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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 tasks that support General Ledger processing 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 Security Handbook for a list of available roles and
descriptions.



Introduction

—

CARDINAL

General Ledger is the functional area that Cardinal Functional Areas
establishes the financial accounts used to:

Accounts
Payable

 Accumulate the results of transaction
processing

*Time &
Attendance

Accounts
Receivable

» Create budgets

ey
CARDINAL Modules

General
Ledger | General Ledger ‘ |

* Generate financial statements

*Project
Accounting

» Provide source financial data for reporting
purposes' *Procurement

*Not used by all state agencies



Course Objectives

—

CARDINAL

After completing this course, you will be able to:

* Recognize key General Ledger maintenance concepts

» Understand the overall General Ledger maintenance process

* Add or update Chart of Account values, and their associated attributes
» Understand Tree Structures

* Understand Combination Edits

» Create and update SpeedTypes and SpeedCharts

» Create and Maintain a Project

* Understand Summary Projects

* Understand budget structures

» Navigate to key reports and queries



W Agenda

CARDINAL

Today, we will cover the following lessons:
* Lesson 1: General Ledger Maintenance Overview
* Lesson 2: ChartField Maintenance
* Lesson 3: Creating and Maintaining Projects
* Lesson 4: Budget Structures

* Lesson 5: Reports and Queries



Lesson 1. General Ledger Maintenance Overview

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

* Key Concepts

» System Setup and ChartFields



—

CARDINAL

Some key concepts in General Ledger Maintenance include:

Key Concepts

and reporting of accounting information.

The Chart of Accounts (COA) structure and values, maintained in General Ledger, aid in recording

Current CARS Chart of Accounts

Agency

Cardinal Chart of Accounts

Cost Code*

Business Unit

Fund

Department

Program

Fund

General Ledger Account

Program

Object Code
Revenue Source Code

Political Subdivision
FIPS
Project/Task/Phase
Agency Reference No**

Account

FIPS

Project

Task

Cost Center

Asset

Multi Purpose Code **

Agency Use 1

Agency Use 2

*Agencies use Cost Code for multiple purposes; therefore, it may map to several agency maintained COA elements in

Cardinal. This diagram does not include all possible mapping combinations.

**These fields are not true CARS COA elements; they are not summarized to the ledger. An agency will have Agency Use 1

or any of the other new COA elements to map to where necessary.
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Key Concepts (continued)

CARDINAL

» Centrally controlled COA Elements are maintained by the Department of Accounts in Cardinal.

» Agencies are responsible for maintaining Agency Controlled COA Elements in Cardinal.

Department Cost Center Task

Asset Agency Use 1 Agency Use 2

KEY

Agency Centrally
] Controlled G Controlled

* The Project ChartField is agency controlled except for Capital Outlay and Commonwealth-wide
initiatives.

« The PC Business Unit is a required ChartField when using the Project ChartField on a transaction

and is the same as your GL Business Unit. o



Key Concepts (continued)

Other key concepts in General Ledger maintenance include:

Trees are used to group ChartFields for various purposes, such as reporting, budgeting, etc.

Tree structures are maintained in the General Ledger module by Cardinal Post Production Support
(PPS).

A SpeedType is a code that auto-populates specified ChartFields on an accounting distribution line.
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.

SpeedTypes are maintained in the General Ledger module and SpeedCharts are maintained in the
Accounts Payable module.

Commitment Control is used in Cardinal to track and control expenditures against budgets and
revenues against estimates.



Cardinal System Setup and ChartFields

One of the main processes in General Ledger is Cardinal System Setup and ChartFields.

The Cardinal System Setup and ChartFields process establishes some of the key data structures used to
support General Ledger processing in Cardinal.

During this process, Chart of Accounts (COA) ChartFields are added, updated and maintained. These
ChartFields provide the basic structure used to record and report financial and budgetary transactions.
ChartFields are the key component in defining the accounting distribution.

10



Lesson 1. Checkpoint

—

CARDINAL

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

1. What agency is responsible for maintaining centrally owned COA fields?

2. Inwhat Cardinal module are SpeedTypes maintained?

11



Lesson 1. Summary

In this lesson, you learned:

Centrally controlled COA Elements are maintained by the Department of Accounts in Cardinal.
Agencies are responsible for maintaining Agency Controlled COA Elements in Cardinal.

Tree structures are maintained in the General Ledger module by Cardinal Post Production Support
(PPS).

In Cardinal, SpeedTypes are maintained by agencies in the General Ledger functional area and
SpeedCharts are maintained by agencies in the Accounts Payable functional area.

The Cardinal System Setup and ChartFields process establishes some of the key data used to
support processing in Cardinal.

12



Lesson 2: ChartField Maintenance

CARDINAL

—

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

Adding, updating and maintaining Chart of Account values and their associated attributes

Understanding tree structures

Understanding combination edits

Creating and updating SpeedTypes and SpeedCharts

13



ChartField Maintenance

CARDINAL

—

ChartField maintenance includes the adding and updating of:

Chart of Account values and attributes

Reporting Trees

Combination Edits

SpeedTypes / SpeedCharts

14



W |Adding, Updating and Maintaining COA values

CARDINAL

Below are the steps in the Cardinal System Setup and ChartFields process. This topic focuses on

maintaining COA values.

" Agency Maintained ChartFields
ncluse Depatmant, Projacl-hon-
Capital Cutlay, Cost Center, Asset,
Task, Agency Use 1, and Agsncy

NOTIFY
REQUESTOR
CHARTFIELD 15

SETUR

Use 2
NOTIFY CARDIMAL
PPS OF NEW
AGENCY ENTER/LUFDATE CHARTFIELD SETUP.
MAINTAINED Yes—w THE CHARTFIELD: REQUEST TREE
CHARTFIELD? * WALLE ANVOR COMBO
EDIT SETUF IF
NWEEDED
M
PREPAR
giNﬁD ED'A':‘D EMTER/UFDATE THE COMBO EDIT
REQUEST TO CHARTFIELD WYALUE IMPACT?
DO,
Tas os Yas
CE:'FEE%;EDET UPDATE TREE | | UFDATE COMBO
STRUCTURES EDITS
lo
RETURN TO
REQLUESTOR FOR

CORRECTIWVE
ACTION

Shaded steps are shared
by DOA and Cardinal PP5S

(Post Production Support)

SPEEDTYPES
SPEEDCHART
IMPACT?

Yas

UPFDATE
SPEEDTYFES/

SPEEDCHARTS
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Chart of Account Values and Attributes

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

ChartField values can be identified either as specific values or as a range of values using trees.
ChartFields are added and maintained by SetlD and associated with a Business Unit.

Attributes are characteristics, or features, of a ChartField that allow you to further classify or define a
ChartField. For example:

» The Department ChartField may have an attribute to identify its location (Western Region, Northern
Region, Tidewater Region, Southern Region, Central Region).

» A Cost Center may have an attribute that determines whether it is Human Resources or Buildings &
Grounds.

Each ChartField can have its own attributes for maximum efficiency and flexibility in recording, reporting,
and analyzing its intended category of data.
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Adding a ChartField Value

—

CARDINAL

To add a new Department ChartField value for your agency:

Navigate to the ChartField Values page using the following path:

Main Menu > Set Up Financials/Supply Chain > Common
Definitions > Design ChartFields > Define Values > ChartField
Values

Click the link for the type of ChartField value you are adding. In this
example we are selecting Department.

ChartField Values

CharFiald Yalues

Account

Fund

Frograrm

Departrment

Zost Center
Tazk
FIFS

Azzet

Agency Use 1
Agency Uze 2

Froject
Book Code

Adjustrment Type

Srcenario

Statistics Code

17
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Adding a ChartField Value (continued)

CARDINAL

Click the Add a New Value tab. Enter your SetID, which is the Business Unit for your agency.

Next, enter the ChartField value that you are creating in the Department field.
Click the Add button.

Favqiteg Maiﬂvr'-ﬂenu »  Set Up FinancialsfSupply Chain > Common Definitions > Design ChartFields  »  Define Yalues > ChartField walues

Department

Eind an Existing YWalue

SetiD: 15100 @,
Department: (30000 2,
Add

Find an Existing VYalue | Add a Mew value

@ Il et Wi ]
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Adding a ChartField Value (continued)

—

CARDINAL

The type of ChartField value that you are adding will determine what information you will be required to
enter to create the value.

» The Effective Date defaults to the current date. For Department values, the initial Effective Date

should be updated to 01/01/1901. For other agency ChartField values, the current date can be
used.

e The Status defaults to Active.

* For a new Department, you must enter values in the Description, Short Description, Company,
Location Code and Location SetlID fields. Select COV as the Company and your agency
business unit as the Location Code and Location SetlID.

» |If you select the Budgetary Only checkbox, the ChartField value will not be available for
recording actual transactional entries.

» After entering all required information for the value, click the Save button.

Fa\fovr'rtes MainvMenu > SetUp Financig,ls,"Supph‘ Chain > Cnmmun'Deﬁn'rtions > Dasign Cl‘jartFieIds > Deﬁne'\-’alues » ChartField Values
Department

SetlD: 15100 Department: 30000

Ll Ll

*Effective Date: 01/01/1901] |5 Attributes Long Description #H =]

*Status: Active - I Budgetary Only I

*Description: Human Resources

»Short Description: HR

Manager ID: QL Manager Name:

I*Company: COV @ “Location Code 1510 @, *Location SetiD| 15100 © I

.9\'“ Return to Search (=] Motify E¢Add Update/Dizplay Jj Include History 19




|Adding a ChartField Value (continued)

Favorites Main Menu > Set Up Financials/Supply Chain  » Common Definitions > Design ChartFields > Define Values > ChartField Values

Department
SetlD: 15100 Department: 30000
Effective Date Find | View All First B 4 of 4 I¥ | ast
*Effective Date: IWEJ Attributes Long Description [#][=]
*Status: Adtive v [ Budgetary Only
*Description: |Human Fesources
*Short Description: IHFQ—
_Manager ID: | C% Manager Name: |
_Company: cov @, *Location Code [1510/@, *Location SetiD[15100 @,
| 5] save | [ohReturnto Search [ Notify [bAdd | UpdateDisplay -] Include History
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Updating a ChartField Value

To update Department 30000 for your agency:
Begin by navigating to the ChartField Values page using the following path:

Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define
Values > ChartField Values.

» Click Department.

* Onthe Find an Existing Value tab, enter your SetID (your agency Business Unit) and search
criteria. In this example, enter the Department value, which is 30000.

e Click the Search button.

21
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CARDINAL

Updating a ChartField Value (continued)

The fields displayed are determined by the type of ChartField you are updating.
» Click the Add a new row (+) button to add a new effective dated row for this value.
» The Effective Date for the new row defaults to the current date.
* To inactivate a ChartField value, select Inactive from the Status drop-down menu.

Once you have completed your updates, click the Save button.

Department
SetlD: 15100

Department: 30000

*Effective Date:

*Status:

04/23/2014 [3)

Inactive -

*Description:

Manager ID:

*Company:

*Short Description:

Human Resources

HR

':"J Manager Name:

Cov @, *Location Code [1510 @,

| [5] save | [t Returnto Search = |[Z] Notify

Favorites | Main Menu > Set Up Financials/Supply Chain > Common Definitions >  Design ChartFields > Define Values > ChartField Values

4] ]
Attributes Long Description j
O Budgetary Only
“Location SetiD (15100 @,
(=g Add Update/Display _/_‘] Include History
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ChartField History

Cardinal uses the Effective Date and Status fields to maintain a complete history of ChartField additions
and changes. To view the history for the ChartField value, you can click the arrows to move from one
record to another, or you can click the View All link to view all historical records at once.

Favorites : Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define Values > ChartField Values
Department
SetlD: 15100 Department: 20000
Fing | View 1 Firzt n 1-20f 2 u Last
*Effective Date: 04/23/2014 |[5] Affributes Long Description [+ [=]
*Status: Inactive  w [C] Budgetary Only
*Description: |Human Resources
*Short Description: HR
Manager ID: QJ Manager Name: |
*Company: cov @, *Location Code [1510 3, *Location SetlD|15100 @
*Effective Date: 01/01/1901 |5 Attributes Long Description [H[=]
*Status: Active - [C| Budgetary Only
*Description: [Human Resources
*Short Description: HR
Manager ID: QJ Manager Name: |
*Company: Cov @, *Location Code |1510 @, *Location SetlD 15100 @,
5] save = |Gt Return to Search | =] Notify | [ChAdd | |2 UpdateDisplay | | ] include History
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Creating a ChartField Attribute and Attaching to a
rChartField

Generic ChartField attributes are optional features that support such things as reporting and payment
processing.

* Use the ChartField Attribute page to create ChartField attributes.

» Use the ChartField Value Attribute Configuration page to delete an attribute value. After you
attach an attribute value to a ChartField value, it cannot be deleted using the ChartField Attribute

page.
Attributes share the effective dating of the ChartField values to which they are attached.

To create a generic ChartField attribute, navigate to the ChartField Attributes page using the following
path:

Main Menu > Set Up Financial/Supply Chain > Common Definitions > Design ChartFields >
Configure > Attributes

24



Step 1: Creating Generic ChartField Attributes

—

CARDINAL

* Click the Add a New Value tab.
» Enter your agency’s business unit in the SetlD field.
» Enter the ChartField type in the Field Name field.

» Enter a name in the ChartField Attribute field to uniquely identify the attribute.
» Click the Add button.

In this example, REGION is being added as an attribute to the DEPTID ChartField value.

Favorites | Main Menu > Set Up Financials/Supply Chain > Comrmon Definitions * Design ChartFields > Configure > Attributes

Chartfield Attributes

Eind an Existing Value

SetlD: 15100 (&,

Field Name: DEPTID @,
ChanrtField Attribute: RECION

Add

Find an Existing Value | Add a New Value

25



Step 1 - Creating a Generic ChartField Attribute
~3(continued)

CARDINAL

* Onthe ChartField Attribute page, enter a description for the attribute.

» Select the Allow Multiple Values per Attr checkbox if you want to allow multiple values of the same
attribute to be attached to a ChartField value. If you do not select this checkbox, only one attribute
value can be attached to a ChartField value for a given attribute.

* You can define values in the ChartField Attribute Values grid. Use the + button to add attribute
values. In this example, Western, Northern, and Central Regions are being added as new

ChartField attribute values.
 When all information is entered, click the Save button.

Favorites @ Main Menu > Set Up Financials/Supply Chain - > Common Definitions » Design ChartFields > Configure > Attributes

ChartField Attribute

SetlD: 15100 Field Name: DEFTID Attribute: REGION

Region

¥| Allow Multiple Values per Attr

i (4] L3
*ChartField Attribute Value Description
WESTERN ‘Western Region =1
NORTHERN Morthern Region +] =]
CENTRAL Central Region +]|[=]
EJJ Save =] Motify =4 Add b | Update/Display 26




Step 2 — Attaching a ChartField Attribute to a
~1ChartField

CARDINAL

After defining your ChartField attribute, you can attach it to a ChartField value.
Navigate to the ChartField Values page using the following path:

Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define
Values > ChartField Values

Click the link for the ChartField type that you are adding an attribute for, in this example, Department.

Favortes | Main Menu > Seft Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define Values > ChartField values

ChartField Values

ChartField Values

Department

| Cost Center

Ta

SK
FIPS

Agency Use 1

Statistics Code 2 7




Step 2 — Attaching a ChartField Attribute to a
~1ChartField (continued)

CARDINAL

In this example, we are adding REGION (the attribute) and NORTHERN (the attribute value) to the
DEPTID ChartField value.

Search for the ChartField value using the Find an Existing Value tab.

Enter your agency business unit in the SetID field. Enter the Department ID in the Department field.
» Click the Search button.

Favorites | Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define Values > ChartField Values

Department

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

) Add a New Value
Maximum number of rows to return (up to 300): (300
SetiD: m— 15100 @,

Department: pegins with ~ [30000 @,
Description: pegins with

[ include History [[| case Sensitive

Search Clear |Basic Search & Save Search Criteria

=

Find an Existing Yalue | Add a Mew Yalue
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Step 2 — Attaching a ChartField Attribute to a
ChartField (continued)

» Click the plus button to add a new effective dated row.

Favorites Main Menu > Set Up Financials/Supply Chain  * Common Definitions > Design ChartFields > Define Values > ChartField Values

Department
SetiD: 15100

Effective Date

*Effective Date:
*Status:
*Description:
*Short Description:
Manager ID:

*Company:

: Save E| Notify

Department: 30000

Find | View Al First K 4 of 4 I3 Last

01/01/1901 [5) Altributes Long Description ':1

Active - o Budgetary Only

IHuman Resources

|HR7

I—Qu Manager Name: |
IWQJ *Location Code Imea *Location SetIDIWQu

[hAdd | 5] UpdateDisplay _Q nclude History
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Step 2 — Attaching a ChartField Attribute to a
ChartFieId (continued)

» Cardinal automatically assigns today’s date as the Effective Date.
* Onthe Department page, click the Attributes link.

Favorites Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define Values > ChartField Values

Department
SetlD: 15100 Department: 30000

Find | View All Firzt =/ 4 of 2 L8l Last

*Effective Date: IMEU Aftributes Long Description #H[=
*Status: Active - (| Budgetary Only
*Description: [Human Resources
*Short Description: IHHi
Manager ID: I—Q Manager Name: |
“Company: [cov]a, *Location Code [15102, *Location SetiD [15100 @,
5] save | =] Notify | [hAdd  |UpdateiDisplay - Include History
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Step 2 — Attaching a ChartField Attribute to a
~1ChartField (continued)

CARDINAL

» Use this page to select one or more of the ChartField attribute and attribute value combinations that
apply to a specific ChartField value.

» Click the magnifying glass next to the ChartField Attribute field and select the REGION attribute.

» Click the magnifying glass next to the ChartField Attribute Value and select the relevant attribute
value. In this example, we selected NORTHERN.

* Then click the OK button.
» This takes you back to the Department page. Click the Save button on the Department page.

SetlD

15100

Chartfield Attributes

ChartField Value  Effective Date

30000

0K

Cancel

0572812014

Field Name

DEFTID

*ChartField Attribute

REGIOM @,

ChartField Attribute Value

MORTHERN

OJ

Favorites | Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define Values > ChartField Values

Attribute Value Description

Maorthern Region
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Hands On Practice — Adding ChartField Values

—

CARDINAL

This practice will reinforce the concepts learned in this lesson. Your instructor will provide direction
regarding the activity. Please ask your instructor if you have any questions.
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¥ Understanding and Maintaining Tree Structures

CARDINAL

The next step in ChartField set up and maintenance is maintaining tree structures.

" Agency Maintained ChartFields

ncluse Depanment, Project-hon-

Capital Cutlay, Cost Center, Assst,

Task, Agency Use 1. and Agency
Use 2

NOTIFY CARDINAL
PPS OF NEW
AGEMCY ENTER/UFDATE CHARTFIELD SETUP.
MAINTAINED Yes-w THE CHARTFIELD: #» REQLUEST TREE
CHARTFIELD? * WALLIE ANVOR COMBO
EDIT SETUP IF
MEEDED
My
PREFARE AND :
SEND COA ENTER/UFPDATE THE

REQUESTTO CHARTFIELD WALUE

DoA

COMBO EDIT
IMPACT?

Shaded steps are shared
by DOA and Cardinal PPS
(Post Production Suppaort)

NOTIFY
REQUESTOR
CHARTFIELD 15
SETUP

Yes Va5 Yas
ChREaIEST UPDATETREE | | UPDATE COMBO
STRUCTURES EDITS

o

!

\ RETURN TO
REQUESTOR FOR
CORRECTIVE
ACTION

SPEEDTYPE!
SPEEDCHART
IMPACT?

UPDATE
SPEEDTYPES

SPEEDCHARTS
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Understanding Trees

A tree is the graphical hierarchy in Cardinal that displays the relationship between all accounting units (for
example, departments, reporting groups, account numbers) and determines roll up hierarchies. Trees use
rollups to sum values based on hierarchies.

Trees are built from the highest level of the hierarchy (root node) to the lowest level of the hierarchy
(leaves). Every tree is based upon a structure. The structure defines the links between your tree and the
underlying tables to which it refers.

All updates to tree structures in Cardinal are maintained by Post Production Support (PPS). You can view
trees in Cardinal in order to identify any needed updates.

34



Viewing Trees

—

CARDINAL

To view trees in Cardinal, navigate to the Tree Viewer page using the following path:

Main Menu > Tree Manager > Tree Viewer

To view all available search fields on the Find an Existing Value tab, click the Advanced Search link.

Faw:u‘_ritez Mainiﬂenu » Tree Manager = Tree Wiewer
-

Tree Viewer

Enter ary information wau have and click Search. Leave fields blank far a list of all values.

Mazirnum number of rowes to retarn (up to 300y (300
Search by: |Tree Name x| begins with |

Search |Advanced Search I
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Viewing Trees (continued)

—

CARDINAL

Enter your agency business unit in the SetID field to view trees for your agency or enter STATE to view
statewide trees. Enter any additional search criteria required and click the Search button. A list of trees
matching your search criteria will display in the Search Results section. Click the link for the tree that you
would like to view.

Fa\tovrites : MainvMenu > Tree Manager : Tree Viewer
H b
Tree Viewer

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

Maxirnurm number of rowes to return (up to 3000: (300
Tree Name: m

SetlD: heging with =] |15100 @)
Set Control Value: | bedins with 3

EffectiveDate: [= =]
Description: IW
Category: IW @,

Tree Structure ID: IW @,

Valid Tree: |= j | j
Node Field: [begins witn =] @,

Detail Field: ~ [begins with =] @,

[ case Sensitive

Search I Clear |Basic Search [6F Save Search Criteria

Search Results

Wie Al First ﬂ 12 of2 Ll Last
Tree Hame SetlD Set Control Walue Effective Date Description Category Valid Tree
DEFT a1 18100 (hlank) 01/01/1901 | Department Fund Cormbo Edit DEFAULT Walid Tree
DEPT _BUDGET 15100 (hlank) 1mine0  DoADept Budget COMMITMENT _CTEL valid Tree

DEPT OWVERALL 15100 fhiank) 010011801 DOA Dept Overall DEFALULT Walid Tree 36




Viewing Trees (continued)

—

CARDINAL

The tree hierarchy is displayed using a folder structure. The top folder, in this example 99999 — DOA, is
referred to as the Root Node of the tree. The next level, in this example 10000 — DOA — All Non-GA
Departments, is referred to as a Node.

To expand a Node and view the hierarchical values beneath it, click the folder + (plus sign).

Favorites | Main Menu > Tree Manager > Tree Viewer
- H - -

Tree Viewer

SetlD; 15100 Last Audit:  Valid Tree
Effective Date; 01/01/1901  Status: Active

Tree Name: DEPT_OVERALL DO& Dept Overall

First Page JEN 3 of 21

(5 99999 - DOA
“[E 10000 - DOA - All Non-GA Departments

""" 10001 - DA - GA Departments
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Viewing Trees (continued)

—

CARDINAL

Favortes : Main Menu > Tree Manager > Tree Viewer
- H b -

Tree Viewer

SetlD: 15100 Last Audit: Valid Tree
Effective Date: 01/01/1901  Status: Active

Tree Name; DEFPT_OVERALL DOA Dept Overall

Close Display Options Print Format

q90gg >=10000

First Page JEN 20 of 21 Last Page]

(=5 99999 - DOA

[ 10000 - DOA - All Non-GA Departments ~ “t»

71 [60200] - Commonwealth Health Research
1 [91100] - Comptroller

1% [91200] - EDI Prenotes

|2 [92100] - Admin Sves & Public Records

1 [93100] - Personnel

|2 [94100] - Internal Audit

1% [94400] - Disbursements Review

| [95200] - Financial Reporting

122 [95500] - Commonwealth Vendor Group
|/# [95700] - FSRI - Cardinal

12 [95800] - FSRI - Performance Budgeting

| [95900] - SPCC and Quality Assurance
|2 [97200] - Payroll Production

1 [97500] - Payroll Senice Bureau

12 [98300] - Systems Analysis & Programming
1 [98400] - Chief Technaology Officer & DBA

{ | [99800] - Converted Blank Dept

100071 - DOA - GA Depanments

Sample Detail
Values/Leaves

The hierarchical values displayed
below each Node vary based on the
type of tree. Some trees may have
multiple levels of folders that can be
expanded to drill down to a lower level
of the hierarchy. These levels are
referred to as sub-nodes and detalil
values/leaves.
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Maintaining Trees

The activities in maintaining trees include:
* Adding, updating and deleting rollup values
» Adding, updating and deleting detail values
» Adding, updating and viewing a range of detail values
Submit requests for tree maintenance updates to Cardinal PPS via a help desk ticket to VCCC.

For example, every time a new Department value is added, a request should be submitted to PPS to add
the Department value to the Department tree(s). When this request is made, the tree name(s) (e.g.
DEPT_OVERALL) as well as the location where the new value should be placed on the tree(s) must be
provided.
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P Understanding and Defining Combination Edits

CARDINAL

The next step in ChartField set up and maintenance is defining combination edits.

" Agency Maintained ChartFields

ncluse Depanment, Project-hon-

Capital Cutlay, Cost Center, Assst,

Task, Agency Use 1. and Agency
Use 2

Shaded steps are shared
by DOA and Cardinal PPS
NO;L?;&E:,TAL (Post Production Support)
AGEMCY ENTER/URDATE CHARTFIELD SETUP.
MAINTAINED es-»f THE CHARTFIELD: REQUEST TREE
CHARTFIELD? * WALLIE ANDVOR COMBO
EDIT SETUR IF
MEEDED
M
PREPARE AND NOTIFY SPEEOTYPE!
SEND COA, EMTER/UPDATE THE COMBO EDIT o REQUESTOR SPEELCHART END
REQUEST TO CHARTFIELD VALUE IMPACT? CHARTFIELD 1S IMBACT?
DOA SETUR -
oS Yes Yas Yis
UPDATE
C.EPAPEE%I‘EE? UPDATE TREE | | UPDATE COMBO SPEEDTYPES
STRUCTURES EDITS SPEEDCHARTS

o

!

\ RETURN TO
REQUESTOR FOR
CORRECTIVE
ACTION
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Combination Editing

ChartField combination editing is a feature in Cardinal that helps to maintain data integrity across all
modules. Combinations of ChartField values can be edited to determine such things as:

* Which ChartFields are required on a transaction; for example, Account, Fund and Department must
be defined on every journal line.

* Which ChartFields are not allowed based on values entered in other ChartFields; for example,
defining which accounts are valid/invalid with a specific fund or program.

The number of ChartFields in a combination rule should be kept to a minimum.
» Three or fewer ChartFields are recommended for performance reasons.

Only define critical rules.

» The more rules that you implement, the more time that it takes to edit the transactions and maintain
the rules.
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Combination Edit Configuration

There are three configuration components for combination edits:

« Combination Definition: defines the ChartFields involved in the combination edit. For example, a
Combination Definition may require an Account, Fund, and a Department be defined on each journal
line.

» Combination Rule: defines the ChartField values for the Combination Definition. In our example,
the Combination Rule might list the allowable Account, Fund and Department values so incorrect
combinations will not pass combo edits.

« Combination Group: links the Combination Rules that are to be applied as a group during the edit
process. All rules within a group must have the same Combination Definition.

ChartField combination editing compares the values entered on accounting distributions to the
Combination Definitions and Combination Rules that are defined.

In our example, the editing process reviews the Account/Fund/Department code combinations
(included in the Combination Definition) that are specified (in the Combination Rule).
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Combination Edit Definition

To create a Combination Definition, two or more ChartFields are identified.
The first ChartField that is entered is the anchor ChartField.
The anchor ChartField is the driver of the Combination Edit.

» The Combination Editing process first searches for the anchor ChartField.
* Then it matches the other (non-anchor) ChartFields in the combination.

In the example, Account is the anchor ChartField, with Department and Fund as the other ChartField
combinations that are associated with the anchor.

To view the ChartField Combination Editing page, navigate to:

Main Menu > Setup Financials / Supply Chain > Common Definitions > Design ChartFields >
Combination Editing > Combination Definition

Enter STATE as your SetlD and Search.

Select ACCTFNDDPT.
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’1 Combination Edit Definition (continued)

CARDINAL

#® CARDINAL

Fawl['rtes Mainvr'-'lenu > Set Up Financials/Supply Chain > Common Definitions : Design ChartFields > Combination Editing > Combination Definition

ChartField Combination Editing Definition

SetlD: sTaTE ~ Combination Definition: ACCTFNDDPT
*Description: AccountFundiDepartment
Long Description: Account, Fund, and Department are required on all transactions.

Combination ChartFields

Customize | Find | View A1 | B | 3 Fist Bl 43073 17 Last
*ChartField Anchor ChartField
| Account v| (=l
|Fund V| =]
|Departrnent v| E|

[5] save | [of Returnto Search 1] Previousinlist 4| Nextinlist [ Notify {3 Refresh |Bhtrdd| | FElipdatebisplay,
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Combination Edit Rules

—

CARDINAL

Combination Rules define the combinations of ChartField values that can be used on an accounting
distribution.

The Combination Rule can define valid or invalid combinations.
Combination Edit Rules are defined on the Combination Rule page. To view this page, navigate to:

Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields >
Combination Editing > Combination Rule

Click Search and select a Combination Rule.
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w Combination Edit Rules (continued)

CARDINAL

For example the Combination rule ACCTFNDDPT states that Account, Fund and Department are required
on all transactions.

The Combination Rule page has two tabs, Rule Definition and ChartField Combinations.
On the Rule Definition tab, the Effective Date range determines the time frame for which the rule is valid.

If the Value Required checkbox is selected, the rule does not have to specify values or tree nodes.

Fa\-ovr'rtes Mainvl\-'lenu > Set Up Financia'IsfSupphr Chain > Common_[:leﬂnitions >  Design CI"nartFieIds = Combinativon Editing > Combination Rule
B ChartField Combinations
SetlD: STATE Combination Rule: ACCTFMNDDPT
Description: AccountFundiDepartment
Long Description: Account, Fund, and Department are required on all transactions. =
I Effective Date From: 01/01/1901 Open Effective Date To Effective Date To: 01/01/2099 I
=
Combination Definition: ACCTFMDDPT Effective Date for Prompting: 04/23/2014
ChartField Value Required
Fund
Department
Save ot Return to Search 1| Previous in List 4| Mextin List =] Motify
Rule Definition | CharField Combinations
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Combination Edit Rules — Rule Definition Tab

Y -
CARDINAL

Favorites Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields * Combination Editing > Combination Rule

ChartField Combinations

SetlD: STATE Combination Rule: ACCTENDDPT

Description: Account/Fund/Department

Long Description: Account, Fund, and Department are required on all transactions. (L
Effective Date From: 01/01/1901 Open Effective Date To Effective Date To: 01/01/2099
Combination Definition: ACCTFNDDPT Effective Date for Prompting:

04/23/2014

Hon-Anchor ChartField Option
ChartField

Value Required

Fund

Department

[l Save | [ Returnto Search | 4] Previous inList | )] MNextinList | |[=] Notify |

Rule Definition | CharField Combinations
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Combination Edit Rules — ChartField
~2Combinations Tab

CARDINAL

On the ChartField Combinations tab:
The Anchor ChartFields section shows the relevant anchors and associated values.

The Non-Anchor ChartFields section shows valid values for the other ChartFields associated to the
combination edit rule.

The Selected Detail Values radio button allows you to apply the combination edit rule to specific

allowable values. The Selected Tree Node radio button allows you to apply the combination edit rule to all
valid values on a tree node.

Favgrites - Main Menu >  Set Up Finandials/Supply Chain > Common Definitions > Design ChartFields » Combination Editing > Combination Rule
Rule Definition
SetiD: STATE Combination Rule: ACCTFNDDPT Deser: AccountFund/Department
iscErg escening Saidacen
ChartField: Tree: ACCOUNT_OVERALL Level:
Accaunt Seq 9
i L o
Selected Detail Values
Hode/Val
Selected Tree Hodes oeraie
ACCOUNTS_CAFR
Non-Anchor ChartField: Tree: Level:
Fund
k= L n
Selected Detail Values
Selected Tree Nodes NodelValue
%
Hon-Anchor ChartField: Tree: Level:
Depariment
B 0
Selected Detail Values
Selected Tree Nodes Naaelalue
%
Save | |ghReturnto Search | ] Notify 48
Rule Definition | ChartField Combinations




Combination Edit Rules — ChartField
Combinations Tab (continued)

Faw)vr'rtes MainvMenu > SetUp FinancEIsfSuppfyChain S Common'Deﬁnitions »  Design CbartFiek:Is b Combinati‘c_)n Editing * Combination Rule

ChartField Combinations

" Rule Definition

Descr: AccountFund/Department

Combination Rule: ACCTFNDDPT

SetlD: STATE
Sort Anchor

@ Ascending Descending
Find | View Al First EI 1 of 1

Last

Anchor ChartFields
Level:

ChartField: Tree: ACCOUNT_OVERALL
Account
Chartfield values [ Tree : y " (7 T e
nodes Customize | Find | View All| B | = First 10f1 Last
Selected Detail Values
Hode/Val
@ Selected Tree Nodes e
ACCOUNTS_CAFR

Find | View 1 First 1-2 of 2

Non-Anchor ChartFields
Tree: Level:

Last

Non-Anchor ChartField:

Fund
Chartfield values [ Tree Customize | Fing | Vi |||'-E'|'“= oy 4 heprry e

ustomize | Find | Vigw Al = Firs o as
@ selected Detail Values il —
Selected Tree Nodes Hode/Value
%%
Hon-Anchor ChartField: Tree: Level:

Department

Chartfield values [ Tree B, = — -
Customize | Find | View Al | B | ¥ First 1of1 Last

nodes

@ selected Detail Values
Selected Tree Nodes

5] save ] [ Return to Search ] =] notity j|

Rule Definition | ChartField Combinations
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Combination Edit Groups

The Combination Edit Group links the Combination Rules that are to be applied as a group during the edit
process. All rules within a group must have the same Combination Definition.

The ChartField Combination Editing Group page allows you to associate combination rules with a
combination group definition. Cardinal applies the rules as a group during the edit process.

This page is also used to indicate whether the combination edit is specifying valid or invalid combinations.
To view the ChartField Combination Editing Group page, navigate to:

Main Menu > Setup Financials / Supply Chain > Common Definitions > Design ChartFields >
Combination Editing > Combination Group.

Click the Find an Existing Value tab.
Enter DEPTREQ in the Process Group field.

Click Search.
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|Combination Edit Groups (continued)

Favorites | Main Menu > Set Up Financials/Supply Chain > Common Definitions » Design ChartFields * Combination Editing » Combination Group
- H - - - - -

ChartField Combination Editing Group

SetlD:; STATE Process Group: DEFTREDQ
Description; AccountiFundiDepartment
Long Description: Account, Fund, and Departrpent are required on all transactions. (1
Combination Definition; ACCTFMDDPT
Combo Editing Option: Combo Data Table User Defined
Anchor Values Hot In Rules: Mark Walid
Combination Group Defines: Yalid Combinations

Combination Rule

Customize | Find | view 20 B ) 3 Firet B 084 10 Last

Description

ACCTFMDDFT

AccountFund/Cepartment

=] save | 5P Returnto Search | =] Notify | i Refresh |
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Attach Combination Edit Group to Target Ledger

Once you establish your combination edit group, you attach it to a Ledger. Attaching the combination edit
group to a ledger designates which Combination Editing rules apply to specific transactions.

During the edit process, Cardinal looks to the ledger group on the source transaction to see which rules
apply. Typically, combination edit groups are only linked to the ACTUALS Ledger by Business Unit.
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Creating and Updating SpeedTypes and
~1SpeedCharts

CARDINAL

The final step in ChartField set up and maintenance is maintaining SpeedTypes and SpeedCharts.

* Agency Maintained ChartFialds

nclude Depatmant, Projact-Mon-

Capital Cutlay, Cost Center, Asseat,

Task, Agency Use 1, and Agency
Use 2

Shaded steps are shared
by DOA and Cardinal PPS
NO;L?;?EE:,T#L (Post Production Support)
AGEMCY ENTER/LPDATE CHARTFIELD SETUP.
MAINTAIMED Yes—w THE CHARTFIELD: REQUEST TREE
CHA&RTFIELD? * WALLUE ANDVOR COMBO
EDIT SETUF IF
WEEDED
M
|
PREFPAR NOTIFY SPEEDTYPE!
ZEENAD ED'AL”D EMTER/UPDATE THE COMBO EDIT REQUESTOR SPEEGCHART END
REQUEST TO CHARTFIELD WaLUE IMPACT? 0% ~HARTFIELD IS IMEACT?
DOA SETUP ry
'y
a5 A1 Yas YT
UPDATE
Cﬂiﬁ%ﬁ LUFDATE TREE | | UFDATE COMBO SPEEDTYPESS
STRUCTURES EDITS SPEEDCHARTS
f
RETURN TO
REQUESTOR FOR

CORRECTIVE
ACTION



SpeedTypes and SpeedCharts

A SpeedType / SpeedChart is a predefined value that you can enter to auto-populate some ChartField
values on the accounting distribution line (such as fund, program and department).

They allow you to define codes for frequently used ChartField combinations. When a SpeedType is
entered, users still have the ability to add or modify additional COA values on the associated distribution
line.

SpeedTypes can be used in Expense transactions, General Ledger journal entries, 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.

Please note that if you create a SpeedType (other than CIPPS related), you will need to create a
corresponding SpeedChart as well, and vice versa.

54



Example: Creating a SpeedType

—

CARDINAL

Example: Create a SpeedType for Department 94100, Fund 01000, and Program 737002 :
* Navigate to the SpeedType page using the following path:

Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields >
Define Values > SpeedTypes

* Click the Add a New Value tab.

Favorites | Main Menu > Set Up Financials/Supply Chain > Common Definitions » Design ChartFields > Define Values > SpeedTypes

SpeedTypes

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

M Add a New Value

Maximum number of rows to return {up to 300} (300

SetiD: S STATE @,
SpeedType Key: begins with

User ID: begins with @,
Primary Permission List: begins with @,

Type of SpeedType: = - One User -

[ case sensitive

Search Clear |Basic Search & Save Search Criteria

1=

Find an Existing Value | Add a Mew Value
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Example: Creating a SpeedType (continued)

—

CARDINAL

» Enter your Business Unit in the SetID field.

» The SpeedType Key will be the value that you enter on transactions to select the SpeedType. Enter
94100 as the SpeedType Key.

* If you enter a User ID or Primary Permission List, only the specified user(s) will have access to the
SpeedType. Leave these fields blank, as all SpeedTypes are universally accessible.

e Click the Add button.

Favorites | Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define Values > SpeedTypes

SpeedTypes

Find an Existing Value |

SetlD: 15100 @,

SpeedType Key: 94100

User ID: @,

Primary Permission List: OJ
Add

Find an Existing Value | Add a New Value
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Example: Creating a SpeedType

The SpeedType page displays. Enter a description, select Department 94100, Fund 01000, and

Program 737002.

Leave the Publish Data checkbox unchecked.

Click the Save button.

LB CARDINAL

Fawarites Main Menu > Set Up Financia_ls_.-’supphf Chain > Cormmon Eeﬁniticlns > Design C_I:ElrtFields > Deﬁne_‘u’alues > edyp
[__El MNew Window @ H

SpeedType

SetlD: 15100 o [ Publish Data

SpeaedType Key: 94100

Type of SpeedType: Universal (Aall Users)

Descripton: [Internal Audgit

Account: | b

Fund: [o1o00 Genera | Fund

Program: |737002 Disbursemen t= Rewiaew

Department: |EI4‘1 o0 Internal Audit

Cost Center:
Tashk:

FIP S:

Asset:

Agency Use 1:
Agency Use 2:

PC Business Unit:

Project:

PRPEERRRRPRPRP
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Example: Creating a SpeedType (continued)

48 CARDINAL

Favorites :
- H

Home | Wo
Define Values > SpeedTypes

& New Window (2 H

Main Menu > SetUp Financials/Supply Chain > Common Definitions > Design ChartFields >

SpeedType

SetlD: 15100 E (] Pumlish Data
SpeedType Key: 94100

Type of SpeedType:; Universal (Al Users)
Description: Internal Audit

Account: |

Fund: |01000 General Fund

Program: |?3TDDE Disbursements Review

Department: Internal Audit

Cost Center;

Task:

FIPS:

Asset:

Agency Use 2:

PC Business Unit:

L LELELLELLLLELLEPL

|
|
|
Agency Use 1: |
|
|
|

Project:
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Example: Creating a SpeedChart

—

CARDINAL

Now that we have entered the SpeedType for DeptID 94100 that populates Program 737002 and Fund
01000, we will enter a matching SpeedChart:

* Navigate to the SpeedChart page using the following path: Main Menu > Set Up Financials/Supply
Chain > Product Related > Procurement Options > Management > SpeedChart.

* Click the Add a New Value tab.

» Enter your Business Unit in the SetID field. The SpeedChart Key used should match the
corresponding SpeedType Key for consistency. Leave the User ID and Primary Permission List
fields blank.

» The Effective Date defaults to the current date, but this can be changed to an earlier date.

e Click the Add button.

Favu_rites MainvMenu > SetlUp FinancielISESuppI\,r Chain Pruduct_ReIated 3 Prucureme_nt Options = Managgment »  SpeedChart
SpeedChart
Find an Existing Value
SetlD: 18100 G
SpeedChart Key: 94100
User ID: Q@
Primary Permission List: Q@
Effective Date: 04172014 m
| A
Find an Existing value | add a New Value 59




Example: Creating a SpeedChart (continued)

On the SpeedChart page:

Total Percent indicates the total of the proration percentages that you selected for the SpeedChart
lines.

Enter a description for your SpeedChart.
The Status field defaults to Active. Once the SpeedChart is saved, it cannot be deleted. The
Status can be updated to Inactive if the SpeedChart is no longer needed.

Select Universal as the Security Option so all users can access the SpeedChart. The One User
option allows access to a single user. The One Permission option allows access to users who are
on a specific Permission List.

In the Definition section, there are two distribution options. The Enter Percentages option
distributes cost by a percentage of the total amount. When you select this option, enter a proration
percent for each SpeedChart line. The Enter Weights option distributes cost by item unit of
measurement weight. When you select this option, enter a proration weight value for each
SpeedChart line. Select a unit of measurement (UOM) for distributing cost by weight.

In the Speed Charts section, select Department 94100, Fund 01000, and Program 737002.

Click the Save button.
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Example: Creating a SpeedChart (continued)

Favq'[ites Mainvr'-ﬂenu > Set Up Financials/Supply Chain > Product Related  »

SpeedChart

SetlD: 15100 SpeedChart: 94100

I Description: (Internal Audit |

Security Option
% Universal (All Users)

" One User

" One Permission

Procurernent Options > Management  »  SpeedChart
H] e Wi ol o I:i":lHelp E,”‘Custnmim FPane Ehﬂp

*Status: | Active

Eff Date: 045172014

Total Percent:

Definition

{% Enter Percentages
" Enter Weights

UOM: @,
I (Ed]
Description:
Speed Charts Customize | Find | view 20 | BV | 28 Frat B g ora O Lot
Percent Weight GL Unit Account Fund Program Department Cost Center Task FIPS As=zet Age
1| 10000 o0.00000 | @, | @l [moo0@, (737002 @ (94100 @, | @, | @, | @, | @ |[ |
4| | i

=] save || =] notity |

[ b ddd | 5| UpdsteDisplay | = Include History
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Example: Updating a SpeedChart

To update a SpeedChart, you must enter the same SetID and SpeedChart Key with a new Effective
Date.

You may need to update a SpeedChart to:
» Change the status (e.g., inactivate)
» Update the Description

* Change ChartField value(s)

Navigate to the SpeedChart page using the following path: Main Menu > Set Up Financials/Supply
Chain > Product Related > Procurement Options > Management > SpeedChart.
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Example: Updating a SpeedChart (continued)

—

CARDINAL

* Click the Add a New Value tab.

» Enter your Business Unit in the SetID field. The SpeedChart Key used should match the existing
SpeedChart Key. Leave the User ID and Primary Permission List fields blank.
» The Effective Date defaults to the current date but can be changed.

e Click the Add button.

Favorites | Main Menu > Set Up Financials/Supply Chain  * Product Related > Procurement Options > Management > SpeedChart

SpeedChart

Find an Existing Value

SetlD: 15100 @,
SpeedChart Key: 94100
User ID: @,
Primary Permission List: OJ
Effective Date: 05/29/2014 |[3{

Add

Find an Existing Value | Add a New Value
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Example: Updating a SpeedChart (continued)

* Onthe SpeedChart page, make any necessary updates and click the Save button.

Faw::;r'rtesgru'lainvl'u'lenu > Set Up Financii;LSj'Suppthhain > Pruduct_Related > Procurement Options > Management > SpeedChart

SpeedChart
I SetiD: 15100 SpeedChart: 94100 I Eff Date: 05/29/2014 *Status: Inactive -
Description: |Interna| Audit Total Percent: 100.00

Security Option
@ Universal [All Users) @ Enter Percentages

@ One User ©) Enter Weights
©) One Permission UOM: ’_Q
Description: .
Speed Charts Customize | Find | view 21| B 8 Firet Kl g orq I Last
Percent Weight GL Unit Account Fund Program Department Cost Center Tazk FIPS Aszzet Agn
1| 100.00/ 000000 | @, | @, llo1oo0@, ([7aT002 @ 94100 a | @ || @ | a | @ [ |
1 | m b

([Esave| | (=3 ot |
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2 CIPPS SpeedTypes

CARDINAL

The Commonwealth’s Integrated Payroll / Personnel System (CIPPS) sends payroll data to both CARS
and Cardinal to record related accounting entries.

CIPPS uses the CARS Chart of Accounts.

Cardinal SpeedTypes are used to translate CARS Cost Codes from CIPPS into the corresponding
Cardinal ChartField values for the accounting distribution.

In order for CIPPS data to successfully upload into Cardinal, a SpeedType has to exist for any Cost Code
used in CIPPS.
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Hands On Practice — Adding SpeedTypes and
~1SpeedCharts

CARDINAL

This practice will reinforce the concepts learned in this lesson. Your instructor will provide direction
regarding the activity. Please ask your instructor if you have any questions.
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Lesson 2: Summary

In this lesson, you learned:

» ChartField maintenance facilitates reporting on all transactions within the financial system.

* Maintenance includes the updating of ChartField values and attributes, reporting trees, combination
edits, and SpeedTypes and SpeedCharts.

» ChartField attributes are optional features that support such things as reporting and payment
processing.

» Atree is the graphical hierarchy in Cardinal that displays the relationship between all accounting
units (for example, departments, reporting groups, account numbers) and determines roll up
hierarchies. A tree allows for ChartField values to roll up in both reporting and commitment control.

» The use of ChartField Combination Editing helps to maintain data integrity across all modules. Itis
best to limit the number of ChartFields you are using for combination edit rules.
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Lesson 2: Summary (continued)

In this lesson, you learned:

» There are three components of combination edit configuration: Combination Definitions, Combination
Rules and Combination Groups.

» SpeedTypes can be used in Expenses, General Ledger journal entries, 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.
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Lesson 3: Entering and Maintaining Projects

—

CARDINAL

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

» Creating and Maintaining a Project

» Creating Reporting Categories

* Creating a Summary Project
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Creating a Project Overview

A project is a planned undertaking with a finite beginning and a finite end, usually crossing fiscal years.
Cardinal project IDs can be used to track project related expenditures / costs and revenue.

Projects are useful in tracking project and grant financial activity, which can cross budget years, funds and
departments.

Some Projects, including Capital Outlay Projects, are created and maintained in Cardinal by the

Department of Accounts (DOA). Other agency specific Projects are created and maintained by the
agency.
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Creating a Project

—

CARDINAL

To create a new Project, begin by navigating to the General Information page using the following
navigation path:

Main Menu > Project Costing > Project Definitions > General Information

Fa'v'I:IvritES : Mainvr'-ﬂenu ¥ F‘rDjectvCDSting »  Project Dveﬁnitiunﬁ = General Information

General Information

Enter any infarmation you have and click Search. Leave fields hlank for a list of all values.
N add a Mew value

Maxirmurm number of roves to return (up to 3003 (200

Business Unit: = 15100

Project: IW i@,
Description: W

Program: [= x| |Detail Praject

Processing Status: | = j |

s

Lef e

I Include History [~ Case Sensitive

Search Clear |Basic Search [@F Save Search Criteria

Find an Existing value | Add a Mew Value




Creating a Project (continued)

—

CARDINAL

e Clickthe Add a New Value tab. The fields Favorites  Main Meru > F‘rDjectvCDsting > Project Dveﬁnitic:ns > General Infarmation
on this page include:

General Information

* Business Unit: This value identifies

your agency. Find an Existing Value
« Project: This field defaults to NEXT. Business Unit:[15100 &,
. . . Project:
Cardinal assigns a project ID once you e e
. Create: |E|Iank Project j
create the project.
Add

» Create: This field defines how the
project is created. This field defaults to Find an Existing Value | Add a New Value

Blank Project. Keep the defaulted
value.

e Click the Add button.
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General Information Page

y -~
CARDINAL

The General Information tab displays.
* Enter a description for the Project in the Description field.

* The Integration field is the Business Unit for your agency. This will default and should not be
changed.

» The Project Type field is not currently used.

Favorites Main Menu > Project Costing > Project Definitions > General Inforrmation

Projects User Fields Aftachments

Project: NEXT I AddtoMyProjects
*Description: |Inf0rmat|0n Technology Upgrade | Program Processing Status: Active
) 5100 | Project Status: A @, Active
*Integration: 15100 Q Department of Accounts
Project Type: Qs
Percent Complete: [ 0.00 As Of:
Project Health: * AsOR

Project Schedule

*Start Date: 06/27/2014 |5 *End Date: 0612712018 5 aqaitional Dates
Description Eind | View Al First KB 4 of1 I3 Last
Date/Time Stamp: 052714 12:57:00PM User ID: V_PA_PROJ_MAM_NOMNPCBU
Description:
Replace IT Equipment] [EJ

Long Description:

Saveasdemplate GopyFioject

Return to Project Costing

5] save | & Refresh |

b Add| | 7] UpdateiDisplay |




General Information Page (continued)

—

CARDINAL

 The Percent Complete and Project Health fields are not used in Cardinal.

* The Start Date and End Date fields in the Project Schedule section default to the current date.
Modify these fields as appropriate for the project.

» The Additional Dates link provides access to additional date fields that are used for informational
purposes only.

Favorites ~ Main Menu > Project Costing > Project Defintions > General Information
|\ Projects User Fields Aftachments
Project: MNEXT
“Description: Information Technology Upgrade [[Program  Processing Status: Actve
Project Status: A @, Adtive
*Integration: 13100 @ Department of Accounts '
Project Type: O‘
Percent Complete: VU as of:
Project Health: - AsOF
*Start Date: 05272014 5 “End Date: 0512712019 5 pqgitional Dates
L4 13
Date/Time Stamp: 05/27/14 12:57:00PM User ID: V_PA_PROJ_MAMN_NONPCBU
Description:
Replace IT Equipment B
Long Description:
|
Return to Project Costing
EJJ Save % Refresh =% Add || Update/Display
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|General Information Page (continued)

* The Description field in the Description section is used to capture a more detailed description of
the project.
« The Long Description field is available to capture additional descriptive detail for the project.

Favorites Main Menu > ProjectvCUSting > Project Qeﬁn'rtions > General Information

Projects UserFields Aftachments

Project: MEXT Add tolyRrojects

Information Technology Upgrade [ Program Processing Status: Active

15100 @, Project Status: A @, Active

Department of Accounts

*Description:

*Integration:

Project Type: Q
Percent Complete: 0.000  asof
Project Health: * AsOR

Project Schedule

*Start Date: 0512712014 |[5) “End Date: 05127120195 aqditional Dates

Find | View All First KN 4 of 4 I Last
Date/Time Stamp: 05/27M14 12:57:00PM User ID: V_PA_PROJ_MAN_MNOMPCBLU
Description:
(]

Replace IT Equipment

Long Description:

Saveasdemplate | I EopyRroject
Return to Project Costing

:I:L Adcl :d’:l Updateﬂ)isplay:

: Save: :8 Refresh:
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Project and Processing Status

A project’s status can be Active, Pending or Closed.
A project’s processing status can be Pending, Active, or Inactive.
The project status and processing status are connected.

» For example, when a project is created, both the project status and processing status default to
Active.

 When a project is Closed, its processing status is Inactive.

» As the project progresses, you can change project status accordingly, but the processing status
automatically updates based on the project status.

You should only set the project’s status to Closed when the project is complete and all transactions are
completely processed. When you close a project, Cardinal effective-dates the transaction, which makes it

easy to track/report against.
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Projects Page

Favovrites MainvMenu > Project Costing > Project Definitions > General Information
E newinindow (Z)Help & Customize Page T hiip

General Information User Fields Aftachments

Use the Projects tab to provide &
ad d Itl 0 n al p I'Oj ect d etal IS . Business Unit: 15100 Project: MEXT refi:”:;ﬁun ot Project Type:
External Project Humber Responsible Dept @,
The Projects tab is divided into five DisastorNumber |
se Ctl ons: I Disaster Indicator [ Property Damage Indicator
) P rOJ e Ct I n fo r m atl O n Project Reporting Categories T s T

o =]

* Project Reporting Categories Reporting Category
« Project Route (Not currently

Project Route Find [ View &1 First 501 of 1 I Last

used Statewide) Route _ — BE)
« Budget Information
« Project Budget (Not currently project A |

used) ——

Phase Q, Amount | HE

e Grant Information

Grant Information

Grant ID Prefix Progress Report Status I Grant InfOutbound Indicator
Sub-Grant Number Progress RepartDate | | " Sub-Grant Indicator

Feid Catalog Number Ohbligation Date IE| Grantor Grant ID
Grant Amount Obligation Deadline 5 Fed Declaration Number
Grantor a, Grantee N
. Sawe | .C Refresh | EL Aedd | SE UpdaieJDisplay. ﬁ Include History
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Projects Page

" Genetal Information 'Wa Uset Fields | Attachments |

Favovrites MainvMenu » Project Costing > Project Definitions > General Information

@NewWindow @Help CustomizePage htlp

Business Unit: 15100 Project: MEXT Information

Project Information

External Project Humber
Disaster Number

[ Disaster Indicator ™ Property Damage Indicator

Project Reporting Categories

Reporting Category %

Technology Grant

Responsible Dept %

&

Project Type:

Project Route

Route 2

Owerall Project Budget

Project Amount |

Project Budget

Phase @ Amount |

#[=

——

Grant ID Prefix
Sub-Grant Number
Fed Catalog Mumber

Ohligation Deadline
Grantor Q@

Ohligation Date

Grant Armount

Grant Information

Progress Report Status
Progress Report Date E‘]

[ Grant In/Outbound Indicator

[ Sub-Grant Indicator
[ Grantor Grant ID
B Fed Declaration Number
Grantee @,

[5] save | &% Refresh

(S aad | | 5] Updateispiay | | 5] Include History
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Project Information Section

The Project Information section allows you to capture the following identifying information:

External Project Number: This field is the project’s number in an external system (for example, the
project number used by the federal agency that is providing funding).

Responsible Dept: This field identifies the Department responsible for the management of the
project, and is used as part of the criteria on various reports.

Disaster Number: This field captures an externally generated disaster number that associates all
projects related to that disaster. If this field is populated, you must also select the Disaster Indicator
checkbox.

Disaster Indicator: This field facilitates disaster reporting. If this indicator is selected, you must
enter a disaster number in the Disaster Number field.

Property Damage Indicator: This field indicates that the project is related to property damage.
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Project Reporting Categories

—

CARDINAL

The Project Reporting Categories section allows you to associate one or more reporting categories to a
project.

» Reporting Category: This field can be used to facilitate reporting. Agencies can create their own
Reporting Categories in Cardinal.

The Project Route section allows you to associate one or more Agency Use 2 values to a project, if your
agency uses this field.

* Route: This field is not currently being used statewide.
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Budget Information Section

—

CARDINAL

The Budget Information section allows you to enter project related budget data. The data you enter here
Is for informational purposes and does not relate to budget journal transactions.

» Overall Project Budget: Use the Project Amount field to enter the overall project budget.

* Project Budget: The fields in this section are not currently used.
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Grant Information Section

If a project relates to a grant, the Grant Information section allows the user to enter additional identifying
information about the grant.

» Grant ID Prefix: Use this field to enter the abbreviation of the grantor agency.

If you have the information, enter the values in the following fields or select the following checkboxes:
* Sub-Grant Number
* Fed Catalog Number (CFDA)
 Grant Amount
* Grantor
* Progress Report Status
* Progress Report Date
* Obligation Date
* Obligation Deadline
 Grantee
e Grant In/Outbound Indicator checkbox
* Sub-Grantor Indicator checkbox
» Fed Declaration Number
 Grantor Grant ID
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User Fields and Attachments Pages
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Click the Save button before navigating to the User Fields tab.

Use the User Fields tab to provide additional information about the project in several free form, user
defined fields.

Fav:}vrites Mainvrv'lenu > Pruject_Costing s Project Ii‘}reﬁn'rtiuns » General Information
General Information Projects Userﬁelds IArtachments
Project: 0000105465 Description: Information Technology Upgrade
Field 1: || User Currency: Q,
Field 2: | Amount 1: |
Field 3: | Amount 2: |
Field 4: | Amount 3: |
Field 5: | Date 1: Ei
Date 2: E|
Save as Template Copy Project
Go To: My Projects Project Waluation Project Team Project Activities
Return to Project Costing
5] save | 3 Refresh




User Fields and Attachments Pages

y -~
CARDINAL

Use the Attachments tab to attach supporting documentation to the project.

Favaorites Main Menu > Projectch»sting > Project [leﬁn'rtions > General Information

General Information Projects User Fields Attachments

Project: 0000105465 Description: Information Technology Upgrade

Customize | Find | view 40| B | 8 First B g 054 [ Last
Requests Attached File
; [+l
Save as Template Copy Project

Go To: My Projects Project Valuation Project Team Project Activities More

Return to Project Costing

5] save | Refresh [k Add | 7] UpdateDisplay -7 Include History
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Update Project Status

—

CARDINAL

A project’s status can be updated from Active to Closed and from Closed to Active.

When updating the project status, it is important to correctly update the Effective Date and Sequence as

this controls when transactions can be posted to a project. A project status can be updated by navigating
to the following path:

Main Menu > Project Costing > Project Definitions > General Information

Enter the Project ID in the Project field and click Search.

Favorites = Main Menu > Project Costing >  Project Dfﬁnitions » General Information

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

Add a New Value

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

Business Unit: 15100

Project: @
Description: begins with
Program: [= v| | v|
Processing Sl.atus:|= v| | v|

[ include History [ correct History [ case Sensitive

Search Clear  Basic Search u" Save Search Criteria

85



Update Project Status (continued)

In the General Information
tab, click the Active link.

The Status page displays. Add
a new effective-dated row by
clicking the add button (+).

After you click the (+) button,
the next sequence number
displays.

Favorites | Main Menu > Project Costing > Project Definitions > General Information
- i - - -

[ErN e =Bl Project Costing Definfion || Manager || Location | Phases || Approval | Projects | Projects Disoution | Justification | User Fields | [¥)
Project: VDH45007 Add to My Projects
“Description: [MULTMITAMIN INITIATIVE [program Frocessing Status: Active
Project Status: Active

“Integration: 60100 @ Department of Health -

Project Type: @,

Percent Complete: 0.00, AsoOf:

Project Health: As Of:

~Start Date: Di/212011 |5 “End Date: 06302030 |5 aggitional Dates

Description Find | View Al First K8 1.0f1 I3 | ast
Date/Time Stamp: 09A6/15 11:17:12AM User ID: PPS_TIMBRANCH ==
Description:

P

Favclrites Ma’lnvMenu > Project Costing » Project Definitions » General Information

Status

Project: VDH45007 Description: MULTIVITAMIN INITIATIVE

Find | View All First BN 4 g=e T80

Effective Date: 01/21/2011 Sequence: 1] (+]
*Status: A Active

Priority: 0

Interest Calculation Factor: 0.0

Comments:
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Update Project Status (continued)

Enter the Effective Date. This
date must be prior to the date
the first expenditure must be
posted to the project. If you add
a future date, the project status
Is not effective until the date is
reached.

Notice that a new Sequence
defaults. The Sequence allows
you to enter multiple rows for
the same Effective Date. This
number defaults to one greater
than the previous row.

Enter or select C (Closed) in the

Status field to close a project.

Click the Save button.

Favorites | Main Menu > Project Costing > Project Definitions » General Information

| Return to General Information
[5] save || |[ch Retum to Search

Status
Project: VDH45007 Description: MULTIVITAMIN INITIATIVE
Effective Date: DaM6/2015 @ Sequence: 0
*Status: C @ Closed
Priority: 0
Interest Calculation Factor: 0.0
Comments:

=] Previous in List

4| Mt in List (=] Motify

% Refresh

Update/Display J_‘] Include History
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Update Project Status (continued)

If the project is closed and needs to
be temporarily opened, a new
sequence should be added to the
current Effective Date instead of
adding a new effective dated row.

Temporary changes to a project’s
status should be made by adding a
new Sequence to the current
Effective Date.

For example, if a project status is
closed effective 10/3/2015,
Sequence 0, but charges need to
be processed for 10/1/2015, add
Sequence 1 to the 10/3/2015 row.
To close the project after the
expense finishes processing, add
Sequence 2 to the 10/3/2015 row.

Favorites | Main Menu > Project Costing » Project Definitions > General Information

Status
Project: WDH45007

Effective Date:
*Status:
Priority:
Interest Calculation Factor:

Comments:

Return to General Information

[5] Save | |t Return to Search

Description: MULTIVITAMIN INITIATIVE
4] ]
D9r6/2015 |5 Sequence: 1 [+ [=]
A Oa Active
0
0.0
]
-] Previous in List 4| Mesxt in List [=] Motify 3 Refresh Updste/Display _/j Include History

88




Adding Projects to Project Trees

—

CARDINAL

All projects in Cardinal must exist on project trees.

» The Project Reporting Tree is designed to capture all existing and future projects for a Business
Unit.

» The Project Budget Tree must be updated, using a VCCC help desk ticket, if your Business Unit
wants to associate a project to a Capital Outlay Project.
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Creating Reporting Categories

You can use the Reporting Category functionality to support reporting on Projects.
Reporting Categories are maintained by the agency on the Define Reporting Categories page.

Once a Reporting Category is defined, it is associated to a Project on the Projects tab of the General
Information page.

To create a new Reporting Category, navigate to the Define Reporting Categories page using the
following navigation path:

Main Menu > Set Up Financials/Supply Chain > Product Related > Project Costing > Project Options
> Define Reporting Categories
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Creating Reporting Categories (continued)

» Click the Add a New Value tab. Enter your SetID.

Next, enter the Reporting Category value that you are creating. For this example, enter TECH.
* Click the Add button.

4 CARDINAL

=

Favorites Main Menu > Set Up Financials/Supply Chain > Product Related > Project Costing > Project Options > Define Reporting Categories

Define Reporting Categories

Eind an Existing Value Add a Mew Value

SetlD: 15100 @,
Reporting Category: TECH
Add

Find an Existing Value | Add a Mew Value
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Creating Reporting Categories (continued)

* The SetID and Reporting Category default from the previous page.
» Enter a Short Description.

» Enter additional identifying information for the Reporting Category in the Description and
Comments fields.

» Click the Save button. The Reporting Category can now be associated with the appropriate
projects for reporting purposes.

Favgrites | MainMenu > SetUp Finanda!sﬁupdy Chain > ProductTRelated # Project Costing  » Project Options > Define Reporting Categories

*setip 15100 @, *Reporting CategoryrlTECH

hort Description [ TECH

Description |IT Related Projects

Comments This reporting category provides the ability to report on all IT related LED]
projects.

[G] save | J[=] Motify [ Add | | 7] Update/Display|
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'jAssociating Reporting Categories to Projects

To associate a Reporting Category to an existing Project, navigate to the General Information page
using the following path:

Main Menu > Project Costing > Project Definitions > General Information
« Search for the Project on the Find an Existing Value tab.

» Click the Projects tab.
» Enter the Reporting Category in the Project Reporting Categories section.

Favorites | Main Menu > Project Costing > Project Definitions > General Information

General Information User Fields Aftachments

Business Unit: 15100 Project: 0000105470 Information Project Type:
Technology Grant

Project Information
External Project Number | Responsible Dept Q;
Disaster Number

[ pisaster Indicator DProperty Damadge Indicator
Project Reporting Categories Find | View Al First KX 4.0f4 I Last
[+ [=]
Reporting Category TECH @,
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Creating a Summary Project

Summary Projects are used in Cardinal to identify project relationships and track costs.
Summary Projects are used for budgeting and reporting purposes and cannot be used on transactions.

Detalil projects are created to enter expenditure transactions. Each detailed project is associated to a
predefined Summary Project through the use of trees. The project expenditures roll up to the Summary
Project for reporting purposes.

An example of a Summary Project is Capital Outlay. In the case of Capital Outlay projects, DOA staff
will have to create the project in Cardinal because only DOA staff have the ability to override the NEXT
Project ID when creating a project in Cardinal.
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Creating a Summary Project (continued)

—

CARDINAL

L4 Summary prOjeCtS are Created by USing a. Favovmtes Mavaenu > Project'Costmg > PrDJectEleﬁnit\ons > General Information
blank project, entering a description, and
then selecting the Program checkbox in noa

I_E’NEWWIFMDW 2) Help _qualnm\zePage & nitp

the Project Definitions—General f— v & e
Information page. No other tabs need to Prfct e =
be fi”ed Out. Project Health: . lﬁ As()r.:
“Start Date: 040612014 “End Date: 040082015 3 pgiitional Dates
* You cannot charge project expenditures to | wermesam:  vswie 1osien B
Description:

summary projects. |

Long Description:

Association of each capital outlay project to the
project budget tree is required for the budget w3 ot

checking process.
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Creating a Summary Project (continued)

Favovrites Mainl'-ﬂenu » Project Costing  »  Project Definitions  »  General Information

H] b e Wi o @ Help Ef' Customize Page 5] http
= e kil 8 - Projects || UserFields [ Attachrents |
Project: NEXT | Add to iy Projects ]
‘Description: |Cnnstructinn ¥ Program Processing Status: Active
. tsio0 Project Status: A A active
*Integration: 15100 Q‘ Department of Accounts
Project Type: Qh
Percent Complete: 0.00 As Of;
Project Health: | 'I As Of:
Project Schedule
*Start Date: o40z014  [EH *Endd Date: 040812015 [ rdditional Dates
Description Find | “iew Al First 4] 10f1 a Last
Date/Time Stamp: 0450814 1:18:47PM User ID: W_PA_PROJ_MAN_MOMPCBLU
Description:
E
Long Description:
=

| Save-as Termplate | | Copy Rroject

|[F] save | | Refresh |

L #dd 5| Updateisplay
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Lesson 3: Summary

—

CARDINAL

In this lesson, you learned:

» Projects are created and used to track expenditures / costs and revenue for a planned undertaking
of something to be accomplished or produced, having a finite beginning and a finite ending date.

» Reporting Category is an optional feature that supports reporting on projects.

* Summary projects are created to identify project relationships, as well as to provide a way to track
costs and represent a single project to which one or more detail projects roll up.
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Lesson 4: Budget Structures

—

CARDINAL

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

» Understanding budget structures

* Budget Definitions
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Understanding Budget Structures

—

CARDINAL

The budget structure (ledger group) defines the processing rules for each budget ledger.

The Commonwealth of Virginia has Statewide and Agency budget structures that are used in Cardinal.

Agency budgets are established as the lower level budget to the Statewide budget.

The Processing Budget Journals course explains the creation, processing, and correction of budget
journals.
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Statewide Budget Structures

Statewide budget structures are established as the parent budget level. They are:

» Appropriation budget structure: The appropriation budget structure is the highest level of budgetary
control established for the Commonwealth. The Appropriation budget is established at a summary
level of the ChartFields, while agency budgets are typically established at a lower level of detail. All
appropriations authorized by the General Assembly are controlled by this budget structure and
include the executive budget, capital budget, and other special appropriations. This budget structure
assures that spending does not exceed the amount authorized by the General Assembly.

» Allotment budget structure: The allotment budget structure limits spending level authority. The
structure is configured as a child of the appropriation budget so that the total of the allotment budget
lines cannot exceed the parent budget. The difference between the appropriation budget and the
related allotment budgets is the unalloted amount.

» Operating Plan budget structure: The Operating Plan budget structure is used to budget to a lower
level than the Appropriation budget structure, and agencies are required to submit their Operating
Plan Budget to DPB.

» Statewide Revenue Estimate: The Statewide Revenue estimate budget is used to track the
recognition and collection of revenues against the Commonwealth’s Official Revenue Estimate.
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Agency Level Budgets

Agency level budgets may be established as the child budget level to the statewide budget. Agencies’
annual budget calendars are aligned with their fiscal calendars.

Agency level budget structures may include:

» Lower level budget (expenditure budget): The lower level budget establishes a budget structure that
is a further breakdown of the Appropriation budget. The Lower Level budget is a child of the
Appropriation budget and can be used by agencies to manage or control agency budgets.

» Operational budget (expenditure budget): The operational budget is the detailed agency operating
budget structure.

* Revenue budget (revenue budget): Revenue budgets track the recognition and collection of
revenues against an agency revenue estimate.

» Agency Project budget (expenditure budget): The Project budget tracks expenditures by project.
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Budget Definitions

—

CARDINAL

Use the Budget Definitions page to view budget definitions. Navigate to this page through the following
path:

Main Menu > Commitment Control > Define Control Budgets > Budget Definitions

On the Find an Existing Value tab, select the appropriate SetID Value. Enter the Ledger Group you
would like to view. For example, to access the Agency Operational budget structure enter CC_OPRL in
the Ledger Group field.

Click the Search button.

Favorites | Main Menu > Commitment Control > Define Control Budgets > Budget Definitions

Budget Definitions

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

b Add a New Value

IVI2XIMuUm NUMDer O rows 10 return (up o 200)0 (200

SetlD Value: 50100 q

Ledger Group:|= «~|[cC_OPRL e

[linclude History [l correct History

Search Clear |Basic Search [gf Save Search Criteria
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Budget Definitions — Control Budget Options

Some key fields on the Control Budget Options tab are explained below.

Tolerance Percent: The percentage variance over budget allowed before the system creates an
exception. You can override this value at lower definition levels.

Parent Control Budget: If this budget definition is a child in a hierarchy of budget definitions, select its
parent budget definition here. This establishes the connection between the two budget definitions,
enabling the system to enforce the relationship.

Ruleset CF: Used to define rules for the budget calendar, budget key ChartFields, and translation trees.
RuleSets provide flexibility without creating additional budget structures and ledgers.

Control CF: Used to determine whether or not transactions will be subject to a Budget Structure. For
example, for an Agency Operational Budget Structure, Fund may be the Control ChartField.
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Budget Definitions — Control Budget Options
T(continued)

Control Options define how restrictive budget structures are with respect to transactions. The following
options are available:

Control
» Verifies transactions based on valid ChartField combinations and monetary amounts

» If the ChartField combination does not exist or the budget amount is exceeded, the transaction will
generate an error

* No further processing can be performed until the error is corrected by an authorized agency user or the
budget is overridden by an authorized user.

Track with Budget
» Verifies transactions based on valid ChartField combinations and not on monetary amounts

» Tracks transaction amounts against available budgets and issues warning messages when they
exceed budget amounts

* However, if the budget combination does not exist, the transaction will generate an error

Track Without Budget
» Track transactions even if there is no budget set up
» All transactions pass without error
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Budget Definitions — Control Budget Options
(continued)
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Favorites Main Menu > Commitment Control » Define Control Budgets :» Budget Definitions

(ST n e o3l Ruleset Chartfield || Keys and Translations || Expiration Chartfield [ Budget Period Status | Control ChartField | Offsets | [»)

SetlD: 50100 Ledger Group: CC_OPRL
Effective Date Find | View Al First EJ 4 of1 I | ast
*Effective Date: [o7i012010 | *Status: =
*Description: |CC Operational Definition Status: WValid o

Budget Type: Expense Associated Expenditure Budget:

Tolerance Percent: | Parent Control Budget: |DC_DPRLS U '%

Ruleset and Control ChartField

*Ruleset CF: Frogram Tree Name: Level Name: I—'%

*Control CF: Fund Expiration CF: | v|  Default Ruleset: DEFAULT

*Control Option: [ Track wio Budget v *Budget Status: Open v

L] Entries Must Balance []Enable Funding Source

] Enable Statistical Budgeting
[ child Budgets Exceed Option

[5) Save | |Gt RetumtoSearch [ Nofify | [hAdd ] UpdateiDisplay .7 Include History [ Comect History

Control Budget Options | Ruleset Chartfield | Keys and Translations | Expiration Chartfield | Budaet Period Status | Control ChartField | Offsets | Excluded Account Types
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|Budget Definitions — Ruleset ChartField

Rulesets are used when there are different processing rules for a budget definition that are dependent on
specific ChartField values. For example, Project is required for the Capital Outlay Program in the

Appropriation and Allotment budgets.

Ruleset: If there are no rulesets for specific ChartField values, the Default ruleset will display.

Favorites | Main Menu > Commitment Control > Define Control Budgets > Budget Definitions
- H - - -

Control Budget Options Ruleset Charifield Keys and Translations Expiration Charificid Budget Period Status II)

SetiD: 50100 Ledger Group: CC_OPRL
*Effective Date: W [ *Status: [+ [=]
*Description: |cc Operational Definition Status: Valid o
Ruleset ChartField: Program

Find | View Al First - 1 of2 DN Last

Ruleset

*Ruleset: DEFAULT [ Default

—_—

[+ [=]

Customize | Find | View 40 | B | 38 First £ g 054 T (st

Parent Ruleset: DEFAULT

*Range To

Q | Q # =

=SetlD *Range From

:Save :E@Retumm&zamh Emutrfy [LAdd Updaie!&splay QLmtﬂeHistuy F}Currecmmry

Control Budget Options | Ruleset Chartfield | Keys and Translations | Expiration Chartfield | Budaet Period Status | Control ChartField | Offsets | Excluded Account Types
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Budget Definitions — Keys and Translations

y -~
CARDINAL

Calendar ID: The primary budget period calendar used to specify the budget periods that are valid for the
ruleset. If a calendar ID is not specified for the ruleset, the entire budget is viewed as a single period.

ChartField: A row displays for each key ChartField for the ruleset. ChartField values that are valid for
budgeting can be limited on the Control ChartField page and the Excluded Account Types page.

Favovrites Mainvl\-'lenu » Commitment Control > Define Control Budgets > Budget Definitions
H - -

Control Budget Opfions Ruleset Charifield Keys and Translations Hpiration Chartfield Budget Period Status Control ChartField D]

SetlD: 50100 Ledger Group: CC_OFRL
*Effective Date: WE‘] *Status: |£| nﬂ
*Description: |CC COperational Definition Status: Valid o Reset
Ruleset Find | view Al First 1 10r2 I past
*Ruleset: DEFAULT VI Default [IEnable Cumulative Budgeting

] Derive Dates Cumulative Calendar: @,

Calendar ID: AN | @,

TEYS anu Hansauuns Customize | Find | View AIlT == | 5 First =0 -1 of 10 Ra Last
*ChartField Tree Name Level Name *Walue Required
Account ACCOUNT_BUDGET [ ]@ Required ==
Agency Use 2 [ @, @, |[Optional v [ [=]
Cost Center [ @, | @, |[Optional v ==
Program [Required v =+ [=]
Agency Use 1 [ @, | @, |[Optional MERIGiE
FIPS [Optional MBS
L Denarinent DEPT BLnGET LEvel 2 Dl Bonired | IFS |

107



Budget Definitions — Budget Period Status

Budget Status: Indicates whether the Budget Period is Open or Closed.

Favorites = Main Menu > Commitment Control > Define Control Budgets > Budget Definitions
- o - - -

" Control Budget Options | Ruleset Chartfield | Keys and Translations [ Expiration Chartfield Budget Period Status D

SetiD: 50100 Ledger Group: CC_OPRL
Effective Date Find | View Al First K8 1.0f1 D Last
*Effective Date: priotzoie x| *Status: =]
*Description: [cC Operational Definition Status: valid o
Budget Period Calendars Find | View Al First K 1071 D Last
Calendar I1D: WOQ [=]
Budget Period Values Customize | Find | \iew A1l | ! First Kl 450r5 O Last
Budget Period Budget Status
[2012 @, |[Closed v| =]
[2013 @, [Closed v| [=]
[2014 @, [Closed v| =
[2015 @, ([Open v] =
[2016 @, ([Open v] =
() save | (G RetumtoSearh | [ oty | i | |5 Updotemisplay | & inouce istory | [ GomrestHistory |

Control Budget Qpfions | Ruleset Chartfield | Keys and Translations | Expiration Chartfield | Budget Period Status | Control ChartField | Offsets | Excluded Account Types
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SetIDs for Excluded Account Types and Excluded
TAccounts

Budget Definitions — Excluded Account Types

SetlD: Select a SetID for which you want to exclude all accounts for an account type for budget
processing.

Excluded Account Types: Select the account types that you want to exclude from budget processing
against this Commitment Control ledger group.

Exceptions: Click this link to access the Exclude Account Type Exceptions page to identify ranges of
account values that are exceptions to the exclusion.

SetlIDs for Excluded Accounts

SetlD: Select a SetID for which you want to exclude just some accounts from among the included account
types from budget processing.

Excluded Accounts: Specify the ranges of account values for a particular SetlD in the From Account and
To Account fields that are to be excluded from budget checking.
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Accounts (continued)

Faw:‘\'rﬂrs:MainTMenu » Commitment Control » Define Control Budgets >

il Keys and Translations Expiration Chartfield Budget Period Status

Budget Definitions

Control ChariField Offsets Excluded Account Types

SetlD: S0400 Ledger Group: CC_OPRL

*Effective Date: ormizoin (B
*Description: |GC Cperational

+ SetiDs for Excluded Account Types

*SetiD: STATE | &,
Excluded Account Types

||A @, .Assel
iIL @, | Liabilty
@ @, |Equiy
R @, Revenue
||T @ .Trﬂnsfers

“status: # =]

Definition Status: alid (5 ]

.Excem'ans . [+] . [=]
.Em:emions . [+ =
:En:emions . [+#] . [=]
.Excemuns [+] | [=]
Excentions + =]

~ SeliDs for Excluded Accounts

*SetiD: STATE |@,
Excluded Accounts Customize | Find | View Al | B [ Bl me &
s
*From Account Description *To Account Description
518110 @, FdBalance Adjustmnt-PrYr Dec (538280 @, ﬁ SRR ECie HIE
[seTEDF @, |TE System Default Account SOTEDF @, |TE System Default Account ]| [=]

SetIDs for Excluded Account Types and Excluded
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Lesson 4: Summary

In this lesson, you learned:

The budget structure (ledger group) defines the processing rules for each budget ledger. The
Commonwealth of Virginia has Statewide and Agency budget structures that are used in Cardinal.

The Cardinal budget structure uses parent/child budget relationships to link the various budget
structures as appropriate. The control option of each different budget structure is set depending on

the purpose of the budget. Agency budgets are established as a lower level budget to the statewide
budget.
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Lesson 5: Reports and Queries

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

* Key reports

* Queries
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General Ledger Maintenance Reports

—

CARDINAL

General Ledger Maintenance reports can be run at various intervals. There are numerous General Ledger
Maintenance Reports available. General Ledger Maintenance reports include:

* ChartField Report

 Commitment Control Budget Control Report

» Combination Rule Report
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ChartField Report

—

CARDINAL

This report lists all valid values and related information for the ChartField you want to review.

This report is available for all COA values.

You can navigate to this report through the following path:

Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields >
Reports > ChartField Reports

Then select the ChartField you want from the list of ChartFields. The Department ChartField is shown on
the next slide.
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ChartField Report (continued)

—
CARDINAL
Report ID: FINOO11 PeopleSoft Financials Page Mo. 1
VALID DEPARTMENT CODES Run Date 7/5/2012
Run Time 3:29:52FPM
Set ID: 15100
As Of Date: 05.Jul.2012
Departmenit Description Short Description Budgetary Only Manager Name
10000 DOA - All Departments All Dept Y
60200 Commonwealth Health Research CHRB N
91100 Comptroller Comptrl N
91200 EDI Prenotes EDI N
92100 Admin Svcs & Public Records Admin N
93100 Personnel Personnel N
94100 Internal Audit Int Audit N
95200 Financial Reporting Fin Rpt N
95400 General Accounting Gen Accig N
95700 FSRI - Cardinal Cardinal N
95800 FSRI - Performance Budgeting Perf Budg N
97200 Payroll Production PayProd N
97500 Payroll Service Bureau PSB N
98300 Systems Analysis & Programming S &P N
98400 Chief Technology Officer & DBA CTO&DBA N
99800 Converted Blank Dept CHNYV N
99999 DOA DOA All N
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Commitment Control Budget Control Report

—

CARDINAL

The Budget Control Report is used to display the commitment control ledger configuration.

You can navigate to this report through the following path:

Main Menu > Commitment Control > Budget Reports > Budget Control Report
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Commitment Control Budget Control Report
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N Report 1D: GLCA03 PeopleSoft General Ledger Page No. 1
or - CONTROL BUDGET OPTION Run Date: 5/28/2014
Run Time 1:34:25 PM
As of Date: All 5/28/2014
Ledger Option: All CC_ALLOT
Ledger Group CC_ALLOT
Effective Date: 1M/1901 Effective Status: Active Description: CC Allotment
Budget Type: Expense Associated Expenditure Budget:
Tolerant Percent: 0.00 Parent Control Budget: CC_AFPPROP
RuleSet and Control Chartfields
RuleSet ChartField: Program Tree Hame: PROGRAM_BUDGET Level Name: LEVEL_1
Control ChartField: Fund Default Ruleset: DEFAULT
Commitment Control Options
Enable Statiscal Budgeting: Control Option: Control Enable Funding Source: MW
Entries Must Balance: Budget Status: Open Revenue Track:

Child Budgets Exceed Option:

117




Combination Rule Report
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The Combination Rule Report lists information on combination edit rules for a specific Business Unit (Set
ID).

You can navigate to this report using the following path:

Main Menu > Set Up Financials > Supply Chain > Common Definitions > Design ChartFields >
Combination Editing > Combination Rule Report

PeopleScft Financials

Report ID: GLS4002 CHARTFIELD COMEINATION RULES Page No. 1

Set ID: STATE--Statewide SetID Run Date 04/23/2014
Rks Of Date: 04/23/2014 Fun Time 17:31:32
Combination Rule: ACCTFNDDFT

Description: Account/Fund/Department Effective Date From: 01/01/1301 To: 01/01/2099 Combo CF Definition: ACCTFNODDET

Require Valid ChartField Valus

DEPTID
FUND_CODE
ChartField How Specified SetID Tree Name Tree Level Selected Value
ACCOUNT Selected Tree Nodes STATE ACCOUNT_OVERALL
ACCOUNTS_CRFR
DEPTID Selected Detail Values
%
FUND_CODE Selected Detail Values
%
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wlQueries
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General Ledger maintenance queries can be run at various intervals. There are numerous General Ledger
Maintenance queries available. Some of the key General Ledger maintenance queries include:

» ChartField queries

» SpeedTypes query

» SpeedCharts query
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ChartField Queries
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To run queries on the COA values, access the Query Viewer.
Two of the available queries are:

 FINOO10_GL_ACCOUNTS
 FINOO11_DEPARTMENT_CODES

You can navigate to these queries using the following path:
Main Menu > Reporting Tools > Query > Query Viewer

Click the Excel link next to the relevant Query to view results in Excel.
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P |Queries - Account

CARDINAL

1 [FINDDI0-GL Accounts k]

Z |SetlD Account [Deser [short Dese ||T,_pd|5tat Acct |[UOM [0
3 |STATE 0001 Cash Mot with Treasurer_test_4 Cash My Tr B ] M
4 |STATE ooz Cash Equiv Mot Wi Treasurer Czh Eq Mot a ] ]
5 STATE Aotz Cash Equiv With Treasurer-LGIP CzhEqLgp B M M
E |STATE Fnos Cash Equiv With Treasurer CzshEqTr= B M ]
T |STATE Romoo? Cash &nd Cash Equivalents Czh&Equiv B ] M
2 |STATE Aoz CashiEqu-Collaterl HId Securty Callat Sec a ] ]
3 STATE Rooio Cash wWith The Treazurer OF WA Cash Treas B M M
i |STATE Fiotomo Cash With The Treasurer OF WA Cazh Treas B ] ]
11 |STATE Fotosn Cash Advances - Courts Ay Court B ] M
12 | STATE Aot Cash Advances - Courts Adw Court B M M
13 |STATE Rz Cash OF Lottery Revalving Acct Cash Litry B M ]
14 |STATE Rtz Cash OF Lattery Rewvalving Acct Cash Litry B ] ]
15 |STATE Rtz Cash With Paying Agent C=h Py Agt B ] M
& STATE Rotozn Cash With Faying Agent Czh Py Age B M M
17 | STATE Rooan Cash With Fiscal Agent CzhFs Age B M M
12 STATE Fiotnan Cash With Fiscal Sgent CzshFs Agt A ] ]
19 |STATE R4z amt Held By Trustee-Treasury amt Truste a ] ]
20 | STATE R4z Amt Held By Trustee-Treasury Amt Truste B M M
21 |STATE R4z Amt Held By Outside Trustes Amt Dut=d B M ]
22 |STATE R4z Amt Held By Outzide Trustes Amt Dutsd B ] M
23 |STATE Fi4ro Funds Held In Escrom Fd Escrom a ] ]
24 STATE Rn4ro Fund= Held In Ezcrow Fd Ezcrow B M M
25 |STATE Finznnt Inuwestments kot WiTreasurer Irea Mot Tr B M ]
26 |STATE Fnannz Inuestmnt WiTreasurer-SEC Lend Ine SEC Ld B ] M
27 |STATE a0z Inuestmnt WiTreasurer-LGIP Inw LGIF a ] ]
28 STATE Rnznn4 LGIF-To Ee Divided LGIF B M M
29 |STATE Fna1s0 Securities Held In Escrow Secr Ezcre B ] ]
30 | STATE Fna1s0 Securities Held In Escrow Secr Ezcrw B ] M
#  STATE Fna4a0 Inestments - Other Irdest Cith B M M
32 STATE Fz4s0 Inestments - Other Irdest Cith B M M
33 |STATE Finz4an Inwestments-Local School Bonds Inuest Sch B ] ]
34 | STATE Fina4an Inwestments-Local School Bonds Inuwest Sch B ] M
35  STATE Rnasin Inestments - Bonds Inest Eds B M M
36 STATE Rzs510 Inwestments - Bonds Inwest Eids B M M
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¥ |Queries - Department
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FINOO11-Department Codes|| 12

SetlD Department |Description As Of Date Short Desc Budgeta|
15100 10000 DOA - All Non-GA, Departments 10/4/2012 All NonGA Y
15100 10001 DOA - GA Departments 10/4/2012 All GA Y
15100 60200 Commonwealth Health Research 10/4/2012 CHRB N
15100 91100 Comptroller 10/472012 Comptrl N
15100 91200 EDI Prenotes 10/4/2012 EDI N
15100 92100 Admin 5vcs & Public Records 10/4/2012 Admin N
15100 93100 Personnel 10/472012 Personnel N
15100 94100 Internal Audit 10/4/2012 Int Audit N
15100 95200 Financial Reporting 10/4/2012 Fin Rpt N
15100 95400 General Accounting 10/4/2012 Gen Acctg N
15100 95700 FSRI - Cardinal 10/4/2012 Cardinal N
15100 95800 F5SRI - Performance Budgeting 10/472012 Perf Budg N
15100 97200 Payroll Production 10/4/2012 PayProd N
15100 97500 Payroll Service Bureau 10/4/2012 PSB N
15100 98.300 Systems Analysis & Programming 10/472012 5 &P N
15100 08400 Chief Technology Officer & DEA 10/4/2012 CTO&DBA N
15100 99800 Converted Blank Dept 10/4/2012 CNV N
15100 99999 DOA 10/4/2012 DOA All N
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Query on SpeedTypes and SpeedCharts

To run a query on SpeedTypes or SpeedCharts, access the Query Viewer.
* The query name for SpeedType is FINOOO7_SPEEDTYPES.
* The query name for SpeedChart is APY0005_ SPEEDCHARTS.
You can navigate to this query through the following path:
Main Menu > Reporting Tools > Query > Query Viewer

Click the Excel link next to the relevant Query to view results in Excel.
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wQueries - SpeedTypes
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A B E F G K Q T

1 |FINDDO7-SpeedTypes| 272

2 [sSetiD SpeedType |Description [Type [Account |Departmen{Fund |Program Currency |
2 15100 2280270 CIPPS - 228 - 0270 Universal 111220 93100 02700 USD
4 |15100 6021112 CIPPS - 602 - 1112 Universal 5011120 60200 09362 407001 USD
5 15100 6021123 CIPPS - 602 - 1123 Universal 5011230 60200 09362 407001 USD
6 (15100 91100 Comptroller Universal 91100 01000 799001 USD
7 15100 9111111 CIPPS - 211 - 1111 Universal 5011110 91100 01000 799001 USD
g 15100 9111112 CIPPS - 211 - 1112 Universal 5011120 91100 01000 799001 USD
9 15100 9111113 CIPPS - 211- 1113 Universal 5011130 91100 01000 799001 USD
10 |15100 9111114 CIPPS - 211- 1114 Universal 5011140 91100 01000 799001 USD
11 |15100 9111115 CIPPS - 211- 1115 Universal 5011150 91100 01000 799001 USD
12 |15100 9111116 CIPPS - 211- 1116 Universal 5011160 91100 01000 799001 USD
12 | 15100 9111117 CIPPS - 211 - 1117 Universal 5011170 91100 01000 799001 USD
14 |15100 9111122 CIPPS - 211 - 1122 Universal 5011220 91100 01000 799001 USD
15 | 15100 9111123 CIPPS - 211 - 1123 Universal 5011230 91100 01000 799001 USD
16 | 15100 9111125 CIPPS - 211- 1125 Universal 5011250 91100 01000 799001 USD
17 |15100 9111128 CIPPS - 211 - 1128 Universal 5011280 91100 01000 799001 USD
18 | 15100 9111129 CIPPS - 211 - 1129 Universal 5011290 91100 01000 799001 USD
19 | 15100 9111131 CIPPS - 211 - 1131 Universal 5011310 91100 01000 799001 USD
20 15100 9111128 CIPPS - 211 - 1138 Universal 5011380 91100 01000 799001 USD
21 (15100 9111141 CIPPS - 211 - 1141 Universal 5011410 91100 01000 799001 USD
22 (15100 9111143 CIPPS - 211 - 1143 Universal 5011430 91100 01000 799001 USD
22 (15100 9111153 CIPPS - 211 - 1153 Universal 5011530 91100 01000 799001 USD
24 (15100 9111162 CIPPS - 211 - 1162 Universal 5011620 91100 01000 799001 USD
25 (15100 9111163 CIPPS - 211 - 1163 Universal 5011630 91100 01000 799001 USD
26 (15100 : 9111164 CIPPS - 211 - 1164 Universal 5011640 91100 01000 799001 USD
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¥ |Queries - SpeedCharts
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A B c B E G J K

1 |APYDOO 24

2 |SetlD |[Setid_Descr |2 |SpeedChart  |Description |Speedtype_short | Type Eff Date  |Accour
2 15100  Department of Accounts 142012 91100 Comptroller L Lniversal 111901

4 15100  Department of Accounts 10742012 191200 EDI Prenctes Administration L Universal 1171901

5 15100  Department of Accounts 10/472012 92100 Administration J Universal 1/171901

G 15100  Department of Accounts 10/472012 93100 Human Resources J Universal 17171901

¥ (15100  Department of Accounts 1042012 94100 Internal Audit L Universal 1/1/1901

g8 (15100 Department of Accounts 10/4/20112 95200 Financial Reporting L Universal 1/1/1901

2 15100  Department of Accounts 10442012 9540001 General Accounting L Lniversal 111901

10 118100  Department of Accounts 10742012 | 9540002 General Accounting Disburs Rev  UJ Universal 1171901

11 118100  Department of Accounts 10472012 95700 FSRI - Cardinal J Universal 1/171901

12 118100  Department of Accounts 10472012 95800 FSRI - Perf Budgeting J Universal 17171901

13 18100  Department of Accounts 10472012 97200 Payroll Operations J Universal 17171901

14 (15100  Department of Accounts 10/4/20112 97500 Payroll Service Bureau L Universal 1/1/1901

15 (15100  Department of Accounts 10/4/2012 9830001 Financial Systems Development L Universal 1/1/1901

16 (18100  Department of Accounts 10/4/2012 9830002 Financial Systems Maintenance L Lniversal 111901

17 118100  Department of Accounts 10742012 9830004 Computer Services L Universal 1171901

18 118100  Department of Accounts 10472012 9840001 CT2 DBAFS Development J Universal 1/171901

19 118100  Department of Accounts 100472012 9840002 CT2 DEBAFS Maintenance J Universal 17171901
20 15100  Department of Accounts 10/472012 AdminPSEBE Fees for Admin Services-PSB J Universal 17171901 4002700
21 (15100  Department of Accounts 10/4/2012 CCRebate Charge Card Rebate Fees L Universal 1/1/1901 4009026
22 15100  Department of Accounts 10/472012 FAACSDep FAACS Equip Dep L Lniversal 111901 183730
23 15100  Department of Accounts 142012 FAACSINY FAAMACS Offset L Universal 11/1901 257980
24 115100  Department of Accounts 10/472012 MiscRevGen Miscellanecus Revenue-General 1 Universal 1171901 4009060
25 |15100  Department of Accounts 10/472012 MiscRevsW Miscellanecus Revenue-DOA SW U Universal 1/171901 4009060
26 115100  Department of Accounts 10/4/2012 PryearExp L Universal

[ Y |

| R | £

Recowvery Prior YT Expenditures
A |

1/1/1901 40090384
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Lesson 5: Summary

—
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In this lesson, you learned how to navigate to key reports and queries.
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Course Summary
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In this course, you learned to:
* Recognize key General Ledger maintenance concepts
» Understand the overall General Ledger maintenance process
* Add or update Chart of Account values, and their associated attributes
» Understand Tree Structures
» Understand Combination Edits
» Create and update SpeedTypes and SpeedCharts
» Create and Maintain a Project
» Create a Summary Project
* Understand budget structures
» Navigate to key reports and queries
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Course Evaluation
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Congratulations! You have completed the GL336: General Ledger Maintenance 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 Ledger — A budget ledger defines the type of budget (i.e. expenditure or revenue) and the type of
transactions (i.e. budget, expense or collected revenue) that will be recorded on the ledger.

Budget Structures — A budget structure defines the processing rules for each budget ledger.

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

Project: A planned undertaking with a finite beginning and a finite end. Typically, it requires both fiscal
year and life to date budget and actual reporting.

Tree — A tool used to set up hierarchical structures in Cardinal. Trees can depict the relationships of the
business entities in a hierarchical structure or represent a group of summarization rules (roll ups) for a
particular ChartField.

Tree Structure — A tree structure defines the groupings and hierarchical relationships between ChartField
values in the same database table.

SpeedType / SpeedChart — A predetermined Chart of Accounts value string which populates the
accounting distribution line when entered on a transaction.
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Flow Chart Key

FLOW CHART KEY

Step
Description

Batch
Process

Manual
Operation

Decision
Outcome

Entity
MName

FProcess

Depicts a process step or interface,
Start

Specifies a batch process. End

Depicts a process or step that is performed manually. Document

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

O

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

Budget YE
Close
GL

Depicts a process.

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

Indicates point at which the process ends. Does
not reprasent any activity,

Depicts a document of any kind, either electronic
or hard copy

Indicates an On-Page or Intra Process
Connector which is used to avoid complex
overlapping connector lines or to continue a
process on another page.

Connects steps between business processes.

131



	GL336: General Ledger Maintenance
	Welcome
	Introduction
	Course Objectives
	Agenda
	Lesson 1: General Ledger Maintenance Overview
	�Key Concepts�
	Key Concepts (continued)
	�Key Concepts (continued)�
	Cardinal System Setup and ChartFields 
	Lesson 1: Checkpoint
	Lesson 1: Summary
	Lesson 2: ChartField Maintenance 
	ChartField Maintenance
	Adding, Updating and Maintaining COA values
	Chart of Account Values and Attributes
	Adding a ChartField Value
	Adding a ChartField Value (continued)
	Adding a ChartField Value (continued)
	Adding a ChartField Value (continued)
	Updating a ChartField Value
	Updating a ChartField Value (continued)
	ChartField History
	Creating a ChartField Attribute and Attaching to a ChartField
	Step 1: Creating Generic ChartField Attributes
	Step 1 - Creating a Generic ChartField Attribute (continued)
	Step 2 – Attaching a ChartField Attribute to a ChartField
	Step 2 – Attaching a ChartField Attribute to a ChartField (continued)
	Step 2 – Attaching a ChartField Attribute to a ChartField (continued)
	Step 2 – Attaching a ChartField Attribute to a ChartField (continued)
	Step 2 – Attaching a ChartField Attribute to a ChartField (continued)
	Hands On Practice – Adding ChartField Values
	Understanding and Maintaining Tree Structures
	Understanding Trees
	Viewing Trees
	Viewing Trees (continued)
	Viewing Trees (continued)
	Viewing Trees (continued)
	Maintaining Trees
	�Understanding and Defining Combination Edits�
	Combination Editing	
	Combination Edit Configuration
	Combination Edit Definition
	Combination Edit Definition (continued)
	Combination Edit Rules
	Combination Edit Rules (continued)
	Combination Edit Rules – Rule Definition Tab
	Combination Edit Rules – ChartField Combinations Tab
	Combination Edit Rules – ChartField Combinations Tab (continued)
	Combination Edit Groups
	Combination Edit Groups (continued)
	Attach Combination Edit Group to Target Ledger
	Creating and Updating SpeedTypes and SpeedCharts
	SpeedTypes and SpeedCharts
	Example: Creating a SpeedType
	Example: Creating a SpeedType (continued)
	Example: Creating a SpeedType
	Example: Creating a SpeedType (continued)
	Example: Creating a SpeedChart  
	Example: Creating a SpeedChart (continued)
	Example: Creating a SpeedChart (continued)
	Example: Updating a SpeedChart
	Example: Updating a SpeedChart (continued)
	Example: Updating a SpeedChart (continued)
	�CIPPS SpeedTypes		�
	Hands On Practice – Adding SpeedTypes and SpeedCharts
	Lesson 2: Summary
	Lesson 2: Summary (continued)
	Lesson 3: Entering and Maintaining Projects
	Creating a Project Overview
	Creating a Project
	Creating a Project (continued)
	General Information Page
	General Information Page (continued)
	General Information Page (continued)
	Project and Processing Status
	Projects Page
	Projects Page
	Project Information Section
	Project Reporting Categories
	Budget Information Section
	Grant Information Section
	User Fields and Attachments Pages
	User Fields and Attachments Pages
	Update Project Status
	Update Project Status (continued)
	Update Project Status (continued)
	Update Project Status (continued)
	Adding Projects to Project Trees
	Creating Reporting Categories
	Creating Reporting Categories (continued)
	Creating Reporting Categories (continued)
	Associating Reporting Categories to Projects
	Creating a Summary Project
	Creating a Summary Project (continued)
	Creating a Summary Project (continued)
	Lesson 3: Summary
	Lesson 4: Budget Structures
	Understanding Budget Structures
	Statewide Budget Structures
	Agency Level Budgets
	Budget Definitions
	Budget Definitions – Control Budget Options
	Budget Definitions – Control Budget Options (continued)
	Budget Definitions – Control Budget Options (continued)
	Budget Definitions – Ruleset ChartField
	Budget Definitions – Keys and Translations
	Budget Definitions – Budget Period Status
	SetIDs for Excluded Account Types and Excluded Accounts
	SetIDs for Excluded Account Types and Excluded Accounts (continued)
	Lesson 4: Summary
	Lesson 5: Reports and Queries
	General Ledger Maintenance Reports
	ChartField Report
	ChartField Report (continued)
	Commitment Control Budget Control Report
	Commitment Control Budget Control Report
	�Combination Rule Report�
	Queries
	ChartField Queries
	Queries - Account
	Queries - Department
	Query on SpeedTypes and SpeedCharts
	Queries - SpeedTypes
	Queries - SpeedCharts
	Lesson 5: Summary
	Course Summary
	Course Evaluation
	Appendix
	Key Terms 
	Flow Chart Key

