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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 tasks that support General Ledger processing 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 Security
Handbook for a list of available roles and descriptions.



Introduction

—

CARDINAL

In the Cardinal Overview course, you learned that the
General Ledger is the functional area that establishes the
financial accounts used to:

* Accumulate the results of transaction processing
* Create budgets
* Generate financial statements

» Provide source financial data for reporting
purposes.
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Course Objectives

CARDINAL

After completing this course, you will be able to:

Define key General Ledger maintenance terms
Describe key General Ledger maintenance concepts
Describe the overall General Ledger maintenance process and the roles involved in it

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

Add or update Chart of Account values, and their associated attributes

Create and update SpeedTypes and SpeedCharts

Understand tree structures

Understand combination edits

Understand budget structures

Define allocations and allocation groups

Amend the Journal Entry Template

Describe the key General Ledger maintenance reports, queries, and online inquiries



Course Topics

—

CARDINAL

Today, we will cover the following lessons:

Lesson 1: General Ledger Maintenance Overview

* Lesson 2: ChartField Maintenance

* Lesson 3: General Ledger Setup

* Lesson 4: General Ledger Maintenance Reports, Queries, and Online Inquiries

* Lesson 5: General Ledger Maintenance Hands-On Practice



Lesson 1: General Ledger Maintenance
Overview

CARDINAL

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

* Key Concepts

» General Ledger Process

* Integration and Interfaces



CARDINAL

—

Key Concepts

Some key concepts in General Ledger Maintenance
include:

The Chart of Accounts (COA) structure and values,
maintained in General Ledger, aid in recording and
reporting of accounting information.

For centrally owned COA fields, each agency works
closely with the Department of Accounts (DOA) and
the Department of Planning and Budget (DBP) to
ensure values are in alignment with the enterprise
application.
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Key Concepts (continued)

—

CARDINAL

Other key concepts in General Ledger maintenance include:
* In Cardinal, maintaining tree structures is required for both Cardinal Financials and Cardinal Human Capital
Management (HCM) applications. Cardinal’s Time and Attendance Functional Area is located in the HCM application.

* In Cardinal, SpeedTypes are maintained in the General Ledger module and SpeedCharts are maintained in the

Accounts Payable module.

» Various types of reports use reporting trees to roll up values to desired data levels. Trees are validated when COA
values are created or modified, using tree audit functionality. The tree audit process compares the value table with
the associated tree and identifies missing values. The COA maintenance resource has this tool available when

reviewing trees.



General Ledger Process

—

CARDINAL

Two of the two main processes in General Ledger are:
e Cardinal Setup and ChartFields
» Perform Allocation

The Cardinal Setup and ChartFields process and the Perform Allocation process establish some of the key data used to
support General Ledger processing in Cardinal.



Cardinal Setup and ChartFields

—

CARDINAL

During the Cardinal Setup and ChartFields process, fields that store the Chart of Accounts (COA) and provide Cardinal with
the basic structure for transactional and budget data are added, updated and maintained.
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Perform Allocation

—

CARDINAL

During the Allocation process, journal transactions, ledger balances or statistical quantities within a business unit or across
business units are distributed so the appropriate entities (i.e., departments, divisions, cost centers) recognize a reasonable

share of the amounts (i.e., overhead).
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CARDINAL

Integration with Commitment Control

Each Cardinal module feeds financial data to General
Ledger. Various modules use Commitment Control, which
resides in General Ledger, for budget check.

When a document passes budget check, it is marked with
a Valid status and processing continues. If there are
errors, further processing is suspended until the error is
corrected.
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Integration with Accounts Payable and

3 Expenses

CARDINAL

Gen

eral Ledger maintenance integrates with Accounts

Payable in many different ways, including the following:

Accounts Payable and Expense transactions are
edit checked using General Ledger combination
edits and budget checked against Commitment
Control.

The Accounts Payable and Expenses modules
create accounting entries that are journal generated
to General Ledger for posting to the appropriate
ledgers.

Payroll
Project Accounting
v I
Absence Time and * Project Customer | | Billn
Management Labor y  Costing Contracts ¢
v
Human Lyl
Resources (3eneral Accounts | |
Expenses _P Ledger Receivable
Timeand Attendance i
Accounts
Receivable
| | Accounts | ||
Payable
Accounts Payable
Procurement Strategic L
Bt Sourcing i eProcurement —{ Purchasing
Procurement

13




Integration with Purchasing

—

CARDINAL

General Ledger maintenance integrates with Purchasing
in many different ways, including the following: -
L ayro
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Integration with Accounts Receivable and Billing

CARDINAL

General Ledger maintenance integrates with Accounts
Receivable in many different ways, including the following:

Accounts Receivable and Billing transactions are
edit checked using General Ledger combination
edits and budget checked against Commitment
Control.

The Accounts Receivable and Billing modules
create accounting entries that are journal generated
to General Ledger for posting to the appropriate
ledgers.
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Integration with Project Costing & Customer

-3 Contracts

CARDINAL

General Ledger maintenance integrates with Project
Costing and Customer Contracts in many different ways,
including the following:

Project split transactions are edit checked using
General Ledger combination edits and budget
checked against Commitment Control. Customer
Contract transactions are edit checked using
General Ledger combination edits and budget
checked against Commitment Control. Project
Costing revenue billing is edit and budget checked
in General Ledger. Project Costing and Customer
Contract transactions are journal generated and
sent to General Ledger for posting to the
appropriate ledgers.

Project budget journal entries and General Ledger
project adjusting entries are sent to Project Costing
and Customer Contracts.
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CARDINAL

Integration with Time & Attendance

General Ledger maintenance integrates with Time &
Attendance in many different ways, including the
following:

« Time & Attendance transactions are edit checked
using General Ledger combination edits and budget
combinations.

* Time & Attendance transactions are journal
generated and sent to General Ledger for posting
to the appropriate ledgers after being budget
checked.

Payroll
Project Accounting
' v |
Absence Time and " Project Customer Billn
Management Labor »  Costing Contracts g
A
'
Human N
Resources A General Accounts | |
| B [ Ledger Receivable
Time and Attendance ;
Accounts
Receivable
| | Accounts | ||
Payable
Accounts Payable
Procurement Strategic L
Contracts Sourcing 4 eProcurement —* Purchasing
Procurement

17




Interfaces with TMOC, OPDBS, Utility, Pontis,

% and ABDS

CARDINAL

General Ledger maintenance also interfaces daily with
several external systems:

» Operational Planning Division - Transportation
Maintenance and Operations Committee (TMOC)
database: Cardinal sends COA values to the
Operational Planning Division database called
TMOC.

» Operational Planning Division Budgeting System
(OPDBS): Cardinal sends COA values to OPDBS.

» Utility: Cardinal sends COA values to Utility.

» Pontis: Cardinal receives structure values from
Pontis, an FHWA (Federal Highway Administration)
software application used to manage highway
bridges and other structures.

* Annual Budget Development System (ABDS):
Creates a budget at the beginning of each
budgeting cycle. This budget is extracted and
loaded into Cardinal as budget journals. Cardinal
sends ABDS financial data, budget data, and COA
values.
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Lesson 1. Summary

In this lesson, you learned:

» For centrally owned COA fields, each agency works closely with the Department of Accounts (DOA) and the
Department of Planning and Budget (DBP) to ensure values are in alignment with future enterprise application.

* In Cardinal, both the Financials and Human Capital Management (HCM) applications have tree structures that require
maintenance. HCM houses the Time and Attendance functional area.

* In Cardinal, SpeedTypes are maintained in the General Ledger module and SpeedCharts are maintained in the
Accounts Payable module.

» Two of the main processes in General Ledger are Cardinal Setup and ChartFields and Perform Allocation.

» Each Cardinal module feeds financial data that becomes journals to General Ledger. Various modules use
Commitment Control, which resides in General Ledger, for budget check.

* When a document passes budget check, it is marked with a Valid status and processing continues. If there are
errors, further processing is suspended until errors are corrected.
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Lesson 2: ChartField Maintenance

—

CARDINAL

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

Maintaining Chart of Account Values and Attributes

Maintaining SpeedTypes and SpeedCharts

Maintaining Tree Structures

Defining Combination Edits
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Maintaining Chart of Account Values and

-5 Attributes

CARDINAL

In this lesson, we will discuss each step in the Cardinal

Setup and ChartFields process.

This topic focuses on maintaining COA values.
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g, ChartFields

ChartField values can be defined either as specific values or as a range of values using trees. ChartFields are added and
maintained by SetIDs, and associated with a Business Unit.

The default ChartFields in Cardinal are shown below:

> Deesign CbartFields = Comjgure » Standard Configuration

Favarites Main Menu > Set Up FinanciglsfSuppry Chain > Common geﬁn'rtions
Standard ChartField Configuration
Status Order Field Long Hame Field Short Name

= HEDTE 1 Account Account Relabel
ChartField : :

[ |Active 2 Fund Fund Relabel
ChartField E—
Active

M | charrieid [2 [Program Program
Active

=1 ChartField 4 Department Department Relabel
Active

=1 ChartField 5 Cost Center Cost Center Relabel

B |Aeive 6 Task Task Relabel
ChartField
Active

® |charriela | |[FIPs FIPS

=1 Active 8 Asset Asset Relabel
ChartField : :

Active

=1 ChartField |9 |Agency Use 1 Agency Use 1
Active

=1 ChartField 10 Agency Use 2 Agency Use 2 Relabel

B |Aeive 11 PC Business Unit PC Bus Unit Relabel
ChartField —_—
Active . :

=1 ChartField 12 Project Project Relabel

Display
Length

ECT—

<t
Customize | Find | B | =

Affiliate Type

First BN 424 of 21 L3 Last

Intralnit Related ChartField

|y

m
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ChartField Maintenance

—

CARDINAL

ChartField maintenance allows correct reporting and budgetary control on all transactions within the financial system.
Maintenance includes the updating of chart of account values and attributes, budget structures, reporting trees,
SpeedTypes, SpeedCharts and editing combinations.

Each ChartField has its own attributes for maximum efficiency and flexibility in recording, reporting, and analyzing its
intended category of data.
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ChartField History

The Effective Date and Status fields maintain a complete history of ChartField changes and additions to provide a

complete audit trail.

The effective date is not available for the Project ChartField. It is automatically assigned a default value of 01/01/1901.

g8 CARDINAL

Favarites |
s i

Main Menu > Set Up Financ'@s}SuppW Chain >

" Map to Alternate Account |

Common Definitions >
-

|  worklist |
ChartField Values

(23 Help

Add to Favorites

Design thartFieIds = Deﬁnev‘u’alues >

B customize Pad

& Mew wWindow

SetlD: STATE Account:

107001

*Effective Date: [p1/01/1904

iewe All First BB 4 of 4 L3 | ast

-+ :
Attributes Long Description =

*Description: |Cash Mot With Treasurer
*Short Description: Cash Mt Tr
Statistical Account UOM: |—|
Monetary Account Type: | Asset s |
Balance Sheet Indicator:
AT Account Flag: [Mon-vaT Related ~|

[ Reconcile on Base Amount
@,
@,

[ openitem Account

Edit Record: |

Prompt Table: |

—

Reconcile Tolerance:

[ General Ledger Account [ Performance Measurement Acct

|[El save | [Et Returnto Search | [=] Motify |

Account | Map to Alternate Account
=

Performance Measurament

[ control Account [0 commitment Control Override

[ Budgetary Only

Book Code:
Allow Book Code Override

1]

Physical Nature:
WAT Default

Edit Field: |

—
N

Description of Openltem:

Reconcile Currency:

] aBm Account

|[Es add | [H vpdai=Dispiay | & include History | [[Z# Correct History |

1l I
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Updating a ChartField Value

When you receive a request to update a ChartField value,

: ) CARDINAL
fOHOW the StepS be|0W. ’- Home \ Worklist | Add to Favorites
] Navigate to: Main Menu > Set Up FavgrfcengainvMenu » Setlp Financﬁvls!Suppry Chain » Commonv[)eﬁntions » Design CbartFieIds 5 Deﬁne'Va\ues 3 ChartField Values
Financials/Supply Chain > Common Definitions @hewlindow ey & Customize Page
> Design ChartFields > Define Values > hhlakad

ChartField Values.
SetD: STATE  Account 101001

»  Click on the type of ChartField value you would like
to update. R :
_ o T T ,|H e v . =
« Inthe Find an Existing Value tab, enter your et = T
SetID and search criteria. *Description |Eas:::tTNnhTreasurer [ control Account - [] Commitment Control Override
. *Short Description; N [ Budgetary Oni
« Click the Search button. - o [] e oy
* Click on the ChartField value you are updating. VowydccontTpe, 5 ‘ v ook Code: [ ]

» Click onthe Add a new row (+) button to add a T Alow Book Code Overide
new effective dated row for this value. Enter a new S— N AT Reated V] Prysical Nt
effeCtive date fOI‘ thiS row. DDpenItemAccount [ Reconcile on Base Amount VAT Detal
« Update the ChartField attributes as necessary. S W EtF: [ A
« Select the appropriate Active or Inactive status prompt T  a r——
from the Status menu. ReconcleToerace: | Reconcile Currency: [ a
* Click the Save button. Performance leasurement
[ General Ledger Account [ Performance Measurement Acct [ ABM Account
S Fﬁ Reum o Searh E Nty | | BipisteDigy ﬁ Inc\udeHistury: B CurredHistury:

Account| Man fo Alternate Account |
¢

25



m Updating a ChartField Value (continued)

CARDINAL

4 CARDINAL

Home | Workist | Add to Favorites
Favarites Main Menu > SetUp Financials/Supply Chain > Common Definitions > Design ChartFields > Define Values » ChartField Values

@New‘.“.findow l:E";'H:alp CustomizeF'age

/ Map to Alternate Account N

SetlD:  STATE Account: 101001

i Find | View All First KI 4 of 1 I3 | ast
*Effective Date: 10111901 B | <status: | Active b Long Description =
*Description: |Cash Not With Treasurer [Icontrol Account ] Commitment Control Override
*Short Description: lm [ Budgetary Only
Statistical Account vom: | |
Monetary Account Type: | Asset v| Book Code: [ ]
Balance Sheet Indicator: Allow Book Code Override
*WAT Account Flag: | Mon-VAT Related b | Physical Nature:
[] openitem Account  [] Reconcile on Base Amount VAT Default
Edit Record: | @, Edit Field: | @,
Prompt Table: | @, Description of Openltem:
Reconcile Tolerance: Reconcile Currency: I_Qas
Performance Measurement
[General Ledger Account  [] Performance Measurement Acct [ ABM Account
II Save | [oh Returnto Search [ Notify | [k Add | |5 Upsai=Depiy | [ L) nciude History | (77 Correct History |

Account | Map to Alternate Account ]
£ i}

26



g, Adding a ChartField Value

When you receive a request to add a ChartField value,

: ) CARDINAL
follow the steps below. '_ fome | Worst | Add o Faores
. Navigate to: Main Menu > Set Up Favgrtes © Man Menu > Set Up Fiancal/Supply Chan 5 Cormon Defintions > Design Crartfields > Defing Values » ChartFelt Values
Financials/Supply Chain > Common Eewwindow (Drelp [ Oustomize Page
Definitions > Design ChartFields > Define (S0 s ioptense oo

Values > ChartField Values.
SefiD: STATE  Account 101001

* Click on the type of ChartField value you are

adding. B

. *Effective Date: DUOHE0T B | sqpapyse |Acive Attibutes Long Description [

» Click on the Add a New Value tap' Enter your *Description: Cash Not Wih Treasrer [contral Account ] Commitment Control Override

SetlD and ChartField value and click the Add

*Short Description: Cash Mt T [ Budgetary Only
button.
Statistical Account Lo D

» Enter the necessary data, such as description,
short description, etc.

Monetary Account Type: ‘ Aaet \ | Book Code: EI

' Allow Book Code Override
. . Balance Sheet Indicator.
* Add the ChartField attributes as necessary. S— oA et 3 Prysical e
* Ifthisis a budgetary only value, select the [ openttem Account ] Reconcite on Base Amount T Deful
Budgetary Only chegkbox. If you ;elect this — ! Edit ikt q
checkbox, the value will not be available for — T DesciponofOpettem:
recording actual transactional entries. Plea§e oncte s | Rcmcecmeey |4
note that budgetary only functionality is available
for all fully configurable ChartFields, with the .
. . [l eneral Ledger Account [ Performance Measurement Acct  []ABM Account
exception of Project.
» Select the appropriate Active or Inactive status : _ : :
from the StatUS menu Save‘ @‘Rﬂurnto&earch‘ E Nutifyl .[Lm‘ ‘ .::a:e:-:-:a_‘ _Q Inc\MeHstoryl [_h) CorrectHisturyl

. C|iCk the Save button. i\ccoumlMamoAnemateAccoum |
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Creating a ChartField Attribute and Attaching to
a ChartField

Generic ChartField attributes are optional features that support such things as reporting and payment processing. The
ChartField Attribute page is used to create ChartField attributes.

After you attach an attribute value to a ChartField value, it cannot be deleted using the ChartField Attribute page. However,
using the ChartField value attribute secondary page, you can delete any attribute and attribute value.

Attributes share the effective dating of the ChartField values to which they are attached. The Project ChartField does not
have effective dating. Project ChartField attributes are automatically assigned a default effective date of 01/01/1900.
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Step 1 - Creating Generic ChartField Attributes

—

CARDINAL

To create a generic ChartField attribute, use the following steps:

» Navigate to the ChartField Attributes page: Main Menu > Set Up Financial/Supply Chain > Common Definitions
> Design ChartFields > Configure > Attributes > ChartField Attributes.

* Click the Add a New Value tab. Enter your SetID in the SetlD field (this will be STATE for all statewide values).
Enter any applicable ChartField in Field Name for which attribute functionality is available (such as ACCOUNT,
DEPTID, etc.). The ChartField Attribute field is a user-defined field in which you name the attribute. Enter
information in this field as appropriate. When all information on the page is entered, click the Add button.

In this example, we are adding District as an attribute to the DEPTID ChartField value.

Fa\.fnvr'rtes Mainlﬂenu > Set Up Financiavls,"Supph,r Chain > Cnmmungeﬁnitinns > Design Clv'lartFieIds > Cnnﬁgure > Attributes
L!.ZIHE'.-‘.:' Window (Z)Help =] hitp

Chartfield Attributes
Find an Existing Value

SetiD: 50100 @,
Field Name: DEPTID @,
ChartField Attribute: DISTRICT

Add

Find an Existing Value | Add a MNew Value
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Step 1 - Creating a Generic ChartField Attribute
-1 (continued)

CARDINAL

* Onthe ChartField Attribute page, enter a description for the attribute.

» Select the Allow Multiple Values per Attr checkbox if you want to allow multiple values of the same attribute to be
attached to a ChartField value. If you do not select this checkbox, only one attribute value can be attached to a
ChartField value.

* You can define values in the ChartField Attribute Values grid. Use the + button to add attribute values. In this
example, we would like to add Central Office, Bristol and Salem as new ChartField attribute values.

« When all information is entered, click the Save button.

Favorites - Main Menu > Sef Up Financiavls,l'Supphf Chain > Commnngeﬂn'rtinns » Design CIJartFieIds > ConF‘lgure > Attributes
@r-lew Window (2JHelp ,_,/ Customize Page _|http
ChartField Attribute
SetlD: 50100 Field Name: DEPTID Attribute: DISTRICT
Description: VDOT District
¥ Allow Multiple Values per Attr
B 4] ]
*ChartField Attribute \Value Description
10 Central Office [+]|[=]
11 Bristol (4] |[=]
12 Salem [+]|[=]
[5] save |[2h Returnto Search | |[Z7] Notify =4 Add
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Step 2 — Attaching a ChartField Attribute to a
-1 ChartField

CARDINAL

After defining your ChartField attribute, you need to attach it to a ChartField.
You can navigate to this page through the following path:

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

Then click the Attributes link from the applicable ChartField Values page.

Favorites : Main Menu > Set Up Financials/Supply Chain > Common Defintions > Design ChartFields > Define Values » ChartField Values
|_E|r-le'-.-\;'.-".-'in-:‘-:'-.-» 2JHelp ,;,/Custc“wi:e FPage Jhﬂp

ChartField Values

ChartField Values

Funt

Program
Department L\\,
Cost Center

Task

M

IPS

Asset

Agency Use 1
Agency Use 2

Project

Scenario

Statistics Code
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Step 2 — Attaching a ChartField Attribute to a
-1 ChartField (continued)

CARDINAL

In this example, we are adding the district attribute with a Bristol attribute value to the DEPTID ChartField value. Use the
following steps:

» Click Department on the ChartField Values page to get to the Department page.
* The Department page has two tabs and defaults to the Find an Existing Value tab.

» Enter your SetID in the SetID field. Enter the relevant Department ID in the Department field. Click the Search
button.

Favorites  Main Menu > Sef Up FinanciavlsfSupphf Chain > CDmmunQEﬁnitiDnE » Design CIJartFieIdS » Deﬁne‘_‘.-’alues > ChartField Values

d] Mew Window Z)Help E= http
Department

Enter any information you have and click Search. Leave fields blank for a list of all values.
d [ Add a New Value

Maximum number of rows to return (up to 300). |300

SetlD: = - 50100 @,
Department: begins with - OJ
Description: begins with -

[Tlinclude History [T Correct History ] Case Sensitive

Search Clear |Basic Search [GF Save Search Criteria

Find an Existing Value | Add a Mew Value
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Step 2 — Attaching a ChartField Attribute to a
ChartField (continued)

* On the Department page, click the Attributes link.

Favarites Main Menu > Set Up FinancigrlsfSupphf Chain » Common geﬁn'rtiuns > Design CbartFields ® Deﬁnev\.-'alues » ChartField Values
& New Window (2 Help [& Customize Page [ http

Department

Setld: 50100 Department: 11036

*Effective Date: 01/011901 Affributes Long Description =]
*Status: Active - [“| Budgetary Only

~Tescription: [Morth Bristol Area Hdatrs

*Short Description: Morth Bris
Manager ID: Q> Manager Hame: |
*Company: Oﬁ *Location Code Q‘a *Location SetlD Oﬁ

. Save | E\f“ Return to Search | E Motify . '|:'+ Add | ' lpdate/Display . .Q Include History . |___|:? Correct Histur_v.
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Step 2 — Attaching a ChartField Attribute to a
ChartField (continued)

Use this page to select one or more of the ChartField attribute and attribute value combinations that apply to a
specific ChartField value.

In this example, this Department already has an attribute (Department Type). Click the + button to add a second
attribute to the ChartField value. Click the magnifying glass next to the ChartField Attribute field and select the
DISTRICT attribute.

Click the magnifying glass next to the ChartField Attribute Value and select the relevant district attribute value. In
this example, we selected 11 for Bristol.

Then click the OK button.

This takes you back to the Department page. Click the Save button on the Department page.
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Step 2 — Attaching a ChartField Attribute to a

ChartField (continued)

Favarites Main Menu > Set Up Financ@s}Supphr Chain > Common geﬁn'rtions > Design CbartFields b Deﬁnev‘l.falues » ChartField Values

& new Window (2)Help [ Customize Page [ hitp
Chartfield Attributes

ChartField Attribute Values

customize | Find | View 211 B | % First Kl 12072 O L ast
SetlD ChartField Value Effective Date Field Hame *ChartField Attribute ChartField Attribute Value Attribute Value Description
50100 11036 01/011901 DEPTID |DEF'.-"-".RTF-.-'IENTT‘i"F'Qh |AREA HEADQUARTERS Q; Area Headquarters |£| |:-|
50100 11036 01/01/1901 DEPTID |DISTRICT Qh |‘I‘1 Q Bristol |£| |i|

Ok Cancel
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Maintaining SpeedTypes and SpeedCharts

The second step in ChartField set up and maintenance relates to maintaining SpeedTypes and SpeedCharts.
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Add/Update
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SpeedType/
SpeedChart
Impact?

Add/Update
SpeedTypes/
SpeedCharts

Add/Update
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Combination
Edit Impact?

Quthound
External 3™
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Add/Update
Combination
Edits

Build
Combination
Edit Data
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SpeedTypes and SpeedCharts

SpeedTypes and SpeedCharts consist of a pre-determined COA value strings (such as fund, program, department), which
populate the accounting distribution lines when entered on a transaction. They provide the ability to define codes for
frequently used ChartField combinations. When a SpeedType is entered, users still have the ability to add additional COA
values on the associated distribution line. In Cardinal, SpeedType and SpeedChart values have been created for project
and cost center combinations. Please note that project-related SpeedTypes and SpeedCharts are created and maintained
automatically.

SpeedTypes can be used in Time & Attendance entries, Expenses transactions, General Ledger journal entries, Accounts
Receivable direct journals and Commitment Control Budget journal entries.

SpeedCharts provide similar functionality for Accounts Payable and Purchasing, except that multiple accounting
distributions can be configured for an individual SpeedCharrt.

Please note that if you create a SpeedType, you will have to create a SpeedChart as well, and vice versa. There is one
exception to this rule: SpeedTypes established for use by the Commonwealth Integrated Payroll and Personnel System'’s
(CIPPS) Journal Interface do not require a corresponding SpeedCharrt.
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Creating and Maintaining SpeedTypes

To demonstrate how SpeedTypes are created, imagine you need to create a SpeedType for Cost Center 12020200, Fund
04720, and Department 10030:

Navigate to: Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields >
Define Values > SpeedTypes

Click the Add a New Value tab and enter your SetID and SpeedType. If you enter a User ID, this User ID will have
sole access to the SpeedType. You need to leave this field blank, as all SpeedTypes are universally accessible.

Click the Add button.

This takes you to the SpeedType page. Enter a description, select Cost Center 12020200, Fund 04720, and
Department 10030.

Select the Publish Data checkbox to ensure the SpeedType is sent to the Cardinal Time & Attendance (HCM)
application.

Click the Save button.
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Creating and Maintaining SpeedTypes
(continued)

4P CARDINAL
Fa'.lEr'mE Ma’ln'l'ﬂem » Set Up I—_lnar'ncla_ls.l'l-'mpph,-' Chain > Cc-mrlwn_Deﬁn'rﬁ:urE »  Design C_l’_'lﬂ'ﬂ—_EHE ) Deﬁne_'u'ah.ﬁ »  SpeedTypes
SpEEdT}'pE
SetlD: 50100 CPublish Data
SpeedType Key: TEST1Z3
Type of SpeedType: Universal (Al Usars)
Description: |
Account: | 4, =
Fund: | 4,
Program: | )
Department: | 4,
Cost Center: | a,
Tack: | 4, =
FIPS: | 3, |
Asset: | El
Agency Use 1: | 4,
Agency Use 2: | 4,
PC Business nit: | 4,
Froject: | 4, 1
Activity: | i,
Source Type: | 4,
Category: | 4, 3
i osae (|l mowy | (3 Remesn
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CARDINAL

Creating and Maintaining SpeedCharts

To demonstrate how SpeedCharts are created, imagine you need to create a SpeedChart to be used for requisitions in the
Purchasing module for Cost Center 12020200, Fund 04720 and Department 10030:

Navigate to: Main Menu > Set Up Financials/Supply Chain > Product Related > Procurement Options >

Management > SpeedChart.
Click the Add a New Value tab.

Enter your SetlD and SpeedChart. SpeedCharts are universally accessible at COVA so leave the User ID field

blank.
Enter an effective date.
Click the Add button.

Favorites : Main Menu > Set Up Financiavls,fSuDDhr Chain > F‘rnductheIated > Procurement Options > Management > SpeedChart

SpeedChart

Find an Existing Value

SetiD: 50100 (@,

SpeedChart Key:

User ID: @,
Primary Permission List: OJ
Effective Date: 07/08/2011 Eﬂ

Add

Find an Existing Value | Add a New Value

2] New Window 2)Help ._lhttp

40



Creating and Maintaining SpeedCharts
(continued)

* This takes you to the SpeedChart page.
» Total Percent indicates the total of the proration percentages that you selected for the SpeedChart lines.
* Enter a description for your SpeedChart.

The Security Option section defines security settings for the SpeedChart you are creating. The Universal option allows all
users access to the SpeedChart. The One User option allows access to the one user you can set up on this page. The
One Permission option selects a permission level that users need to have to access the designated SpeedChart. Cardinal
only uses Universal, so please select this option.

For the Universal option, you must enter at least one ChartField distribution.

In the Definition section, there are two distribution options. The Enter Percentages option distributes cost by a
percentage of the total amount. When you select this option, enter a proration percent for each SpeedChart line. The Enter
Weights option distributes cost by item unit of measurement weight. When you select this option, enter a proration weight
value for each SpeedChart line. Select a unit of measurement (UOM) for distributing cost by weight.

* Inthe Speed Charts section, select Cost Center 12020200, Fund 04720, and Department 10030.

* Click the Save button.
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Creating and Maintaining SpeedCharts
(continued)

Favarites Main Menu > Set Up Financigls}ﬂupph' Chain = Pmducthelated » Procurement Options > Management > SpeedChart
L!Z'Newwmdnw IE“:‘Help ECustnmimPage Ehﬂp

SpeedChart
SetiD: 50100 SpeedChart: TEST123 Eff Date: 07/05/2011 *Status: Active v
Description: | |Tc-ta| Percent: 100.00 |
Security Option | Definition
@ Universal (All Users) @ Enter Percentages
) One User ) Enter Weights
) One Permission UOM: I_C%
Description:
Percent Weight | GL Unit Account Fund Program Department Cost Center Tazk FIPS Aszzet Age
1[ 10000 0.00000 | @, | @, | @, | @, | @, | @, | @, | @ | @ [
€| 1 | 3

[5) save | [=7 Notify [k Add | | 5] Update/Display Q include History | |["# Correct History
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Maintaining Tree Structures

The third step in ChartField set up and maintenance relates to maintaining tree structures.
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Understanding Tree Types

—

CARDINAL

A tree is the graphical hierarchy in Cardinal that displays the relationship between all accounting units (for example,

departments, projects, reporting groups, account numbers) and determines roll-up hierarchies. In a tree, to roll up is to total
sums based on information hierarchy.

Trees are built from the highest level of the hierarchy (root node) to the lowest level of the hierarchy. Every tree is based

upon a structure. The structure defines the links between your tree and the underlying tables to which it refers. There are
two main kinds of tree structures:

1. Detail tree structures
There are three types of detail trees:
e Summer tree
* Winter tree
* Spring tree
2. Summary tree structures

These are used for PeopleSoft nVision reporting using summary ledgers. Summary trees are not used in Cardinal.
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Summer Trees
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CARDINAL

A summer tree uses the PS_TREE_NODE table for nodes and a detail value table for leaves.

The tree displayed on the next slide is a detail tree, with detail values. In a detail tree, the lowest level in the hierarchy
consists of the detail values, which are represented by leaves. Because of this, such trees are sometimes called summer
trees. You can use a detail tree to represent account hierarchies, product hierarchies, business unit hierarchies, and so on.
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Summer Trees (continued)

Favorites = Main Menu > Tree Manager > Tree Viewer

Tree Hame: FUMND_CAFR Fund CAFR Tree

Close Display Options Print Format

Collapse All | Expand Al Find First Page [l 6007330 |[A LastPage

L=F CAFR._FUNDS - CAFR FLUINDS —

l= GOVERNMENTAL - Governmental

Root Node

| 2 GENERAL - General I\
¢ 7 [01000] - General Fund

~ |2 SR_COMM_TRANSPORT - S Comm Transpatt
= SR_VDOT - SR VA Dept of Transporation
~ [22 HWMO - Hwy Maintenance & Operating

Node

- # [04000] - Commonwealth Transportation
""" A [04100] - Hwy Maintenance & Operating Fd

(% TRAN_FED - Federal
£ [04010] - Highway Feder
[ CONSTRUCTN - Construction

Sub-nodes

= [04710] - Transportation Trust Fund
- [04720] - Highway Construction Fun

[Z% PRIORITY - Priority Transportation Fund
" J# [04730] - Priority Trans portation Fund
[ TOLL - Toll Facilities Revalving

Sample Detalil
Values/Leaves

- @ [04780] - Toll Facilities Revolving Fund
""" JZ 04766 - 04769
2 ROUTE_58 - Route 58

= P (07580 - 07581]
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Winter Trees
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On the next slide is a detail tree structure for a winter tree. Winter trees use the detail value table and are node-oriented
trees, therefore have no leaves. Because of this, such trees are sometimes called winter trees.

In standard detail trees, the detail values represent data values from a database field, and the tree nodes represent roll-up
points for detail values. The nodes have no meaning outside the context of the tree. However, you can also create node-
oriented trees.

Node-oriented trees are based on a detail structure, but the detail values are not used. For this type of tree, the tree nodes
represent the data values from the database field. The system uses node-oriented trees for special purposes. For
example, the DEPT_BUDGET tree is a winter tree in Cardinal.
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Detail Trees — Winter Trees

(continued)

Fa\fovr'rtes MainvMenu x> Tree Mvanager > Tree Viewer

Tree Viewer

SetiD: 50100 Last Audit: Valid Tree

Effective Date: 01/01/1901  Status: Active

Tree Name: DEPT_BUDGET VDOT DEPT BUDGET
Close Display Options Print Format

L=F 999994 - All Orgs
2 910049 - Maintenance Wide
910109 - State Infrastructure Mgr-Wide
910108 - State Equipment Manager - Wide
910103 - State Infrastructure Sys Wide
910098 - State Infrastructure Manager
10113 - Asst Mgmt - Special Facilities
10112 - Asst Mgmt - Roadside Operation
10111 - Maintenance Sernvices & Perform
10110 - Performance Improvements
10109 - State Infrastructure Manager
10108 - State Equipment Manager
10107 - Asst Mgmit-Infrast Metwork Anal
10106 - Asst Mgmt -Highway Safety Mgmt
10105 - Asst Mgmt - Infrastructure Sys
10104 - State Infrastructure Sys Mar
10101 - Asset Management - Regulations
10099 - Asst Mgmt - Land Use Permits
10098 - State Land Development Manager
10049 - Maintenance Division
0012 - Civil Rights Wide
10012 - Civil Rights
10089 - Civil Rights - Bristol Section
10090 - Civil Rights - Salem Section
10091 - Civil Rights - Lynchburg Sect
10092 - Civil Rights - Richmond Sect
10093 - Civil Rights - HamptonRd Sect
10094 - Civil Rights - Fred'burg Sect
10095 - Civil Rights - Culpeper Sect
10096 - Civil Rights - Staunton Sect
10097 - Civil Rights - NOVA Section
= 10058 - Investigation Division
B B 910056 - OperationsSecurityDivsionWide
= 10086 - CyberAdmin&Personnel Security
i = 10085 - Infrastructure &Faclty Security
“E 10056 - Operations & Security Division
"= 10043 - Inspector General
" [Z% 910044 - IFRO Reporting
= 10044 - Innovative Finance & Revnue Op
"= 10087 - Powhite Parkway Extension
“ 2 10088 - Coleman Bridge
" [£% 910003 - Administrative Services Wide
"= 10075 - Admin Serv - Field Procurement

=

VPP PPERIPePFUPPIRPFERIRERER T
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Spring Trees
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A spring tree is a hybrid between a node-only winter tree and a summer tree. A spring tree uses a detail value table for the
nodes as well as the leaves. On the next slide is a partial screenshot of a spring tree:
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Spring Trees (continued)

Favarites Main Menu > Tree Manager > Tree Viewer

Tree Viewer

SetlD: 50100 Last Audit: Valid Tree

Effective Date: 01/01/1901  Status: Active

Tree Name: ACCT_BUDGET_HKIM ACCOUNT BUDGET
Close Display Options Print Format

Collapse All | Expand Al Find

(=% 9999999 - ANl Accounts

E 4099999 - All Revenue Accounts

S 14001000 - 4001999]

= 14002100 - 4002172]

= [4002173] - Highway Permit Fees

= [40021731] - Public RAW Use Fees
J= 14002174 - 4002299]

J= 14002300 - 4002399]

J= 14002400 - 4002499]

J= (4002500 - 4002506]

J& [4002507] - Highway Toll Revenue
S (40025071 - 40025079]

JF [4002508] - Bridge & Ferry Tolls

JE [40025081] - AVI Bridge & Ferry Toll
S 14002509 - 4002599]

= 14002600 - 4002659]

= [4002660] - Administrative Fees

= (40026601 - 40026604]

S 14002661 - 4002699]

S [4002700] - Fees For Admin Services
B2 [40027001] - Pri Sector Adm Street Recovery
S 14002701 - 4002799]

J2 14003000 - 4003012]

J& [4003013] - Sales Of Land And Buildings
J2 140030131 - 40030132]

S (4003014 - 4003019]

J& [4003020] - Miscellaneous Sales

S 140030201 - 40030202]

First Page [El 60 c0f266 |3 Last Page
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Creating or Editing a Tree Structure

—

CARDINAL

When you define a tree structure, you specify the pages and record definitions Cardinal Tree Manager uses to store data
about the parts of a tree.

When you add a new node, level, or detail value to a tree, Cardinal Tree Manager uses this information to determine the
component (pages) to capture the relevant application data.

When the specified component is displayed, all of the standard business logic that is part of that component is invoked.
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Creating or Editing a Tree Structure (continued)

—

CARDINAL

Use these steps to access the Tree Structure Properties page:
* Navigate to: Main Menu > Tree Manager > Tree Structure.
» Search for an existing tree structure or create a new one.

The Tree Structure Properties page appears. This is an example of the Tree Structure Properties page:

Favovr'rtes MainvMenu > Tree M‘gnager > Tree Structure
r_l,Z'r-Jew Window E)Help ._1) Customize Page ._] hitp

Levels Modes Details

Tree Structure Properties

Structure ID: ACCOUNT

*Description: Account Trees

*Type: Detail
@ Setld Indirection [[] Node Multi-Navigation
_) Business Unit [C] Detail Multi-Navigation
_ User Defined
_' None

[§] Save |t Returnto Search | |[Z7] Notify Eh Add

Structure | Levels | Nodes | Details
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Creating or Editing a Tree Structure (continued)

—

CARDINAL

When you create a new level in a tree, Cardinal Tree Manager displays the page that you specify in the Page Name field on
the Tree Levels page and stores the application data that you enter using the record definition in the Record Name field.
The default values for these fields come from the standard Tree Manager page.

When using standard pages, you do not need to enter anything in the Menu Name or Menu Bar Name fields. However, if
you want to store level information using something other than TREE_LEVEL_TBL, then you have to create a page and
component that use that new record definition. You must also ensure that the component has been defined on a menu
somewhere in your system and specify all of this information on this page.

Favovr'rtes Mainlﬂenu » Tree rv'Ivanager > Tree Structure
& ew window (2 Help ,_,/ Customize Page 3 hitp
Structure || | MNodes Details

Tree Levels

Structure ID: ACCOUNT
Record Name: TREE_LEVEL_TBL @,
Page Hame: TREE_LEVEL @,

Component Name:

Menu Hame:
Menu Bar Hame:

Menu Item Name:

[5] Save | (gt Returnto Search | [] Notify =4 Add

Structure | Levels | Modes | Details 53




Creating or Editing a Tree Structure (continued)

—

CARDINAL

On the Tree Nodes page, enter the record name, field name, and page name to use for entering and storing information
about tree nodes.

Favnvr'rtes MainvMenu > Tree M_anager » Tree Structure
2 hew Window (Z)Help .;,/Custamizﬂ Page = hitp

Structure Levels |f N Details

Tree Nodes

Structure 1D: ACCOUNT

*Record Name: TREE_NODE_TBL @,
*Field Name: TREE_NODE @,
*Page Hame: TREE_MODE OJ

Component Name:
Menu Name:
Menu Bar Name:

Menu [tem Name:

EJ_| Save | |oh Returnto Search | |[=] Hotify =4 Add

Structure | Levels | Modes | Details
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Creating or Editing a Tree Structure (continued)

—

CARDINAL

The Tree Details page is used to define the application data and component used to maintain the detail values for your
tree. This page is completed only for spring and summer trees.

Enter the name of the page, component, record name, and key field name that will be used when adding or updating the
application data for a detail value. For example, if each detail value represents a department, use a page, component, and
menu path that enables you to create and update department information.

Favarites = Main Menu > Tree Manager > Tree Structure
@Hew Window (2)Help ,_-,/Cust-jmize Page _|http
Structure Levels MNodes

Tree Details

Structure Dz ACCOUNT

Record Name: GL_ACCOUNT_TBL @

Field Name: ACCOUNT @,

Page Name: GL_ACCOUNT OJ

Component Name: GL_ACCOUNT @,

Menu Name: DESIGMN_CHARTFIELDS @,

Menu Bar Name: USE Q@

Menu ltem Name: ACCOUNT Q@

[5] save | |ot Returnto Search | [=] Motify [l Add

Structure | Levels | Modes | Details
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Creating a New Tree

To create a new tree:

Navigate to: Main Menu > Tree Manager > Tree Manager. Click on the Create New Tree tab, name your new tree
and click the Add button.

On the Tree Definition and Properties page, name the tree you want to create.

Choose a tree structure ID. The structure ID defines the field or ChartField upon which the tree is based. You can
define structures using the Tree Structure Properties page shown earlier in this topic.

Fill in all remaining information.

Category is a user-defined way of organizing trees so that they are easier to find when using the tree search pages.
Most trees are Default or Commitment Control.

Select a method for enforcing levels. Choose between Strictly Enforced or Loosely Enforced to enforce levels.

When the All Detail Values in this Tree checkbox is selected, all values in the detail value table are included in the
tree.

Select the Allow Duplicate Detail Values radio button if you want to skip the audit that checks for duplicate detail
values in the tree. When selected, you can have the same detail value appear under different parent nodes. This
option is not available for use with winter trees.

Click the OK button.
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Creating a New Tree (continued)

Favc‘l'rites Mainyenu > Tree Mvanager » Tree Manager
L,E'New'.“.findow I@)Help E,)Customize Page E—jh'rtp

Tree Definition and Properties

*Tree Name: [TESTING

*Structurep:  |FUND_DTL @,

*Effective Date: [07/05/2011 [Hgtays;  Active M
*Description: [Testing

*Category: [DEFAULT @,

Performance Options

*Use of Levels: Strictly Enforced

*SetiD: Q@

[¥] All Detail Values in this Tree NHode Count: 0
(] Alow Duplicate Detail Values
Leaf Count: 0
Level Count: 0

Branch Count: 0

oK 'Retumn to Search
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Creating a New Tree (continued)

Clicking the OK button takes you to the Enter Root Node for Tree page. On this page, you can add levels as needed, and
define a root node for your tree.

Add levels by clicking the Add button and choosing the appropriate level. Click the Save button.

Favorites Main Menu > Tree Manager > Tree Manager

Look Up Level Name

Search by: LevelMame  beqgins with

| LookUp || Cancel ]Ad\fanced Lockup

Search Results

r\liewmﬂ First [4] 12 et [}] Last|
Level Hame Description
LEVEL 3 Level 3

LEYEL 4 Level 4

LEVEL 0O LEVEL_D

LEYWEL 1 LEVEL 1

LEVEL 2 LEVEL_2

LEVEL 3 LEVEL_3

LEVEL 4 LEVEL_4

LEVEL & LEVEL_A
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Creating a New Tree (continued)

Insert the tree nodes that define the hierarchy of the tree by clicking on the magnifying glass next to the Root Node field

and by selecting the appropriate value.

Click the OK button when you have finished completing the page.

Favorites Main Menu > Tree Manager > Tree Manager

Look Up Root Node

Search by: TreeMode » begins with

|Tklm]|m].&dvanced Lookup

Search Results
Onlythe first 300 regults of a possible 386 can he displayed. Enter maore search key
information and search again to reduce the number of search results.
Wiewy 100 First [q] 1-200 of 200 [)] Last
Tree Hode Description
4093535 All Revenue
Land and Resource Managerment
Environmental MonitorEvaluatn
Grnd Transportatn Plan & Rsrch
Hwy Sys Acquisitn & Constructn
Hwry Svs Maintenance & Operatns
Grnd Trangportatn Sys Safe Sve
Commonwealth Toll Facilities
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Maintaining Trees

—

CARDINAL

The activities included in maintaining trees include: adding a rollup value; correcting the description of a rollup value;
deleting a rollup value; adding a detail value; adding a range of detail values; changing a range of detail values; reviewing
the detail values within a range; deleting a detail value; and copying and deleting trees.

To maintain trees, access the Tree Maintenance page. To display this page navigate to:
Main Menu > Tree Manager > Tree Utilities > Copy/Delete Tree

On the next slide is an example of the Tree Maintenance page.
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Maintaining Trees (continued)

Favarites Main Menu > Tree Manager > Tree gtil'rties > Copy/Delete Tree
L.E'New‘.“.findow @Help [./Customize Page Ehﬁp
Tree Structure Maintenance
Tree Maintenance
Tree Definitions Customize | Find | View Al | B | 8 First £ 420 o 42 D Last
Select Key Type User Key Tree Name Effective Date Valid Tree

= Setld 50100 ACCMNT ALLOWUNALLOW 011011901 Valid Tree
[l Setld 50100 ACCOUNT_BUDGET 01011901 WValid Tree
[l Setld 50100 ACCOUNT_BUDGET2 0140111901 Valid Tree
= Setld 50100 ACCOUNT_OVERALL 014011901 Walid Tree
] Setld 50100 ACCT_BUDGET_KIM 01011901 Valid Tree
[l Setld 50100 ACCT_OVERALL_KIM 014011901 WValid Tree
= Setld 50100 ACTIVITY_ALL 014011901 WValid Tree
[l Setld 50100 ACTIVITY_BUDGET 01011901 Valid Tree
[l Setld 50100 ACTMITY_BUDG_RPRT 01/011901 Walid Tree
= Setld 50100 ACTIVITY_CE 014011901 Walid Tree
[l Setld CONSL BTF_USD_EQTZ 01/071/2000 Valid Tree
[l Setld STATE BUS_UNIT 01/011901 Walid Tree
[ Setld 50100 COST_CENTER_COMBO 014011901 Valid Tree
[l Setld 50100 COST_CENTER_EDITS 011011901 Valid Tree
[l Setld 50100 DEPT_BUDGET 01/011901 Walid Tree
= Setld 50100 DEPT_BUDGETVZ 0140111901 WValid Tree
[l Setld 50100 DEPT_BUD_TEST 01/01/1801 Valid Tree
= Setld 50100 DEPT_OVERALL 01/01/1801 Valid Tree
[l Setld 50100 DEPT_REG_OPER_CNTR 01/01/1901 Valid Tree
[l Setld 50100 DEPT_TRAIN 01/01/1801 Valid Tree

i F‘erformﬁuditsj Copy Delete View




Tree Maintenance Page

—

CARDINAL

You can perform tree audits on the Tree Maintenance page. Tree audit is a process that compares the value table with the
associated tree, and identifies missing values. Please note that you can only perform tree audits when the All Detail
Values in this Tree checkbox has been selected on the Tree Definition and Properties page.

You also have the ability to copy trees. To do this, you can use the Copy button on this page in order to speed up the
creation process. You can also use the Delete button to delete a tree.
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Tree Maintenance Page (continued)

Favarites Main Menu > Tree Manager > Tree gtil'rties » Copy/Delete Tree

Tree Maintenance

Tree Structure Maintenance

2 ew Window @Help I:,‘/CustomizeF'age Ehﬂp

Tree Maintenance

First | 120 of 42

Select Key Type User Key
[l Setld 50100
= Setld 50100
= Setld 50100
= Setld 50100
= Setld 50100
= Setld 50100
] Setld 50100
= Setld 50100
] Setld 50100
[l Setld 50100
[l Setld COMSL
= Setld STATE
[l Setld 50100
= Setld 50100
= Setld 50100
= Setld 50100
[l Setld 50100
[l Setld 50100
[l Setld 50100
[l Setld 50100

Customize | Find | View Al | B |

Tree Name

ACCNT ALLOWUNALLOW
ACCOUNT_BUDGET
ACCOUNT_BUDGETZ
ACCOUNT_OVERALL
ACCT_BUDGET_KIM
ACCT_OVERALL_KIM
ACTIVITY_ALL
ACTIVITY_BUDGET
ACTIVITY_BUDG_RPRT
ACTIVITY_CE
BTF_USD_EQTZ
BUS_UNIT
COST_CENTER_COMBO
COST_CENTER_EDITS
DEPT_BUDGET

DEPT_BUDGETV2
DEPT_BUD_TEST

DEPT_OVERALL
DEPT_REG_OPER_CNTR
DEPT_TRAIN

 Perform Audits

Wiew

Effective Date Valid Tree
01/011901 Valid Tree
014011901 Valid Tree
014011901 Valid Tree
014011901 Valid Tree
014011901 Valid Tree
014011901 Valid Tree
01011901 Valid Tree
01011901 Valid Tree
01011901 Valid Tree
01/011901 Yalid Tree
01/01/2000 Yalid Tree
01/011901 Valid Tree
01/011901 Valid Tree
01/011901 Valid Tree
014011901 Valid Tree
014011901 Valid Tree
01011901 Valid Tree
01011901 Valid Tree
01011901 Walid Tree
01011901 Valid Tree
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Auditing a Tree

When using the Perform Audits button from the Tree Maintenance page, trees that contain errors remain in Draft format
and an error message pops up. The message guides you to the Tree Auditor functionality, which allows you to obtain more

detail on the reasons for the error.

Fawy'rtes MainvMenu > Tree Manager > Tree gtilities > Copy/Delete Tree

Some detail notintree: FPlease run tree auditto find out the missing details.
2612

Some detail valueis) has not heen entered as avalue within the tree; therefore
the tree does notinclude all possible datavalues. Add the missing detail
value(s) to the tree,
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Auditing Trees — Tree Auditor Page

—

CARDINAL

To view the error(s) for the tree(s) you audited, navigate to the Tree Auditor page through the following path:

Main Menu > Tree Manager > Tree Auditor

Click the Add a New Value tab, enter a Run Control ID and click the Add button.

Fa\.fuvrites MainvMenu + Tree Manager > Tree Auditor
@ Mew Window 3) Help :] hitp
Audit Tree
Enter any information you have and click Search. Leave fields blank for a list of all values.
b Add a Mew Value

Maximum number of rows to return (up to 200) |300
Search by: Run Control ID begins with

[ case Sensitive

Search  |Advanced Search

Find an Existing Value | Add a Mew Yalue
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Auditing Trees — Tree Auditor Page (continued)

This opens the Tree Auditor page. To run the Tree Auditor, use the following steps:

To audit a single tree, select the Single Tree radio button in the Audit Scope box. Then click the magnifying glass
next to the Tree Name field and select the desired tree to audit.

To audit multiple trees, select the Multiple Trees radio button in the Audit Scope box.
Select relevant date. Available options are:
» Effective Date of Tree: Select an effective date to run the audit on a single instance of the tree.

» As of Current Date: Select to audit trees that have the most recent effective date. If you select Single Tree
in the Audit Scope box and select a specific tree, only the instance of the tree with the most recent effective
date is audited. If you select the Multiple Trees option in the Audit Scope box, all trees whose effective
dates are current are audited. This option is only available for the Tree Audits utility.

» As of Specific Date: Select to enter a specific date. If you select the Single Tree option in the Audit Scope
box and select a specific tree, only the instance of the tree whose effective date matches the specified date is
audited. If you select the Multiple Trees option in the Audit Scope box, all trees whose effective dates match
the specified date are audited. This option is only available for the Tree Audits utility.

All Trees: Select to audit all trees. If you select the Single Tree option in the Audit Scope box and select a specific
tree, all instances of this tree are audited, regardless of effective dates. If you select the Multiple Trees option in the
Audit Scope box, all instances of all trees are audited. When you select Multiple Trees, fields in the Tree
Definition box become unavailable. This option is only available for the Tree Audits utility.

Click the Run button.
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Auditing Trees — Tree Auditor Page (continued)

Faw}vr'rtes Main‘l':'lenu » Tree Mvanager » Tree Auditor

Tree Auditor

Run Control ID:  Tree_Auditor

Report Manager Process Monitor |L

Audit Scope
Single Tree () Multiple Trees

Tree Definition

Tree Name: [TREE_AUDIT_TEST @,  setid:

|STATE @,

@ Effective Date of Tree |071/01/1901 @,

Date Selection

) As of Current Date
) As of Specific Date | //05/2017
i All Trees

View RHesults

[5) Save | =] Notify |

[k Add | 7] Update/Display

2] New Window l:E‘:lHelp CustnmizeF'age http
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Auditing Trees — Tree Auditor Page (continued)

CARDINAL

The Process Scheduler Request page opens. Click the OK button.

Favorites Main Menu > Tree Manager > Tree Auditor
@Newwmdnw @Help E.)Cusmmize Page Ehttp

Process Scheduler Request

Run Control ID: Tree_Auditor

Server Name: Run Date: 70512011 El
*  Run Time: 5T 42PM  Resetto Current Date/Time

Recurrence:

Time fone: Oﬁ
Process Name Process Type Type *Format Distribution

Select Description
TREEMAINT Web * TXT + Distribution

User ID: V_GL_SUPERUSER

TREEMAIMT Application Engine

0K Cancel
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Auditing Trees — Tree Auditor Page (continued)

CARDINAL

This takes you back to the Tree Auditor page.

To access the report regarding your audited tree, click the View Results link at the bottom of the Tree Auditor page. This
takes you to the Batch Report page.

Click the Open Report link in the Report List box to open the report regarding the errors in your audited tree.

Favovrites Maing‘lenu > Tree Mvanager > Tree gtilities » Repair Tree Reports
] New Window 2 Help ,_-./Custu:umize Page = hitp
Batch Report

Process Instance: 76825 Run Control I Tree_Auditor
User ID: V_GL_SUPERUSER Run Date/Time: 07i05M1 5:20:26PM
@ Reports with Data ) All Reports

B po B g opq O

Open Beport Report Content Total Row Count
Open Report Detail Value Mot Found in Tree 17

[ Return to Search | |[Z] MNotify
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»| Auditing Trees — Analyzing Results

CARDINAL

This page helps you with your analysis of the audit results. You can select a repair program as indicated by the audit
results.

In this example, the tree contains many errors and some detail values are missing. You can either access the tree directly
and correct the errors, or you can use the Repair Tree program to repair the tree.
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Auditing Trees — Analyzing Results (continued)

Fa'.rovr'rtes MainvMenu » Tree Mvanager > Tree gtilities » Repair Tree Reports

Detail Value Not Found in Tree

Tree does not contain all detail values found in the application table. Following are a list of keys of detail
values that are in the application table, but are not defined in the tree

Mote : The report lists out only the first 200 values that are not found in the tree

Audit Report Find | View Al First K1 40f4 DY Last

Setld: STATE SetCnirlValue: <NOMNE= Tree Mame: TREE_AUDIT_TEST Eff Date: 1901-01-01

Customize | Find | View A1 BV | 3 First K1 447 of 17 I3 (st

Detail Value Key Field
501596
501600
502196
502201
501301
501396
501496
501501
501196
501201
501296
502296
502396
503196
508700
CNVR
CNVT

OK Cancel

2 New Window (2)Help |[# Customize Page B2 hitp
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Simulation: Maintaining a Tree Structure

You are now about to view a simulation on maintaining a tree structure in Cardinal.

CARDINAL
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CARDINAL

Defining Combination Edits

The final step in ChartField set up and maintenance relates to defining combination edits.

R’E"gze Add/Update
COATable
Request

AddiUpdate | vegq
Tree
Structures

SpeedType/
SpeedChart
Impact?

No

Tree
Impact?

No

Yes

Add/Update
SpeedTypes/
SpeedCharts

Combination
Edit Impact?

No

Qutbound
External 31
Party Systems

Yes

Add/Update

Combination
Edits

Build
Combination
Edit Data
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Combination Editing

—

CARDINAL

The use of ChartField combination editing helps to maintain data integrity across all modules. Combinations of ChartField
values can be edited to determine such things as:

* Which accounts are valid/invalid with which programs or funds
* Which ChartFields are required on a transaction
* Which ChartFields are not allowed based on values entered in other ChartFields
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Guidelines for ChartFields in Combination
Editing

It is best to limit the number of ChartFields you use for combination edit rules. For example, you might be required to limit
the departments that can post to asset, liability, and equity accounts as well as the departments that can post only to
revenue and expense accounts. In the first instance, you can define editing rules for a combination that includes two
ChartFields: Account and Department for department values that are limited to the balance sheet accounts. In the second
instance, you can define editing rules for a combination that includes two ChartFields: Account and Department for

department values that are limited to the revenue and expense accounts.

While any number of combinations is possible, limiting the combinations to three or fewer ChartFields optimizes
performance.
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Guidelines for Rules in Combination Editing

—

CARDINAL

Analyze the proposed combination rules and decide which are critical and which are not.

The more rules that you implement, the more time that it takes to edit the transactions and maintain the rules.
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Guidelines for Trees in Combination Editing

—

CARDINAL

Trees can be used to set up combination edit rules that have ranges of ChartField values rather than static values. Ranges
of values can make it easier to keep ChartField combination edit rules current with changes in the ChartField values.

When creating or modifying a new tree, the ChartField Administrator needs to validate the inclusion of all required
ChartField values. This can be accomplished using tree audit functionality.

You can use spring, summer and winter trees with combination editing, and you can further restrict values available from
these trees through the use of tree levels and nodes.
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Combination Editing Process

—

CARDINAL

A Statewide General Ledger System Administrator or the General Ledger System Administrator may receive a request to
add or modify a combination edit via an email or a standard form.

To add or update a combination edit, follow the steps below:
» Set up a Combination Definition that specifies the ChartFields you are editing.
» Define the Combination Edit Rules.
» Define the Combination Edit Groups.
» Attach the Combination Edit Group to a Target Ledger.
* Run the Build Combination Edit Process.
* Run the Extract Budget Combination Process.
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Combination Edit Definition

Combination definitions define the ChartFields that are involved in Combination Editing. The Statewide General Ledger
System Administrator or the General Ledger System Administrator creates a new combination definition for each new
combination of COA fields. The Combination Editing process first searches for the defined anchor ChartField in the
combination definition and then matches the other non-anchor ChartFields in the combination. The first ChartField listed in
the definition is the anchor ChartField.

For example, define Account as the anchor ChartField for the definition, with Department and Fund as valid ChartField
combinations that are associated with the anchor. The same combination definition can be used on multiple rules and
groups, although for better performance it is recommended to only have one definition per group.
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Combination Edit Definition (continued)

CARDINAL

Favarites Main Menu > Set Up Financ@s}Supphr Chain > Common geﬁn'rtions > Design CbartFieIds 3 Combinatlgn Editing > Combination Definition

ChartField Combination Editing Definition

SetiD: 50100 ~ Combination Definition: ACCTFNDDPT

*Description: VDOT AccountFund/Department

Long Description: Account, Fund, and Department are required on all DOT transactions. El

m
customize | Find | view 20| BV 3 piat Bl g 3053 17 Last

*ChartField Anchor ChartField
Account - [#]|[=]
Fund - (#|[=]
Department - .il .:I
[5] save | [t Returnto Search | [+-| PreviousinList | -] Nextinlist| <7 Notify | i Refresh | [Ekadd| [ UpdateDisplay,]

& New Window (Z)Help [ Customize Page [ htip
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Combination Edit Rules

—

CARDINAL

Combination rules define valid or invalid ChartField values for the combination definitions.

Rules allow for the generation of distinct ChartField value combinations using the same anchor and required fields setup on
the ChartField Combination Editing Definition page. An example of a combination edit rules is when identifying certain
ChartFields which are required on all transactions such as the Fund ChartField.

Effective date range determines the time frame the rule is valid for. If the Value Required checkbox is turned on, the rule
does not have to specify values or tree nodes.
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Combination Edit Rules (continued)

Favarites Main Menu > Set Up Financ@s}Supphr Chain > Common geﬁn'rtions > Design CbartFieIds b Cnmbinatlgn Editing > Combination Rule

& New Window () Help [ Customize Page [ http
Rule Definition CharField Combinations

SetlD: 50100 Combination Rule: COST_FUND
*Description: Cost Center/Fund
Long Description: Specific ranges of Cost Centers require specific Fund values (Ed
Effective Date From: 07/01/1901 Open Effective Date To Effective Date To: 0110112089

*Combination Definition: COST_FUND Effective Date for Prompting: 071058/2011
Hon-Anchor ChartField Option

ChartField Value Required
Fund (&l
[5] save | [Gh Retumn toSearch | t] PreviousinList | |)-| Nextinlist | |[=] Netify [Ehadd| |55 UpdateDispiay,|

Rule Definition | ChartField Combinations
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Combination Edit Rules — ChartField
-3 Combinations Tab

CARDINAL

The Anchor ChartFields section shows the relevant anchors and associated values.

The Non-Anchor ChartFields section shows valid values for the other ChartFields associated to the combination edit rule.

The Selected Detail Values radio button lists values in detail. The Selected Tree Node radio button refers the
combination edit rule to a tree node.
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Combination Edit Rules — ChartField
Combinations Tab (continued)

Favarites Main Menu SetUpFinandaIE,fSupplf[}'lain > Common D‘gﬁniﬁons » Designchvarﬁelds » CornbinaﬁovnEdiﬁng > Combination Rule

T P ChartField Combinations

SetlD: 50100 Combination Rule: COST_FUND Descr: Cost CenterFund
@ Ascending ) Descending | SortAnchor |
Anchor ChartFields Find [Wiew All First 15048 Last LA
ChartField: Tree: COST_CENTER_EDMS/ @, |evek @, (=]
Cost Center
Chartfield values ITree 7 7
— Customize |Find | View All | ||-E'I.'s.'.?§==nf1 La
0 selected Detail Values
@ Selected Tree Nodes Hodelfalue
FUND 02700 ASSOC CSC @, =]

Non-Anchor ChartFields Find [View Al First 1801 Last .

Hon-Anchor ChartField: Tree: Level: l:l

Fund

Chartfield values iTree
nodes

Customize |Find [ View &1l | B =#iof1 Lok
@ selected Detail Values

2 selected Tree Hodes

02700 @, (=]
[5] save | [GF RetumtoSearch | [+~ FreviousinList | )= NextinList |[Z] Notify | By Add| | F vsdsteDisclay

Rule Definition | ChartField Combinations
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Combination Edit Groups

—

CARDINAL

Combination Editing groups define a set of combination rules.

The Combination Group page allows association of multiple combination rules with a combination group definition.
Cardinal applies the rules as a group during the edit process. All the rules that have the same combination definition should
be kept within the same group. This increases performance of the Combination Editing process, because it reduces the
number of groups being processed.

Note: If the transaction meets one of the edit rules within a group, it is marked as Valid, even if it does not meet another
rule within the group.
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Combination Edit Groups

Favarites él'"'lainyenu » SetUp FiﬂanCiElLEj'SLlpDh_:" Chain * Common Qeﬁn'rtiuns # Design CrlartFieIds # Cnmbinatign Editing * Combination Group

@Newwmdnw @p Cud}fmize Page hitp
ChartField Combination Editing Group

SetlD: 50100 Process Group: DEPTREQ
*Description: VDOT AccountFund/Department
Long Description: Account, Fund, and De partment are required on all DOT transactions.

*Combination Definition: ACCTFNDDPT

*Combo Editing Option: Combo Data Table - [C] user Defined
*Anchor Values Not In Rules: Mark Valid -
*Combination Group Defines: Valid Combinations -

Combination Rule

*Combination Rule Description
|ACCTFNDDF’T @, |VDOT AccountFundDepartment [+] |[=]
. Save | @“ Return to Search | =7 Notify | |{* Refresh | | Eldd.| | tpdateDispla
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Attach Combination Edit Group to Target Ledger

—

CARDINAL

This process designates which Combination Editing rules apply to specific transactions by tying Combination Editing groups
to ledgers on the Ledgers for a Unit page.

During the edit process, Cardinal looks to the ledger group on the source transaction to see which rules apply.
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Run the Build Combination Edit Process

Run the Extract Budget and the Build Combination Data processes to build and populate the COMBO_DATA _TBL or a
static set of master selector tables in a batch process.

The build data table option analyzes the rules for a business unit and ledger group to produce all possible combinations of
ChartField values and inserts these combinations into the data table. The benefit of exploding the combination rules can be
an increase in performance when editing a source transaction.

The build selector tables option analyzes the rules and trees to produce valid ranges of ChartField values and stores the
ranges in the master selector tables. The master selector tables are smaller and easier to maintain.
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Run the Build Combination Edit Process
(continued)

A CARDINAL
-~ Home | Workist | AddtoFavortes | Signout

Favorites  Main Menu > SetUp Fnan:ig'tsﬁupphr Chain » Common gemﬁms »  Design @artﬁeids p l:un"bi'rati_un Editing > Buid Combination Data
@ newwindow (DHelp [& Customize Page [ htip

Build Combination Data Request

RunControl ID:  RC_02GL04134 Report Manager Process Monitor = Run
As of Date: |ﬂ?ﬂ'ﬂf2ﬂ12 @ 7 Update
Process Request Parameters Customize | Find | Vi
Request Process ‘Business | Use Wildcard in Use Active
Nesibier- IF Unit Ledger Group  Build Option As of Date Combinat Values Only Run Publish Only
1 (ways  w] 50700 @ [ACTUALS @ [Build Data Table ¥ [omoineod 0 0
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Simulation: Defining Combination Edits

You are now about to view a simulation on defining combination edits.

CARDINAL

90



Lesson 2: Summary

In this lesson, you learned:

» ChartField maintenance allows correct reporting and budgetary control on all transactions within the financial system.
Maintenance includes the updating of chart of account values and attributes, budget structures, reporting trees,
SpeedTypes, SpeedCharts and combination edits.

» Generic ChartField attributes are optional features that support such things as reporting and payment processing.

» SpeedTypes can be used in Time & Attendance, Expenses, General Ledger journal entries, Accounts Receivable
direct journals and Commitment Control Budget journal entries.

» SpeedCharts provide similar functionality for Accounts Payable and Purchasing, except that multiple accounting
distributions can be configured for an individual SpeedCharrt.

» Atree is the graphical hierarchy in Cardinal that displays the relationship between all accounting units (for example,
departments, projects, reporting groups, account numbers) and determines roll-up hierarchies. A tree allows for
ChartField values to roll up in both reporting and commitment control (for example, a district may have multiple
department values underneath the district). There are three types of detail trees: summer tree, winter tree, and
spring tree.

* Tree audit is a process that compares the value table with the associated tree, and identifies missing values.

* The use of ChartField Combination Editing helps to maintain data integrity across all modules. It is best to limit the

number of ChartFields you are using for combination edit rules.
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Lesson 3: General Ledger Setup

—

CARDINAL

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

* Maintaining Budget Structures

» Defining Allocations

* Amending the Journal Entry Template
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Maintaining Budget Structures

—

CARDINAL

The budget structure (ledger group) defines the processing rules for each budget ledger. The Commonwealth of Virginia
has Statewide and Agency budget structures used in Cardinal. Agency budgets are established as the lower level/child
budget to the Statewide budget.

The Budget Journals course explains the creation, processing, and correction of budget journals. In this topic, we will focus
on how to maintain budget definitions for different budget structures.
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Statewide Budget Structures

The Cardinal budget structure uses parent/child budget relationships to link the various budget structures as appropriate.
The control option of each different budget structure is set depending on the purpose of the budget.

Statewide budget structures are established as the parent budget level. They are:

Appropriation budget structure: The appropriation budget structure is the highest level of budgetary control
established for the Commonwealth. The Appropriation budget is established at a summary level of the ChartFields,
while agency budgets are typically established at a lower level of detail. All appropriations authorized by the General
Assembly are controlled by this budget structure and include the executive budget, capital budget, and other special
appropriations. This budget structure assures that spending does not exceed the amount authorized by the General
Assembly.

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

Operating Plan budget structure: The Operating Plan budget structure is used to budget to a lower level than the
Appropriation budget structure, and agencies are required to submit to DPB.
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Agency Budgets

Agency budgets are established as the child budget level to the statewide budget. Agencies’ annual budget calendars are
aligned with their fiscal calendars. Multiple child agency budgets are manually summed to verify they do not exceed their
parent budgets.

Agency budget structures include:

Lower level budget (expenditure budget): The lower level budget establishes a budget structure that is a further
breakdown of the Appropriation budget. The Lower Level budget is a child of the Appropriation budget and can be
used by agencies to manage or control agency budgets.

Operational summary budget (expenditure budget): The operational summary budget establishes a budget structure
between the lower level and the operational budget structure to maintain control of the amount budgeted at the
operational budget structure for all non-project related budget dollars.

Operational budget (expenditure budget): The detailed agency operating budget structure is configured as a child to
operational summary budget.

Project summary budget (expenditure budget): The project summary budget establishes a budget structure between
the lower level and the project budget structure to maintain control over the amount budgeted at the project budget
for all project-related budget dollars.

Project budget (expenditure budget): The detailed agency project budget structure is configured as a child to the
project summary budget.

Funding source budget (expenditure budget): The funding source budget establishes funding sources to allocate to
specific projects.

Revenue budget (revenue budget): Revenue budgets track the recognition and collection of revenues against a
revenue estimate.

Transfer budget (transfer budget): Transfer budgets track amounts of ingoing and outgoing transfers against an
estimated amount.
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Maintaining Budget Definitions

—

CARDINAL

Use the Budget Definitions page to maintain budget definitions. Navigate to this page through the following path:
Main Menu > Commitment Control > Define Control Budgets > Budget Definitions

In the Find an Existing Value tab, enter your Set ID and ledger group you would like to maintain. Let’s use the
Appropriation budget structure as an example. In the Ledger Group field, enter CC_APPROP.

Click the Search button.

Favorites : Main Menu > Cummitmgnt Contral > Define CnngnlBudgets » Budget Definitions
@l New Window (Z)Help & hitp

Budget Definitions
Enter any information you have and click Search. Leave fields blank for a list of all values.
| Add a Mew Value

Maximum number of rows to return (up to 200): (300
SetlD Value: = ~ |50100 @,
Ledger Group: = ¥ |CC_APPROP @,
[T include History DCl}rrECtHiStt}ﬁ'

Search Clear |Basic Search [B7 Save Search Criteria

Find an Existing Value | Add a Mew Value
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Maintaining Budget Definitions — Control Budget
Options

You can modify this page as needed. Some key fields are explained below.

Associated Expenditure Budget: For a revenue ledger group, select the expenditure ledger group whose limits are
increased by revenue budgets in this budget definition (optional). You specify associated revenue and expenditure budgets
on the Associated Budgets page.

Tolerance Percent: The percentage variance over budget allowed before the system creates an exception. You can
override this value at lower definition levels. Please note negative tolerances are not supported.

Parent Control Budget: If this budget definition is a child in a hierarchy of budget definitions, select its parent budget
definition here. This establishes the connection between the two budget definitions, enabling the system to enforce the
relationship.
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Maintaining Budget Definitions — Control Budget
Options (continued)

Favorites Main Menu > Commitment Control > Define Cungrol Budgets > Budget Definitions

@New‘.“.ﬁndnw I@j‘Help Customize Page http
ol M= e il 8 Ruleset Chartfield || Keys and Translations || Expiration Chartfield || Budget Period Status || Control ChartField || Offsets | [¥

SetlD; 50100 Ledger Group: CC_APPROP
Effective Date Find | View All First K1 1 of1 I Last
*Effective Date: 70112010 [ *Status: Actve v =l
*Description: |CC Apprapriation Definition Status: Valid i

Budget Type: Expense Associated Expenditure Budget: | |

Tolerance Percent: Parent Control Budget: | @

Ruleset and Control ChartField

*Ruleset CF: Program ~  Tree Name: [PROGRAM_BUDGET @, Level Name: LEVEL_1 @

*Control CF: Fund - Expiration CF: - Default Ruleset: DEFAULT

Commitment Control Options

*Control Option: Control - *Budget Status: Open -

Entries Must Balance Enable Funding Source
Enable Statistical Budgeting
Child Budgets Exceed Option

[5) save | [oh ReturntoSearch [ MNotify | [Ek Add | |5 UpdateDisolay | | & include History | |[77 Correct History |

Control Budget Options | Euleset Chartfield | Keys and Translations | Expiration Charfield | Budget Period Status | Control CharField | Offsets | Excluded Account Types
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Maintaining Budget Definitions — Ruleset
ChartField

Ruleset: Enter the ruleset name. Select Default for the ruleset to be used as the default for any ruleset ChartField values
that you do not specify on this page. If you only require one ruleset for your budget definition, you do not need to enter any
values on this page.

Ruleset Keys: Enter the SetID for each range of Ruleset ChartField values to which the Ruleset applies.

Favc;rites Mainvl'l-'lenu > Commitment Control * Define Congol Budgets > Budget Definitions

Control Budget Options Ruleset Chartfield Keys and Translations

SetlD: 50100

@Newwmdow @Help E,’“Customize Page Ehﬁp
Expiration Chartfield

Budget Period Status | [

Ledger Group: CC_APPROP
Find | View &1l First KN 4 of 4 I Last

*Effective Date: 07/01/2010 5§ *Status: Active - [+[=]

*Description: |cC Appropriation Definition Status: Valid i ]

Ruleset ChartField: Program

Ruleset Find | View All First °! 1 of 2 ] Last
*Ruleset: CAPITAL [] Default [+ [=]

Ruleset Keys

Customize | Find | View A1 B | % First K g ore DN Last
*SetlD *Range From *Range To Status
STATE @, ||99g0 @, ||99g0 @, valid

[+ [=]

[5] save | |G ReturntoSearch | [ Motify |

Eleadd| [J2 Update/Dizplay/| Q incluge History | |[7# Correct History |
Control Budget Options | Ruleset Chartfield | Keys and Translations | Expiration Chartfield | Budget Period Status | Control ChartField | Offsets | Excluded Account Types

99



Maintaining Budget Definitions — Keys and
Translations

Reset: When you click the Reset button, all existing budget key and translation, ruleset, and control ChartField data is
overridden on the child budget definition and replaced with data from the specified parent budget definition. If you have
changed a parent since you established the parent and child relationship, you must update its children. Also, click Reset if
you changed the child but want to set it back to the definition values of the parent.

Calendar ID: Select the primary budget period calendar to specify the budget periods that are valid for the ruleset. If you
do not specify a calendar ID for the ruleset, the entire budget is viewed as a single period.

ChartField: Add a row for each key ChartField for the ruleset. If you do not intend to translate budget keys, clear the rest of
the fields in the grid. You can limit the ChartField values that are valid for budgeting on the Control ChartField page and
the Excluded Account Types page.
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Maintaining Budget Definitions — Keys and
Translations (continued)

Favarites Main Menu > Commitment Control > Define Con‘grol Budgets > Budget Definitions

@ Mew Window @ Help Customize Page hitp
I Control Budget Options ie Ruleset Chartfield N Keys and Translations I Expiration Chartfield i Budget Period Status iE Control ChartField N E}

SetlD: 50100 Ledger Group: CC_APPROP
Effective Date Find | view Al First KN 1 o1 I3 et
*Effective Date: 07/01/2010  [5) *Status: Active - (=]
*Description: |CC Appropriation Definition Status: Valid (5] lﬂ]
Find | View All First & 4 of 2 11 Last
“Ruleset: [CAPITAL Default Enable Cumulative Budgeting
Calendar ID: [N @, Derive Dates Cumulative Calendar: [ e
Keys and Translations Customize | Find | View 1| B | # First B 14074 T (st
*ChartField Tree Hame Level Name “Walue Required
Account [ACCOUNT_BUDGET @, [LEvEL 2 @, Required (=l
Program PROGRAM_BUDGET LEVEL_1 Required - (=
Fund | @ | @, | Required - (=]
Project [PROJECT_BUDGET @, [LEVEL_1 @, Required - =
[5] save [Gh ReturntoSearch | | Notify | [Eh Add | |5 UpdaieDisplay | | & Include History | | (77 Correct History |

Control Budget Options | Ruleset Charfield | Keys and Translations | Expiration Chartfield | Budget Period Status | Control CharField | Offsets | Excluded Account Types
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Maintaining Budget Definitions — Expiration
ChartField

The Expiration ChartField tab is not used in Cardinal. You do not need to enter anything on this page.

Fawlr'rtes Main‘ly'lenu » Commitment Control » Define Con‘gol Budgets > Budget Definitions
@ Mew Window @ Help E,’) Customize Page E http
Control Budget Options Ruleset Chartfield Keys and Translations Expiration Chartfield Budget Period Status E)
SetlD: 50100 Ledger Group: CC_APPROP
Effective Date Find | View Al First K} 4 of 4 I3 Last
*Effective Date: 07012010 |[&) *Status: Active - [+ [=]
*Description: |CC Appropriation Definition Status: Valid 3]
Expiration ChartField: No Expiration ChartField Specified
. Save | Ef‘ Return to Search | E Notify | [,‘,, Add | ' Update/Gisplay,| ﬁ Include History | r_j? Correct History |
Control Budget Options | Ruleset Chartfield | Keys and Translations | Expiration Chartfield | Budget Period Status | Control ChartField | Offsets | Excluded Account Types
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Maintaining Budget Definitions — Budget Period
Status

Calendar ID: Select the budget period calendar encompassing the budget periods for which you are setting a manual
budget status.

Budget Status: You can set the budget status manually on the Control Options page, the Budget Period Status page,
the Control ChartField page, or the Budget Attributes page.

Favorites Main Menu > Commitment Control > Define Cun‘gol Budgets > Budget Definitions

@Newwmdow @Help E,’“CustnmizeF'age Ehttp

Control Budget Options Ruleset Charfield Keys and Translations Expiration Chartfield Budget Period Status IEI

SetlD: 50100 Ledger Group: CC_APPROP
Effective Date Find | View Al First Kl 4of 1 I Last
*Effective Date: 07/01/2010 [ *Status: Active v [+ [=]
*Description: |CC Appropriation Definition Status: Valid a
Budget Period Calendars Find | view Al First K1 4 of 4 I ast
+]|[=
Calendar ID: Q% =]
Budget Period Values Customize | Find | view A1 | B | B8 Frst KT 4 0p1 D1 Last
Budget Period Budget Status
[2011 @,  Open - [#]|[=]
(5] save |Gt Retumto Search = Notify [k Add 2 UndateDsplay | | 5 include History | | (77 Correct History |

Control Budget Options | Ruleset Chartfield | Keys and Translations | Expiration Chartfield | Budget Period Status | Control ChantField | Offsets | Excluded Account Types
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Maintaining Budget Definitions — Control
-1 ChartField

CARDINAL

Enter ChartField values to specify values for budget checking (if you deselected the All Control Values checkbox), and to
override the default tolerance, status, or other attributes for a specific ChartField value, whether or not you selected All

Control Values.

The options you select here override the defaults you defined on the Control Budget Options page. You can, in turn,
override these for specific business unit or budget combinations in the Budget Attributes component.
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Maintaining Budget Definitions — Control
ChartField (continued)

Mzin Ele'lu 3

Curmrime;l._tCﬂ'Ll.rul

@ & Keys and Translaticns

| Expiration Chartfield

>Dd'l1.eCunl.r‘l_:lBudge|s * Budget Definitions

" Budget Period Status

SetlD: 50100

Effective Date
*Effective Date: 07/01 /2010 El

*Description:

Ledger Group:

CC_APPROP

*5tatus:

|CC Appropriation

Contrel ChartField: Fund

SetiDs for ChartField

ChartField Values

r
Control Valses

Definition Status:

[¥] Al Control Values

artField

E‘NE\\' Window P@)p Custgizepage http

" Offcets || Excluded Account Types

Active

Valid

D Bypass Blank Values

*Range From *Range To ‘Control Option Status Dfit Tal Tolerance % Begin Date End Date *Derive Dates g:lmlaﬁve F5 Required Dt Entry Event
| @, | 3, contral ~| | open - B | F | Default - | i % |, =]
|
5] save | [E RetumtoSearch | =] Metiiy |

Control Budget Options | Buleset Chartfield | Keys and Translations | Expiration Chartfield | Budget Period Status | Control ChartField | Offsets | Excluded Account Types

|Add| | dpdzte iy | L’@ Include History | ||:3j Comect Histary |
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Maintaining Budget Definitions — Offsets

The Offsets tab is not used in Cardinal. You do not need to enter anything on this page.

Favarites Main Menu > Commitrnent Control > Define Cum‘:'rul Budgets > Budget Definitions

@Newwmdnw @Help E.”'Customize Page Ehttp
IEl Keys and Translations Expiration Chartfield Budget Period Status Caontrol ChartField Excluded Account Types

SetlD; 50100 Ledger Group: CC_APPROP
Effective Date Find | View All First B 4.0f 1 13 Last
*Effective Date: 07012010 [ *Status: Active - [+][=]
*Description: |CC Appropriation Definition Status: Valid i ]

Ho Offsets Required

=] save | |5+ Returnto Search | | Nutify. (Bl Add | E -_-r,:ate-:er,.a;-. . hch.bcleHistur_v. |.1 CurreciHistur_v'
[]

Control Budget Options | Ruleset Chartfield | Keys and Translations | Expiration Chartfield | Budget Period Status | Control CharField | Offsets | Excluded Account Types
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Maintaining Budget Definitions — Excluded
Account Types

SetlDs for Excluded Account Types
SetlD: Select a SetID for which you want to exclude all accounts for an account type for budget processing.

Excluded Account Types: Select the account types that you want to exclude from budget processing against this
Commitment Control ledger group.

Exceptions: Click this link to access the Exclude Account Type Exceptions page where you can include ranges of
account values that would otherwise be excluded from budget checking.

SetlDs for Excluded Accounts

SetlID: Select a SetID for which you want to exclude just some accounts from among the included account types from
budget processing.

Excluded Accounts: Specify the ranges of account values for a particular SetID in the From Account and To Account
fields that are to be excluded from budget checking.
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Maintaining Budget Definitions — Excluded

Account Types (continued)

Favarites Main Menu > Commitment Control > Define Congol Budgets > Budget Definitions

@l ! Keys and Translations i Expiration Chartfield N Budget Period Status e Control ChartField e Dffsets A Excluded Account Types
SetlD: 50100 Ledger Group: CC_APPROP
Effective Date
*Effective Date: priotiz010  |[H *Status: M =1
*Description: |cc appropriation Definition Status: Valid (5]
w SetlDs for Excluded Account Types
st =
Excluded Account Types Customize | Find | View A1 | B | B Fist K1 45015 I | ast
*Account Type Description Exceptions
(A @, |Asset Exceptions =]
L @, | Liability Exceptions =l
[a 2, Equity Exceptions =]
[ @, Revenue Exceptions =l
[T @, Transfers Exceptions (=l
=]
*SetiD: [STATE @,

Customize | Find | View A

Description *To Account Description

539250 @, |Adv Refunding-Pymt Escrow Agt [=]

Q@, Fd Balance Adjustmnt-Pr Yr Dec

@&, TE System Default Account

59TEDF @ | TE System Default Account =]

[5] save [t ReturntoSearch [Z] Notify

[Ch Add | | F UndaeDispiay | |5 include History | [ Corect History |

Control Budget Options | Ruleset Chartfield | Keys and Translations | Expiration Chartfield | Budget Period Status | Control ChariField | Offsets | Excluded Account Types
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Allocation Process

—

CARDINAL

During the Allocation process, journal transactions, ledger balances or statistical quantities within a business unit or across
business units are distributed so the appropriate entities (i.e., departments, divisions, cost centers) recognize a reasonable
share of the amounts (i.e., overhead).

In this topic, we will focus on each step of the Allocation process.

Receive

and Verify Define Define Define Validate
Allocation Allocation Allocation Allocation Allocation
Type Step Criteria Groups Setup

Request

Delete _ Execute
Journal(s) Errors in Review Allocation | (<=
and Review Results? Results Process

Ledger Data

Process
Journals
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Defining Allocations

—

CARDINAL

Most businesses have some expenses or assets that are held or accumulated by one entity, but must be shared by more
than one business unit, department, or other entity. Typically, you allocate these balances and statistical quantities across
the entities within the organization so that they recognize an appropriate share of the amounts.

Using the Cardinal Allocation process, you can define multiple allocation steps or step-down allocations when amounts must
be applied according to a hierarchy and in a precise order. Step-down allocations are used to determine not only how much
general and administrative expense to charge to each business unit and department, but also what portion of that expense
to attribute to individual projects or products.
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Prerequisites

—

CARDINAL

When you are defining an allocation, first determine the desired end result. For example, the cost of renting an office
building might be shared among the departments that are housed in that building. If rent is paid as a single amount and is
initially charged to one department, you can allocate the expense to each department in proportion to its share of office
space, personnel head count, or any other fixed, percentage, or statistical criteria.

After you determine the purpose of the allocation, gain a working knowledge of the records or tables that are involved and
identify which ChartFields are affected.
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Allocation Concepts

These are important considerations as you establish the following basic elements of the allocation:

Allocation type: This is the calculation method for the pool and basis and describes how the basis is used to
distribute the pool amounts to the target.

Pool: The amount or amounts to be allocated. This amount can originate from a ledger or table, or you can specify a
fixed amount. If it comes from a ledger, allocations use the ledger definition to determine its table name and other
characteristics (such as calendar, multibook, and base currency). If the pool record is a table, specify the table
name.

Basis: Determines how and in what proportion the pool amounts are distributed to the various targets. This field is
located under the Batch Records tab.

Target: This is the destination where the amounts are allocated.

Offset: Entries that balance the targets. These entries reflect the clearing of pool amounts as they are transferred to
the targets or amounts that offset the target.

Amount fields: Determine the mapping of the amount fields between the pool, basis, and target records.
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Allocation Concepts (continued)

Fawlr'rtes Main yenu > Albqtiuns » Define and Perﬁurm Allocations » Define Allocation Step

2 New Window (Z)Help [& Customize Page [ http
" Pool | Target | Offset || OutputOptions | Batch Records || AmountFields

SetlD: 50100 Step: V_PC_TEST1
Effective Date Find | View All First K 1.0f1 I3 Last
*Effective Date: 01/01/2010 |5 Status: Active M =
*Description: |3rd Party Billing Alloc- CN1
*Allocation Type: Copy h Extension opcode: Add - |
Transaction Code: GENERAL (@, Cardinal Transaction Code

[5] save | |Gt Returnto Search | [« | Freviousin st )] Nextinlist| [ Notify [k Add | 5| UpdateDisplay | 7 Include History | |[ 7 Corectfision

Type | Pool | Target | Offset | Quiput Options | Batch Records | Amount Fields
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CARDINAL

Defining an Allocation Type and Step

You must define an allocation step before you start the Allocation process and you can use any account type: asset, liability,

revenue, expense, or equity, in an allocation step.

Use the Define Allocation Step page to define an allocation step. You can navigate to this page through the following

path:

Main Menu > Allocations > Define and Perform Allocations > Define Allocation Step

Receive
and Verify
Allocation
Request

Define
Allocation
Type

Define
= Allocation
Step Criteria

Delete

Journal(s)
and Review
Ledger Data

Errors in

Process
Journals

Results?

Define
Allocation
Groups

Review
Results

Validate
Allocation
Setup
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Allocation
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Defining an Allocation Type

To define your allocation type:
» Enter an effective date.
» Select a status.
» Select an allocation type in the Allocation Type field.

Fawlr'rtes Main yenu > Alloqtiuns » Define and Perﬁurm Allocations » Define Allocation Step

2 New Window (Z)Help [& Customize Page [ http
Pool Target Dffset Qutput Options Batch Records Amount Fields

SetlD: 50100 Step: V_PC_TEST1
Effective Date Find | View All First B 4.0f 1 13 Last
*Effective Date: 01/01/2010 | status: | Acive v [+ [=]
*Description: |3rd Party Billing Alloc - TN
*Allocation Type: Copy v Extension opcode: Add -]
Transaction Code: ImoQ Cardinal Transaction Code

[5) save | |G Returnto Search | 4] PreviousinList | [J5] Nextinlist| =] Notify = |} Add| | 5] Update/isplay Q include History | |7 Corect History

Type | Pool | Target | Offset | Quiput Options | Batch Records | Amount Fields
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Defining an Allocation Type (continued)

The Allocation Type field selects a calculation option to determine the pool amounts that are going to the targets from one
of the following allocation types:

» Copy: Copies pool amounts to the target or offset with possible percentage changes.

» Spread Evenly: Divides pool amounts equally by the specified basis fields to derive the target amounts. For
example, this type can be used to divide the pool equally in thirds among department IDs 0100, 0200, and 0300.

» Allocate on Fixed Basis: Allocates on a fixed basis and percentage of pro rata allocation. It is based on the fixed
allocation percentage that you specify in the % field in the Value/Node scroll area on the Basis page.

» Prorata with Record Basis: Divides the pool amount among the targets based on amounts that are stored in the
basis record.

» Arithmetic Operation: Defines the allocation calculation as a mathematical operation between the pool and basis.
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Defining an Allocation Type (continued)

Favcrvr'rtes Mainflenu b hlh:rmvtiuns » Define and Perﬁ:rrrn Alocations » Define Allocation Step

" Pool = Basis | Target | Offset | Output Options | Round Options | Batch Records | Amount Fields

SetlD: 50100 Step: 1
Effective Date

Find | View Al First X 4 of 4 13 Last

+
“Effective Date: 08M10/2011 [ Status: | Active - (=]

*Description: |

*Allocation Type: Fraorata with Record Basis -
Allocate on Fixed Basis

Transaction Code: Arithmetic Operation

Copy

Prorata with Record Basis

Extension opcode: Add - |

Spread Evenly

[5) save | =] Notity |

EN Adl:l] = Upda.tamspmy] 1 Include History :|

Type | Pool | Basis | Target | Offset | Cutput Options | Round Options | Batch Records | Amount Fields
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Defining an Allocation Type — Example Spread
Evenly

For example, assume that you want to allocate office expense that is originally debited against the office supplies account
640000 to four departments (Departments 14000, 28000, 36000, and 43000) in equal amounts. The pool is the sum of the
amounts that are in the ledger rows for that ChartField combination.

The pool is divided among the ChartField values that are specified as the target according to the basis. As the target
accounts are debited, Cardinal generates an offset to balance them. Note: You would exclude an offset when the ledger
you are allocating to is not balanced. Cardinal ledgers are balanced except for Commitment Control budget ledgers.

Pool — $15,000 (Rent Expense)
Basis — Department 14000 (25%)
Department 28000 (25%)
Department 36000 (25%)
Department 43000 (25%)
Target — Rent Account (640000 Account)
Offset — Rent Account, Fund 04100, Department (Pool), Cost Center (Pool)
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Defining an Allocation Pool

CARDINAL

After the Allocation Type has been defined, you can specify the pool.

If you are specifying the pool record for General Ledger, select a table value in the Pool Record Type field (such as
JRNL_LN, or Any Table) or select the Ledger table (in the Table field).

If you are defining the pool record for Project Costing, select Any Table and enter the table name. Note: If you
specify the value Any Table in the Pool Record Type field, add any additional fields that might be required to the
ALC_GL_P_TAO table.

If you want to pool a specific amount, select Fixed Amount. While the pool amount is typically based on amounts
from the ledger, you can choose to base it on any fixed amount, such as equipment cost of 40000.00 USD allocated
across departments. Specify the fixed amount on the Amounts Field page.
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Defining an Allocation Pool (continued)

Favg'_ntes Main‘l'y'lenu b Altomvtions » Define and Pe@m Allocations > Define Allocation Step

2 Mew Window (2)Help [ Customize Page http
I Type \/ Target ie Offset e Qutput Options ie Batch Records i Amount Fields N
SetlD: 50100 Step: Y_PC_TEST
Effective Date
Effective Date: 01/01/2010 Status: Active Description: 3rd Party Billing Alloc - CHA
+ Pool Record
*Pool Record Type: Any Table - Table: |F‘RDJ_RESDU RCE @,
Time Span: @, *Pool factor: 100.0000
Zero Pool Amount Option: Select Mext Poal

Find | Wiew All First 1o0fh a Last

- +
*Field Name: Activity - =
+ How Specified

) Selected Detail Values @ Selected Tree Nodes ) Range of Values

Set Control Value: | @,
Tree Name: \V_PC_ACT_ALLOC_TST@, Level Name: ILEVEL_2 @,
Specify Values/Range of Values/Tree Nodes

Value To
9164 @, (=]
(9174 @, (=]
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Defining an Allocation Pool (continued)

You also need to enter a percentage to apply to the pool amount in the Pool Factor field. This option provides the flexibility
to allocate a percentage of the pool amount.

Select a time span to specify a period that is relative to the current period: the fiscal year and accounting period that are to
be used to retrieve pool records. Enter a single or multiple period time span to determine the accounting periods that are
used for the pool.

In the Zero Pool Amount Option, select an option to tell Cardinal how to proceed when the amount of the pool record
retrieved is zero.

» Calculate This Pool: Proceed to calculate the amount when the pool is zero.
» Select Next Pool: Skip the zero amount pool record and select the next pool record for processing.

» Stop Processing: Issue an error message to indicate a zero amount pool record is selected, and stop the allocation
step due to this error.

» Calc No Rows as Zero (calculate no rows as zero): If no pool rows are selected based on the time span and
selection criteria that is specified in the Pool fields, the Allocation process processes these rows as zero pool
amounts. For rows that exist in the database, Cardinal processes these rows the same as Calculate This Pool.
When you use this option, any selection criteria field that you use for the pool must be explicitly defined. For
example, if on the Target/Offset pages one of the fields has a source defined as group by pool and basis, then this
field must also be defined in the pool.
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Defining an Allocation Pool (continued)

Use the Pool Fields grid to specify the field name that the Allocation process uses to select specific pool rows from the pool
record.

Use the Field Name field to enter the field name that the Allocation process uses to select specific rows from the pool
record. If the pool record type is a ledger group, then the pool record name is the ledger record name defined in the ledger
template for the ledger group. The Field Name prompt table lists all fields that are in the pool record.

In the How Specified section

» Use the Selected Detail Values radio button to activate the first Specify Values/Range of Values/Tree Nodes edit
box so that you can list individual pool field values, such as specific departments or accounts.

» Use the Selected Tree Nodes option to activate the tree information fields, where you specify a tree from which to
select nodes.

* Use the Range of Values option to activate the Specify Values/Range of Values/Tree Nodes edit box, where you
enter beginning and ending pool field values. If you leave the Value field blank, Cardinal selects all pool field values
that are less than or equal to the To field value. You cannot leave the To field blank because the blank value is
always the smallest value. You can insert multiple ranges of values.
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Defining an Allocation Basis — Copy

Y -
CARDINAL

Use the Basis page to determine the basis of the allocation or how to allocate the pool amount to the target. This selection
depends on the type of allocation you selected on the Type page.

If you select the Copy allocation type, you will not be able to see the Basis page as shown on the screenshot below.

Favc‘r'rites Main vMenu > Allnmvtinns » Define and Perfprm Allocations » Define Allocation Step
rLZ' MNew Window @ Help E.’) Customize Page E hitp

Pool Target Dffset Qutput Options Batch Records Amount Fields

SetlD: 50100 Step: Y_PC_TEST
Effective Date Eind | View Al First B 4 of 1 I3 Last
: [+][=]
*Effective Date: 01/012010 |5 Status: Active -
*Description: |3rd Party Billing Alloc - CHA
*Allocation Type: Copy v Extension opcode: Add
Transaction Code: GENERAL (&, Cardinal Transaction Code
5] save | [Gh ReturntoSearch | | Frevious ol | =] Nextinlist | =] Notify [l Add | || UpdateDisplay | | L) include History | || 7 Corecibision

Type | Pool | Target | Offset | Qutput Options | Batch Records | Amount Fields
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Defining an Allocation Basis — Spread Evenly

If Spread Evenly is the selected allocation type, the pool amount is divided evenly across the basis field values that are
specified in the basis. No basis rows are required to exist in the basis record that is specified.

You must still specify a value in the Basis Record Type field so that Cardinal can provide a prompt table listing for the
Field Name field in the Basis Fields group box.

In the How Specified group box, you can use Selected Detail Values, Selected Tree Nodes, or Range of Values fields to
specify field values. You can specify more than one field name; Cardinal divides the pool amount evenly across all basis

field value combinations.
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n Defining an Allocation Basis — Spread Evenly

(continued)

Ingtﬁ Main Menu > Alocations > Define and Perform Allocations > Define Allocation Step

& Newwindow (ZHelp [& Customize Page [ hitp

Type Fool m Target  Offset | OQutput Options Round Options || Balch Records Amount Fields
SetiD: 50100 Step: v _PC_TESTH
Effective Date Eing | View Al First &1 4 of1
: . [l [=]
Effective Date: 011012010 Status: Active Description: 3rd Party Billing Alloc - CN1
+» Basis Record
Basis Record Type: Ledger Group - Basis Ledger: Q@
Time Span: ' | *Basis factor: [ 100.0000]
Zero Basis: ! Stop Processing v
Basis Fields >
R
“Field Name: ¥ #=]
I @ Selected Detail Values Selected Tree Nodes Range of Values

Specify Values/Range of Values/Tree Nodes
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Defining an Allocation Basis - Allocate on Fixed
Basis

The Allocate on Fixed Basis allocation type is a variation of prorata allocation, where the percentage of the prorate is
fixed. As with Spread Evenly, no basis rows are required to exist in the basis record that is specified. You must still
specify the basis record type so that the system can provide a prompt table listing on the basis field name.

You can use only the Selected Detail Values field to specify basis field values, and you can specify more than one value in
the Field Name field.

You must also specify the fixed % (percent) for each field value in the Specify Value/Range of Values/Tree Nodes edit
box. The total of the percentage for one field does not have to add up to 100 percent, but Cardinal uses the percentages to
calculate the actual percent-to-total for each value.

For example, if you specify 10% for DeptID 0100 and 40% for DeptID 0200, Cardinal allocates 10% of the pool amount to
DeptID 0100 and 40% to DeptID 0200.
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Defining an Allocation Basis - Allocate on Fixed
Basis (continued)

Fauq'rites Main‘l':‘lenu > Auotz‘n'tions » Define and Pe@m Allocations > Define Allocation Step

¢ New Window (2) Help Customize Page [ http
Type \TE Poaol N I Target e Offset e Qutput Options ie Round Options e Batch Records e Amount Fields N

P

SetlD: 50100 Step: WV _PC TESTH
Effective Date

Effective Date: 010112010 Status: Active Description: Jrd Party Billing Alloc - CHA
+ Basis Record
Basis Record Type: Ledger Group - Basis Ledger: @,
Time Span: ] *Basis factor: 100.0000
Zero Basis: |St0p Processing -
Basis Fields Last
+
*Field Hame: h =
+ How Specified
@ Selected Detail Values Selected Tree Hodes Range of Values

Specify Values/iRange of Values/Tree Nodes
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Defining an Allocation Basis — Other Allocation
Types

If other allocation types are selected on the Type page:

Prorata with Record Basis: Specify basis fields in the same way that you do the pool. Basis rows are selected from
the basis record, and their amounts are used to calculate a percent-to-total to distribute the pool amount to each
target.

Arithmetic Operation: Like Prorata with Record Basis, basis rows are selected from the basis record, and you
specify basis in the same way that you do the pool. Target amounts are calculated by performing the mathematical
operation between each pool and basis amount.
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CARDINAL

Defining an Allocation Target

Use the Target page to define the destination for the allocation or the target record (journal or any table) and target field

values.

Favarites EMa’lnLdenu # Allu-m;linns 3 Define and Perfovnnﬁlkﬂﬁons 3 Define Allocation Step

é“_‘ New Window }@)p

Cust&;ize Page http

Type | Pool | Baesis i i Offset | OutputOptions | Round Options | BstchPRecords | AmountFields
SetlD: 50100 Step: V_PC_TEST1
Effective Date

Effective Date: 01012010 Status: Active Description: 2rd Party Billing Alloc- CN1

¥ Target Record
Target Record Type: Any Table - Table: |PF{0.I_F{EE‘-0URCE Q

Time Span: Qﬁ

Basis Span Opt: | Combine Pericds for Basis - Target Span Opt: | Divide Target Across Pericds vl
Specify Field Values

*Field Name *Source Field Mapping Value /Mack

Account - Pool - Account - El
Accounting Date - Poal - Accounting Date - El
Activity - | Value - LC1_CN @, =l
Detail Activity - | Fool - | Activity - =
Adjustment Line Type » | Poal w» | Adjustment Line Type - =1
Affiliste ~ | Poal v | Affiliste - E
Fund Affiliste - | Pool » | Fund Afiiliste - El
AM Distribution Status - Pool - AM Distribution Status - El
Analysis Type - Value - LCH1 q, El
Journal Template - Pool - Journal Template - El

[5) save | (G Retomiosearsh | (] F=ousoict | (] Nextinist | [ Notty (b poa | (] Upseispay | |5 inchse History | (12 o

Type | Pool | Basis | Target | Offset | Qutput Options | Round Options | Batch Records | Amount Fields
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Defining an Allocation Target (continued)

—

CARDINAL

Choose a Target Record Type and the relevant Time Span. If you use a multiperiod time span for the basis and target,
you can choose a basis span option in the Basis Span Opt field.

If the target record is journals, the target record name is actually the journal line record name that is defined on the ledger
template for the ledger group. The Field Name prompt table lists all fields that are in the target record.
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Defining an Allocation Target (continued)

The Source field identifies the location of the target field values for each field name that are available for the Allocation

process. This provides a convenient way to populate the target field values, particularly if the values are from the pool or
basis records. You need not reenter them here, just prompt for the appropriate option.

If the source is from Pool, Basis, or Group by, you can specify Field Mapping field for those occasions when the field
name for the pool or basis record differs from the field name that is in the target record. For example, this could occur if the
Product field value for the target record must come from the Project field value of the pool record.

If you specify a fixed value in the Source field, use the Value/Mask field for character or date-type fields. You can enter a
fixed date in one of the following formats: mmddyy, mm/dd/yy, or mm/dd/yyyy.
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Defining an Allocation Offset

Use the Offset page to define the offset entry that will balance the target. Offset entries usually reflect the clearing of pool
amounts as they are transferred to targets. However, if the target record is not a balanced ledger, such as a budget ledger,
then usually no offset exists.

Favarites Main Menu > Alb@tions » Define and Per‘f'orm Allocations » Define Allocation Step

@NewWindnw @Help Customize FPage http
" Type | Pool | Basis | Target Qutput Options | Round Options | Batch Records || AmountFields |

SetiD: 50100 Step: V_PC_TESTH
Effective Date Find | View All First B yor1 O st
) o (#[=]
Effective Date: 01012010 Status: Active Description: 3rd Party Billing Alloc - CRA
+ Offset Record
Offset Record Type: hd
Specify Field Values Customize | Find | view 20| B | 3 Fret B qopq 0 Lot
*Field Name *Source Field Mapping Value | Mask
[E] save | [oh ReturntoSearch | [f[] Freviousinlist | |yJ5] Mextinlist| | Motify | [k Add | | 5] Update/Display | | 57 Inciude History | || Correct Histony

Type | Pool | Basis | Target | Offset | Qutput Options | Round Options | Baich Records | Amount Fields
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Defining an Allocation Offset (continued)

—

CARDINAL

Select Journal Records or Any Table in the Offset Record Type field and specify the offset field values.

Use the Source field to identify the location of values for the offset entry used by the Allocation process. The offset fields
can be directed to the pool record or a particular target table, but the purpose of the offset is always to prevent double
counting.
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Selecting Output Options

—

CARDINAL

Use the Output Options page to define journal options if the target or offset record is Journals.

If the target or offset is a journal that is located on the Allocations Target or Allocations Offset pages, you must define
the journal options.
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Selecting Output Options — Journal Options

—

CARDINAL

Use the Journal ID Mask field to specify a prefix for naming allocation journals. A 10- character alphanumeric ID identifies
journals. Cardinal automatically appends the prefix that you specify to the journal IDs.

For example, if you specify the Journal ID Mask to be ALLOC, the allocation journal IDs might be ALLOC00001,

ALLOCO00002, and so on. Alternatively, the value NEXT causes Cardinal to assign the next available journal ID humber
automatically.

Reserve a unique mask value for allocations to ensure that no other process creates the same journal ID.

Also enter the Journal Date Code and Source. Unless you specify otherwise, the journal source moves by default to ALO
(allocations).
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Selecting Output Options — Journal Options
(continued)

Fa'.rovr'rtes Mainlﬂenu > Alk}m;tions » Define and Perﬁorm Allocations > Define Allocation Step

@Newwmdnw lE}'Help Custnmize Page h’rtp
Type wEuoI wﬂasis wIarg.r.at wlC_JrI’fsr.et N Output Options fﬂuundoptiuns ”ﬂatch Records wgmaunt Fields

P

SetlD: 50100 Step: V_PC_TESTH
Effective Date Find | View Al First B 4 of 4 I3 Last
Effective Date: 04012010 Status: Active Description: 3rd Party Billing Alloc - CHA
Table Output Option
Table Output Option: Update Existing Amounts -
Rate Type: CRRMNT '@, Currency Effective Date Code: Req Date -
5] save | [Sh Returnto Search | [4-] FPreviousinList| 5] MextinList | [ Notify | [Ek Add | | 5] UpdsteiDisplay | & Include History | |7 Correct Hisiony |

Type | Pool | Basis | Target | Offset | Cutput Options | Round Options | Batch Records | Amaount Fields
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Selecting Output Options — Journal Options
(continued)

Use the Post Journal(s) option to post the journals. If you select this option, Cardinal automatically selects the Edit
Journal(s) and Budget Check Journal(s) options. You can deselect the Budget Check Journal(s) option if you want to
run the Budget Processor later to update the commitment control ledgers.

Use the Edit Journal(s) checkbox to edit the journals that the Cardinal Allocation process creates so that you do not have
to edit them later in a separate process. Select this option when you want to edit journals without posting them. Typically,
you select this option in a multiple-step Allocation process, where the pool amount for the next step comes from the target
of the previous step. If journals are not posted, then the ledger is not updated. The next multiple step then draws
erroneous data from the ledger. If you select this option, the Allocation process calls the Journal Edit process (GL_JEDIT)
first to edit the journals.
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Selecting Output Options — Journal Options
(continued)

If the journals fail in the Journal Edit process, Cardinal does not post them to the ledger and the Allocation process issues
this error message: “Allocation step ... is complete with journal created but not posted.”

Journals can fail the Journal Edit process for many reasons, including invalid ChartFields, balancing by ChartField, or
ChartField combination edit. After you determine the cause of the problem, you may have to change the allocation step
definition to avoid it.

Use the Budget Check Journal(s) checkbox to run the Budget Processor to budget check journals for the commitment
control ledgers. This option is available only if you enable the commitment control option. If you select this option, Cardinal
automatically selects Edit Journal(s). You must edit journals before you budget check them.
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Selecting Rounding and Distribution of Odd
Cents Options

Use the Round Options page to define the method for rounding the allocation amount and distributing odd cents. This
option is valid only for the Allocate on Fixed Basis, Prorata with Record Basis, and Spread Evenly allocation types.

Fawlfites Mainyenu b Alluqtions : Define and Periorm Allocations » Define Allocation Step

,_EI Mew Window @ Help E,)' Customize Page E http
Type Foaol Basis Target Offset Qutput Options Round Options Batch Records Amount Fields

SetlD: 50100 Step: Y_PC_TESTH
Effective Date Find | View All First K} 4 of 4 I3 Last
Effective Date: 01/01/2010 Status: Active Description: 3rd Party Billing Alloc - Ch1
*Round Options: Mormal -
Distribute Odd Cents: First Target Line -

Customize | Find | B | 78 First 7 10f4 1 Last

*Field Hame Field Value

Save | [Gh ReturntoSearch o) Previousnlist | ] Nextinlist | |[ZF] Notfy = |[Ch Add | | 5] UpdateDisplay L include History | |[7 Correctbision |

5]
Type | Pool | Basis | Target | Offset | Qutput Options | Round Options | Batch Records | Amount Fields
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Selecting Rounding and Distribution of Odd
Cents Options (continued)

Use the Round Options field to specify the method to use to round the allocation amount. Select from these values:

» Normal: The default value. This method rounds the allocated amount based on the decimal precision of the currency
control value. For example, 104.495 rounds to 104.50 USD.

 Round Down: This method rounds the allocated amount down to the nearest decimal based on the decimal precision
of the currency control value. For example, 104.495 rounds to 104.49 USD.

* Round Up: This method rounds the allocated amount up to the nearest decimal based on the decimal precision of
the currency control value. For example, both 104.495 and 104.494 round to 104.50 USD.

* Truncate: This method truncates the allocated amount after the decimal precision of the currency control value. For
example, 104.495 and 104.494 truncate to 104.49 USD.
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Selecting Rounding and Distribution of Odd
Cents Options (continued)

Use the Distribute Odd Cents field to designate where to distribute odd cents. Because allocation processing is set-based
rather than row-by-row to improve performance, this option is required for allocation types of prorata, spread evenly, and
fixed basis.

For these allocation types, the process balances the target and offset amounts to the allocated pool amount. That is, the
process attempts to allocate 100 percent of the pool amount to the target and offset amounts, sometimes resulting in odd
cents.
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Specifying Batch Records

Use the Batch Records page to specify the batch temporary tables used in the Allocation process.
The Calculation Log Record field specifies to create a calculation log for a complete audit trail for debugging.

The Temporary Table box specifies the temporary table for the pool data, basis data, target detail data, etc.

Favarites Main Menu > Alloqtions > Define and Perform Allocations > Define Allocation Step
& new Window (Z)Help [E Customize Page [ hitp
Type Pool Basis Target Offset Qutput Options Round Options Amount Fields
SetlD: 50100 Step: V_PC_TEST1
Find | View Al First K 4 of 4 I3 Last
[+ [=]
Effective Date: 01/01/2010 Status: Active Description: 2rd Party Billing Alloc - CN1
Calculation Log Record: IPC_ALLOC_CALC @,
Pool: V_ALC_PCP_TAD  |@, . Defautt
Basis: [v_ALc_PcP_Tro @, Basis Summary: [v_ALc_PTs_TAD @,
Target Detail: [v_ALc_PcT_TAO @, Target Summary: [v_ALc_PTs_TAD @,
Offset Detail: [v_ALc_PcT_TAO @ Offset Summary: [v_ALc_PTs_TAD @,
Target Balance: [v_ALc_PTB_TAO @,
Calculation Log: [saLc_cLoc TAO @,
: Sa\re: @\ ReturntuSearch: 11] Previousn |_|-3'L: E NexthList: E| Nutify: :[,', Adcl £| Updatemisplay: ﬁ Include History f—“; CorrectHistony
Type | Pool | Basis | Target | Offset | Output Options | Round Options | Batch Records | Amount Fields
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Defining Amount Fields

Use the Amount Fields page to define the fields in the chosen pool record that store the pool amounts, the fields in the
chosen basis record that store the basis amounts, and the fields used for the calculated amounts in the chosen target and

offset records.

You can specify many sets of amount fields to perform allocations. For example, Project Costing can allocate on both
resource amount and resource quantity fields in the same allocations. You can allocate pool resource amounts by using the
basis resource amount percentage-to-total ratio and the pool resource quantity by using the basis resource quantity
percentage-to-total ratio. You can also allocate both the pool resource amount and resource quantity using the basis
resource amount percentage-to-total ratio. This page gives you the flexibility to define how the amounts are distributed from
the fields in the pool record to the fields in the target and offset record.
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g, Defining Amount Fields (continued)

CARDINAL

Favorites M.H'l.y.enu 3 ﬂkﬂﬂ‘ﬂ'ﬁ ¥ Ddhez'n:lperfovrmﬁlndicrﬁ ¢ Define Allocation Step

E‘NE\\' Window I@b CustEgizeF'agE http E

-

' Type | Fool | Basis | Targst | Offsst | OutputOptions || Round Options || Batch Records o eliia s
SetlD: E0100 Step: W_PC_TEST1
Effective Date
Effective Date: 01012010 Alloc- CN1
Allocation Amount Field Mappings
Allocation Amount Fields.
Field Name Pool Basis Target Offset
Amount Foreign Amount - - Foreign Amount - -
Base Amount Projects Business Unit Amount - Projects Business Unit Amount - -
Transaction Amount - - -
Log Amount Allocations Pool Amount - Alloc Basis Amt - Alloc Target'Offset Amount -
Log Base Amount Allocations Pool PBA Amount - Alloc Target'Offset PBA Amt -
Log Transacticn Amount - -
Log Basis Total Amount Alloc Basis Total -
|[G) Save | |Eh RemntoSeamh | [f5] S=wiousnlst | 5] Mextinlist | ] Netify | |4 Add | | 7] UpdateiDisplay | |5 Include History | |

Tvype | Pool | Basis | Target | Offset | Qutput Opticns | RBound Options | Batch Records | Amount Fields
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Defining an Allocation Group and Validating
-1 Allocation Setup

CARDINAL

The next step in the Allocation process is Define Allocation Group and Validate Allocation Setup.

Receive

and Verify Define Define Define Validate
Allocation Allocation Allocation Allocation Allocation
Type Step Criteria Groups Setup

Request

Delete

) Execute
Journal(s) Errors in Review Allocation | <
and Review Results? Results Process

Ledger Data

Process
Journals
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Defining an Allocation Group and Validating
Allocation Setup (continued)

You can define multiple allocation steps for step-down allocations across ChartFields. The target for each step can become
the next step's pool or basis. You define an allocation group for these steps and then process the allocation on the group.
If a step in the sequence fails, the Continue option determines if processing continues for the next step.

The allocation group is effective-dated, allowing you to track the historical basis of the financial data that results from
allocation processing. Even if there is only one step in an allocation, you must define an allocation group.

To define an allocation group, use the Allocation Group page. You can navigate to this page through the following path:

Main Menu > Allocations > Define and Perform Allocations > Define Allocation Group
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Defining an Allocation Group and Validating
Allocation Setup (continued)

Use the icons in the upper right corner of the page to copy, rename, or delete the allocation group.

Use the Step field to enter the name of the process step that determines the various allocation processing options (in
addition to the pool, basis, target, and offset ChartFields). Define each allocation step in a series of pages. You must
define a step before you can select it in the allocation process group sequence. After defining it, you can use a step in any

number of allocations.

The sequence determines the order in which the Cardinal Allocation process performs the steps. You must enter the
correct sequence because the target of each step becomes the pool for the next step, or the basis if the journals are posted.

Use the Continue checkbox to indicate that you want Cardinal to continue processing even if the allocation step fails.
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Defining an Allocation Group and Validating
Allocation Setup (continued)

Fawlr'rtes Main vMenu * Alloqtiuns » Define and Perﬁnrm Allocations » Define Allocation Group

@New‘.".findnw I@'Help E,”'Customize Page Ehﬂp
Allocation Group

SetiD: 50100 Group: V_PC_TEST Bs O

Effective date Eind | View Al First BB 4 of 4 I3 Last
*Effective Date: 01012010 [3  statys:  Acve [+ =]
Description: |TestUsing PC Allocations

Comments: For 3rd Party Billing Puposes - Test Script# 02 PA04.03 - 3rd Party Allocations ]

Customize | Find | view o0 | B | 3 Frer B q5or6 U Last

*Step Description Continue

V_PC_TEST1 @, 3rd Party Billing Alloc - CN1 [+ [=]
V_PC_TEST2 @, 3rdParly Billing Alloc - CN2 [#] [=]
V_PC_TEST3 @, 3rdParly Billing Alloc - CN3 (#] [=]
V_PC_TEST4 @, 3rd Party Billing Alloc - CN4 [+ [=]
V_PC_TESTS @, 3rd Party Billing Alloc - CN5 [+ [=]
_PC_TEST6 @, 3rd Party Billing Alloc - PE1 [+ [=]

(5] save | [ Returnto Search | [ Nofify b Add | | 5] UpdatelDisplay | | -] Include History | | (-7 Correctfistory |
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Executing Allocation Process and Reviewing
-3 Results

CARDINAL

The next step in the Allocation process is Execute Allocation Process and Review Results.

Receive

and Verify Define Define Define Validate
Allocation Allocation Allocation Allocation Allocation
Type Step Criteria Groups Setup

Request

Delete _ Execute
Journal(s) Errors in Review Allocation | =
and Review Results? Results Process

Ledger Data

Process
Journals
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Executing Allocation Process

—

CARDINAL

You must define allocation steps and allocation groups before you process a request. You need to indicate the request
parameters and process group allocations that you want processed. Next, you need to identify the process group that you
want processed. You have the option of generating an Allocation Calculation Log report, which creates a report showing the
allocation calculations that the specified process step performed within a process instance. You can also test the allocation
process by creating a calculation log without outputting journals to the appropriate ledgers.

To do this, access the Allocation Request page and add a Run Control ID. You can navigate to this page through the
following path:

Main Menu > Allocations > Define and Perform Allocations > Request Allocation
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Specifying the Allocation Process Request
3 Parameters

CARDINAL

Use the Allocation Request page to enter the request parameters. These parameters are used to define the processing
rules and data to be included when the process is run.

Use the Process Frequency field to determine the frequency of the process.
* Once: Select to process the current request the next time that the allocation processing is executed.
* Don't: Once executed, the process changes frequency to this value.
* Always: Select to process each time that build combination data is executed.

Favorites | Main Menu > Allucgtinns » Define and Perfrnrm Allocations > Request Allocation
= New Window  (2) Help ._.j Customize Page [ http
Allocation Request
Run Control ID:  Allocation_Request Report Manager Process Monitor s
] 4] ia
*Process S . . . . . .
e Unit ‘Allocation Group Request Date Option Output Options
Dont -~ (50100 @, @, | Process Date +* | Mo CalcLog - Create Output - +] [=]
EJJ Save =] Motify =% Add ||| Update/Display
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Executing Allocation Process (continued)

Use the Allocation Group field to specify the name of the allocation process group that you created in a previous activity.

Enter the desired information into the Output Options field:

* Create Calc Log - No Output (create calculation log - no output): Serves as a dry run by creating a calculation log
but no journals and ledger entries.

» Create Calc Log and Output (create calculation log and output): Creates a calculation log and generates journals
and ledger entries.

 No Calc Log - Create Output (no calculation log - create output): Creates journals and ledger entries, but no
calculation log. This is the system default value.

Note: Calculation logs are cleared using SQL scripts.
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Executing Allocation Process (continued)

—

CARDINAL

When parameters are set, click the Run button.

When errors occur and processing aborts, you can restart processing at the step that failed by selecting Start Step. This
option appears only if an error occurred during processing.
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Executing Allocation Process (continued)

—

CARDINAL

Clicking the Run button takes you to the Process Scheduler Request page.

Use the Process Scheduler Request page to enter or update parameters, such as server name and process output

format.

The Server Name is already populated and should not be changed.

When you have finished updating parameters, click the OK button.

Favorites © Main Menu > Allucgtiuns » Define and Per‘fprm Allocations > Request Allocation

Process Scheduler Request

LEINew'."'."in-j-:uw E)Help ._-,) Customize Page :|http

Distribution

~ | Distribution

UserID: V_GL_SYSTEM_PROCESSOR Run Control ID: Allocation_Request
Main Cantent }

Server Name: Run Date: 07/06/2011 Gl
Recurrence: *  Run Time: 10:25:36AM Resetto Current Date/Time
Time Zone: @
Select Description Process Name Process Type *Type *Format
PSIFS Allocations FS_ALLC Application Engine  Web * TXKT

0K Cancel
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Executing Allocation Process (continued)

—

CARDINAL

Clicking the OK button takes you back to the Allocation Request page. A Process Instance number appears. This
number helps you identify the process you have run when you check its status.

Clicking the Process Monitor link takes you to the Process List page, where you can view the status of submitted process
requests.

If the run status is not yet complete, you can click the Refresh button. The status for your process instance should be
Success.

155



Executing Allocation Process (continued)

Favorites Main Menu > AIL&@tiﬂn; > Define and Perﬁurm Allocations * Request Allocation

0 New Window () Help Customize Page http
Process List

View Process Request For

User ID: [V_GL_SYSTEN@, Type: + Last - | 90|  Days - . Refresh

Server: * HName: | @, Instanoe:| to |

Ruen . Distribution v Save On Refresh

Status: Status:
Process List Customize | Find | vizw 2 B | 3
Select Instance Seq. Process Type :;ie;éss User Run Date/Time Run Status w Details
[] |77822 Application Engine FS_ALLC V_GL_SYSTEM_PROCESSOR 07/06/2011 10:25:36AM EDT Warning Posting Details

5o back to Allocation Regquest

[5) save | =] Notify |
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Reviewing Results

—

CARDINAL

Now that you have completed the process request, you need to review the Allocation Calculation Log report.

You can navigate to this page through the following path:
Main Menu > Allocations > Reports > Allocation Calculation Logs

Then search for your run control ID.
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Reviewing Results (continued)

y -~
CARDINAL

This takes you to the Allocation Calculation Logs Report page. This page enables you to specify parameters to print a

report showing details of the allocation calculation.

Use the Allocation Step field to specify the name of the process step that you want calculated in the Allocation Calculation

Log report.

Favorites Main Menu > Alloqtions * Reports > Allocation Calculation Logs
@Newwmdnw @Help I:,‘/Customize Page Ehﬂp

Allocation Calculation Logs Report

Run Control1D:  Allec_Calc_Log ReportManager  Process Monitor - RYM
Language: English -

SetiD: WQ

Allocation Step: lici>

Beqgin Process Instance: ligx

End Process Instance: |7O3

[C] pisplay Full Humeric Field
Refresh

customize | Find | B | B First £ g 084 17 Last

Sequence ChartField Hame Include CF Value
(@] | Q
[ save | (=] Motify | [Ek Add | | 5] UpdateiDispiay
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Reviewing Results (continued)

—

CARDINAL

Use the Begin Process Instance field to specify the process instance number of the process for which you want to create a
log report.

You only want to view the calculation log from the process group with a single step that you created. The same value will
appear automatically in the End Process Instance field when you click in the field.

Click the Refresh button.
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Reviewing Results (continued)

—

CARDINAL

This expands the ChartField Selection grid.

Select the Include CF checkbox to specify the ChartField Names that you want to appear in the report.

Click the Run button when you have made all of your selections.
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CARDINAL

Reviewing Results (continued)

Favorites Main Menu > Allomvtions > Reports > Allocation Calculation Logs

Allocation Calculation Logs Report

Run Control ID:  Alloc_Calc_Log

Language: English  ~

Report Request Parameters

SetliD:

Allocation Step:

Begin Process Instance:

End Process Instance:

Display Full Numeric Field

ChartField Selection

Report Manager

50100 @,

V_PC_TEST1|@,
77822/@,
77822/Q,

Process Monitor

Run

Refresh

First K1 4-25 of 25 I3 ast

ChartField Name
Account

Fund

Program
Department
Cost Center
Task

FIPS

Asset

Agency Use 1
Agency Use 2
FPC Business Unit
Project

Activity

Source Type

Category

@ 5w | 2 v

Customize | Find | B

Include CF

15 o T

OoooE oo Em

Value

»

m

LR LLLELLLELELLE L L LEL

EL Add | || Update/isplay |
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Reviewing Results (continued)

—

CARDINAL

Clicking the Run button takes you to the Process Scheduler Request page. Click the OK button. This takes you back to
the Allocation Calculation Logs Report page. Note the new Process Instance number.

Click the Process Monitor link.
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CARDINAL

Reviewing Results (continued)

Favorites Main Menu > Alloqtions » Reports > Allocation Calculation Logs

Allocation Calculation Logs Report

Run Control ID:  Alloc_Calc_Log
Language: English -

Report Request Parameters

SetiD:

Allocation Step:

Begin Process Instance:

End Process Instance:

[ Display Full Numeric Field

ChartField Selection

Sequence

2] save | o Return to Search | |7 Notify |

ChartField Hame
Account

Activity

Affiliate

Fund Affiliate
Currency Code
Department
Budget Period
Agency Use 2
PC Business Unit
Cost Center
Analysis Type
Book Code
FIPS

Project

Category

Report Manager

Fotoo &
h_Pc_TEST1 /@,
[ 77822
[ 72

Customize | Find | B

Include CF

=

OOO0OoOoooDoooQE

Process Monitor !

Run

Process Instance 77825

Refresh

First KN 125 of 25 I L ast

L.EI MNew Window @ H

»

m

|:L Add | ' Lip:aie-'jiepia;.-'

P L PSP S PSP PPPPLP
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Reviewing Results (continued)

—

CARDINAL

Note that the status is Success for your process instance.

Now you are ready to view your Allocation Calculation Log. Click the Go back to Allocation Calculation Log link.
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Reviewing Results (continued)

Favarites Main Menu > Albmvtions * Reports > Allocation Calculation Logs

Process List

@New‘.ﬁfinduw I:@Help Customize Fage http

View Process Request For

User ID: [V_GL_SYSTEN®, Type: v Last - | 90  Days
Server: * Name: | @, Instanoe:| to |

Run - Distribution - Save On Refresh

Status: Status:

Process List

- . Refresh

Select Instance Seq. Process Type Eie;én User Run Date/Time Run Status w Details
[ [¥7825 S0OR Report GLS6002 V_GL_SYSTEM_PROCESSOR 07/06/2011 10:44:01AM EDT Success Posted Details
[ |77824 S0OR Report GL36002 V_GL_SYSTEM_PROCESSOR 07/06/2011 10:41:32AM EDT Success Posted Details
[ |77822 Application Engine FS_ALLC V_GL_SYSTEM_FPROCESSOR 07/06/2011 10:25:36AM EDT Warning Posted Details

Customize | Find | View 0| 8 | 3 Fret T 43053 1 Last

Go back to Allocation Calculation Log

[5) Save | | Notify |
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Reviewing Results (continued)

—

CARDINAL

On the Allocation Calculation Logs Report page, click the Report Manager link. Note: You will be able to access this
link if you also have a Reporter role.

Click the Administration tab on the Report Manager pages. Click the Allocation Calculation Log Rep link.

Favgrites - Main Menu > Allocations > Reports > Allocation Calculation Logs

Allocation Calculation Logs Report

Run Control ID:  Alloc_Calc_Log | Report Manager !F'r-:cess Monitor .
English -

Language:
SetlD: 50100 @,
Allocation Step: V_PC_TEST1|@,
Begin Process Instance: 7782213,
End Process Instance: 7782213,

[”] Display Full Humeric Field
Refresh

(Y K1 2]
Sequence ChartField Name Include CF Value
1| | Account ] @ |~
2/ Fund = @,
3/ Program ] @,
4] Department = @,
5 CostCenter ] @, E
6 Task ] =N
7| FIPs B @,
g |Asset i} a
9 AgencyUse 1 = a
10/ |Agency Use 2 = a
11 | PCBusiness Unit =} =N
12 |Project ] X
13 Activity ] @
14| |Source Type = @y
15 |Category = @ |
(5] save | [ notity [k Add |5 Updateisplay
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Reviewing Results (continued)

Select the link of the report name that you would like to view. Once you click the link, a new window will open and you will
be asked to sign in to view your report.

Favorites Main Menu > Allogtions > Reports > Allocation Calculation Logs

E New window (Z)Help & Customize Page [ hitp
View Log/Trace
ReportiD: 226892 Process Instance: 77825 Message Log

Name: GLSE002 Process Type: SOR Report

Run Status: Success

Allocation Calculation Log Rep

Distribution Details

Distribution Node: fintrn Expiration Date: 07M 312011
Name File Size (bytes) Datetime Created
S50R GLSB002 F7E2510g 1,833 07/06/2011 10:44:35 4530204AM EDT
glsB002 77825 out 32 07/06/2011 10:44:35 450204AM EDT
Distribute To
Distribution ID Type *Distribution ID
User V_GL_SYSTEM_PROCESS0OR

Return
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Process Journals / Delete Journals

—

CARDINAL

The last step in the Allocation process is Process Journals and Delete Journal(s) and Review Data.

Receive

and Verify
Allocation

Request

Define
Allocation
Type

Step Criteria

Define
Allocation

Define
Allocation
Groups

Delete
Journal(s)
and Review
Ledger Data

Errors in
Results?

Process
Journals

Review
Results

Validate
Allocation
Setup

Execute
Allocation
Process
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Process Journals

—

CARDINAL

The allocation steps that executed successfully, per the Allocation Calculation Log and Allocation Calculation Logs Report,
must be submitted for approval once they pass edit and budget checks. After the allocation journals are approved, they can

be posted to the ledger.

Allocations typically run at the end of the month after all possible current activity for the month has posted. The allocation
journals are posted prior to the accounting period closing.
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Delete Journals

—

CARDINAL

For allocations that failed the Execute Allocation process, there are two options:

» The Journal Processor needs to delete the journals that were created.

* Errors can be identified and corrected. Then the General Ledger System Processor needs to run the allocation
process again.
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Amending the Journal Entry Template

Journal entry templates assist with creating a journal by limiting the fields displayed to only those used by the agency.
Journal entry templates are used to define and maintain the fields that are displayed on the Journal Entry page grid.

Favorites Main Menu > Set Up Financ@h}ﬁupphr Chain > Commaon geﬁn'rtions b Joumab ¥ Entry Template
d=] pew Window @Help E]JCustomize Page ﬁhﬁp

Journal Entry Template

Template Type: All User:
Primary Permission List:

1 B ot g are D ast

Customize | Find | Vizw All | E
Amount Miscellaneous | |

E*Template 1D Action Default Unit Ledger Speed Type Event Account Fund Program Department Cost Center Taski
|STANDARD - ] ;
i 1|y - m - - | - - - - k|

Journal Line Copy Down - Copy Journal Line Columns to New Lines Customize | Find | view a0 [ B | 3 frer T g o1 0 Last
WEHE A Amount || Miscellaneous |

|Copy Down ID JAction Default Unit Ledger Event Account Fund Program Department Cost Center Task FIPS As
STANDARD | - [ [l [l [ [l

i P T | r

[5] save | |Gt Returnto Search | |[=7] Nofify | & Refresh | [Bleotdd| [ UpdaieDisplay |
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Amending the Journal Entry Template
(continued)

You can configure the Standard Journal Entry template to control which ChartFields appear in your journal entry
transactions.

The Journal Entry Template List page contains specific ChartField elements needed for the journal entry. Selecting the
appropriate checkbox on this page identifies which fields are displayed on the journal entry page.

End users will not be able to change the journal entry template, but will be able to copy down information from one journal
line to another in order to speed up journal entry.

This functionality can be accessed from the journal Lines tab by clicking on the Template List link.
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Lesson 3: Summary

In this lesson, you learned:

» The budget structure (ledger group) defines the processing rules for each budget ledger. The Commonwealth of
Virginia has Statewide and Agency budget structures used in Cardinal.

* The Cardinal budget structure uses parent/child budget relationships to link the various budget structures as
appropriate. The control option of each different budget structure is set depending on the purpose of the budget.
Agency budgets are established as the child budget level to the statewide budget.

» During the Allocation process, journal transactions, ledger balances or statistical quantities within a business unit or
across business units are distributed so the appropriate entities (i.e., departments, divisions, cost centers) recognize
a reasonable share of the amounts (i.e., overhead).

» Journal entry templates assist with creating a journal by limiting the fields displayed to only those used by the agency.
Journal entry templates define and maintain the fields that are displayed on the Journal Entry page grid.

* You can configure the Standard Journal Entry template to control which ChartFields appear in your journal entry
transactions. End users will not be able to change the journal entry template, but will be able to copy down
information from one journal line to another in order to speed up journal entry.
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Lesson 4: General Ledger Maintenance Reports,
Queries, and Online Inquiries

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

* Reports

e Queries

* Online Inquiries
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Reports

—

CARDINAL

General Ledger Maintenance reports can be run at various intervals. There are numerous General Ledger Maintenance
reports available and include:

* ChartField Report

* SpeedTypes Report

» SpeedCharts Report

» Allocation Calculation Logs Report

* Commitment Control Budget Control Report

» Journal Edit Errors Report
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ChartField Report

—

CARDINAL

This report lists all valid values and related information for the ChartField you want to review.

This report is available for the following ChartFields: Account, Fund, Program, Department, Cost Center, Task, FIPS,
Asset, Agency Use 1, Agency Use 2, Project, Statistics Code.

You can navigate to this report through the following path:

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

Then select the ChartField you want from the list of ChartFields. The Department ChartField is shown on the next slide.
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ChartField Report (continued)

—
CARDINAL
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SpeedTypes Report

—

CARDINAL

Displays a valid list of SpeedTypes. For each SpeedType, the report prints a description, the User ID or class, and
associated ChartField values such as cost center, FIPS, account, department, product, and project. (Crystal).

You can navigate to this report through the following path:

Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Reports > SpeedTypes
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SpeedTypes Report (continued)

—
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Repaart ID: Peopiasoft Financale Pags Mo 1
ORACLE SPEEDTYPES Run Diate Tia2011
Rumn Tims 11:51-194M
Satllc S0100
SpaedTyps Key Type Opesrator 1D Account ARemate Ao Oprating Uintt Fund Cods Despartment Program Code Clasz Budget Ret Produsct
Deacription Operator Clzss Projeat i AMilate Affiliate intra Curmsncy stat Coge
TESTCHRIS Universal 01000
TEST123456 Universal 5022001 311
Blah usD
QWERTY Universal 5011160
EXPEMSE User V_AP_EXPENS 4750 10001
DOOO0DN0E4
01GL11 User V_GL_BUDGET 5022001 01000
CHARZ Universal 04860 B11000
CHARS Universal 5011330 04860
D00ZFAD4D3 Universal 04100 10044 D&3
02PAD:03 D2PAD403
TESTCSL Universal 04100
test
O2TAD4D Universal 07754 10021 D43 D5703
speediype for D2.TA .01
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SpeedCharts Report

—

CARDINAL

Displays a valid list of SpeedCharts. For each SpeedChart, the report prints a description, the User ID or class, and
associated ChartField values such as cost center, FIPS, account, department, product, and project. (Crystal).

You can navigate to this report through the following path:

Main Menu > Set Up Financials/Supply Chain > Product Related > Procurement Options > Reports > SpeedCharts
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SpeedCharts Report (continued)

100.0

ORACLE TEotiD  APYONS PeopleSoft Accounts Payabis Page Mo. 1
SPEEDCHARTS Run Date Thei11
Run Tima 11:56:51 &M
Set ID: 50100 VA Dept of Transportation
As Of Date: 06, Jul 2011
5SpesdChart: 0000004a SpeedChart 146
Spesd Type: u Universal
oparator ID:
oparator Class:
Effactive Dats : 22 Jun 2011
GL Unit Account Alt Account Operating Unit Fund Code Dept ID Program Class Budget Rel Product Projact
Affillate Affllate Intra 1 Statlstice Parcantage
50100 5013060 04100 10058
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Allocation Calculation Logs Report

—

CARDINAL

Lists the allocation calculations that were performed for a given process step within a specified process instance. Displays
the pool, basis, and target amounts. (SQR).

You can navigate to this report through the following path:

Main Menu > Allocations > Reports > Allocation Calculation Logs
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Allocation Calculation Logs Report (continued)

—
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Report ID: QLES0DZ GLESDDZ ALLOCATIONE CRALOULATION LOG Page Ho. 1
Frocess Instances: 0000000001 to 5593355335 Fun Date 07/DE/2011
Allocation Step: HEALTH IKS Fun Time 12:05:47
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50100 50111540 04860 £04005 o R 55.85 o.00 35.85 UED
0.00 35.85 UED
50100 5011154 04740 Ela008 2011 7 “ 10.80= 000 < 10.80> UED
0.00 = 10.80= TED

Total 89.05 UED

= 85.05: TSD
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Commitment Control Budget Control Report

—

CARDINAL

The budgetary control report is used to display the commitment control ledger configuration.

You can navigate to this report through the following path:

Main Menu > Commitment Control > Budget Reports > Budget Control Report
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Commitment Control Budget Control Report
-1 (continued)
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Journal Edit Errors Report

—

CARDINAL

Provides detailed information about journal edit errors: period, journal ID, date, source, reference number, error type, line,
line description, field name, and error message. (SQR)

You can navigate to this report through the following path:

Main Menu > General Ledger > Journals > Process Journals > Journal Edit Errors Report
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Journal Edit Errors Report

CARDINAL

Peoplatoft GL
Report ID: GLETO0L1 JOURNAL EDIT ERRORE
Bus. Unit: S0100--VA Dept of Transportaticn
Ledger drp: ACTUALES -- Actuals
Fiscal Ye=ar:2010
Reguest 1--Journal Edit Errors
Scurce:ALL Journal ID:ALL Journal Date:ALL
Business Unit IU: 50100

Pd Journal I0 _Jrnl Date Src Bef No. Error Type Line Line Description Field Hame

12 0000000323 0671572010 ALO HEADER JRNL_HDR_ETATUE
LIRE 1 FBE-E=srv Inventory ACOOUNRT
2 FE-Unresv Rpt Spec Rev ACCOUNT
5 Het Apset-Rest NonExp othar ACOOUNT
3 Het Roset-Unrestricted ACCOUNT

Fage Ho. 1
FPun Date O7/0E/2011
Run Time 12:1B:37

Entry Ewvent Error mES5age

Journal line e=rrors exist for this head=r. {5880/53)

Combo error for fields Account/Fund in group
SZROCTACTOAL. (9§00/31)

Combo error for fields Account/Fund in group
SZROCTACTOAL. (3500/31)

Combo error for fields Account/Fund in group
§ZACCTACTOAL. (9600/31)

Combo error for fields Account/Fund in group
§ZACCTACTOAL. (9600/31)
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Queries

—

CARDINAL

There is one type of General Ledger Maintenance query available:

e ChartField Queries
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ChartField Queries

—

CARDINAL

To run queries on ChartFields, access the Query Viewer.
You can navigate to this query through the following path:
Main Menu > Reporting Tools > Query > Query Viewer

Click the Excel link next to the relevant Query to view results in Excel.
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ChartField Queries

(continued)

1
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STATE R4z Amt Held By Outside Trustes Amt Outsd B M ]
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Online Inquiries

—

CARDINAL

Several inquiries are available for General Ledger Maintenance. The Audit Tree inquiry is an inquiry which may be available
depending on your individual security role.
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g, Audit Tree Inquiry

As explained in Lesson 2, you can audit trees by using the Tree Auditor page. Tree audit is a process that compares the
value table with the associated tree, and identifies missing values.

To display the Tree Auditor page and view the error(s) for the tree(s) you audited, you can navigate to through the following
path:

Main Menu > Tree Manager > Tree Auditor

Favaorites Main Menu > Tree Manager > Tree Auditor

2] New Window @ Help E,/ Customize Page =] http
Tree Auditor

Run Control ID:  Audit_Tree Report Manager Process Monitor L Run

Audit Scope

@ Single Tree ) Multiple Trees

Tree Name: O@ Setld:

Date Selection
@ Effective Date of Tree [07/06/2011 @,
© As of Current Date
© As of Specific Date  |[27/05/2071

) All Trees

View Results

: S.ave: :EI N-Dtify: :[L Adcl :5,'_'] Updateﬂ)ispl.ay:
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Lesson 4: Summary

—

CARDINAL

In this lesson, you learned how to:

» Describe the key General Ledger maintenance reports

» Describe General Ledger maintenance queries

» Describe General Ledger maintenance online inquiries
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Lesson 5: General Ledger Maintenance Hands-
-3 On Practice

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.



—

Course Summary

CARDINAL

In this course, you learned to:

Define key General Ledger maintenance terms
Describe key General Ledger maintenance concepts
Describe the overall General Ledger maintenance process and the roles involved in it

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

Add or update Chart of Account values, and their associated attributes

Create and update SpeedTypes and SpeedCharts

Understand Tree Structures

Understand Combination Edits

Understand budget structures

Define allocations and allocation groups

Amend the Journal Entry Template

Describe the key General Ledger maintenance reports, queries, and online inquiries
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Course Evaluation

—

CARDINAL

Congratulations! You have completed the GL336: General Ledger Maintenance course. Please use the evaluation link to
assess this course.
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Appendix

—

CARDINAL

» Key Terms

» Diagrams and Screenshots

* Flow Chart Key
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Key Terms

Budget Ledger: Defines the type of budget (i.e. expenditure or revenue) and the type of transaction (i.e. budget,
encumbrance, expense, or collected revenue) that will be recorded in the ledger.

Budget Structure: Defines the processing rules for each budget ledger.

Combination Edits: Defines rules about which ChartField values are required in combination for accounting entries that are
posted in Cardinal.

SpeedTypes and SpeedCharts: Populate pre-defined ChartFields on journal entries. A SpeedType consists of a pre-
determined Chart of Accounts (COA) value string (such as fund, program, department), which populates the accounting
distribution line when entered on a transaction. A SpeedType allows you to define codes for frequently used ChartField
combinations. When a SpeedType is entered, you can add additional COA values on the associated distribution line. In
Cardinal, SpeedType values are created for project and cost center combinations. SpeedTypes are used in General
Ledger, Expenses, Time & Labor, Accounts Receivable Direct Journals, and Commitment Control Budget Journal entries.
SpeedCharts provide similar functionality for Accounts Payable and Purchasing except that multiple accounting distributions
can be configured for an individual SpeedChart.

Tree: A tree is used to setup hierarchical structures in Cardinal. Trees can depict the relationships of the business entities
in a hierarchical structure or represent a group of summarization rules (roll ups) for a particular ChartField.

Tree Structure: Defines the groupings and hierarchical relationships between ChartField values in the same database
table.
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Chart of Accounts

Mapping of VDOT FMS Il Chart of Accounts to Cardinal Chart of Accounts

Current VDOT FMS Il
Chart of Accounts

Business Unit (Agency)

Organization
Fund

Program

Account

County

Project

Activity

Cost Center

Structure

Facility *
Building/Lot
Operational Project
‘ Statistics Code
‘ Mile Post From **
Mile Post To **
Equipment ID **

Parcel **

|

Cardinal Chart of
Accounts

GL Business Unit

Department

Fund

Program

Account

FIPS

Project

Project Costing Activity

Task

Cost Center

Asset

Agency Use 1

Agency Use 2

Route ***
EMS Work Order **
Contract **
Bond **

Asset Type ****

* There may not be a need to capture
VDOT’s Facility data (either at a detailed
level or consolidated level) in Cardinal. If

there is a need, the Asset COA Element will
be utilized.

%

Statistics Code

*** Route will only be recorded during
storm/disaster events.

** The proposed Cardinal Chart of
Account structure will not capture these
fields.

**** If VDOT determines it is necessary to
track financial transactions at the asset type
level, asset types will need to be
incorporated into the Asset field.
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Cardinal Setup

—

CARDINAL

Receive SpeedType/ Add/Update
COA ?gguﬁadbﬁtee SpeedCh?art SpeedTypes/
Request Impact? SpeedCharts
Add/Update Tree
Tree Impact?
Structures P )
Combination CAcflr?ﬁftl)_iJrI?;?;i
i 2
Edit Impact~ Edits

}

Qutbound Build
External 3™ - ————— Combination
Party Systems Edit Data
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Process Allocations

—

CARDINAL

g

Receive
and Verify
Allocation

Request

Define Define Define
Allocation Allocation Allocation
Type Step Criteria Groups

Delete

Journal(s) Errors in Review
and Review Results? Results
Ledger Data

Process
Journals

Validate

Allocation
Setup

Execute

Allocation
Process
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Integration

—

CARDINAL
Payroll Project Accounting
. -
Timeand Froject Customer | s
Absence —» Labor Costing | Contracts Billing
hanagement

r
T Accounts ..,* -

Human FPayable —»
Resources General |, AcCcounts
d .
P Expenses Ledger Receivable
Time and Attendance
Fy
Accounts

- Eocopy gl

Accounts

Fayable

3 .

FProcurement Strateglc < sProcUrernent »| Purchasing
Contracts Sourcing
Frocurement | T
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Interfaces

—
CARDINAL
' Commonwea Integrated
§ Payroll Personnel System
- Payroll )
% \ Data Actuals Data, Operational Planning |
Einancial Budget Data, Division (TMOC
Automated Fuel Transactions COoAValues Database)
Mgmt Program E
e ) F}!oeratlonal ITIannlng
% Division Budgeting System
— /
% \
= \
l——————Budget Data——————» \
T ti Hi —_—
Financial and Budget % cardinal [* il o e
[ Data and COA Values | % ————————Financial Dala——— ?
General
Annual Budget o K aotgrar =
Development System Commonwealth Accounting
Bgdge': \ g \ I\ and Reporting System
e \ COA values .
COA - Route and . i
/r Suvructure Valuas

L
T
Six Year ~=
Program Pontis
Asset
Management
System
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Flow Cart Key

FLOW CHART KEY

Step
Description

Batch
Process

Manual
Operation

Decision
Qutcome

Entity
Narme

Frocess

Depicts a process step or interface.

Start

Specifies a batch process.

Depicts a process or step that is performed manually. Document

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

)

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

Budget YE
Close
GL

Depicts a process.

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
ar hard copy

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

Connects steps between business processes.
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