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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.

In this course, we will show you how to create and maintain deposits.

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:

» Understand key concepts for creating and maintaining receivables

» Understand how the Accounts Receivable funds receipt process integrates with the General Ledger module in Cardinal

» Enter, process, and finalize an Item Payment in Cardinal
« Enter, process, and finalize a Direct Journal Payment in Cardinal

« Create and approve a Deposit Certificate in Cardinal
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Assessment questions at the end of each topic and / or lesson will check for your understanding.



Lesson 1: Accounts Recelvable Overview

CARDINAL

This lesson covers the following topics:
» Accounts Receivable Overview
* Key concepts
» Accounts Receivable functional area in Cardinal

« Accounts Receivable process



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.
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Key Concepts

CARDINAL

Some key concepts in Accounts Receivable include:
» Deposits are entered in Accounts Receivable for both Item Payments and Direct Journals.

* Item Payments are deposits of funds entered against existing accounts receivable items. When you process item
payments, Cardinal automatically creates the accounting distribution based on the accounts receivable item number.
The journals then post to the General Ledger module.

« Direct Journals are deposits of funds that are not related to an existing accounts receivable item. When you process
direct journals, you manually enter the accounting entries that post to the General Ledger.

* A Deposit is a collection of one or more payments.
» A Deposit Certificate can include one or more deposits.

* Funds Receipts is also referred to as Cash Receipts.



The Accounts Receivable Module — Funds Receipt
-3 Process

CARDINAL

In the Accounts Receivable module, the Funds Receipt process allows you to create deposits in Cardinal from payments
received. You can either credit existing accounts receivable items or create direct journal payments for miscellaneous
receivables.

When you create deposit accounting entries, they are reviewed, edit and budget checked, tied to a Deposit Certificate, and
approved as part of the Funds Receipt process.

Cardinal sends that transaction data to the General Ledger through the Journal Generator process .

Accounts Receivable
— Funds Receipt

> General Ledger




Online Accounts Receivable Process — Item Payment

CARDINAL

The Funds Receipts process for online transactions for an Item Payment is diagrammed below.

Create Enter Deposit Post to
Create ltem Budget Certificate #s Approve
. : . General
Deposit Payment Check and Tie Them Deposit Ledaer
Worksheet to Deposits g

The processor creates the deposit and the Item Payment Worksheet. Item Payment Worksheet is a tool used by Cardinal to
apply payments to the related items and reduce the accounts receivable.

The approver reviews the accounting entry and initiates Budget Check.

The Deposit Certificate is created for the deposit(s) and approved.

The journal entry posts to the General Ledger.



Online Accounts Receivable Process — Direct Journal
-~ Payment

CARDINAL

Not all payments are applied against existing accounts receivable. Direct Journals are entered for deposits that do not relate
to an accounts receivable item. The Funds Receipts process for online transactions for a Direct Journal is diagrammed
below.

Create Rewel.y Budget Ente.r .Depa git Post to
Create : Accounting Check Certificate #s Approve
: Accounting - . . General
Deposit Entries Entries and (manual or and Tie Them Deposit Ledaer
Mark Complete batch) to Deposits g

The processor creates the deposit record and the accounting entry in Cardinal.

The approver reviews the accounting entry and initiates Budget Check.

The Deposit Certificate is created and approved.

The journal entry posts to the General Ledger.



Online Accounts Recelvable Process — Direct Journal
-3 Payment (continued)

CARDINAL

Both the processor and the approver have access to mark the entries Complete / Save and both can perform manual
Budget Check.

Once the Direct Journal accounting entry is marked Complete and Saved:

* Itis automatically edit checked (ChartField values and combinations are verified).
* Itis placed in the queue for nightly Budget Check (Budget Check can also be initiated manually.)

Once a deposit has been successfully budget checked, you cannot modify the deposit or the accounting entry in the
Accounts Receivable module.

Generally the approver reviews, marks the entries Complete / Save, and initiates the budget check. If the processor marks
the entry Complete / Save, it may be budget checked before the approver has an opportunity to review.

See Job Aid SW AR326 Correcting Deposits and Accounting Entries for further information.
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Lesson 1. Checkpoint

—

CARDINAL

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

1. Which functional area receives journal entries from Accounts Receivable?
a) General Ledger
b) Accounts Payable
c) Expenses

2. A deposit in Cardinal can only include one payment.
a) True
b) False
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Lesson 1. Summary

CARDINAL

In this lesson, you learned:
» A depositis a collection of one or more payments.

« Entering item payments in Cardinal involves creating the deposit, creating an item payment worksheet, entering the
deposit certificate number and tying it to the deposit, and approving the deposit certificate.

» Entering Direct Journals in Cardinal is a multiple step process that includes creating the deposit, creating the
accounting entries and marking them as complete, budget checking, entering the deposit certificate number and tying it
to the deposit, and approving the deposit certificate.

« The Accounts Receivable funds receipts process integrates with the General Ledger module.
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Lesson 2: Entering a Payment

CARDINAL

This lesson covers the following topics:

« Entering an Item Payment

» Entering a Direct Journal Payment

13



Entering a Payment

CARDINAL

The receipt of payments initiates the creation of a deposit in Cardinal.

An Item Payment is a payment that corresponds to a receivable that has been entered in Cardinal.

A Direct Journal Payment is a payment that does not correspond to a receivable in Cardinal.

To enter a payment, navigate to the Regular Deposit page using the following path:

Main Menu > Accounts Receivable > Payments > Online Payments > Regular Deposit

14
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Entering a Payment (continued)

CARDINAL

To create a deposit:
* Click the Add a New Value tab.
* Your Deposit Unit defaults.

« The Deposit ID displays as NEXT and cannot be changed. Cardinal assigns the next sequential number to the
Deposit ID when it is saved.

* Click the Add button.

Favarites Main Menu > Accounts Receivable > Payments > Online Payments > Regular Deposit

Regular Deposit

[

Eind an Existing Value JEEGGE

Deposit Unit: 15100 |2

Deposit 1D |HE;~:T

Add

Find an Existing WValue | Add a Mew Value




Totals Tab

CARDINAL

The Regular Deposit page displays and defaults to the Totals tab. The information on this tab applies to (and is the same
for) every payment you include in the deposit.

To enter a deposit:

In the first section, the Accounting Date defaults to the current date but can be changed if necessary. This date
determines the accounting period in which the deposit posts to the General Ledger. The Accounting Date is not
necessarily the same as the deposit date. Cardinal validates the Accounting Date to make sure it falls within an open
period for the Business Unit and transaction type.

Select the Bank Code. Bank Code determines which Bank Account is available for selection.
Select the Bank Account. When the Bank Account is selected, the Deposit Type choices will populate.

Select the Deposit Type. Do not automatically accept the default value that populated when you selected Bank
Account.

In the Control Currency field select USD.
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Totals Tab (continued)

Favarites Main Menu > Accounts Recewable > Payments > Online Payments > Regular Deposit

Unit: 15100 Deposit ID: NEXT [ 5 gleiedd popsil ]
*Accounting Date: |h2-"'32-"2[”3 E‘J Control Currency: |USD ':%
*Bank Code: |ﬂ':”:' <, | B203 Format Currency: usD
~Bank Acconnt [TRo1 @, | 4505873272697129 Rate Type: [crRrRNT
*Deposit Type: |'I <, | ooooo Exchange Rate: I 1.00000000
Control Total Amount: | 11,730.00 *Count: |7‘I *Received: Im E1
Entered Total Amount: 0.00 Count: 1 *Entered: 12/02/2013 [3)
Difference Amount: 11, 720,00 Count: 0 Posted:
Posted Total Amount: 0.00 Count: 0 Assigned. |"u"F'H82?3? ':%
Journalled Total Amount: 0.00 Count: 0 | | user VPHE2737
[E save | =] Notify | [ Refresh |[Es Add | |F] Updateisplay |

Totals | Bayments
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CARDINAL

In the Control Totals section of the page, enter the Control Total Amount, i.e. the total amount of the deposit, and Count,

Totals Tab (continued)

l.e., the number of checks in the deposit.

In the Control Data section of the page, the Received date and the Entered date default to the current date. These can be

changed if necessary.

 The Received date is the date when either the bank received the payment (e.g., wire transfer, EFT) or when your

agency received the payment.
» The Entered date is the date the Deposit ID is created in Cardinal.

* The User field tracks the creator of the deposit. If another user modifies the deposit, his / her ID is captured in

the Assigned field.

Fa\rnvr'rtes Mainvl'v'lenu > Accounts Receivable > Payments > Online Payments > Regular Deposit

*Bank Code:
*Bank Account:
*Deposit Type:

| Control Totals

Control Total Amount:

1100 2, 5303
TRO1 @,  4595278272607129
1 2, 000001

11,730.00 *Count:

T 1

Format Currency:

Rate Type:
Exchange Rate:

W Control Data

ECE [ Payments
Unit: 15100 Deposit ID: MNEXT Delete Deposit
=Accounting Date: h12/02/2013 [ Control Currency: usD =S

IUSD
ICRRNT

| 100000000 [

Entered Total Amount:
Difference Amount:
Posted Total Amount:

Journalled Total Amount:

0.00 Count:
11, 730.00 Count:
0.00 Count:

0.00 Count:

5] save | [=] wMotify | [2 Refresh |

Totals | Payments

o o o =

*Received: |‘I 202120132 Eﬂ

*Entered: 12/02/2013 |[5)

Posted:

Assigned: [wPHB2737 [=%
User: VPHE2737

[Ey acd | [5] updatemisplay |
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CARDINAL

Totals Tab (continued)

Favg:_r'rtEE Main__Menu » Accounts Recemnable > Payments > Online Payments > Regular Depositc
Unit: 15100 Deposit 1D: MEXT | Beleieds enpsil
*pccounting Date: 20220135 Control Currency: lusD @,
*Bank Code: |'HU':' ©L 6303 Format Currency: UsD
*Bank Account: |TRD1 % 4595878272697 129 Rate Ty'p.e: ICRRNT
*Deposit Type: |‘1 2,  ooooo1 Exchange Rate: | 1.00000000 [
Control Totals Control Data
II Control Total Amount: | 11,730.00 *Count: | 1 *Received: 12/02/2012 |[5)
Entered Total Amount: 0.00 Count: 1 *Enterad: 12002/20132 [5)]
Difference Amount: 11,720.00 Count: 0 Posted:
Posted Total Amount: 0.00 Count: 0 Assigned: WRHESZT3IT
Journalled Total Amount: 0.00 Count: 0 User: VPHB2737
[5] save | =] motify | [£# Refresh | \Ek Add | |7 Update/Display
Totals | Payments
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Payments Tab —Item Payment

CARDINAL

Once you complete the Totals page, you can enter all the payments for the deposit. Payments are entered on the Payments
tab. Click the Payments tab.

The Payments tab contains specific information about each payment in the deposit. For an Item Payment:

* In the Payment Information section, enter the Payment ID and the Amount. The Payment ID is an identifier assigned
by the agency, such as the payee’s check number.

« Cardinal assigns the Payment Seq to track the order in which payments are entered in the deposit when there is more
than one payment.

* Make sure the Payment Predictor box is checked for Iltem Payments.
» Make sure the Journal Directly box is unchecked.
« The Payment Method will default to Check; use the drop-down to change to the appropriate Payment Method.

« Enter the Customer ID in the Customer Information section to help ensure payments are applied against the
appropriate receivable balances.

20



CARDINAL

Payments Tab —Iltem Payment (continued)

If you have more than one payment, click the + sign in the upper right corner of the Payment Information section and repeat

the same steps for each payment.

Favorites Main Menu > Accounts Recaeivable > Payments > Online Payments

Regular Deposit

Umit: 50100 Deposit ID: 58818

Date: 05/30/2014 Balance: Mot Balanced

Payment Information

cAKoo1 05/30/2014 |[5)

*Accounting Date:

Amount: 0.00 Currency:
Rate Type: CRRMT

l [¥] Payment Predictor I
Check - Attachments (O

Exchange Rate:

Payment Method:

Customer Information

Customer ID: 0000000004 @ I Business Unit:
Remit From: 0000000004 Remit SetlD:
Hame: BOWMAN COMNSULTING

Corporate: Q000000004

subcust: A subcustz:
micg : —

=D

1.00000000

Journal Directly I Range of References

Corporate SetlD:

View Audit Logs

Find | View All First Kl 4 of 4 B [ast

==

Find First K1 4 of 4 1 [ ast

50100 @,

50100

50100
I N

Link MICR

[+][=]

Detail References
Reference Information

Add Conversation

Customize | Find | Viswe All [ EL| First Ell4 or 1 K3/ ast

Qual Code Reference To Reference Event

1] , || a, |

]| [=]

[ Save] [El Nmify] [S Refresh]

= Update/isplay |

21



Payments Tab — Direct Journal

CARDINAL

The Payments tab contains specific information about each payment in the deposit. For a Direct Journal:

* In the Payment Information section, enter the Payment ID and the payment Amount; the Payment ID is an identifier
assigned by the agency, such as the payee’s check number.

» Cardinal assigns the Payment Seq to track the order in which payments are entered in the deposit when there is more
than one payment.

« Make sure the Payment Predictor box is unchecked.

« Make sure the Journal Directly box is checked for a Direct Journal. This ensures the deposit is picked up for
processing. It must be checked in order for the payment lines to be available to create accounting entries.

« The Payment Method will default to Check; use the drop-down to change to the appropriate Payment Method.

+ If you have more than one payment, click the + sign in the upper right corner of the Payment Information section and
repeat the same steps for each payment.
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Payments Tab —Direct Journal (continued)

Favarites gMainlﬂenu = Aaccounts Receivable = Payments =  Online Payments = Regular Deposit

Totals

Unit: 15100 Deposit 1ID: MNEXT Date: o1ro2r2o14 Balance: Mot Balanced

I First K1 101" B Last

=

Find | %i

*Accounting Date: o1inzrzoid |

Payviment Information
Payment Sedq: I1 *Payment ID:

| Amount; 11,730.00 Currency: Juso
Rate Type: ICHH MNT Exchange Rate: | |

- Payment Predictor F Journal Directhy - Range of References

Payment Method: I Check LI Attachrments (0

Customer Information

Customer ID: | |Qﬁ Business Unit: |Q,,

Remit From: Remit SetlD:

Name:

Corporate: Corporate SetlD:

SubCust1: | | SubCust2: |

MICR ID: | N Link MICR

Detail References

Reference Information - ize | Find | * oy 4 First 4] 10f1 | Last

Qual Code Reference To Reference Event

& (=]
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Agency to Agency (ATA) Transactions

CARDINAL

Agency to Agency (ATA) transactions are payments received for goods and/or services provided by one Commonwealth of
Virginia (COVA) agency to another.

The Paying Agency:
+ Creates a voucher to issue a payment to your agency.
* Is a Customer to your Agency.

Your Agency:
» Creates a Deposit and related accounting entries to record the payment from the paying agency.

* Is a Vendor to the paying agency.

The Agency to Agency (ATA) Transactions Information Sheet job aid located on the Cardinal website identifies each
agency Customer ID (Business Unit) and Vendor ID for ATA transactions.

24



» | Agency to Agency (ATA) Transactions (continued)

CARDINAL

The following fields must be selected on the Payments tab when entering an ATA payment.
* Make sure the Payment Predictor box is unchecked.
* Make sure the Journal Directly box is checked.

* Inthe Payment Information section, select Agency Transfer as the Payment Method, even if the payment was a
check, wire, etc.

« Select the paying agency in the Customer ID field. The Customer ID is the same as the paying agency Business Unit.
This field should only be entered for ATA payments.

It is critical that the Customer ID is accurate, as it is used for reporting and reconciliation purposes.

Favorites | Man Menu > Accounts Receivable > Payments > Onine Payments > Regular Depost
Unit: 15100 Deposit ID: NEXT Date: 06/19/2014 Balance: Mot Balanced
Payment Seq: “Payment ID: [CHKoOT ] - ing Date: [o6r9i2074 |5 =
Amount: Currency: [PE- =N B
Rate Type: Exchange Rate:
] [¥] Journal Directly Range of References
Payment Method: Agency Transfer  ~ | Attachments (0}
” “Find " Firs
Customer - 5400 . Business unit: [— =
Remit From: 19400 Remit SetiD: STATE
Name: Department of General Services
Corporate: 19400 Corporate SetlD: STATE
MICR ID: e, Link MICR
Detail References
Reference Information
rence To Reference
| =
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Agency to Agency (ATA) Transactions (continued)

Favc;r'rtes Mainvrt-'lenu >  Accounts Recenable » Payments : Online Payments > Regular Deposit

Unit: 15100 Deposit ID: MEXT Date: 06/19/2014 Balance: Mot Balanced
Payment Information Find | View &Il First El 1 of 1 I3/ ast
Payment Seq: *Payment ID: *Accounting Date: IE,] =l
Amount: [11,730.00 Currency: s @& B
Rate Type: Exchange Rate: | 1.00000000]
Payment Predictor Journal Directly Range of References
Payment Method: Agency Transfer - Attachments (0
Customer ID: [19400 [N Business Unit: I:IQ =
Remit From: 19400 Remit SetlD: STATE
Name: Department of General Services
Corporate: 19400 Corporate SetlD: STATE
SubCust1: | | SubCust2: I:I
MICR ID: | @, Link MICR
Detail References
Reference Information Custormize | Find | View Al | B | 2 First E1'q or 1 B Last
I{'.'.!manl Code IR“t.?ft.?rds:n{:ws.- IT-t:- Reference IE1.|l'4.=.lnt
1 =
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Saving Your Entries

The deposit is balanced when the total amount and
number of entered payments equal the Control
Amount and Count from the Regular Deposit totals
page.

When you Save the deposit, Cardinal assigns a
sequential Deposit ID number.

You can Save an unbalanced deposit, but it cannot be
processed further until it is balanced.

You can modify or delete the deposit before the
accounting entries have been marked Complete and
successfully budget checked.

Favorites : Main Menu » Accounts Receivable > Payments > Online Payments > Regular Deposit
~ H - - - -

0 Mew Windaw

Unit: 15100 Deposit ID: 172 Date:

09/30/2013 Balance: Balanced

Payment Seq: h— *Payment ID: CHKOO1 *Accounting Date: 09/30/2013 E‘J EI
Amount: 11,730.00 Currency: usD
Rate Type: ICRRNT Exchange Rate: 1.00000000

I” Payment Predictor ¥ Journal Directly I Range of References
Payment Method: IL:" Attachments (0} Wiew AuditLogs
Customer ID: @ Business Unit: @ =
Remit From: Remit SetlD:
Name:
Corporate: Corporate SetiD:
SubCust1: I SubCust2: I
MICR ID: &

Link MICR.

Detail References
Reference Information

Customize | Find | View a1 | B | 2

First K1 4.0 1 I ast

Qual Code Reference To Reference Event

3 ==

|E) save _| =1 Nutufy_\ | Refresh | | add | [E] Update/Display |

Totals | Payments
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Simulation: Entering a Payment

You are now about to view a simulation on entering a payment in Cardinal.

N

28


http://www.cardinalproject.virginia.gov/Training/Accounts_Receivable/UPK/Creating_Deposits/dhtml_kp.html?Guid=fb840bac-4b91-46c7-952f-b0adf2684d7e&Mode=T&Back

Hands-On Practice: Enter a Payment

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 enter an Item Payment

* How to enter a Direct Journal Payment

30



Lesson 3: Processing a Payment

CARDINAL

This lesson covers the following topics:

« Processing an Item Payment

» Processing a Direct Journal Payment

* Reviewing and correcting Budget Check errors

31



Processing a Payment

CARDINAL

Processing payments involves the processing and applying of payments received and recorded as part of the enter deposits
process.

The information included when entering a payment into Cardinal determines how a payment should be processed.
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Processing an Iltem Payment

—

CARDINAL

After information is entered on the Payments tab, a worksheet is created to apply the item payments.

Navigate to the Create Payment Worksheet using the following path:
Main Menu > Accounts Receivable > Payments > Apply Payments > Create Worksheet

Favgrites | Main Menu > .ﬁ-cv:ﬂuntsﬁecebfahle » P‘a‘rﬂ;lrenﬁ > -’-PF'WF’-?__‘F”EI'IE > Create Worksheet

Create Payment Worksheet

Entar any infarmation you have and cick Saarch. Laave fields olank for & st of all valuas.

g payment |
Maximum number of rows to return {up fo 3009 |3{.'IU |
Deposit Unit: = - 50100 a3,
Deposit I0: begins with = 65421 )
Fayment Sequence: = - |
Payment 10z begins with ~ | @,
Payment Status: m - -
User I0: pegins with =
Assigned Operator 10: Deging with - | 2
Payment Predictor Method: begins with « | Q@
Accounting Date: = - [

[[lcase Sensitive

Search Clear  |Basic Search IQ:‘: Save Search Crilera




Processing an Item

In the Reference Criteria section, enter the Item
Reference to select the item that is associated
with that payment. You can leave this section blank

if you want to pull all the open items for the
customer.

In the Worksheet Action section, select Build to
build the Payment Worksheet Application.

Payment (continued)

Faverres  Man Meru > mnugumw > Ph'ﬂ“ljﬁu ¥ prpwnﬁ > Create Workshaat

Payment Worksheet Selection

Deposit Unit: £0100 Payment ID: 1312 [Z] Payment Predictor
Depasit 10k EE421 Paymenl Amount: 20000 USO
Deposit Status: Fartially Applied Payment Status: Applied
Cusiomer Critera: ‘Customer Reference et | Wiew A8 First B4 1 of 4 D3 Lass
Custoaner D Business Uit = [=]
Hasme: TAYLOR, TYSOM, DEVOH
Remit Seil: s0100 Remit From I0: 0000141063
Corporate Setil; S0100 Corporate IX; BIO0141062
MICH 10 ] Link MECR

e et
Ref o Crilerias ﬂmﬂaﬁemm:n

Mang -

Cisteemize | Find | View A11E | 2E Fest K1 g o4 D an

Qual Cestls Reference Ta Referemncs Ewvernt

Resirict to —
[An custamers - ==
Match Ruba: )
[Exacamatcn B
Detail Releronce

| Rem Statug
Item Inciu Sion Options
@ Al nems ) Dedsction Hems Oaly ) MEms in Dispute Only
[ Exclude Deduction ltems [ Exchude Collection Hems [ Exclude Dispute Hems

& Al lermns ) Deduction Hems Caly 20 e in Dispute Only

"] Exciude Deduction ltems ] Exclude Collection Hems [} Exclude Dispute Hems

Bl Clrare—]| Created at: O4MPROE 112440 Hems: 1 J
Worksheel Selection Weorkshael Application fksh Articn

[i] Sawe | |2 Retumnito Search | 5] hotdy | |23 Refresn
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Processing an Item Payment (continued)

The Payment Worksheet Application page displays.

Review this page and make sure the item you are crediting has been selected.

Verify the Customer ID and the Item ID.

Click Save.

Favorites : Main Menu
- : -

»  ACCounts Eece'rvable > Payrrlents > Apply leyments » Create Worksheet

B Workanesi Acoieaion—]

[ Add with Detail

Deposit Unit: 50100 Deposit ID: 66421 Payment ID: 1312 Payment Sequence: 1
Payment Accounting Date: 04/07/2015 Payment Currency: usD
tem Action Row Selection
Entry Type: Pay An ltem - Reason: |:|Q Choice: Select Range of tems - Range: l:l (e ls]
Item Display Control Row Sorting
Display: All ltems - co | % Sort All By: lterm
Customize | Find | Views All | First K14 or 1 3 L ast
View Remit | Item - . | | - -
Detail :5 Sel Pay Amt ICur Item 1D Line II.I|1|‘l Customer IlType Reason Event Disc Disc Amt
) |1 200.00|USD CALCO04072 |50100 0000141068 I|F'Y | | | =
] Revenue Distribution Add Conversation ViewsUpdate Conversations  Letter of Credit ID:

Amount: 200.00 Remaining: 0.00 Unearned: 0.00
Selected: 200.00 Discount: 0.00 Earned: 0.00
Adjusted: 0.00 Write Off: 0.00

Warksheet Selection

Warksheet Action Attachments (0} View Audit Logs

Worksheet Application

Sawve | o Returnto Search | |£% Refresh

e—
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Processing an Iltem Payment (continued)

The Payment Worksheet Action page displays.

Here you can create and review the accounting entries.

After review, change the Posting Action to Batch Standard and select Save.

CARDINAL

Favarites Main Menu > Accounts Receiwable > Payments 3 Apply Payments > Create Worksheet

[Payment Worksheet Action

Deposit Unit: 50100 Deposit ID: 66421 Payment ID: 1312

Entered Date: 04/0712015 Status: Do Mot Post
Worksheet Action

Posting Action

Accounting Entry Action

[ Delete Worksheet | Action: Do Mot Post - OK [ Create/Review Entries

[ Delete Payment Group ]

Warksheet Selection Warksheet Application Warksheet Action

| 5&\!‘&] l@" Return to SEarch] [El Nutif_v]




Processing an ltem Payment - Partial Payment

OCC&SIOna”y, a partial payment Or an overpayment Favovr'rtes MainvMenu > AccounGBeceha::lble -> Payrnvenm > Apply leymenu > Create Worksheet
Payment Worksheet Application

IS rece|Ved and needS to be entered into Cardinal . Deposit Unit: 50100 Deposit ID: 121 Payment ID: 1 Payment Sequence: 1
Payment Accounting Date: 0711242011 Payment Currency: usD
Item Action Row Selection
Entry Type: Pay An ltem ~ | Reason: l:lqa Choice: Select Range of ltems - Range: l:l Go
The initial steps for entering a partial payment are e cosa Costrol ME— TR T

Display: All ltems - Go ] % Sort All By: Itern - Go ]
=

Customize | Find | View a1 | &[5

the same as those for entering a regular payment.

First K115 of 45 Kl st

[ Detail2 [ Detail3 | Detail4 | Detail5 [ Detaild |
‘Dr;:a“irl g::ﬂl Sel Pay Amt Cur Item ID E;r: Unit Customer Type Reason Event Disc Disc Amt
B | [ 1,000.00] |UsSD |[o004 |o, [ J@, |[soto0 |@, | [oooooooc@, || e & & =l
You must change the payment amou_nt to t.he = e o0 o Ao o o i o —
actual amount of the payment. Cardinal will B | [ toooosjuso [oez & [ @ [sotoo | | [oovosoce [ [ [ iEE
. . . =
automatically create another line for the difference. m_ [__toootojuso foos AL 1A oo & | poooooncd, [ [[L_Ja |14 L] ==
= |5 [ 1,000.00] |USD |[oo7 [ ]2 |[sotoo |2, | [oooooood@, || @ = = ] =
B s [ 1,500.00] |usD [[oo8 |@ | J@, |[otoo |@, |[ooooooocd, [ @ [ @ | = ] =l
= |7 [ 2,000.00] \USD (009 J@ [ J@ |[so1o0 @, | [oooooood@, || o A =& ] =
B s [ 150.00] [USD |[o10 || Je, |[oroo J@, |[ooooooodd, [ @ [ A [ & ] =l
Revenue Distribution Add Conversation View/Update Conversations Letter of CreditID:
Amount: 1,000.00 Remaining: 1,000.00 Unearned: 0.00
Selected: 0.00 Discount: 0.00 Earned: 0.00
Adjusted: 0.00 Write Off: 000
Waorksheet Selection Worksheet Application Waorksheet Action Aftachments (0 View Audit Logs
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Processing an ltem Payment — On-Account Payment

On-Account Payment is used when a customer overpayment is received or if a customer payment is received for an item
that does not exist in Cardinal.

You will need to create an On-Account (OA) line Type to store the funds on the payment worksheet.

Select the appropriate entry Reason for the transaction. This will create the accounting entry.

Favgrites Main Menu > Accountsﬁecemble > Paynlents > Apply P:-l_yments > Create Worksheet

Payment Worksheet Application

Deposit Unit: 50100 Deposit ID: 121 Payment ID: 1 Payment Sequence: 1
Payment Accounting Date: 07/M12/2011 Payment Currency: UsD
Hem Action Row Selection
Entry Type: Pay An item ~| Reason: [ |& || cnoice: Select Range of ltems -] Range: [ ][ ©o
Item Display Control Row Sorting

Display: All ltems - co | %W Sort All By: item - Go |

Customize | Find | View Al | BV | 2E First Kl 428 or 45 D ast

::.::l :::ﬂl P Pay Amt Cur Htemn 1D ﬂi’: Unit Customer I Type Reascml Event Disc | Disc Amt
B 1 | 1,000.00] (UsD |[ooo4 |2, [ e, |[sotoo |, |[oooooood@, || [y | 2 [ = ] =1
EE 2 | 1,000.00] [UsD |[oo4 e ||, |[so1oo0 @, |[ocoooood@, || @y | e = ] =1
= 3 | 1,000.00] [UsD |[ooz e[ ey |[so1oo0 @, |[ocoooood@, || @y | e = [ |Ed|=D
B 4 | 1,000.00] (UsD |[o04 S| |@y |[so1o0 |9, |[ocoooood@, || [, | @ = [ =
2, 5 | 1,000.00] (usD |[o07 @, @ |[so1o0 @, |[oooooood@, || [, | e [ = [ |l=
2, & | 1,500.00] (UsD |[o08 @[ |9 |[sotoo |9, |[oooooooc@, || [, | e [ = ] =]
2, 7 | 2,000.00) |USD |[009 @, |, |[fotoo |, |[oooooooc@, || [, | @ [ = ] =]
= 8 | 150.00] |UsD ([o10 |2, [ e, |[fotoo |, |[oooooood@, || [, | 2 [ = ] =1
[ Add with Detail ]Revenue Distribution Add Conversation ViewsUpdate Conversations Letter of Credit ID:
Amount: 1,000.00 Remaining: 1,000.00 Unearned: 0.00
Selected: 0.00 Discount: 0.00 Earned: 0.00
Adjusted: 0.00 Write Off: 0.00

Worksheet Selection Warksheet Application Worksheet Action Attachments (0) View Audit Logs




Processing an ltem Payment — On-Account Payment
(continued)

Favorites Main Menu > Accounts Eecei\rable > Payrrlents > Apply Pg:,fments > Create Worksheet

Payment Worksheet Application

Deposit Unit: 50100 Deposit 1D: 121 Payment ID: 1 Payment Sequence: 1
Payment Accounting Date: 07122011 Payment Currency: UusD

tem Action Row Selection

Entry Type: Pay An ltem v Reason: | |9 || Choice: Select Range of ltems ~| Ramge: | | [Go]
Item Display Control Row Sorting

Display: All ttems v [=Go—| W Sort All By: ltemn e —]

ftem List Customize | Find | View Al | BV 3 Firet K148 or 45 I { ast

et B Detail2 [ Detail3 [ Detail4 | Detail5 | Details |

:;'::i’l ':::“ sel Pay Amt ‘Cur temn ID E::': \unit Customer |Type Reason  |Event Disc | Disc Amt
B |1 | 1,00000| |USD ([o004 /@, [ |2, [so100 |@, | [oooooooc@, || @ [ e [ e [ =]
B |2 | 1,000.00] (USD |[007 @, [ |2 (50100 |@, |[ooo0000CSY, | [l I = N I = § [ ] =]
B |2 | 100000 UsD (002 @, [ @, |[so100 |@, | [ooooDOOCQ, | [\ N I = N = ¥ ] =
B |4 | 1,000.00 \UsD |o04 @, [ ], |[so1o0 |@, | [ooooDoOC@, | L= N I = N = Y ] =]
B |s | 1,000.00| UsD (007 @, [ |, |[so100 |@, | [ooDODOOC, | L= N I = N I = N ] =]
R |6 | 1,500.00] |USD |[oo8 @, [ ], |[so100 |, | [0000000C, | L= N I = N I = ] =]
B |7 | 2.000.00) USD [o09 @, [ ], |[so100 |@, | [0000000CQ, | L= N = N I = ] =]
B |s | 150,00 (USD [010 @, [ ], |[so1o0 |@, | [0o00000CS, | [\ I = N =N [ =]

[ Add with Detail ]F{evenue Distribution Add Conversation View/Update Conversations Letter of Credit ID:

Amount: 1,000.00 Remaining: 1,000.00 Unearned: 0.00

Selected: 0.00 Discount: 0.00 Earned: 0.00

Adjusted: 0.00 Write Off: 0.00

Warksheet Selection Worksheet Application Waorksheet Action Attachments (0 Wiew Audit Logs




Processing a Direct Journal Payment

CARDINAL

When there is no accounts receivable item related to a payment, the accounting entries are created manually through direct
journals.

Once the direct journal payment information has been completed on the Cardinal deposit, the corresponding accounting
entries are created. These entries then post to the General Ledger.

To create accounting entries for direct journal payments, go to the Create Accounting Entries page.
You can navigate to the Create Accounting Entries page using the following path:

Main Menu > Accounts Receivable > Payments > Direct Journal Payments > Create Accounting Entries
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»| Processing a Direct Journal Payment (continued)

CARDINAL

The Deposit Unit defaults to your Business Unit.

Enter your Deposit ID and click the Search button.

Favq_rr'rtes MainvMenu » Accounts Receiwvable > Payments » Direct Journal Payments > Create Accounting Entries

Create Accounting Entries

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

=13

nd Xsting Value

Maximum number of rows to return (up to 200); |200

Deposit Unit: = = [15100 L,
Deposit 1D: | begins with =] |[172 L,
Payment Sequence: |: ;I |
Payment |D: |begin5 with;”
User ID: |begin5 with;”

Assigned Operator ID:l begins with ;I |

I case Sensitive

I Search | Clear |Basic Search [Ef Save Search Criteria




Processing a Direct Journal Payment (continued)

CARDINAL

On the Accounting Entries tab, the information you entered when you created the Deposit (Unit, Deposit ID, Payment, and
Seq) automatically populates, along with the Amount for the Deposit ID.

On the ChartFields tab under the Distribution Lines section of the page, enter your distribution. If your agency uses
SpeedTypes, you can enter one here to automatically populate some of the ChartFields in the accounting distribution.

Enter Line Amount as a credit (-) to record either an increase in revenues or a decrease in expenses, for example. The line
amount(s) must balance, i.e. they must offset the payment (deposit) amount.

You can record agency specific information (such as license numbers, agency invoice numbers, etc.) in the Ref Field on the
Journal Reference Information tab. Do not enter sensitive data, such as social security numbers, in this field.

When you have entered the distribution and amounts, click the lightning bolt icon to create the system generated cash and
interunit lines for the accounting entry.

Cardinal verifies that your total credits on the journal lines offset the payment amount before creating the cash and interunit
lines.
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Processing a Direct Journal Payment (continued)

CARDINAL

Favc;r'rtes Mainvru'lenu » Accounts Receivable » Payments > Direct Journal Payments > Create Accounting Entries

) @ e
ounting Entrie Deposit Contral |
Unit: 15100 Deposit D: 172 Payment: CHKDOOA Seq: 1
Amount: 11,730.00 USD Z| H
I Complete Entry Event: A

Budget Status:

DiEtnbution !GL Unit !Line Amount !Curren::y !Ac::uu nt !Asset IFund iIfnapartm ent iF[PL-'. Agencyli=e iTasIc PC
Sequence | | | | | | | | 7 | |
1| 1/15100 | -11,730.00 USD 4009060 | 01000 91100 | | | |
zi 201iTF{EAS | 11,T3n.nniusn |1n1u1n | inmtm 191100 | | | |
I

4 Total Debits: 2346000 Currency: USD Total Credits: 2346000 Currency: USD Het

[ E&Ue] [@ FteturntnE-e.arc:h] [El Mutiﬁ.r] [3 Refresh

Accounting Entries | Deposit Control




Processing a Direct Journal Payment (continued)

After the cash lines are generated, check the Complete checkbox and click the Save button.

Upon Save, Cardinal verifies the ChartField values and combinations are valid-

FQVOJKQS Ma'n_l}lenu > ACCOU“GBQ(MD‘Q > Pavrgents > Drect Jounrlal Payments > Create Accounting Entries

EINY
“Accounting Entries Deposit Control |
Unit: 15100 Deposit ID: 172 Payment: CHK001 Seq: 1
[ Amount: 11,730.00 USD 3 7]

(i corenyponn

Entry Event: | QQ

Customize | Find | View A¥ | 83 75 Frst Kl 12014 O 'Last

Budget | Journal Reference hformation |
et

Accounting Entries | Deposit Control

‘ A aon GL Unit Line Amount  Currency Account Asset Fund Department FIPS  AgencyUse2 Task  PCH
Sequence ! : ! ! ! | ! : ! ==}
1 1 15100 -11,730.00 USD 4009060 01000 ‘91100
2 201 TREAS 11.730.00 USD 101010 01000 ;91100
Rl | | il |
Total
Lines: 4 Total Debits: 2346000 Currency: USD Total Credits: 23.460.00 Currency: USD Net: 000 |

[Sh Return to Search | (=] Notity | |22 Retresh |
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Processing a Direct Journal Payment (continued)

To correct accounting entries while on this page, deselect the Complete checkbox and then click Save. Next, click the
Delete icon (next to the lightning bolt icon) to remove the system generated cash and interunit lines. The system generated

lines must always be deleted prior to modifying the user entered line of the accounting entry. The ChartField line(s) that you
entered and need to modify are then available for edit.

Fa\.rovrites Mainl'-ﬂenu >  Accounts Receivable > Payments >  Direct Journal Payments > Create Accounting Entries

) @NewWindDW I:E:'Helr:- CustnmizeF’age http
Sl =aiiEr [ Deposit Control
Linit: 15100 Deposit 1D: 172 Paymment: CHED01 Seq: 1
Amount: 11,730.00 USD %?
| T compiete |

Emntry Event: :(}{’,

Budget Status

customize | Find | view =i | B [ EZEN st B3 or 4 B oot
Currenc:':.-' Detailz ][ Budget [ Journal Reference Information \I == ¥
Distribution - Line
5_equence GL Unit Armount Currency Account Asset Fund Department FIPS Agency Use 2 Task PC Bus
1 1115100 -11,?30.DDIUSD 4009060 a1000 91100
2 201 | TREAS 11,730,000 UsD 101010 o1oao 91100

Lines: 0 Total Debits:

23, 460.00 Currency: UsD Total Credits:

E[@" Return ta Searc:h] [El Mliotity ] [F"‘ Refresh ]

Accounting Entries | Deposit Control

232,460.00 Currency: LISD Net: 0.0
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» | Processing a Direct Journal Payment (continued)

CARDINAL

After you create a direct journal deposit, mark it Complete and click Save, it is ready for budget check. Budget check occurs
during the nightly batch processing but can also be done manually online.

Remember, once the journal has been successfully budget checked, you cannot modify the deposit or the
accounting entry.

To manually run budget check, click the Budget Check icon on the Create / Modify Accounting Entries page. This icon is
only available if the direct journal deposit is saved as Complete.

Favgrtes  Main Menu > Accounts Recenable > Payments > Direct Journal Payments > Modify Accounting Entries

P oE
Unit: 15100 Deposit ID: 17z Payment: CHKIO1 Seq: 1
Amount: 11.730.00 USD =
[# Complete Entry Event: [ =N

Budget Status:
| Distribution Lines

P00 | Currency Detais Budget Journal Reference information
Distribution - = |
GL Unit Lin& Amount Currency Account Aszet Fund Departmeant FIPS Agency Use 2 Tazk PC i
Sequence |
1 15100 =11 730,00 USD 4009060 100D 91100
2 201 TREAS 11.720.00 UsSD 101010 Q1000 91100
L= | 2
| Total 1
_ Lings: 4 Total Debits: 23,450.00 Currency: usD  Total Credits: 23,450.00 Currency: uUsD MHet 000

[} Sawe | [Sh Returnto Search | [=] Motily | |22 Refresh |
Accounting Entries | Dapasit Contral
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Reviewing and Correcting Budget Check Errors

CARDINAL

During the budget check process, Cardinal validates that a control budget exists.

All accounting entry lines must pass a check against the established commitment control budget. An error will be received if
the accounting distribution includes an expenditure account and does not have a corresponding commitment control budget.

Once budget check errors are corrected online, the budget check process can be run manually to validate that the errors
were successfully corrected. Otherwise, the budget check process will run again during the nightly batch.
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Reviewing and Correcting Budget Check Errors
-3 (continued)

CARDINAL

The Budget Status for the entire payment is displayed on the header of the direct journal accounting entry and on the
Budget tab for each distribution line.

The budget checking status values include:
« Error: The entry failed to pass budget checking. The transaction must be corrected before it will post to Commitment
Control Ledgers and the General Ledger.

« Valid: The entry passed budget checking and the process updated the Commitment Control Ledger.
« Warning: The budget check process issued a warning but still updated the Commitment Control Ledger.

You can research the Budget Check Error and Warning message using two different tabs:

» Directly Journalled Payments tab
« Misc Payment Exceptions tab
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Reviewing and Correcting Budget Check Errors
-3 (continued)

CARDINAL

To view the error using the Directly Journalled Payments tab, navigate using the following path:
Main Menu > Accounts Receivable > Payments > Direct Journal Payments > Modify Accounting Entries

Enter the Deposit ID and click the Search button.

Faw:u_rites Main'Menu > hccountsjeceivable > Payrgents > DirectJourl'ElIPayments »  Modify Accounting Entries

Meodify Accounting Entries

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

Maximum number of rows to return (up to 200): (300 |

Deposit Unit: = - [15100 QL
Deposit ID: begins with ~ |[226 @,
Payment Sequence: = - | |
Payment ID: begins with - | |
User ID: begins with - | |

|

Assigned Operator ID: begins with - |
[ case Sensitive

Search | Clear ]EIasic:Searc:h & Save Search Criteria




Reviewing and Correcting Budget Check Errors
(continued)

The Directly Journalled Payments page displays. Click the Budget Check Options icon to view the error.

Main Menu > Accounts Recenable > Payments > Direct Journal Payments > Modify Accounting Entries

Favorites
| Deposit Control \|
Unit: 15100 Deposit [D: 226 Payment: 13578 1
Amount: 200.00 Currency: ush
Base: 200.00 Currency: ush
Complete Budget Status: Error

Accounting Line Display
@ Standard © supplemental (Entry Event) © Both [

Display

Customize | Find | B | 3 First El 124 of 4 I ast

Distnbution Lines

[ Currency Details \| |'} Budget \| |'f Journal Reference Information \| [=TH
I Distribution | | I Foreign |
Type o GL Unit Debit Amount Credit Amount Line Amount ICu Y Account Fund Program
'% 1115100 -200.00 UED 5011160 01000 103060
'% 201 TREAS 20000 /UsSD 101010 01000 103060




Reviewing and Correcting Budget Check Errors
-3 (continued)

CARDINAL

To view the error on the Miscellaneous Payment Exceptions tab, navigate using the following path:
Main Menu > Commitment Control > Review Budget Check Exceptions > Revenues > Direct Journal

On the Direct Journal search page enter the Deposit ID with the error and click Search to view the exception.

Favorites | Main Menu > Commitment Control > Rewiew Budget Check Exceptions > Rewenues > Direct Journal

Direct Journal

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

[ Find an Existing Value |

Maximum number of rows to return (up to 300 |3EJIIJ

Commitment Control Tran 1D: begins with - |

Commitment Control Tran Date: = - | [l
Deposit Unit: begins with - [15100 &,
Deposit D: begins with - |[226 Q, I
Payment Sequence: = -

Process Instance: =

= -

Process Status: =

= - -

[ Search l[ Clear :|ElasicSearch @ Save Search Criteria




Reviewing and Correcting Budget Check Errors
(continued)

Favarites Main Menu > Commitment Control >  Review Budget Check Exceptions > Rewenues > Direct Journal

=F s snfio Line Exceptions h|
Ceposit Unit: 15100 Deposit ID: 295 5 Payment Sequence: 1
*Exception Type: Errar - [l override Transaction i ﬂﬁ L"_lizl
[ More Budgets Exist

Maximum Rows:

| Advanced Budqet Criteria

[ Search
Budgets with Exceptions Customize | Find | View Al | BV | 25 First Kl 4.2 or 2 K Last
Budget Owverride [ Budget Chartfield= x| [F=T
Details Business Unit Ledger Group Exception More Detail {g:;;:f Transfer
1 & 15100 CC_ALLOT Mo Budget Exists Maore Detail ] GoTo . A&
2 @L 15100 CC_APPROP Mo Budget Exists More Detail ] GoTo .. &

5] save | [ Returnto Search | [t5] PreviousinList | [J5] textintist | [ Notify |

Misc. Payment Exceptions | Line Exceptions
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Reviewing and Correcting Budget Check Errors
-3 (continued)

CARDINAL

To correct a budget check error, you may need to do one of the following:

» Correct the direct journal distribution lines that caused a budget error, if the distribution is incorrect.

« Have the budget modified if the ChartField distribution is correct.
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-3 (continued)

CARDINAL

To correct the ChartField distribution on the direct journal
accounting entry, navigate to the Modify Accounting
Entries page using the following path:

Main Menu > Accounts Receivable > Payments > Direct
Journal Payments > Modify Accounting Entries

» Uncheck the Complete box.

* Click the Save button.

Reviewing and Correcting Budget Check Errors

Favarites © Main Menu >
- v

Accounts Receivable >

Payments >

Direct Joumgl Payments > |Modiﬁ/ Accounting Entries I

| Accounting Entries \l
Unit: 50100 Deposit ID: 57150 Payment: USER CHECK#1234 Seq: 1
Amount: 100.00 USD Z B
I” Complete Entry Event: Q
Budget Status:
 Distribution Lines
ChartFields \ Currency Details Budget Journal Reference Information
gi:;[::rl:;tn GL Unit Line Amount Currency  Account Asset Fund Department  FIPS Agency Use 2 Task PC Bu:
1 150100 -100.00 USD 4009060 01000 10008
2 201 TREAS 100.00/USD 101010 01000 10008
4 | il
[ Total |
Lines: 4 Total Debits: 200,00 Currency:  USD Total Credits: 200.00 Currency:  USD Net: 0.00
[.:;E] Save EQ" Returnto Search | =] Notify % Refresh
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Reviewing and Correcting Budget Check Errors
(continued)

CARDINAL

Favorites | Main Menu =  Accounts Receivable = Payments = Direct Journal Payments = IMDdiﬁ.f Accounting Entries
2 H s - - -

Accounting Entries

Unit: 0100 Deposit 1D: 71480 Payment: LUSER CHECK®#1234 Seq: 1

Amount: 100.00 USD 2 H

I complete Entry Event: I =

Budget Status:

Distribution Lines Customize | Find | * . L2 Fiest Bl g2 04 I Lot

ChartField=s & currency Details 0 Bucloget [ Journal Reference Information \l
Distributi '
S:eq:enclr:n GL Unit Line Amount Currency Account Asset Fund Department FIPS Agency Use ? Task PC Bu
1 150100 —1DD.DD:UBD 4009060 1000 10002
2 201 | TREAS 1I:IIZI.EIIIIILJBD 101010 o10a0 10008

Lines: 4 Total Debits: 200.00 Currency: S0 Total Credits: 200.00 Currency: JSD Het: 0.00

Savel [@“ Feturn to Searc:h] [EI Motity ] [S Fefresh
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-3 (continued)

CARDINAL

Next, navigate to the Create Accounting Entries page using
the following path:

Main Menu > Accounts Receivable > Payments > Direct
Journal Payments > Create Accounting Entries

» Click the Delete icon to delete the system generated lines.

» Enter your changes to the user defined distribution line.

» Click the Lightning Bolt icon to rebuild your accounting
entries.

» Select the Complete checkbox, then the Save button.

» The edit check process will run again.

The nightly batch process will re-budget check the journal, or
you can re-budget check online by clicking the Budget Check
icon.

Reviewing and Correcting Budget Check Errors

Favqites MainvMenu y Accounts Receivable > Payments > Direct Joumal Payments >|CreateAccounlingEntnes|

ALCaUNtNG entries

Unit: 40100 Deposit ID: 571140 Payment: USER CHECK#1234 Seq: 1
Amount: 100.00 USD
I™ Complete Entry Event: Q,
Budget Status:
 Distrliution Liies: onize | Fnd | View 1 BV | 2 st g op 1 ot
TGN Cunency Detals | Budget | JoumalReference iomation | (70
gishibutiun *GL Unit Speed Type  Line Amount  Currency  *Account Asset Fund Department  FIPS Agency Ust
equence
1 1 [50100 2, | SpeedTye 0000 USD 4008060 9, Q, (oo @, hooos @ [ @
1 ] ¥
 Total
Lines: 1 Total Debits: 0.00 Currency:  USD Total Credts: 100.00 Currency:  USD Net: -100.00
| Save | (" RetuntoSearch = Motity | %) Refresh
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Reviewing and Correcting Budget Check Errors
(continued)

Favorites  Main Menu > Accounts Receivable > Payments > Direct Joumal Payments > [Create Accounting Entries

Accounting Entries

Unit: 50100 Deposit ID: 57150 Payment: USER CHECK#1234 Seq: 1

‘ Amount: 100.00 USD % Il &

I~ Complete Entry Event; | Q

Budget Status:

Distribution Lines customize | Find | View &1 | B | 2 Frat Kl qorq I Lagt

@i | Currency Details | Budget | Journal Reference Information
gi::ﬁ:lﬂrn *GL Unit Speed Type  Line Amount Currency *Account Asset Fund Department FIPS AgencyUs1
1 150100 Q, | speedType :\| -100.00 USD 4000060 @, | Q, |otooo @ |1ocos @ | @ |
- | |
Lines: 1 Total Debits: 0.00 Currency:  USD Total Credits: 100.00 Currency:  USD Net: -100.00 \

| oh RetuntoSearch | =] Notity | &% Refresh
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Simulation: Processing a Direct Journal Payment

You are now about to view a simulation on Processing a Direct Journal Payment.

\

. CARDINAL .
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http://www.cardinalproject.virginia.gov/Training/Accounts_Receivable/UPK/Creating_Deposits/dhtml_kp.html?Guid=fb840bac-4b91-46c7-952f-b0adf2684d7e&Mode=T&Back

Lesson 3: Summary

CARDINAL

In this lesson, you learned how to:

* Process an Item Payment

* Process a Direct Journal Payment

* Review and correct Budget Check errors

59



Lesson 4: Finalizing a Deposit

CARDINAL

This lesson covers the following topics:

» Creating and Approving a Deposit Certificate

» Reviewing General Ledger Journal Information
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Creating and Approving a Deposit Certificate

CARDINAL

Completed deposits are batched together under a Deposit Certificate before the entries are sent to the General Ledger.

The Deposit Certificate is created on the Approve Deposits page. This page allows you to batch one or more deposits
under a Deposit Certificate ticket for transmission to the General Ledger.

The Deposit Certificate information is entered directly into Cardinal and the associated Deposit IDs are selected.

For interfaced transactions, the Deposit Certificate is approved automatically unless manual intervention is required and the
Deposit Certificate is modified online.
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| Creating and Approving a Deposit Certificate (continued)

CARDINAL

You can navigate to the Approve Deposits page using the following path:
Main Menu > Accounts Receivable > Payments > Apply Payments > Approve Deposit

Click the Add a New Value tab. Enter your Deposit Unit and Deposit Control Ticket Number (also referred to as the
Deposit Certificate Number).

Then click the Add button to open the Approve Deposits page.

Fa*.-'qrr'rtes Mainiﬂenu » Accounts Receiwable > Payments > Apply Payments » Approve Deposit

Approve Deposits

Find an Existing Yalue

Deposit Unit: |151|:u:| 2

Deposit control Ticket Number: |DC1 20213

Add

Find an Existing Value | Add a Mew Value
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—

CARDINAL

The Deposit Unit and Deposit control Ticket Number default
from values entered on the Add a New Value tab.

Enter the total sum of all deposits in the Control Total
Amount field.

Enter the total number of deposits for the Deposit Certificate in
the Control Count field.

Enter the date that funds were deposited in the bank in the
Bank Deposit Date field and select the individual Deposit IDs
in the deposit detail section.

Creating and Approving a Deposit Certificate (continued)

Favq_rltes MalnvMenu > Accountsgecenvable > Payrrlents > Apply Pavyments > Approve Deposit

Approve Deposits

I"Deposi!Unit: 15100 Q*I
Deposit control Ticket Number: DC120213

Control Total Amount: \ 11,730.000 IControICount: ‘ 1 |

Bank Deposit Date: [09/20/2013 (3§ I™ Do Not Send to CARS
WS Posted By: WS Posted Date:
Approved By: Approved Date:
; Customize | Find | View Al B | # Frot KT 4014 O Lost
DepositID Deposit Amount Status View Detail Status
172 & 11730.000 Completed @ (#|[=]
SetWS to Post Approve
(5] save | |[=] Notify [ % Add | 7] UpdatelDisplay
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—

CARDINAL

Cardinal requires that all deposits have a valid ChartField
combination, pass Budget Check, and that their control
amounts and counts match the related details before the
Deposit Control Ticket can be approved.

A Status of Completed on the Approve Deposits page
indicates the individual deposit has a valid edit and budget
status and is ready for approval.

If the Status is Error, you can click the View Detail Status
icon to determine whether the deposit has edit errors and/or
Budget Check errors.

Creating and Approving a Deposit Certificate (continued)

FavorRes  Man Menu > A«ountsgccc.vabhe > Payments > App.\ypiyrnen:s > Approve Depost

Approve Deposits

“Deposit Unit: hs100 @,

Deposit control Ticket Number:  DC120213

Control Total Amount: 11.720.000 Control Count: | 1
Bank Deposit Date: 0973072013 0y I™ Do Not Send to CARS
WS Posted By: WS Posted Date:
Approved By: Approved Date:
[ Customize | Fing | View A8 30 | 8
Deposit 10 Deposit Amount Sjatus View Detail Status
1172 Q 11720.000 Cpmpleted .2} +| =]
SetWStoP Approve
() Save =] Notty L+ AS3 1| UpdateDsplay
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Creating and Approving a Deposit Certificate (continued)

—

CARDINAL

The View Detail Status link opens the Deposit Detail Status page and indicates if the deposit is ready for approval. A
deposit must be Complete, Valid, and Journalled in order to be approved.

The Deposit ID and Bank Code values display so you can ensure that all the deposits in the Deposit Certificate have the
same bank account.

Favorites Main Menu > Accounts Receivable > Payments > Apply Payments > Approve Deposit

Deposit Detail Status

Deposit ID: 172
Bank Code: 1100

STy 4 ey b ey

Leposit Dela e p———
| > I'Ii_ll_z' L USTOMIZEe mik =
. Budget
e Y LU E T S10 Check Payment Status
Sequence Amount Status
Status
1 1 11, 720000 | Complete Walid Journalled
Feturn
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Creating and Approving a Deposit Certificate (continued)

—

CARDINAL

Once the deposit is complete, click Approve to finalize. The Approved By and Approved Date fields on the page will
automatically populate with your User ID and the current date.

| Aoprove "

.
et b dtons o

Approve Deposits
*Deposit Unet ' 1

Deoosit COntrol Ticket Murnder DC15100
Coatrod Total Amount l ! Controd Count l
Bank Deposnit Date | ' T Do Not Send to CARS

VWS Posted By WS Posted Date:
[Wom By- UMK I 7555 Approved Date: 1 ]
o o T | S [ o PO7 2
L = L 1 Epg§ Ve At PR e KT tor e 13 L]
Deponn 1D O ponit Armoant Statun View Deotad Status
1172 11730 000 Approved
Save Noady . A2 LetateTasa)y
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Reviewing General Ledger Journal Information

Once you approve the deposit, it is processed further during nightly batch processing.

The nightly batch process posts the approved Direct Journal Deposit to the General Ledger.

GL then updates the direct journal accounting entry in the Accounts Receivable module with the GL Journal ID and Journal

Date which are shown on the ChartField tab.

Favorites :
- -

Directly Journalled Payments [ ser i

Main Menu > Accountsfece'wable > Payrgents > DirectJourn_aI Payments : Modify Accounting Entries

Unit: 15100 Deposit 1D: 159 Payment: Seq: 1
Amount: 252.00 Currency: usoD
Base: 25200 Currency: usoD

¥ Ccomplete Budget Status: Valid

Accounting Line Display

' Standard i~ Supplemental (Entry Event) " Both Display

Distnibution Lines

Customize | Find | B | 2

2 First Bl 4g ora B st

Lines: 4 Total Debits: F04.00 Currency: UsD Total Credits:

(ki8] Currency Details | Budget |[ Journal Reference Information |
uICe: Category Subcategory | Affiliate Fund Affiliate Srain Status Stat  [Journal ID Journal Date
wvpe Name
User Complete ARDDD23292 08/01/2013
Cash Mot ARDOD23293 08/01/2013
as Edited
TREAS 01000 InterlUnit Complete ARDDDZ23292 08/01/2013
15100 01000 Internit Mot ARO00D23293 08/01/2013

F04.00 Currency: UsSD HNet: 0.00

[[F) save | [E* Returnto Search | [t5] PreviousinList | 5] Mextin List | [ Notify |

Directly Journalled Payments | Deposit Control
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Reviewing General Ledger Journal Information (continued)

Favorites Main Menu > Accounts Receiable > Payments > Direct Journal Payments > Modify Accounting Entries

e
(=T (LT EN R EeE=ln el | Deposit Control |

Umit: 18100 Deposit 1D: 1549 Payment: 1 Seq: 1
Amount: 352.0p  Currency: UsD

Base: aszppg currency: usD

I Complete Budget Status: valid

Accounting Line Display

% Standard " Supplemental (Entry Event) " Both [ Display |

s e Customize | Fi Uy = First Kl 14 or4 I ot
| ChartFields f Currency Details \||/ Budget \||/ Journal Reference Information \| =¥

(e Category Subcategory  Affiliate Fund Affiliate oL Status  Stat  [Journal ID Journal Date
ype Hame
User Complete ARDOD23292 08/01/2013
Cash Mot ARODD23293 08/01/2013
Edited
TREAS 01000 InterUnit  |Complete ARDOD23292 08/01/2013
15100 01000 Interlnit Nﬂ_t AROODZ23293 08/012013
Edited
£l [+]

Lines: 4 Total Debits: T04.00 Currency: UsD Total Credits: T04.00 Currency: UsSD HNet: 0.00

|F) save | [t Returnto Search | [t5] PreviousinList | 4] NextinList | [=] Notify |

Directly Journalled Fayments | Deposit Control
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Reviewing General Ledger Journal Information (continued)

The Accounting Date and Deposit ID are written to the Line Descr field on the Currency Details tab.

Favc;r'rtes I'l-'lainvMenu > Accounts Receivable > Payments =

—
(Bl =Te (LN ENEEEEV = | Deposit Control 7

Direct Journal Payments > Modify Accounting Entries

Unit: 15100 Deposit ID: 159 Payment: 1 Seq: 1
Amount: 35200 Currency: usnD

Base: 352 o currency: usoD

¥ Complete Budget Status: Walid

Accounting Line Display

i+ standard " Supplemental (Entry Event) " Both Display |
Distribution Lines f

Customize | Find | El
" ChartFields

First Kl 14 or4 I | ast

Currency Details 1 Budget

Y . &
|| Journal Reference Information

Line Descr

2013-08-01159

2013-08-01159

2013-08-01159

2013-08-01159

Lines: 4 Total Debits: T04.00 Currency: UsD Total Credits:

F04.00 Currency: UsSD Het 0.00

save | [Gh Returnto Search | [t5] Previousin List | (45 MextinList| [=] notify |

Directly Journalled Payments | Deposit Contral
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Simulation: Finalizing a Deposit

You are now about to view a simulation on Finalizing a Deposit in Cardinal.

N
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http://www.cardinalproject.virginia.gov/Training/Accounts_Receivable/UPK/Creating_Deposits/dhtml_kp.html?Guid=b7440805-6e76-4afa-9cd1-9b11b1f9e7ca&Mode=T&Back

Hands-On Practice: Finalizing a Deposit

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 4: Summary

CARDINAL

In this lesson, you learned how to:

» Create and Approve a Deposit Certificate

* Review General Ledger Journal Information
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Lesson 5: Deposits Reports and Queries

This lesson covers the following topics:

* Reports

* Queries
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Reports

—

CARDINAL

Two frequently used reports are:

» Deposit Summary

 Payment Summary
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Deposit Summary

CARDINAL

This report lists detailed information for deposits. It displays the data found on the Deposit Control page.
You can navigate to this report using the following path:

Main Menu > Accounts Receivable > Payments > Reports > Deposit Control by Entry Date

PecpleSoft Receivables
DEPOEIT EUMMARY Page Ho. 1

Report ID: AR20001
Run Date 12/03/2013

Entry Date Unit Depoait ID Oper hean Oper Type Bank Acct Bal Post Statue

07/03/2013 15100 157 VEFHH2T3T VPH32737 1 1105 SCAN Yea Complete

Total For 15100

Total For 07/03/2013

Control Amount

4%.00

4900

Entered Amcunt

Poated Amcunt

Business Unit: 15100% For 01-JUL-2013 through 03-DEC-2013

Report Currency: Base hmount Run Time 0B:58:39
COperator: ALL VALUES

Depoait Type: ALL VALUES

Bank Account: ALL VALUES

Post Status: Complete

Journalled Amb
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Payment Summary

CARDINAL

This report lists the status for all payments within a deposit. It displays the data from the Payments tab of the deposit.
You can navigate to this report using the following path:

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

PecpleSoft Receiwvables
Report ID: AR20003 PAYMENT SUMMARY Page Ho. 1
Depoait BU: 15100% For 01-JUL-2013 through 03-DEC-2013 Run Date 12/03/2013
Report Currency: Baae Amounkt Fun Time 09:26:46
Depoait ID: ALL VALUES
OFRID: ALL VALUES
Post Status: Al
Entry Dt Dep BO Depoeit ID OPRID Ihzsn OPRID Post EBtatuas Seq Acctg Dt Payment ID Bymt Status Entered BAmount
07/02/2013 15100 157 VEHB2T3T7 VPHAZ2737 Complete 1 07/02/2013 1 Journalled 49.00 Os5D
TOTAL FOR 157 49.00 Os5D
TOTAL FOR 15100 45.00 Os5D
TOTAL FOR 07/03/2013 49.00 Os5D
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Other Accounts Receivable Reports

CARDINAL

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

« AR20002P Pointin Time - Payment Detail: List detailed information for all payments within a deposit.
Navigate using the following path:
Main Menu > Accounts Receivable > Payments > Reports > Payment Detail - Point in Time

« AR20003P Pointin Time — Payment Summary: List the status for all payments within a deposit.
Navigate using the following path:
Main Menu > Account Receivables > Payments > Reports > Payment Summary - Point in Time

« AR50001P Point In Time — Accounting Entries: Create a report for accounting entries for all the payments.
Navigate using the following path:
Main Menu > Account Receivables > Payments > Reports > Acctg Entries — Point In Time

* AR50002P Point In Time Accounting Entries Summary: Create a report for Accounting Entries for all the payments, in
summary form.
Navigate using the following path:
Main Menu > Account Receivables > Payments > Reports > Acctg Entries — Point In Time

« VARRO731: Fund Receipt Upload Error Report: Lists detail about upload file and transaction level deposit transactions in
error.
Navigate using the following path:

Main Menu > Accounts Receivable > Payments > Reports > Funds Receipt Upload Error Report
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Queries

—

CARDINAL

Six frequently used queries include:

Deposits Not Posted to GL
Deposits Not Approved
Deposits Not Sent to CARS
Posted Deposit Extract
Cash Receipts Deposit

ATA Receiving Agency Query
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Deposits Not Posted To GL

—

CARDINAL

This query shows a listing of all direct journal deposits that were not posted to the General Ledger. It can be used to monitor
Deposit Certificates to ensure all deposits were posted to the General Ledger. The query requires user inputs for Business Unit
and Date Range. Bank Code is an optional user input field.

You can navigate to this report using the following path:

Main Menu > Reporting Tools > Query > Query Viewer >V_AR_DEP_NOT_POSTED TO_GL

V_AR_DEP_NOT_POSTED_TO_GL - Deposits Not Posted to GL

15400 @,

Bank Code (% for all values}): |% Q

Deposit BU:

From Date: 07012013 IE,]
To Date: Im E
View Results |
Download results in . Excel SpreadSheet CSV Text File XML File (1 kb)
Wiewe All First E 1-50f5 m Last
Bank Depqsit Deposit Deposit Accounting Payment Payment GL Distrib Jn_:nu rnal User ID Deposit Control Ticket
Cd Unit ] Type Date LSequence Amount Etatus Directly Humber
1{1100 15100 168 1 09/28/2013 1 400.000 (M ¥ PPS_LOMGFELLOW TESSA CARS_151
2(1100 15100 168 1 09/28/2013 2 A00.000 (M Y PPS_LOMGFELLOW TESSA CARS_151
3(1100 15100 169 1 09/28/2013 1 300.000 (M Y FPS LOMGFELLOW TESSA CARSI51T
4(1100 15100 169 1 09/23/2013 2 300.000|M ¥ PPS_LOMGFELLOW TESSA CARS151T
5(1100 15100 172 1 09/30:2013 1 11730000 N Y 'PPS_LOMGFELLOW TESSA DC15100
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Deposits Not Approved

—

CARDINAL

This query shows Deposit IDs and Deposit Certificates that have not been approved. The query requires user inputs for
Business Unit, Accounting Date From, and Accounting Date To.

You can navigate to this report using the following path:

Main Menu > Reporting Tools > Query > Query Viewer >V_AR_DEPOSITS NOT_APPROVED

V_AR_DEPOSITS_NOT_APPROVED - Deposits Mot Approved

Business Unit {% for All): [15100 | @,
Accounting Date From: lm IEJ
Accounting Date To: IM )
TR |

Download resulfs in . Excel SpreadSheet CSVTextFile XMLFile (1 kb)

Wigw All First E 1-30f3 m Last

Business Unit Deposit Ticket Humber Deposit ID Deposit Amount Deposit Count Date Entered Accounting Date
1 |15100 167 100.000 1|09/30/2013 2013-09-30
2 |15100 170 500.000 1|09/20/2013 2013-09-20
3 |15100 171 11730.000 1|11M18/2013 2013-09-18
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Cash Receipts Deposit

—

CARDINAL

This query displays cash receipt deposits where the Created By User ID and Approved By User ID are the same. This is for

audit purposes, since the same user should not both create and approve deposits. The query requires user inputs for
Deposit Business Unit, Date Approved From, and Date Approved To.

You can navigate to this report using the following path:

Main Menu > Reporting Tools > Query Viewer >V_AR_CASH_RECEIPTS DEPOSITS

V_AR_CASH_RECEIPTS_DEPOSITS - Cash Receipts Deposits

Deposit Business Unit: |5IZ|1 o A,
Date Approved From: |mm3mu1 y I E
Date Approved To:  [0150372014 5]

View RHesulls

Download results in . Excel SpreadSheet CSVTedFile xMLFite (1 kD)

Wiewr Al First [{] 1-1.011 [§] Last
Deposit BU | DepositID | DC Ticket Humber | Posted By | Posted Date Approved By Approved Date Created By
150100 53394 [550135‘69 JOHM.DOE 12472012 JOHM.DOE
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CARDINAL

Posted Deposit Extract Query

This query displays deposits that have successfully posted to the General Ledger. The query requires user inputs for
Deposit Business Unit, Posted Date From, and Posted To Date.

You can navigate to this report using the following path:

Main Menu > Reporting Tools > Query Viewer >V_AR_POSTED_ DEPOSITS

V_AR_POSTED_DEPOSITS - Posted Deposit Extract Query

Posted To Date:

[ View Results |

Download results in

Deposit Business Unit: |1 5100 |G

Fosted From Date:

[05/01/2013 |[5
[053112013 |[5Y

Excel SpreadSheet

CSV TextFile XML File {4 kb)

Wiew All
Deposit | Deposit )| Deposit|Deposit) Deposit | CARS |Approver's|Deposit|Accounting | Deposit | Deposit |Deposit |Bank | F2YMeNt |5 vm
Business| Ticket | Ticket | Ticket Approved Date Indicator| OperlD 1D Date Amount | Count Type |Code Sequence 1D
Unit |Mumber|Amount| Count | 7PP p yp Humber
1[15100 135 223 500 1 05/28/2013 |Y 135 05/28/2012 (223 500 1[4 1200 1[4
2[15100 135 223 500 1 05/28/2013 ¥ 135 05/28/2012 [223 500 1[4 1200 1[4
315100 138 160.000 1 [osi312013 (051312013 ¥ RIC36556 |138 05/31/2013 [160 000 1[4 1104 1[4
415100 1238 160.000 1 (05312012 (0513102013 ¥ RIC36556 |138 05/31/2013 [160.000 1|4 1104 1k
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ATA Receiving Agency Query

CARDINAL

This query displays ATA Deposits that have successfully posted to the General Ledger. The query requires user inputs for
Deposit Business Unit, Customer ID, Accounting Date From, and Accounting Date To.

You can navigate to this report using the following path:

Main Menu > Reporting Tools > Query Viewer > V_AR_ATA_ RECEIVING_AGENCY

V_AR_ATA_RECEIVING_AGENCY - ATA Receiving Agency Query

Deposit BU {(* to run for all}: (% C}‘Q

Customer ID {% to run for all): |%% C%

Accounting Date From: 01/01/2014 EtJ

Accounting Date To: 06M9/2014 5

View Results |
Download results in . Excel SpreadSheet CS¥ TextFile XMLFile {1 kb)
View Al First [4] 1-3 of 3 [§] Last
Deposit | Customer Payment| Payment Cost Agency [Agenc L DC Ticket Line JRNL Approve
Unit p Cust Name ¥ ¥ Acctg Date | Account |Dept| Fund |Program FIPS a Y| A0 ¥ Asset|Task |Bus [Project LN pp
1D ] 1D Sequence Center Use 2 | Use1 Unit Num Amount REF Date

Department

1|50500(19 15200 of the ATAT 1|05/06/2014 |5012120|925 [02505 602001 02AR038B|335.780 05/06/2014
Treasury
Tidewater

2|50500|32 29500 Community  |[ATA1 1105/07/2014 |5012120|925 02505602001 02AR030B8|500.000 05M2/2014
College
INDIGENT

3|50500(18 84300 DEFEMNSE ATAT 1105/02/2014 |5012120|925 [02505 602001 02AR037B|850.000 05/05/2014
COMMISSION




Other Accounts Receivable Queries

CARDINAL

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

« V_ATA RECEIVING_AGENCY: ATA payment information

* V_AR _CASH_RECEIPTS DEPOSITS: Information on who created and approved deposit

* V_AR DC_NOT_SENT_TO_CARS: DC ticket number information for deposits not sent to CARS
« V_AR_DEPOSITS NOT_APPROVED: Deposit information for deposits not approved

« V_AR _DEPOSIT_BY_ACCTG_ENTRY: Accounting information for deposit

« V_AR _DEPOSIT_BY_DOLLAR_AMOUNT: Deposit information for a given dollar amount

« V_AR_DEPOSIT_TO_GL: Deposit and journal information sent to GL

* V_AR _DEP_NOT _POSTED_TO_GL: Information on deposits not posted to GL

« V_AR_POSTED_DEPOSITS: Deposit information posted

To navigate to queries, use the following path:
Main Menu > Reporting Tools > Query > Query Viewer
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Lesson 6: Summary

CARDINAL

In this lesson, you learned how to:

» Navigate to the key reports and queries
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Course Summary

CARDINAL

In this course, you learned how to:

» Understand key Accounts Receivable funds receipts concepts

« Understand how Accounts Receivable funds receipts integrates with the General Ledger module in Cardinal

« Enter, process and finalize an Item Payment in Cardinal

« Enter, process and finalize a Direct Journal Payment in Cardinal

» Create a Deposit in Cardinal

» Navigate to key reports and queries

86



Course Evaluation

CARDINAL

Congratulations! You successfully completed the 501 AR326: Accounts Receivable — Funds Receipts course. Please use the
evaluation link to assess this course.

THE END
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Appendix

CARDINAL

« Key Terms

* Flowchart Key

88



Key Terms

CARDINAL

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

Agency to Agency (ATA) Transactions — Includes payments by one agency to another for goods or services, pass through
federal funds, cash transfers (state grants), transfer of appropriations, transfer of cash collected on behalf of another agency,
etc. In Cardinal, ATA transactions are handled in one of three different ways depending on the type of transaction. Transfer of

funds are handled in the General Ledger. Inter-agency payments are handled in Accounts Payable. Inter-agency deposits are
handled in Accounts Receivable

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

Business Unit - An operational subset of an organization. In Cardinal, each state agency is a Business Unit.
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Key Terms

CARDINAL

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

Commitment Control - Tool that enables the tracking or controlling of expenses against budgets and revenues against
estimates.

Customer ID - The number that identifies the COVA agency submitting the payment.

Deposit Certificate Number - A unique number from the deposit slip provided by the bank. Keyed into Cardinal to uniquely
identify the deposit when entering a funds receipt transaction.

Deposit Control - Tool that establishes the control totals and amounts for each deposit.

Deposit ID - The unique key reference for deposits in Cardinal. This number is associated with one deposit and can be used as
a lookup to view details of a deposit, including control totals and status.

Deposit Type - Value that is used to categorize different types of deposits in the system (e.g., cash, checks, wire, etc). In
Cardinal, the deposit type defaults from the bank configuration.
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Key Terms

CARDINAL

Deposit Unit - Element that defines the agency to which a deposit will be credited.
Direct Journals - Entry used to enter payments in the Accounts Receivable module.

Direct Journal Payments - Payments that do not correspond to receivables established in Cardinal. Cardinal refers to these
payments as directly journalled entry payments and treats them as miscellaneous cash receipts.

Electronic Payment - Payments from EDI transmissions and EFT payment files that are routed to the treasury.

Funds Receipt - The process that allows the Commonwealth of Virginia (COVA) agencies to record funds received through
deposit creation and the recording of cash, revenue, and other funds receipts (e.g. petty cash) by creating journal entries for
payments that will be sent to the General Ledger.

General Ledger - The functional area that contains all the accounts (e.g. Budget, Actuals, Modified Accrual, Full Accrual and
Cash) used to track accounting transactions. The General Ledger serves as the basis for the preparation of financial
statements.
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Key Terms (continued)

CARDINAL

ltem Payment — Payment that corresponds to a receivable established in Cardinal.

Payment Status - Code that identifies a payment’s status as it is processed. A direct journal has a payment status of
“‘unidentified” when entered, but the status changes to “Directly Journalled” when the accounting entries are created and marked
complete.

Payments - In the Accounts Receivable module, this term refers to funds received by the agency.

Posting - Process that creates the accounting entries for vouchers, cash advances, expense reports and payments. When an
entry is free of errors, it can be posted.

SpeedType - A predetermined chart of accounts value string which populates or partially populates the accounting distribution
line when entered on a transaction.
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CARDINAL

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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