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Welcome

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 journal processes 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.



Introduction

—

CARDINAL
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Course Objectives

After completing this course, you will be able to:

» ldentify key journal entry concepts
* Understand the overall journal entry process
» Enter Agency to Agency transfer (ATA) journals

» Understand how journal processing integrates with other Cardinal modules and interfaces with
external systems

* Create journal entries in Cardinal

» Create and upload a spreadsheet journal

» Review and correct edit check errors

» Review and correct budget check errors

» Submit journal entries for approval and monitor journal status
* Navigate to the key reports and online inquiries



Agenda

—

CARDINAL

Today, we will cover the following lessons:
* Lesson 1: Understanding Journals
* Lesson 2: Creating Journal Entries
» Lesson 3: Processing Journal Entries

» Lesson 4: Journal Entry Reports and Online Inquiries



Lesson 1: Understanding Journals

—

CARDINAL

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

* Key Concepts

e Create and Process Journals

* Integration and Interfaces



Key Concepts

Some key concepts in journal entry processing include:

Commitment Control enables you to create budgets and to budget check source transactions
originating in various Cardinal modules, such as Accounts Receivable — Funds Receipts, General
Ledger or Accounts Payable. Budget checking checks multiple budget ledgers at the same time.

Cardinal allows for full accrual, modified accrual, and cash bases of accounting for the
Comprehensive Annual Financial Report (CAFR). Funds that operate on a statutory basis must
convert their accounting activity to the modified accrual and/or accrual basis of accounting for the
CAFR. Proprietary and Fiduciary funds that do not operate on a statutory basis use the accrual basis
of accounting throughout the year.

Cardinal allows users, with the necessary security access, to transfer funds across agencies
(Business Units) by entering Agency to Agency (ATA) transfer journals. An ATA transfer journal is
entered when the funds transfer is not for goods or services received or rendered between agencies.
Users who lack security access to transfer funds between business units can create a spreadsheet
journal and send it to DOA for upload into Cardinal.



Key Concepts (continued)

An online journal (or a spreadsheet journal after it has been uploaded) can be saved in an
incomplete status if it is not ready to be posted. Select the Save Journal Incomplete Status
checkbox to save journal transactions and complete them later. Incomplete journals cannot be
batch edited or budget checked.

Cardinal uses SpeedTypes to auto-populate ChartFields on journal entries. A SpeedType is a
single value that auto-populates a predetermined Chart of Accounts (COA) value string (such as
fund, program, and department). A SpeedType provides a shortcut for frequently used ChartField
combinations. When a SpeedType is entered, users can still enter additional COA values on the
associated distribution line and / or modify populated values.

SpeedTypes can be used in General Ledger, Expenses, Accounts Receivable Direct Journals, and
Commitment Control Budget Journal entries.

SpeedCharts provide similar functionality for Accounts Payable except that multiple accounting
distributions can be configured for an individual SpeedChart.



Key Concepts (continued)

Combination editing defines rules about which ChartField values and combinations are required for
accounting entries that are posted in Cardinal. Combination editing rules apply to all modules in the
validation of transactions. Combination editing helps to ensure accuracy of data.

Cardinal also edit checks all General Ledger journals to verify that they balance by Business Unit,
Fund, and Project, to ensure that debits equal credits, and to ensure that cash accounts and certain
transfer accounts net to zero within the journal.

After they pass edit check, budget check, and have been submitted for approval, regular online and
spreadsheet journals are routed, by Cardinal, through Workflow for approval. Approvers may be
notified by the users who enter the journals. They may run queries to identify items that have not yet
been approved or review their worklist for journal listings. General Ledger budget journals, either
entered online or uploaded, are not, however, routed through workflow for approval.

An Audit Log is a list of events related to a journal. This log provide users with the ability to audit
documents and events that affect journals. Example events are: create journal, delete journal, mark
to post journal, and update journals.



Create and Process Journals

—

CARDINAL

Create and Process Journals is one of the main functions within General Ledger. During this process,
transactions post to the General Ledger.

This process involves:
1. Create Journals
2. Edit Check Journals
3. Budget Check Journals
4. Submit Journals for Approval

5. Post Journals
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Create Journals

Journals can be created in several different ways in Cardinal:
* Manually: Manual journals are created online using the journal header and journal line pages.

e From Inbound External 3rd Party and External Agency Systems: External 3™ party systems such
as the Commonwealth’s Integrated Payroll / Personnel System (CIPPS), and external agencies’
systems, create files that are staged for batch processing to create journals in General Ledger.
External system journals are created and processed through batch jobs.

* From a Spreadsheet: Spreadsheets can be used to load journal data into Cardinal. Accounting
data used to create journals can be copied into the spreadsheet template. An Excel macro then
creates a file that can be loaded to create a journal in Cardinal.

 From other Cardinal Modules: Journals from other modules are created and processed through
batch jobs. Accounting entries are created, processed, edit and budget checked in their respective
modules before being sent to General Ledger. The Journal Generator process then formats the
accounting entries, creates the journal(s) and then edit checks and posts in General Ledger.

11
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CARDINAL

Create Manual Journals Online

START

ENTER JOURNAL
HEADER AND LINE
DATA ONLINE

OURNAL ENTR

COMPLETE? Yes

No
MARK JOURNAL AS
INCOMPLETE
v
COMPLETE JOURNAL Uncheck the ‘Save Journal as Incomplete
DATA ENTRY Status’ once journal entry is complete.
This will allow the journal to continue
processing.
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Batch Journals

CARDINAL
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Process Journals

—

CARDINAL

Once a journal has been created, journal processing begins and includes the following steps:

Edit check journal

» Budget check journal (if not budget checked in originating Cardinal module)
» Submit journal for approval (for journals entered or updated online)

» Approve journal (for journals entered or updated online)

* Post journal
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CARDINAL

Process Journals (continued)

Journal must be successfully

edited before posting.

EDIT CHECK
JOURNAL(S)

A A

Accounting entries
from external
systems will typically
be edited and budget
checked during the
nightly batch

Journal must be successfully
budget checked before
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EDIT ERRORS
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JOURNAL(S)

Yes

4

CORRECT EDIT
ERRORS

processing.

CORRECT BUDGET
ERRORS

A journal from Accounts Payable,
Expense, and Accounts Receivable
is pre-approved since the
originating transaction is approved
in the source module. The
transactions have also been
successfully budget checked in the
submodule.

Cardinal requires the edit process
be run on every journal, including
sub-module journals.

The journal post process
updates the target ledger.
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JOURNAL(S) EXIST? ERRORS
> POST JOURNAL
No

DOES JOURNAL
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Edit Check Journals

The Journal Edit process ensures that the ChartField values and combinations are valid, that journals
balance by Business Unit, Fund, and Project, that debits equal credits, and that cash accounts and certain
transfer accounts net to zero within the journal.

All journals must pass edit check before they can be budget checked.

Journals from the following are first edit checked when processed in their modules, and again before they
post to General Ledger:

» Accounts Payable module
* Expenses module
» Accounts Receivable — Funds Receipts module

Both online and interfaced journals that fail combination editing or have invalid values must be corrected
before they can be budget checked. Once corrected, journals must be edit checked again to ensure all
errors have been resolved and the journals are valid.

16



Budget Check Journals

Online journals, interfaced journals, journals created from external third party systems, and spreadsheet
journals must pass checks against the established Commitment Control budgets in General Ledger for
valid combinations and amounts.

The following online accounting entries are budget checked in their originating Cardinal modules prior to
being journal generated to General Ledger:

» Journals from the Accounts Payable module
» Journals created in the Expenses module

» Journals from the Accounts Receivable — Funds Receipts module

Once they pass budget check in their originating Cardinal module, these online accounting entries are not
budget checked again before posting to General Ledger.

17



Submit Online Journals for Approval and Run
Journal Post

Only journals that pass edit and budget check can be routed for approval.

Cardinal Workflow routes journals entered or updated online to the worklist of the appropriate approver(s)
for approval. Workflow determines the appropriate approver(s), based on the profile of the user who
created the journal and the type of expense. The approver can view items awaiting approval by checking
their worklist.

Some journals may require multiple levels of approval. Once all necessary approvals are complete,
journals can be posted to the ledger by a batch process. Posted journals are summarized and General

Ledger is updated.
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CARDINAL

Integration with Other Cardinal Modules

Each Cardinal module feeds financial data (which become journals) to General Ledger.

Accounts Payable

Expenses

Accounts
Payable

General Ledger

Accounts
Receivable
(Funds Receipt)
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Integration and Interfaces

Cardinal modules feed different types of financial data that become journals to General Ledger. General
Ledger interfaces with external 3" Party Systems that also generate journals. The diagram below depicts
both interfaces with external systems as well as integration within Cardinal with Accounts Payable,
Expenses, and Accounts Receivable — Funds Receipts. They all provide journal data to General Ledger.

Accounts
Accounts Payable Expenses Rme
Voucher Accruals Expense Accruals, —
Deposit/Payment
and Payment Payments, Closures .
Application
[
4 ™ ™
EXte;”;L:S ;artv System Setup and Period Close
v ChartFields
Interfaces
J
h 4
) )
External 3rd Party
Systems & < Create and Process CARS
Journals
Interfaces
4 ™
External 3rd Party Create and
Systems & Process Budget
Interfaces Journals
g f /
Budget Journal Journal
Spreadsheet Spreadsheet
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Integration and Interfaces (continued)

General Ledger journal processing also interfaces with external systems:

Commonwealth Accounting and Reporting System (CARS): All journals posted to General
Ledger that have the CARS status set to Send to CARS are transmitted to CARS.

Commonwealth Integrated Payroll Personnel System (CIPPS): This interface sends payroll data
to Cardinal.

Spreadsheet Upload: Excel spreadsheets can be uploaded into Cardinal to create journals. They
are edit and budget checked once they are uploaded.

Agency Financial Systems: Cardinal receives journal data from external agency financial systems
through a nightly batch process. Agencies will receive journal data from Cardinal through a nightly
batch process. They can use the journal data to reconcile back to their agency system.

Department of Planning and Budget: Creates Appropriation, Allotment, Operating Plan and
Revenue Estimate budget journals to send to Cardinal.
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CARDINAL

Integration and Interfaces (continued)

Commonwealth

Accounting and

Reporting System
Agency (CARS)

Systems
Transaction Histor
Commonwealth \ /

Integrated Payroll Payroll Data . Dt
Personnel System \ /manc'a e

Planningand Fixed Asset
Budget Data . Data
Cardinal Fixed Asset
General IXed Asse
Perform::lmce Ledger Accounting System
Budgeting (FAACS)
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Lesson 1. Summary

In this lesson, you learned:

Create and Process Journals is the main function within General Ledger. During this process,
financial transactions post to the General Ledger.

Commitment Control enables you to create budgets and to budget check source transactions
originating in various Cardinal modules, such as Accounts Receivable — Funds Receipts, General
Ledger or Accounts Payable.

Transactions must pass edit check and budget check in order to post to the ledger. Some journals
are budget checked in the originating modules prior to integrating to General Ledger.

General Ledger journal entries that are not pre-approved are routed for approval after they pass edit
check, budget check and have been submitted for approval.

General Ledger journal processing interfaces with external systems such as CARS, CIPPS and
agency financial systems.
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Lesson 2: Creating Online Journal Entries

—

CARDINAL

In this lesson, you will learn how to:

» Create journal entries online in Cardinal

* Create and upload a spreadsheet journal in Cardinal

* Understand the process for entering Agency to Agency transfer (ATA) journals

24



Creating a Manual Online Journal Entry

A journal must meet certain requirements:

It must have a header.

» The header contains the information that uniquely identifies the journal (Business Unit, Journal
ID, and Journal Date).

* It must have at least two entry lines.

* |t must have at least two lines because total debits must equal total credits for a single journal
entry.

* |t must balance, i.e., debits must equal credits.

* It must have an accounting distribution. The accounting distribution classifies the transaction.

* It must be approved. In Cardinal, workflow routes the journal to the appropriate approver(s) for
review. Workflow is department specific. Once you submit a journal, Workflow routes it to the

approver assigned for the department. Some journals (e.g., legal services, capital outlay, etc.)
require multiple approvals.

25



Creating a Manual Online Journal Entry
-3 (continued)

CARDINAL

A manual journal entry is a journal entry created directly in Cardinal.

Manual journal entries are initiated from the Create/Update Journal Entries page. This page allows the
Journal Processor to create manual journals online using the Header and Lines tabs.

Navigate to the Create/Update Journal Entries page using the following path:

Main Menu > General Ledger > Journals > Journal Entry > Create/Update Journal Entries

Favorites | Main Menu > General Ledger > Journals > Journal Entry  » Create/Update Journal Entries

Create/Update Journal Entries
Find an Existing Value

Business Unit: 15100 OJ
Journal ID: MEXT

Journal Date: |05/09/2014 Eﬂ

Add

Find an Existing Value | Add a New Value

26



Creating a Manual Online Journal Entry

-3 (continued)

CARDINAL

The following fields are entered on the Add a
New Value tab:

» GL Business Unit identifies the Agency.
For example, DOA is BU 15100.

e Journal ID defaults to NEXT and cannot be

changed.** When you Save the journal,
Cardinal automatically updates the NEXT
value to a sequentially assigned number.

* The Journal Date defaults to the current
date but can be changed. This date
determines the accounting period and fiscal
year to which the system posts the journal.

Interfacing Agencies only

**The Journal ID defaults to NEXT, but can be
changed. Entering the Journal ID from the
agency system here will enable you to reconcile a
journal in Cardinal back to your agency system.

Favorites | Main Menu > General Ledger > Journals > Journal Entry > Create/Update Journal Entries

Create/Update Journal Entries

Find an Existing Value

Business Unit:[15100 @,
Journal 1D: MNEXT

Journal Date: [05/09/2014 [

Add

Find an Existing Value | Add a Mew Value
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Create / Update Online Journal Entries Page -

Header Tab

CARDINAL

Key items of the journal header include:

Long Description: Use this text field to
provide a description / purpose for the journal
entry.

Ledger Group: This field auto-populates
based on the setup of your Cardinal User ID.
The Ledger Group defines where to post the
journal.

Source: This field auto-populates based on
the setup of your Cardinal User ID. The
Source field identifies the journal’s
originating location. If you are entering a
journal online, the field defaults to ONL,
indicating that this entry is for an online
journal entry.

Favorites : Main Menu > General Ledger > Journals > Journal Entry > Create/Update Journal Entries

D[ Lines Totals Errors Approval
Unit: 15100 Journal 1D: MNEXT Date: 05/09/2014
Long Description: =
*Ledger Group: ACTUALS @ I Adjusting Entry: Non-Adjusting Entry -
Ledger: @, Fiscal Year: 2014
I *Source: oML @, I Period: 11
Reference Number: ADB Date: 05/09/2014
Journal Class: Q@
: [Tl Auto Generate Lines
Transaction Code: GENERAL @
N [7] save Journal Incomplete Status
[”] Autobalance on 0 Amount Line
SJEType: ™ CARSIndicator Sendto CARS -

Currency Defaults: USD / CRRMNT /1

Aftachments (0)

Reversal: Do Not Generate Reversal

[5] save

Header | Lines | Totals | Errors | Approval

(=] Notify

* Refresh

Commitment Control

=y Add 7| Update/Display
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Create / Update Online Journal Entries Page -
-1 Header Tab

CARDINAL
L4 The Transactlon COde for a” Journals |n Favovr'rtes Mainivlenu > GenemI'Ledger > Joulnals > Journ;ﬂEntn,r > Create/Update Journal Entries
Cardinal defaults to General and should not |, e e e
be Changed' Unit: 15100 Journal ID: MEXT Date: 05/09/2014
Long Description: =
« The Adjusting Entry field defaults to Non- | e e L —
. . edger: N iscal Year: 2014
Adjusting Entry and should not be changed. | ... o, oo -
Reference Number: ADB Date: 05/09/2014
H H SIS 2 [Tl Auto Generate Lines
» The Fiscal Year and Period default from the | sansaction cose: el 2, | A

Journal Date entered on the previous I Autobalance on 0 Amourt Line
SJE Type:
screen. e

'I CARS Indicator Sendto CARS -

Currency Defaults: USD / CRRMNT /1

Aftachments (0) Commitment Control

° Standard JOU rnal Entry (S,J E) Type ThlS Reversal: Do Not Generate Reversal
field is left blank unless you are creating a e ] G
model journal. These are not commonly USed |sescer)wines  rosis s oo

=y Add 7| Update/Display

in Cardinal.
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CARDINAL ( )
L Reversal DO Not Generate Reversal Fa\'ovr'rtes Mainl\ﬂenu > GeneraI'Ledger > JouLnals > Juurna'IEntr\r » Create/Update Journal Entries
Cardinal can create automatically ) (e e (B (e
reverSIng entrles In a pre_deflned Unit: 15100 Journal 1D: MNEXT Date: 05/09/2014
period. This is not commonly used. Long Descripton: &
*Ledger Group: ACTUALS @, Adjusting Entry: Non-Adjusting Entry -
« Save Journal Incomplete Status: You i o o
can save incomplete journals with the Reference Number J ADE Date: Jearzn s
status of T - Journal Entry Incomplete Journal Class: Q rto Gonerate Lines
and the journal will be bypassed during fransaction Code: GENERAL & I save Journal Incomplete Statu
batch processing until the checkbox is N - Autobalance on 0 Amouni Lge
cleared. Currency Defaults: USD / CRRNT /1
Attachments (0} Commitment Control
. . A A . I Reversal: Do Mot Generate Reversal I
e CARS Indicator: This field indicates

Create / Update Online Journal Entries Page —

whether the journal should be sent to
CARS. The choices are Send to
CARS or Do Not Send to CARS. An
example: if a user is entering a
reconciling journal entry that should
only affect the Cardinal ledger, the user
should select Do Not Send to CARS.

[5] save

Header | Lines | Totals | Errors | Approval

(=] Motify

% Refresh

|4 Add 2| Update/Display
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Create / Update Online Journal Entries Page —
-3 Header Tab (continued)

CARDINAL

Cardinal allows you to attach the necessary or
relevant documents associated with a journal
entry. The Attachments link allows you to
associate copies of documents with the
journal entry.

Favorites - Main Menu > General Ledger > Journals > JournalEntry > Create/Update Journal Entries

) Lines [ Totals | Errors || Approval

Unit: 15100 Journal 1D: MNEXT Date: 05/08/2014
Long Description: =
*Ledger Group: ACTUALS @ Adjusting Entry: Mon-Adjusting Entry -
Ledger: @, Fiscal Year: 2014
*Source: oML @, Period: 11
Reference Humber: ADB Date: 05/09/2014
Journal Class: @
N [C] Auto Generate Lines
Transaction Code: GENERAL @
B [C] save Journal Incomplete Status
[C] Autobalance on 0 Amount Line
SJE Type: T CARSIndicator Sendto CARS -

Currency Defaults: USD / CRRNT /1

Commitment Control

Reversal: Do Mot Generate Reversal

S| save =] Moti % Refresh
& Eltotitys| |2 [k Add | | 7] UpdateDisplay

Header | Lines | Totals | Errors | Approval
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Create / Update Online Journal Entries Page —
-1 Lines Tab

CARDINAL

Journal entry lines record the monetary amounts and ChartField values associated with each transaction.

You can use SpeedTypes to automatically populate some ChartFields in a predefined accounting string.
SpeedTypes can be defined for any number of valid ChartField combinations and help reduce data entry

errors.
A single journal entry must contain at least two lines, and total debits must equal total credits.

The Customize link enables you to change the order in which the ChartFields display.

Fa\'ovrtes Mainylenu > GeneraI_Ledger > JouLnals > Journa'I Entry > Create/Update Journal Entrie
i I New Window (Z)Help [ Customize Page [ http

Header |f J| Totals Errors Approval

Unit: 15100 Journal IDx NEXT Date: 05/08/2014

Template List Change Values

InterAntralinit *Process: Edit Journal - Process
- I g | B[
Select Line *Unit *Ledger SpeedType Account Fund Program Department Cost Center Task
1 [15100 @, |ACTUALS @ @ @, @, @, @,
« m b

Lines to add: 1 = = =

Unit Total Lines Total Debits Total Credits  Journal Status Budget Status

15100 1 0.000 0.000 N N

|5 save =] Notify i Refresh EyAdd | 5 Update/Display
Header | Lines | Totals | Errors | Approval
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CARDINAL

Using Journal Line Copy Down

The journal line copy down feature allows you to copy specific ChartFields from one line to the next to

speed up online journal entry.

To display the Journal Entry Template List page, select the Template List link.

Fa\rorrteséMain Menu » General Ledger > Journals > Journal Entry > Create/Update Journal Entrie

ENew Window (Z)Help [ Customize Page [ hitp

Header Totals Errors Approval

Interntralnit | *Process: Edit Journal

Select | Line *Unit

*Ledger SpeedType Account Fund Program Department

05/09/2014

Unit: 15100 Journal ID: MNEXT Date:
| Template List Change Values

Frocess

5
Customize | Find | E B

Cost Center Task

| 1 [15100 @, |ACTUALS [ Q|| @, @ |

< | M ]

Lines to add: 1 + =
Unit Total Lines Total Debits
15100 1 0.000

[5) save | [[=] Notify | | Refresh |

Header | Lines | Totals | Errors | Approval

Q | Q | Q |

o
Customize | Find | view A1 | BV | 5 Frst K g 001 I Last

Total Credits  Journal Status Budget Status

0.000 N N

[hAdd | | 5] Update/Display
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Using Journal Line Copy Down (continued)

The Journal Entry Template grid fields cannot be edited.

The Journal Line Copy Down grid can be used to select the ChartFields that you would like to copy down
from one line to the next as you are entering your online journal lines.

Favqites MainvMenu b GeneraIvLedger 5 JouLnals 5 JuurnavIEntr:.' > CreatefUpdate Journal Entries

Journal Entry Template List

| Journal Entry Template - Show Journal Line Grid Columns customize | Eind | View Al | B B8 Erap
Chartfield Amoun Mecelancous [==7H
Selected Template Type Template ID Default Unit Ledger |Speed Type @ Event Account Fund Program Department C‘;ﬁ:
M A SANDARD | M | @ | ® | ¥ |0 @ &| &8 | [
E] m | 4 .

| e Al B pa T g opq T st

} | Amount Miscelansous

Action Template Type Copy Down ID Default Unit Ledger Event Account Fund Program Departmer

= | Al STANDARD ] [l [l [l ]

< 1 r
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Create / Update Journal Entries Page — Other

Tabs

The Totals tab allows you to verify amounts in a journal entry. As you enter the journal lines, Cardinal

displays a running total of the actual debits, credits, and lines, as well as the net difference between the
amounts entered and the control totals.

The Errors and Approval tabs are not used during the create a journal entry process. These tabs are
used only when your journal is ready for processing.

|

Favgrites | Man Menu > Generdeedger > Joulnds > JuuméEntry » Create/Update Joumnd Entries

Header m Totals Errors Approval |

Unit: 15100 Journal ID: 0000035235 Date: 05/15/2014 Errors Only
Template List Search Criteria View AuditLogs
Process: Edit Journal Prosess =2 Line: 10 ¥ =

customize | Find | B |

Select Line Unit Ledger SpeedType Account Fund Program Department Cost Center Task FIPS
1 15100 ACTUALS @ 111220 02700 93100
2 15100 ACTUALS L, 5015450 01000 799001 93100
3 15100 ACTUALS @, 5015450 01000 799001 93100
4 15100 ACTUALS <, 101010 02700 99999
5 15100 ACTUALS @, 101010 01000 99999
< >

o
customize | Fina | view A1 TEV B mrst T qort 1 Last

Total Debits Total Credits |Journal Status Budget Status

10,927 00

o

v

o Save | |[2h RetuntoSearch | |t | Previousinlist 4 | NextinList =7 Nolify | &% Refresh

Header| Lines | Totals | Errors | Approval
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Simulation: Creating a Manual Journal Entry

You are now about to view a simulation on creating a manual journal entry in Cardinal.

S

CARDINAL
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Hands on Practice

—

CARDINAL

Exercise 1: Create a Manual Journal Entry

Your instructor will provide handouts with details regarding this activity.
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Spreadsheet Journals

Another way to create a journal is by uploading a spreadsheet journal from an Excel spreadsheet.

The JRNL1.XLS workbook is the Cardinal Spreadsheet Journal Import user interface. You can use this

spreadsheet to prepare and enter journals, group and manage journals in journal sheets, and import into
Cardinal. This interface helps you create large journals more efficiently.

The Spreadsheet Journal Import document creates a text file that you can import into Cardinal.

Define / Edit Create New Enter Header Enter Journal
Setup . :
) Journal Sheet Information Lines
Requirements
Re-Upload File If Errors, Upload File into o
into Cardinal GL | Correct Errors Review Log Cardinal GL Write File
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Prerequisites

Before you can upload a spreadsheet journal, you must set up Microsoft Excel to accept macros in your
security settings.

There are two files used to import spreadsheet journals into General Ledger. These files must be copied
into the same directory anywhere on your workstation:

« JRNL1.XLS: This is the journal workbook that you use to create and import journals. You can
rename this file, if you want.

* JRNLMCRO.XLS: This is the Visual Basic code library and dialog control. It must be copied and
pasted. Note that you will need to change the extension from .XLS to .XLA.

See the GL332 Uploading Spreadsheet Journals Job Aid for more detailed information.

You can create multiple journal workbooks by saving a clean JRNL1.xIs file as JRNL2.xls, JRNL3.xls, or
GINA.xIs or BIANCA .xIs for example. However, the macro sheet file, JRNLMCRO.xla, must not be
changed or renamed.
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Define / Edit Setup Requirements

—

CARDINAL

To begin creating your journal spreadsheet, access the Spreadsheet Journal Import control page by
opening JRNL1.XLS. If prompted, choose to Enable Macros.

Click the Setup button.

ORACLE' Spreadsheet Journal Import
r General —— 1 Journal Sheets — Import Journals
ﬂ D L
Setup New Import Now
g 4+
Notes Edit Write File
P2
Delete
<]
Copv
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CARDINAL

The Define Options and Defaults
dialog box displays.

In the Header Defaults section, enter
the Business Unit, Date, and Ledger
Group.

Source, AutoGen Lines, General
Options, Message Options and
Online Import Control will auto-
populate.

Information in the Online Import
Control section should not be
changed.

Click the OK button.
The message This is not a secured

web address. Use it anyway? will
display. Click the Yes button.

Define / Edit Setup Requirements (continued)

Define Options and Defaults

25|

| Header Defaultsl
Business Unit: 15100

Date: 11/4/2014
Ledger Group: ACTLIALS

Source: 5P

User ID:

[ Enable Multibook

E

Message Options
(" Log Error Message only

(% Log Successful and Error Message Coancel

[+ Display Messages Online

Docurnent Sequencing
[ Enable Document Sequending

Default Document Type:

v AutoGen Lines i
Online Import Control

Address: |hth:|:,|",|"=:server}fxmllink,."c:site::f

General Options

Language:

0K

Configure

User ID: |

After successful import

" Change import status to Do Mot Import
{* Keep import status as Import

[ Skip if Journal already exists
[ skip if Journal has errar

Define Options and Defaults

:I This is not a secured web address, Use it anyway?

Yes

Mo
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The Spreadsheet Journal Import control page displays.

Creating a New Journal Sheet

Click the New button to create a new journal sheet. You can insert as many journal sheets as needed.

A journal sheet can contain multiple journals.

ORACLE Spreadsheet Journal Import

r General

Setup

Notes

r Jourmal Sheets

r Import Journals

0 +
New Import Now
g 8
Edit WriteFile
P
Delete
B

Copv
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Creating a New Journal Sheet - Enter Journal

% Header and Lines

CARDINAL

The Spreadsheet Journal Import page
displays.

Click the + button in the Journal Header
section to create the journal header.

Use the New Journal Header dialog box
to enter the journal header fields.

The following fields will auto-populate:
e Business Unit
e Journal ID
e Journal Date
 Ledger Group
e Source

Enter the Commitment Control Amount
Type (always select Actuals, Recognize,
and Collect)

Enter a journal Description.
Click OK.

Fl Spreadsheet Journal Import

3
4
5
&
T

8
| 9 |

13

B E H 1

Journal Header BTN

J

K
e ~ |

Joumal D

.k AR Y
Journal Lines

P —

==

SysD Journal} Line#® Unk Ledger Account  SpesdType Fund Program  Department Cost Center Task
I I I - - r o o
+l=l+ ="l St foids i gy drnm b by raeiin s this ainAss saph fipd
Mew Journal Header
System ID: Description:
Correction Entry
Unit: 15100
Journal ID: MNEXT
Journal Date: | 11/4/2014 =
Reference Number: [ Adjusting Entry:
Ledger Group: ACTUALS Document Type:
Ledger: Doc Sequence:
Source: SP1 Adjustment Type:
\User ID: Commitment Control Amount Type

|| Journal Class:

Transaction Code:

Foreign Currency:
Effective Date:
Rate Type:

Exchange Rate:

| Actuals, Recognize and Coller ¥
—

—

Currency Information

[42014
o
—

Agency Location

Code:
Reversal
{* iMone

(" Beginning of Next Period
{” End of Next Period

" Mext Day

" Spedified Date
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Creating a New Journal Sheet - Enter Journal
-~ Header and Lines

CARDINAL

Use the Journal Lines section to enter the debit/credit lines.
Use the + / - buttons for adding or removing journal lines. Enter the information for each journal line.

Validation of the journal data is not performed until the file is uploaded into Cardinal. Be sure to
conduct a manual balance check to verify the totals equal zero. To do so, simply manually calculate the
total for the amount column and make sure the amounts net to zero.

B E H I J k. L M M [u] P Q =] 5 T 0] v
' Spreadsheet Journal Import 2] ]
KM .Journal Header RIS Journal ID Date Description
4 1011 r1 5100 NEXT 11472014 Journal Description
¥ Touna Dino:
7| SysID Journal ID Line# Unit Ledger Account SpeedType Fund Program Department Cost Center Task FIPS Azset AgyUse1 AgylUse?2 PCBus Unit
a8 v [ [+ [ v [v v [ [ [ [ [ [ [
9] + | - | e | e | [+ | Select fields to copy from a previous ling by marking the checkboxes under each field.
104
11
12{ 1011 mEXT 1 15100 ACTUALS 5011230 1000 724001 'ss300
13 1011 next 2 "15100  AcTUALS 5011230 1000 724001 'ss400

After all the lines have been entered for the journal, save the Excel workbook.

Click the Home icon to return to the Spreadsheet Journal Import page.
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Writing File and Uploading File into Cardinal GL

—
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Once all required information is entered on the Excel
. ORACLE' Spreadsheet Journal Import
spreadsheet, you can create the file to be uploaded
as a spreadsheet journal into the Cardinal General | |- rel Sheets - mport Jo
Ledger' ‘Sup Z\'ew Impon‘\ow
‘\: [;L' Write Fil
This is done on the Spreadsheet Journal Import — — -
home page by clicking the Write File button. oo
c%-

The Import Now button is not used. =
After the Write File button is clicked, the Write -
Journals to File box is displayed. L LT RN =5

Select Sheet:
Highlight the sheet(s) you want to select. Once the —
sheet(s) is selected, the background color will be
blue.

Mone

The location of the file is listed under File name. The [~ Write one file per Journal Sheet
file extension, “.txt,” should not be changed. Note File name: _
that yOU can rename the text f||e here. |C:'|,L|sers\,Caﬂ'n;.Czerwunka@udot.ulrglnla.gnu'ﬂotu

Click OK. 45



Uploading File into Cardinal GL

—

CARDINAL

After the file is created, upload the spreadsheet journal into Cardinal using the batch Spreadsheet
Journal Import process.

To do this, close the Excel application and log into Cardinal. Navigate to the Spreadsheet Journal
Import Request page using the following path:

Main Menu > General Ledger > Journals > Import Journals > Spreadsheet Journals

Enter the Run Control ID to access the Spreadsheet Journal Import Request page.

Favorites | Main Menu > General Ledger > Journals > ImportJournals >  Spreadsheet Journals

Spreadsheet Journal Import

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

b " Add a New Value
Maximum number of rows to return (up to 300} (300
Run ControlID: pegins with » JournalploadkC

=
LI Lase aellsllive

Search Clear |Basic Search q.,dl Save Search Criteria

L=

Find an Existing Value | Add a Mew Value
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Uploading File into Cardinal GL (continued)

—

CARDINAL

Specify the parameters for the batch import of the journal worksheet. Select the file created earlier in
Excel in order to upload it into Cardinal. The Report Request Parameters include:

* Number of Data Files: Single data file, Index File to other data files

» Character Set: defaults to ISO_8859-1, do not update this value

* If Journal Already Exists: Abort, Skip, or Update (Skip is the default)
e If Journal is Invalid: Skip, Abort (Skip is the default)

Click the Add button.

4@ CARDINAL

Favorites : Main Menu > Generalledger > Journals > ImportJournals > Spreadsheet Journals

Spreadsheet Journal Import Request

Run Control ID: JournalUploadKC eri Process Monitor Run

*Number of Data Files: Single data file -

*Character Set: 150_8859-1 @,
*If Journal Already Exists: Skip -
*If Journal is Invalid: Skip -
add || Delete || view | Aattached File:
[5] Save 7] Notify El Add 77| Update/Display
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Uploading File into Cardinal GL (continued)

 The File Attachment box displays.

%]

Upload = Cancel

l Browse... I

 Click the Browse button to find the location of the Excel file that you want to upload and
selectit. The selected file then will be displayed on the Spreadsheet Journal Import
Request page as the Attached File. Click the Open button, then the Upload button, then

the Save button.

e Click the Run button to execute the process.

Spreadsheet Journal Import Request

Run Control ID:  journal_import

*Number of Data Files:
*Character Set:

*If Journal Already Exists:
*If Journal is Invalid:

Add Delete

[5] Save | [ Matify

WView

Favarites : Main Menu > General Ledger > Joumals > ImportJournals > Spreadsheet Journals

Report Manager Process Monitor

Single data file
1S0_8859-1
Skip

Skip

OJ

-

-

Attached File:

JRMLA bt

Run

S Add | Update/Display
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Uploading File into Cardinal GL (continued)

—

CARDINAL

 The Process Scheduler Request page displays.
* Click the OK button.

Process Scheduler Request
User ID: FINUSER25 Run Control ID: JournalUploadKC
Server Name: Run Date: fr1io42014 Bl
Recurrence: Run Time: 1:55:26PW Resetto Current Date/Time
Time Zone: O,
Select Description Process Name Process Type “Type *Format Distribution
Spreadsheet Journal Import GL_EXCL_JRML Application Engine  Web * TAT ~ | Distribution
OK Cancel

» This returns you to the Spreadsheet Journal Import Request page.
* Click the Process Monitor link.

Spreadsheet Journal Import Request

Report Manager JProcess Monitor

Process Instance: 1706768

Run Control ID:  JournalUploadKC

*Number of Data Files:
*Character Set:

*If Journal Already Exists:
*If Journal is Invalid:

Delete View

[§] save | =] wotify

Single data file -
150_8859-1 @,

Skip -
Skip A
Attached File: JRMLT et

s Add

2| Update/Display
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Uploading File into Cardinal GL (continued)

* The Process List tab displays.

e Click the Refresh button until the Run Status is Success and the
Distribution Status is Posted.

View Process Request For

User ID: [FINUSER25 @, Type: ~ Last 8 1 Days - | Refresh

Server: * HName: | @, Instance: | to |

Run » Distribution - Save On Refresh

Status: Status:
Process List Customize | Find | View A1l B | 3 First K1 1 074 D Last
Select Instance Seq. Process Type Process Hame  User Run DateTime Run Status W Details
] 1706768 Application Engine GL_EXCL_JRML FINUSERZ5 11/04/2014 10:58:12AM EST Success Posted Details

e Click the Details link.
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¥ | Uploading File into Cardinal GL (continued)

Process Detail

* The Process Detail page —

. Instance: 1706768 Type: Application Engine
d IS p I ayS . Name: GL_EXCL_JRML Description: Spreadsheet Journal Import
. . Run Status:  Success Distribution Status: Fosted
» Click the Message Log link. i = ]
Run Control ID: JournalUploadKC Hold Request
Location: Server Queue Request
I Ri

Server: PSUNX3
Recurrence: Restart Request
Request Created On: q1/04/2014 10:58:35AM EST Parameters Transfer
Run Anytime After:  11/04/2014 10:58:12AM EST View Locks
Began Process At 11/04/2014 10:59:01AM EST Ba Ting
Ended Process At:  11/04/2014 10:59:154M EST View Log/Trace

Message Log

 The Message Log displays. s
Instance: 1706768 Type: Application Engine

° Verlfy that the journal import Name: GL_EXCL_JRNL Description: Spreadsheet Journal Import
was successful. cusionize | Fna | . |3 e K sors U Last

Severity Log Time Message Text Explain
H 10 10:59:01AM Journal Import processing has started.
* Click the Return button. : _
10:59:02AM Processing file JRML bt .. . Explain |
o Process completed successfully with 1 journals ( —
10:59:07AM impored. ~ Explain |
70 T0.0:07AM | JoUMnal IMPOr Processing nas nnisnea.  Explain |
Published message with ID dc058070-65cd-11e4-8d71 —
LOatGARS £80f3372306 to create entry in folder GENERAL. kP ity
. Successfully posted generated files to the report i ey
10:59:16AM repository I Explain |

I Return | I




Uploading File into Cardinal GL (continued)

The Process Detail page
displays.

Click the View Log / Trace link.

The View Log / Trace page
displays.
Click the link for the

GL_EXCL_JRNL_1706768.LOG
file.

Process Detail

Process
Instance: 1706768 Type: Application Engine
Name: GL_EXCL_JRML Description: Spreadsheet Journal Import

Run Status:  Success Distribution Status: Fosted
L ——————————

Run Control ID: JournalUploadKC

Hold Request

Location: Server Queue Reguest
I Ri
Server: PSUNX3 ~ 5
B 5
Recurrence: Restart Request
Actions ]

Request Created On: 11/04/2014 10:58:35AM EST
Run Anytime After:  11/04/2014 10:58:12AM EST
Began Process At 11/04/2014 10:59:01AM EST

Parameters Transfer
Messagelog View Locks

Batch Timings
View Log/Mrace

Ended Process At:  11/04/2014 10:59:15AM EST

View Log/Trace

Report

ReportID: 7008612 Process Instance: 1706763 jlessage log
Name: GL_EXCL_JRML Process Type: Application Engine

Run Status: Success

Spreadsheet Journal Import
Distribution Details

Distribution Node: fintrndy Expiration Date:

e e —————————
Name File Size (bytes) Datetime Created
AE GL EXCL JRNL 1706768 log ar2 11/04/2014 10:27:06.597442AM EST

GL EXCL JRML 1706768 .LOG 422 110412014 10:27:06.597442AM EST

Distribute To

Distribution ID Type

*Distribution ID
User FINUSER25
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Uploading File into Cardinal GL (continued)

 The Notepad displays.

 Record the Journal ID that was created.

ID, Date) Reference, Description

1010 (15100,

0000029849,

(unit, Journal ID, Date) Reference, Description

2014-11-04) , journal uploadupdated these journals: System ID

| GL_EXCL_JRNL_1706774.L0G {Notepad =ANCEN X
File Edit Format View Help

Spreadsheet Journal Import (GL_EXCL_JRNL) 2014;11—D4L 10.26.52. 000000-===========mmmmm s e e e mmmm e Processing y
file JRNL1.txt ...Process completed successfully with 1 journals imported.Imported these journals: System ID (Unit, Journal

* Now you continue processing the journal in Cardinal by navigating to the Create / Update
Journal Entries page using the following path:

Main Menu > General Ledger > Journals > Journal Entry > Create/Update
Journal Entries
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Reviewing and Correcting Spreadsheet Journal
Errors

Spreadsheet journal validation is limited and is not as broad as the validation provided with journal entries
using the online Journal Entry page.

For batch import, error messages are provided in a separate log file and are not part of the message log.
However, the message log provides reference to the log file and incorporates the Reference ID field value
in all the messages logged.

After importing a journal from a spreadsheet, you must run the Journal Edit process in Cardinal before
making corrections using the Create/Update Journal Entries pages.

Spreadsheet Journals imported into Cardinal must be edited. This is important because imported journals
do not yet have all journal lines and values populated by the various automatic features. If you open

journals immediately after importing them, a warning message tells you that they must be edited first. Itis
only after the edit process that imported journals display final entries for such things as balancing by fund.
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Reviewing and Correcting Spreadsheet Journal
Errors (continued)

The most common Spreadsheet Journal errors are listed below.

» Journal header validation errors. Example: the header does not contain a valid Business Unit,
Ledger Group and Source.

» Journal line validation errors. Example: a journal line contains an invalid ChartField value.

» Skipped journal headers. Example: the Journal ID and date already exist (Skip Journal would need
to be selected on the run control).

e Skipped invalid journals.
» Specified SpeedType value does not exist.

After errors are corrected, the previous file can be deleted and the corrected file can be uploaded into
Cardinal General Ledger.
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Simulation: Uploading a Spreadsheet Journal

You are now about to view a simulation on uploading a spreadsheet journal.

S

CARDINAL
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Hands on Practice

—

CARDINAL

Exercise 2: Uploading a Spreadsheet Journal

Your instructor will provide handouts with details regarding this activity.
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ATA Transactions

Agency to Agency (ATA) transactions involve:

» Payments for goods / services received from another COVA agency
* Funds transfer between COVA agencies

Online ATA journals are entered in General Ledger when the transaction does not involve goods /
services, or federal pass-throughs.

For transactions involving goods / services, or federal pass-throughs:

» |If you are disbursing funds, a voucher is entered in Accounts Payable
* If you are receiving funds, a deposit is entered in Accounts Receivable

For transactions not involving goods / services, or federal pass-throughs:

* |If you have security access to other agencies, enter a journal to record the funds transfer

» |If you do not have security access to other agencies, the originating agency creates a spreadsheet
journal to record the transfer and sends the file to DOA for uploading and processing
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Processing ATA Journals

—
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Enter AP Voucher to pay agency
that provided goods/services or Follow the AP Enter Vouchers

Is ATA for goods/ Is . p Yes  to transfer federal cash AP process. The Vendor would be the
START services or federal pass- agency paying for goods > State Agency being paid.
thru? services or disbursing
’ federal funds?
No Enter AR Deposit to record payment from

agency that received goods/services or to
d ipt of federal cash .
record receipt of federal cas AR Follow the AR Enter Deposits

process. The Customer would be the State

g Agency that sent the payment.
Y
Follow the GL Create Journals
Agency enters GL Journal to record process.
Yes
Does agency have security ATA Funds Transfer GL

to access other agency(s)?

No

v

Paying agency creates
spreadsheet journal to record
ATA funds transfer and sends file
to DOA

DOA-General Accounting
P uploads, approves, and posts
ATA journal

END
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Lesson 2: Summary

In this lesson, you learned:
» A single journal entry must contain at least two lines, and total debits must equal total credits.
* The attachment link allows you to attach copies of documents associated with a journal entry.
» Journals can be marked and saved as incomplete until all of the transactions are entered.

* When you have a large number of journal lines, spreadsheet journals streamline the journal entry
process and simplify journal data entry by using Microsoft Excel.

» Agency to Agency (ATA) transaction journals are entered in General Ledger for funds transfers when
the transfer does not involve goods or services received or rendered between agencies, or federal
pass-thru.
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Lesson 3: Processing Journal Entries

—

CARDINAL

After completing this lesson, you will be able to:

 Review and correct edit check errors

» Review and correct budget check errors

* Submit online journal entries for approval and monitor journal status
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Reviewing and Correcting Edit Check Errors —
Online Journals

Cardinal has automatic batch processes that run each night to edit and budget check journal entries. Edit
and budget checking can also be performed manually online.

After a journal is entered into Cardinal, it must be edited before it can be posted. The Journal Edit process
ensures that the ChartField values and combinations are valid, that journals balance by Business Unit,

Fund, and Project, that debits equal credits, and that cash accounts and certain transfer accounts net to
zero within the journal.

Budget checking also occurs, after a journal has a valid edit status, for journals not already budget
checked in their own Cardinal modules.

If errors are identified during the edit / budget checking processes, the journal must be corrected before it
can continue in the Cardinal posting process.
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Reviewing and Correcting Edit Check Errors —
Interfaced Journals

Cardinal generates a Journal Upload Error Report nightly. If the file processes successfully then the
report will provide the file name, upload date and a file success status that states that the File is

Processed Successfully With No Errors. If the file has errors then the report will display details for all
rejected transactions.

Rejected transactions are reviewed and corrected by the agency, before being re-sent to Cardinal.
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Three Online Edit Check Processes

—

CARDINAL

The Lines tab on the Create / Update Journal Entries page allows you to select the appropriate Process

for online journal entries using the drop down menu.

You have three edit check processes available in Cardinal:

» Edit / Pre-Check: Checks availability of funds but does not reserve them.

» Edit ChartField: Initiates the journal ChartField Edit process to identify any ChartField and

combination edit errors.

« Edit Journal: Initiates the Edit Journal process and then the Budget Check process if there is no edit

check error.

Favorites = Main Menu > GeneralLedger > Joumals > JoumalEntry > Create/Update Journal Entries
Header | ) Totals Errors Approval
Unit: 15100 Journal ID: NEXT Date: 05/09/2014
Template List Change Values
Inter/intraUnit *Process: Edit Journal E| Process
~ Budget Check Journal )
Select  Line *Unit *Ledger Fund Prog Department Cost Center Task
1 15100 @, |acTuALS || Edit Chartfield @, @, (e e
— v
Print Journal (Crystal
Lines to add: 1 @ = [@ |PrintJournal (HMLP
Refresh Journal -
i Submit Journal B L L
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
15100 1 0.000 0.000 N N
[5] save || Notify = g% Refresh [ChAdd | 3] Update/isplay
Header | Lines | Totals | Errors | Approval
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Three Online Edit Check Processes (continued)

Favuvr'rtes Mainvrv'lenu > GenemLLedger > JuuLnals > Juurnzl[Entry ¥ Create/Update Journal Entries

" Header | 'm " Totals | Erors || Approval |

Unit: 15100 Journal 1D: MEXT Date: 05/09/2014

Template List Change Values

| Inter/intralinit | *Process: Edit Journal |~ | Process |

_Eudgetl:heck_luurnal VRN
Copy Journal Customize | Find | ™" | %

Select Line = Init *Ledger Nelete Joumal

Edit/ Pre-Check
1 15100 @, ACTUALS || EditChartfield

i

1| 1 ARV ) b
Print Journal (Crystal)
Lines to add: 1 = Print Journal (XMLP)

Refresh Journal

Submit Journal Customize | Find | view Al | B | ¥ First B 4 op 4 I Last

Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
15100 1 0.000 0.000 M ]
[5) save | =] Notify | |3 Refresh | [hAdd | ] Update/Display

Header | Lines | Totals | Errors | Approval
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Run Online Edit Journal Process

—
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The Edit Journal process initiates both edit check and budget check.
To run the Edit Journal process:
» Select Edit Journal in the Process field.

» Click the Process button. The Edit Journal process runs and the Journal Status changes. When
the journal edit is complete, the budget check is run as part of this process. If the Journal Status is
anything but Valid (V), check the Errors tab and return to the Lines tab to correct the errors. Each
time you make a change, you must save and re-run the Edit Journal process.

 When the Journal Status is V, click the Save button. The edited journal is saved with its new
status.

Sournal itx

15100
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Run Online Edit Journal Process (continued)

Favorites | Main Menu > EenemI'Ledger P JuuLnals P _'qurna'I Entry > Create/Update Journal Entries

Header 'm Totals || Errors | Approval |

Unit: 15100 Journal 1D 0000029514 Date: 0512712014 [Errors Only
Template List Search Criteria Change Values
 InterintraUnit *Process: Edit Journal B3 | Process | = [Z] Line: 10 F [z
Customize | Find | Bl | i
Select Line *Unit *Ledger Speedlype Account Fund Program Department Cost Center Task
1 15100 @, ACTUALS | @, (5013110 @, |01000@, (799001 @, (92100 @ @ |
14| m | 3
Lines to add: 1 =]

Customize | Find | Vie

Unit Total Lines Total Debits Total Credits | Journal Status Budget Status

0.00 0.00 v v

15100 1

[ChAdd | | 5] Updataiisplay |

(5] save | = Notify | |4 Refresh |

Header | Lines | Totals | Errors | Approval

67




Run Online Edit Journal Process (continued)

During the online Journal Edit process, Cardinal verifies that:
* ChartField values are valid
* ChartField combinations are valid
» Journals balance by Business Unit, Fund, and Project
» Debits equal credits
» Cash accounts and certain transfer accounts net to zero within the journal

» The accounting period is open
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Journal Statuses

Following the Edit Check process, the Journal Status field is updated. Journal statuses include the

following:
Status Description Functional Description
T Journal Entry Incomplete Journal is incomplete, or the journal failed the cash account or transfer account net

to zero edit.

N No Status - Needs to be Edited | Journal needs to be edited.

E Errors Journal has errors from edit check.

\% Valid Journal Journal has successfully completed edit check.

D Deleted Journal was deleted.

P Posted to Ledger(s) Journal has posted to the ledger.

U Unposted Journal was unposted from the ledger.

I Posting Incomplete Journal posting is incomplete. A problem occurred and the journal needs to be
resubmitted for posting as soon as possible.

M Valid SJE Model - Do not Post | As mentioned earlier, a SJE Type field (Standard Journal Entry Type field) indicates

the standard journal entry type. A Model journal is a journal that you use to create
other standard journals. There are several process restrictions on a model SJE
journal. It cannot be budget checked, posted, or submitted to workflow approval.
In addition, once validated by the journal edit process, the model journal cannot be
changed or deleted.
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Reviewing Edit Check Errors

There are two different functional descriptions for Journal Status T (Journal Entry Incomplete):

The journal is incomplete - In this situation, a journal is partially entered but cannot be completed. In
this case the journal processor will save the journal using a T status, and when the journal is reopened to
be finished the processor will remove the T status.

The journal failed the cash account or transfer account net to zero edit - In this situation, the journal
failed the edit check and was assigned a T status. In this case the journal processor will correct the
journal, then the processor will remove the T status.
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Reviewing Edit Check Errors (continued)

Journals marked with errors are saved but do not
post until the errors are corrected. =

Home | Workist | AddtoFi
Favo'r'rtes 3 Main'Menu s General Ledoger » Joumal » JournalEntry 3 Create/Update Joumal Entries

@Newwindow @He\p MCustom
The Errors tab on the Create / Update Journal beadr | Lires | Tods Jo
Entries page allows you to view edit check errors Wit 15100 Joural I 0000008960 Date: 07032012

by journal header and journal line.

i
Custumzelml- | First (] 101

Unit Field Name Field Long Hame Set Msg Message Text

You must correct all errors before the journal can 15100 JRNL_HDR_STATUS Joumal Header Status 5860 53
be budget checked. Once you correct the journal,

Joumal line errars exist for this header.

i = AT ()]
. . . Customize | Find | * | *# First &7 4-20f2 4 Last
It IS edlt CheCked agaln' Line # Field Name Field Long Name Set Msg Message Text
1 FUND_CODE Fund 9600 A Combo error for fields FundfAccount in group INVFD15100.
2 ACCOUNT Account 9E00 A Combao error for fields AccountFund/Department in group DEFTREQ.
15 save| [Gh Retumito Search | [15] Previous imList | W] Nextinist | (=] Notity | £ Refresn | ETERT
Header | Lines | Totals | Errors | Approval
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Reviewing Edit Check Errors (continued)

A journal entry may not move on to budget check if:
* The accounting period is not currently open.
* |t does not balance by Business, Fund and Project.
» Total debits do not equal total credits.

» Control totals entered on the Totals tab do not match the actual totals for the journal (debits, credits,
number of lines).

e Cash accounts do not net to zero.
* Certain transfer accounts do not net to zero.

* A journal line contains an inactive or invalid ChartField.

A journal line contains an invalid ChartField combination.

72



Simulation: Reviewing and Correcting Edit
CARDI:IAL‘ CheCk ErrOI’S

You are now about to view a simulation on reviewing and correcting edit check errors.

—

CARDINAL
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Hands on Practice

—

CARDINAL

Exercise 3: Viewing and Correcting Edit Errors

Your instructor will provide handouts with details regarding this activity.
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Journal Budget Check

Online Journals

All journal lines must pass a check against the established commitment control budgets. Some journals
are budget checked in their own modules, and do not need to pass budget check again in the General
Ledger module. Others need to pass budget check in the General Ledger module.

Because the Budget Check process is also run as part of the Edit Journal process, you do not need to
run the Budget Check process separately. Only run the Budget Check process if the Journal Status field
displays Valid (V) and the Budget Check Status field displays Not Checked (N) or Error (E).

Transactions that exceed controlling budgets, such as Appropriation or Allotment, or do not have a budget
combination previously established, cannot pass Budget Check until the errors are corrected, or an
authorized user overrides them.

Interfaced Journals

Journals uploaded into Cardinal through the Journal Upload process are edit and budget checked during
the nightly batch processing.

All budget check errors must be corrected online in Cardinal.
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Journal Budget Check — Online Journals
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CARDINAL

From the Lines tab on the Create / Update Journal Entries
page you can budget check the journal entry.

Navigate to the Create / Update Journal Entries page using foe | ot | ks | Sy

the following path:

Main Menu > General Ledger > Journals > Journal Entry > | il w EER R
Create/Update Journal Entries > Find an Existing Value S o [t s B [3
To run the Journal Budget Check process: o ol L. W hgm e
*  Click the Lines tab. i
« Select Budget Check Journal in the Process field. — I
«  Click the Process button. The Budget Check Journal  [mese 4 = [ s
process runs and the Budget Status changes. vioas . __ g 1 110 o

 Ifthe Budget Status box on the Lines page is E, click
the E link to view the error. Correct the error and save
the journal. The Journal Status and Budget Status i G e e Fe) fe v
will then be updated to N.

 Re-runthe Edit Journal process, which will perform an
edit and budget check again.

« When the Journal Status and Budget Status are V,
click the Save button. The budget checked journal is
saved with its new status.
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Journal Budget Check — Interfaced Journals

To review interfaced journals in Cardinal, navigate to the Create / Update Journal Entries page using the

following path:

Main Menu > General Ledger > Journals > Journal Entry > Create/Update Journal Entries > Find an

Existing Value

Select the Clear button.

Enter Business Unit.

Select Journal Header Status:
* Select Not =

» Select Posted to Ledger(s)
» Select Search.

Favgites  Man Menu ; Generalledger » Jowmas » JownaEnly > Creabe/Update Joumal Entres
LIEIR/VPOAE JOUINAl CNUes

ermiabion you lave and dick Search. Leave fields blank lor 3 sl of all values

Jourmal i begns with -
Journal Daty

Document Sequence Humber:  begns with «
Lime Business Unit:

Journal Header Stotus:

Hudget Chacking Hender Status: =

Source:

User ID: boging with =
Anachment Exist:

Case Sensifre
Swarch Clear paawe searen 20 Save Search Coiteda

Search Results

Onily the first 200 results of 3 poasise 337 can b
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Budget Check Status

The budget checking line status values include:

E (Error): The entry failed to pass budget checking.

* N (Not Checked): The budget check process has not processed the entry or the entry has changed
and has not been budget checked again.

* V (Valid): The entry passed budget checking and the process updated the control budget ledger.

P (Provisionally Valid): The budget check is valid but the funds are not reserved.

78



Y -
CARDINAL

Reviewing Budget Check Errors

To review budget check errors, you can use two
methods. You can either click the E in the Budget
Status box, or you can also use the Review
Budget Check Exceptions page.

You can navigate to the Review Budget Check
Exceptions page using the following path:

Main Menu > Commitment Control > Review
Budget Check Exceptions > General Ledger >
Journal

ARDINAL

= Home | Workist | AddtoFa
FavovrteséMa\n‘Menu 5 Commrcmevnt Control » Review Budget theck Exceptions GenemLLedger 3 Journal

(B Hew Window @ Help E,) Customig

GL Joumnal Exceptions [N TR S0 (4

Business Unit: 15100 Journal ID: 00000051372 Journal Date: 0413012012

Exception Type: Error Override Transaction 0 ﬂﬂ @

Maximum Rows; 100 More Budgets Exist

o | Advanced Budget Criteria

Budgets with Exceptions custonize | Fod [ View A1 BV | B Fist 1 4007100 O Lot

Budget Chartfisce

Details  Business Unit Ledger Group Exception HMore Detail %ﬁ;;e Transfer

1 ) 15100 CC_ALLOT No Budget Exists More Detail GoTo.. §
2 q 15100 CC_APPROP ho Budget Exists Wore Detail GoTo. 8§
3 ) 15100 CC_CASH Exceeds Budget Tolerance More Detail GoTo E
I 15100 CC_CASH Eiceeds Budget Tolerance Wore Detail GoTo E
5 ) 15100 CC_CASH Exceeds Budget Tolerance More Detail GoTo E
g ) 15100 CC_CASH Eiceeds Budget Tolerance Wore Detail GoTo E
7 ) 15100 CC_CASH Exceeds Budget Tolerance More Detail GoTo E
] ) 15100 CC_CASH Eiceeds Budget Tolerance Wore Detail GoTo E
g ) 19100 CC_CASH Exceeds Budget Tolerance Wore Detail GoTo E
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Common Budget Check Errors
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Common budget check error messages are No Budget Exists and Exceeds Budget Tolerance. Security
permissions determine who has ability to override budget errors.

Overridable? Error Description Notes
v Exceeds budget and is over N/A
tolerance.
N No budget exists. N/A
N Budget is closed. N/A
Y Budget is on hold. N/A
Warning Code Warning Description Notes
Exceeds budget but is within | Transaction exceeds available budget balance, but is within the
Wi tolerance. tolerance allowed.
Transaction exceeds budget, but the control option for the control
budget definition is Tracking with Budget or Tracking without
Budget.
W2 Exceeds pudget, but is "?‘"""Ck For tracking without budget, no warning issued for detail tracking
or non-initial transaction. o ) .
ledger groups. If it is not a detail tracking ledger group and a
budget row exists, even if it is for a zero amount, a W2 warning is
issued if the transaction exceeds the available spending. If no
budget row exists, no warning is issued.
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Correcting Budget Check Errors

You can correct the journal lines that create a budget error, or if the COA distribution is correct, have the
budget modified. Example corrections you can make to a journal may be:

e Correct a transaction amount

* Modify ChartField values

* Request an override from the Department of Accounts

* Request additional budget (Appropriation or Allotment)

Once corrected, the journal needs to complete edit check and budget check processes again.
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Simulation: Viewing and Correcting Budget
CARDI:IAL‘ CheCk ErrOI’S

You are now about to view a simulation on reviewing and correcting budget check errors.

—

CARDINAL
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Hands on Practice
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Exercise 4: Reviewing and Correcting Budget Check Errors

Your instructor will provide handouts with details regarding this activity.
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Journal Source and Approval

Online Journals

Journals from Accounts Payable, Expenses, and Accounts Receivable — Funds Receipts are pre-approved
in their modules. As a result, they do not need to be approved again in General Ledger.

Spreadsheet journals and online journals must be approved by an agency approver in General Ledger.
Interfaced Journals

Interfaced journals are assumed to have been already approved in the agency external system per the
agency’s specific business processes.

If online corrections are made to an interfaced journal online in Cardinal, the journal will route for agency
approval in Cardinal. If the journal contains capital outlay or non-exempt legal services, the journal will
route for online approval by DOA.
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Submitting Journal for Approval
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After a journal successfully completes the edit check and budget check processes, it must be submitted for

approval and posting. The Journal Status and Budget Status must be V (valid) before submitting the
journal for approval.

Journals are submitted for approval from the Lines tab on the Create / Update Journal Entries page
using the following path:

Main Menu > General Ledger > Journals > Journal Entry > Create / Update Journal Entries > Find an
Existing Value

Favovrtes Main yenu > GeneraI'Ledger > Jouinals > Juurna'I Entry » Create/Update Journal Entries
Header | J Totals Errors Approval
Unit: 15100 Journal 1D: 0000029472 Date: 05M10/2014 Errors Only
Template List Search Criteria Chanage Values view Audit Logs
Inter/intralnit *Process: Edit Journal - Process Line: 10
- By
Select Line *Unit *Ledger SpeedType Account Fund Program Department Cost Center Task
1 15100 @, |ACTUALS @, [5013110 @, (0100003, (799001 @y [ez2100 @ @
2 15100 @, ACTUALS @, (5013120 @, |01000/@, (799001 @ (92100 @, @,
1 +
Lines to add: 1T &= = @A
- (e
Unit Total Lines Total Debits Total Credits J Journal Status Budget Status
15100 2 250.00 250.0 ¥ Vv
(5] save [=7] Motify % Refresh [ hAdd | 3| Update/Display
Header | Lines | Totals | Errors | Approval
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Submitting Journal for Approval (continued)

To run the Submit Journal process:
* Select Submit Journal from the Process drop-down menu.

e Click the Process button.

Favorites | Main Menu > Generalledger > Journals > Journal Entry > Create/Update Journal Entries

Header Totals [ Errors | Approval
Unit: 15100 Journal ID: 0000029472 Date: 051002014 [TErrors Only
Template List Search Criteria Change Values View Audit L ogs

*Process: Submit Journal - Process = [Z] Line: 10 3 =

Inter/intralnit

Customize | Find | B |

1 m |

Lines to add: 1 = [=]

Unit Total Lines Total Debits Total C
15100 2 250.00
[=] save | =] motity | |2 Refresh |

Header | Lines | Totals | Errors | Approval

Select Line *Unit *Ledger Speedlype Account Fund Program Department Cost Center Task
1 15100 @, |ACTUALS | @, 5013110 @, ([010000@, ([799001 @, (92100 @ a |
2 15100 @, ACTUALS | @, [5013120 @, (01000@, (799001 @, (92100 @, | @, |
[ 3

= I
Customize | Find | view 0| B | B fist 0 g 0pq T Last

redits  Journal Status Budget Status

250.00 v v

:E!,,Adcl 7] Update/Display
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Journal Approval

Journals successfully created have a status of Valid until the journal is posted in General Ledger. Once
posted, the Journal Status changes to Posted.

Some journals require multiple approvals. Examples include:

» Approval from DOA is required on capital outlay projects with a Program Code of 998000 that have
not received their environmental impact study.

» DOA approval is required for journals with an Account value of 5012430 (Legal Services).
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Journal Post
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Once approved, a journal is eligible to post to the ledger.

The Journal Post process:

» Posts valid, edited, budget checked, and approved journals

» Posts each journal and summarizes in the appropriate ledger

* Changes the journal's status to posted
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Journal Post (continued)

Once the journal passes edit check, budget '
check, and is approved, it can be posted.

Favortes  Main Menu ) Gemdvledw y Jm.l;nds y h.m%EnW v CreatsjUpdate Journal Entriss

Homa | Wedlis | AddioFa

Evewvinow Drep ¥ cusioms

Most journal entries are posted during the nightly peoe BB Tss | oo
batch process. Journals can also be posted

. Unit 15100 Journal 10: 0000003736 Date: BEHTRN2 Errors Only
manually by the journal approver. -
Tamplae Lit Search Crieria Changs Vaiues View Audt Logs
hertalnk rocess: | |Fostoumal v Process 10 e [0 EE

To post the journal manually, select Post Journal _ﬁwwtn«wnal o
: : . Coy o
in the Process field on the Journal Lines page |

e Journal
St Lne U i ‘L‘eieuoue,

. (Edd Pra.Check
and click the Process button. Dm0

Fund Frogram Depariment Cost Center Task

12 oo @ fowsr @ [orouae @ | q |

02 e o s U, oo, o o, bedn, | Q|
!Prmﬂuumi(twsm; | : :
¢ (et Journal LD} 4
 |Refresh Journal |

lnestosse | | (3] =] [ Serkon

Unit Total Lines Total Debits Total Cradits  Journal Status Budget Status
1500 2 100.00 100.00 ¥ )
] Save | 0 Rt aaesh U o] Metinkis (] Noily | £ Rebeh (acs Fhuosienisin
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Deleting Journals

An approver can deny and / or delete a journal. Denying a journal does not release the funds that were
reserved during the journal’s initial budget check process. Be sure to either correct or delete journals that
are denied.

When you correct a journal, the budget check process runs automatically and releases the corrected
amounts and funds reserved, if appropriate.

When you delete a journal, the budget check process runs automatically and releases the funds reserved.
You can delete journals that have passed the budget check process but have not posted.

You cannot delete journals after they post.

To delete a journal, select Delete Journal in the Process field on the Journal Entry - Lines page and
click Process. The system prompts you with a message before deleting the journal.

90



Deleting Journals (continued)

Home | Workiist |  Addto Favorites |

Favorites | Main Menu > General Ledger 3 Journals >
- ; - - -

" Header | .m " Totals | Errors || Approval

Journavl Entry » Create/Update Journal Entries

21 New Window @Help E./Customizepage §

Unit: 15100 Journal 1D: 0000005890 Date: 052152012 Errors Only
Template List Search Criteria Change Values View Audit L ogs
| Inter/intralJnit | *Process: Edit Journal | Process | E E Line: 10 F =

Budget Check Journal
Copy Journal

= H

Customize | Find | El |

Telete J a
Select Line *Unit sLedger "Et'r' Fund Program Department FIPS Affiliate F
Edit Chartfield
= 1 15100 @, |ACTUALS |(E it Soumar @, |[o1000/@, |[g26001 @, |[97200 @, | = || @, [
Fost Journal
2 15100 ACTUALS ! 02011 99999
- Q§ Print Journal (Crystal) Q§ | Q§ | Qh | Qh | Q§ | Qh [
O |3 15100 @, |acTuaLs ||PrintJournal GXMLPY @, |[oz7oo/@, || @, |[99099 @, @, @,
Refresh Journal
4 15100 ACTUALS |[Submit Journal 01000 99999 15100 {
5 15100 ACTUALS @, (101010 02011 99999 15100 {
6 15100 ACTUALS @, 101010 01000 99999 15100 (
7 15100 ACTUALS @, (101010 02700 99999 15100 (
=l [} I >
Lines to ad: 1 =
Customize | Find |
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
15100 T 210.50 210.50 i W

Cardinal creates an audit trail of the deletion, along with other enabled journal events.
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Copying Journals

Cardinal enables you to copy information in an existing journal to use for a new journal entry. You can
copy posted or unposted journals and change the header and lines as needed.

Favcg'rtes MainvMenu b GenemLLedger b Juuwals 5 JournalEntr:.f > Create/Update Journal Entries

" Header Totals || Errors | Approval |

Unit: 15100 Journal 1D: 0000094744 Date: 052212015 [1Errors Only
Template List Search Criteria Change Values View Audit L ogs
~ mterntaUnt | process: - | Process FE e |10 B

ol

Customize | Find | B |

Select Line *Unit Speedlype *Ledger Account Fund Program Department Cost Center
1 [15100 @, | ACTUALS @, (5013110 @, |01000[@, [79%001  |@, (91100 @, | a,
2 [15100 @, | ACTUALS @, (5013120 @, [01000/@, ([799001  |@, (91100 @, | a,
4 m | 3
Lines to add: 1 (=l
Customize | Find | View Al B | 5 First K 4 or 4 I | ast
Unit Total Lines Total Debits Total Credits = Journal Status Budget Status
15100 2 100.00 100.00 v v
5] save [Ih RetumntoSearch | Previousinlist | NextinList [ Nefify & Refresh Beadd| [Eupdatemispiay)

Header | Lines | Totals | Errors | Approval
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Copying Journals (continued)
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The Journal Date will default to the current date but can be changed to a date within an open accounting
period. After reviewing the Journal Entry Copy page, click OK to access the newly copied journal.

Fa\.fuvr'rtes Mainlv'lenu » General Ledger > Journals > Journal Entry » Create/Update Journal Entries

Journal Entry Copy

Business Unit: 15100 Copy From 1D: 0000094744 Copy From Date: 0512212015
Journal 1D: Ledger: [[] Reverse Signs
Journal Date: h5x29f2015 E‘] New Ledger: Recalculate Budget Date
ADB Date: Document Type: [[] save Journal Incomplete Status
Currency Effective Date: E‘]

@ Do Not Generate Reversal (@ Same As Journal Reversal

*) Beginning of Next Period On Date Specified By User
':' End of Hext Period ADB Reversal Date:
) Hext Day

) Adjustment Period

(2 On Date Specified By User

Adjustment Period: L€
Reversal Date: [
OK Cancel Refresh
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Copying Journals (continued)

On the Header page, the Source code must be changed to reflect the correct type of journal entry.

K b Lines | Totals |[ Emors || Approval
| eacer IS = = il

Favnvrites Maing‘lenu b GenemLLedger b Jnuwals 5 JnurnalEntry s Create/Update Journal Entries

Journal Class: @
Transaction Code: GEMERAL |G

SJE Type:

Currency Defaults: USD / CRENT /1

Reverzal: Do Mot Generate Reversal

[5] save |[oF ReturntoSearch |[Z] Notify | &% Refresh

Header | Lines | Totals | Errors | Approval

Attachments (0} Commitment Control

Unit: 15100 Journal 1D: 0000094943 Date: 06/29/2015

Long Description: Icorrecting Entry L
*Ledger Group: Adjusting Entry: MNon-Adjusting Entry -
Ledger: Fiscal Year: 2015

Source: [omL @ Period:

Reference Number: [ ADB Date:

Auto Generate Lines
[] save Journal Incomplete Status

[7] Autobalance on 0 Amount Line

CARS Indicator Sendfo CARS d

Es Add
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Reviewing Journal Status
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You can search for and review the status of various journals after they have been entered and saved in
Cardinal on the Create / Update Journal Entries page using the Find an Existing Value tab. You can
navigate to this page using the following path:

Main Menu > General Ledger >Journals > Journal Entry > Create / Update Journal Entries

The Journal Header Status and Budget Checking Header Status search fields can be used to search
for journals with a specific status (e.g., Journal Has Errors).

Favorites : Main Menu > General Ledger : Journals > Journal Entry > Create/Update Journal Entries

Create/Update Journal Entries

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

) Add a New Value

WMaximum number of rows to return (up to 300y |300

Business Unit: = - 15100 @
Journal 1D: begins with -

Journal Date: = - [E
Document Sequence Number:  pegins with -
Loz Businzas Uik = -

Journal Header Status: = - Journal Has Emors -
Budget Checking Header Status: = - -
Source: = @,

User ID: begins with - @,
Attachment Exist: = - -

[Tl case sensitive

Search Clear  |BasicSearch 2 Save Search Criteria
e

Search Results
View All

Business Journa 1D Journal UnPost Document Sequence Line Businessflournal Header Budget Checking Ledger Sourc

Unit — Date Sequence Number Unit Status Header Status Group

15100 0000029313 112014 |0 (blank) 15100 Errors Mot Chk'd ACTUALS ONL

15100 0000029501 05M14/2014 0 (blank) 15100 Errors Mot Chicd ACTUALS SPJ

15100 AR00020519 04/02/2013 |0 (blank) 15100 Errors % ACTUALS AR 95




Reviewing Journal Status (continued)

Create/Update Journal Entries

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

Faw:;[ites MainvMenu > GenemLLedger 3 JnuLnals > Ju:nurna'IEntrjr » Create/Update Journal Entries

Attachment Exist: = -

[l case Sensitive

Search

Clear |Basic Search E}? Save Search Criteria

Search Results

Find an Existing Value Add a New Value

Maximum number of rows to return {up to 200) Iﬁ

Business Unit: = [15100 @,
Journal IDx begins with - |

Journal Date: = v | ]
Document Sequence NHumber: begins with - |
_Line Business Uit = | -

Journal Header Status: = - Journal Has Errors -
Budget Checking Header Status: - - -
Source: = ¥ | @,

User ID: begins with - | @

View All

Buginess Journal ID Journal UnPost Document Sequence Lir!e Business|Journal Header Budget Checking Ledger
Unit a— Date Seguence Humber Unit Status Header Status Group
15100 0000029313 03/21/2014 0 (Dlank) 15100 Errors Mot Chicd ACTUALS
15100 0000029501 05M14/2014 0 (blank) 15100 Errors Mot Chi'd ACTUALS
15100 ARD0020519 04/02/2013 0 blank) 15100 Errors Valid ACTUALS
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Audit Logs
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After a journal is saved you can view the audit log which provides a list of events related to the journal.

The Lines tab of the Create / Update Journal Entries page provides a hyperlink to the Search Audit
Logs page.

Cardinal creates an audit trail of the deletion, along with other enabled journal events. You can view the

audit log by accessing the Search Audit Logs page. You can navigate to this page using the following
path:

Main Menu > Set Up Financials / Supply Chain > Common Definitions > Audit Logging > Search
Audit Logs
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Lesson 3: Summary

In this lesson, you learned:

» Journals from Accounts Payable, Expenses, and Accounts Receivable — Funds Receipts are pre-
approved, since the originating transaction is approved in their modules.

» Journals from the Accounts Payable, Expenses, and Accounts Receivable — Funds Receipts are
budget checked in their respective modules.

» Journals created manually online, journals created from external sources (e.g. agency systems)
and spreadsheet journals must be both edit and budget checked in General Ledger. Journals may

be approved or denied. Only journals without errors that have been edited and budget checked
can be approved.

* Denied journals need to be corrected or deleted.
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Lesson 3: Summary (continued)

In this lesson, you learned:

» Deleting a journal releases the funds that were reserved during the budget check process.

* Any errors identified after an interfaced journal is uploaded into Cardinal must be corrected online
in Cardinal; if corrections are made online in Cardinal, the journal requires agency approval online
in Cardinal.

» Cardinal allows you to copy journal information from an existing journal to a new journal.
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Lesson 4: Journal Entry Reports, Queries and
CARDI:IAL' Onllne IanIrIeS

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

* Reports

* Queries

* Online Inquiries
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Journal Entry Reports
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Journal entry reports can run at various intervals during the processing of journal entries. There are
numerous reports available. Some commonly used journal entry reports include:

Journal Entry Detail Report

» Journal Edit Errors Report

» Posted Journal Summary Report

* GL Transaction Report

* Journal Upload Error Report
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Journal Entry Detail Report
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The Journal Entry Detail report displays all journal entries for a business unit and ledger within a specified
date range.

You can navigate to this report using the following path:

Main Menu > General Ledger > General Reports > Journal Entry Detail

PeopleScft Financials

Report ID: FINZ001 JOURNAL ENTRY DETAIL REFPORT Page No. 1

Busz. Unit: 7T0100--Dept of Corr - Central Rdmin Run Date 04/03/2014
Ledger Grp: ACTUALS —-Actuals Run Time 15:45:00
Ledger: ACTURLS —--hctuals

For the period 01/01/1%00 through 04/03/2014
Scurce: ALL Jourmal ID: ALL Status: ALL

Line Description Reference
Entry Event Cur Debit Credit

(Journal ID: 0000029046 Journal Date: 02/05/2014 Source: ONL—-Online Journal Entry Reversal: N--None
Status: V--Valid
Deszcripticn Test
1 Qutbound Freight Services

UsD 1,000.00 d.00
2 Qutbound Freight Services

usD a.00 1,000.00

Total USD 1,000.00 1,000.00
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Journal Entry Detail Report (continued)
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Report ID: FIN2001 JOURMAL EMTRY DETARIL REPCRT Page No. 2
Bus. Unit: 15100--VA Department of Accounts Run Date= 07/2&/2012
Ledger Grp: ACTURLE  --ACTUALE Run Time 13:36:50

Ledger: ACTORLE  --Actuals
For the period 07/16/2012 through 07/25/2012
Eource: ALL Jourmal ID: ALL Etatus: ALL

Lin= Description Fafarance

Aocount Fund Entry Event Cur Debit Credit
Program Department

Journal I[D: APDOOOENTE Jourmal Date: 07/16/2012 Ecurce: AP --Accounts Payable Reverzal: H--None

Etatus: V--Valid
Description Accounts Payable

1 Accounts Payable n0000osad
205028 Accts Payable-AP/EX Accruals 01000 G=neral Fund
99950 DOA
UED 0.00 T730.83
2 Accounts Payable 0o0000s1
205028 Accts Payable-AP/EX Accruals 01000 General Fund
99950 DOA
UED 0.00 £, 000.00
3 Accounts Payable nooaogs2
20E02E Accts Payable-AP/EX Accruals 08150 Enterprise App-Ferf Budgeting
99950 DOA
UED 0.00 1,100.00
4 Accounts Payable 0o0000s3
205028 Accts Payable-AP/EX Accruals 01000 G=neral Fund
99950 DOA
UED 0.00 438.10
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Journal Edit Errors Report
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The Journal Edit Errors report provides detailed information about journal edit errors.

You can navigate to this report using the following path:

Main Menu > General Ledger > Journals > Process Journals > Journal Edit Errors Report

PeopleEScft GL
Report ID: GLET011 JOURNAL EDIT ERRCORE Page HNo. 1

Bus . TUni 15100--VA Department of Accounts Bun Date 07/26/2012
Ledger : ACTUALE -=- ACTUALE Bun Time 15:10-51

Fi 2013

Reguest l--Jdourmal Edit Errors

Fource: ALL Journal ID:ALL Jourmal Date:07/16/Z012 through 07/19/2012
15100

Fusiness Unicz ID: 151

Pd Journal ID Jrml DOste Sre Bef Ho. Error Type Line Line Descripticn Fizld Name Entry Event Error message
18 0popoDells  O07/1B/2012 OHWV HEADER JRNL HDOR ETATIE Journal line errors exist for this header. ([(586{]
LINE 1 Cash With The Treasurer OF VA ACCOUNT Combo error for fields Account/Fund/Department i

L2DEPTREQ. (900,31}

Employ=e Trainng/Workshop/Conf ACCOUNT Combo error for fislds Account,/Program in group
SZEXPREQPROG. (9600/31)

341 FUND_CODE Combo error for fields Fund/Department in group
Y2 INVDEPTFD. [9600/31}

242 FUND CODE Combo error for fields Fund/Department in group
®2INVDEPTFD. (9600/31}

71 FUND _CODE Combo error for fislds Fund/Department in group
®ZINVDEPTFD. (960031}

72 FUND_CODE Combo error for fields Fund/Department in group
T2 INVDEPTFD. (9600731}
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Journal Edit Errors Report (continued)

Report ID: GLETO11

Fus. Unit: 15100--VA Department of Accounts

Ledger Grp: ACTUALE  -- ACTUALS

Fiscal Year:2013

Request 1--Journal Edit Errcrs

Fource:ALL Journal ID:ALL Journal Date:07/16/2012 through 07/19/2012
Fusiness Unit IO: 15100

Pd Journal I0 _Jmml Date Erc Ref No. Error Type Line

1 00000D611: O7/1B/2012 CRV HERDER

LINE 1

ka

11

42

172

Line Description

Cash With The Treasur=r Of VA

PeopleBoft GL
JOURNAL EDIT ERRORE

Field Name

JRNL HDR ETATUS

ACCOUNT

Ezployee Trainng/Workshop/Conf ACCOONT

FUND_CODE

FUND_CODE

FUND_CODE

FUND_CODE

Page Ho. 1
Fun Date 07/26/2012
Fun Time 15:10:51

Entry Event Error message

Journal lip= errors =xist for this heads=r. (58&(
Combo error for fields Account/Fund/Department i
t20EPTREQ. (9&00/31)

Combo error for fields Account/Program in group
tIEXPREQPROG. {9600/31)

Combo error for fields Fund/Department in group
t2 INVDEPTFD. (900,31}

Combo error for fields Fund/Department in group
t2INVDEFTFD. (9&00,/31}

Combo error for fields Fund/Department in group
t2INVDEFTFD. (9&00,/31}

Combo error for fields Fund/Department in group

L2 INVOEPTFD. (9600/31)
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Posted Journal Summary Report

The Posted Journal Summary report provides a list of all posted journals.

You can navigate to this report using the following path:

Main Menu > General Ledger > Journals > Process Journals > Posted Journal Summary Report

Report ID: GLE7000

Bus. Unit: 15100--VA Department of Accounts
Ledger Grp: ACTUALE  -- Actuals

ledger:  ACTUALE  -- Actuals

Fiscal Year:2012

PeoplesSoft GL
POETED JOURMAL SUMMARY BY JOURNAL ID FOR PROCESS INSTANCE 558419

Period Journal ID _Jrnl Date Unpost Sre Descr Lineg Debit
10 0000006136 04/30/2012 0 CRV 05.GL.02.01-Converted data, Do 1236 1,395, 368.34 UED
Period 10 Total 1236 1,395, 368.34 UED

Page No. 1
Run Date 07/26/2012
Run Time 1€:10:00

Credit Stat Amount

1,3593,368.34 n.oo

1,389,368.34
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Posted Journal Summary Report (continued)

Report ID: GLST009

ms. Unit: 15100--VA Department of Accounts
Ledger Grp: ACTIMLE  -- Actuals

ledger:  ACTUMLS -~ Actuals

Plgcal Year: 2012

Period Journal ID Jrol Date Unpost Src Descr

0000008138 04/30/2012 0

Period 10 Total

orone o
'-.T\. Wa.a

PeopleSoft GL

POSTED JOURNAL SUMMARY BY JOURNAL ID FOR PROCESS INSTANCE 558419

L..02.01-Converted data, Da

e
[

1236

1,399, 368,34  UED

1,399,368.34  UED

1,398, 380.14

1,189,160, 34

Page No. 1
Run Date 07/2&/2012
Run Time 16:10:00

Etat Amount

0.

il
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GL Transaction Report

The GL Transaction report displays summarized ChartField data. This report gives the user the flexibility
to select parameters such as ChartFields, Ledger, Accounting Period Range and Account Type to be
included on the report.

You can navigate to this report using the following path:

Main Menu > General Ledger > General Reports > GL Transaction Report

Commonwealth of Virginia

P GL TRANSACTION REPORT
CARDINAL Bun Date: 04/03/2014
RBeport ID: RGLO10 Bun Time: 03:55 00
Page No. 1 of 1
Business Unit: 15100 Department of Accounts
Ledger: ACTUALS
Fiscal Year: 2013 Period: 1 to 10
Source: All
Account Type: A

Adjustment Period:

Account AMOUNT
101010 14,720,8%0.33
111220 (7.140.00)
131050 0.00
154601 0.00
1583640 (16,783.20)
183730 {19,968.44)
Total 5 14,674,986.69
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Journal Upload Error Report

The Journal Upload Error Report provides details on all errors, including missing and invalid data,

encountered when loading data from agency systems into Cardinal.

You can navigate to this report using the following path:

Main Menu > General Ledger > General Reports > Journal Upload Error Report

==t
CARDINAL
Report ID: GL593

Commonwealth of Virginia
JOURNAL UPLOAD ERROR REPORT

Run Date: 05/12/2014
Run Time: 02:31 00

Submitting GL BU:
Upload Date Range:

File Name:
Upload Date:
GL Journal BU:
Journal ID
026L021101
026L021101
026L021101
02GL021103
026L021103
02GL0Z21104
026L021104
02GL0Z21104

02GL021104

13600
01-APR-2014

to  30-2PR-2014

13600 _GLE00_IN 04162014 1200 01%.dat

17-2PR-2014
13600
Journal Line
1

1

2

b

o

o

Error Field Name Field Value

DEPTID XYZ
CHZRTFIELDZ 512345
CHZRTFIELDZ 512345
MONETARY AMOUNT —-250.14
MONETARY AMOUNT 250.14
MONETARY AMOUNT -700
MONETARY AMOUNT =700
MONETARY AMOUNT 700
MONETARY AMOUNT 700

Page No. 1 of 13

Error Description

ChartField error for: XYZ, Field Name: Department,
Prompt Table: DEPT TEL

ChartField error for: 512345, Field Name: Program,
Prompt Table: CHARTFIELDZ TEL

ChartField error for: 512345, Field Name: Program,
Prompt Table: CHARTFIELDZ TEL

This Journal has not been balanced by Business Unit
Fund Cede.

This Journal has not been balanced by Business Unit
Fund Code.

This Journal dees ncot balance by total debits and
credits.

This Journal has not been balanced by Business Unit
Fund Code.

This Journal has not been balanced by Business Unit
Fund Code.

This Journal dees ncot balance by total debits and
credits.

and

and

and

and
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Some frequently used queries include:
 GL COA Journal Query
Do Not Send to CARS Query

» Posted Journal Details Query
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GL COA Journal Query
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This query provides detailed accounting distribution information and description, by Fund, Program,
Account, Department, Cost Center, and/or Project.

You can navigate to this query using the following path:

Main Menu > Reporting Tools > Query > Query Viewer >V_GL_JRNL _INQ BY_COA

V_GL_JRNL_INQ_BY_COA - GL COA Journal Query

Business Unit: [5100 (@

Fund (% for all): % @,

Program (% for all): % @,
Account (% for all): % Gy,
Department (% for all): % @,

Cost Center (% for all): % @,
Project (% for all): % @y,
Journal Date From: 06/01/2015 [
Journal Date To: 07/31/2015 |[3)

Include Long Description? [C]
View Results

Download results in . Excel SpreadSheet CSV TextFile XMLFile (4 kb)

Wiew All

Business F1ocal| Accounting| Joumall o, o | Journal | Date /il rung |brogram | Account [pepartment| S5 | Task [Bus | Project Aty [FIPS |Asset ASSNSY ASNSY| smoune | “line | Jmitime
Unit HNbr Unit Reference
115100 2015 12 (AR ARO0094910 |06/25/2015 | 06/25/2015 101000 4009060 [91100 11730.006 DC062215 jlsf;:DlRJRNL:}Q?
215100 2015 12 (AR ARO0094910|06/25/2015 | 06/25/2015 206150 4002700 (95800 23521.006 4092015 ng;:DIRJRNL:SQU
315100 2015 12 (AR AROD0094910 |06/25/2015 | 0G/25/2015 3|06150 101010 |99999 23621.000 4092015 ag:\[;:DIRJRNLSQD
4115100 2015 12 (AR ARDO0094910 |06/25/2015 | 0G/25/2015 401000 101010 |99999 11730.000 | DCOG2215 15-08-

189AR_DIRJRNL397

First [[§] 1-4 of 4 [iij] Last

Long

Description
{if
included)

Mot
included
Mot
included
Mot
included
Mot
included
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CARS Do Not Send List Query
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This query provides journal data on transactions that were marked Do not send to CARS.

You can navigate to this query using the following path:

Main Menu > Reporting Tools > Query > Query Viewer >V_GL_CARS DO _NOT_SEND

V_GL_CARS_DO_NOT_SEND - CARS Do Not Send List

Business Unit: hs100 @
Fiscal Year: 2015
Accounting Period: 3

View Results

Download results in©  Excel SpreadSheet CSVTextFile xMLFile (111 kb)

Wiew All Firstﬂmﬂ@
; DOA Jrnl ] Total
Eluilln_n:ss Journal ID SDOJE Ln Hdr |Source Opnid Jrnl Date Jrnl Descr F\:,S(:al Period Jrgl:.n Jrnl Ln Descr EF:ur;d Account |Program | Monetary
m Status | Status ear € ode Amt
LI clearincorrect
1 |15100 0000041281 |C il P SPJ UHK37558 09/04/2014 |program code | 2015 3 pom 06090 (101010 (711006 311662.310
for en
To correct | ) ot
2 |15100  |0000041281/C [N p SPJ  |UHK37558 09/04/2014 |program code | 2015 3 ;;fr']“”c””e 06090 (206240 |711006 | -311662.310
for en
To correct record to
3 |15100 0000041281 |C il P SPJ UHK37558 09/04/2014 |program code | 2015 3 correct pgm 06090 (101010 (711008 | -311662.310
for en
To correct record to
4 |15100 0000041281|C N P 5PJ UHK37558 09/04/2014 |program code | 2015 3 correct pgm 06090 (206240 (711008 311662.310
for en
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Posted Journal Details Query
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This query displays Journal and COA information related to particular Fund, Program, Department and
Account criteria for the ACTUALS ledger

You can navigate to this query using the following path:

Main Menu > Reporting Tools > Query > Query Viewer >V_GL_POSTED_JRNL_DTL

V_GL_POSTED_JRNL_DTL - GL COA Journal Query

Business Unit (% for all): 15100 O‘

Fund (% for ally: % @,

Program (% for all): % @,
Account (% for ally: % @,
Department (% for all): % @,

Cost Center (% for all):  |% @,
Project (% for all): % @,
Journal Date From: 10/01/2014 |[#
Journal Date To: 10115/2014 5

View Results

Download results in - Excel SpreadSheet TSV TextFile XMLFile (263 kb)

View Al First [ 1-100 of 565 [y Last
GL Bﬂ::?ess F#SéCﬁﬂ[' Acsgr:zgng .:;%L:Ir[r::z\ Journal ID J0Duﬁr|r;a\ sztzd L:\E%I Fund Program | Account Department C[;i?;r Task PEE‘IL‘]S Project |Activity |FIPS |Asset AUQ:QE;‘" A&:Q? Amount J;:f'graelnl‘ége

1 15100 2015 4 AP APO0043128 (1070172014 | 10/01/2014 102111 101010 |99999 -22.48 (00000805

2 15100 2015 4 AP APD0043138 [10/01/2014 | 10/071/2014 20211 101010 |99999 -14481.21(00000813

3 15100 2015 4 AP AP00043138 (10/01/2014 |10/01/2014 302111 101010 |99999 -25148.30 (00000820

4 15100 2015 4 AP AP00043138 |10/01/2014 |10/01/2014 4102111 101010 |99999 -14582 25 (00000814

5 |15100 2015 4|AP AP00043138 (10/01/2014 | 10/01/2014 5(02111 101010 |99999 -461.61|00000821

] 15100 2015 4 AP APO0043138 [10/01/2014 | 10/01/2014 602111 101010 |99999 -545.56 00000815

7 15100 2015 4 AP APO0043128 (1070172014 | 10/01/2014 702111 101010 |99999 -36478.83 (00000816

8 15100 2015 4 AP AP00043138 |10/01/2014 | 10/01/2014 g8|02111 101010 |99999 -2298.03|00000317

9 15100 2015 4 AP AP00043138 (10/01/2014 |10/01/2014 902111 101010 |99999 -947 57 |00000818

10 |15100 2015 4 AP AP00043138 |10/01/2014 |10/01/2014 10{02111 101010 |99999 -4731.39|00000819

11 (15100 2015 4|AP AP00043138 (10/01/2014 | 10/01/2014 1102111 101010 |99999 -257.31|00000822

12 15100 2015 4 AP APO0043128 [10/01/2014 | 10/01/2014 12{02111 101010 |99999 -317.27 |00000223

13 |15100 2015 4 AP APO0043128 [10/01/2014 | 10/01/2014 1302111 101010 |99999 -4900.61 00000224

14 |15100 2015 4 AP AP00043138 |10/01/2014 | 10/01/2014 14{02111 101010 |99999 -7525.15|00000825

15 |15100 2015 4 AP AP00043138 (10/01/2014 |10/01/2014 15(02111 101010 |99999 -1895.59 | 00000806 113
16 15100 2015 4| AP AP00043138 10/01/2014 1 10i01/2014 16102111 101010 199999 -7465.69|00000807




Online Inquiries
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Below are three inquiries available for journal entries:

 Review Journal Status

e Journal Inquiry

* Ledger Inquiry
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Review Journal Status

At any time during journal processing, you can
view the status of journals and the journal line
details on the Review Journal Status pages.

You can navigate to this inquiry using the
following path:

Main Menu > General Ledger > Journals >
Process Journals > Review Journal Status

Home | Workist | AddtoF
Favorites - Main Menu » General Ledger » Journal > Process Journak > Review Joumal Status
= v A v

Review Journal Status

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

Find an Existing Value

Waimum number of rows to return (up to 300): |300

Business Unit: ’151007@5

Journal ID: begins with VH

Joumal Date: - v | ]

UnPost Sequence: E v ‘ \

Document Sequence Number:| begins with + \

Journal Header Status: ‘ = v ‘ ‘ v|

| Search | Clear  Basic Search [Gf° Save Search Crteria

Search Results

View All First [4] 1-100f117 )] Last
Business Unit Journal ID  Journal Date UnPost Sequence Document Sequence Number Journal Header Status Budget Checking Header Status Ledger Group
mgg 0000005890 0a/z1/2012 0 blank) Valid Valid ACTUALS
15100 0000005891 06/27/2012 0 blank) Posted Valid CASH
15100 0000005892 06/27/2012 0 blank) Posted Valid MODACRL
15100 0000005893 06/27/2012 0 (blank) Posted Valid FULLACRL
15100 0000005900 Oa/28r2M2 0 (blank) Valid Ermor ACTUALS
15100 0000005902 6282012 0 blank) Ermars Not Chicd ACTUALS
AE400 ANANANEQAT ASIR0IRA49 [ blaclt Roctnd Lalid ACTIIALG
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Journal Inquiry

You can view details for journal header and journal lines using the Journal Inquiry — Journal Inquiry
Details page.

You can navigate to this inquiry using the following path:

Main Menu > General Ledger > Review Financial Information > Journals

4P CARDINAL

Home | Workist | Addte Faveri
Favorites = Main Menu > General Ledger > Review Financil Information »  Journals
b - -

@Newwmdnw @Help E{‘CustnmizeF
Journal Inquiry

Journal Criteria

Ingquiry *Unit *Ledger *Year *From Period *To Period Suspense Status
02GL0205 15100 @, |ACTUALS @, |2013@, 1@, 12/@, @,
Journal 1D Date Status Source Currency Stat Document Type
I e - Q @ [ e I S
User Document Sequence Sort By Max Rows Attachment Exist
| @, | [ Journal Id v| [ 100

. Search | . Delete | | Clear |
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g’ Journal Inquiry Details (with Drill to Source)
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Fawarites Main Menu > General Ledger > Rewview Financial Information > Journals
H - -

0 Mew Window |:E:lHelp CustomizeF'age E http =~
Journal Inquiry

Journal Inquiry Details
» Ledger Criteria

Go To: Journal Criteria
Journal Header
Jowrnal 1D EX00006145 Date: O7i23/2012 Schedule:
Ledger Group: ACTUALS Original Date: 07/23/2012 Process: Mo Request =
Source: EX Date Posted: Total Lines: 4
Journal Status: “alid Reversal Date: User ID: Al CARDIMNAL_BATCH_GL
Balanced: DR=CR Reversal: Mone InterUnit BU: 15100
Doc Seq: Budget Status: Valid View Attachment (0}
Long Description: Expense Closure Journal rﬁl

= ANl Lines

2 FromiTo From Line: To Line: | Query Journal Lines |

Totals by Currency

Currency: USD Debit Armowenit: 144 93 Credit Aomounit: 144 93 MNet: o000

Customize |

Drill tox Avrmount (in
Lirve # Line Descr Transacti-on Currency Account Furnd Program Department Cost Center Task F
Source Currency)
B2 1 g’fg:gse Shest 7493 |USD so12820 |[o1000 F3TO04 aszo0
B 2 E’I{g:gse Shest FTa9z|usD 205025 o1000 aggog
B 3 E;g:gse Sheet 7000 USD 5012850 |[01000 737004 95200
B} a g’fg:gse Sheet Fo.00|usD 205025 01000 ggg99
| 1T} Il -
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Drill to Source — ChartFields

Favorites = Main Menu | 4

Journal Entries
Journal ID

» Process Expenses > Review Payments > Journal Entries
- -

Home | Worklist

@ MNew Window @ Help

E customize Page D& http =

Add to Favorites

Sign out

Journal Entry Detail

Unit Type

15100 Expense Report

1D

0000007344

Line Nbr

Details

Acctg Date

06/25/2012

Fund

01000

Program

T3T004

Department Cost Center

95200

Task

FIPS

Business Unit 15100 Journal EX00006145 Date 07232012
Ledger ACTUALS Line 1 Line Descr Expense Sheet Close GL Journal

Chartfields Customize | Find | view 21| B | 38 Firat BT g 054 00 Lot
Account Fund  Program Department Cost Center Task FIPS Asszet Agency Use 1 ?ge"‘a' US€ pe Bus Unit | Project
5012820 01000 | 737004 95200

< | | [
Base Currency JsSD Base Amount -74.93

Currency gD Transaction Amount -74.83

Statistics Code Statistic Amount

Asse
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Ledger Inquiry Page

The Ledger Inquiry page is used to review ledger information. Please note that commitment control and
summary ledgers are not available on this page.

You can navigate to this inquiry using the following path:

Main Menu > General Ledger > Review Financial Information > Ledger

(g8 CARDINAL

FavgteséMainvMenu > GeneraI'Ledger > ReviewFinancviaIInfom'tation > Ledger

| Worklist | Audd to Favorites | Sign out

2 Mew Window @ Help E,) Customize Fage = hitp =S|
Ledger Inquiry
Enter ledger, period, ChartField and rest of the criteria. Click on Search bution to execute the gquery.
Ledger Criteria

Inguiry Name =Unit *Ledger *Fiscal Year *From Period *To Period currency Stat Code

02GLO205 5100 @, [acTuALS @, [2013]@, 1@, 12|@, @, @,
] show ¥YTD Balance [ include Closing Adjustments Max Ledger Rows
[] show Transaction Details [] only in Base Currency 100 =
Search Clear Delete

#i Firet EB 9 94 of 14 I3 [ =t Include Adjustment Periods

Customize | Find | X |

ChartField Value ChartField Value Set Update/Newr Sum By R::I';‘reed Order-By TE (FECTT

Account [ @, | @, | Update/MNew 1 O e
Departrment [ @, | @&, | Update/Mew 1

Asset [ @, @, |Update/MNew Ll T
Task [ @, | @, |UpdateMew (|

Fund [ @, @, |Update/MNew Ll

FIPS [ @, @, |Update/MNew (]

Agency Use 2 [ @, | @, | Update/MNew =1

Affiliate | @, | @, |Update/MNew (]
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Ledger Inquiry Page (continued)

The Ledger Inquiry page fields are explained below:

Fields

Description

Show YTD Balance

If you select this checkbox, the inquiry returns year-to-date balances for specified ChartFields for a
period. Do not select this checkbox and the inquiry returns individual balances for period and account
that are displayed in order by period.

Show Transaction
Details

Select to see the ledger data along with the journal transactions that contributed to the balance.

Include Closing
Adjustments

Select this option to include closing balances (period 999) along with the current open period amounts.

Max Ledger Rows

Indicates the maximum number of rows to display. You can override the default of "100" with any
number <=300 rows of data that you can display in a scroll area.

Delete Deletes the inquiry, cancels the page, and returns you to a blank Ledger Inquiry.
ChartField Enter a ChartField value for one or more ChartFields to review specific data in a ledger.
ChartField Value Set | Select a predefined set of selection criteria for a given ChartfField.
Sum By You are required to select at least one ChartField to sum by. If you do not, you receive an error

message when you select the Search button. Period is always included in the sum by and is always the
first column in the inquiry results. If you select all ChartFields available in the ChartField Criteria for
Sum By and the Show Transaction Details checkbox is not checked, the result is a display of each
row in the ledger that meets your criteria for business unit, ledger, fiscal year, accounting period,
currency, and statistics code.

Value Required

Select this check box to filter out ChartFields with blank values. This check box is available only when
the Sum By checkbox is selected. It is also unavailable for selection but is automatically selected by
Cardinal if the ChartField Account has Sum By selected.

Order By Determine the sort order of the ChartFields in the result page by the order in which you select Sum By
for each ChartField.
Sel (select) Select specific adjustment periods by checking its checkbox from the list of adjustment periods that are
available based on the selected Ledger and Fiscal Year.
Period Adjustment periods are displayed based on those available for the selected ledger and fiscal year.
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Ledger Inquiry — Ledger Summary Page
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The Ledger Summary page fields are explained below.

Fields Description

Ledger Detail Drill - Down ChartField Display | Click this link to select the ChartFields that you want to display when you drill
into the Ledger Detail.

Activity Click this link to view transaction details on the Ledger Inquiry - Transaction
Details page.

Detail Click this link to view ledger details on the Ledger Inquiry - Ledger Details
page.
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Ledger Inquiry — Ledger Summary Page

The Ledger Summary displays results from the Ledger Inquiry.

48 CARDINAL

anrc;r'rtes Mainvru'lenu > GenemLLedger > Review Financlal Information > Ledager

|  workist | Addto Favorite|

B Mew Window (ZiHelp [ Customize Pa
Ledger Inquiry

Ledger Summary

Before clicking on Detail hyper link, you can click on "Ledger Detail Drill-Down Chartfield Display™ to display the chartfields that are
pertinent to your inguiry.

P Ledger Criteria

Go To Inquiry Criteria Ledger Detail Drill-Down Chartfield Display
Ledger Summary First Bl 4 of 1 L3 | ast

Ledger Amount by Currency

Period Balance Period Balance Ba
Period Activity Detail Account Account Description {in Transaction Currency {in Base e
Currency
Currency) Currency)
”~
1 Activi Detail 101010 Cash With The Treasurer Of WA 290,259.58 UsSD 290,259.58 UsSD —a
1| Activi Cietail 111220 Farking Fee Suspense Account -2 527.00 UsSD -2 527.00 UsD
1 Activi Detail 121030 FPetty Cash Advances 1,000.00/USD 1,000.00/USD
1| Activity Detail 182720 Construction In Progress 1,200,000.00 UsSD 1,200,000.00 UsD
1| Activity D etail 183700 Equipment 34,823.00 USD 34,823.00 UsSD
1 | Activity Detail 183730 Accm Depreciation - Equipment -26,983.21 UsD -26,983.21 UsD =
1| Activity Detail 205025 Accts Payable-AP/EX Accruals -133.99 UsSD -133.99|/UsSD
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Lesson 4: Summary
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In this lesson, you learned how to:

* Navigate to the key reports and online inquiries
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Course Summary

In this course, you learned to:

» ldentify key journal entry concepts
» Understand the overall journal entry process
» Enter Agency to Agency transfer (ATA) journals

» Understand how journal processing integrates with other Cardinal modules and interfaces with
external systems

* Create journal entries in Cardinal

» Create and upload a spreadsheet journal

» Review and correct edit check errors

» Review and correct budget check errors

» Submit journal entries for approval and monitoring journal status
* Navigate to the key reports and online inquiries
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Course Evaluation
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Congratulations! You have successfully completed the GL332: Processing Journal Entries course.
Please use the evaluation link to assess this course.
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 Key Terms

* Flow Chart Key
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Key Terms

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.

ChartField — A field on the Chart of Accounts. It represents one category of data (e.g., Fund, Department,
Account, etc.), with various values that further define a transaction. A combination of ChartFields defines
an accounting distribution used on a transaction.

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 — Enables the tracking or controlling of expenses against budgets and revenues
against estimates.

Journal — An entry used to post accounting entries to a ledger.
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Key Terms (continued)

Journal Date: The date of the journal transaction which drives the accounting period and fiscal year.

Journal Header: Includes the overall journal information such as the ledger, the journal source, long and
short descriptions, and more.

Journal ID: A sequentially generated number for online journals, sub-module journals, and interfaced
transactions.

Journal Lines: A reference to each accounting line entered in the General Ledger Create Journal
Entries page, consisting of appropriate ChartField and accounting values.

Ledger and Ledger Group — A record of monetary transactions by account (e.g. Budget, Actuals,
Modified Accrual, Full Accrual, and Cash). A ledger group is a group that includes ledgers that have a
common physical structure. Each ledger within the ledger group shares a common physical structure
based on the ledger template.

Run Control — An identifier that, when paired with your User ID, uniquely identifies the process you are
running. The Run Control ID defines parameters that are used when a process is run.

Workflow — A tool in Cardinal that routes a transaction electronically for approval via a Worklist.
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Flow Chart Key

FLOW CHART KEY

Step
Description

Batch
Process

Decision
Outcome

Entity
Name

Process

Depicts a process step or interface.

Specifies a batch process.

Depicts a process or step that is performed manually.

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

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

Depicts a process.

Start

End

Document

O,

Budget YE
Close
GL

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

Indicates paint 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 sleps between business processes.
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