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Welcome 

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

Commonwealth and/or agency policies. 

  

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. 
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 Course Objectives 

After completing this course, you will be able to : 

 

• Enter a Standard Bill  

 

• Generate an Invoice 

 

• Adjust a Bill 

 

• Maintain and Update Receivables 

 

• Process Customer Statements 

 

• Describe Key Reports and Queries 

3 



Course Agenda 

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 
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Lesson 1: Understanding Bills 

In this lesson, you learn about the following topics: 

 

• Accounts Receivable Overview 

 

• Key Concepts 

 

• Billing Processes 
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 Accounts Receivable Overview 

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.  
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Key Concepts 

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. 
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Billing Processes 

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

In this lesson, you learned about the following topics: 

 

• Accounts Receivable Overview  

 

• Key Concepts 

 

• Billing Processes 

 

 

 

9 



Lesson 2: Entering a Bill Online 

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 

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 
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Searching Invoiced Bills (continued) 

The Bills Invoiced page displays:   

 

• The Unit defaults to your business unit. 

 

• The Bill To field has two options: 

• Customer 

• Contract 

 

• This field defaults to Customer.  If you prefer to 

search using the Contract number, you can change 

it. In this example, we are using the Customer 

option.  

 

• 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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Searching Invoiced Bills (continued) 

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 

the Invoice Amount field. 

 

If one or more of the amounts match the 

invoice you need to pay: 

• Click the Select box for that item 

• Click the Line Info 1 link  
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Searching Invoiced Bills (continued)  

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

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. 
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Entering a Standard Bill (continued) 

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 
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Entering a Standard Bill (continued) 

The Bill Source describes what you are billing for.   

 

Click the Lookup icon to select the option for the bill you are entering. 
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Entering a Standard Bill (continued) 

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. 
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Entering a Standard Bill (continued) 

The Header – Info 1 tab displays. The Header information applies to the bill.  The following fields default from the Add a 

New Value page: 

• Status 

• Type 

• Customer 

• Source   

 

The Cycle ID field identifies the billing cycle for the bill. Options include: 

• Daily 

• Monthly 

• Federal 

• Monthly Installment 

• 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) 
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Entering a Standard Bill (continued) 

The Header – Info 2 tab displays. 

 

Click the Entry Type lookup icon. 
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Entering a Standard Bill (continued) 

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. 
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Entering a Standard Bill (continued) 

The Entry Type displays. 

 

Next, Select the drop-down for the Entry Reason. 

 

The Entry Reason categorizes different uses for a single 

entry type.  The reason that is associated with an item 

defines which accounting entries generate and can be 

used for reporting purposes.  Entry reasons are also used 

to define accounting distributions of accounts (ChartField 

value) for each entry type. 

 

The Look Up Entry Reason page displays. 

 

Select the Entry Reason. 
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Entering a Standard Bill (continued) 

Click the Line – Info 1 tab.   
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Entering a Standard Bill (continued) 

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. 
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Entering a Standard Bill (continued)  

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. 
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Entering a Standard Bill (continued)  

The Line – Note tab displays. 

 

Line note text can now be added in the 

Note Text box.  

 

Notes added here will appear on the 

invoice under each line. 

 

Click the Save button.  
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Entering a Standard Bill (continued)  

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. 
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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. 
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Entering a Standard Bill (continued)  

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.   
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Entering a Recurring Bill 

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 

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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Entering a Consolidated Bill 

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.    
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Entering a Consolidated Bill (continued) 

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) 

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. 
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Entering a Consolidated Bill (continued) 

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

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. 
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Posting Receivable Items 

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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Budget Check Errors 

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. 

 

 

 

 

 

 

40 



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 
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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. 

42 



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. 

. 
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Budget Check Errors (continued) 

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. 

. 

44 



Viewing the Bill in Accounts Receivable 

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 
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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. 
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Viewing the Bill in Accounts Receivable (continued) 

Next, click on the Item Activity tab. 

 

The Entry Type and Entry Reason you entered on the bill are displayed here. 
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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. 
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Simulation: Enter a Standard Bill 

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

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. 
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Hands On Practice – Enter a Standard Bill 

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. 

 

51 



Lesson 2: Summary 

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  

This lesson covers the following topics:  

 

• Selecting an entire bill for adjustment 

 

• Selecting a bill line for adjustment 
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Selecting an Entire Bill for Adjustment 

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  
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Adjusting Selected Bill Lines 

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 
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Adjusting Selected Bill Lines (continued) 

Line Option under Line Adjustment Parameters can be populated with: 

• Create net adjustment only 

• Create reversal and rebill 

• 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. 
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Simulation: Adjusting a Bill and Bill Line 

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



Lesson 3: Summary 

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. 

 

 

59 



Lesson 4: Receivables Maintenance 

This lesson covers the following topics: 

 

• Maintaining and Updating Receivables 

 

• Using a Maintenance Worksheet 
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Maintaining and Updating Receivables 

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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 Maintenance Worksheet 

 

When creating a worksheet, you can specify 

Customer Criteria, Reference Criteria or a 

combination of the two.  

 

For example, you can select a single Customer ID 

and an item by Item Reference  as your search 

criteria.  

 

You can also select all items for a customer without 

narrowing your search by leaving the Item 

Reference information blank. 

 

After you make selections, click the Build button. 
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Worksheet Application 

The Worksheet Application page 

displays. 

 

Enter an Entry Type and Reason under 

Item Action. 

 

Select an item in the Item List. 

 

Select the Type and Reason in the Item 

List. 

 

Click the Save button. 

 

Click the Worksheet Application link. 
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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. 
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 Lesson 4: Simulation      

 

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

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   

This lesson covers the following topics: 

 

• Aging and Collection Process 

 

• Processing Customer Statements 

 

• Past Due Notices 
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 Aging and Collections Process 

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 
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 Collections Process 

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. 
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 Past Due Notices 

Past Due / Dunning Notices are sent to customers at two different intervals: 

 

• 31 to 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) 

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. 
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 Past Due Notices (continued) 

Debt Set-Off / Taxation information is located on the Item Action page / hyperlink. 
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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. 
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 Past Due Notices (continued) 

 

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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 Past Due Notices (continued) 

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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 Processing Customer Statements 

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 
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 Processing Customer Statements (continued) 

The customer statement includes all the activity for 

each item: 

 

• Invoice 

• Payments 

• Matches 

• Credit Adjustments 

 

The statement also shows the number of items, the 

aging category, and the total amount by aging 

category. 
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Lesson 5: Simulation 

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

  

 

78 
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Lesson 5: Summary 

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 

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 

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 
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Pro Forma 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 
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 Aging Summary By Unit 

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  
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 Aging Summary By Unit (continued) 
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Other Accounts Receivable Reports 

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

 

• AR11001P  Point in 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  Point in 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  Point in 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>Item 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 
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Other Accounts Receivable Reports (continued) 

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 
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Other Accounts Receivable Reports (continued) 

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 
 

• VARR0738:  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) 

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

 

• VARR0595:  Outstanding Item Information by Account, Fund.   

Navigate using the following path:   

Main Menu > Accounts Receivable > Receivable Analysis > Receivable Reports > AR Outstanding Details 

 

• VARR0014:  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 

 

• VARR0008:  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 

 

• VARR0007:  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 

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 

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 
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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 
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Receivable Entry Type / Entry Reason (Bill Identifier) 

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 
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Aging Details / Customer Category 

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 
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Other Accounts Receivable Queries 

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. 
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Other Accounts Receivable Queries (continued) 

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 management improvement 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 

In this lesson, you learned about: 

 

• The key billing reports and queries. 
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Course Summary 

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 
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Course Evaluation 

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

course. 
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Appendix 

• Key Terms 

 

• Flowchart Key  
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Key Terms 

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) 

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) 

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 
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