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Welcome

CARDINAL

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.

This course provides an overview of the billing and receivables processes in Cardinal.

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




Course Objectives

CARDINAL

After completing this course, you will be able to :

 Enter a Standard Bill

 Generate an Invoice

* Adjust a BiIll

* Maintain and Update Receivables

* Process Customer Statements

» Describe Key Reports and Queries
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Course Agenda

CARDINAL

This course covers the following topics:

Lesson 1: Understanding Bills

» Lesson 2: Entering a Bill Online

« Lesson 3: Adjusting a Bill

 Lesson 4: Receivables Maintenance

* Lesson 5: Aging and Collections

« Lesson 6: Billing and Receivables Reports and Queries



Lesson 1: Understanding Bills

CARDINAL

In this lesson, you learn about the following topics:

* Accounts Receivable Overview

+ Key Concepts

 Billing Processes



CARDINAL

The Accounts Receivable functional area of Cardinal is
composed of two modules:

Accounts Receivable

The Accounts Receivable module manages the
processing of payments that are due to the agency.

Billing

The Billing module involves creating invoices,
reviewing and validating invoices, and managing billing
and distribution cycles.

Accounts Receivable Overview
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Key Concepts

CARDINAL

Some key concepts in creating and processing bills include:
» Billing is a separate module within Accounts Receivable.

* You can receive various types of requests to enter a bill online. Examples include accident reports, payable invoices,
or inventory disbursement documents.

» The Billing process involves entering bill information, creating billing invoices, creating Accounts Receivable items,
posting Accounts Receivable items, and creating billing invoice adjustments.

» Different types of billing invoices can be created:
« Standard
* Recurring
+ Installment
« Consolidated

« Cardinal allows you to create and review pro forma Invoices prior to generating final invoices.



—

CARDINAL

Billing Processes

The process flow for creating and processing bills is highlighted below.
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Lesson 1. Summary

CARDINAL

In this lesson, you learned about the following topics:

* Accounts Receivable Overview

+ Key Concepts

 Billing Processes



Lesson 2: Entering a Bill Online

CARDINAL

This lesson covers the following topics:

Searching Invoiced Bills

« Entering a Standard Bill

» Entering a Recurring, Installment, and Consolidated Bill

* Reviewing Pro Forma Invoices

» Posting Receivables

» Budget Check Errors

» Viewing a Bill in Accounts Receivable
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Bill Types

—

CARDINAL

In Cardinal, there are four types of bills that can be entered:
« Standard — a bill created manually for one time use
» Recurring — bills or portions of bills that can be reproduced
» Installment — bills that are used to invoice customers in segments

» Consolidated — bills that are grouped or consolidated into a single invoice

11



Searching Invoiced Bills

Before entering a bill, you must first determine if the bill already exists by searching for it.

To search for a bill, navigate to the Bills Invoiced page using the following path:

Main Menu > Billing > Locate Bills > Bills Invoiced

Favarites i Main Menu = Billing > Locate Bills > Bills Invoiced

Bills Invoiced

=Unit: o100 QL *Currency Option; Transaction Currency -
*Bill To: Customer ~ D | @,
=R = = = =

Bill Search Results
Detais |8 References \|

T
Customize | Find | Wiew Al | B = Firat

& 92 s

0.000 0.00
El 10r1 0 | ast

Template

Select Type Status Invoice Flag

Source Invoice Invoice Date

Invoice Amount Currency

0.000

Summary Header Info 1
Line Info 1 Tax

Address  Copy Address Header Motes
Accounting Discount’Surcharge Line Motes  Line Search

Eeturn to Locate Bills

[=1 Motify | [ Refresh
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Searching Invoiced Bills (continued)

—

CARDINAL

The Bills Invoiced page displays: Favorites ™ Main Menu > Biling > Locate Bls > Bils Invoiced
. ) ] Bills Invoiced
* The Unit defaults to your business unit. it Fooe 9, | scurency opton: Transadion Curengy
L =] ? B ) Searcth
Bill To: Customer " *ID; /
« The Bill To field has two options: AR 0000, 000
‘Bill Search Results ;
* CUStomer M]’Eef&raﬂce& )
® ContraCt Select Type Status Source Invoice Rﬂg?ﬁag Invoice Date Invoice Amount  Currency
0.000
 This field defaults to Customer. If you prefer to Summary Headerinfo! Address CopyAddress Header hotes
SearCh USing the Contract number yOU can Change Lineinfo1 Tax Accounting DiscountSurcharge Line Notes Line Search
it. In this example, we are using the Customer Relniolocdetls
option. (=] oty | 3 Retresh

* The ID field is used to enter the Customer or
Contract (depending on the selection in the Bill To
field). Enter the customer ID in the ID field or you can
use the lookup icon to find it.

* Click the Search button.
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CARDINAL

All bills that have been invoiced for this
customer display. Check to see if the amount
of the invoice you have to pay is displayed in

Searching Invoiced Bills (continued)

Favarites
-

Bills Invoiced

i Main Menu > Biling > LocateBils > Bils Invoiced

= It 50100 * o Transaction Currency -
i ) Unit: Q Currency Option: 5 ? _@_ @
the Invoice Amount field “Bil To: Customer = -ip: [oocogooos Q |
% = & & E 1Te g OF g 36,575.00 ;  36,575.00
Bill Search Results B
Ll ) ( References |
If one or more of the amounts match the —
. . d Select Type Status Source Invoice [nir:ige:[ag Invoice Date Invoice Amount Currency
INvOICE you nee to pay: |oTH [y I |MISC000100 N 0112012015 | 6,067.00| USD
e Click the Select box for that item |DTH ||Nv |GENER |GENE002050 IN |02.|'02.|'2015 | SU,UUU.UU:USD
| [ | | [ |
) . . |oTH NV \GENER |GENE0D1940 N |11/03/2014 | 37.00/USD
L]
Click the Line Info 1 link |DTH ||Nv |GENER |GENEUU1375 IN |u1r14.rzu14 | 37.uu:usn
o v |cENER |cENEDD1318 N [11:21:2013 | 37.00|USD
OTH NV GENER GENE001281 N 1172112013 111.00 USD
|oTH NV \GENER |GENE0D0B74 N 1211212012 | 142.00|USD
|DTH ||Nv GENER GENEO00003 IN |12}2032011 | 37.00:usn
|oTH v |auDIT |auDTO00043 In 011912015 | 101.00|USD

Copy Address
Discount/Surcharge

n qry eaderinfo 1  Address
Lineinfo1 jTax Accounting

=] Notify | [ Refresn |

Header Motes

Line Motes  Line Search




CARDINAL

Review the information on the Line — Info 1 tab to determine whether it is a duplicate of the bill you want to enter.

Searching Invoiced Bills (con

tinued)

Favarites i Main Menu = Biling > Locate Bills > Bills Invoiced
L . R =
Header - Info 1 rm‘]
Unit: 50100 Bill To: 0000000004 Invoice Amit: 111.00 UsSD
Invoice: GENEDO1281 BOWMAN CONSULTING = = max Rows: 100, [F = B
| Bill Line! “Find | Viewr Al First Ki 4 or 1 K3 (ast |
Seq: 1 Line: 1 Net Extended: 111.00
Identifier: VDOTFINGERPRINTAR Description: Criminal History Background Ck
- - "]
Quantity: 3.0000 Line Type: REV [/l Accumulate
Unit of Measure: EA From/To Dit:
Unit Price: 37.0000 Tax Code: [ Tax Exempt
Gross Extended: 1-11.00 Exempt Cert:
Less Discount: 0.00
Plus Surcharge: 0.00
Het Extended: 111.00
VAT Amount: 0.00
Tax Amount: 0.00
Het Plus Tax: 111.00
Goto: Line Info 2 Tax Accounting Discount'Surcharge
Motes Commit Cntrl Page Series
Summary Bill Search Line Search Line -Info 1 | |Brev Mext
[@“ Return to Search] [EI Motify ] [S Refresh I
Header - Info 1| Line - Info 1
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Entering a Standard Bill

—

CARDINAL

Once you have determined that the bill has not been
invoiced, you can enter the bill.

To enter the bill, navigate to the Bill Entry page using
the following path:

Main Menu > Billing > Maintain Bills > Standard
Billing

Select the Add a New Value tab.

Favq_[ites Mainlﬂenu > Eiljlng ¥ Maing_in Bile > Standard Biling

Bill Entry

i Eind an Existing WValue f{;ﬁmg}ﬁmm ‘4

Business Unit: 50100 |3,

Invoice: |NE){T
Bill Type |dentifier: @,
Bill Source: o)

Customer: | QL

Invoice Date: E‘J
Accounting Date: Eﬂ

Add |

Find an Existing Value | Add a Mew Value

16
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CARDINAL

The Business Unit defaults to your business unit.

The Invoice field defaults to NEXT. Do not change it.
Cardinal automatically assigns the number when the invoice
Is saved.

The Bill Type Identifier describes the type of entity being
billed. There are four options:

« CCT - City County Towns
* FED - Federal Billing

* OTH - Other

+ STA - State Agencies

Entering a Standard Bill (continued)

Favorites Main Menu > Billing = Maintain Bills > Standard Billing

Bill Entry

" Eind an Existing Value | SEEETEETAETTE )

Business Unit: Eo100 |,

Invoice: |NE)='T

Bill Type Identifier:| B=N

Bill Source: [ L=
Customenrn: [ @,
Invoice Date: [ =
Accounting Date: Ii [E]

[ Add 1

Find an Existing Value | Add a Mew Yalue

FTook Up

Look Up Bill Type ldentifier

SetliD: 50100
Bill Type Identifier: begins with - |

| Lookup || Clear || Cancel ]Elasic:l_ookug

Search Results
[Miew 100 First [4] 1 2of=2 (k] Last

Bill Tzee Identifier Descrl’gﬁon

ZCT City County Towns
FED Federal Billing
OTH Other

ST A State Agencies
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CARDINAL

The Bill Source describes what you are billing for.

Entering a Standard Bill (continued)

Click the Lookup icon to select the option for the bill you are entering.

Faw:‘lrr'rtes Mainyenu » Biling > Maintain Bils > Standard Biling

Bill Entry

" Find an Existing Value | 0EERETAETE Y

Look Up

| LookUp || Clear || Cancel |Basic Lookup

Search Results

Business Unit: 50100 (&,

Invoice: |NEKT

Bill Type Identifier:[[0TH Q)
Bill Source: |=X

Customer: | QL

Invoice Date: E‘J
Accounting Date: i

Add |

Find an Existing Walue | Add a Mew Value

View 100 First [{] 1180118 [}] Last

Bill Source Description

AUDIT: Audit Refund
CcAaLCU Calculated Accident

CcOoAL Coal Severance
EMS Equipment Management System
FED Federal

FLIEL Automated Fuel Mgmt Program
GEMER Generic Miscellaneous

GEAMT Grant

IMWS Inventory Sales

MGESE Miscellaneous Goods & Senvices
MISC Miscellaneous

OA Qutdoor Advertising

PHOTO Photo Bills

FPROJE Mon-Federal Project
PEOPDMG|FProperty Damage

RETRE Retainage Refund

REVSH Eevenue Sharing Unmatched
REVSM Revenue Sharing Match

*

m

LA
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Entering a Standard Bill (continued)

—

CARDINAL

Enter the Customer number in the Customer field. If you are not sure of the ID, use the Lookup icon to search for it.
The Invoice Date and Accounting Date default to the current date.

Click the Add button.

Fa*.-'u:nvr'rtes MainvMenu > Billipg i Mainta'in Bils > Standard Biling

Bill Entry

Eind an Existing Value

Business Unit: 50100 (@

Invoice: MNEXT

Bill Type ldentifier:| OTH |2,

Bill Source: GEMNER 3

Customer: 0000000004 QL

Invoice Date: [
~ACcounting Date: T

Add

Find an Existing Value | Add a Mew Value




Entering a Standard Bill (continued)

CARDINAL

The Header — Info 1 tab displays. The Header information applies to the bill. The following fields default from the Add a
New Value page:

e Status

« Type

« Customer
* Source

The Cycle ID field identifies the billing cycle for the bill. Options include:
» Daily
* Monthly
* Federal
* Monthly Instaliment
* Monthly Recurring
* Quarterly

The Frequency field is used to determine the frequency of the billing cycle and defaults to Once. Other options include:
* Installment

* Recurring

Click the Header Info 2 link.
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Entering a Standard Bill (continued)

—

CARDINAL

Favorites Main Menu > Biing > Maintain Bils > Standard Billing

"Header-info 1 | [ RIR

Unit: 50100 Invoice: MEXT Pretax Amt: 0.00 uUsD **=

Status: |NEW .'9@. Invoice Date; | E‘j Cycle 1D: |D"!"”-"'r
*Type: loTH A source: |GENER @, L =Eraquancy: Lnce
*Customer: |ooo0000004 9 subCustt: | | SubCust2: | |

BOWNAN CONSULTING
*Invoice Form: |ST"!‘-ND‘“RD .0@. From Date: | E‘j To Date: E‘j

Accounting Date: | &) Pay Terms: |NET3':I @, Pay Method: Check - B
Remit To: |REM|T .'9@. Bank Account: |‘“'D oT p%

Sales: |E”-—'S”‘”5SS .0@. Bill Inquiry Phone: |304’3T1 -7435 p%

Credit: [CREDIT 9 Collector: [coLs @

Biller: | ©,  Billing Authority: | @
Go to: Header Info 2| Address Copy Address
Motes Exgress Entg Page Series
Summary Bill Search Line Search Mavigation: Header - Info 1 | | Prev Mex
Return to Maintain Bills

5] save | [=] Notify | [¢3 Refresh | [Ex Add| [ Updateisplay

Header - Info 1 | Line - Info 1




Entering a Standard Bill (continued)

The Header — Info 2 tab displays.

Click the Entry Type lookup icon.

Favarites Main Menu > Biling > Maintain Bils : Standard Biling

"

AT EE———— A
| Header-Info 1 |[EEGESAGIBREN | Line -Info 1 |

Unit: 50100 Bill To: 0000000004 Pretax Amt: 30,000.00 USD
Invoice: GEMEQQ1527 BOWMAN CONSULTING
Paid Reference: | | Prepavment Lookup
Paid Amount: | 0.00| Entry Type: | |
Fwd Balance: | U.UU| Entry Reason: | |
Letter of Credit ID: | | Entry Event: Q@
I

| Hold Until Date: 02/04i2015 |

Accrue Unbilled

Letter of Credit Document ID:

Currency Information

Exchange Rate

Billing Currency: uspD Rate Type: CRRNT@,
Change Bill Curren Base Currency: usD Rate: 1.00000000| B

Goto: Header Info 2 Address Copy Address

Maotes Express Entry Page Series
Summary Bill Search Line Search Havigation: Header - Info 2 v Prev MNext

Return to Maintain Bills

|E: Add| |5 updatemisplay |

[E) save | [=] Motity | [ Refresn
Header - Info 1 | Header - Info 2 | Line - Info 1




» | Entering a Standard Bill (continued)

CARDINAL

The Look Up Entry Type page displays.

An Entry Type categorizes the pending items that create
or update posted items within the system. Examples of
Entry Types are Credit Memos (CR), Debit Memos (DR),
Invoice (IN), and Late Payment Penalty (OC).

Every receivable transaction that is entered or generated
by the system must have an entry type associated with it.

Select the Entry Type.

| cancel |

Search Results
Miew 100 First [4] 1-2of4 [)] Last

SetlD Entry Type
5010C e

50-100 DR
50100 1

50100 Oz
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Entering a Standard Bill (continued)

—

CARDINAL

The Entry Type diSpIays_ Favnvntes Ma\n'Menu > E\Hlng > Ma\n@n Bils s Standard Biling

(‘Header-Info1 | (TEEFE PN Line-Info 1 |

Next, Select the drop-down for the Entry Reason. —
Paid Amount: ’70_0 Entry Type: ,‘N—Q
Fwd Balance: 0.00 Entry Reason: | @
Letter of Credit ID: i | Eiry Event; | ;
- - - Letter of Credit Document ID: | Hold Until Date: 02/04/2015 |
The Entry Reason categorizes different uses for a single B Clpcerse unies

entry type. The reason that is associated with an item r—
defines which accounting entries generate and can be S

|crRRNT G,

uso Rate: 1.00000000 F%

used for reporting purposes. Entry reasons are also used e e - S— - =
to define accounting distributions of accounts (ChartField

value) for each entry type. Bt (St (Eaforen) Bpst) i)

Header - Info 1 | Header - Info 2 | Line - Info 1

[MEGokUT

¥

The Look Up Entry Reason page displays.

Look Up Entry Reason

m

Select the Entry Reason. [ cancel |

a010¢ |IM 47609
50100 |IM AUDT
50100 |IM AUDT2
50100 |IM BULM1
50100 |IM BLULMNZ
50100 |IM BULN
50100 |IM BUL M4
50100 |IM BULMS
50100 |IM BULME
50100 |IM o
50100 |IM CALO2
50100 |IM CALO3
50100 |IM CALO4
50100 |IM CALOS
50100 1IN CALOG 52




Click the Line = Info 1 tab.

Entering a Standard Bill (continued)

A
Header-Info 1 |

Favorites Main Menu > Biling > Maintain Bils >

(z EG TS il Line - Info 1

Standard Biling

Unit:
Invoice:

50100
GEMEQQ1527

0o0oo00004

Pretax Amt:

BOWMAMN COMNSULTING

30,000.00 USD

Paid Reference:
Paid Amount:

Fwd Balance:

Letter of Credit ID:
Letter of Credit Document [D:

Billing Currency: usD

Change Bill Currency

0.00]|

0.00]

Currency Information

Prepayvment Lookup
Entry Type:
Entry Reason:
Entry Event:

Hold Until Date:
Accrue Unbilled

[
B o,
—
zaEes |

Go to:
Motes

sSummary

Exchange Rate

Rate Type: @%

Base Currency: UsD Rate: lml B
Header Info 2 Address Copy Address
Express Entry
Bill Search Line Search Mavigation: Header - Info 2

Return to Maintain Bills

@ save| [=

Notify | [2 Refresh |

Header - Info 1 | Header - Info 2 | Line - Info

Page Senes
Prev Me

[

Ek Add| [F] Updatemisplay |
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CARDINAL

The Line — Info 1 tab is used to record required charge
information.

The Table field determines the type of options available
in the Identifier field.

Click the Table lookup icon and select ID (PS / Billing
Charge ID).

The Discount Table and Surcharge Table are not used
in Cardinal.

Entering a Standard Bill (continued)

Favorites Main Menu > Biling > Maintain Bills > Standard Biling

—
[ Header-Info 1 JfRE i
Unit: 50100 Bill To: 0000000004 Pretax Amt: 0.00 USD #
Invoice: MEXT BOWMAN CONSULTING = &  max Rows: 100 3 =
=
Seq: 1 Line: E Net Extended: 0.00
Table: Identifier: Q, Description: ‘
Quantity: I:l From Date: E;I
Unit of Measure: 2, To Date: ]
Unit Price: 0.0000 Line Type: REV Q,  [FAccumulate
Gross Extended: 0.00 Tax Code: Q Tax Exempt
. Exempt Cert: | .Q%a
Less Discount: 0.00
Plus Surcharge: 0.00
Net Extended: 0.00
VAT Amount: 0.00
Tax Amount: 0.00
Net Plus Tax: 0.00
Goto: Line Info 2 Tax Accounting DiscountiSurcharge
Nates Express Entry Page Series
Summary Bill Search Line Search Navigation: Line -Info 1 M

Return to Maintain Bills

B save | [ notity | [ Refresn s Add | [ Updaterispiay |
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CARDINAL

The Identifier field is used to select the item that is being
billed and the associated charge distribution. Click the
Identifier lookup icon to select the appropriate option. For this
example we chose BULLNOSE2.

Once the Identifier is selected the Description, Unit of
Measure, and Unit Price fields populate. Do not change
them.

Enter the Quantity.
Click the Refresh button to see the bill total.

Notice the new Net Plus Tax. This is the amount that is
shown on the bill.

If you want to add notes to the Line, click the Notes link.

Entering a Standard Bill (continued)

Favorites : Main Menu > Bilng > Maintain Bils > Standard Biling
) - - -
“Header-info 1 | (IIEHGEN
Unit: 50100 Bill To: 0000000004 Pretax Amt: 0.00 USD &
Invoice: NEXT BOWMAN CONSULTING E B max Rows: 100 B =
‘Bill Line
Seq: 1 Line: l:l Net Extended: 0.00
Table: ID A identifier BULLNOSE2 A pescription: Bull Nose Term - Med Cost |
Quantity: \ From Date: | EJ
Unit of Measure: EA @ To Date: E
mitDoica: 10.000.0000 Line Type: REV @,  [#Accumulate
Gross Extended: ‘ 0.00 Tax Code: =N [ Tax Exempt
Exempt Cert: | Q
Less Discount: emptt-e }
0.00
Plus Surcharge: 000
Het Extended: 0.00
VAT Amount: 0.00
Tax Amount: 0.00
Net Plus Tax: 0.00
Goto Line Info 2 Tax Accounting Discount/Surcharge
Motes Express Entry Page Series’
Summal Bill Search Line Search Navigation: Line - Info 1 v [ Prev Mext
Return to Maintain Bills
[Bl save | (=1 wotity | [ Refresn | E add| [ UpdateiDisplay |
Header -Info 1| Line - Infp 1
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Entering a Standard Bill (continued)

Favorites | Main Menu > Biling > Maintain Bils > Standard Biling
- H - - -

["Header-Info1 [ Line-Info1
Unit: 50100 Bill To: 0000000004 Pretax Amt: 14,000.00 USD

The Line — Note tab displays.

Line note text can now be added in the Invoice: GENEO01370 BOWMAN CONSULTING = E  max Rows: 100, 3 [=
NOte TeXt bOX Bill Line Find | View Al First EI 1 of 1 B [ast
Seq: 1 Line: Het Extended: 14,000.00
Identifierz BULLMNOSE3 Description: Bull Mose Term - Low Cost
. Bill Line Note Find | View Al First E1'q or 1 I ast
Notes added here will appear on the = ye—— — . e
invoice under each line. Elinternal Onty Flag Hote Type: [usTioTE Ja,
Note Text:
=
Click the Save button.
Goto: Line Info 2 Tax Accounting Discount’Surcharge
Motes Express Entry Page Series
Summary Bill Search Line Search Navigation: Line - Note M
Eeturn to Maintain Bills
save | [=1 noury | [ Refresn | [Ex aca| [ upsatemspiay |

Header - Ingo 1 | Line - Info 1 | Line - Mote
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CARDINAL

Notes can also be added to the Header. To
add notes to the Header, click the Header 1
Info tab.

Click the Notes link.
The Header — Note tab displays.

Header note text can now be added in the
Note Text box.

Notes added here will appear at the bottom of
the invoice.

Click the Save button.
This returns you to Line — Info 1 tab.

Click the Accounting link.

Entering a Standard Bill (continued)

Favc;r'rtengainyenu > Biling : Maintain Bils : Standard Biling

Header-Info1 | Line-Info1 J((REEGECNEE

Unit: 50100 Bill To: 0000000004 Pretax Amt: 14,000.00 USD“=
Invoice: GEMNEOO1370 BOWMAN CONSULTING
Bill Header Notes
Standard Note Flag std Note: @, =
Internal Only Flag Note Type: Q@
Note Text: I
Go to: Header [nfo 2 Address Copy Address
Notes Express Entry Page Series.
Summan Bill Search Line Search Navigation: Header - Note v| |Prev  MNex

Return to Maintain Bills

[E) save | |1 notity | [£3 Refresn |

Header - Info 1 | Line - Info 1 | Header - Mote

[Ex rdd| [ upatemispiay]
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Entering a Standard Bill (continued)

The Acctg — Rev Distribution tab displays.

Review the accounting distribution shown in the Acctg Information tab and make changes if necessary.

Click the Header - Info 1 tab.

Faw.lr'rtes MainvMenu B3 Billing B3 Mainu;in Bils > Standard Biling

Header- Info 1 | fLine - Info 1 Acctg - Rev Distribution

Bl Creates GL Acct Entries

Bill Line Distnibution - Revenue

bz
Customize | Find | View Al | BV

Unit: 50100 Bill To: o004 Pretax Amit: 2000000 USD m
OO T ErerrmAl CONSULTING = E  max Rows: = =
Bill Line Find | wiew Al First Kl or 4 B | ast
Seq: 1 Line: Net Extended: 30,000.00
Identifier: BULLMNOSEZ2 Description: Bull Mose Term - Med Cost

Return to Maintain Bills

| save | [E1 notiy | [ Refresh |
Header—Info 1| Line - Info 1 | Acctg - Rev Distribution

Acctg Information [~ Reference Information \|
—
ICode Account Fund Program Department Cost Center Task FIPS Project Percentad
| [=lj[caLcosT &, ||4nugnsu4 |2, |[o4100/, || (=N ||1 0049 |, |[11o00070 @y || (= || =N || (= || 100
T )
Percent: 100.00 Amount: 30,000.00 Gross Extended: 30,000.00

Goto: Line Info 2 Tax Accounting Discount’Surcharge
Motes Express Entry Page Series
Summary Bill Search Line Search Havigation: Acctg - Rev Distribution ~| | Brew Mext

|[Es Agd| [F updatemispiay |
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Entering a Standard Bill (continued)

—

CARDINAL

Click the Status lookup icon and select the RDY (Ready to Invoice) option.
After the Status is entered, click the Save button.
The Invoice number populates.

Once the invoice has been finalized and the bill status changes from RDY to INV (Invoiced), no further changes can be
made to the billing data.

Favo_rrces_ Ma\nvMenu > BII‘IElg > Mainﬁ;'n Bils > Standard Biling

[“Header=info 1 WILTEILREN

Unit: 50100 Invoice: GENEOD1527 Pretax Amt: 30,000.00 USD % L
Status: |[RDY 2. | invoice pate: E9 Cycle ID: DAILY X
Type: LERE=) o] GEMNER ‘@, “Frequency: Once - =

Customer: 0000000004 2, | subcusti: : SubCust2: [:

BOWMAN COMSULTING

*Invoice Form: [sTANDARD 2, From Date: B 7o Date: B9

Accounting Date: I lEn] Pay Terms: NET30 @, Pay Method: Check - &
Remit To: [REMIT 9,  Bank Account: VDOT =N

Sales: [BUS[NESS <, Bill Inquiry Phone: 804-371-7435 @,

Credit: [creDIT =N Collector: coL3 Q

Biller: [ 2, Billing Authority: N

Goto: HeaderInfo 2 Address Copy Address

Summary Bill Search Line Search HNavigation: Header - Info 1 ~ | Prev Next ]

Return to Maintain Bills

5] save | [G Returnto Search | [#[ ] Previousin List | [dT] Nextin List | [[=] Notify | (2% Refresh | [Es-Add] [ZA-uUpdatemispiay)]

Header-Info 1| Line - Info 1




Entering a Recurring Bill

CARDINAL

A recurring bill is one that occurs on a set schedule that allows for the reproduction of bills, or portions of bills, and the
generation of invoices by using templates.

Associating a recurring bill template with a predefined schedule (using the Recurring Schedule fields) allows you to

control when and how often recurring bills are generated. A monthly fuel expense is an example of a potentially recurring
bill.

Schedules automate and control the generation of recurring bills.
Recurring bills are generated monthly in Cardinal.

To create a recurring bill template, you enter information on the original invoice (Standard Bill) template and set up
recurring parameters.

See the job aid entitled Entering a Recurring Bill for more details.
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Entering an Installment Bill

CARDINAL

Installment billing is used to invoice customers in segments, with the total amount due divided equally, by percentage, or
according to the configured definition.

Although rare, installment billing maybe used when the customer is unable to pay the total amount billed at once.

Each installment bill includes the installment number, the number of installments, the installment amount due, and the total
invoice amount.

Detailed installment billing information is entered manually.

See the job aid entitled Entering an Installment Bill for more details.
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CARDINAL

Consolidated bills are bills that are grouped or
consolidated into a single invoice. In order to
consolidate bills, select individual bills for invoicing
at the same time as one group.

To begin this process, navigate to the Header page
using the following path:

Main Menu > Billing > Maintain Bills > Create
Consolidated Header

You create a consolidated bill header for the group
of bills selected and specify the customer for the bill
in the Customer field.

Entering a Consolidated Bill

Favorites Main Menu > Eilang » Maintain Bils > Create Consolidated Header

(UEEEREAN [ Address b

Unit: VOOT1 Invoice: Q000673546 Pretax Amt: 0.00  UsSD
Status: @Q Bill Source: WQ Invoice Type: REG
*Type: Msc/@  cycleln: bay @ Date Bill Added:  11/24{2009 8:21AM
b_ From Date: ]
*Customer: IW %, Address To Date: Iiﬁ
We Ship Express Invoice Date: Im 81
| Contacts’ Pay Terms: @O@,
Sales: IUDE*CEQ Credit: IFQ@ Remit To: @Q« Bank Account: IEQ«
Collect: IWQ@ Biller: IWQ@ *Currency: @Q
Bill Inquiry Phone: *Inv Form: Im(%
|200-246-2000 @,

[5) save | [=] notify | |24 Refresh |
Header | Address

[Ek Add | |5 UpdateDisplay |
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Entering a Consolidated Bill (continued)

CARDINAL

Once you have created a consolidated header, you can attach bills to it.

The bills you select to attach to the consolidated header are invoiced at the same time as long as they are in RDY (Ready)
status.

You can navigate to this page using the following path:

Main Menu > Billing > Maintain Bills > Attach and Detach Bills
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Entering a Consolidated Bill (continued)

—

CARDINAL

You search for an invoice to attach to a consolidated header by using the Search Parameters, such as Type, Status,
and/or Source. After clicking the Search button, all invoices matching your criteria will be returned.

From the Invoices to Attach or Detach section, select the appropriate invoices and click the Attach button. The invoice is
now attached to the consolidated header.

Favgrites : Main Menu > Eillgwg > Mantgin Bils » Attach and Detach Bils

Attach and Detach Bills
Unit: VDOT1  BillTo: 0000050036 Consol Inv: 0000678546
Media:  Printer Currency: usD

Aftach |
Detach

"KeySel:[1 9 BillToID: [0000050036 Q Ref: [ @ Vale Q
Unit: .Ck Type: ‘Ck Status: .Q; Source: ‘Ck
1To2 OF 2 Currency Option: Transaction Cumency ~ ~ Search | &
Invoices {0 Attach or Detach — izs | Fnd | View A | B | 28 st K1 4 3 072 D st
LG BilDetai2 || References |
. Consol Consolidated o " Invoice o
Select  Bill To Unit |nvoice Unit Invoice Date Invoice Amount  Currency
0000050036 |VDOT1 0000678546  |VDOT1 0000678545 111242009 362.50/USD
0000050036 VDOT1 0000678546  VDOT1 0000678544 11i24/2009 209.70 USD

[@‘ Relummsaarcn} [E N:mfy} [e Refresh
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Entering a Consolidated Bill (continued)

CARDINAL

The consolidated invoice will show a summary of the invoices included.

INVOICE

Please Remit To: Page: 1
Commonwealth of Virginia Invoice No: AUDTO0D0061
Virginia Department of Transportation |nVOIce Da‘[e: 02[24!2015
Attn: Fiscal Division - Cash Receipts Customer Number: 0000000001
1401 E. Broad Street Payment Terms:
Richmond VA 23219 Due Date: 03/26/2015
United States

Bill To: AMOUNT DUE: 17,518.00 uspb
PIEDMONT CONCRETE CONTRACTORS INC.
2B11-E HYDRAULIC RCAD
CHARLOTTESVILLE VA 22501
United States Amount Remitted

IllI[Ill[l]I[Ill[lll[llll[l]lll]

For billing questions, please call

Consolidation Summary

| Summary of Invoices|
50100 AUDTO000ES 1,476.00

50100 AUDTO00O57 16,042.00

| TOTAL AMOUNT DUE : 17,518.00




Pro Forma Invoices

CARDINAL

A Pro Forma Invoice is a copy of the billing invoice.
It contains the same information as a final billing
invoice.

To generate a Pro Forma Invoice, click the Pro
Forma button on the Header - Info 1 tab.

You are not required to create and review Pro
Forma Invoices during the invoicing process.
However, running Pro Forma Invoices allows you to
review and correct any discrepancies before the final
bill is printed.

Cardinal will only generate Pro Forma Invoices for
bills that have not been invoiced or finalized.

Fregrtds | HanMeno » Blng ¢ Herton Bl 3 Shndad Bing
[ Header-infe i TR R
I“F st
T 0 lrveace. GEMEGHSIT Peetan At WMepeen U=y LT
Shatun: Aoy A irecice Dale: U DLy &,
S aTH - RP— GEMER @, Fregmenon 2 BT
SCusliamen ] & LubCusti: funleizt
BV CORTLY TRIG
PRO FORMA
Please Remit To: Page: 1
Commonwealth of Wirginia Invoice No: AUDTOOODAS
B 2E T: 5 cm Status/Type: RDY/Regular
Attn: Fimcal Diwinion - Cash Recaipts Invoice Date: 02M1/2015
1401 E. Broad Street Customer Number: 0000000020
Rickmond VA 23218 Payment Terms: Met 30
United States Est. Due Date: 031372015
Bill To:
Brittanmy Nichole Mitchall AMOUNT DUE: 518,505.00 USD
119 Rogers St Rpt 1T
Lebanon VA 24246
Tnited States
Amount Remitted
[manmmaninniminmi
[For billing questions, please call ]
Line Adj Identifier Dascri Cuantity Uom Unit Amt Order Date Met Amount
1 AUDITL Aodie - HEMO - OTH 15.00 EA 34 ,567.00 514,505.00
SUBTOTAL: . smsis.00
[ TOTAL AMDUNT DUE -

38



Posting Recelvable Items

CARDINAL

At the end of the process of entering a bill, changing the bill status to RDY flags the invoice for batch processing in Cardinal.

Posting Receivable Items is the Cardinal system process of selecting these pending items for posting and creating
receivables.

Before the item can post, it must be edit and budget checked in Cardinal.
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CARDINAL

An item will not be accepted for batch processing
if it contains a Budget Check Error.

To determine if there are Budget Check Errors
following batch processing, navigate using the
following path:

Main Menu > Billing > Review Billing
Information > Summary

On the Bill Summary Info 2 tab, you can check
the Budget Check Status.

Budget Check Errors

Favgrtes  Main Menu » Billng » Review Bilng Information > Summary

" Bill Summary Info | BETETTU =R

Unit: s0400 Invoice: GEMEDD2193
GL Level: Bl Creates GL Acct Entries
AR Level: Headeris AR Open ltem
AR Option: Use Line for Distripution
Pre-Load Status: Dang
Budget Check Status: Valid

“Rpproval Status: Mol Required

[/] GL Entries Created
[/] AR Pending Item Created

[ wAT Defaults Applied
[71Invoice Printed

[ EDI Sent

[/] €urrency Converted
Goto: Header Info 1 Address Copy Address
Bill Search Line Search View Audit Logs

G Return to Search | 1] PreviousinList | 4[] NextinList | [Z] Notify |

Bill Summary Info | Bill Summary Info 2

MNaotes
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Budget Check Errors (continued)

If the Budget Check Status is Error, you can make corrections by navigating using the following path:

Main Menu > Billing > Maintain Bills > Correct Budget Check Errors

Acchy Entriies Summary [ EL TI

Bewenue || QisoSure | U Expense ’__ﬁuﬁshu 1

LFnic S100 Bl T QOoIEE14S Invedte fml: 2435 34 LISD e
[ e GEMERIFE1S DEPARTIIENT OF MOTOR YEHICLES
F Dicplay Lines with Errors Ony
I TR T
S 1 Line&: 1

Hei Extended:
Descriplian:

423682
Holel Ancomodation

GEMERICHMOAR

Caatomize | Find | view 2018 1 2= Fewt Kl 42002 K o
EFC R T U | Trangsction Ameonky DucoustuSorcharge | Belerence hfarmaton | [TT0H |
mt GL Unit  Type Aocoumnt Fuand Prosgrami Deparbment Cost Cender Task FIPS Project
' Acteunts
50100 [t r 112053 02100 | 639024 10057 0000054232
so00 | Loctanized 5012270 0S100 650024 10057 00a0084232
: | l <l | | T
I Apply Lomechian ! Gao o il Ling I Budgsl Check
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Budget Check Errors (continued)

If you have a ChartField error(s), go to the Revenue tab to make corrections.

Once the ChartField data is correct, click the Apply Correction button.

Acclg Entries Summany | Line m DiscSurc | I Expense | [ Siatistics |

Uinét: 50100 Bill Toc 0000000145 Invoice Amt: s s2504 UsD
Invedce: GEMECO0912 DEPARTUENT OF LOTOR VEHICLES
Correction for Line Find | View A1 Fese K1 g orz D,y
Seq 1 Line: 1 Net Extended: 42362
Idsenifier: GENERICHIEDAR Descriplion: Hibel Acoomadation

Customize | Fingd | View 20 | B )3 Feat K1 g org O Laas

:Saq Rev Saq Code Accouent Fursd Prosgram Departmeant Cost Center Tazk FIFS Progect

| 1 1] @, [so1zeTo @, [o4100@, (602024 @, 10057 @, | a, | a, | @, 00000542323,

i I I = : o
sepiyConection | | goto Bt Ling Inguiry Budasi Check
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Budget Check Errors (continued)

Once you have corrected the transaction, run the Create Accounting Entries process to regenerate the accounting entry.

Navigate using the following path:

Main Menu > Billing > Generate Invoices > Non-Consolidated > Create Accounting Entries

Click the Run button.

Create Accounting Entries

Run Control I CaRS

ta“nuaqt: IEI‘I;IIIET! I-'I

Repord Mangger Proces s lApni 5 Run

lion Paramaters ned | Wimer 20 First K g o 1 E3 a2
 Print Lead GL Report +=]
Currency Shown on Report | Tranzaction Currency =]

Business Uit [so100 @,

O Al Invoiced Bills = Invdcg 1D

From Invoico: LGSEN04TT
™ Bill Cyche 1 Cust I To Inwvoice: MGSEQD04TT
™ Date Bill Added T Bl Type
™~ Range ID I~ Bl Source
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Budget Check Errors (continued)

CARDINAL

To verify that the transaction now passes budget check, navigate to the Billing Summary 2 tab using the following path:
Main Menu > Billing > Review Billing Information > Summary

The Budget Check Status should read Valid.

" Bill Summary Info “[ Bill Summary Info 2|

Unit: 50100 Invoice: MGSEQQD346

GL Level: Bl Creates GL Acct Entries
AR Level:; Header is AR Cpen ltem
AR Option: Lse Line far Distribution
Pre-Load 5tatus: Dane

Budget Check Status: Valid

Approval Status: Mot Required




Viewing the Bill in Accounts Receivable

—

CARDINAL

Once the bill has been processed, the invoice is created and sent to Accounts Receivable.

Once the invoice has been finalized, no further changes can be made to billing data. The bill status changes from RDY to
INV (Invoiced).

To view the invoice that was created, navigate to the View / Update Item Details page using the following path:

Main Menu > Accounts Receivable > Customer Accounts > Item Information > View / Update Item Details

Favores  Han Mena > AcCounts Recewable > Custemds ACCounts » Item Iformalan > Wew Usdete fem Detals
BEEEIER | Dstan 2 Dregaill 3 Perm Activily B Accsunting Entries EEn ALt Hi s bary
Unie SH100 Cuslomer: QOODOOO00d BoAiian CONSULTRIG
e i0: GEREQOZ0S0 LESTH Duays Laves 14 S1arus: Qpan
Accounbng Date: CRORRO1S Balance: 30.000.00 LISD Bilkng Unix: S0100 et
Emiry Type: ] Onginal Armount: 000000 LSO
Emiry Reason: BLFTT ErE gy Currangy
AR Dest infoc AR-FED
| Désco | Dplcns 1 L r B
Dwe Cuate: [o2mazois Dewe Danrs [ ] Dispeante Reason: | = Date: | )
Torms: |HET30 A, Des.count Days:s | Déspute Armount:
CeSo0unT Armoust Dt ] peducnes Raason: | =N Dumte: | oF
fascount Amount 1: | | Dale 4z [ | Drcaibittul
[ Arways Ao Discoust Flcoaaction Codge: | A Dater | o)
—
A% OF Dates [ozmzzais Posbad: 02O Anahyst: CRECAT D, CaectAnaiyst
f= A ‘coLs = i, W
e - A, Ja-.'-les.;_:;. anda
Payrment Liethod Gheck Sales Persoac GUSINESS @, au':s,:r_“s
r . AR Spaisksn
sl Typsa: | Preapproved v 2
] | D Twer Do
Duse-ct Debit Profe 10: Ll Create Document? = .
— ] Revaluation Flag ] Awastatae bor leettng
@ne Hem por Drafl?
T e | P Busernds Gasech | B | Beecines in b Fur y 8 bt A Ments | £% Bateeas
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Viewing the Bill in Accounts Receivable (continued)

The Details 1 tab displays. The information that was keyed on the bill displays on this page.

an Menu > Acocunts Recelable > Customer Accounts = Tem Informaton » ViewfUpdate Fem Detals
m Dglail 2 || Dejsll X Rem Actihvity || Bem Accounting Enties Ean ALt Hisbocy
Unit: 5100 Customer: QOODOOCDD BOMILAN CONSUL TRIG
Iesim 10 GEME002050 Lise: Doy Lale: 14 ELETTH Cipan
Accounbng Date: RIS Balance: 000000 LISD Bilkng Un: 5000 Calall
Emiry Typs IH Ormginal Armoust: F0.030.00 LD
Emiry Reason: BLM11 Ltisplas Cynangy
AR Des o AR-FED

D Dustie: [proaz01s | Dwe Days: [
Tarms: |HET X0 “d, Descount Days: |
Cescount Armount | | Dt [
[escount Amound 1: I:I (=R H I
] &by s fllow Discost

s OF Dates |I:|2|'|}E|'3:|1-5- Poshad: 0022015
PaymanlTwalt Oplions

Payrnang Ligihcd Check -

Draft Type: 1 [ Preapproved?

|| Creste Documeant?
[] éane Hemn poer Dran?

Dese-Cl Debdt Frofde I0E

7] Dispurte Reason: | 9, Date: | 00§
Cisputs Amount |

7] Deduces Reason: | A, Daier | e
] Doabiful

] Cotection Codes [ A, pate [ @
Anahysl: CREDIT A, CaectAnabyal
Collecton oLy A, Jackson,Wanda 0.
Tales Persoa: BUSINESS 00 @, gurli?n?ss

AR Speciskat [ a,

#] Revaluabion Flag [#] Awallabde Bor Hethng

Wipw dijabt | aae
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Next, click on the Item Activity tab.

The Entry Type and Entry Reason you entered on the bill are displayed here.

Viewing the Bill in Accounts Receivable (continued)

FI‘IO"KQS Mmyenu > Accounts gecemble > QJW.A((MLS > Item mfg«moon > Vew/Update Item Detais

= -
Detail 1 Dsgiail 2 Detat 3 tam Accounsng Entries Bem Aucit Histooy
B

Unitc 50100 Customer: 0000000048 0WMAN CONSULTING

Item 1Dz GENEDO2050 Line: Days Late: 14 Status: Open

Balance: 30.000.00 Uso
Soguence: 1 Accounting Date: 022022015 Posted Date:
Entry Type i | | Reason: £atis | Voucher ID:
ment Amounl:
Group Unit: _S0100 Group ID: 12709 Bilsng
Spig am Ach¢ AZd Correnrsation View Ayt ogs

Find | View A4 Frst K13 or 4 13 ‘Uast

0202/2015

30.000.00 USD
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Viewing the Bill in Accounts Receivable (continued)

Next, click on the Item Accounting Entries tab.

This screen shows the receivables side of the entry created in billing; the revenue or offsetting entry has already gone to the
General Ledger.

Freormes | Mam Menu > Accounts Racenable > Cudtomer ACOounts »  [Tern Informaton > ViewSUpdate [em Detais

- " N o e ——————————a

Detail1 | Dgtail2 | Dejail3 [ ttem gcnity BTG LIS el e m Asdit History
Unit: 50100 CUsLomen: QUADOODI0d BOWIAH COMSULTING
Hem 10 GEREQI2GEQ Line: Days Late: 14 Status: Cpen

Ealances 000000 USD

| & Standard 2 Supplemental (Entry Event) ) Both - Display
e Activity Find | Wi 41 Fast Kl g or 1 O an
Soq: 1 Eniry Type: N Accrg Dates O2MP0E Amaunt: A0,000 00 Revenye Eatimats

Accounting Lines customize | Find | 71 |28 Fest El g ora B Laai

|
Line Type Ledger Group  Ledger GLUSIt  Astowent Fund Pregrasn D partement Coat Center  Task FIPs
| 1 Sfandard ACTUELS ACTUALS 0100 112054 04100 10045 11000010
i s | n | - - - "

| seve | 2™ Retemio Search | [30] PreviousinList | 87| Mextinbist | |Z Moty | |53 Retresn |
Deetail 4] Delza 2 | Deizi 3 | Hem Acteate | Item Accountng Entnies | Ham Aucs Hichory
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Simulation: Enter a Standard Bill

You are now about to view a simulation on entering a standard bill.

N
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http://www.cardinalproject.virginia.gov/Training/Accounts_Receivable/UPK/Creating_and_Processing_Bills/dhtml_kp.html?Guid=197bc381-fccb-44e1-bb0e-ae0ec17ead1d&Mode=T&Back

Hands On Practice — Search for a Bill

CARDINAL

This lesson includes practice that will reinforce the lessons learned today. Your instructor will provide direction regarding
specific activities that are part of this lesson. Please ask your instructor if you have any questions.

(=]

|?‘4;CARD1NAE |

T T |
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Hands On Practice — Enter a Standard Bill

CARDINAL

This lesson includes practice that will reinforce the lessons learned today. Your instructor will provide direction regarding
specific activities that are part of this lesson. Please ask your instructor if you have any questions.

(=]

|?‘4;CARD1NAE |

T T |
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Lesson 2: Summary

CARDINAL

In this lesson, you learned:

* How to search for existing bills.

* How to create a standard bill.

» Recurring bills allow for the reproduction of bills or portions of bills and the generation of invoices using templates.
» Installment bills are used to invoice customers in segments.

» Consolidated bills are bills that are grouped or consolidated into a single invoice.

» A pro forma invoice is a copy of the billing invoice. It contains the same information as a final billing invoice. You can
use pro forma invoices to review bills before they are finalized.

* How to post receivables.
* How to view and correct budget check errors.

« How to view a bill in Accounts Receivable.
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Lesson 3: Adjusting a Bill

CARDINAL

This lesson covers the following topics:

» Selecting an entire bill for adjustment

» Selecting a bill line for adjustment
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CARDINAL

The Adjust Entire Bill function enables you to adjust the bill
either by crediting the entire bill or by crediting the original bill
and rebilling. The credit and rebill actions are performed in one
step.

After the new bill is created, you can make modifications as
required.

The credited bill is created with a status of RDY and the rebill is
created with a status of NEW.

You can navigate to this page using the following path:

Main Menu > Billing > Maintain Bills > Adjust Entire Bill

Selecting an Entire Bill for Adjustment

Favarites Main Menu > Eilllng > Maintain Bils > Adjust Entire Bil

Adjust Entire Bill

Unit  vDOT4 Bill To: 0000050035 Staffing Customer
Invoice: 0000672539 Invoice Amt:  107.40 usb
Lelect Bill Adjustment Action ‘Adjustment Results:
© Mo Bill Action “Credit Bil:  [NEXT
@ Credit Entire Bill Rebill Bill: |NEXT Header Info 1
(O Credit & Rebill
Adjustment Reason: RETURN 2

Return to Interface Transactions

[ Save | [@“ Return to Search | [‘Iﬂ Previous in List | [¢D Hextin List | [E Motify | [Q Refras.h:
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CARDINAL

You may need to adjust a bill line after it has been
entered, but do so before the invoice is generated.

To adjust a bill line, the bill must have a status of RDY
(Ready) or NEW. If the status is INV, the line cannot be
adjusted.

Navigate to the Adjust Selected Bill Lines page using
the following path:

Main Menu > Billing > Maintain Bills > Adjust Selected
Bill Lines

Adjusting Selected Bill Lines

Adjust Selected Bill Lines

Favorites | Main Menu > Biing > Maintain Bils > Adjust Selected Bill Lines
: - -

|[E save | @ ReturntoSearch | [TD Previous i List- | M:‘ Nextin List | |=] Notify | [8 Refresh

Unit: 50100 Bill To: 0000000004 State Customer
Invoice: PROJ-000002 Invoice Amt: 20,500.00 usoD
‘Line Adjustment Parameters Line Adjustment Results
© Mo Bill Action
& *Adjustment:
@ Adjust Selected Lines ! MEXT
Add to Existing Bill Total Lines Adjusted:
Line Opt: Create Net Aclustmem Only -
Adjustment Reason Default: @, Set Filter Options
\ ot 2 or
' Select Bill Lines _— i
]' References | Dates Line Amounts |
- - s Gross Net -
Select Line Seq Identifier Description Extended Extended Adjustment Reason
il 1 1 01.PA0D3.02 Recurring Product- 01.PA03.02 5,500.00 5,500.00 Q,
| I . |
2 2|01.F'A03.02 |Recurrlng Product- 01.PA.03.02 15,000.00 15‘000.00| Q,
Selgrt All D Clear All
—
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CARDINAL

» | Adjusting Selected Bill Lines (continued)

Line Option under Line Adjustment Parameters can be populated with:
» Create net adjustment only

Create reversal and rebill
e Credit line

The Adjustment Reason is then automatically set to add the lines to an existing bill or to automatically generate a new bill.
Possible reasons include Return for Credit, Wrong Amount Billed, Wrong Customer Billed, and Wrong Item Billed.

Favarites | Main Menu > Biing > Maintain Bils > Adjust Selected Bill Linaes

Adjust Selected BIill Lines
Unit:

50100 Bill To: 0000000004 State Customer
Invoice: PROJ-000002 Invoice Amit: 20,500.00 usD
ne Adjustment Parameters Line Adjustment Results
il & tioam
e =Ad 1t 15
@ Adjust Selected Lines Hustmen MEXT
Total Lines Adjusted:
Line Opt: Create Met Adjustment Only -
Adjustment Reason Default: =N Set Filter Options
i 1o 2 or s
Cele Bl Li - - | pElE
— S -
]' References || Dates | Line Amounts | ==< M
Select Line Seq Identifier Description Exlg:;:§ E E"[:IEE; Adjustment Reason
1 1 01.PA03.02 Recurring Product- 01.PA.03.02 5,500.00 5,500.0 Ly
| 2| 2Iu1 PA 0302 IRecurrlng Product- 01.PA.03.02 15,000.00 15,000.09| =%
Select All O Clear All
[[F sawe | [EF Returnto Search | [f{T] Frevious inList | [#=] MextinList | [=] Moty | [ Refresh
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Simulation: Adjusting a Bill and Bill Line

You are now about to view a simulation on adjusting a bill.

N
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http://www.cardinalproject.virginia.gov/Training/Accounts_Receivable/UPK/Creating_and_Processing_Bills/dhtml_kp.html?Guid=63e40988-0b7b-4653-a798-c9df1216420f&Mode=T&Back

Hands On Practice — Adjusting a Bill

CARDINAL

This lesson includes practice that will reinforce the lessons learned today. Your instructor will provide direction regarding specific
activities that are part of this lesson. Please ask your instructor if you have any questions

=]
|?‘4;CARD1NAE |

T T |
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Lesson 3: Summary

CARDINAL

In this lesson, you learned:

« The Adjust Entire Bill function enables you to adjust the bill either by crediting the entire bill or by crediting the
original bill and rebilling.

* You may need to adjust a bill line after it has been entered, but do so before the invoice is generated. To adjust a bill
line, the bill must have a status of RDY (Ready) or NEW. If the status is INV, the line cannot be adjusted.
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Lesson 4: Receivables Maintenance

CARDINAL

This lesson covers the following topics:

* Maintaining and Updating Receivables

» Using a Maintenance Worksheet
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Maintaining and Updating Receivables

CARDINAL

The Receivables Maintenance process helps users to accurately maintain receivables.

Maintenance is performed using a maintenance worksheet. A maintenance worksheet is a workspace for offsetting items,
write-offs, or adjustments to clean up posted items.

In Cardinal, receivables maintenance transactions can be credit or debit memos, adjustments, on-account payments, or
matches. You can use maintenance worksheets to refund an item with a credit balance or to create a new refund item for a
credit remaining from maintenance tasks.

To create a maintenance worksheet, navigate using the following path:

Main Menu > Accounts Receivable > Receivables Maintenance > Maintenance Worksheet > Create Worksheet
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When creating a worksheet, you can specify
Customer Criteria, Reference Criteria or a
combination of the two.

Uit 50100 Vitorksheer iD: MEXT
| *Custemer Criteria: \

For example, you can select a single Customer ID Customer iems | custmr 690909604 @, R B, EE
and an item by Item Reference as your search o et P FHSEHEEETIE —— sa03000004
critera e — G

MICR D 1] [=—uinxmor—|

Reference Criledis

You can also select all items for a customer without

L x - N =
' Custonzs | Eogl vew 21 B TS fra By ore 0 e
Spectc value -

narrowing your search by leaving the Item | At uermers 3 o, [Wiscoamies a, =
. . “Liatch Rules
Reference information blank. Exactisin -
a
Currency:
. . . w0 a,
After you make selections, click the Build button.
& Alems 2 Deduction fems Only ) lterns in Dispabe Onty
CIExclude Deduction tems [ClExciuda Colloction tems ClExclude Disputa ltems
ACC1 Date From:  m Accig Date To: T
AR Specialist: [ = Deduction Reason: [ @, Eroker i [ &

Humber of Hems in worksheel

wWorksheel Selecion etk L Wigteshgpt Sction

[} Save | [[Z] Hotty | [ Refresh | L oadd | 7] UpsateTapiy |
Worksheel Selection | ¥Workshee] Malches
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Worksheet Application

T_he Worksheet Application page [ cArDINAL| —
displays. Srmgtes | Ham pins 5 Accounts Recesable > Recevables Manenance » Manienance Worksheet » Creats Worsheet
£ Hew Windaw !
Worksheet Application In N
Enter an Entry Type and Reason under 450ttt bt Comency.  USD  Accountig Date: vazazois  Reasoncose | A
- Dizplay Control
Item ACtIOI’] Chedoe; Seled Range - Display: Al Hems - | Ga .'S

| Range: s

Select an item in the Item List.

m :‘: Sel  Fem Balance Cwrrency em 1D Line Type Reason Evend st Cusiomer
B 1 | @ W100 LEn ALDTO00043 [ a | a | @, 50100 0000300004 ==
Select the Type and Reason in the Item B 2 (Bl 3edps oo Ll Al %o pooes TS
) B al 3000000 =0 GEMENOEISH [ a, | a | @, 50100 DO00CD000E ==
LlSt- 1} 4 ' 30,00000 LSO .G-EHEMQCIE'I ' [ a | a | a, |s50100 OO0HO0000E =+ =l
B s | f: i 1,56700  UZD MIZCO0100 i.'mﬁ'l:r Q [mcsod O,I| Q50100 0000000008 [+1[=]
. - Aodieen | w» Dl
Click the Save button. ' S Aranus s
| 0w O 000 A 00D Wer 000 Wi 1.557.00 Ret: 000 |
Click the Worksheet Application link. e I B B

"_[;a ml'..g_q"musml [ ety | EX Rutesh

63



.| Worksheet Action

The Worksheet Action page displays.

Click Create / Review Entries to view the accounting
entries.

When you are finished, change the Posting Action to

Batch Standard and the entry will be picked up for
processing.

You can also delete a Worksheet on this page using
the Delete Worksheet button.

[ CARDINAL]

Favorites | Man Menu » Mcuunh:-_ﬂeceivable ¥ Re:eh'ahles!«iahtenanc\e ¥ Hahtertam:EWorFrsheet »  Create Worksheet

Worksheet Action

Unit:  S0400 Woarksheet ID: 12723 Accounting Date: 02282015

Worksheet Action AcCcounting Entry Action

ll Delete Worksheet i Action: Do Not Post - OK | I CresteReview Entries ']

Delete Maintenance Sroup

Worksheet Selection Workshesl Application Warksheet Action

[ save | (ot RewrntoSesrch| ] Notty |
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! _E Lesson 4. Simulation

You are now about to view a simulation on adjusting receivables (credit memos) in Cardinal.

N

.. CARDINAL _
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http://www.cardinalproject.virginia.gov/Training/Accounts_Receivable/UPK/Maintaining_and_Updating_Receivables/dhtml_kp.html?Guid=f0bdd8b5-22c0-472b-ad8a-9f00897f8a31&Mode=T&Back

Lesson 4: Summary

CARDINAL

In this lesson, you learned:

« How to Maintain and Update Receivables

* How to use a Maintenance Worksheet
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Lesson 5: Aging and Collections

CARDINAL

This lesson covers the following topics:

» Aging and Collection Process

* Processing Customer Statements

 Past Due Notices
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Aging and Collections Process

CARDINAL

The Aging Process in Cardinal tracks the number of days a bill / invoice is unpaid.

Aging involves grouping receivables into past due categories.

The collection process involves using the Items Eligible for Collections Report to identify which items need to be sent for
collections. You can navigate to this report using the following path:

Main Menu > Accounts Receivable > Receivables Analysis > Receivables Reports > Items Eligible for Collections

l ITIMS ELIGORLE PO COLLECTIONS '

il Bk Daves RFR3I30E%
Bapawt IDr BAESSY Bk Timen 00046 24




Collections Process

CARDINAL

Once an item is ready for the collections process, you update the Detail 1 tab.

The collection code is INH (In House) until the account is sent to an outside collection agency.

Favprites Hih#m El ﬁﬂwﬂﬁﬁmh » Cus:mr_ﬂmnu > I:Hnl:nl'grrrwhon » WeawiUsdite tem Detals

‘Dgtan2 || Defail 3 || RemAchety || BemAccounting Endries || Rem Awdt Histon

& raw Windew (]

Unit= 50100 Custemer: 0000000008 BEMAN CONEULTING

em 10 CEMENI154D Lina Clarys: Late: 118 Sanrs: Opan

Accounting Date: AR5 T Balance ATe0 USD Bdling Limt: 5000 Dedzl

Eniry Typae: [1T] Original Armount: IT00 LSD

Enlry Reasoe: GEHUS Eiselax Curensy

AR DK Inta BRLFED

Déscount Options: CusITE T Helaboas

Dwer Dt [1znaze14 Duper Dryss: | [l spure Reason: X Date IGY

Termis |HETID S, Discomnl Dags: I Duspaule Amoast: I

Des.oount Amomnt: | ]| Date: | | ] Beduction Reason: Ay Date: [wy)

[escount Amoesnd 1; [ | pate: [ | | Doubsiul

7] Ahways Allerer DHscound IEﬁ‘cmm Coder  [HH O, pater  [0230205 [ I

As OF Date: RIS Posied: a4 Annlyse [cREnm A, Creci Analyst
1 CoBacion [eoz AL Jacksen wWasda
PaymentTral Opiions ! Do)

Payrent Ma o Check - Sales Parson |EAIENESS A, Businass

—_— — AR5 lalist: I
Diraft Typo: | 1 [ Preaporoved? pactalis .
Diract Detet Profia I0x [ ] O] Creant Gocunmat r [¥] Avadabli for Motting
[l one nem por pvan? N atua 129 N

=i} Esm Aclion S Correpasation N AN LOOs

() Save | [ Reternss Search | m| Frevews nlat | f] Medmlat| D) Netty | [ Rebesn
Dretail 1) [aesil 2 | (tsil 3] Mo Arsedte | Hem Aresenns Enries | Ham &sdt Hislory
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Past Due Notices

CARDINAL

Past Due / Dunning Notices are sent to customers at two different intervals:
« 31to 59 days past due
* 60+ days past due

If a receivable is 60+ days past due and is not written off or sent to a collection agency, additional collection activities are
initiated including:

« Sending statements of accounts

« Initiating debt set-off programs

* Follow up letters and telephone calls

* Placing customers in collection status.

As receivables age, dunning letters generated by Cardinal become increasingly severe.
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Past Due Notices (continued)

s

CARDINAL

If in-house collection activities are not successful, the past due receivables are sent to the Office of the Attorney General
(OAG) or a private collection agency.

Record this on the receivable in the comments / conversation panel and on the Customer Item Inquiry Detail 1 tab by
updating the Code to OAG or EXT (for External Collection) and entering the Date sent.

Favortes | Man Menu » ACCounts Refewable » Customes AcCounts > Dem Infpmmaton »  WewfUpdite fem Detals
) Hoew Window
D3l 2 iDetail 3 Eam Aty Eam Accounting Entries Rem Audd Hestory
Unit: 0900 Cuslomer: COD0141H28 ANTHONNY E MYLES
nem Bk MISCO00103 Limses: Days Labe: -15 SLatus: Coen
Accousting Date: 12015 Balance: 54443 U DHling Unic 0100 Dafai
Entry Type: iH Original Amsoune E44 48 IS0
Entry Reason: RESTI Display Cumency
AR DHsE Inta: AR-FED

Due Dake: :{W Do Dayss [ ] [ bispute Reason: I_Q\_ Datde: I—':i
Tenms: METaD 3, pescount Days: [ ] Dispesia Amount [
Discomnl Amount ‘ Darle: [ ] ] Deduction Reason: I_‘-'k Dl I—'ﬁ
Discoent Amaount 12 | oater: L ] el Doybilyl

[7] Abweays Albowr Dis eoust I ¥ Cotlectioa Code:  [DAG D, pate:  [p2T7ET01E 7
A5 0d Duate: RET LT Pasted: IR0 Anadyst |[eREDIT D, CreotAnanyst

1 | Coflecton [eowes @ mande, Susan (DOT)

Paymsnt Mathod Check - Sales Person: [inDn DA, indeicual

. . o AR Specialisc @
Drafi Type: 1 | U Prespproved?®

I 1 [ Ereate Docurment?
Dirgct Data Profile Ik l 1 - um [ Frag = tor Hetting
L Qi Mo patr Drafe
"-i 18 r'.gl"'\ A'II! I1] EE L r s P (x] W A J L+ H !B rh.gr;gh; i3 Vigw s! 33

o) Bawe | [ Rebwrnes Search | |27 Hette | |3 Retesh

Cretan 1| Datail 2| Delail 3 1 flem Acthaty | Rem Sccounting Entrias | fem Sugq Higser




Debt Set-Off / Taxation information is located on the Item Action

Past Due Notices (continued)

page / hyperlink.

Item Action

Unit: 50100 Customer: ANTHON
Item 1D MISC000103 Nem Line: Days Late:

Action

fstatos Action  Description Condstion

;COmp(eted TAXR Returned from Yax ciaim number S:;Te selection by

Favorzes  Man Menu > Accounts gecemble > Customerv AcCcounts > [Item mfgrmauon > View/Update Item Detaks

-15 Status: Open & te Conyersay

Customize | Eing | #1122 fet K gore B2 (5

Assigned Action Cwner *Due Date  Action Parm
JACKSON.,
WANDAJACKSON SHAWANDRA 031972015

OK | Cancel [ Apply
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Past Due Notices (continued)

Debt Set-Off / Taxation information is also located on the Customer Item Inquiry in the Detail 2 tab.

'?a-aqtes T Man Menu > Mcountssecmble > CQustomer Accounts > [xem Infgnmbon > View/Update Item Detais

Detail 1 | [ELEIES Detaill 3 |7 Rem Actnity || Mem Accounting Entries | Item Audit History

Unit: £0100 Customer: ANTHON
Item 1D: MISC000103 Line: Days Late: -15 Status: Cpen
Balance: 51348 USD
Related Unitz 50100 D Document: |
Related Invoice: [miscooa103 A, Detaa ©OM Business Unit: &
Related Invoice Date: 0219722015 ©Order Number:
Ciaien Date: [oais2015 33 Purchase Order:
Claim Number: [s5023015 L Coniracis BLE
Promonon coge: 1 Contract:
Merchandising Type: [ 2 Contract Line:
Letter of Credit: Reference Reason: Resm @
AG Number: Subrog Case No:
Sales Person 2: [ Q Carrier 1D: [
Broker: (- ¥ Proof of Delivery: |
Ship From Site: [— Bl of Lading: [
Sold To Customer: [ & Location: | 19,
Ship To Customer: [ &
Family: [ X Trade: |
Class: [— Division: |
Spig ltam n Add Conwversavon ViewUpdate Comversasons View ApoitLogs

[} Save | S Returnto Search | (] Wobty | [ZZ Retesh |

Det3i 1 [Oetaif 2 | Detall 3 | Rem Actrwty | Bem Accoynting Entries | lem Audgq History




Past Due Notices (continued)

CARDINAL

The Debt Setoff process creates a custom extract of non-project customer and past due receivable data that is sent to
Taxation for Debt Setoff.

Taxation compares the non-project customer Social Security Number (SSN) or Employer Identification Number (EIN) to
those of payees receiving payments for any state agency. If a match is found, the payment is intercepted and used to offset
the past due debt.

Non-project receivables between 31-59 days are included in the Debt Setoff process.
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[P CARDINAL |

Faccctes  ManMenu > AC Recevable > G Interactons > Convers > Upéate Cor
S rnenvanson D
m " References | Azachments
| __souo: £0100 Business Unit: 50100 Customer: 0000141828 ANTHON'
Lswates: I"‘OW - Descripton: COLLECTION ACTITY
Subject: Sub.Topic:
I Promise of Payment
jReview  QFoowte |
Date: [ @ ReviewDays: [T 1] Acoon: PRECOLLACIA, Arnount: [ siaas
User I: [ | I Done UserID: WANDA:Q,  [[pone Currency: vsoQ,
| [ Supervisor Review | | Letter [ pate: Preenise Date: ; ®
e ]
1 Keyword1: [ Q, Keyword2: [ Q Keywora3: | Q
E Acd Convers 330n Entry
Coaversation Entries End | Vew 21 Feat Kl g ore D au
DateTime: OZENS 10 524U User: WANDA JACKSON Iwisible S, 0N by
Contact = Telophone: Exteasion;
Comments: 3-25-2015 INHCUSE STATUS «
3-25-2015 SENT FILE TO OAG
i Save | (oM RetomtoSearch | (=5 Netdy | (22 Refresh | Eh:Ada) |ElebistoRinpioy]

|Comvrs avons | Beierences | ATachments

If a non-project receivable is 60+ days past due and is manually sent to OAG (or another collection agency), this information
is recorded on the Conversations tab and Customer Relation area of the Customer Inquiry screen.
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CARDINAL

The Process Customer Statements function is run when
customer statements are needed.

Customer statements provide an overview of the account
status and are used by customers to verify and/or reconcile
their accounting records.

You can navigate to the Create Customer Statements
page using the following path:

Main Menu > Accounts Receivable > Customer
Interactions > Statements > Create Customer
Statements

Processing Customer Statements

Favg"rtes MainvMenu > Accountsﬁece'n.'able > Customer Ivnteractions > Stzteg‘nents » | Create Customer Statements

- - = s R
Statements Parameters Currency to Convert

Run Control [D:  01ARO503 Report Manager Process Monitor Run |
Language: English -
'Report Request Parameters
01425/2011 |5 & open tem
As of Date: — [ open item Include Drafts
Unit: 50100 |, vA Deptof Transportation Balance Forward
Balance Forward Re-run
SetlD: 50100 Q VA Dept of Transportation
Customer: 01AR0502B =y Snow White

(E R

All Statement Groups -

04/25/2011 |5

Correspondence Customenrn:

Statement Group:

Balance Forward Due Date:

[E) save | [ ReturntoSearch| [1{5] Freviousin List| [5] MextinList| [ Notify | [22 Refresn |

[Ex-Add| [ Update/Display |

Statements Parameters | Currency to Convert
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—

CARDINAL

The customer statement includes all the activity for
each item:

* |nvoice
 Payments
 Matches

* Credit Adjustments

The statement also shows the number of items, the
aging category, and the total amount by aging
category.

Processing Customer Statements (continued)

Staternent Humber:
Sraternenl Date:

110
AN2015

. STATEMENT Arpgent Marizer, O00ON0004
oRACLE Sered puryrment 1o Wirgnia Depastmen of Transporiation
A Fiscal Division - Cash Receipts
1401 E. Brousd Sueet
Fochimeond, WA 23219 Ulnited Seates
BOWWKLAN CONSULTING
5313 GO0WIN DRINE
MAMASEAS
A
20110 Laited Staces
D Do [ Eem D ard Line | Entry Tyee | Amcunt Due [ Itern Actrety [ PO | Documert | Paymenl | Discont
Beccount BOWMAN CONT DO00000004 T 50100
DecD32014  GENELD130 Invoice aroa
FebM1&20156  ALDTOOO0E3 Iovoice 0100
MaD12015  MESCO 00 Invaice 1,567.00 ,067.00
RarDI201E  MESCO00U00 Paymient -4,500.00 FARTIAL FA"
Mard 2015 GENECDR0SD Imvaice 30,000.00
MaME2015  GENEDORIST Iuveize =0,000.00
Total fod BOWYRILAN CON 61, 70500
Total for E0100 B1.705 00
Sttement Total USD 51, 705.00
Future 0-20 3 -60 El-80 Crenr 50 Total
Fia. ol Hers 2 2 1 5
A 0, 0000 1,663 00 AT.00 &1, 70500 USD
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Lesson 5: Simulation

CARDINAL

You are now about to view a simulation on processing and printing customer statements in Cardinal.

._CARDINAL _
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http://www.cardinalproject.virginia.gov/Training/Accounts_Receivable/UPK/Maintaining_and_Updating_Receivables/dhtml_kp.html?Guid=c6f29a5b-63f4-46e3-a74e-a4629e8ab3ae&Mode=T&Back

Lesson 5: Summary

CARDINAL

In this lesson, you learned about:

« The Aging and Collection Process

* How to process Customer Statements

* How to generate Past Due Notices
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Lesson 6: Billing Reports and Queries

This lesson covers the following topics:

* Reports

* Queries
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Reports

—

CARDINAL

Three frequently used reports are:

* Invoice Register by Invoice Number

* Pro Forma or Invoice

* Aging Summary By Unit
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Invoice Register by Invoice Number

CARDINAL

This report lists invoices according to user selected parameters and is sorted by invoice number.
You can navigate to this report using the following path:

Main Menu > Billing > Generate Invoices > Reports > Invoice Register

PecpleScft BI
Report ID: BIIVCO0Z INVOICE REGISTER BY INVOICE WUMEER Page No. 1
Fun Date 07/28/2011

Range Opticn: FINAL DATE RANGE Fun Time 10:19:51

Final Start Date: 07/18/2011

Final End Date: 07/28/2011

Business Unit: 50100

Unit Invoice Invoice Db Bill Source Bill Type Bill-To Customer Name Customer Number IType Invoice Amt Final Dt

Business Tnit/Currency: 50100 J usD

LO0100 AUDTOOO0OD3 07/27/2011 RIIDIT CCT Buzz Lightyear 0000000045 REG 1,200.00 USD 07/27/2011
AIDTOO00004 07/27/2011 RIIDIT CCT Buzz Lightyear 0000000045 REG 1,200.00 USD 07/27/2011
AIDTO00005 07/27/2011 RIIDIT CCT Buzz Lightyear 0000000045 REG 1,200.00 USD 07/27/2011
AUDTOO0000E 07/27/2011 AUDIT CCT Buzz Lightyear 0000000045 REG 1,200.00 USD 07/27/2011
AIDTOO000T 07/27/2011 RIIDIT CCT Buzz Lightyear 0000000045 REG 1,200.00 USD 07/27/2011
CRALCOO00Z0 07/21/2011 CALCT OTH John Doe 1 0000000020 REG 500.00 USD 0772172011
CRALCOOD021 07/21/2011 CALCT OTH John Doe 2 0000000021 REG 500.00 USD 0772172011
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Pro Fo

CARDINAL

rma or Invoice

This report will display information for a pro forma or an invoice, depending on which menu option is selected. Pro forma
can only be selected for bills with a status other than INV. Invoice can only be selected for bills with a status of INV.

You can navigate to this report using the following path:

Main Menu > Billing > Generate Invoices > Non-Consolidated > Print Pro Forma > Pro Forma

Attmn:
1401

Bill To:

Maxlk

Please Remit To:
Commonwesalth of Wirginia

Virginia Department of Transportaticn

Fiscal Diwvisicn - Cash Recsipta

E. Broad Strest

Richmond WA 233210
Tnited Statea

Tawid

111 Test Lane
Richmond WA 23222
United States

IJ[II]III]IIITIIIIIIIIIIITIIIIII

PRO FORMA
Page:
Invoice Mo:
Status/Type:
Invoice Date:
Custamer NMumber:
Payment Terms:
Est. Due Date:

AMOUNT DUE:

1

CALCO0DD12
RDY/Regular
07/26/2011
0000000003

Net 30

100.00

usD

Amount Remitted

For billing guestions, please call
Line Adj Identifier Description Cuantity  LOM Unit Amnt MNet Amount
o PROPDMGEAR -BRI Property Damags AR - Eristo 1.00 EA 100 .00 100. 00
SUBTOTAL: 1p0.00

[ TOTAL AMOUNT DUE :

ipo.0n

83



-3 Aging Summary By Unit

CARDINAL

The Aging process runs nightly, processes items, and
automatically reports them across business units specified
on the aging request process.

The Aging Summary Report provides aging information
that appears on various inquiry pages. Management and
collection departments can use this report to identify
delinquent accounts.

Use the Aging Summary by Unit report page to see aged
open balances for every customer in a business unit.

You can navigate to this page using the following path:

Main Menu > Accounts Receivable > Receivable
Analysis > Aging > Aging Summary by Unit Rpt

Favovr'rtes Maini«'lenu > Accountsﬁece'rvable > Rece'n{ablgshnarysls > hg'ing » Aging Summary by Unit Rpt

Aging Summary By Unit

Run |

RO CUNTOT I, U Ui, Report Manager Process Monitor
Language: _ -
As of Date: 07H2r2011 |[H
SetlD: WQ} VA Dept of Transportation
Aging ID: @,
Amount Type: Base Curr -
Rate Type: @,
*Display Option: Include All -

*Business Unit Description

50100 Q. |vA Dept of Transportation [=1
[B) save | [Eh ReturntoSearch| [f5] PreviousinList| (5] NextinList| [ Notify | [BAdd| [ Updatemizplay]
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Aging Summary By Unit (continued)

Faw_lr'rtes Main_rl"-'lenu * Accuuntsﬁeceh.rable > Recehrabl_e_shnahrsis * Aglng > Aging Summary by Unit Rpt

Aging Summary By Unit

Run Control ID: _01ARD503 Report Manager  Process Monitor [ 240
ILﬂ"ﬂuﬂge: ErE -

Report Request Parameters
As of Date: 07FA2/2011 |[E]

SetlD: 50100 |, VA Dept of Transportation
Aging 1D I:l'%

Amount Type: Base Curr -
Rate Type: :l%
*Display Option: Include All -
System Activity Customize | Find | View Al | BV 5 Vet Ky or 1 D ast
*Business Unit Il]esl::riptinn | |
50100 ‘@, |WA Dept of Transportation [=]

=L Ad-l:l] [ Up::IﬂtE.-’EriEplﬂ',.r]

—

5] save | |G Return to Search | [t=] Previous.inList | [JS] NextinList | [=] Notify |




Other Accounts Receivable Reports

CARDINAL

Other reports are also available. Below is a list of widely used AR reports:

« AR11001P Pointin Time - Group Control: Create a report providing group control information.
Navigate using the following path:
Main Menu > Account Receivables > Pending Items > Reports > Group Control-Point in Time

« AR11002P Pointin Time - Pending Items: List all pending items within a group.
Navigate using the following path:
Main Menu > Accounts Receivable > Pending Items>Reports > Pending Item-Point in Time

« AR11003P Pointin Time - Item Detail: Create a report of the item details for each item line.
Navigate using the following path:
Main Menu > Accounts Receivable > Pending Items > Reports>ltem Detail-Point in Time

« AR11003 ITEM_DETAIL AR11003-Item Detail: Create a report for Pending Item details.
Navigate using the following path:
Main Menu > Accounts Receivable > Pending Items > Reports > Item Detail

« AR32000_BALFWD_CUST_STMTS AR32000 — Balance Forward Statements: Provide the customer statement with
the balance forward information.
Navigate using the following path:
Main Menu > Account Receivables > Customer Interactions > Statements > Print Statement

86



Other Accounts Receivable Reports (continued)

CARDINAL

Other reports are also available. Below is a list of widely used AR reports (continued):

« AR32000 CUSTOMER_STATEMENTS: Provide the customer statement with the balance forward information.
Navigate using the following path:
Main Menu > Account Receivables > Customer Interactions > Statements > Print Statement

* AR33000 - All Levels Dunning Ltr: Create a dunning report for the customer for all levels.
Navigate using the following path:
Main Menu > Account Receivables > Customer Interactions > Dunning Letter > Print Letter

 AR33001 - Level One Dunning Ltr: Create a dunning report for the customer for Level 1.
Navigate using the following path:
Menu > Account Receivables > Customer Interactions > Dunning Letter > Print Letter

« AR33002 - Level Two Dunning Ltr: Create a dunning report for the customer for Level 2.
Navigate using the following path:
Main Menu > Account Receivables > Customer Interactions > Dunning Letter > Print Letter

* AR33003 - Level Three Dunning Ltr: Create a dunning report for the customer for Level 3.
Navigate using the following path:
Main Menu > Account Receivables > Customer Interactions > Dunning Letter > Print Letter



Other Accounts Receivable Reports (continued)

CARDINAL

Other reports are also available. Below is a list of widely used AR reports (continued):

 AR33004 - Follow-Up Letters: Create a follow-up letter for a customer.
Navigate using the following path:
Main Menu > Account Receivables > Customer Interactions > Customer Follow-Up Letter

* AR33005 DUNNING_CONTROL_REPORT: Create a report showing the total amount by customer, contact, address
on dunning letter sent out for a particular dunning run.
Navigate using the following path:
Main Menu > Account Receivables > Customer Interactions > Dunning Letter > Print Letter

« AR33006 DUNNING_PREVIEW_ REPORT: Create a report to review what will be sent out for the dunning run just
completed.
Navigate using the following path:
Main Menu > Account Receivables > Customer Interactions > Dunning Letter > Print Letter

« AR _AGEBU: Review aging details by customer.
Navigate using the following path:
Main Menu > myCardinal Financials > Financials Report Execution > AR Reports > AR_AGEBU

« VARRO0738: Item information along with Account / Fund, Balance details.
Navigate using the following path:
Main Menu > Accounts Receivable > Receivable Analysis > Receivable Reports > AR Supplemental Info
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Other Accounts Receivable Reports (continued)

CARDINAL

Other reports are also available. Below is a list of widely used AR reports (continued):

VARRO0595: Outstanding Item Information by Account, Fund.
Navigate using the following path:
Main Menu > Accounts Receivable > Receivable Analysis > Receivable Reports > AR Outstanding Details

VARRO0014: AR-GL Recon Report provides receivable account reconciliation information.
Navigate using the following path:

Main Menu > Accounts Receivable > Receivable Analysis > Receivable Reports >AR-GL Receivable Acct
Recon

VARROO008: DOA Quarterly Report provides quarterly accounts receivable balances by category.
Navigate using the following path:

Main Menu > Accounts Receivable > Receivable Analysis > Receivable Reports > DOA Quarterly Report

VARROOO7: Items eligible for the collection process.
Navigate using the following path:
Main Menu > Accounts Receivable > Receivable Analysis > Receivable Reports > Items Eligible for Collection
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Queries

—

CARDINAL

Billing queries can be run at various intervals. Following are frequently used billing queries:

» Adjustment Pending Approval

* Open Closed Items by Collector

* Receivable Entry Type / Entry Reason (Bill Identifier)

» Aging Details / Customer Category
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Adjustment Pending Approval

CARDINAL

This query alerts approvers of receivable adjustments (debit / credit memos, write-offs, discharges, and refunds) that have
been submitted for processing.

You can navigate to this query using the following path:

Main Menu > Reporting Tools > Query > Query Viewer >V_AR_PEND_BI _ADJ

V_AR_PEND_BI_ADJ - Adjustment Pending Approval-BI

Business Unit: 50100 @
[n\roiceAmount>=:| 100.000]
Invoice Amount <= | 50000.000]

View Results |

Download results in . Excel SpreadSheet TSV TextFile XMLFile (2 kb)

View Al First [{] 1-6 01 & [}f] Last
Unit Invoice Bill To Status Consol Inv Adjusted Adjusting Latest Adjusted Iny Amt Entry Type Reason
1 |50100 CALCO01449 0000136271 CAN CALCO01448 CALCO01449 N 663.500 (IN CALO3
2 |50100 FUELOOOO99 0000050410 CAN FUELOOOO98 FUELQO0099 N ¥381.540(IN FUEL1
3 |50100 FUELOOO218 0000050292 CAN FUELQOO217 FUELQOO218 N 2770.2001(IN FUEL1
4 150100 FUELOOO321 0000050102 NEW FUELODD320 FUELOOD321 N 152 560 (IN FUEL1
5 150100 GEMEDQOOBES 0000123054 CAN GENEOOOBET GENEDOOBES N 43140630 (IN GECHN1
g |50100 PRDMOO1552 0000139441 NEW PRDMO01551 PRDMO0O1552 N 31778.930(IN PROM
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CARDINAL

Open Closed Items by Collector

This query allows collectors to review outstanding open items on a monthly basis.

You can navigate to this query using the following path:

Main Menu > Reporting Tools > Query > Query Viewer >V_AR_OPN_CLS ITM_COLLECTOR

V_AR_OPN_CLS_ITM_COLLECTOR - AR Opn/clsd Items by Collector

Accounting Dt From:
Accounting Date To:

Business Unit:

Customer{% For All}:
Entry Type{% For All}:

View Results |

01/01/2015 |[5)
02M12/2015 5
50100 |@,

ltem Status(% For Ally: [% |

[ =¥
S

Entry Reason{ %For All): (% @,

Download resulfs in . Excel SpreadSheet

CSV TextFile XMLFile (1719 Kb)

Jackson

View Al First [4]] 1-100 o 2004 [] Last
omess customer | wame | wemio [yl Eny [ evey ™ Rccomning| e | Contact | prject [ seun| sy | cotector | Moneton | owepate [“chechn| Cotiocin

1 50100 0000000006 |U.S. FACILITIES GENEDOO2137 |IN GEHMS 222.000|02/05/2015 |O 50100 |BUSINESS ‘j':;lggn 222000 |(03/07/2015

2 50100 0000000006 |U.S. FACILITIES GENEOO2080 |IN GEHMS 286.000|01/06/2015 |O 50100 |BUSINESS jﬂ;ir'lgsn 296.000 [02/05/2015

3 50100 0000000006 |U.S. FACILITIES GENEDD2042 |PY -518.000|01/28/2015 |C 50100 |BUSINESS T;izgin 518.000 011572015

4 50100 0000000007 | TIMMONS GEMNEOO1975 |PY -74.000|02/02/2015 |C 50100 |BUSINESS Wanda T4.000 (12/03/2014




Receivable Entry Type / Entry Reason (Bill Identifier)

CARDINAL

This query displays the Item by Customer and associated billing Identifier along with the Net / Gross Amount for the
specific Entry Type / Entry Reason for the specific period. The query will also pull the Department ID for which the bill
was generated.

You can navigate to this report using the following path:

Main Menu > Reporting Tools > Query > Query Viewer >V_AR_ENTRSN_ITM_BIL_IDENTIFIER

V_AR_ENTRSN_ITM_BIL_IDENTIFIER - Receivable Ent type/Ent Reason

From Date: [o1/0112015 {5
To Date: [02112:2015 |5
Business Unit: [so100 @,

Item Status (% for All): [36 |,

Customer (% for all): ’%70Q

Entry Type{%: for all): %4 @,
Entry Reason{% for all): [% @,

| view Results :'

Download results in . Excel SpreadSheet CSV TextFile XMLFile (3108 kb)

First [4] 1-100 of 4123 [ | Last

Wiews All
- Bill -
Business Entry| Entry |Entry Reason Entry Accounting | em Contract Het Gross
Unit _ |CustomerID| Customer Name P'Lr:)::‘e Item 1D Type |Reason e i DatE T o ProjectID | SetiD Identifier Identifier Desc | Department| - | et | 584
B0 October 2014
1 50100 0000000006 |U.S. FACILITIES 371- |GEMEODOZ2042 |PY -518.000|01/28/2015 |C 50100 |VDOTFINGERPRINTAR Fingerprinting 10015 518.000 518.000 d
2980
Generic-
804 vDoT November 2014
2 50100 0000000006 [U.S. FACILITIES 371- |GEMEODOZ2080 |IMN GEHMS | - -~ 296.000 (01/06/2015 |O 50100 |VDOTFINGERPRIMNTAR | - S 10056 296.000 296.000 1
5080 Fingerprinting Fingerprinting
AR
S04~ Generic-
VDOT December 2014
3 50100 0000000006 |U.S. FACILITIES 371-  |GEMEODOZ2137 |IN GEHMS 222.000|02/05/2015 |O 50100 |VDOTFINGERPRINTAR 10056 222.000 222.000 !
2980 iggerpnntmg Fingerprinting




Aging Details / Customer Category

—

CARDINAL

This query displays the aging details by customer and aging category based on the specific accounting date.
You can navigate to this query using the following path:

Main Menu > Reporting Tools > Query > Query Viewer >V_AR_AGEBU

V_AR_AGEBU - V_AR_AGEBU

Business Unit: 50100 |@,
Bill Type {% for all}: % @,

Billing District {% for all}: |% Ck
01/01/2015 jHf

Acctg Date:

View Results |

Download results in©  Excel SpreadSheet CSW TextFile XML File (479 kb)

Views All First E 1-100 of 1309 E| Last
Business Unit Customer ID Aging ID Aging Category Lales Biller item ID Reason Bill Ing Item Balance Acctg Date Sum Amount
1 50100 0000000004 STMD o4 BUSINESS GEMNEDO1940 GEHMS 804-371-2980 37.000|11/03/2014 37.000
2 50100 0000000016 STMD 08 INDIW BIL4 CALCO000001 CALO4 804-524-6079 1252000 |12M13/2011 1252.000
3 50100 Q000000057 STMD 08 INDIV CALCO000B8 GRDRL 540-329-7589 2620.000 |02/02/2012 2620.000
4 50100 0ooo0000a7T STMD 08 INDIW MGSEOOO1028 MGSE 540-8329-7437 29 360 |05/03/2012 529360
5 50100 0000000096 STND 08 INDIV MGSEQO0109 MGSE 540-828-7437 1028.090 |05/03/2012 1028.090
i] 50100 0000000099 STMD 08 INDIW BILS CALCO00022 CALDA 540-332-9922 553.500 (0172012 553.500
¥ 50100 0000000147 STND 06 BUSINESS BILS RETRO00411 RETR 804-371-7435 138756.760| 08192014 138756.760
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Other Accounts Receivable Queries

CARDINAL

Other queries are also available. Below is a list of widely used AR queries. To navigate to queries, use the following path:
Main Menu > Reporting Tools > Query > Query Viewer

« AR_BU_HIST_AVG: Customer history by average details.

« AR_BU_HIST_ DUE: Customer history by due details.

« AR_BU_HIST_WGT: Customer history by weight details.

« AR_CUSTOMERS IN_COLLECTION: Customer collection details.

« AR_CUSTOMERS IN _DISPUTE: Customer dispute details.

« AR_ITEM: Item information with due date and amount.

« AR_ITEMACT _ET: Item activity with entry type information.

« AR_ITEMS_IN_COLLECTION: Item information with collection details.

« AR ITEMS IN COLLECTION_SETID: Item information with collection and setid details.
« AR_ITEMS_IN_DISPUTE: Item information with dispute details.

« AR_ITEMS_IN_DISPUTE_SETID: Item information with dispute and setid details.
« AR_ITEMS_SI: Customer with sum base amount details.



Other Accounts Receivable Queries (continued)

CARDINAL

Other queries are also available. Below is a list of widely used AR queries. To navigate to queries, use the following path:
Main Menu > Reporting Tools > Query > Query Viewer

« V_AR_CGI_QRY: Information on items for external collection agency CGI.
V_AR_CMIA_QRY: Cash managementimprovement for federal customers.
V_AR_COLLECTIN_TRK: Collection tracking for all items.

V_AR_COVA_CMIA: Cash management improvement for COVA agency customers
V_AR_ENTRY_REASON: Entry reason information.

V_AR_ENTTYP_ENTRSN: Item and entry type / reason information.

V_AR_INSURANCE_RECOVERIES: Item activity information for entry reasons ‘CAL,” DRDM, GRDRL, GRTM,’
‘BULN, ‘EXTR,” ‘IMPA, ‘MBAR,” ‘GRLSA, ‘EQDM1’.

V_AR_JRNL_LINE_REF: Journal line reference information for deposits
V_AR_LAST FY_ITEM: Information in order to complete the FY transactions.
V_AR_PEND WS _ADJ: Worksheet pending information.
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Lesson 6: Summary

CARDINAL

In this lesson, you learned about:

» The key billing reports and queries.
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Course Summary

CARDINAL

In this course, you learned how to:

 Enter a Standard Bill

 Generate an Invoice

* Adjust a Bill

* Maintain and Update Receivables

* Process Customer Statements

» Describe Key Reports and Queries

98



Course Evaluation

CARDINAL

Congratulations! You have completed 501 AR323: Billing and Receivables. Please use the evaluation link to assess this
course.
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Appendix

—

CARDINAL

« Key Terms

* Flowchart Key
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Key Terms

CARDINAL

Accounting Distribution Code: Distribution codes simplify the process of generating accounting entries by defining a valid
combination of ChartField values.

Bill Header: The bill header contains valuable information about the bill, includes receivable account information, and any
additional internal or printed notes that need to be included for the bill. Bill headers include:

*  Where the bill came from (bill source)
» Bill type

»  Where the bill is going

» Customer information

» When the bill is sent to the customer
« Payment terms

« Header - Info 1 contains general information and Header - Info 2 contains additional information. This information is
added when entering a regular bill.

Bill Line: A bill line is an individual item on a bill that contains descriptive information such as name, quantity, and price.
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Key Terms (continued)

CARDINAL

Bill Statements:
* Invoice: A bill issued by the agency after having provided products or services to the customer.
» Customer Statement: A periodic summary of a customer’s account activity that lists goods and/or services provided,
billings, payments, etc.
« Dunning Letter: A request for payment that is past due.

Bill Type: The bill type represents a category of activity that should be grouped together on a particular bill. You can set default
values at the bill type level. In Cardinal, the bill type loosely represents a grouping of customers.

Business Unit: A business unit is 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.

Charge Code: The charge code indicates the service or fee for being billed to a customer.

Customer: A customer is any entity responsible for paying the agency for goods and/or services. In Cardinal, there are four
general customer types: Government (Federal or City, County, Town), Business, Individual, and State Agency.
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Key Terms (continued)

CARDINAL

Invoice Status: The invoice status is located on the Header - Info 1 page. The most common statuses are NEW, RDY (ready),
PND (pending), and INV (invoiced). Invoiced means that an invoice has been printed and an invoice number has been
assigned. A non-invoiced bill is one that has not been printed.

Open Item: Open items are amounts billed to a customer but not paid. They are also known as pending items.

Standard Bill: A standard bill is created by manual, online, entry using the Standard Billing pages defined by frequency as a
one time bill, installment bills, or recurring bills. Also known as a regular bill.
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Flowchart Key

Flowchart Key

Step
Description

Batch
Process

Manual
Operation

Decision
Outcome

Entity
Mame

Depicts a process step or interface.

Specifies a batch process.

Depicts a process step that is performed
manually.

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

Represents an entitly (person,
organization, etc.).

End

Document

Stap)
Process

@ ot

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 had copy.

Indicates an On-Page or Intra Process Connector.
Used to avoid complex overlapping connector lines
or to continue a process on a subseguent page.

Connects steps between business
processes,
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