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Welcome

—

CARDINAL

Welcome to Cardinal Training!

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

In this course, we will show you the General Ledger functional area and its module.

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




Course Objectives

CARDINAL

After completing this course, you will be able to:

» Describe key General Ledger concepts

» Describe the overall General Ledger process

« Explain how General Ledger integrates with other Cardinal modules and interfaces with external
systems

Assessment questions at the end of each topic and/or lesson will check for your understanding.




Course Topics

CARDINAL

In this course, we will cover the following topics:

» Lesson 1: Introduction to General Ledger

» Lesson 2: General Ledger Processes

» Lesson 3: General Ledger Integration and Interfaces



CARDINAL

The General Ledger functional area is

composed of one module, that establishes the

financial accounts used to:

 Accumulate the results of transaction

processing
» Create budgets
* Generate financial statements

» Provide source financial data for reports

In this lesson, you will learn about some
General Ledger key concepts.

Lesson 1: Introduction to General Ledger

Cardinal Functional Areas

Accounts
Payable

*Time &
Attendance

-

CARDINAL

*Project
Accounting

*Procurement

Accounts
Receivable

Modules

General
Ledger

General Ledger

*Not used by all state agencies



Key Concepts

CARDINAL

Some key concepts in General Ledger include:

« Cardinal operates on a modified accrual basis. In modified accrual accounting, revenues are
recognized when they become available and measurable. Liabilities are recorded when
expenditures are entered. When expenditures are paid, the related liabilities are relieved and cash is
reduced.

« The Chart of Accounts (COA) is a statewide accounting structure shared by all agencies. Itis
maintained in General Ledger and is used within all modules of Cardinal.

« The COA provides the accounting structure and sets hierarchies for financial data to enable the
recording and reporting of accounting information in both detailed and summary formats.
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Key Concepts (continued)

CARDINAL

This diagram maps the CARS Chart of Accounts to the Cardinal Chart of Accounts. Some Cardinal
transactions are recorded at a level too detailed for direct transmission to Commonwealth
Accounting and Reporting System (CARS). These accounting transactions are translated into the

CARS format prior to exporting the data to Department of Accounts (DOA).

Current CARS Chart of Accounts

Cardinal Chart of Accounts

Agency

Business Unit

Cost Code*

Department

Fund

Fund

Program

Program

General Ledger Account

Account

Object Code

FIPS

Revenue Source Code

Project

Political Subdivision

Task

FIPS

Cost Center

Project/Task/Phase

Asset

Agency Reference No**

Agency Use 1

Multi Purpose Code **

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.

Click on image to enlarge



Key Concepts (continued)

—

CARDINAL

« Each COA element is called a ChartField.

» ChartFields provide Cardinal with the basic structure to segregate and categorize transactional and
budget data.

« The COA element ownership is detailed below:

Department* Cost Center Task

Asset Agency Use 1 Agency Use 2 KEY

Agency Centrally
[ Controlled Controlled

The Project ChartField is agency controlled except for capital outlay and Commonwealth-wide initiatives.
*Department is the only required agency — controlled ChartField.



Key Concepts (continued)

—

CARDINAL

« Each ChartField has a centrally defined purpose, except for the two Agency Use Fields.

» Trees are used to define groupings and hierarchical relationships between ChartField values in
Cardinal. Tree maintenance is performed by DOA.

* The default ChartFields in Cardinal are shown below.

[ cARDINAL |
Favgrites  Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Configure > Standard Configuration
Standard ChartField Configuration
Status Order Field Long Hame Field Short Hame Display Length Affiliate Type IntraUnit Related ChartField
O e | Acconit Account Relabel |10 i~
O Chaneiens 2 Fund Fund Relabel |5
O Shodriels 2 FETEL Program 10
m] 'Qﬂ‘a“ﬁ;im 4 Department Department Relabel |10
0 (e 5 Cost Center Cost Center Relabel |10
O e © Task Task Relabel |6
ol FIPS FIPs 5
O Chanens ® Asset Asset Relabel |8
L =iE Agency Use 1 Agency Use 1 10
[ Active 10 Agency Use 2 Agency Use 2 Relabel |8
ChartField il |
(] TG 11 PC Business Unit PC Bus Unit Relabel 5
ChariField
= éﬂ;ﬁﬂelﬂ 12 Project Project Relabel |10
O éﬂgﬁmem B Aty Activity Relabel |15
O Cheneiens 1 Source Type Source Type Relabel |5
o gﬂ:ﬁField i Category Category Relabel |5 .

Click on image to enlarge



Key Concepts (continued)

CARDINAL

« Combination edits are rules that identify valid ChartField combinations that can be used on an
accounting entry.

« Commitment Control is a function within the General Ledger which provides budget checking.

« Commitment Control provides for the tracking and controlling of expenditures against budgets and
revenues against estimates (i.e., budget structures).

« Commitment Control enables you to create budgets and to budget check source transactions
originating in various Cardinal modules.

10



Key Concepts (continued)

CARDINAL

A SpeedType is a code that auto-populates the accounting distribution line when entered on a
transaction with a pre-determined COA value string (such as fund, program, department).

Cardinal SpeedTypes are used to auto-populate pre-defined ChartFields on journal entries.
A SpeedType provides the ability to define codes for frequently used ChartField combinations.

When a SpeedType is entered, users still have the ability to add COA values on the associated
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.

11



Lesson 1: Checkpoint

CARDINAL

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

Read the question, select

12



SpeedTypes are used in the General Ledger, Expenses, and Accounts
Receivable modules.

O True

O False

13



Determine which of the following statements are true.

The COA sets hierarchies for financial data elements that are used by
all modules in Cardinal

O The COA structure and values are maintained in General Ledger

The COA provides Cardinal with the basic structure to segregate and
categorize transactional and budget data

O All of the above

14



Lesson 1. Summary

CARDINAL

In this lesson you learned:

« The Chart of Accounts (COA) is a statewide accounting structure shared by all agencies. Itis
maintained in General Ledger and is used within all modules of Cardinal.

* COA elements are called ChartFields.
« Some ChartFields are maintained centrally while others are maintained by agencies.
« ChartField values can be defined as specific values or as a range of values using trees.

« Commitment Control enables the tracking and controlling of expenditures against budgets and
revenues against estimates (i.e., budget structures).

+ SpeedTypes are a set of predefined Chartfields that can be used in General Ledger, Expenses,
Accounts Receivable Direct Journals, and Commitment Control Budget Journal entries to expedite
data entry.

« SpeedCharts provide similar functionality for Accounts Payable except that multiple accounting
distributions can be configured for an individual SpeedChart.
15



Lesson 2. General Ledger Processes

CARDINAL

In this lesson, we will describe the processes within the General Ledger functional area and you will learn
about the following topics:

» General Ledger Functional Area

* Four Key Processes in General Ledger

16



CARDINAL

The General Ledger serves as a book to record
all financial transactions.

Key processes in the General Ledger functional
area are:

» System Setup and ChartFields

» Create and Process Budget Journals
» Create and Process Journals

» Period Close

This diagram shows some Cardinal General
Ledger processes. It also shows the business
processes’ relationships with each other, with
other Cardinal functional areas, and with
systems external to Cardinal.

General Ledger Functional Area

Accounts Payable
Voucher Accruals

and Payment

Expenses
Expense Accruals,
Payments, Closures

Accounts
Receivable
Deposit/Payment
Application

~
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External 3rd Party

Ve

~
System Setup and

y

A
o | Create and Process

Systems & ChartFields
Interfaces
-
External 3rd Party
Systems &
Interfaces
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s B
External 3rd Party

Systems &
Interfaces

Create and
Process Budget
Journals

Period Close

»

v Journals
1\

Budget Journal
Spreadsheet

Journal
Spreadsheet

Click on image to enlarge
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General Ledger Functional Area (continued)
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General Ledger Home Page

The General Ledger home page provides access to all pages within the General Ledger module, as well
as links to commonly used pages in other applications. You can navigate to this page using the following
path:

Main Menu > General Ledger

[ CARDINAL| |

Worklist | AddtoFavorites |  Signout
Favorites | Main Menu > General Ledger
- H - -
General Ledger
Ry
General Ledger
Access General Ledger.
i Journals Ledoers Summary Ledgers
; Create, import, review, correct, and process journal entries. Configure ledgers and ledger templates and groups; import/export ledger data. Access summary ledgers.
St 2 Journal Entry = Templates [=l Ledger Set for Summary Ledger
[ Standard Journals = Detail Ledgers [E Define Summary Ledger
[ Impert Journals =l Ledger Groups [E] Review Summary Ledger Status
2 Maore... 5 More... 2 More...
Close Ledgers Average Daily Balance Open ltems
Configure ledger closing rules and request a process for closing. Configure average daily balance definitions and run the calculation process. Review and reconcile open items.
5 Clozing Rules = ADB Definition =] Open tem Listing Report
[E] Closing Process Group =l ADB Definition Report
= Closing Rule Report = ADB Calculation Report
2 More....
Review Financial Information General Reports
Run inguirie=s an journals, ledgers, or accounting entries. Access journal, ledger, trial balance, reconciliation, and InterUnit reports.
= Journals =l CARS Interface Summary Report
= Ledger = cOWA Anatvsis of Appropriation
[El Ledger Period Comparison =l cardinal Trial Balance Report
[El Compare Across |edgers 24 More...

19



General Ledger Home Page (continued)

(/“ Create, mmport, review, correct, and process purnal entnes. [/ Con'qore ledgers and ledger templates and groups, mportiexport lndper dats [‘/./ Access summary ledgers
Joyrngl Entry ™ Ladoer Sat for Symmary Ladoer
Standard joyrnsis = ™ Define Symmary Ladger
mumu Lm_gma ¥ Review Symmary Ledoer Statys
2 More
7] Qsm_ngm 7] Qpen ltems
L/’ Confquu ledger cloaing rvies and request a process for closing / Cquuu average caly Balance Sefnlions and run the CACLMNON Process " Review and reconcie open Bems
= Cosng Ruiks =
= Cosing Ruie Regon ™ ADS Cakulation Regon
Mare.
[ " Run nguires on parnals, ledgers, or accounting entries. ( o Acce” pumu ledger, tnal balance, reconciliation, and nterUnt reports
™ lournals
™ Ledoer = Mmmm
¥ Ladoer Perind Comparmon
™ Compare Across Ledgery 2..29::..
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There are four key processes in General
Ledger:

» System Setup and ChartFields

» Create and Process Budget Journals

* Create and Process Journals

* Period Close

Four Key Processes in General Ledger

System Setup Create and
and Process
ChartFields Journals
Create and
Process )
Period Close
Budget
Journals

21




System Setup and ChartFields

CARDINAL

During the System Setup and ChartFields process, fields that store the COA and provide Cardinal with the
basic structure for transactional and budget data are established and maintained.

The processes for setting up centrally and agency maintained fields are detailed below:

Centrally Maintained ChartFields
« Agency prepares and sends COA request to DOA

« DOA reviews the request and enters / updates the ChartField value in Cardinal
« DOA completes tree and / or combination edit setup if needed

» Agency updates SpeedTypes / SpeedCharts if needed

Agency Maintained ChartFields
* Agency enters / updates the ChartField value in Cardinal

« Agency notifies Cardinal Post Production Support (PPS) of new ChartField setup and requests tree

and / or combination edit setup if needed

« Agency updates SpeedTypes / SpeedCharts if needed
22



Design ChartFields Page

ChartField values are created and modified on the Design ChartFields page in Cardinal. You can

navigate to this page using the following path:

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

[ CARDINAL |

Favovrfces MainvMenu > SetUp Financls/Suppty Chain
Set Up Financials/Supply Chain

[~/ Design ChartFields
Design ChartFields.
Configure ChartField Audits
Configure ChartFields. Perform ChartField audits.
i=l Standard Configuration = Run Audits

= Advanced Configuration
=l Attributes
3 More...

ﬁ Combination Editing ﬁ ChartField Value Sets

Create ChartField combination edit rules.
=] ChartField Editing Template
=] Combination Definition
=] Combination Rule
10 More...

Reports
Report on ChartFields, alt accounts, configuration, SpeedTypes or account types.
=l ChartField Reports
=l Account Balancing Group
=l Alt Account Cross Reference
4 More...

Set up ChartField value sets.
[= Setup ChartField Value Sets

Home | Workiist | AddtoFavortes | Sign out

Define Values
Define ChartField values.
=] ChartField Values

=] SpeedTvpes
I=] Mass Delete SpeedTypes

Review
Review configuration status/steps, alternate accounts and ChartField attributes.
[=] Review ChartField Attributes

23




Design ChartFields Page (continued)

Favo.rr.es Man _Nem Set Up anm.h./SuppN Chan
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! Design ChartFields
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, Confiqure
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JNore
[/ Creste CharFiels comtinaten est rules
™ Chartfield £dtno Temgiste
= Contnaisn Defnten
T Cortegien Bue
18 Mace,
1 R
| § Regort oo Char?ields. at accounts, confguration SpeedTypes or account types
™ CharFkd Regorts
™ Accosnt Balanceq Grogg
™ Al Accourd Creas Reference
d¥ore

| Chantfield Audits

© Parforn Crartfeld sudits

Bun Auzty
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™ Setep Chartf il Valye Sets

[.‘.

“7 Define Values
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Uass Deiete SgeedTyges

Revew coafguration status/sieps aternate accounts and ChartFeld attrtutes
~
Revew Cn A
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Create and Process Budget Journals

CARDINAL

The Create and Process Budget Journals S
process provides budgetary control for defined
and authorized budgets within the General
Ledger.

Manual

|

4

4 3

The Department of Planning and Budget (DPB) _, speacseet [l | ot | || | s
controls and sends budget adjustments for all Import il Post

Qutbound
External 31
Party Systems

A 4

\. /
legal budgets, Appropriation and Allotments 1 Yes
throughout the year. DPB also sends the
Official Revenue Estimate and Operating Plan inbound Suiget et @
budgets. swysens | 7] | 0o e

Agencies can create and adjust their agency
operational level budgets at their discretion.
Click on image to enlarge

Budget journals can be created manually using
online pages or using the Excel spreadsheet
budget journal upload process.
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Create and Process Budget Journals (continued)

0 Manua

T+ O O .
Create and Rumn

G&D Spreadsheet Upload Journal
Import File Host

°| Execute 0
Inbawnd
Budget Correct
wd .
1 PE:::;:?:jms I Impaort Errors
Process 0 ‘

Cutbound
External 3
Party Systems

l
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Commitment Control Page

CARDINAL

The Commitment Control page allows you to define, create, maintain, and review your agency level
budgets. You can navigate to this page using the following path:

Main Menu > Commitment Control

Home | ‘Workist | AddtoFavories | S

Favorites Main Menu > Cormmitrnent Control

Commitment Cantrol

=2 commitment Control

Define Control Budgets

i Create budget definitions for Commitment Control ledger groups.
" I=] Budget Definitions

=] Budget Attributes

=] Associated Budgets
=l Source Transactions

Post Control Budget Journals
Post control budget journals.
= Budget | edger Details Report

P

Budget Reports

Run budget reports.

[=] Revenue Status Report

=] Associated Budgets Report

=] Budgets/Actuals Reconciliation
10 More...

&

fine or maintain budgets, budget-check, and review budgets and exceptions.

Define Budget Securi
Activate and configure security events for budget entry, inguiry, and override.
=l Events

=l Field Setup
=l Rule Definitions

4 More...

Review Budget Activities

Review budget activities.

= Budget Details

= Budgets Overview

= Ledger Inquiry Set

= Activity Log

Third Party Transactions

View and budget-check generic third-party and payroll transactions.
=l Budget Check Generic Trans

Budget Journals

Access Commitment Control budget journals
I=] Enter Budget Journals

I=] Enter Budget Transfer

Close Budget
Close a budget.

=l Define Budget Perind Set
=l Define Closing Rule

= Define Closing Set
4 More...

Review Budget Check Exceptions
Review budget-check exceptions.

[ Purchasing and Cost Management
[ Travel and Expenses

1 Accounts Payable
5 More...

“
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Commitment Control Page (continued)

|

Cormrmtment Control
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Create and Process Journals

CARDINAL

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

Journal entries can be created:
* Manually online
* From other Cardinal modules
* From Inbound External 3rd Party and Agency Systems
* From an Excel spreadsheet

Once a journal is created, journal processing includes:
» Edit checking the journal
« Budget checking the journal
« Correcting journal errors
* Routing the journal for approval
» Posting the journal



Journals Page

CARDINAL

From the Journals page you can create, import, review and process journal entries. You can navigate to
this page using the following path:

Main Menu > General Ledger > Journals

P CARDINAL|

Home | Workist | AddioFavorites |  Signout
Favorites | Main Menu > General Ledger
- H - -

General Ledger

ﬁ Journals

Create, import, review, correct, and process journal entriss.

ournal Entry Standard Journals Import Journals

reate, update, or copy journal entries. Define, create, or review standard and recurring journals. Import journals from external flat files or the spreadsheet journal interface.
=l Create/Update Journal Entries [E Define Standard Journals =l Spreadsheet Journals
= Copy Journale = Create Standard Journals

=] Reviews Standard Journals

Subsystem Journals Process Journals
Configure Journal Generator accounting entry definitions and templates Review and submit journals for editing, budget-checking, and posting
= Accounting Entry Definition [l Edit Journals
= Journal Generator Template = Budost Check Journals
= Generate Journals = Reviews Journal Status

2 More...
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Journals Page (continued)

4 CARDINAL

Favo'rtes Man yenu > General' Ledger > Jouinals
Journals
.-’_-/-'Q'!
l’ _/ Journals
=/l Journal Entry <] Standard Journals
“r‘ |Create, update, or copy journal entries ’y{_./' Define, create, or review standard and
N recurring journals
¥ Copy Journals " Define Standard Joyrnais
= ndar r
™ Rev m
|,/:’} Subsystem Journals <] Process Journals
V ~~ Configure Journal Generator accounting f _~" Review and submit journals for edting
entry defintions and templates budget.checking, and posting
= Accounting Entry Defintion = GL to PC - WebldS
3 ! £ T ™ Edt Joyrnaly
™ Generate Journals "™ Budget Check Journaly
& More

+"] import Journals
~

Import purnals from external flat fies or the
spreadsheet purnal nterface

I~ External Fiat Fles

™ Spreadsheet Journaly
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Process Journals Page

CARDINAL

From the Process Journals page you can review and submit journals for editing, budget checking and

posting. You can navigate to this page using the following path:

Main Menu > General Ledger > Journals > Process Journals

4 CARDINAL

Main Menu > General Ledger

Favorites :
- H
General Ledger

ﬁ Process Journals
Review and submit journals for editing, budget-checking, and posting.

GL to PC - WebIMS
GL to PC - WebIMS

Edit Journals
E Reguest a process to edit journals.

= Mark .Journals for Override

Mark Journals for Postin
E Wark journals for override after they fail budget checking. E ldentify journals that are ready to post and mark them for posting.

= Review Journal Status = Journal Edit Errors Report
Specify search criteria to review the status of journals. Print a report listing detailed information en journal edit errors.

Home | Workist | AddtoFavorites | Sign out

Budget Check Journals
E Request a process to budget-check a journal against predefined budget criteria.

Post Journals
E Reguest a process to post valid journal entries to the ledger.

= Posted Journal Summary Report
Create a report summarizing posted journal information.
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Process Journals Page (continued)

# CARDINAL

Favo'ntes Manyenu > Generalv Ledger > JouLnats

qumh
, " ! Process Journals
W and submit pumals for editing, budget-checking, .ud posting.
ﬁuo_umus : Budget Check Journals
E GL to PC - WebMS E Request a process to edit purnals E Request a process o budget-check a

journal against predefned budget
criteria o

- — mais f j me= Post Journals
E Mark purnals for overrde after they fal E identify journails that are ready to post 21 Request a process 1o post vaid journal
budget checking 0 and mark them for posting o entries to the ledger 0
— | Specify search criteria to raview the —1 Print a report isting detaded nfnrmation A Create a report Summarizing posted

status of pumals on purnal edt errors journal information
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Period Close

Period Close is initiated at calendar milestones (i.e., month end, fiscal year end, budget year end). The
General Ledger and other Cardinal modules can close accounting periods on different dates for a given
accounting period.

34



Period Close - Month End Close

CARDINAL

Month End Close enables the closing of monthly accounting periods within a fiscal year by business unit.
The Month End Close process finalizes transactions for the period.

The process for Month End close includes:
« Complete processing of transactions for the period
* Run month end reports
» Analyze reports
« Research and identify reconciling items between Cardinal and CARS
» Make corrections if necessary

* Perform verification and certification to DOA

35



Period Close - Year End Close

CARDINAL

Year End close processing activities include the recording of final journal entries for the fiscal year, the
closing of operational account balances to fund balance, the reversion of general fund cash, and the roll
forward of ledger balances to the new fiscal year.

The process for Year End close includes:
» Generate preliminary year end closing reports
* Analyze reports
» Research and identify reconciling items between Cardinal and CARS
» Create year end adjustments

* Generate final year end reports

36



Period Close - Budget Year End Close

CARDINAL

Closing a budget ledger reverses the remaining available budget and marks the budget with a closed
status. The options for budget close are:

» Close the remaining budget
» Close and roll the available amount to the new fiscal year

Budget Year End processing carries the remaining Capital Outlay related budgets forward, closes
Operating related budgets, and closes agency lower level budgets. The Budget Year End Close process
Is independent of the year end close process.

The process for Budget Year End Close includes:
* Review carry forward list
* Review ChartField value sets
* Review, create / modify ChartField value sets, if needed
» Create / modify closing rules
» Define closing rule options
» Execute budget close
* Run/ analyze budget close reports
» Execute budget close

37



Lesson 2: Checkpoint

CARDINAL

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

38



Which processes are included in the General Ledger functional area?
Cardinal Setup, Processing Budgets, Processing Journals,
Processing Payments.

Cardinal Setup and ChartFields, Creating and Processing Journals,
Creating and Processing Budget Journals, Period Close.

39



One of the main functions within General Ledger is creating and processing
journals.

O True

O False
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Journal entries can be created using online pages, other Cardinal modules,
interfaces, or an Excel Spreadsheet.

O True

O False
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Lesson 2: Summary

CARDINAL

In this lesson, you learned:

« The Key General Ledger Processes are:

» System Setup and ChartFields

» Create and Process Budget Journals

* Create and Process Journals

* Period Close

42



Lesson 3: General Ledger Integration and
-1 Interfaces

CARDINAL

In this lesson, you will see how the General Ledger module discussed in previous lessons integrates with
other modules of Cardinal. You will also learn about interfaces between the General Ledger module and
other external systems.

The lesson has the following topics:

General Ledger Integration

Accounts Payable and Expenses Integration

Accounts Receivable Integration

General Ledger Interfaces

43
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CARDINAL

General Ledger Integration

Each Cardinal module feeds financial data that becomes journals in General Ledger. Various modules

use Commitment Control, which resides in General Ledger, for budget checking.

When a transaction passes budget check, it is marked with a Valid status and processing continues. If

there are errors, further processing is suspended until the error is corrected.

Accounts Payable

Expenses

Accounts
Payable

General Ledger

Accounts
Receivable
(Funds Receipt)
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»| General Ledger - Accounts Payable Integration

CARDINAL

General Ledger integrates with the Accounts Payable and Expenses modules in the following ways:

Accounts Payable and Expense transactions are edit and budget checked in Accounts Payable,
using General Ledger edit and budget configuration.

Once transactions are edit and budget checked, the Accounts Payable and Expenses modules
create accounting entries that post to the appropriate ledgers.

Accounts Payable

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

CARDINAL

~% Integration

General Ledger integrates with the Accounts Receivable module in the following ways:

» Accounts Receivable transactions are edit checked using General Ledger edit configuration.

» The Accounts Receivable module creates accounting entries to the appropriate ledgers.

Accounts Payable

Expenses

Accounts
Payable

General Ledger

Accounts
Receivable
(Funds Receipt)
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General Ledger Interfaces

CARDINAL

General Ledger sends and receives
information to and from other Cardinal
modules. General Ledger also sends
and receives information to and from
external systems. The following chart
highlights the data flows in and out of
General Ledger.

Commonwealth \
Integrated Payroll
Personnel System

Planning and
Budget Data

(CARS)
Systems
Transaction H|st0y
Payroll Data

Commonwealth
Accounting and
Reporting System

Agency

F|nancia| Data

Performance
Budgeting

Fixed Asset
. Data
Cardinal

General Fixec.i Asset
Ledger Accounting System
(FAACS)

Click on image to enlarge
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Lesson 3: Checkpoint

CARDINAL

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

48



General Ledger integrates with other Cardinal modules, including Accounts
Payable, Expenses, and Accounts Receivable. These modules send journals
to General Ledger.

O True

O False
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Lesson 3: Summary

CARDINAL

In this lesson, you learned:

« General Ledger integrates with the Accounts Payable, Expenses, and Accounts Receivable
modules.

« Commitment Control integrates with General Ledger and each of the other Cardinal modules through
the budget checking of transactions.

» General Ledger sends and receives information from various sources both within and external to
Cardinal.
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Course Summary

CARDINAL

In this course, you learned to:

» Describe key General Ledger concepts

» Describe the overall General Ledger process

« Explain how General Ledger integrates with other Cardinal modules and interfaces with external
systems
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Course Evaluation

CARDINAL

Congratulations! You successfully completed the INTRO130: General Ledger Overview course. Please
use the evaluation link to assess this course.

[ Click here to access the survey ]

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

B

Click the Next button at the bottom of the page if you wish to view the Appendix section of this course.
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https://www.surveymonkey.com/s/XT3QJ6F

Appendix

—

CARDINAL

« Key Terms

« Diagrams and Screenshots
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Key Terms

CARDINAL

Account Type — An account type designates a balance sheet or revenue / expenditure account. Account
types in Cardinal include asset, expense, liability, transfer, equity, and revenue. These account types
determine whether balances are carried forward during year-end processing.

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

Budget Ledger — A budget ledger defines the type of budget (i.e., expenditure or revenue) and the type of
transaction (i.e., budget, expense, recognized or collected revenue) that will be recorded on the ledger.

Budget Structures — A budget structure defines the processing rules for each budget ledger.
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Key Terms (continued)

CARDINAL

Chart of Accounts (COA) - An accounting structure that creates hierarchies for financial data elements.
It is a mechanism to segregate and categorize financial transactions and budget data. The Cardinal Chart
of Accounts provides a standard accounting structure for the Commonwealth of Virginia.

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

Commitment Control — Commitment Control enables the tracking or controlling of expenses against
budgets and revenues against estimates.

Journal — A journal is used to post accounting entries to a ledger.

Ledger and Ledger Group — A ledger is a record of monetary transactions by account (e.g., Budget,
Actuals, Modified Accrual, Full Accrual, and Cash). A ledger group is a group that includes ledgers that
have a common physical structure. Each ledger within the ledger group shares a common physical
structure based on the ledger template. It has unique characteristics, such as its own base currency.
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Key Terms (continued)

CARDINAL

Modified Accrual Accounting — An accounting method that recognizes revenues when they become
available and measurable and records liabilities when expenditures are incurred. When expenditures are
paid, the related liabilities are debited and cash is credited.

Tree — A tree is used to setup 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.
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Mapping of DOA Chart of Accounts to Cardinal
-3 Chart of Accounts

CARDINAL

Current CARS Chart of Accounts

Agency

Cardinal Chart of Accounts

A4

Cost Code*

Business Unit

A4

Fund

Department

W

Program

AN

Fund

W

General Ledger Account

Program

N\

Object Code

Account

Revenue Source Code

FIPS

Political Subdivision

Project

FIPS

Task

Project/Task/Phase

Cost Center

Agency Reference No**

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.

Click on image to return
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V-
CARDINAL

Standard ChartField Configuration

% CARDINAL
Fawvarites Main Menu > SetUp Financ'ELls,."Suppry Chain > Common vDeﬁn'rticrns > Design Cl'nartFields > Comjgure > Standard Configuration
Standard ChartField Configuration
List of Chartfields Customize | Find | EX First £l 431 or 214 I L ast
Status Order Field Long Hame Field Short Hame Display Length Affiliate Type | Intralnit Related ChartField
Cl gﬁ:ﬁField 1 geceunt Account Relabel |10
B | Chartrieia |2 Fund Fund Relabel |5
el Brograrm Frogram 10
. gcr:lti;gField < Department Department Relabel |10
] gcr::lﬁField 5 Cost Center Cost Center Relabel 10
B | Ghasriela |© Task Task Relabel |&
- gcr::lﬁField v FIPS FIFS 5
O |Gharrield | #sset Asset Relabel |&
Cl gc::gField & Agency Use 1 Agency Use 1 10
Ol gﬁgﬁpie.d 10 Agency Use 2 Agency Use 2 Relabel |8
1 gﬁ:ﬁField 11 FC Business Lnit FZ Bus Unit Relabel &
- gcr;tiausField 12 Project Project Relabsl |10
O gcr:i’:sField = (AR Activity Relabel |15
Ll g:r:'lﬁaugField 14 Source Type Source Type Relabel 5
tl gﬁggField g Category Category Relabel 5
|W| | Inactivate Erewview | | Eonfigune |

Click on image to return
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CARDINAL

External 3rd Party
Systems &
Interfaces

External 3rd Party
Systems &
Interfaces

~
System Setup and
ChartFields
J

Accounts Payable

Voucher Accruals
and Payment

Expenses
Expense Accruals,

Payments, Closures

General Ledger Functional Area

Accounts
Receivable
Deposit/Payment
Application

[

External 3rd Party
Systems &
Interfaces

X

Period Close

~
Create and Process
n
Journals
J
A
f R
Create and
Process Budget
Journals
N T /
Budget Journal Journal
Spreadsheet Spreadsheet

Click on image to return
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General Ledger Functional Area (continued)

CARDINAL

System Setup and ChartFields: Within the System Setup and ChartFields process, a number of items
are maintained, such as COA values, tree structures, SpeedTypes / SpeedCharts, and combination edits.

Create and Process Budget Journals: This process provides budgetary control against predefined and
authorized budgets within the General Ledger. The Department of Planning and Budget (DPB) controls
budget adjustments for all legal budgets, appropriations and allotments. Agencies can create and adjust
agency-level budgets at their discretion. Budget journals can be created using online pages, or loaded
into Cardinal using a spreadsheet budget journal or a budget import tool.

Create and Process Journals: This process is the main function within General Ledger. During this
process, financial and statistical transactions post to the General Ledger. Journal entries can be created
using online pages, other modules, interfaces, or an Excel spreadsheet.

Period Close: This process is initiated at calendar milestones (i.e. month end, year end, budget year end).
The General Ledger and other Cardinal modules can close accounting periods on different dates for a
given accounting period.

60



General Ledger Home Page

S

4 CARDINAL |
— Home | ‘Workist | .AddtoFavorites |

Favarites | Main Menu > General Ledger
- H - -
General Ledger
i
General Ledger
Access General Ledger.
i Journals Ledoers Summary Ledaers
i Create, import, review, correct, and process journal entries. Configure ledgers and ledger templates and groups; import/export ledger data. Access summary ledgers.
“*[1 Journal Entry = Templates [E Ledaer Set for Summary Ledaer
[ Standard Journals = Detail Ledgers [ Define Summary Ledger
[ Jmport Journals = Ledger Groups = Review Summary Ledger Status
2 More... 5 More... 2 More...
Close Ledgers Average Daily Balance Open ltems
Configure ledger cloging rules and reguest a process for closing. Configure average daily balance definitions and run the calculation process. Review and reconcile open items.
[l Closing Rules =l ADB Definition =] Open tem Listing Report
[E Closing Process Group = ADB Definition Report
= Closing Rule Report = ADB Calculation Report
2 Maore...

Review Financial Information General Reports
Run inguiries on journals, ledgers, or accounting entries. Access journal, ledger, trial balance, reconciliation, and InterUnit reports.
[E Journale = CARS Interface Summary Report
= Ledger 5 cOVA Analysis of Appropriation
[E] Ledger Pericd Comparisen =l cardinal Trial Balance Report
[El Compare Across |edgers 24 More...
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General Ledger Home Page (continued)

CARDINAL

Journals: Create, import, review, correct, and process journal entries.

Review Financial Information: Run inquiries on journals, ledgers, or accounting entries.

Ledgers: Configure ledgers and ledger templates and groups; import / export ledger data.

General Reports: Access journal, ledger, trial balance, reconciliation, and InterUnit reports.
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g, Design ChartFields Page

4 CARDINAL

Favovr'rtes Main lwenu > SetUp Financls/Suppty Chain
Set Up Financials/Supply Chain
[/ Design ChartFields

Configure ChartField Audits
Configure ChartFields. Perform ChartField audits.

i=l Standard Cenfiguration = Run Audits

5 Advanced Configuration
=] Attributes

3 More...

Combination Editing
Create ChartField combination edit rules.
=l ChartField Editing Template
=] Combination Definition
=] Combination Rule
10 More...

Reports
Report on ChartFields, alt accounts, configuration, SpeedTypes or account types.
=l ChartField Reports

=] Account Balancing Group
=] Alt Account Cross Reference
4 More...

ChartField Value Sets
Set up ChartField value sets.
= Setup ChartField Value Sets

Home |

Define Values

Define ChartField values.

=] ChartField Values

i=] SpeedTvpes

=] Mass Delete SpeedTvpes

Review

Review configuration status/steps, alternate accounts and ChartField attributes.

[=] Review ChartField Attributes

Add to Favorites

Worklist |
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Design ChartFields Page (continued)

CARDINAL

Configure: Configure ChartFields and ChartField attributes.
Combination Editing: View combination edit rules.
Reports: Report on ChartFields, configuration, SpeedTypes or account types.

Define Values: Define ChartField values and SpeedTypes.
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Create and Process Budget Journals (continued)

CARDINAL

Manual: Journals can be manually entered online to establish or change the budgeted amount for a
budget.

Spreadsheet: Journals can be entered using spreadsheet budget journals to establish or change the
budget amount.

External System: External Systems send budget entries in the designated file format. The file(s) are
staged and uploaded to create budget journals by the Journal Processor.

Create and Upload Import File: An import file is created using an Excel macro to convert it into the
correct format. The import file process is run to create budget journals.

Execute Budget Import Process: Staged files are uploaded and the budget import process runs to create
the budget journals.

Run Journal Post: A series of checks are performed and a journal is posted to the budget ledgers if there
are no errors.

Correct Errors: All errors must be corrected before a journal can be successfully posted in Cardinal. A
budget journal can be corrected by either changing the ChartFields values or budget amounts.
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CARDINAL

4 CARDINAL

=

Commitment Control Page

Favorites Main Menu > Cormmitrment Control

Commitment Control

#=% Commitment Control

Home

Define or maintain budgets, budget-check, and review budgets and exceptions.

ﬁ Define Control Budgets

=] Budget Definitions
=] Budget Attributes

=] Associated Budgets
=] Source Transactions

Post Control Budget Journals
Post control budget journals.
= Budoet | edger Details Report

Budaet Reports

Run budget reports.

[=] Revenue Status Report

[Z] Associated Budgets Report

=] Budgets/&ctuals Reconciliation
10 More...

Create budget definitions for Commitment Control ledger groups.

Define Budget Securi

Activate and configure security events for budget entry, inguiry, and override.

=l Events

=l Field Setup

=l Rule Definitions
4 More...

Review Budaget Activities
Review budget activities.

= Budget Details

=l Budgets Overview

= Ledger Inquiry Set

5 Activity Log

Third Party Transactions
View and budget-check generic third-party and payroll transactions.
=l Budaget Check Generic Trans

| workist | AddtoFavories | Signout

Budaget Journals

Access Commitment Control budget journals
I=] Enter Budaet Journals

I=] Enter Budget Transfer

Close Budget
Close a budget.

=] Define Budget Perind Set
=l Define Closing Ruls

= Define Closing Set
4 More...

Review Budaet Check Exceptions
Review budget-check exceptions.
[ Purchasing and Cost Management
[ Travel and Expenses
[ Accounts Pavable

5 More...
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Commitment Control Page (continued)

CARDINAL

Define Control Budgets: Define Control Budgets creates budget definitions for Commitment Control
ledger groups.

Post Control Budget Journals: Use this link to run Posting Process in Batch mode, although you can
post budget journals using the Commitment Control Posting process directly from the Enter Budget
Journals and Enter Budget Transfer pages.

Budget Reports: This link allows you to run budget reports. Budget Journal reports can run at various
intervals during the processing of budget journal entries. Example budget reports are: Budget Status
Report, Activity Log, Budget Key Translations Report.

Budget Journals: Use this link to access Commitment Control budget journals.

Close Budget: Use this link to close a budget. When you close Commitment Control budgets, the budget
closing process creates budget journals that are posted to the budget ledger. When you set up your
budget closing, you have the option to close only, or to close and roll the remaining available budget
balance forward to the new budget period or new fiscal year.

Review Budget Check Exceptions: This link allows you to review budget check exceptions. Budget
check exceptions are errors identified during the Budget Checking process.
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Journals Page

V-
CARDINAL

| 4P CARDINAL |
— Home | Worklist | Add to Favorites | Sign out

Favorites © Main Menu > General Ledger

General Ledger

ﬁ Journals

Create, import, review, correct, and process journal entriss.

i Journal Entry Standard Journals Import Journals
i | Create, update, or copy journal entries. Define, create, or review standard and recurring journals. Import journals from external flat files or the spreadsheet journal interface.
tr [ 5] CreatedUpdate Journal Entries [E Define Standard Journals =l Spreadsheet Journals

= Copy Journale = Create Standard Journals

=] Reviews Standard Journals

Subsystem Journals Process Journals

Configure Journal Generator accounting entry definitions and templates Review and submit journals for editing, budget-checking, and posting

= Accounting Entry Definition [l Edit Journals

= Journal Generator Template = Budost Check Journals

= Generate Journals = Reviews Journal Status

2 More...
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Journals Page (continued)

CARDINAL

Journal Entry: Create, update, or copy journal entries.

Standard Journals: Define, create or review standard and recurring journals. A recurring journal entry is

an entry that is periodically generated according to a schedule, such as monthly rent, lease payments, and
depreciation expenses.

Process Journals: Edit journals, budget check journals, mark journals for override, mark journals for
posting, post journals, review journal status, journal edit errors report, and posted journal summary report.

Import Journals: Import journals from external flat files or the spreadsheet journal interface.
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CARDINAL

Process Journals Page

4 CARDINAL

Favorites :
-

: Main Menu > General Ledger
H - -
General Ledger

@ Process Journals

Review and submit journals for editing, budget-checking, and posting.
7:GL to PC - WebIMS
GL to PC - WebIMS

= Edit Journals

Reguest a process to edit journals.

= Mark .Journals for Override
EE Wark journals for override after they fail budget checking.

Mark Journals for Postin

ldentify journals that are ready to post and mark them for posting.

= Review Journal Status

Specify search criteria to review the status of journals.

= Journal Edit Errors Report
Print a report listing detailed information en journal edit errors.

Home | Workist | AddtoFavorites | Sign out

= Budoet Check Journals

Request a process to budget-check a journal against predefined budget criteria.

= Post Journals

Reguest a process to post valid journal entries to the ledger.

= Posted Journal Summary Report
Create a report summarizing posted journal information.
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Process Journals Page (continued)

CARDINAL

Mark Journals for Override: Mark journals for override after they fail budget checking.

Review Journal Status: Specify search criteria to review the status of journals.

Edit Journals: Request a process to edit journals.

Mark Journals for Posting: ldentify journals that are ready to post and mark them for posting.

Journal Edit Errors Report: Print a report listing detail information on journal edit errors.

Budget Check Journals: Request a process to budget check a journal against predefined budget criteria.

Post Journals: Request a process to post valid journal entries to the ledger.

Posted Journal Summary Report: Create a report summarizing posted journal information.
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—

CARDINAL

Commonwealth
Accounting and
Reporting System
Agency (CARS)

Systems
Commonwealth \ Transaction Histoy
Integrated Payroll Payroll Data e
Personnel System \‘ /Inanua ata

Planning and Fixed Asset
Budget Data X Data
Cardinal Fived Asset
General IXCA ASSE
Performénce Ledeer Accounting System
Budgeting g (FAACS)
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End of Appendix Section

This is the end of the appendix section for the INTRO 130 General Ledger Overview course.

| EXIT

Click the Exit Course link at the top right hand corner of this page to exit the course.
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