lesson 1. Summary

In this lesson, you learned:

* In Accounts Receivable — Funds Receipts, a deposit is a collection of one or more payments.

» Deposits can be entered online in Cardinal or uploaded through the Funds Receipts Upload
interface.

» Entering deposits online in Cardinal is a multiple step process that includes:

Creating the deposit

Creating the accounting entries
Marking them as complete

Budget checking the accounting entries
Entering the deposit certificate number
Tying accounting entries to the deposit
Approving the deposit certificate

« Cardinal’'s Accounts Receivable - Funds Receipts module integrates with the General Ledger
module. Cardinal’s General Ledger module then uploads that information to CARS.

14



Lesson 2: Entering a Payment

CARDINAL

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

» Entering a direct journal payment

15



Entering a Direct Journal Payment

CARDINAL

The receipt of payments initiates the creation of a deposit in Cardinal.
The entry used to enter this deposit in Accounts Receivable is a Direct Journal.

Most state agencies use only the Funds Receipts module in Accounts Receivable. Payments received
must be directly journalled. A Direct Journal Payment is a payment that does not correspond to a
receivable established in Cardinal.

You may receive various forms of payment (e.g., cash, checks, electronic funds transfers, etc.).
Deposits are entered into Cardinal by Deposit Unit.

The Deposit Unit (or Deposit Business Unit) identifies the agency making the deposit.

16



Entering a Direct Journal Payment (continued)

—

CARDINAL

A deposit is entered directly into Cardinal.

To create an online deposit, go to the Regular
Deposit page.

You can navigate to the Regular Deposit page
using the following path:

Main Menu > Accounts Receivable > Payments
> Online Payments > Regular Deposit

You can also use this navigation path to search
for deposits that are not marked Complete. Once
the deposit is marked as Complete it will no
longer display on the Regular Deposit search

page.

IFa\.varrtes MalnvMenu »  ACcounts Recenwable > Payments > Onlne Fayments »: Regular Deposi |

Regular Deposit
Enter any information you have and click Search. Leave fields blank for a list of all values.
) Add a New Value

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

Deposit Unit: == [15100 Q@
Deposit ID: [begins with =]

User ID: lm @,
Assigned Operator ID:IW @,

™ Case Sensitive

Search Clear |Basic Search l\__)j” Save Search Criteria

Find an Existing Value | Add a New Value
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You can access Accounts Receivable by navigating to:

Main Menu > Accounts Receivable

Online Accounts Recelvable Process

Payments: Create and approve deposits and journal entries, and generate reports

4P CARDINAL

Favorites | Main Menu »  Accounts Receivable
L3 H b -

Accounts Receivable

% Accounts Receivable

' Payments
Enter, apply, and review payments and generate payment reports.

[ Onling Payments

[*1 Apply Pavments

[ Direct Journal Payments
[*] Review Pavments

[*] Reports

[1h] Receivables Analysis

Run the Receivables Aging process and generate reports.
[ Receivables Reports

&)

Receivables Update

Home | Workist |

Add to Favorites |

Run Receivables Update process, correct posting resufts, and unpost groups.

[ Posting Results-Payments

18




—

Creating a Deposit

CARDINAL

To create a deposit:

Click the Add a New Value tab on the Regular Deposit page.
Your Deposit Unit defaults.

The Deposit ID displays as NEXT and cannot be changed. Cardinal assigns the next sequential
number to the Deposit ID when it is saved.

Click the Add button.

FE‘.'IIIvr'rtEE MainvMenu > Accounts Receiwable > Payments > Online Payments > Regular Deposit

Regular Deposit

Find an Existing Value

Deposit Unit: 15100 @,
Deposit ID:  NEXT

Add

Find an Existing Value | Add a New Value
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Totals Tab

CARDINAL

The Regular Deposit page displays and defaults to the Totals tab. The information on this tab, including
the Unit, Deposit ID, Accounting Date, Bank Code, Bank Account and Deposit Type apply to and are
the same for every payment you include in the Deposit.

To enter a deposit:

In the first section, the Accounting Date defaults to the current date but can be changed if necessary.
This date autopopulates the Accounting Date on the Payments tab, which in turn, determines the
accounting period in which the deposit posts to the General Ledger. Cardinal validates the
Accounting Date to make sure it falls within an open period for the business unit and transaction type.

Select the Bank Code. Bank Code determines which Bank Account is available for selection. See
the Bank Code Crosswalk Job Aid on the Cardinal website for a listing of Cardinal-to-CARS bank
codes. You cannot split one deposit between multiple banks.

Select the Bank Account. When the Bank Account is selected, the Deposit Type choices will
populate. You cannot split one deposit between multiple bank accounts.

Select the Deposit Type. Do not automatically accept the default value. You cannot split one deposit
between multiple Deposit Types.

In the Control Currency field select USD. This is the only option currently available.

20



Totals Tab (continued)

Favgrr'rtes Mainvru'lenu » Accounts Receivable > Payments > Online Payments > Regular Deposit
H - - -

Unit 15100 Deposit ID: NEXT | DeleteDeposit |
*Accounting Date: losr1912015 5 Control Currency: USD @,
*Bank Code: 1105 @, | 0143 Format Currency: UsD
*Bank Account: SCAN Q] 4714246722394121 Rate Type: CRRNT
*Deposit Type: 1 @, 000001 Exchange Rate: | 1.00000000| B,
Control Totals Control Data
Control Total Amount: | 11,730.00) *Count: 1 *Received: 06/19/2015 [5]
Entered Total Amount: 0.00 Count: 1 *Entered: 06192015 [H]
Difference Amount: 11,730.00 Count: 0 Posted:
Posted Total Amount: 0.00 Count: 0 Assigned: |‘u’F*H 82737 @,
Journalled Total Amount: 000 Count 0 User VPHE2727
5] save | =] Notify |&¥ Refresh [ 4 Add 5] Updateiisplay

Totals | Payments
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Totals Tab (continued)

—

CARDINAL

In the Control Totals section of the page, enter the Control Total Amount, i.e. the total amount of the
deposit, and Count, i.e., the number of checks in the deposit.

In the Control Data section of the page, the Received Date, and the Entered Date default to the current
date. These can be changed if necessary.

+ The Received date should be the date when either the bank received the payment (e.g., wire
transfer, EFT) or when your agency received the payment.

 The Entered date should be the date the Payment is entered in Cardinal.

* The User field tracks the creator of the deposit. If another user modifies the deposit, his/her ID
Is captured in the Assigned field.

Fa\fovr'rtes MainvMenu » Accounts Receivable > Payments > Online Payments > Regular Deposit
) Payments

Unit: 15100 Deposit ID: MNEXT

*Accounting Date: psi19:2015 Control Currency: ush @,

*Bank Code: 1108 @, 0143 Format Currency:

*Bank Account: SCAN @, 4714346722394121 Rate Type:

*Deposit Type: 1 @, 000004 Exchange Rate: B
I Control Total Amount: 11,730,000 *Count: |l I *Received: 06/19/2015 Eﬂ

Entered Total Amount: 0.00 Count: 1 *Entered: 06/19/2015 Ei;l

Difference Amount: 11,730.00 Count: 0 Posted:

Posted Total Amount: 0.00 Count: 0 Assigned: WVPHE2T3T Q@

Journalled Total Amount: 0.00 Count: 0 User: VPHB2737

|5] save | |[Z] Motify | &% Refresh =% Add | | 7| Update/Display
Totals | Payments 22




Totals Tab (continued)

Favorites - Main Menu > Accounts Receivable : Payments : Online Payments : Regular Deposit
" Payments
Unit: 15100 Deposit ID: NEXT [ Delete Depositums|
*Accounting Date: bE” 912015 E‘j Control Currency: UsD O%
*Bank Code: 1105 @ 0143 Format Currency:
*Bank Account: SCAN @, 4714346722394121 Rate Type: CRRNT
*Deposit Type: 1 O‘h 000001 Exchange Rate: | _I:II:II:II:II:II:II:II:I| FI%I
Control Totals Control Data
Control Total Amount: 11,730.00 *Count: *Received: 0611912015 [5]
Entered Total Amount: 0.00 Count 1 *Entered: 06/19/2015 [
Difference Amount: 11,730.00 Count: 0 Posted:
Posted Total Amount: 0.00 Count: 0 Assigned: |‘u’F‘HBE? LY
Journalled Total Amount: 0.00 Count 0 User: VPHE2737
(5 save | =] otify &% Refresh [h Add 3] UpdateDisplay
Totals | Payments
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Payments Tab

CARDINAL

Once you complete the Totals page, you can enter all the payments for the deposit. Payments are
entered on the Payments tab. Click the Payments tab.

The Payments tab contains specific information about each payment in the deposit:

* Inthe Payment Information section, enter the Payment ID and the payment Amount. The
Payment ID is an identifier assigned by the agency, such as the payee’s check number.

« Cardinal assigns the Payment Seq to track the order in which payments are entered in the deposit
when there is more than one payment.

« The Accounting Date determines which open period the transaction posts to. It initially
autopopulates from the Accounting Date on the Totals tab. However, if you later change the
Accounting Date on the Totals tab, it will not then update the Accounting Date on the Payments
tab.

« Make sure the Payment Predictor box is unchecked.

« The Payment Method will default to Check; use the drop-down to change to the appropriate
Payment Method.

* Check the Journal Directly checkbox. This ensures the deposit is picked up for processing. It must
be checked in order for the payment lines to be available to create accounting entries.

« If you have more than one payment, click the + sign in the upper right corner of the Payment
Information section and repeat the same steps for each payment.
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Payments Tab (continued)

Favorites |
- :

W E e  Payments

Main Menu > Accounts Receivable » Payments

Online Payments

Regular Deposit

Unit: 15100

Deposit ID:

Date:

061972015

Balance:

Mot Balanced

Payment Information

Payment Seq:
Amount: [11730.00
Rate Type: [CRRNT |

Payment Predictor

Payment Method: Check -

Customer Information

Remit From:
Name:

Corporate:

SubCust1: | |

Customer ID: @,

MICR ID: | @,

I"Payment D CHKOO1 I

*Accounting Date:

Currency:

Exchange Rate;

UsD
1.00000000

Attachments (0

Journal Directly

Business Unit:

Remit SetlD:

Corporate SetlD;

SubCust2:

I

Link MICR

Last

[+ [=]

Detail References
Reference Information

Qual Code Reference

To Reference

Customize | Find | Visw

Event

v Al | B |

— —
First 1o0f1 Last

|l5) save | =] wotiry | Refresh

|Ek agd | | 2] updsteiisplay |
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CARDINAL

The deposit is balanced when the total
amount and number of entered payments
equal the control amount and count from the
Regular Deposit totals page.

When you Save the deposit, Cardinal
assigns a sequential Deposit ID number.

You can Save an unbalanced deposit, but it
cannot be processed further until it is
balanced.

You can modify or delete the deposit only
before the accounting entries have been
marked complete and successfully budget
checked.

Saving Your Entries

Totals |

Unit:

Payment Seq:

Amount:
Rate Type:

Payment Method:

Customer ID:
Remit From:
Hame:
Corporate:
SubCust1:
MICR ID:

Detail References

Qual Code

1

S Saval =] Notify

15100

11,730.00

Payment Predictor

Check A

Reference

i Refresh

Deposit 1D:

397

*Payment ID:

currency:

Exchange Rate:

Attachments (0}

Business Unit:

Remit SetiD:

Corporate SetiD:

SubCust2:

Favarites | Main Menu > Accounts Recewable > Payments > Onine Payments > Requler Depost

Date:

[cHKa01

V| Journal Directly

View Audit Logs

Link MICR

To Reference

06M92015 | Balance:

Balanced I

*Accounting Date:

Event

06/18/2015 |[&1)

Range of References

[+ Add | 7| Update/Display
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Agency to Agency (ATA) Transactions

CARDINAL

Agency to Agency (ATA) transactions are payments received for goods and/or services provided by one
Commonwealth of Virginia (COVA) agency to another.

The Paying Agency:
» Creates a voucher to issue a payment to your agency
* Is a Customer to your Agency

Your Agency:
» Creates a Deposit and related accounting entries to record the payment from the paying agency

* Is a Vendor to the paying agency

The Agency to Agency (ATA) Transactions Information Sheet job aid located on the Cardinal website
identifies each agency Customer ID (Business Unit) and Vendor ID for ATA transactions.

27



Agency to Agency (ATA) Transactions
-3 (continued)

CARDINAL

The following fields must be selected on the Payments tab when entering an ATA payment in Cardinal:

* In the Payment Information section, Agency Transfer should be selected as the Payment Method,
even if the payment was a check, wire, etc.

» Select the paying agency in the Customer ID field. The Customer ID is the same as the paying
agency business unit. This field should only be entered for ATA payments.

» ltis critical that the Customer ID is accurate, as it is used for reporting and reconciliation purposes.

Favn‘ntes Ma\nyenu » Accounts Receivable > Payments > Online Payments > Regular Deposit

Totals

Unit: 15100 Deposit ID: MEXT Date: 06/19/2015 Balance: Balanced

Payment Seq: *payment ID: CHKO01 *Accounting Date: 08/19/2015 [+[=]
Amount: 11,720.00 Currency:

Rate Type: Exchange Rate:

Payment Predictor ¥| Journal Directly Range of References
Payment Method: Agency Transfer -+ I Attachments (0
FHE

Customer ID: 19400 @, I Business Unit: @,

Remit From: 19400 Remit SetiD: STATE

Name: DEPARTMENT OF GENERAL SERVICES

Corporate: 19400 Corporate SetiD: STATE

SubCust1: SubCust2:

MICR ID: X Link MICR

Detail References

= [ ]
Qual Code Reference To Reference Event
1
[F] save | [[=] Notify | |2 Refresh Ek Add | 5] Update/Display
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Agency to Agency (ATA) Transactions
(continued)

-
CARDINAL

Favorites Main Menu > Accounts Receivable » Payments » Online Payments > Regular Deposit

| Payments

Unit: 15100 Deposit ID: MEXT Date: 061942015 Balance: Balanced

i ™
All First 1of1 Last

Payment Information

Payment Seq: *Payment ID: CHKOO01 =Accounting Date: 06/19/2015 [+ =l

Amount: [11,730.00 Currency: UshD
Rate Type: CRRNT Exchange Rate: 1.00000000
Payment Predictor Journal Directly Range of References

Payment Method: Agency Transfer - I Attachments (0

Customer Information

4 | ™
Find First 1of1 Last

Customer I1D: |1 2400 @, Business Unit: @, =
Remit From: 19400 Remit SetlD: STATE

Name: DEPARTMENT OF GEMNERAL SERVICES

Corporate: 19400 Corporate SetlD: STATE

SubCust1: | | SubCust2: \:I

MICR ID: | @ Link MICR

Detail References

Reference Information Customize | Find | view a0 | B | 2 Frst BN g ora 0 Last
Qual Code Reference To Reference Event
1
5] save | |[=] wotify | |£% Refresh |Ek add | | ] updateiDisplay |
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Simulation: Entering a Direct Journal Payment

You are now about to view a simulation on entering a direct journal payment in Cardinal.

CARDINAL

30



Hands-On Practice: Enter a Payment

CARDINAL

This lesson includes practice that will reinforce the lessons learned today. Your instructor will provide
direction regarding specific activities that are part of this lesson. Please ask your instructor if you have any
guestions.

31



Lesson 2: Summary

CARDINAL

In this lesson, you learned:

» The first step in the Funds Receipts business process involves entering payment information for your
deposit.

» A deposit may include multiple payments from more than one source.

« Cardinal validates that the total of all payments entered for a deposit match the Control Totals to
ensure balanced deposits are entered.

» Separate deposits are created for each bank and deposit type.

» The Customer ID field is used in Cardinal to identify the paying COVA agency for an ATA payment.

32



Lesson 3: Processing a Payment

CARDINAL

In this lesson, you will learn about the following topics:
» Creating accounting entries for direct journal payments
* Reviewing and modifying accounting entries for direct journal payments
* Reviewing and correcting budget check errors

» Processing of interfaced deposit transactions

33



Creating Accounting Entries for Direct Journal
3 Payments

CARDINAL

Once the direct journal payment information has been entered completely in the Cardinal deposit, the
corresponding accounting entries can be created. These entries will post to the General Ledger. This
process, called Direct Journaling in Cardinal, defines deposit accounting entries.

To create accounting entries for direct journal payments, go to the Create Accounting Entries page.

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

Main Menu > Accounts Receivable > Payments > Direct Journal Payments > Create
Accounting Entries

34



Creating Accounting Entries for Direct Journal
-3 Payments (continued)

CARDINAL

The Deposit Unit defaults to your Business Unit.

Enter your Deposit ID and click the Search button.

Fa*.ﬂ:‘urr'rtes Mainlﬂenu »  Accounts Receivable » Payments > Direct Journal Payments » Create Accounting Entries

Create Accounting Entries

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

Maximum number of rows to return (up to 300); |200

Deposit Unit: = 15100 =N
Deposit ID: begins with - (397 @,
Payment Sequence: = -

Payment ID: begins with -

User ID: begins with -

1

Assigned Operator ID; begins with
[ case Sensitive

Search Clear | Basic Search [ Save Search Criteria




Creating Accounting Entries for Direct Journal
-3 Payments (continued)

CARDINAL

On the Accounting Entries tab, the information you entered when you created the deposit (Unit,
Deposit ID, Payment and Seq) will auto-populate, along with the Amount for the Deposit ID.

On the ChartFields tab under the Distribution Lines section of the page, enter your distribution. If your
agency uses SpeedTypes, you can enter one here to autopopulate some of the ChartFields in the
accounting distribution.

Enter Line Amounts as a credit (-) to record either an increase in revenues or a decrease in expenses,
for example. The line amount(s) must offset the payment (deposit) amount.

You can record agency specific information (such as license numbers, agency invoice #s, etc.) in the Ref
Field on the Journal Reference Information tab. Do not enter sensitive data, such as social security
numbers, in this field.
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Creating Accounting Entries for Direct Journal
—3 Payments (continued)

CARDINAL

Favqrr'rtes ! Main_ru'lenu > Accounts Receivable > Payments » Direct Journal Payments > Create Accounting Enfries

' Deposit Control

Accounting Entries
Unit: 15100 Deposit 1D: a7 Payment: CHKDO0 Seq: 1
Amount; 11,730.00 USD ¥ H
Complete Entry Event: @,
Budget Status;
Distribution Lines Customize | Find | View 20 B 3 First B g 01 0 Last
" Currency Details || Budget || Journal Reference Information |
Distribution 5 . h Agency
Srrreer *GL Unit Speed Type Line Amount Currency *Account Asset Fund Department Program Use 14
1 1 (15100 @, | speedType | | -11730.00 USD 4009060 @, | @, (01000 @ [91100 @ | @ | ¢
1] il | b
Lines: 0 Total Debits: 11,730.00 Currency: USD Total Credits: 0.00 Currency: USD HNet 11,730.00

[5] save (ot RetuntoSearch = Notify &% Refresh
Accounting Entries | Deposit Control




Creating Accounting Entries for Direct Journal
Payments (continued)

When you have entered the distribution and amounts, click the lightning bolt icon to create the system
generated cash and interunit lines for the accounting entry.

Cardinal verifies that your total credits on the journal lines offset the payment amount before creating the
cash and interunit lines.

Favorites :
- :

MainvMenu » Accounts Receivable > Payments : Direct Journal Payments : Create Accounting Entries

Lt =10 Deposit Control

Unit: 15100 Deposit 1D: 397 Payment: CHKDOA Seq: 1
Amount: 11,730.00 USD &
[Cl complete Entry Event: @,
Budget Status:
Customize | Find | View &1 B | # First £ 122 of 4 D Last
Currency Details Budget Journal Reference Information
Distribution - Line Agency - Fund
Errrerie GL Unit Amount Currency Account Asset Fund Department  Program Use 1 Affiliate Affiliat
1 115100 -11,730.00 USD 4009060 01000 91100
2 201 TREAS 11,730.00 USD 154601 01000 91100
« | [TI]

Lines: 4 Total Debits: 23,460.00 Currency: UsD Total Credits: 23,460.00 Currency: UsD Het: 0.00

=] save | [t Returnto Search | =7 Notify = | Refresh

Accounting Entries | Deposit Control
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Creating Accounting Entries for Direct Journal
Payments (continued)

After the cash lines are generated, check the Complete checkbox and click the Save button.

Upon save, Cardinal verifies the ChartField values in the entries, based on the combination edit rules
configured.

Fa\rt}vr'rtes Mainll-'lenu » Accounts Receivable » Payments > Direct Journal Payments » Create Accounting Entries

Accounting Entries Deposit Control

Unit: 15100 Deposit [D: 397 Payment: CHKD01 Seq: 1
Amount: 11,730.00 USD o iy
Complete Entry Event: @,
Budget Status:
Customize | Find | View Al B | 3 First £ 42 014 DN Lagt
Currency Details Budget Journal Reference Information
Distribution _ Line Agency . Fund
Srrrrrar GL Unit Amount Currency Account Asset Fund Department Program Use 1 Affiliate Affiliate
1 115100 -11,730.00|UsSD 4009060 01000 91100
2 201|TREAS 11,730.00 USD 154601 01000 91100
< 11 | r
Lines: 4 Total Debits: 23,460.00 Currency: USD Total Credits: 23,460.00 Currency: UsD Net: 0.00
El }¢ RetuntoSearen | =] Notify & Refresh

Accounting Entries | Deposit Control
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Creating Accounting Entries for Direct Journal
-3 Payments (continued)

CARDINAL

Before you navigate off this page, you can deselect the complete checkbox, and make changes.

» Deselect the Complete checkbox

» Click the Save button

» Click the delete icon (next to the lightning bolt icon) to remove the system generated cash and interunit
lines.

The system generated lines must always be deleted prior to modifying the user entered line of the
accounting entry. The ChartField line(s) that you entered and need to modify will then be available for edit.

Once you navigate off this page, you can no longer directly access the Deposit from the Create
Accounting Entries Page.

Favnvrites Mainyenu > Accounts Receivable > Payments > Direct Journal Payments > Create Accounting Entries
- - -

Deposit Control
Unit: 15100 Deposit ID: 397 Payment: CHK001 Seq: 1
Amount: 11,730.00 USD & ﬁ
Entry Event: e,

Budget Status:

e ]
Currency Details Budget Journal Reference Information
Distribution Line Agency Fund
Sequence GL Unit P t Currency Accoun it Asset Fund Department Program Use 1 Affiliate Affiliat!
1 115100 -11,730.00 USD 4009060 01000 91100
201 TREAS 11,730.00|USD 154601 01000 91100
Lines: 0 Total Debits: 23460.00 Currency:  USD Total Credits: 23460.00 Currency: USD MNet: 0.00

|5] save (ot ReturntoSearch | [T Motify | &3 Refresh

Accounting Entries | Deposit Control
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Creating Accounting Entries for Direct Journal
Payments (continued)

Favg'r'rtes Mainflenu » Accounts Receivable > Payments : Direct Journal Payments > Create Accounting Entries

Accounting Entries [N Eae o BN

Unit: 15100 Deposit 1D: a7 Payment: CHEDOA Seq: 1
Amount: 11,730.00 USD =
]
Complete Entry Event: @,
Budget Status:

Distribution Lines Customize | Find | View Al B | 35 et T 42074 I Last

" ChartFicids B Currency Detaile || Budget | Journal Reference Information
Distribution . Line Agency . Fund
Srrrire GL Unit Amount Currency  Account Asset Fund Department  Program Use 1 Affiliate Affiliate
1 1/15100 -11,730.00 USD 4009060 01000 91100
2 201 TREAS 11,730.00 USD 154601 01000 91100
< | i | b

Lines: 0 Total Debits:; 23,460.00 Currency: USD Total Credits: 23,460.00 Currency: USD HNet: 0.00

[5) save | (ot Retunto Search =] Notify &% Refresh

Accounting Entries | Deposit Control




Interfaced Funds Receipt Transactions

CARDINAL

Interfacing Agencies send their funds receipts transactions to Cardinal using the Funds Receipt Upload
process.

An inbound interface file with funds receipt data is submitted by the agencies to Cardinal. The file includes
deposit information such as the deposit business unit, deposit type, banking information, payment amount,
deposit certificate number and accounting information.

The Cardinal Funds Receipt Upload process validates that all required fields are populated, valid values
are provided, detail level counts and amounts are in sync with header level counts and amounts, and that
Chartfield combinations are valid. Transactions that pass these checks are loaded into Cardinal.

Transactions that do not pass these checks are rejected. Cardinal generates a Funds Receipt Error
Report nightly that displays details for all rejected transactions.

Rejected transactions are reviewed and corrected by the agency, before being re-sent to Cardinal.

See the Funds Receipt Interface Processing job aid for additional details.
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Reviewing and Modifying Accounting Entries for
-3 Direct Journal Payments

CARDINAL

Once you Complete and Save the Accounting Entries, and navigate away from the Create
Accounting Entries page, you cannot modify them on the Create Accounting Entries page.

To review or change the accounting entry for a completed and saved Direct Journal Payment, go to the
Modify Accounting Entries page.

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

Main Menu > Accounts Receivable > Payments > Direct Journal Payments > Modify Accounting
Entries.

Fa\fuvr'rtes Maini\ﬂenu » Accounts Receivable > Payments » Direct Journal Payments > Modify Accounting Entries
- - -

Modify Accounting Entries

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

”a‘rmlm oy b of poosre o rﬂlrn (o to 2000 2300

Deposit Unit: = - 15100 @,
Deposit 1D: begins with - (397 O‘
Py SoquEnE v

Payment ID: begins with -

User ID: begins with -

Assigned Operator ID: begins with -

Case Sensitive

Search Clear |Basic Search [ Save Search Criteria
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Reviewing and Modifying Accounting Entries for
-3 Direct Journal Payments

CARDINAL

On the Modify Accounting Entries search page, Deposit Unit defaults to your Business Unit.

Enter the Deposit ID of the entry you want to review and/or modify, and click the Search button.

Favu:g'rtm Mainyenu > Accounts Receivable > Payments » Direct Journal Payments > Modify Accounting Entries

Modify Accounting Entries

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

Jdaximum pumber of rowes to retyro (gg to 3008 (200

Deposit Unit: = 15100 @
Deposit 1D: begins with - |397 DJ
~Payment sequence: = -

Payment D begins with -

User ID: begins with -

Assigned Operator ID: begins with
[C| Case Sensitive

1

Search Clear  |Basic Search [gF Save Search Criteria
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Reviewing and Modifying Accounting Entries for
-3 Direct Journal Payments (continued)

CARDINAL

On the Directly Journalled Payments tab of the Modify Accounting Entries page, deselect the
Complete checkbox and click the Save button.

You can then return to the Create Accounting Entries page and modify the accounting entry.

A direct deposit journal entry can only be modified before its Budget Status updates to Valid. Once the

status is Valid, the entry cannot be changed or deleted. If the Budget Status is Valid, the Complete
checkbox will be grayed out.

Fa‘.-'cu"rtes Main ‘r'v'lenu = Accountszece'r\-able B Pavrgents > Direct Journval Payments > Modify Accounting Entries
Deposit Control
Umnit: 15100 Deposit 1D: 297 Payment: CHKO01 Seq: 1
Amoun t: 11,730.00  Currency: usD
Base: 141, 730.00 Currency: uso
I Complete I I Budget Status: I
@ Standard Supplemental (Entry Event) Both Display
15
Currency Details Budget Journal Reference Information
Distribution Foreig
Type GL Unit Debit Amount Credit Amoun t Line Amoun t Accoun t F 1 Program
Sequence Currency
El=N 1/15100 -11,730.00 USD 4009060 01000
S 201 | TREAS 11,730.00 USD 154601 01000
S |G, 20315100 11,7¥30.00|USD 107010 o1000
S @ 204 TREAS -11,730.00 UsSD 101010 01000
«
Lines: 0 Total Debits: 23,460.00 Currency: UsD Total Credits: 23,460.00 Currenc ¥ UsD HNet: 0.00
[5] sawe ||/t Returnto Search | |[[=] Notify
Directly Journalled Payments | Deposit Control
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Reviewing and Modifying Accounting Entries for
Direct Journal Payments (continued)

o

CARDINAL

Favorites Main Menu > Accounts Receivable > Payments : Direct Journal Payments > Modify Accounting Entries

Directly Journalled Payments ( Deposit Control

Unit: 15100 Deposit ID: 172 Payment: CHEKDO0 Seq: 1
Amount: 41,730.00 Currency: usD
Base: 14, 720.00 Currency: UsD

I” Complete Budget Status:
Accounting Line Display
' Standard " Supplemental (Entry Event) " Both | Display |
Distribution Lines
" Currency Details || Budget |/ Journal Reference Information | [E=2W

customize | Find | B | 3 First K 14014 T ast

Type E;ﬁ:ﬁn GL Unit Debit Amount Credit Amount Line Amount ET::EHHW Account Fund Program
IS_Q@, 1/15100 -11,730.00|USD 4009060 01000

IS_Qz, 201 TREAS 11,730.00 USD 101010 01000

IS_OQa 20315100 11,730.00 USD 101010 01000

IS_Q@, 204 TREAS -11,730.00|USD 101010 01000

o | ]

Lines: 4 Total Debits: 23.460.00 Currency: Ush Total Credits: 23,460.00 Currency: SO MHet: 0.00
(5] save ] [t Retm‘hioSaaﬁ:h] [=] Notify ]

Directly Journalled Payments | Deposit Control
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Budget Checking the Direct Journal Deposit

CARDINAL

After you Create a direct journal deposit and Save and mark it Complete, it is budget checked. Budget
checking occurs during the nightly batch processing, but can also be done manually online.

Once the journal has been successfully budget checked, you cannot modify the Deposit or the Accounting
Entry.

To manually run budget check, click the budget check icon on the Create / Modify Accounting Entries
page. This icon is only available if the direct journal deposit is saved as Complete.

Fa\fovr'rtes Mainiv'lenu > Accounts Receivable > Payments > Direct Journal Payments > Create Accounting Entries

) Deposit Control

Unit: 15100 Deposit 1D: 397 Payment: CHKO001 Seq: 1
Amount: 1173000 USD £ =
] Complete Entry Event: @,
Budget Status:
I 4] ]
) Currency Details Budget Journal Reference Information
Distribution . Line Agency - Fund
Srrreres GL Unit Avesount Currency Account Asset Fund Department Program Use 1 Affiliate Affiliati
1 115100 -11,730.00 USD 4009060 01000 91100
2 201 TREAS 11,730.00 USD 154601 01000 91100
4 m [
Lines: 4 Total Debits: 23,460.00 Currency: UsSD Total Credits: 23460.00 Currency: USD HNet: 0.00

[5] save = [oh Returnto Search | =] Notify = &% Refresh

Accounting Entries | Deposit Control
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Budget Checking the Direct Journal Deposit

Once the journal has been successfully budget checked the Budget Status updates to Valid.

A direct deposit journal entry can only be modified before its Budget Status is Valid. Once the Status is
Valid, the entry cannot be changed or deleted.

Favovr'rtes Mainlv'lenu > Accounts Receivable > Payments > Direct Journal Payments > Create Accounting Entries

Accounting Entries Deposit Control

Unit: 15100 Deposit ID: 397 Payment: CHKD01 Seq: 1
Amount: 11,730.00 USD
Complete Entry Event: @,
Budget Status: Valid
Distribution Lines Customize | Find | View Al | B | B First £l 42014 I ast
Currency Details Budget Journal Reference Information
Distribution _ Line Agency . Fund
e GL Unit Amount Currency Account Asset Fund Department Program Use 1 Affiliate Affiliaty
1 115100 -11,730.00 USD 4009060 01000 91100
2 201 TREAS 11,730.00|UsD 154601 01000 91100
4 | i | N
Lines: 4 Total Debits: 23,460.00 Currency: UsD Total Credits: 23,460.00 Currency: USD Net: 0.00

|5] save ot ReturntoSearch [ Nofify & Refresh

Accounting Entries | Deposit Control
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Reviewing and Correcting Budget Check Errors

CARDINAL

During the budget check process, Cardinal validates that a control budget exists.

All accounting entry lines must pass a check against the established commitment control budget. An error
will be received if the accounting distribution includes an expenditure account and does not have a
corresponding commitment control budget.

Budget check errors for deposits uploaded by interfacing agencies will be identified during the nightly
batch process and must be corrected online.

Once budget check errors are corrected online, the budget check process can be run manually online to
validate the errors were successfully corrected. Otherwise the budget check process will run again during
the nightly batch to check for errors.
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Reviewing and Correcting Budget Check Errors
-3 (continued)

CARDINAL

The Budget Status for the entire payment is displayed on the header of the direct journal accounting entry
and on the Budget tab for each distribution line.

The budget checking status values include:

« Valid: The entry passed budget checking and the process updated the commitment control ledger.

 Warning: The budget check process issued a warning, but also updated the commitment control
ledger.

« Error: The entry failed to pass budget checking. The transaction must be corrected before it will
post to commitment control ledgers and the General Ledger.

You can research the budget check Error and Warning messages using two different tabs:

» Directly Journalled Payments tab
* Misc Payment Exceptions tab
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Reviewing and Correcting Budget Check Errors

-3 (continued)

CARDINAL

To view the error using the Directly Journalled Payments tab, use the following path:

Main Menu > Accounts Receivable > Payments > Direct Journal Payments > Modify Accounting
Entries

Enter the Deposit ID and click the Search button.

Fa\.fuvr'rtes Main‘rﬁﬂenu » Accounts Receivable » Payments > Direct Journal Payments > Modify Accounting Entries

Modify Accounting Entries

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

Maximum number of rows to return {up to 300). |300

Deposit Unit: = - 15100 @,
Deposit 1D: begins with « (398 =Y I
Payment Sequence: = -

Payment ID: begins with -

User ID: pegins with -

Assigned Operator II: begins with
[[lcase Sensitive

Search Clear | Basic Search [gf Save Search Criteria
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Reviewing and Correcting Budget Check Errors
—3 (continued)

CARDINAL

The search page displays. Click the Budget Check Options icon to view the error.

Favorites Main Menu > Accountsf;ece'rvable > Payrgents > DirectJournvaI Payments > Modify Accounting Entries

Directly Journalled Payments [ Deposit Contral

Unit: 15100 Deposit ID: 398 Payment: CHE123 Seq: 1
Amount: 200.00 Currency: uso
Base: ogpop  Currency: uso

Complete Budget Status:

Accounting Line Display

@ Standard () Supplemental (Entry Event) ©) Both Display

Distribution Lines

customize | Find | BV | 2 First £ 14 0f4 13 [ ast
" Currency Details | Budget || Journal Reference Information |
Distribution - ~ _ N Foreign
Type SrrroTen GL Unit Debit Amount Credit Amount Line Amount T Account Fund Program
’S_Q 115100 -200.00 USD 5011160 01000 103060
’S_OQ 201 TREAS 200.00/USD 154601 01000 103060
’S_OQ 20315100 200.00/USD 101010 01000
’S_OQ 204 TREAS -200.00 UsSD 101010 01000
4 [ | 3
Lines: 4 Total Debits: 400.00 Currency: UsD Total Credits: 400.00 Currency: USD HNet: 0.00

5] save | [Sh Returnto Search | =] Notify |

Directly Journalled Payments | Deposit Control
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CARDINAL

The Commitment Control Details display. Click the hyperlink Go to Transaction Exceptions.

Reviewing and Correcting Budget Check Errors

(continued)

ICommitment Control

Source Transaction Type:

Budget Checking Header Status:
Commitment Control Amount Type:
Commitment Control Tran ID:
Commitment Control Tran Date:

Override Transaction

e

I Goto Transaction Exceﬁtions I

Ok Cancel

Favorites | Main Menu > Accounts Receivable > Payments > Direct Journal Payments
- - - - -

Miscellaneous Payment
Errorin Budget Check

Actuals, Recognize and Collect
0001624365

06/22/2015

Go To Activity Log

Modify Accounting Entries

The Misc. Payment Exceptions tab displays, and the Exception is detailed.

Favoiites | Main Menu > Accounts Recenvable
Line Exceptions

Deposit Unit: 15100 Deposit ID:

Maximum Rows:

[5] save [t Returnto Search  |[=] Motify

Misc. Payment Exceptions | Line Exceptions

*Exception Type: E. - Override Transaction

> Payments » Direct Journal Payments » Modify Accounting Entries

3884 Payment Sequence:

More Budgets Exist

nced Budget Criteria

Search
Budget Chartfields =¥
Details Business Unit Ledger Group Exception More Detail
1 15100 CC_ALLOT Mo Budget Exists Mare Detail
2 15100 CC_APPROP No Budget Exists More Detail

o =R

rES L L]
Og"i;;:f Transfer
GoTo. . &
GoTo.. &
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Reviewing and Correcting Budget Check Errors
-3 (continued)

CARDINAL

To view the error on the Miscellaneous Payment Exceptions Tab use the following path:

Main Menu > Commitment Control > Review Budget Check Exceptions > Revenues >
Direct Journal

On the Direct Journal search page enter the Deposit ID with the error and click Search to view
the exception.

Favorites | Main Menu Commitrment Control > Review Budget Check Exceptions > Revenues > Direct Journal

Direct Journal

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

Maximum number of rows to return (up to 300). |300
Commitment Control Tran ID:  begins with -

Commitment Control Tran Date: = hd [
Deposit Unit: begins with ~ (15100 OJ
Deposit ID: begins with « (398 OJ I
Payment Sequence: = -

Process Instance: = -

Process Status: = A v

| Search I Clear |Basic Search [ Save Search Criteria
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Reviewing and Correcting Budget Check Errors
(continued)

Favorites Main Menu > Commitment Control » Review Budget Check Exceptions > Revenues > Direct Journal

Misc. Payment Exceptions Line Exceptions

Deposit Unit: 15100 Deposit ID: 208 B Payment Sequence: 1
*Exception Type: ~ || Override Transaction i ] ﬂﬁ '?l@l
100 [ I more Budgets Exist

Maximum Rows:

Search Advanced Budget Criteria

E] , ==
Customize | Find | View 21| B | # Firet B q20r2 17 Laat

Budgets with Exceptions

Budget Override Budget Chartfields [Z=T
Override

Details Business Unit Ledger Group Exception More Detail Rudget Transfer
1 @. 15100 CC_ALLOT Mo Budget Exists Mare Detail ad GoTo E
2 @. 15100 CC_APPROFP Mo Budget Exists Mare Detail | GoTo .. &

5] save [oh Returnto Search =] Notify

Misc. Payment Exceptions | Line Exceplions




Reviewing and Correcting Budget Check Errors
-3 (continued)

CARDINAL

To correct a budget check error, you may need to do one of the following:

» Correct the direct journal distribution lines that caused a budget error, if the distribution is incorrect.

» Have the budget modified if the ChartField distribution is correct.
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Reviewing and Correcting Budget Check Errors

-3 (continued)

CARDINAL

To correct the ChartField distribution on the direct journal accounting entry:

Navigate to the Modify Accounting Entries page using the following path:
Main Menu > Accounts Receivable > Payments > Direct Journal Payments > Modify

Accounting Entries
Uncheck the Complete box.
Click the Save button.

Fa\'nvrites Mainlﬂenu > Accounts Receivable > Payments > Direct Joumnal Payments > Modify Accounting Entries
) Deposit Control
Unit: 15100 Deposit ID: 398 Payment: CHK123 Seq: 1
Amount: op0.0p  Currency: usp
Base: ooppo  Currency: usD
p——
Complete Budget Status: Mot Chicd
@ Standard Supplemental (Entry Event) Both Display
2 o L+
) Currency Details Budget Journal Reference Information
Type |Distribut GLUnit  Debit Amount Credit Amount Line Amoun t FOUETT Accoun t Fund Prog
Sequence Currency
S |@ 115100 -200.00/USD 5011160 01000 | 103080
S (@ 201 TREAS 200.00|/UsD 154601 01000 |103060
S |@, 203 15100 200.00|USD 101010 01000
S (@, 204 TREAS -200.00|USD 101010 01000
Lines: 0 Total Debits: 400.00 Currency: UsSD Total Credits: 400.00 Currency: USD MNet 0.00
[5] Save | Jct Return to Search | [<7] Motify
Directly Journalled Payments | Deposit Control
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Reviewing and Correcting Budget Check Errors
-3 (continued)

CARDINAL

Next, navigate to the Create Accounting Entries page.

» Click the delete icon to delete the system generated lines.

» Enter your changes to the user defined distribution line.

» Click the lightning bolt icon to rebuild your accounting entries.
» Select the Complete checkbox, then the Save button.

« The combination edit process will run again.

The nightly batch process will re-budget check the journal, or you can re-budget check online by clicking the
Budget Check icon.

Remember, once the entry is successfully budget checked you cannot modify or delete.

Favclvr'rtes Maini\denu > Accuuntsﬁece'ruable B Pavnlents B DirectJUurnvaI Payments > Create Accounting Entries

Deposit Control

Unit: 15100 Deposit ID: 398 Payment: CHK123 Seq: 1

Amount: 200.00 USD
Complete Entry Event: @

Budget Status: Mot Chi'd

By
Currency Details Budget Journal Reference Information
AL o *GL Unit Speed Type Line Amount Currency *Account Asset Fund Department Program ﬁg::q{

Sequence

1 1/|15100 @, Speed Type -200.00) |USD 4009060 L @, ||[o1000 |@, (95200 @, @, d
« m v
Lines: 1 Total Debits: 0.00 Currency: USD Total Credits: 200.00 Currency: USD Net: -200.00

1
5] save I |=F Return to Search | [ Metify &% Refresh 58
|

Accounting Entries | Deposit Control




Reviewing and Correcting Budget Check Errors
(continued)

-
CARDINAL

Favc‘rrr'rtes { Mainvrv'lenu »  Accounts Receivable » Payments : Direct Journal Payments > Create Accounting Entries

Accounting Entries [ ae it BN
Payment: CHK123 Seq: 1

Unit: 15100 Deposit ID: 398
Amount: 200.00 USD £4 I@
| Complete Entry Event: @,
Budget Status: Mot Chicd
Distribution Lines Customize | Find | View 21| B ) 2 First B qopa O Last
£ =50 cCurrencyDetails || Budget || Journal Reference Information | [F==F
Distribution 5 . . Agency
Sequence *GL Unit Speed Type Line Amount Currency “Account Aszszet Fund Department Program Use 1
1 115100 @, | speedType | [ -20000 USD 14009060 @, || @, [o1000 @ ([95200 (@, | @ | [
14| in b
Lines: 1 Total Debits: 0.00 Currency: USD Total Credits: 200.00 Currency: USD Het: -200.00
[5) save | [of RetuntoSearch  [Z] Notity &% Refresh
Accounting Entries | Deposit Control
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Simulation: Entering a Direct Journal
1 Accounting Entry

You are now about to view a simulation on entering a direct journal accounting entry in Cardinal.

CARDINAL
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Hands-On Practice: Processing Direct Journals

CARDINAL

This lesson includes practice that will reinforce the lessons learned today. Your instructor will provide
direction regarding specific activities that are part of this lesson. Please ask your instructor if you have any
guestions.
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Lesson 3: Summary

CARDINAL

In this lesson, you learned:
« Accounting entries are created for direct journal payments.
» The accounting entry must pass edit checks before it can be saved as Complete.

» Direct Journal Accounting entries are budget checked within the Accounts Receivable module either
online or through a batch process.

» A deposit, and / or a direct journal accounting entry can be modified until it is successfully budget
checked.

» Interfacing agencies send deposit information and accounting entries to Cardinal through the Funds
Receipt Upload file.
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Lesson 4: Finalizing a Deposit

CARDINAL

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

» Creating and Approving a Deposit Certificate

* Reviewing General Ledger Journal Information
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Creating and Approving a Deposit Certificate

CARDINAL

Completed deposits are batched together under a Deposit Certificate (provided by the bank) before the
entries are sent to the General Ledger.

The Deposit Certificate is created on the Approve Deposits page. This page allows you to batch one or
more deposits under a deposit certificate ticket for transmission to the General Ledger and subsequently to
CARS.

The Deposit Certificate / Ticket Number is entered directly into Cardinal, and the associated Deposit IDs
are selected.

For interfaced transactions, the Deposit Certificate is presumed approved by the agency. It only requires
additional approval if it is modified online in Cardinal.
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Creating and Approving a Deposit Certificate
-3 (continued)

CARDINAL

You can navigate to the Approve Deposits page using the following path:
Main Menu > Accounts Receivable > Payments > Apply Payments > Approve Deposit

Click the Add a New Value tab. Enter your Deposit Unit and Deposit Control Ticket Number (also
referred to as the Deposit Certificate Number).

Then click the Add button to open the Approve Deposits page.

FE‘.'I:Ivr'rtES Mainlﬂenu ¥ AccnuntSEecei\fable ¥ PavrgentS ¥ HDDWPEYFI‘IEI‘ItS »  Approve Depaosit

Approve Deposits

Find an Existing Value

Deposit Unit: 15100 (@,
Deposit control Ticket Number:|DCOG2215

Add

Find an Existing Value | Add a New Value
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Creating and Approving a Deposit Certificate

-3 (continued)

CARDINAL

The Deposit Unit and Deposit control Ticket
Number default from values entered on the Add
a New Value tab.

Enter the total sum of all deposits in the Control
Total Amount field.

Enter the total number of deposits for the Deposit
Certificate in the Control Count field.

Enter the date that funds were deposited in the
bank in the Bank Deposit Date field, and select
the individual Deposit IDs in the deposit detalil
section.

A Do Not Send to CARS checkbox is available
for deposit certificates that should not post to
CARS.

Click the Save button.

Favorites © Main Menu > Accounts Receivable > Payments > Apply Payments > Approve Deposit

Approve Deposits

*Deposit Unit: 5100 @,
Deposit control Ticket Humber:  DC062215

Control Total Amount: 11,730.000

*Bank Deposit Date: 06/19/2015 |

Control Count: 1

Do Not Send to CARS

W5 Posted By:
Approved By:

Deposit ID Deposit Amount Status

397 @ 11730.000 Complete

WE Posted Date:
Approved Date:

B LY LA

View Detail Status

B [#]| =]

Approve

=4 Add | || Update/Display
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Creating and Approving a Deposit Certificate

-3 (continued)

CARDINAL

Cardinal requires that all deposits have a valid
ChartField combination, pass budget check,
and that their control amounts and counts
match the related details before the Deposit
Control Ticket can be approved.

A Status of Complete on the Approve
Deposits page indicates the individual deposit
has a valid edit and budget status and is ready
for approval.

If the Status is Error, you can click the View
Detail Status icon to determine whether the
deposit has edit errors and/or budget check
errors.

Approve Deposits

Fa\fovr'rtes Mainvl'v'lenu > Accuuntszece'n.fabIe > Pavrgents > Apphtpgyments > Approve Deposit

*Deposit Unit: fs100 (@,
Deposit control Ticket Number: DCos2215
Control Total Amount: 11,730.000 Control Count: 1
*Bank Deposit Date: 06/19/2015 |[5] Do Hot Send to CARS
WS Posted By: WS Posted Date:
Approved By: Approved Date:
T ‘ )
Deposit ID Deposit Amount Status iew Detail Status
1397 @, 11720.00Q Complete E ] [=]
Approve
[F] save | | motify | & &dd 7| Update/Digplay
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Creating and Approving a Deposit Certificate
(continued)

The View Detail Status link opens the Deposit Detail Status page. It provides information to indicate if
the deposit is ready for approval. The status of the deposit is displayed. The Deposit ID and Bank Code
values display so you can ensure that all the deposits in the Deposit Certificate have the same bank
account. A deposit must be complete, valid, and journalled in order to be approved.

Favorites © Main Menu > Accounts Receivable > Payments > Apply Payments > Approve Deposit

Deposit Detail Status

Deposit ID:; 397
Bank Code: 1105

Bl , -l
Customize | Find | view o0 | B | 3 Fist El qor1 O st

. Budget
Payment Payment Edit Check Payment Status
Sequence Amount Status
Status
1 1 11,730.000 Complete Valid Journalled
Return
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Creating and Approving a Deposit Certificate
-3 (continued)

CARDINAL

Once the deposit is complete, click Approve to finalize. The Approved By and Approved Date fields on
the page will auto-populate with your User ID and the current date.

Fa*.-'cn‘l'ites Mainvrv'lenu > Accounts Receivable > Payments > Apply Payments > Approve Deposit

Approve Deposits

*Deposit Unit:
Deposit control Ticket Number: DC062215
Control Total Amount: Control Count:

*Bank Deposit Date: Do Not Send to CARS

- WS Posted Date:
| A;;rwed By: UHK37558 Approved Date:  06/22/2015 I

) K na

Deposit 1D Deposit Amount Status View Detail Status

1/397 11730.000 | Approved Fé.

EJJ Save =] Motify |+ Add 7| UpdateiDisplay
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CARDINAL

Once you approve the deposit, it will be
processed further during nightly batch
processing:

* Deposit Post Processor prepares the
batched and approved direct journal
deposits for posting to the General Ledger.

« Journal Generator creates journal entries
from the Accounts Receivable module, and
posts them to the General Ledger.

« The Direct Journal accounting entry in the
Accounts Receivable module is updated
with the GL journal information.

e The GL Journal ID and Journal Date are
updated on the ChartFields tab.

» Interfacing agencies can see the journal ID
on the Funds Receipt Extract.

Reviewing General Ledger Journal Information

Fa\'nvrrtes MalnvMenu 3 Accounts Receivable > Payments > Direct Journal Payments » Modify Accounting Entries

Deposit Contral

Unit: 15100 Deposit ID: 397 Payment: 1 Seq: q
Amount: 11,730.00 Currency: usD
Base: 11,730.00 Currency: usD
Complete Budget Status: Valid
@ Standard Supplemental (Entry Event) Both Display

| ChE
Currency Details Budget | Journal Reference Information
|

Source - — Short
Type Category Subcategory  Affiliate Fund Affiliate Mame Status Stat Journal ID Journal Date|
User Complete ARO0094401 06/2212015
casn Mot AR00094433 0812212015
Edited . o ) .
TREAS 01000 InterUnit  Complete AR00094401 08/22/2015
18100 01000 interunit Mt AR00094433 62212015
2 & Edited . =3 06/22/2015
< n »
Lines: 4 Total Debits: 23,460.00 Currency: USD Total Credits: 23,460.00 Currency: USD HNet: 0.00

5] save [t Returnto Search | [ Notify

Directly Journalled Payments | Deposit Control
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(continued)

-
CARDINAL

Reviewing General Ledger Journal Information

Directly Journalled Payments ( Deposit Control

Favorites Main Menu > Accounts Receivable > Payments =

Direct Journal Payments : Modify Accounting Entries

Accounting Line Display

Standard ) Supplemental (Entry Event)

) Both

Unit: 15100 Deposit 1D: 397 Payment: 1 Seq:
Amount: 11,730.00 Currency: usD

Base: 11,730.00 Currency: usD

[Vl complete Budget Status: Valid

Display

Distribution Lines

Customize | Find | el

Status

Complete

Mot
Edited

Complete

Mot
Edited

Stat

"M e |
First 1-4 of 4 Last

Journal ID Journal Date

ARDDDI4401 06/22/2015

ARODD94433 06/22/2015

AROD094401 062212015

ARDOD094433 06/22/2015
i

"

| @SEGE0 | currency Details || Budget || Journal Reference Information
Source _ _ Short
Type Category Subcategory Affiliate Fund Affiliate Hame
User
Cash
TREAS 01000 InterlJnit
15100 01000 InteriJnit
L]
Lines: 4 Total Debits: 2346000 Currency: U= Total Credits:

2346000 Currency: USD Het:

0.00

5] save | [ST Returnto Search [ MNotify |

Directly Journalled Payments | Deposit Control
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Reviewing General Ledger Journal Information
(continued)

The accounting date and deposit ID are written to the Line Desc field on the Currency Details tab.
Cardinal uses this information to extract Accounts Receivable data that is sent to CARS.

Favarites Main Menu > Accounts Receivable > Payments : Direct Journal Payments : Modify Accounting Entries

Directly Journalled Payments Deposit Control

Unit: 15100 Deposit ID: 297 Payment: 1 Seq: 1
Amount: 11,730.00 Currency: usD

Base: 11,730.00 Currency: usD

/| Complete Budget Status: valid

Accounting Line Display

@ Standard () Supplemental (Entry Event) ) Both Display

Distribution Line<
ChartFieldz

Customize | Find | B | #H

First K0 4.4 of 4 I3 55t

Currency Details Budget || Journal Reference Information

Line Descr
15-06-22AR_DIRJRNL397
15-06-22 AR_DIRJRNL397

15-06-22AR_DIRJRMNL397

15-06-22AR_DIRJRML397

Lines: 4 Total Debits: 2346000 Currency: USD Total Credits: 23,460.00 Currency: USD Het: 0.00

5] save (o ReturntoSearch =] Notify

Directly Journalled Payments | Deposit Control
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Simulation: Finalizing a Deposit

You are now about to view a simulation on finalizing a deposit in Cardinal.

CARDINAL
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Hands-On Practice: Finalizing a Payment

CARDINAL

This lesson includes practice that will reinforce the lessons learned today. Your instructor will provide
direction regarding specific activities that are part of this lesson. Please ask your instructor if you have
any questions.
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Lesson 4: Summary

CARDINAL

In this lesson, you learned:

Corrections or updates made in Cardinal to interfaced deposits, require online approval in Cardinal.

Deposits are grouped and approved on the Approve Deposits page in Cardinal under a user
defined deposit certificate ticket.

A nightly batch process validates deposits related to an approved deposit certificate for posting to the
General Ledger.

Deposit information is sent from the General Ledger to CARS for posting.
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Lesson 5: Deposits Reports and Queries

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

* Reports

* Queries
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Reports

—

CARDINAL

Three frequently used reports include:

» Deposit Summary

 Payment Summary

» Funds Receipt Upload Error Report
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CARDINAL

Deposit Summary Report

This report lists detailed information for deposits. It displays the data found on the Deposit Control page.

You can navigate to this report using the following path:

Main Menu > Accounts Receivable > Payments > Reports > Deposit Control by Entry Date

Report ID: AR20001

PeopleSoft Receiwvables
DEPOSIT SUMMARY

Business Unit: 15100% For 01-JUL-2013 through 03-DEC-2013

Report Currency: Base Amount

Operator: ALL VALUES

Deposit Type: ALL VALUES

Bank Account: ALL VALUES

Post Status: Complete

Entry Date Unit Deposit ID Oper BAssn Oper Type Bank Acct  Bal Post Status Control Amount

07/03/2013 15100 157 VPHB2737 VEHB2T3T 1 1105 SCAN  Yes Complete 45,00
Total For 15100 45.00
Total For 07/03/2013 45,00

Entered Amount

Posted Amount

Page Ho.
Run Date 12/03/2013
Run Time 08:58:38

Journalled Amt
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Payment Summary Report

—

CARDINAL

This report lists the status for all payments within a deposit. It displays the data from the Payments tab of
the deposit.

You can navigate to this report using the following path:

Main Menu > Accounts Receivable > Payments > Reports > Payment Summary

PeopleBSoft Receivables

Report ID: AR20003 PAYMENT SUMMARY Page No. 1

Depoait BU: 15100% For 01-JUL-2013 through 03-DEC-2013 Run Date 12/03/2013

Report Currency: Basze BEmount Run Time 09:26:46

Depoait ID: ALL VALUES

OPRID: ALL VALUES

Post Status: aAll

Entry Dt Dep EU Deposit ID JERID Assn OPRID Post Status Seq Acctg Dt Payment ID Pymt Status Entered Amount

07/03/2013 15100 157 VPHB2T37 VPHB2737 Complete 1 07/02/2013 1 Journalled 49.00 USD
TOTAL FOR 157 49.00 USD
TOTAL FOR 15100 49.00 USD
TOTAL FOR 07/03/2013 49.00 USD
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CARDINAL

Funds Receipt Upload Error Report

This report provides details on all errors, including missing and invalid data, encountered when loading

Funds Receipt data from agency systems into Cardinal.

You can navigate to this report using the following path:

Main Menu > Accounts Receivable > Payments > Reports > Funds Receipt Upload Error Report

<
CARDINAL

Report ID: AR731

Commonwealth of Virginia

FUNDS RECEIPT UFLOAD ERROR REPORT

Run Date: 05/12/2014
Bun Time: 11:38 00

Submitting AR BU:
Upload Date Range:

File Name:

Upload Date:

Deposit BU:

Acc Date

12-MRR-2014
12-MBR-2014
10-MRR-2014

30-JUN-2013

50500_mRO3%_IN_03122014_1244_00l.dat

50500
01-MRR-2013

14-MBR-2014

50500
Agency Dep
Cert Nbr

0ZAR031R
02aR031B
022R031B
0Z2AR0O31F
02aR031G

Pymnt ID

ATR1

CHECE4

31-MRR-2014

Pymnt Seq Nbr

(= S e e ]

Dist Line Nbr

[=]

Error Field Name
V_DC_TICEET NER
CONTROL _RMT
BANF,_CD

CUST_ID
ACCOUNTING DT
EARYMENT METHOD

Field Value

200
208045

0e/30/2013
CH

Summary totals not displayed on the report as transactions were received under contrelling business unit

Page Ne. 1 of 2

Error Description

;, please run report for controlling business unit for summary totals.
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Queries

CARDINAL

Six frequently used queries include:

Deposits Not Posted to GL
Deposits Not Approved
Deposits Not Sent to CARS
Posted Deposit Extract
Cash Receipts Deposit

ATA Receiving Agency Query

81



—

CARDINAL

Deposits Not Posted To GL Query

This query shows a listing of all direct journal deposits that were not posted to the General Ledger. It can
be used to monitor Deposit Certificates to ensure all deposits were posted to the General Ledger. The
guery requires user inputs for Deposit Business Unit, and date range. Bank Code is an optional user input

field.

You can navigate to this report using the following path:

Main Menu > Reporting Tools > Query > Query Viewer >V_AR_DEP_NOT_POSTED TO_GL

V_AR_DEP_NOT_POSTED_TO_GL - Deposits Not Posted to GL

Deposit BU: 15100 3,

Bank Code (% for all values): ’%—QJ

From Date: [07/01/2013 [[5)

To Date: ’m@
View Results

Download results in :  Excel SpreadSheet CSVTestFile XMLFile (1 kD)

View Al

Firstﬂ‘l—E-UfE- P Last

Bank Depo_sit Deposit Deposit Accounting Payment Payment GL Distrib qurnal UserID Deposit Control Ticket
Cd Unit (1] Type Date Sequence Amount Status Directly Humber
1(1100  |15100 168 1 09/28/2013 1 400.000 (N ¥ PPS_LONGFELLOW. TESSA CARS_151
2|1100 15100 168 1 09/28/2013 2 400.000(M Y PPS_LOMNGFELLOW.TESSA CARS_151
31100 15100 169 1 0942812013 1 300.000(N ¥ PPS_LONGFELLOW.TESSA CARS151T
41100 |15100 169 1 09/28/2013 2 300.000(N Y PPS_LONGFELLOW. TESSA CARS151T
511100 15100 172 1 093002013 1 11730.000|MN Y 'PPS_LONGFELLOW TESSA DC15100
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¥ | Deposits Not Approved Query

CARDINAL

This query shows deposit IDs and deposit certificates that have not been approved (finalized). The query
requires user inputs for Business Unit and date range.

You can navigate to this report using the following path:

Main Menu > Reporting Tools > Query > Query Viewer >V_AR_DEPOSITS NOT_APPROVED

V_AR_DEPOSITS_NOT_APPROVED - Deposits Not Approved

Accounting Date From:
Accounting Date To:

View Resulis

View Al

Business Unit (% for All): (15100 QJ

07/0112013 [
120312013 [3)

Download results in . Excel SpreadSheet C3VTextFile XWMLFile (1kb)

First ﬂ 1-30f3 ﬂ Last

Business Unit Deposit Ticket Number Deposit ID Deposit Amount Deposit Count Date Entered Accounting Date
1 15100 167 100.000 1(09/30/2013 2013-09-30
2 15100 170 500.000 1(09/20/2013 2013-09-20
3 |15100 171 11730.000 1111872013 2013-09-18
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¥| Deposits Not Sent to CARS Query

CARDINAL

This query lists the deposit certificates that were marked Do Not Send To CARS. The query requires user
inputs for Business Unit and date range.

You can navigate to this report using the following path:

Main Menu > Reporting Tools > Query > Query Viewer >V_AR_DC _NOT_SENT_TO_CARS

V_AR_DC_NOT_SENT_TO_CARS - Deposits not sent to CARS

Business Unit (% for all): 15100 QJ

Date From: 07/01/2013 EJ
Date To: 12/03/2013 |[5)
View Results

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

First ﬂ 1-10f1 ﬂ Last

Unit Deposit Tkt Nbr CARS Indicator

Control Count Entered
1 15100 CARDOA4 1l

425.000 09/24/2013 A

Approved

=k
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Cash Receipts Deposit Query

CARDINAL

This query displays cash receipt deposits where the Created By User ID and Approved By User ID are the
same. This is for audit purposes, since the same user should not both create and approve deposits. The
guery requires user inputs for Deposit Business Unit, and date range.

You can navigate to this report using the following path:

Main Menu > Reporting Tools > Query Viewer >V_AR_CASH_RECEIPTS DEPOSITS

V_AR_CASH_RECEIPTS_DEPOSITS - Cash Receipts Deposits

Deposit Business Unit: 50100 &
Date Approved From: |0L0%2012 [
Date Approved To: 02014 [3

View Resulls

Download results in . Excel SpreadSheet C8VTedFile ¥MLFile (1 kD)

DepositBU | DepositiD | DC Ticket Number | Posted By | PostedDate | ApprovedBy | Approved Date Created By
1 (50100 53394 55018689 JOHM.DOE 1214/2012 JOHN.DOE
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Posted Deposit Extract Query

CARDINAL

This query displays deposits that have successfully posted to the General Ledger. The query requires
user inputs for Deposit Business Unit and date range.

You can navigate to this report using the following path:

Main Menu > Reporting Tools > Query Viewer >V_AR_POSTED_ DEPOSITS

V_AR_POSTED_DEFPOSITS - Posted Deposit Extract Query

Posted From Date:;
Posted To Date:

Wiew Results

Deposit Business Unit: 15100

0510112013 |[5]
0513112013 |[5]

Download results in :  Excel SpreadSheet CSVTextFile XMLFile (4 kb)

Depomt Dgpomt D?poﬁlt Dgpomt Date Deposit CARS |Approver's |Deposit | Accounting | Deposit | Deposit | Deposit | Bank Payment Paym
Business| Ticket | Ticket | Ticket A d Dat indicat 0 D D Dat A t| count | T Cod Sequence D
Unit |(Number|Amount| Count pprove ate ndicator per ate moun oun ype 008 Number
1115100 135 223500 1 0512812013 (Y 135 0512812013 (223 500 11 1200 1)1
2115100 135 223500 1 052812013 (Y 135 0512812013 [223.500 11 1200 111
3115100 138 160.000 1 (05312013 (051312013 Y RIC36556 |138 0513112013 (160.000 1|4 1104 1)1
4115100 138 160.000 1(05/31/2013 (051312013 Y RIC36556 |138 0513112013 [160.000 114 1104 111
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CARDINAL

ATA Receiving Agency Query

This query displays ATA deposits that have successfully posted to the General Ledger.

You can navigate to this report using the following path:

Main Menu > Reporting Tools > Query Viewer > V_AR_ATA RECEIVING_AGENCY

V_AR_ATA_RECEIVING_AGENCY - ATA Receiving Agency Query

Wiew Results

Accounting Date From:

Accounting Date To:

Deposit BU (% to run for all): [% OJ
Customer ID {% to run for all}: % OJ

01/01/2014 ]
06/19/2014 {3}

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

View All FiretﬂMﬂ Last
Deposit | Customer Payment| Payment Cost Agency |Agenc! R DC Ticket | Line Clinl Approve
Unit P Cust Name i ik Acctg Date | Account |Dept| Fund |Program FIPS ey (2 ¥ Asset|Task |Bus |Project LN pp
D D D Sequence Center Use2 | Use1 Unit Hum Amount REF Date

Department

1/50500(19 15200 ofthe ATA1 1|05/06/2014|5012120|925 |02505)|602001 02AR038B|335.780 05/06/2014
Treasury
Tidewater

2|50500(32 29500 Community  |ATA1 1|05/07/2014|5012120|925 |02505)|602001 02AR030B|500.000 05M12/2014
College
INDIGENT

3|50500(18 84800 DEFEMSE ATA1 1(05/02/2014|5012120|925 |02505)|602001 02AR0D37B|850.000 05/05/2014
COMMISSION
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Lesson 6: Summary

CARDINAL

In this lesson, you learned how to:

» Navigate to the key reports and queries
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Course Summary

CARDINAL

In this course, you learned how to:
» Define key Accounts Receivable concepts
» Describe how Accounts Receivable integrates with other modules in Cardinal
« Enter and finalize a direct journal deposit in Cardinal
» Understand the process for interfaced direct journal deposits

» Navigate to key reports and queries

89



Course Evaluation

CARDINAL

Congratulations! You successfully completed the AR326: Accounts Receivable — Funds Receipts
course. Please use the evaluation link to assess this course.
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Appendix

CARDINAL

« Key Terms

* Flow Chart Key
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Key Terms

CARDINAL

Accounts Payable - The functional area that handles Cardinal Commonwealth of Virginia (COVA)
payments and consists of two modules, the Accounts Payable module and the Expenses module.

Accounts Receivable - The module in Cardinal which allows COVA agencies to manage funds received
through deposit creation and the recording of cash, revenue, and other funds receipts (e.g., petty cash).

Agency to Agency (ATA) Transactions — Includes payments by one agency to another for goods or
services, pass through federal funds, cash transfers (state grants), transfer of appropriations, transfer of
cash collected on behalf of another agency, etc. In Cardinal, ATA transactions are handled in one of three
different ways depending on the type of transaction. Transfer of funds are handled in the General Ledger.
Inter-agency payments are handled in Accounts Payable. Inter-agency deposits are handled in Accounts
Receivable

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

Business Unit - An operational subset of an organization. In Cardinal, each state agency is a Business
Unit.
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Key Terms

CARDINAL

Combination Edits - Rules that determine which ChartField values are required, or not allowed, in
combination, in order for an accounting entry to be posted.

Commitment Control - Tool that enables the tracking or controlling of expenses against budgets and
revenues against estimates.

Customer ID - The number that identifies the COVA agency submitting the payment.

Deposit Certificate Number - A unique number from the deposit slip provided by the bank. Keyed into
Cardinal to uniquely identify the deposit when entering a funds receipt transaction.

Deposit Control - Tool that establishes the control totals and amounts for each deposit.

Deposit ID - The unique key reference for deposits in Cardinal. This number is associated with one
deposit and can be used as a lookup to view details of a deposit, including control totals and status.

Deposit Type - Value that is used to categorize different types of deposits in the system (e.g., cash,
checks, wire, etc). In Cardinal, the deposit type defaults from the bank configuration.
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Key Terms

CARDINAL

Deposit Unit - Element that defines the agency to which a deposit will be credited.
Direct Journals - Entry used to enter payments in the Accounts Receivable module.

Direct Journal Payments - Payments that do not correspond to receivables established in Cardinal.
Cardinal refers to these payments as directly journalled entry payments and treats them as miscellaneous
cash receipts.

Electronic Payment - Payments from EDI transmissions and EFT payment files that are routed to the
treasury.

Funds Receipt - The process that allows the Commonwealth of Virginia (COVA) agencies to record funds
received through deposit creation and the recording of cash, revenue, and other funds receipts (e.g. petty
cash) by creating direct journal entries for payments that will be sent to the General Ledger.

General Ledger - The module that contains all the accounts (e.g. Budget, Actuals, Modified Accrual, Full
Accrual and Cash) used to track accounting transactions. The General Ledger serves as the basis for the
preparation of financial statements.
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Key Terms (continued)

CARDINAL

Payments - In the Accounts Receivable module this term refers to funds received by the agency.

Payment Status - Code that identifies a payment’s status as it is processed. A direct journal has a
payment status of “unidentified” when entered, but the status changes to “Directly Journalled” when the
accounting entries are created and marked complete.

Posting - Process that creates the accounting entries for vouchers, cash advances, expense reports and
payments. When an entry is free of errors, it can be posted.

SpeedType - A predetermined chart of accounts value string which populates or partially populates the
accounting distribution line when entered on a transaction.
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CARDINAL

Flow Chart Key

FLOW CHART KEY

Step
Description

Batch
Frocess

Manual
Operation

Decision
Qutcome

Entity
Name

Process

Depicts a process step or interface,

Specifies a batch process. End

Depicts a process or step that is performed manually. Document

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

o |

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

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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