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Welcome 

Welcome to Cardinal Training! 

 

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

Commonwealth and/or agency policies. 

  

This course provides an overview of the Accounts Receivable functional area.   

  

These training materials include diagrams, charts, screenshots, etc., that clarify various Cardinal tasks and processes.  The  

screenshots are taken from Cardinal and show pages that not all users can access.  They are included here so you can see how 

your specific responsibilities relate to the overall transaction or process being discussed.  See your agency’s Security Handbook, 

located on the Cardinal website, for a list of all available roles and descriptions. 
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Course Objectives 

After completing this course, you will be able to:  

 

• Understand the two Accounts Receivable modules:  Accounts Receivable and Billing 

• Identify the five Accounts Receivable processes: 

• Set up and Maintain Customers 

• Generate Bills and Create Receivables 

• Maintain Receivables 

• Collections and Aging 

• Enter Funds Receipts and Apply Payments 

• Understand how Accounts Receivable integrates with other Cardinal functional areas and interfaces with external entities  
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Lesson 1: Introduction to Accounts Receivable 

This lesson covers the following topics: 

 

• Billing and Accounts Receivable Overview 

 

• Key Concepts 
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Billing and Accounts Receivable Overview 

The Accounts Receivable functional area of 

Cardinal is composed of two modules: 

 

Accounts Receivable 

The Accounts Receivable module manages the 

processing of payments that are due to the 

agency. 

 

Billing 

The Billing module includes the processes for 

creating invoices, reviewing and validating 

invoices, and managing billing and distribution 

cycles. 
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Key Concepts 

Key concepts in Billing and Accounts Receivable include:   

 

• Billing and Accounts Receivable are two separate modules within the Accounts Receivable functional area. 

 

• These two modules support five key processes in the Accounts Receivable functional area: 

• Set up and Maintain Customers 

• Generate Bills and Create Receivables 

• Maintain Receivables 

• Collections and Aging 

• Enter Funds Receipts and Apply Payments 

 

• Four types of billing invoices can be created in Cardinal: 

• Standard 

• Recurring 

• Installment 

• Consolidated 
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Key Concepts (continued) 

• You can either apply payments received against accounts receivable items, or you can enter them as direct journals 

(when there is no related accounts receivable item). 

 

• The Accounts Receivable functional area integrates with Project Costing and General Ledger, and interfaces with the 

Department of Taxation and the Federal Highway Administration. 

 

7 



Lesson 1: Summary 

In this lesson you learned: 

 

• The Accounts Receivable functional area is composed of two modules:  the Accounts Receivable module and the Billing 

module. 

 

• There are five processes contained within the Billing and Accounts Receivable modules: 

 

• Set up and Maintain Customers 

• Generate Bills and Create Receivables 

• Maintain Receivables 

• Collections and Aging 

• Enter Funds Receipts and Apply Payments 
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Lesson 2: Accounts Receivable Processes 

 

 This lesson covers the following topics: 

 

• Accounts Receivable Functional Area 

• Set up and Maintain Customers Process 

 

• Billing Module 

• Generate Bills and Create Receivables Process 

 

• Accounts Receivable Module 

• Maintain Receivables Process 

• Collections and Aging Process 

• Enter Funds Receipts and Apply Payments Process 
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Accounts Receivable Functional Area 

 

 Key processes in the Accounts Receivable functional area are: 
 

• Setup and Maintain Customers - Enter and maintain customers, billing, and 

miscellaneous information. 
 

• Generate Bills and Create Receivables - Enter billing information, create 

billing invoices, and create and post Accounts Receivable items. 
 

• Maintain Receivables - Maintain accurate receivable balances using 

refunds, write-offs, debit / credit memos, non-sufficient funds, and 

transferring receivable amounts. 

 

• Collections and Aging – Collect payments for receivables and identify and 

calculate the age of receivable balances in order to initiate appropriate 

collection procedures. 

 

• Enter Funds Receipts and Apply Payments – Create deposits and apply 

payments to appropriate accounts receivable items. 
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Set Up and Maintain Customers Process  

The Set Up and Maintain Customers process includes the initial 

setup of customers as well as ongoing maintenance.  
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Set Up and Maintain Customers Process (continued) 

The Set Up and Maintain Customers process involves 

 

• Receiving customer information 

• Determining whether the customer already exists 

• Manually entering or updating customer information billing information, and contact information. 

 

Once customers are created, they are available for use in the Billing and Accounts Receivable modules. 
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Set Up and Maintain Customers Process (continued) 

The Set Up and Maintain Customers process involves several key steps: 
 

• Receive Request to Set Up a Customer – A request may come from an external source (e.g., a State Police accident 

report), or it may come from another functional area (e.g., request from Project Accounting to bill another agency for costs 

related to a project). 
 

• Verify the Customer Does Not Already Exist – Check the customer master records and verify that the customer has not 

already been entered. 
 

• Enter General Information – You can enter general information for a new customer or update general information for an 

existing customer. 
 

• Enter Billing Information – You can select various billing options for a customer, bill types, cycles (daily, monthly quarterly, 

etc.), forms, and payment methods (credit card, check, etc.). 
 

• Enter Customer Contact Information – Customer contact phone and address information can be entered / updated. 
 

• Maintain Customer Information – You can update customer type / general information, update correspondence options, 

and create attachments and notes. 
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Set Up and Maintain Customers Process (continued) 

You access the Set Up and Maintain Customers processes on the Customers menu. 

 

You can navigate to this page using the following path:  Main Menu > Customers 

 

Select the Customer Information link, then select General Information. 
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Set Up and Maintain Customers Process (continued) 

The General Information pages store the information 

needed to manage customers. including names and 

addresses, contact information, payments terms, and 

billing and shipping information. 
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Generate Bills and Create Receivables 

The Billing module contains the Generate Bills and 

Create Receivables process. 
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Generate Bills and Create Receivables (continued) 

The Generate Bills and Create Receivables process includes entering bill information, creating, reviewing and validating 

invoices, managing billing cycles, and creating receivables. 
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Generate Bills and Create Receivables (continued) 

The key steps in the Generate Bills and Create Receivables process are: 

 

• Enter Online Bills – You can create standard bills, recurring bills, installment bills, and consolidated bills. 

 

• Create Invoices – An invoice is a bill that has been processed and is ready to go out to a customer.  Invoices are created 

for billable transactions interfaced from external source systems or bills entered online.  Invoices can be created as PDFs.  

 

• Edit Bills – You can adjust an entire bill or a portion of a bill. 

 

• Process Invoices – Once processed, you can print the Invoice Register and mail the invoices to your customers. 

 

• Post Receivables – The billing process generates accounts receivable which are then posted to General Ledger. 
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Generate Bills and Create Receivables (continued) 

The Billing processes are accessed on the Billing menu. 

 

You can navigate to this page using the following path:  Main Menu > Billing 

 

For example, to create a standard bill you select the Maintain Bills link, then select Standard Billing. 
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Generate Bills and Create Receivables (continued) 

The Standard Billing page is used to create a standard (regular) online bill. 

 

 

20 



Accounts Receivable Module 

The Accounts Receivable processes include: 

 

• Maintain Receivables – To update receivable balances, you 

can adjust receivable balances (including refunds), create a 

write-off, record non-sufficient funds, and transfer receivable 

amounts. 

 

• Collections and Aging – These processes allow you to 

identify and analyze aged receivables in order to initiate the 

appropriate collection procedures. 

 

• Enter Funds Receipts and Apply Payments – These 

processes allow you to create deposits and apply payments 

to Accounts Receivable or create direct journal entries to 

send to General Ledger. 
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Accounts Receivable Module (continued) 

The Accounts Receivable module posts entries 

generated during these processes to General 

Ledger.  General Ledger updates Accounts 

Receivable with identifying information (Journal 

ID, Date, etc.) so entries can be easily traced 

through Cardinal. 

 

Accounts Receivable also shares Collections and 

Aging data with external 3rd party systems. 
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Accounts Receivable Module (continued) 

The Accounts Receivable menu option gives access to the major functions in Accounts Receivable.   

 

You can navigate to this page using the following path: 

 

Main Menu > Accounts Receivable 
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Maintain Receivables 

The Maintain Receivables process helps end users to manage receivable balances. 

 

Maintenance is performed using a maintenance worksheet, which is a workspace for offsetting items, write-offs, or adjustments. 

 

Receivables maintenance items include debit or credit memos, adjustments, on-account payments, and matches.  Maintenance 

worksheets can be used to refund an item with a credit balance or to create a new refund item for a credit remaining from 

maintenance tasks. 
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Maintain Receivables (continued)  

You can navigate to the Create Worksheet page using the following path: 

 

Main Menu > Accounts Receivable > Receivables Maintenance > Maintenance Worksheet > Create Worksheet  
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Collections and Aging 

The aging process is a tool used to calculate the age of outstanding customer accounts receivable balances.  This process runs 

nightly and automatically categorizes receivables by date. 

 

The Aging process updates summary aging information that appears on various inquiry pages. 

 

Management and collection departments rely on aging to identify delinquent accounts and take appropriate action 
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Collections and Aging (continued) 

There are several aging reports that show the history and 

category of the item.  For example, you can use the Aging 

Summary by Unit report to see aged open balances for 

every customer in a business unit.   

 

You can navigate to this page using the following path:  

 

Main Menu > Accounts Receivable > Receivables 

Analysis > Aging > Aging Summary by Unit Rpt 
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Enter Funds Receipts and Apply Payments 

Payments may or may not correspond to an open Accounts Receivable item. 

 

• If the payment corresponds to an Accounts Receivable item, the Payment Predictor batch process will select that data to 

create and save a worksheet. 

 

• If the payment does not correspond to an Accounts Receivable item, it will be recorded as a Direct Journal. 

 

You can enter identifying information for payments related to receivable items.  This identifying information, such as an Item ID 

or Customer ID, is entered to aid application of payments that reduce the receivable balances. 
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Enter Funds Receipts and Apply Payments (continued) 

Deposits and payments posted to the Accounts 

Receivable module are posted to the invoices 

created in the Billing module. 

 

You can navigate to this page using the following 

path: 

 

Main Menu > Accounts Receivable > 

Payments > Online Payments > Regular 

Deposit 
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Lesson 2: Checkpoint 

Now is your opportunity to check your understanding of the course material.  Read the question, select your answer and click 

Submit to see if you chose the correct response. 
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Lesson 2: Summary 

In this lesson, you learned about the following processes: 

 

• Setup and Maintain Customers 

 

• Generate Bills and Create Receivables 

 

• Maintain Receivables 

 

• Collections and Aging 

 

• Enter Funds Receipts and Apply Payments 
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Lesson 3: Billing and Accounts Receivable Integration and 

Interfaces 

This lesson covers the following topics:  

  

• Integration with General Ledger and Project Accounting 

  

• Interfaces 
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Integration with General Ledger and Project Accounting 

Accounts Receivable sends accounting entries to the General Ledger. 

 

The Project Accounting Customer Contracts module sends project billing data to the Billing module in the Accounts Receivable 

functional area.  The Billing module then creates the related invoices and accounting entries. 

 

Once the invoices are final, related billing data is available to upload to the Customer Contracts and Project Costing modules. 

 

Adjustments made to billing or receivables create entries that update project information in the Project Costing module. 
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Integration with General Ledger and Project Accounting 
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Interfaces 

Accounts Receivable also interfaces with other systems outside of Cardinal, including the following: 

 

Department of Taxation: Accounts Receivable sends and receives collection data to and from  

the Department of Taxation during the Collections and Aging process.  Accounts Receivable receives payment data from the 

Department of Taxation in the Enter Funds Receipts and Apply Payments process.  These interfaces allow us to collect  

past-due receivables from any payments another state agency might make to the customer. 

 

Federal Highway Administration (FHWA): Cardinal Accounts Receivable also sends Project Billing Data to FHWA on a daily 

basis. 
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Lesson 3: Checkpoint 

Now is your opportunity to check your understanding of the course material.  Read the question, select your answer and click 

Submit to see if you chose the correct response. 
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Lesson 3: Summary 

In this lesson, you learned: 

 

• The Accounts Receivable functional area integrates with two other functional areas in Cardinal: General Ledger and 

Project Costing. 

 

• The Accounts Receivable functional area interfaces with other major systems including Department of Taxation and the 

Federal Highway Administration. 
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Course Summary 

In this course, you learned: 

 

• The Accounts Receivable functional area is composed of two modules:  Accounts Receivable and Billing. 

 

• The five Accounts Receivable processes are: 

• Set Up and Maintain Customers 

• Generate Bills and Create Receivables 

• Maintain Receivables 

• Collections and Aging 

• Enter Funds Receipts and Apply Payments 

 

• Accounts Receivable integrates with other Cardinal functional areas and interfaces with external entities.  
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Course Evaluation 

Congratulations!  You have successfully completed the 501 INTRO120: Billing and Accounts Receivable Overview course.  

Please use the evaluation link to assess this course. 

 

 

 

 

 

 

Once you have completed and submitted the survey, close the survey window.  To close the web based training course, click the 

‘X’ button in the upper right corner. 
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Click here to access the survey 



Appendix 

• Key Terms 

 

• Flowchart Key 
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Key Terms 

Aging Process:  Tool that calculates the age of outstanding customer accounts receivable balances.  Management and 

collection departments rely on aging reports to identify delinquent accounts and take appropriate action.  

 

Customer:  An entity responsible for paying the agency.  In Cardinal there are four general customer types available:  

Government (Federal City , County, or Town), Business, Individual, or State Agency. 

 

Deposits:  Payments received from customers.  A payment can be applied to multiple items for a single customer or to multiple 

items from different customers. 

 

Installment Billing:  Method used to invoice customer in segments, with the total amount due divided equally. 

 

Invoice:  Bill issued  by an agency for their participation in project costs or for amounts due to an agency for goods or services.   

 

Receivables:  Amounts owed to the agency from individuals or other entities (including state, federal and local governments, 

individuals or businesses).   
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Key Terms (continued) 

Open Items:   Amounts billed to a customer but not paid, also known as Pending Items. 

 

Pending Items:   Receivables that have not yet been posted to an account in Cardinal. 

 

Pro Forma:  Preview of a Billing Invoice, allowing you to print and view invoices before you finalize the bill.  

 

Receivables:  Amounts owed to the Department from individuals or other entities (including state, federal and local 

governments, individuals or businesses). 

 

Recurring Billing:  Method used to reproduce bills or portions of bills on a set schedule, and generate invoices by using 

templates. 
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Flowchart Key 
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