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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 provide an overview of 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 Statewide Cardinal Agency Security Handbook for more information
about accessing Cardinal.
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Introduction

CARDINAL

Cardinal is a standard, web based financial management system. It offers powerful financial and reporting
capability that conforms with regulatory standards. Its enterprise focus supports all Commonwealth
agencies. Its infrastructure is upgradable and supported by the vendor community.

For more information on the Cardinal Project, navigate to the Cardinal website.



http://www.cardinalproject.virginia.gov/

Course Objectives

CARDINAL

After completing this course, you will be able to:

Identify key Cardinal modules and their purpose

* Recognize budget concepts

« Understand key terms such as Chart of Accounts, ChartFields, SpeedCharts and SpeedTypes

* Understand the integration of Cardinal’s modules

+ ldentify external systems Cardinal interfaces with

Understand how Cardinal reports, queries and inquiries are used to extract or summarize information

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



Lesson 1: Cardinal Functional Areas

CARDINAL

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

» Cardinal functionality

» Cardinal processes

» Cardinal modules and their purpose



-

CARDINAL

Three of Cardinal’s functional areas are
available for statewide use:

» Accounts Payable

* Accounts Receivable — Funds
Receipts

» General Ledger

In this lesson we will review, at a high
level, the key modules and processes
included in each of the functional areas
available for use statewide.

Cardinal Functionality

Cardinal Functional Areas

Accounts

Modules

Accounts Payable

Payable

*Time & Accounts

Expenses

*Billing &
Receivables

Attendance Receivable

CARDINAL

General
Ledger

*Project
Accounting

*Procurement

Funds Receipts

*Not used by all state agencies




Functional Areas — Accounts Payable

CARDINAL

Accounts Payable is the main source of all Cardinal Functional Areas

payment information for any financial Modules

entity.

Accounts Accounts Payable

Payable

Expenses

There are two modules in the Accounts

Payable functional area:

*Time &
Attendance

Accounts
Receivable

« Accounts Payable
* Expenses

General
Ledger

*Project
Accounting

*Procurement

*Not used by all state agencies



Accounts Payable Processes

CARDINAL

Key processes in the Accounts Payable functional area include:
« Establish and Maintain Vendors
« Enter and Process Vouchers
* Process Payments
* Process 1099s
« Enter and Maintain Travel Authorizations, Cash Advances and Employee Expense Reports

More information on Accounts Payable is available in the Accounts Payable and Expenses Overview
course.
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1 Funds Recelipts

CARDINAL

Accounts Receivable - Funds Receipts
enables the recording of funds receipts
as well as their associated accounting
entries.

Cardinal Functional Areas

Accounts
Payable

*Time & Accounts

Functional Areas — Accounts Receivable —

Modules

*Billing &
Receivables

Attendance Receivable

-2

CARDINAL

General
Ledger

*Project
Accounting

*Procurement

Funds Receipts

*Not used by all state agencies
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Accounts Receivable — Funds Receipts Process

CARDINAL

The key process in Accounts Receivable — Funds Receipts is Enter Funds Receipts. This process
generates journals to General Ledger.

Accounts Receivable - Funds Receipts is used to receipt cash, checks and electronic fund transfers made
to your agency.

External 3rd Party Accounts W
Systems & < Receivable — General Ledger
Interfaces Funds Receipts ,J

l

CARS

!

Treasury
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Functional Areas — General Ledger

CARDINAL

General Ledger maintains the financial Cardinal Functional Areas
accounts used to:

Accounts

» Create budget journals Payable

*Time &
Attendance

Accounts

 Record financial transactions and :
Receivable

accumulate the results

* Provide source financial data for e ]}
reporting purposes  ARDINAL
*Project General
. ) Accountin Ledger
« Generate financial statements J 9
*Procurement

*Not used by all state agencies

12



General Ledger Processes

CARDINAL

Key processes in the General Ledger functional area include:
» Set up Cardinal’s Accounting Structure that Creates Hierarchies for Financial Data Elements
» Create and Process Budget Journals
» Create and Process Journals
* Close Periods

More information on General Ledger is available in the General Ledger Overview course.
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Lesson 1. 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.

14



Match the functional description to its functional area.

AP - Select -- -
AR - Select -- -
PROPERTIES

Gbn passing, 'Finish’ buttens €18 Clases to Next slide

On failing, 'Finish’ button: Goes to Next Slide

Allow user to leave quiz: At any time

User may view slides after quiz: At any time

Show in menu as: Single item

[a Edit in Quizmaker ] [ {:(5} Edit Properties ]
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Lesson 1. Summary

CARDINAL

In this lesson you learned:

« Three Cardinal functional areas are available for statewide use: Accounts Payable, Accounts
Receivable — Funds Receipts, and General Ledger.

» Accounts Payable includes the processes for establishing and maintaining vendors, entering and
processing vouchers, processing employee expenses, processing payments, and processing 1099s.

» Accounts Receivable — Funds Receipts includes the processing of payments received.

» General Ledger includes the processes for setting up the Cardinal accounting structure that creates
hierarchies for financial data elements, creating and processing budget journals, creating and
processing journals, and closing periods.

16



Lesson 2: Cardinal Budgets

CARDINAL

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

» Centrally controlled budgets

« Agency controlled budgets

17



Cardinal Budgets

—

CARDINAL

The Department of Planning and Budget (DPB) prepares the Executive Budget and Executive
Amendments to the Appropriation Act for the Commonwealth of Virginia, which serve as the basis for the
centrally controlled Cardinal budgets. The Commonwealth and each of its agencies define Budgets with a
Ledger for each type of transaction processed by the structure.

Cardinal uses both centrally controlled budgets and agency specific budgets. Centrally controlled budgets
and agency specific budgets are established under unique agency identification numbers or SetlDs.

Agency level budgets are optional. Agencies may use various agency budget structures to track and/or
limit expenditures at a summary level or at a detailed level.

Both centrally controlled and agency annual Budget Calendars align with the fiscal calendar.

Cardinal Commitment Control can limit and/or track expenditures against related budgets, and revenues
against related estimates.

18



Centrally Controlled Budgets

CARDINAL

Cardinal uses Parent / Child Budget relationships to ensure that control budgets are not exceeded.
Centrally controlled budgets are established in Cardinal by the Department of Accounts:

« Appropriation budget: All appropriations authorized by the General Assembly are controlled at this
level and include the executive budget, capital budget, and other special appropriations. The
appropriation budget assures that spending does not exceed the amount authorized by the General
Assembly. It is the highest level of budgetary control for the Commonwealth. The appropriation

budget is established at a summary level, while agency budgets are typically established at a lower
level of detail.

« Allotment budgets: Allotment budgets limit spending level authority. An allotment budget is
configured as a child of the appropriation budget so that the total of the allotment budgets cannot
exceed the parent budget. The difference between the appropriation budget and the related
allotment budgets is the unallotted amount.

« Operating Plan budgets: The Operating Plan is used to budget to a lower level than the
Appropriation budget. Agencies are required to submit their operating plan budgets to the
Department of Planning and Budget (DPB).

19



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.

20



Who is responsible for entering the centrally controlled budgets into Cardinal?

O Department of General Services (DGS)
O Department of Accounts (DOA)

O Department of Planning and Budget (DPEB)

21



An agency level budget is optional.

< True

O False

22



Lesson 2: Summary

CARDINAL

In this lesson you learned:

» The Department of Planning and Budget (DPB) is responsible for preparing centrally controlled
budgets for the Commonwealth of Virginia.

» The Department of Accounts is responsible for entering centrally controlled budgets into Cardinal.
* A budget defines the processing rules for each budget ledger.

» Use of agency budgets is optional.

23



Lesson 3: Cardinal Chart of Accounts

CARDINAL

In this lesson you will learn about the following topics:

* Chart of Accounts

* ChartFields

» SpeedCharts and SpeedTypes

24



Chart of Accounts Definition and Design

CARDINAL

The Chart of Accounts (COA) is an accounting structure that creates hierarchies for financial data
elements. Itis 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.

The Cardinal Chart of Accounts is designed to:

« Establish a common Chart of Accounts structure that serves as a statewide standard, while providing
flexibility for agency specific needs.

 Build hierarchies that facilitate Comprehensive Annual Financial Report (CAFR) reporting, along with
other statewide, agency and external reporting.

» Support ongoing operational reporting.

25



Chart of Accounts Maintenance

—

CARDINAL

The Cardinal Chart of Accounts structure and values are maintained in General Ledger. Many COA

elements are controlled at the agency level, but some are controlled by the central agencies (Department of
Accounts, Department of Planning and Budget).

ChartFields may only be used for the purpose specified (e.g. Fund, Program, etc.) and cannot have
alternative uses. For example, if your agency does not track Asset information, an alternative use for the
Asset ChartField (i.e., to identify a location, reason, transaction type, etc.) is not allowed.

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.
26



Accounting Distribution

The Cardinal transaction grid is used on most business transactions in Cardinal that require an accounting
distribution. The transaction grid captures the COA via individual fields called ChartFields. Each

ChartField provides a bit of information about the transaction. ChartFields provide a structure that allows
transactions to be classified and grouped for reporting purposes.

A
1510 = 0

*Unit Fund Program Department Cost Center Task FIPS Asset Agency Use 1 Agency Use2 PC BusU

500 & [ @ | Q | Q, | o [ [ @] Q, | Q | Q, |

|4| i |

3

| T
Customize | Find | B |

PC Bus Unit Project Activity Source Type Category Subcategory Affiliate Fund Affiliate

Q| Q | Q | Q | Q | o [ | a,

LLLI 3
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ChartFields

CARDINAL

The ChartFields in the Cardinal Chart of Accounts are:

« Unit (GL Business Unit): Represents an operational subset of an organization. In Virginia, each
state agency is an operational subset (or business unit) of the Commonwealth. The business unit
number identifies each operational subset or agency of the Commonwealth (e.g., DOA is 15100).

« Account: Provides a detailed classification of financial activity used to specify the balance sheet
account or the operation account. (e.g., Salaries, Classified is 5011230).

* Fund: Defines a fiscal and accounting entity with a self-balancing set of accounts (e.g., 01000 is
General Fund).

« Program: Accumulates financial information related to activities or sets of activities (e.g., 799001 is
General Management & Direction).

» FIPS: Identifies the Federal Information Processing Standards codes that identify cities, counties and
towns in the Commonwealth of Virginia (e.g., Richmond City is 760).

« PC Business Unit: Identifies the GL Business Unit and is required when a Project value is used
on a transaction.

28



ChartFields (continued)

CARDINAL

* Project: Tracks project and grant financial activity.

+ Department: Identifies an organization within an agency (e.g., for DOA’s Business Unit 15100,
Comptroller is 91100).

» Cost Center: Captures administrative or operational financial costs. (e.g., VDOT’s Cost Center
11120010 is Administration & Support).

« Task: Identifies work or services performed, and can be associated with a project.

» Asset: Captures financial transactions associated with agency assets such as buildings, equipment,
structures and facilities (e.g., 00001 is G. Washington Memorial Parkway Bridge).

* Agency Use 1: Provides a flexible field reserved for agency specific use.
« Agency Use 2: Provides a flexible field reserved for agency specific use.

Remember, if your agency does not use a ChartField for its intended purpose, it cannot be assigned an
alternate use — e.g. FIPS cannot be used to identify district or zip codes.

To explore each of these ChartFields in more detail, review the Chart of Accounts Overview job aid
located on the Cardinal website under Statewide Toolbox > Job Aids > General Ledger.

29
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SpeedTypes and SpeedCharts

CARDINAL

SpeedTypes and SpeedCharts are shorthand keys that simplify the entry of accounting distributions.
They populate multiple ChartField values (such as Fund, Program, Department) on a distribution line
when selected. You can then enter additional ChartFields or change those that default. The use of
SpeedTypes or SpeedCharts is not required in Cardinal, but is highly recommended.

Below, the SpeedType Key value 2280270 has been selected. The next slide shows the auto-populated
ChartFields.

Favorites Main Menu | 4 (inancials/Supply Chain > Common Definitions > Design ChartFields > Define Values > SpeedTypes

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

l Find an Existing Value |

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

SetlD: = = [15100 @,
SpeedType Key: begins with - [2280270| i

User E): begins with - Q,
Primary Permission List: begins with « | Q,

Type of SpeedType: = - Universal (All Users) -

[ case Sensitive

Clear |Basic Search @ Save Search Criteria

Search Results

Only the first 300 results of a possible 385 can be displayed. Enter more search key information and search again to reduce the number of 4

Miew All First |ﬂ 1-100 of 300 |ﬂ Last
Setlld |SpeedType Key User ID Primary Permission List Type of SpeedType
15100 2280270 (blank) (blank) Universal
15100 6021112 (blank) (blank) LUniversal
15100 6021123 (Blank) (blank) Universal

Click on image to enlarge 30



SpeedTypes and SpeedCharts (continued)

CARDINAL

This SpeedType page shows ChartField values that default when you select SpeedType Key 2280270.
The SpeedType populates the Account, Fund, and Department ChartField values. You can enter
additional ChartField values as appropriate.

Fa\.ru"r'rteséMainvMenu » Set Up Financials/Supply Chain > Common Definitions > Design ChartFields : Define Values »: SpeedTypes

2] New Windo

SpeedType

SetlD: 15100 m [ publish Data
SpeedType Key: 2280270

_Type of Speed’l’ype: Universal (All Users)
Description: |cIPPS - 228 - 0270

Account: [111220 Q) Parking Fee Suspense Account

Fund: [02700 @, Parking

Program: |

Department: [a2100 Personnel

Cost Center: |

Task:

FIPS:

Asset:

Agency Use 1:

PC Business Unit:

Project:

o N N N N

|
|
|
|
Agency Use 2: |
|
|
[

Activite:

Click on image to enlarge 31



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.

32



The s a standard accounting structure for the Commonwealth of

Virginia that creates hierarchies for financial data elements.

O Transaction gnd
@ Cardinal Chart of Accounts (COA)

O SpeedChart

33



Which of the following is true about SpeedTypes and SpeedCharts?

O Simplifies data entry

O Auto-populates some ChartField values on a distribution line
© Facilitates the processing of transactions

© Not required on transactions, but highly recommended

2 All of the above

34



Lesson 3: Summary

CARDINAL

In this lesson, you learned:

» The Chart of Accounts uses ChartFields to provide information about financial transactions.

« SpeedTypes and SpeedCharts are shorthand keys that simplify entry of ChartField values on
transactions.

35



Lesson 4: Cardinal Reports, Queries and Online
=% Inquiries

CARDINAL

In this lesson you will learn about the following topics:

» How to access Cardinal reports

» How to use Cardinal public queries

* How to use Cardinal online inquiries

For more information on reports, queries and online inquires, please refer to the Introduction to
Reporting in Cardinal course. The most frequently used reports and queries are listed in the Cardinal
Reports Catalogue located on the Cardinal website under Statewide Toolbox > Job Aids.

36
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¥| Running and Retrieving Ad Hoc Reports

CARDINAL

Ad hoc reports are reports that can be run in real time by users to display high volumes of data and
summarize data across one or more functional area. The majority are specific to a module and can be
generated through the module’s menu path. For example:

« Payment History by Vendor reports are accessed via Accounts Payable.
« Payment Summary reports are accessed via Accounts Receivable.

» Trial Balance reports are accessed via General Ledger.

37



Ad Hoc Reports - Payment History by Vendor
~1 Report

CARDINAL

The Payment History by Vendor reportis an example of a Cardinal ad hoc report. It lists payments for a
specific vendor during a specified date range. It can be run in Summary (shown below), which provides
Payment Ref, Date, Status, Remit Address, etc. or at Detail level, which provides additional information,
such as Voucher ID, Invoice ID, Invoice Date, etc.

You can navigate to the Run Control page for this report using the following path:

Main Menu > Accounts Payable > Reports > Vendor > Payment History by Vendor

Commonwealth of Virginia Page No. 1
SUMMARY PAYMENT HISTORY BY VENDOR Run Date 6212014
e _g Run Time 5:08:05 PM
LA RDINOL
Report ID: VRAP0993
AP Business Unit: % Payment From Date: 02/01/2013
Responsible Org: % Pavment To Date: 02/28/2013
AP Business Unit: 50100
Remit Vendor: STATE 00000685384
Bank Code: 1100
Payment Ref Date Handling Status Remit Addr# Remit to Pay Cycle Seq Payment Amount Payment Method
20042237 02/012013  Regular Payment Paid 3 Xerox Corporation TRCHK 283 1,372.00 Check
20043510 0211312013 Regular Payment Paid 3 Xerox Corporation TRCHK 291 1,372.00 Check
Total for Check Payments 2,744.00
Total for Bank Account: 2,744.00
Grand Total for ALL Payments 2,744.00
Grand Total for ALL Bank Account: 2,744.00

Click on image to enlarge -



Ad Hoc Reports - Payment Summary Report

-

CARDINAL

The Payment Summary Report is another example of a Cardinal ad hoc report. For a specified date
range and User ID, it lists all deposits with the individual payments and their status. You can navigate to
the Run Control page for this report using the following path:

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

PeopleSoft Receivables

Report ID: ARZ0003 PAYMENT SUMMARY Page No. 2

Depoait BU: S0100% For 01-MAY-2012 through 31-MAY-2012 Bun Date 07/18/2012

Report Currency: Bage Amount Run Time 15:42:45

Depoait ID: ALL VALUES

OPRID: ALL VALUES

Pogt Etatus: Not Poeted

Entry Dt Dep BU Deposit ID OPRID Agsn OPRID Poat Status Seg Aectg Dt Payment ID Pymt Etatus Entered Amount

05/23/2012 50100 50371 IRVINA.WILLI IRVIMA.WILLIAM Not Poeted 1 05/25/2012  TSO1FS53 Ident 3,507,158.13 USD
TOTAL FCR 50371 3,587,158.13 USD

50303 IRVINA.WILLI IRVIMA.WILLIAM Not Posted 1 05/29/2012  7501F554 Ident 8,055, 817.76 UED

TOTAL FOR 50393 8,055, 817.76 USD
TOTAL FOR 50100 11,842, 975.89 USD
TOTAL FOR 05/23/2012 11,642,975.89 USD

.
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Ad Hoc Reports — Cardinal Trial Balance Report

CARDINAL

The Cardinal Trial Balance Report is another example of a Cardinal ad hoc report It provides the
Beginning Balance, Net Activity, and Ending Balance for Assets, Liabilities, Equity, Revenue, Expense and
Transfers. You can navigate to the Run Control page for this report using the following path:

Main Menu > General Ledger > General Reports > Cardinal Trial Balance Report

commonwealth of Virginia
Py CARDINAL TRIAL BALANCE REPORT
CARDINAL Run Date: 06/16/2015
Report ID: VGLROO1 Run Time: 05:34 00
Page No. 1 of 2
Business Unit : 42300 Dept of Historic Resources
Fiscal Year : 2015 Accounting Period :
Account Details :  Summary Ledger Selection : ACTUALS
ChartField Selection : By All Accounts adj. period :
Business Unit Account Description Beginning Balance Het Activity Ending Balance
22300 101010 cash With The Treasurer Of VA 5,841,205.41 (325,875.13) 5,515
131030 petty cash Adv 3,000.00 0.00
131081 Employee Travel Advance-Convrt o.00 0.o00
182650 1,713,627.00 o.o0o 1,713,
183660 740,105.00 0.00 740
183620 - Bldgs (403,430.54) (3,275.46) (212,
183700 309,308, 60 0.o00 209,
183730 Accm Depreciation - Equipment (256,108 83) (395.43) (258
Asset Total : 7,.942,308.64 (329,551.02) 7,612
(21,331.07) (2,513.37) 23,844.44
ble {600, 000.00) 0.00 600, 000.00
pend Distrib 3zz.o01 0.00 322.01
Acct-sales Tax Liability (11.139) 26.88 15.69
Investment General Fixed Asset (2,098,103.23) 3,671.89 (2,094,431.34)
Liability Total : (2,719,123.48) 1,185.40 2,717,938.08)
aoscoo Fund Balance (2,171,571.67) 0.00 (2,171,571.67)
Equity Total : (2,171,571.67) 0.00 2,171,571.67)
Revenue Total : Revenue Accounts (967,079.79) (82,070.41) (1,049,150.20)
Expense Total : Expense Accounts 2,938,486.44 411,402.59 3,349,889.13
c09s60 cash 0.o00 (5,088,342.00)
609650 cash (966.66) .
609840 cash 0.00 (1,000, 000.00)
£03850 cash 0.00 1,000,000.00
609370 cash 0.00 79,391.00
Transfers Total : (966.66) (5,023,986.80)

Click on image to enlarge 40



Overnight Batch Report Processing

CARDINAL

Cardinal runs some reports during overnight batch processing. You can access them via Cardinal’s FIN
Report Manager. These reports provide many different types of financial information in a variety of
formats, such as Excel, PDF, Text, Crystal, etc.

Many of the overnight batch reports are nVision reports. nVision’s Excel based format allows you to sort,
filter and reformat report data to meet specific reporting needs. It also provides drilldown functionality that
allows you to drill down on a value in a cell to obtain detail information about what is included in that value.
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nVision Reports - Budget to Actual by Program
~1 Report

CARDINAL

The Budget to Actual by Program Report compares budgets to the expenses incurred per period by
Program and Department. Sample column headings are: Current Year Expenditures, (Over) Under
Budget, % of Budget Remaining. You can navigate to the FIN Report Manager using the following path:

Main Menu > MyCardinal Financials > Financial Report Retrieval > FIN Report Manager
In the Folder drop down field select APPROP BUD ACTUAL

In the Name field enter BU followed by your business unit number and then a % sign (ex: BU15100%)
Click the Refresh button to access the report.

B C D E F G H | J K L
2
ol

3| caroimnal Commonwealth of Virginia
4 COVA Standard Budget to Actual - Fund, Program, Account
5
6 Report ID: RGLO04A Run Date: June 17, 2015
7 Layout ID: VGLRO04A Run Time: 12:30:51 AM|
& Scope: VGLRO04A
9 Period Ending: June 30, 2015
10 |Business Unit: 95700 Comm Attys’ Services Counci |
11 Fund: "02957 CASC Special Revenue Fund
12 Program: 326004 Prosecu ttorial Trainin g
13
14
15

(Over) Und.

Operational % of Budget
16 Accoun it Description Operational Budget 2015-1 2015-9 2015-10 2015-11 2015-12 Expenditures Budget Remaining
17
18 5012160 Teleco 0.00 0.00 0.00 0.00 0.00 348 21 348 21 (348.21) 0.00
19 5012240 Employee Tr. g/Workshop/Conf 0.00 0.00 31.411568 10,835 90 700.00 1.729 65 44 67713 (44,677 13) 0.00
20 5012260 Employee Tr. g Consult Srvc 0.00 0.00 0.00 0.00 0.00 3.600.00 3.600.00 (3.600.00) 0.00
215012270 Employee Training Travel 0.00 21,954 56 0.00 67.334 45 1.342.88 32,391.05 123,022 94 (123,022 94) 0.00
22 5013110 Apparel Supplies 0.00 0.00 0.00 15375 0.00 0.00 16375 (153.75) 0.00
23 5014130 Premiums 0.00 0.00 0.00 2.000.00 0.00 0.00 2,000.00 (2,000 00) 0.00
24 (5015410 Agency Service Charges 0.00 0.00 0.00 34.50 0.00 0.00 34.50 (34.50) 0.00
25 All Accounts $0.00 §21,954.56 $31.411.58 $80.358.60 $2,042.88 $38.068.91 $173.836.53 ($173.836.53) 0.00%

Click on image to enlarge 45



Public Queries

Cardinal provides queries to extract data directly from Cardinal. Public queries are best used for simple
data pulls, since they interact with the Cardinal database directly.

You can access public queries via the Query Viewer using the following path:

Main Menu > Reporting Tools > Query > Query Viewer
You can also use the Financials Query-based Reports link on your home page.

Use Search By to locate your query and click Search

48 CARDINAL

—

Home | ‘Woerkist | AddtoFaverites |  Sign out
Favorites | Main Menu > Reporting Tools > Query > Query Viewer
-

@ New Window (2)Help [& Customize Page [ hitp
Query Viewer

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

*Search By: QueryName » begins with

Search  |Advanced Search
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Voucher Error Report Query

—

CARDINAL

The Voucher Error Report (V_AP_VCHR_ERROR) query displays vouchers with errors for the specified

Business Unit and Responsible Org. You can display the query on the screen, export it to Excel, or print
it.

V_AP_VCHR_ERROR - Voucher Error Report

Business Unit: hs100 @,
Responsible Org (% for All): |% @,
 View Results |

Download results in . Excel SpreadSheet CSV TextFile xMLFile (1 kb)

Wiew All FirstﬂMﬂ Last
Business Unit Responsible Org Current Date Vioucher 1D Entry Status Budget 5Status

1 (15100 10000 05/29/2014 00000452 = E

2 (15100 89999 05/29/2014 00000446 R I

3 (15100 59999 05/29/2014 00000445 R M
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Online Inquiries

CARDINAL

Online inquiries can be run for most functional areas. Online inquiries provide a mechanism for users to
view or print information relevant to the data stored in Cardinal.

Navigation and inquiry methods vary by module.
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Voucher Online Inquiry

The Voucher Online Inquiry is used to search for and list vouchers meeting your search criteria and
display basic information about them, as well as to navigate to pages with more detail. You can
navigate to the Online Inquiry Search page for this inquiry using the following path:

Main Menu > Accounts Payable > Review Accounts Payable Info > Vouchers > Voucher
Then Specify your Search parameters

Favorites - Main Menu > Accounts Payable > Review Accounts Payable Info > Vouchers > Voucher
Custrmize [ Find | Vi A—”LEI M
28 Amounts More Details Vendor Details
Business Voucher L Invoice Accounting  Match Payment Scheduled
Unit D Invoice Number Date VendorID Entry Status Entries Status i Payments Short Vendor Name
15100 00000019 FM102 06/25/2012 0000055011 Postabl hlot £ JRM-001 =
x a5idU Applicable s

15100 00000020 MP123-D 06/25/2012 (0000015050 Postable % ':;?Lt)licable RAINBOW GR-001
15100 00000021 MP123-E 06/25/2012 0000015099 Postable B ?;:)Iicable ARMAN GHOD-001
15100 00000022 MP123-F 06/25/2012 0000015255 Postable B ::?;Iicable GFS CHEMICALS
15100 00000023 MP123-G 06/25/2012 0000016229 Postable % ;';l;?;tzlicable NORTHFIELD TEL ]
15100 00000024 258952A 06/26/2012 0000017055 Postable B ggélicable £ BEST BUY GOV L
15100 00000025 |258953A 06/26/2012 0000017055 Postable B /I;‘S:Jlicable Bl BEST BUY GOV L
15100 00000026 258954A 06/26/2012 0000017055 Postable % "-\\Ipoélicable £ BEST BUY GOV L
15100 00000027 258955A 06/26/2012 0000017055 Postable % /I;Ig;tzlicable £ BEST BUY GOV L

= Not
15100 00000028 FM102A 06/26/2012 (0000055011 Postable B 5 Bl JRM-001

Applicable
= Not foa)

Click on image to enlarge



Lesson 4: Summary

CARDINAL

In this lesson, you learned:
* Reports are available for all functional areas.

« Some reports are run ad hoc, from the main menu. Cardinal runs nVision reports overnight during
batch processing.

» A Cardinal query allows users to execute public queries directly against the database. The Query
Viewer tool allows you to search for and view a public query in Cardinal.

» Online inquiries provide a mechanism for accessing information that meets specific criteria or search
criteria. Search criteria vary by inquiry.

« For more information on reports, queries and online inquires, please refer to the Introduction to
Reporting in Cardinal course. The most frequently used reports and queries are listed in the
Cardinal Reports Catalogue located on the Cardinal website under Toolbox > Job Aids.
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Lesson 5: Cardinal Integration and Interfaces

In this lesson you will learn about the following topics:

» Cardinal internal module integration

» Cardinal external systems interfaces
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Module Integration

CARDINAL

There are multiple integration points among the different Cardinal modules. Some processes are
impacted by multiple modules because data is sent and received between multiple functional areas. Since
data is shared across multiple modules the accuracy of data entry can affect more than one module. This

diagram depicts integration of Accounts Payable and Accounts Receivable journals feeding General
Ledger.

Accounts Payable

Expenses >
Accounts
General Ledger |¢ Receivable
(Funds Receipt)
Accounts >
Payable
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External Interfaces

—

CARDINAL

Cardinal also has numerous interfaces with outside
systems / entities. Some examples include:
« Department of Treasury | promprraysmtstics  Remistance £DIRED)
Department of Accounts [DOA) ) Monitoring Application [PPSMA) Virginia
« Department of Planning and Budget T esmon et
. eVA Department of 5mall Business and

/ Supplier Diversity [DSBSD)

* Banks

« Department of Small Business and Supplier ™" s ‘
Diversity ‘ —  #] A o i s 48

« Department of Taxation e

\

* [Internal Revenue Service
» Auditor of Public Accounts

Department of Treasury
» Department of Accounts i ‘ ‘
« Commonwealth Integrated Payroll Personnel

Agency Systems

System
« Commonwealth Accounting and Reporting Click on image to enlarge
System

* Agency Systems
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External Agency System Interfaces

-

CARDINAL

The following inbound interfaces upload transactions from agency systems into Cardinal:

* Voucher Upload: Used to upload vouchers for vendor payments, payments to other state agencies,
and petty cash payments.

 Expense Reports Upload: Used to upload non-payroll and non-cash advance payment requests for
your agency’s employees.

« Journal Upload: Used to upload general ledger journals.

 Funds Receipts Upload: Used to upload funds receipt and deposit certificate data.

51



External Agency System Interfaces (continued)

-

CARDINAL

The following outbound interfaces send data extracts from Cardinal to agencies for reconciliation with their
external agency systems:

* Voucher Extract: Detailed information for vouchers that have been journal generated and posted to
general ledger.

« Expense Report Extract: All posted expense reports from the Expenses module of Cardinal.

« Payment Reconciliation Extract: Newly posted and cancelled payments from Cardinal. It links
voucher/cash advance/expense report data with payments/cancellations recorded in Cardinal.

« Journal Extract: All posted journal data from the General Ledger module of Cardinal.

 Funds Receipt Extract: Posted funds receipt data from the Accounts Receivable module of Cardinal.
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Lesson 5: 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.
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There are multiple integration points between the different modules in Cardinal.

O True

O False
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There are no interfaces between Cardinal and other systems.

O True

O False
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Lesson 5: Summary

CARDINAL

In this lesson you learned:

» There are integration points between Accounts Payable, Accounts Receivable — Funds Receipts,
and General Ledger.

« There are interfaces between Cardinal, other agency systems, as well as systems external to the
agency (e.g., other State agencies, Federal Agencies, other business entities, etc.).
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Course Summary

CARDINAL

In this course, you learned about:

Some of the high level processes of Cardinal

Cardinal’s modules and their purposes in Cardinal

Some budget concepts

The Chart of Accounts

Cardinal ChartFields

SpeedCharts and SpeedTypes

Cardinal reports, queries and inquiries are used to extract or summarize information

Integration of Cardinal’s modules

Cardinal’s interfaces with other external systems
57



Course Evaluation

CARDINAL

Congratulations! You successfully completed the INTRO101: Cardinal 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.
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Appendix

—

CARDINAL

« Key Terms

« Diagrams and Screenshots

* Flow Chart Key
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Key Terms

-

CARDINAL

Accounting Distribution: ChartField string that defines how a transaction is charged (i.e., which fund,
program, department, account, etc.)

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

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

Agency Level Budget: A budget set up and maintained by the agency. Agencies can set up operating,
project, revenue estimate, and lower-level budgets.

Budget Calendars: A tool used to define the budget period (e.g., monthly, quarterly, annual, etc.).
Budget Journal: A transaction that establishes or updates budget amounts in Cardinal.

Business Unit: An operational subset of an organization. In Cardinal, each state agency is a Business
Unit.
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Key Terms (continued)

-

CARDINAL

Chart of Accounts (COA): The accounting structure that sets hierarchies and rollups for financial data.
COA structure and values are maintained in General Ledger.

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

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

Journal: An entry used to post accounting entries to a ledger.

Ledger: A record of monetary transactions by account (e.g. Budget, Actuals, Modified Accrual, Full
Accrual, and Cash).
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Key Terms (continued)

-

CARDINAL

Parent/Child Budget: A tool used to define a budget hierarchy between higher and lower level budgets. A
parent budget has one or more child budgets. The budget amounts for all child budgets together cannot
exceed the amount of their parent's budget.

Payments: In the Accounts Receivable module, this term refers to funds received from a customer. In
Accounts Payable, this term refers to a payment to a vendor. Payments are created by Accounts Payable
vouchers that represent invoices submitted by vendors. Payments are also generated for employee Travel
and Expense reimbursements or for revenue refunds. Payments may be generated in different forms, like
checks or EDI.

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

Vendor: Any person or other entity that provides goods or services or receives refunds, including
suppliers, federal, state or local government entities and other fiscal payees. All procurement vendors are
interfaced from eVA to Cardinal. Non-procurement vendors (also called Fiscal Payees) will be created
directly in Cardinal. Employees are not vendors for their own agencies.
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Accounts Payable Processes

CARDINAL

External 3rd Party External 3rd Party
Systems & Systems &
Interfaces Interfaces

A

Szl e 1. Establishand 3. Expense
Party Systems & L .
Maintain Vendors Processing
Interfaces

2. Enter and W

General Ledger

Process Vouchers
v .
External 3rd 4. Process
Party Systems & 5. Process 1099 X
Payments \ 4
Interfaces
/
,L CARS
\
External 3rd
Party Systems &
Interfaces
J

Click on image to return



General Ledger Processes

CARDINAL

Accounts
Accounts Payable Expenses Rieceivable
Voucher Accruals Expense Accruals, R
Deposit/Payment
and Payment Payments, Closures L
Application
|
4 ™\
EXteSrnsé'lcle?r’nr:i ;arw System Setup and Period Close
u ChartFields
Interfaces
. J
\ 4

~
External 3rd Party

Systems & < Create and Processw

CARS

Interfaces Journals
/
A
4 ™\
External 3rd Party Create and

Systems & Process Budget
Interfaces Journals

1\ T J/

Budget Journal Journal
Spreadsheet Spreadsheet

Click on image to return



SpeedTypes and SpeedCharts

CARDINAL

Favc‘urr'rtesgMainyenu§4-_inancizll515upphfchain b Cnmmnn'Deﬂn'n:inns »  Design CﬁartFieIds > Deﬁne"t.n’alues * SpeedTypes

SpeedTypes

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

[ Find an Existing Value |

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

Setll: = 115100

SpeedType Key: begins with - |228U2?|:||

User ID: begins with ~ |

Primary Permission List: pegins with | @,

Type of SpeedType: = - Universal (&1l Users) -
[CIcase Sensitive

| Search | Clear |BasicSearch [ Save Search Criteria

Search Results

Only the first 300 results of a possible 385 can be displayed. Enter more search key information and search again to reduce the number of

Wiew All First E 1-100 of 200 |£| Last
Setld SpeedType Hey User ID Primary Permission List/ Type of SpeedType
15100 2280270 (blank) | (blank) Lniversal
15100 6021112 (blank)|(blank) Universal
15100 6021123 (blank) | (blank) Universal

Click on image to return
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SpeedTypes and SpeedCharts (continued)

CARDINAL

Favorites | Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define Values : SpeedTypes
w - - L - - -
2 New Windo

SpeedType

SetlD: 15100 m ] Publish Data
SpeedType Key: 2280270

Type of SpeedType: Universal (All Users)
Description: [CIPPS - 228 - 0270

Account: |‘l11220 2y, Parking Fee Suspense Account )

Fund: 02700 Qy,  Parking

o

Program: |

Department: |931DD Personnel

Cost Center:

Task:

FIPS:

Asset:

Agency Use 2:

PC Business Unit:

Project:

SR I I N I Y S i =

|
|
|
|
Agency Use 1: |
|
|
|
I

Activite:

Click on image to return 66




Summary Payment History by Vendor Report

CARDINAL

Commonwealth of Virginia Page No. 1
SUMMARY PAYMENT HISTORY BY VENDOR Run Date 6122014
i Run Time 5:08:05 PM
CARDINAL |
Report ID: VRAP0995
AP Business Unit: Ya Payment From Date: 02/01/2013
Responsible Org: % Pavment To Date: 02/28/2013
AP Business Unit: 50100
Remit Vendor: STATE 0000065384
Bank Code: 1100
Payment Ref Date Handling Status Remit Addr# Remit to Pay Cycle Seq Payment Amount Payment Method
20042237 02/01/2013  Regular Payment Paid 3 Xerox Corporation TRCHK 283 1,372.00 Check
20043510 02/13/2013 Regular Payment Paid 3 Xerox Corporation TRCHK 291 1,372.00 Check
Total for Check Payments 2,744.00
Total for Bank Account: 2,744.00
Grand Total for ALL Payments 2,744.00
Grand Total for ALL Bank Account: 2,744.00

Click on image to return
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CARDINAL

Cardinal Trial Balance Report

Commonwealth of Virginia

CARDINAL TRIAL BALANCE REFORT

Fiun Dake: 020002012 Fun Tirme: 1126 00

Feport 10: WELRO0

Fage Mo, 1oF 2

Busines=s Unit BOH00 WA Dept of Transportation

Fisczal Year 2002 Accounting Period : 7

Account Oetails Summary Ledger Selection : ACTUALS

ChartField Selection : By BlJ,Fund Adj. Period

Busziness Unit Fund Code Bccount Description Begining Balance  Met Activity Ending Balance

s0100 4100
Mo Cazh With The Treasurer OF 42, 237 061,.2587.04 15,832, 54084 221728, 747.00
112051 AMF - Federal Gowernment ] 2115371 2115371
12062 AfR-Cities, Counties and Towns 417, 737.06 -8E,ERG.04 Fanezoz
12063 AMF - State Agencies 245,0539.08 -161,318.34 BE4,270.74
12054 AR - Other 10,217,140 42 B33 74297 4683,397.51
12081 AlR Federal-Unbilled ] ] ]
2082 AlF Localities-Unbilled ] ] ]
12083 AlF State Agy-Unbilled ] ] ]
12064 AfR Other-Unbilled ] ] ]
12070 Allowance For Doubrful Accts -124,798.35 ] -124,798.35
100 Petty Cazh Advances 226,000.00 ] 225,000.00
13050 Employse Travel Advance BE2ET3 -E35 493173
153600 Ineentary-Materials & Supplies LI o 1,993,262 68 01,799,269.88
153510 Inventory - Returns 0 0 0
154005 Frepaid Expenzes -2 87226 -19,4:30.91 2200317
154600 Dieferred Charges 132236140 -0 132225140
154601 Fetty Cazh Operations -1,0656,024.37 ] -1,0B6,024 37
154602 Fetty Cazh-Travel Advances -29,176.06 a -29,176.06
1B4E04 Site Manager AR Deferrad E10,289.16 24779262 BERB2TE
#3706 Muobile Radios ] ] ]
183704 Cither Equip - Shop ] 1] 1]

Azzet Total : 20377602227 12,268,722 45 286,417 244 82
205020 Sccounts Pauable 7.29 ] 7.29

Click on image to return
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Budget to Actual by Program Report

CARDINAL

; Commonwealth of Virginia

4 Budget to Actual - Program, Department

5

6 |Report ID: RGL3 003

7 |Layout ID: VGLROO3

8 |Scope: GLO03_LV3

9 |Period Ending: June 30, 2012

10 Business Unit: 50100 VA Dept of Transportation

11|Department. 10015 Fiscal

12

13

14 |Program Description Lower Level Budget 20121 20122 2012-3 20124 2012-5

15

[~ |16 All Programs
|19 Grnd Trans PIn&Rsrch 0.00 0.00 245 572.07 (171,993.00) T4.87 291.08
| 24 Hwy Sys Acq&Constret 0.00 (M3.91) (289,283.95) 160,697.77 (27,986.92) 568,222 45
12 Hwy Sys Maint&Opertn 0.00 25462.22 (55,188.17) 30,775.54 (7,045.35) (269,039.03)
N X Fin Asst Gmd Trans 0.00 0.00 0.00 0.00 0.00 0.00
36 Admin&Support Svcs 10,294,317.00 705,755.55 h34,624.97 43047712 40481313 460,532.18
N Capital Outlay Prjs 0.00 0.00 0.00 0.00 0.00 0.00
-] 38 All Programs $10,294,317.00 $730,497.86 5435,724.92 $439,957.43 $369,855.73 5740,006.68

Click on image to return 69



Voucher Online Inquiry

Favorites Main Menu > Accountg Payable > Review Accourlts Payable Info > Voughers > Voucher
Vouchey Inquiry Results customize | Find | View A1 [ 8 | 2 First BV g g2 0152 1 e
AT ETE8  Amounts | More Details || Vendor Details

(Business  Voucher " Invoice Accounting  Match Payment Scheduled
Unit D Invoice Number Date Vendor ID  Entry Status Entries Status T Payments Short Vendor Name
15100 00000019 FM102 06/25/2012 0000055011 Postable ot e JRI-001 b':

‘ Applicable
15100 00000020 MP123-D 06/25/2012 0000015050 Postable = ?\I::)Iicable RAINBOW GR-001
15100 00000021 MP123-E 06/25/2012 0000015099 Postable F% Esglicable ARMAN GHOD-001 &
15100 00000022 MP123-F 06/25/2012 0000015255 Postable = Rl:;t)licable GFS CHEMICALS
15100 100000023 MP123-G 06/25/2012 0000016229 Postable Fé Qg[tilicable NORTHFIELD TEL —
15100 00000024 258952A 06/26/2012 0000017055 Postable Fé} Rj:;licable Eﬂ BEST BUY GOV L
15100 00000025 258953A 06/26/2012 0000017055 Postable Fé} ;r;l:;t)licable Eﬂ BEST BUY GOV L
15100 00000026 258954A 06/26/2012 0000017055 Postable B E::)Iicable [ BEST BUY GOV L
15100 100000027 258955A 06/26/2012 0000017055 Postable B ::;" cabl Ex BEST BUY GOV L

' =  Not ’
15100 00000028 FM102A 06/26/2012 0000055011 Postable ré : ) JRI-001
Applicable

..... 5 P Pt TR Ul e S =N Not ) PR A S
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External Interfaces

‘ Prompt Pay Statistics Remittance EDI [RED)

Department of Accounts [[HO0A) Monitoring Application [PPSMA) Virginia
Small Purchase Charge Card [SPCC)
Utilization Database

Department of Small Business and
Supplier Diversity [DSBED)

Internal Revenue Service [IRS)
/’A = . Auditor of Public Accounts [ARA)
CARDINAL Datapoint System

Department of Taxation

—

CARDINAL

W

gPayables

‘ ‘ Department of Treasury
VA

Agency Systems
Bank

Click on image to return 71
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CARDINAL

Flow Chart Key

FLOW CHART KEY

Step
Description

Depicts a process step or interface,

Batch
Process

Specifies a batch process.

Manual
Operation

Entity
MName

Process

place in a step immediately preceding.

Depicts a process or step that is performed manually.

Defines the possible outcomes of a decision or analysis that took

Start

End

Document

O

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

Depicts a process.

Close
GL

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

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

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

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

process on another page.

Connects steps between business processes.

72



