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Welcome

—

CARDINAL

Welcome to Cardinal Training!

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

In this course, we will show you how to approve / deny a Journal in Cardinal.

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

CARDINAL

After completing this course, you will be able to:

Understand journal sources

Understand pooled approvals and how they work

Approve journals

Deny journals




Introduction

CARDINAL

This course will focus on Journal Approvals.

Workflow Approvals

Functional Area

Vouchers

Travel
Authorizations

Accounts Payable

Expense Reports

Cash Advances

Accounts Receivable

Non-Workflow Approvals

Funds Receipt

Journals

General Ledger

Deposits

Budget Journals




Journal Approval Overview

CARDINAL

Journals requiring agency approval in General Ledger include:

» Journals entered online in the General Ledger module
» Spreadsheet Journals

Journals not requiring approval in General Ledger include:

Journals from Accounts Payable, Expenses and Accounts Receivable

» These journals are pre-approved in their module. As a result, they do not need to be approved
again in General Ledger.

Journals from Fixed Asset Accounting System (FAACS)

Journals from CIPPS

Interfaced Journals

+ Interfaced journals will not require approval at the agency level unless changes are made
online.

» Interfaced journals will still be subject to Capital Outlay and Legal Services if applicable.



Journal Approval Overview (continued)

CARDINAL

A request for approval is triggered once a journal successfully completes the edit and budget check
processes (either online or batch) and the user manually clicks submit.

Cardinal notifies you of Journals requiring your approval via your worklist. Check your worklist frequently
(at least dalily) for journals requiring your approval.

Journals can also be submitted to workflow through the nightly mark to post batch process. This process
is specifically for interfaced and CIPPs journals.



Pooled Worklist

CARDINAL

Journal approvers share a pooled worklist at each level of approval. A journal that requires approval is
directed to, and appears on, that shared worklist.

Any approver within the pool can take action on the journal. When one of the approvers completes an
action on the journal, it is removed from their shared worklist since it has been worked.



Journal Approvals

CARDINAL

Required and conditional approvals for journals

incl

ude:

Required Approval:

Agency GL Journal Approval: This approval
Is required for all journals based on the
Business Unit and Department.

In Cardinal, each agency and each petty cash
account is assigned a unique Business Unit.

The Department assigned to the User ID
determines how the transaction is routed.

General transfers between agencies under a
controlling agency’s authority can be entered
online, on a spreadsheet or through interface.

Agency to Agency (ATA) transfers are
specifically reserved for journals to transfer
cash between agencies. These journals will be
entered and thus approved by DOA. If Capital
Outlay / Legal Services exist, DOA will obtain
approval outside of Cardinal for processing.

Journal Approvals
Routing Order

Agency GL Journal
Approval

Required

DOA Approval
— Capital Outlay
(DOA PreAudit)

Conditional

DOA Approval
— Legal Services
(DOA PreAudit)

Conditional




CARDINAL

Conditional Approvals:

DOA Approval — Capital Outlay: This
approval is required if the Program Code
begins with 9980 and the Summary Project is
not exempt (Capital Outlay Projects has not
received their environmental impact study).

DOA Approval — Legal Services: This
approval is required if the Account on the
journal is 5012430.

Journal Approvals (continued)

Journal Approvals
Routing Order

Agency GL Journal
Approval

Required

DOA Approval
— Capital Outlay (DOA
PreAudit)

Conditional

DOA Approval
— Legal Services
(DOA PreAudit)

Conditional
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Journal Approvals (continued)

CARDINAL

As a Journal Approver, you can either approve or deny a journal. If you deny a journal, Cardinal sends
both an email and a worklist notification to the Journal Processor. The Journal Processor can either delete
the journal or correct it. If corrected, the Journal Processor submits the journal again for your approval

after it passes edit and budget check. If the journal requires deletion, the journal processor can then delete
it.

Cardinal does not escalate unaddressed approval items in General Ledger. If you do not approve or deny
a journal, it stays on your worklist indefinitely. Cardinal does not route it to another approver. On the
Create/Update Journal Entries page (Find an Existing Value tab), you can use the Journal Header
Status to locate journals not posted.

Budget journals do not require formal approval in Cardinal. Budget Approvers review budget journals and
post them to the General Ledger.
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Journal Approval Workflow Routing

CARDINAL

All journals entered or updated online go through the full approval workflow.

This diagram shows the approval workflow routing for journals:

Journal
submitted
for approval

Agency GL
Journal
Approver

DOA Capital
Outlay
Approver

*

Legend: * Indicates conditional approval level

DOA Legal
Services
Approver

*

Journal

Approved

Interfaced journals that have not been updated online only go through workflow if one or more of the
conditional approvals is required.
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CARDINAL

Journal Approval Steps

Journals are approved on the Journal Approval page. You can access this page by using the Worklist

link on the Cardinal Home page or by direct navigation.

To access the Journal Approval page via the worklist, click the Worklist link located at the top of the

Home page.

[» myCardinal Financials
[» Employee Self-Semvice
[» Travel and Expenses

[» Enterprise Components
[ Worklist

[» Reporting Tools

[» PeopleTools

= My Personalizations

= My System Profile

&)

ﬁ Financials Report Execution

[ AP Reports
I=] Financials Query-based Reports

P

Financials Report Retrieva

[= FIN Report Manager
[= FIN Process Monitor

r___ CARDI NAL Waorklist Add to Favorites | Sign out
Favorites Main Menu
Personalize Content | Layout @Help
|Menu - Classic (=] (=] |myCardinaI Financials [=] %]
Search:
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Journal Approval Steps (continued)

The Worklist page displays. Click the hyperlink for the journal that you wish to approve.

4P CARDINAL

Main Menu x Worklist 5 Worklist
o o

Favorites
o H

Worklist for RRS99601: Page, Doug (DOA)

Detail View Work List Filters: | = () Feed ~
Worklist Customize | Find | iew Al | BV | 8 Fist K1 12052 I gat
From Date From | Work Kem Workei By Activity Priority Link
Clagbome, Keta TAApproval, 73563 15100, 1801-01-01 .
DOA ' 012272014 Approval Routing  Approval Workflow |2-Medium 'l M, 0, TRAVEL AUTH_|D:0000002355 | Iark Worked | | Heassign
(DOA) ROCRADA
GlLJourmalApproval, 85391, STATE
1901-01-02, N, 0
, BUSINESS UNIT:15100 .
coaypome, Kea o101 | Approval Routing - Appraval Workflow [1High | JOURNAL ID.0000029263 Mark Warked | [ Reassign
(DOA) JOURNAL_DATE:Z01401.23
BUSINESS UNIT LM:.15100
RDCRADA
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Journal Approval Steps (continued)

CARDINAL

This opens the approval page for the journal
you selected. Review the journal details before
approving:

* On the Header tab (default tab when the
page opens), review the journal header
information.

» Click the Lines tab to review the journal
line information.

* Click the Totals tab to review the Control
and Actual totals.

» Click the Errors tab to review any header
and line errors.

» Click the Approval tab to complete an
approval action.

[ cARDINAL |

Favorites © Main Menu »  Worklist 5 Worklist
x x =

Header Lines Totals

Journal ID:

Submit |

0000029263 Date:

0172372014

Unit: 15100
Approval Check Active: ¥
Approval Status: Pending Approval

Approval Action: Approve

Deny Comments: |

Jrnl Approval

= BUSINESS_UNIT=15100, JOURNAL_ID=0000029263, JOURNAL_DATE=2014-01-23, BUSINESS_UNIT_LN=15100:Pending
Jrnl Approval

Pending

@ Ilultiple Approvers
GL Journal Appraver

[E™

Save | |[0P RetumtoSearch | =] Motify | &% Refresh |

Header | Lines | Totals | Errars | Approval

Click the image to enlarge
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Journal Approval Steps (continued)

CARDINAL

You have two options from the Approval tab:

« To approve a journal, click the Approval Action drop-down menu, select Approve, and click the
Submit button. Cardinal routes the journal for any conditional approvals that may be needed.

« To deny a journal, click the Approval Action drop-down menu, select Deny, and click the Submit
button. If you deny a journal, you must enter comments in the Deny Comments field. Cardinal
sends an email and a worklist notification to the Journal Processor.

If you Deny the journal, the Journal Processor can edit and re-submit if necessary; otherwise the
Journal Processor should delete the journal. Denied journals need to be corrected or deleted to
release reserved funds.
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Journal Approval Steps (continued)

#® CARDINAL
= Home | ‘Workiist | Addto Favertes | Shon out

Favgrites

Header Lines Totals Errors Approval

Main Menu > GeneralLedger > Journaks > JoumalEntry > Create/Update Joumal Entries

|

Unit: 15100

Journal 10:

Unit: 15100
Approval Check Active: b
Approval Status: [ona

0000006034 Date: oTM12012

Approval Status

Approval Action:
Deny Comments:

Jrnl Approval

— BUSINESS_UNIT=15100, JOURNAL _ID=0000006034, JOURNAL_DATE=2012-07-11, BUSINESS_UNIT_LN=15100:Approved

Jrnl Approval

Approved
w'-.-’ GL _JOURMNAL APPROVER

EL Journal Approver
0712 - 07:48 AN

Jrnl Approval - Legal Services

=~ BUSINESS_UNIT=15100, JOURNAL _ID=0000006034, JOURNAL_DATE=2012-07-11, BUSINESS_UNIT_LN=15100: Approved

Jrnl Approval - Legal Services

Approved

o TAT RMAL AFPROVER
GL Jrnl Lagal Services Apprvr
QA2 - 1119 AN

F Approval Histo
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Approval History

The Approval History section of the Approval Tab identifies the requestor, approver, approval status,
and date / time stamp of the various activities and users involved in the approval process.

Home | Wordst | AddtoFavortes | Signo Home | Workist | AddtoFavertes
Favorkes  Man Menu > Generalledger > Joumas > JoumalEntry > Create/Update Joumal Entries
Thread 10  Definition 1D Effective Date  Requester Stage Path  Step Number Step Status Approver Approval Status  Datetime
17401 50100 01011301 V_GL_COVA_JOURNAL_PROCESSOR 10 1 1.00 Approved V_GL_JOURNAL_APPR Approved 0711172012 7:48:55.0000004M 2
17401 50100 010111901  V_GL_COVA_JOURNAL_PROCESSOR kli} 1 1.00 Approved AIR35142 Bypassed 07/112012 11:12:15.00000044
17401 50100 01011901  V_GL_COVA_JOURNAL_PROCESSOR 30 1 1.00 Approved CAQ18319 Bypassed 07/11/2012 11:19:15.000000AM
17401 50100 010111901  V_GL_COVA_JOURNAL_PROCESSOR 1] 1 100 Approved DONNABROWN Bypassed 071172012 11:19:15.000000AM
17401 50100 010111901  V_GL_COVA_JOURNAL_PROCESSOR 30 1 1.00 Approved FWASTT28 Bypassed 07/1172012 11:19:15.000000AM
17401 50100 010171901 V_GL_COVA_JOURNAL_PROCESSOR 0 1 1.0 Approved GDW55424 Bypassed 071172012 11:19:15.000000aM
17401 50100 010171901 V_GL_COVA_JOURNAL_PROCESSOR 30 1 1.00 Approved GLX21980 Bipassed 07/11/2012 11:12.15.000000AM
17401 50100 010111901 V_GL_COVA_JOURNAL_PROCESSOR 0 1 1.00 Approved HGO69383 Bypassed 07/11/2012 11:13:15.000000AM
17401 50100 01/01/1901 V_GL_COVA_JOURNAL_PROCESSOR 0 1 1.00 Approved PPS_CHRISTINEELAM  Bypassed 07/112012 11:19:15.000000AM
17401 50100 010111801  V_GL_COVA_JOURNAL_PROCESSOR 0 1 1.00 Approved PPS_KIMWHITE Bypassed 0711412012 14:19:15.000000AM
17401 50100 010111901  V_GL_COVA_JOURNAL_PROCESSOR 1 100 Approved PPS_REBECCAGELLA gnassed 0711172012 11:19:15.000000AM
17401 50100 01011901  V_GL_COVA_JOURNSL_PROCESSOR 1 100 Approved PPS_STACYMCCRACK gnassed 0711472042 14:12.45.00000044
£ 2
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Journal Approval — Direct Navigation

CARDINAL

You can also approve a journal by directly
navigating to the Create / Update Journal
Entries page using the following path:

AP CARDINAL|

Favc_h'r\tes gMainEflenu > GeneralLedger > Journals  » Joumal Enfry » CreateUpdate Journal Entries
. - o i

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

J ourn al En t ry > Create/U p d ate J ourn al Enter any information you have and click Search. Leave fields blank for a list of all values.
Entries

Add 2 New Value

Maximurn number of rows to return (up to 300); (300

Click on the Find an Existing Value tab. Business Unit: == lh5100 4
Journal ID: IbEQi”S with ||
Journal Date: | = j | @
Enter the search criteria for the journal you Document Sequence Number: | begins with - |
want to approve and then click the Search Line Business Unit: =] | A
button Journal Header Status:; | = j | Mo Status - Needs to be Edited j
' Budget Checking Header Status:l = j I ﬂ
Source: I = |GNL @,
Once the journal displays, the steps to User D: [begns vith ] VPrezrar .
. Attachment Exist: | = ﬂ | d
approve are the same as selecting from the

[ case Sensitive

Worklist.

| Search Clear  |Basic Search [gf Save Search Criteria
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Checkpoint

—

CARDINAL

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

20



Which of the following journals require online agency approval(s) in

VWAGCH of T SSRowng OUmEn e SAne S0nCy AEROVEIN] N
Gararal Ladger (eiect ol B apoiy s

A GL333-Q1

Soomain o Pa ALcosn Payatie modse

Joumain ererel Pl e

Quiz - 1 question
cJourna
?ast Modtfed Jul 17, 2015 at 10:56 AM

[J Journals from the Accounts Payable module

PropiyR@ls entered manually online

On passing, 'Finish' button: Goes to Next Slide
On failing, 'Finish’ button: Goes to Next Slide
Allow user to leave quiz: At any time

User may view slides after quiz: At any time

Show in menu as: Single item

[a Edit in Quizmaker ] [ Edit Properties ]




Interfaced journals only require agency level approval(s) in Cardinal if the
journal is modified or corrected online in Cardinal.

O True

C False
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Course Summary

CARDINAL

In this lesson, you learned:
« All journals entered or updated online require online approval.

» Interfaced journals only require agency approval in Cardinal if the journal is modified or corrected
online in Cardinal.

« Journals can be approved from your Worklist or the Create / Update Journal Entries page.
* You can approve or deny journals.

» Transactions routed to a pooled worklist can be worked by any approver with that transaction on
their worklist. When an approver approves or denies the transaction, it is removed from their shared
worklist.

« Journal transactions for Capital Outlay and Legal Services require additional levels of approval.
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Course Evaluation

CARDINAL

Congratulations! You have completed the GL333: Approving Journals course. Please use the
evaluation link to assess this course.

[ Click here to access the survey ]

Once you have completed and submitted the survey, close the window. To close the web based training
course, click the Exit Course button.
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https://www.surveymonkey.com/s/XT3QJ6F

! E Appendix

* Screenshot
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Journal Approval Page

4P CARDINAL

Favorites @ Main Manu 5 Waorklist 5 worklist
r H r o

Header T Lines e Totals I Errors b Anpraval

Unit 15100 Journal ID: 0000029263 Date: 0112372014 o Submit |

Approval Status Find Fir

Unit: 15100

Approval Check Active: i

Approval Status: Pending Approval

Approval Action: I Apprave =l

(]

Deny Comments:

Jrnl Approval

= BUSINESS_UNIT=15100, JOURNAL_ID=0000029263, JOURNAL_DATE=2014-01-23, BUSINESS_UNIT_LN=15100:Pending

Jrnl Approval
Pending

CL} Multiple Approvers
GL Journal Approver

¥ Approval Histo

| Save | |@" Return to Search | |E| [ otify | |S Refresh |

Header | Lines | Totals | Errors | Approval

[ add |

Click the image to return
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