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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. 

  

By now, you have completed all prerequisite courses for this course and discovered the different functional 

areas and modules included in Cardinal. In this course, we will show you how to use and maintain ISSP 

transactions 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. 
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Welcome 



Course Navigation 
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Cardinal’s Procurement functional area has four 

modules that are used to: 

 

Purchasing  

Using the Purchasing  module, users can enter 

requisitions and Purchase Orders to buy goods  and 

services.    

eProcurement 

The eProcurement module provides web-based 

procurement, of goods / services to users, similar to 

an online shopping cart experience. 

Strategic Sourcing 

The Strategic Sourcing module allows users to create 

and award bids / proposals to purchase orders or 

contracts. 

Procurement Contracts 

Using the Procurement Contracts module, users can 

build, manage, and archive all Cardinal contract 

related information. 
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Introduction 



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

 

• Understanding the ISSP Transaction Process 

• Reviewing and Reconciling ISSP Transactions  

• Using ISSP Reports and Queries  

Course Objectives 
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Lesson 1: Understanding The ISSP Transaction 

Process 

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

 

• Key Concepts 

• Integration and Interfaces 

• ISSP Processes  
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Some ISSP processing concepts: 

 

• Both ISSP and PCard transactions are processed using the Procurement Card menu item as 

part of the Purchasing module in Cardinal . The transaction processes are very similar. 

However, ISSP transactions are specific to purchases related to vehicles, equipment and 

maintenance stock..  

 

• The ISSP vendor transmits a transaction file into Cardinal each business day.     

  

• Cardinal transmits a confirming file back to the ISSP vendor to include voucher information.  

 

• Cardinal sends some ISSP information to FleetFocus M5, an external fleet management 

software application that tracks all activities related to the maintenance of vehicles and rental 

equipment.  

 

• You can verify and approve your ISSP transactions daily.   

 

• Cardinal  uses a pagelet on the Approver’s Home Page to notify Approvers that transactions 

are verified and ready for approval.   The pagelet only displays transactions that need approval. 

Key Concepts 
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In Cardinal, the Purchasing module integrates with the Accounts Payable module and 

interfaces with other external systems: 

 

• ISSP Vendor 

• FleetFocus-M5 

  

The integration and interfaces are detailed on the next slides. 

 

 

Integration and Interfaces   
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Integration 

The ISSP Process is contained within the Purchasing module and routes approved transactions to the 

Accounts Payable module, where they are processed for payment.  Accounts Payable also integrates 

with General Ledger module, to generate a journal which records the transaction and related charge 

distribution. If a transaction contains a distribution related to equipment, the data is transmitted to M5.  

Integration and Interfaces (continued) 
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Interfaces: 

Cardinal interfaces with the ISSP vendor to receive transactional data and with FleetFocus M5 to share 

information specific to the vehicles and equipment tracked. 

 

ISSP Vendor 

Each ISSP location is assigned a unique card number to identify its transactions.  The ISSP Vendor  

sends transaction information to Cardinal daily in a secure file, by ISSP stock location.    

 

Cardinal sends approved/vouchered transactions back to the ISSP Vendor each day.    

 

 

Fleet Focus M5 

 

M5-related transactions have additional M5 related data (Work Order Number, Equipment ID, etc.) 

attached to the transaction that is passed through to M5 each day from the General Ledger.  

 

Integration and Interfaces (continued) 
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The Procurement functional area in 

Cardinal defines how goods and services 

are purchased in Cardinal. 

 

The ISSP process (using the Procurement 

Card menu feature) is one of many 

processes within the Procurement 

functional Area. 

ISSP Process 
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ISSP processing involves locating the transaction, reviewing and updating the transaction  and to make 

ready for approval.  

 

• Access the transaction and determine whether it should be disputed. 

• If the transaction is disputed, enter the dispute information. 

• If there is no dispute, add / update ChartField values so the transaction is correctly charged. 

• Set the transaction to Verified. 

• Cardinal routes the transaction for review and approval.  

ISSP Process (continued) 
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Lesson 1:  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. 

13 



PROPERTIES

On passing, 'Finish' button: Goes to Next Slide

On failing, 'Finish' button: Goes to Next Slide

Allow user to leave quiz: At any time

User may view slides after quiz: At any time

User may attempt quiz: Just Once

14 



Lesson 2: Reviewing and Reconciling ISSP 

Transactions 

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

 

• Accessing and Using the PCard Transactions Page 

• Creating and Reviewing Disputes 

• Submitting ISSP Transactions for Approval 
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Locate Transaction 

 

Reconcilers and Approvers may use the 

Reconcile Statement Search page to locate 

transactions for a specific District.   

 

You can navigate to this page through the 

following path: 

Main Menu > Purchasing > Procurement 

Cards > Reconcile > Reconcile Statement 

 

Enter your search criteria.  For ISSP, 

Employee ID begins with ISSP, followed by 

the District number.   Name is District, 

followed by the District Name.  Statement 

Status is selected. Then click Search. 

 

For In this scenario, we are using Employee 

ID which is ISSP1 and Name, which is 

District,Bristol and selecting Staged  

transactions only.  

Accessing and Using the ISSP PCard 

Transactions Page 
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The Reconcile Statement 

page lists transactions by 

transaction date.  

 

Transactions are loaded daily 

and identify Card Issuer, last 4 

characters of Card Number, 

Trans Date, Merchant, Status, 

Transaction Amount, 

Currency, Line Details,  

Comments, Distribution and 

more. 

 

Check your records against the 

information on the Reconcile 

Statement page and make 

sure they agree.  

 

Accessing and Using the PCard Transactions 

Page (continued) 
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To view the different types of 

data supplied by the ISSP 

Vendor, click the Line Details 

icon. 

 

 

ISSP related data is on the 

Type 5 and Type 7 tabs.            

 

For Example: this transaction 

was for Floor Cleaner.  

 

  

Accessing and Using the PCard Transactions 

Page (continued) 
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Once you have reviewed the PCard Transaction Details, click Return to go back to the 

Reconcile Statement page. 

  



Line Comments: 

You can enter or view comments specific to each line, by clicking on the Comments icon.  

Click OK to return to the Reconcile Statement page. 

  

Accessing and Using the PCard Transactions 

Page (continued) 
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For Card Number transactions ending in V, you must assign Chart of Accounts Values 

 

• Click on the distribution  icon       and enter the accounting distribution (e.g., SpeedChart, 

project, cost center, etc.) 

• To split the charges for one transaction between 2 or more accounting distributions, scroll to 

the end of the distribution line and click the + icon.  Then enter the number of rows you wish to 

add.   

• Validate Budget process verifies that the ChartField, combination edits, and budget are valid.   

• To use multiple SpeedCharts on a transaction, the transaction has to be split, since only one 

SpeedChart can be assigned per transaction.   

 

 

Accessing and Using the PCard Transactions 

Page (continued) 
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See:  

ISSP Transactions Simulation on the Cardinal website for additional information.  



Set the Transaction to 

Verified 

Once you reconcile the 

transaction, you can set the 

transaction from Staged to 

Verified.  The Supervisor can 

then set the transaction to 

Approved.  

 

Approved transaction data is 

transmitted to the Accounts 

Payable module for payment 

to the ISSP Vendor.   

Payments are made each day 

based on the approved 

batches. 

 

Accessing and Using the PCard Transactions 

Page (continued) 
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Lesson 2: Simulation  

You are now about to view a simulation on accessing and using the PCard Transactions page. 

  

Click the Cardinal logo below to start the simulation. 
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To dispute a transaction go to the PCard Transactions page.  

 

Navigate to the PCard Transactions page using the following Path: 

Main Menu > Purchasing  > Procurement Cards > Reconcile > Reconcile Statement .  

 

Click on the Comments icon of the transaction that you wish to dispute.   

  

 

Creating and Reviewing Disputes  
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Enter comments that explain the circumstances of the dispute.  Include notification of the vendor. 

Click OK. 

 

Creating and Reviewing Disputes (continued) 
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Click on the Billing tab and enter the Dispute Amount for the transaction. 

The transaction is still paid in full. Although, the ISSP vendor credits the transaction at a later date. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click back on the Transaction tab and change to Verified and Save to send forward for approval.  

   

 

 

 

 

Creating and Reviewing Disputes (continued) 
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Creating and Reviewing Disputes (continued) 

To review disputed items navigate to the Review Disputes page using the following path: 

Main Menu > Purchasing > Procurement Cards > Reconcile > Review Disputes. 

• Click the Comment icon to review comments 

• Click the Billing tab to review billing information 

• Click the Cardholder tab to review Cardholder information 

• Click the Collected check box to set the Credit Collected check box on the Reconcile Statement 

page to Checked. 
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Submitting ISSP Transactions for Approval 

                                                                                                                     Pagelets 

 

Approvers can personalize 

their Home Page to include 

a pagelet that lists ISSP 

transactions that have been 

Verified.   

 

Verified transactions are 

displayed in the pagelet, 

once they have passed edit 

checks in batch processing.  

Transaction hyperlinks will 

direct the Supervisor to the 

ISSP transactions.  
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Daily Reconciliation 

You can always review transactions that have not been closed (i.e. vouchered).  Navigate to this page using 

the following path:  Main Menu > Purchasing > Procurement Cards > Review Bank Statement 

Available status options include: 

 - Approved - Not Closed 

 - Closed  - Staged 

 - Initial   - Verified 

You can choose various statuses for the transactions, but the preferred is Not Closed.. 

Closed transactions will show the voucher number. 

  

  

Submitting ISSP Transactions for Approval 

(continued) 
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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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PROPERTIES

On passing, 'Finish' button: Goes to Next Slide

On failing, 'Finish' button: Goes to Next Slide

Allow user to leave quiz: At any time

User may view slides after quiz: At any time

User may attempt quiz: Just Once
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Lesson 3: ISSP Reports and Queries 

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

 

• Reports 

• Queries 
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Reports 

Reports 

 

There are numerous ISSP reports available.  

 

Key ISSP reports include: 

 

• Purchase Summary (by Employee) 

• Purchase Details (by Merchant)  
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Reports (continued) 

Purchase Details 

POY8052 PCard Account Summary by Employee: Provides a summary of all PCard purchases 

sorted by employee. For ISSP, this is the District the cards/locations are associated to. 

  

You can navigate to this page using the following path: 

 Main Menu > Purchasing > Procurement Cards > Reports > Account Summary 
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POY8031 PCard Account Summary by Merchant: Provides a summary of all PCard purchases sorted 

by PCard holder. For ISSP, this is the District the cards/locations are associated to. 

 

You can navigate to this page using the following path:  

Main Menu > Purchasing > Procurement Cards > Reports > Purchase Details 
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Reports (continued) 



Queries 

 

Key ISSP queries include: 

 

• V_PR_PCARD_TRANS_BY_TRANS_DT – PCARD Transactions by Trans Dt 

• V_PR_UNRECONCILED_TRNSCTNS – PCARD / ISSP Un Reconciled Trans 
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Queries 



V_PR_PCARD_TRANS_BY_TRANS_DT – PCARD Transactions by Trans Dt 

Allows users to find transactions between certain start and end dates for one or all districts, one or all 

Card Holders, one or all billing dates, and with one or all statuses.   The prompts will only allow you to 

select one value, not multiple. These optional fields are used to narrow the search. 

  

You can navigate to this page using the following path: 

 Main Menu > Reporting Tools > Query > Query Viewer 
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Queries (continued) 



V_PR_UNRECONCILED_TRNSCTNS – PCARD / ISSP Un Reconciled Trans 

Allows users to find all unreconciled Integrated Supply Services Program transaction ticket lines, by 

organizational unit and by rollup of related organizational units. This query displays Unit, District Name, 

Card and Transaction Number, Transaction Date, etc.  

You can navigate to this page through the following path: 

 Main Menu > Reporting Tools > Query > Query Viewer 
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Queries (continued) 



Course Summary 

 

In this course, you learned: 

• Basic ISSP transaction concepts 

• The process for managing ISSP transactions 

• How to reconcile ISSP transactions in Cardinal 

• About some key ISSP reports and queries 
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Congratulations! You have completed the PROC349b: Using and Maintaining ISSP Transactions 

course. Please use the evaluation link to assess this course.  

 

 

http://www.surveymonkey.com/s/392M6QG 

 

 

 

 

 

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

training course, click the exit button located in the bottom right hand corner. 
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Course Evaluation 

 

Click here to access the survey 

http://www.surveymonkey.com/s/392M6QG
http://www.surveymonkey.com/s/392M6QG


Appendix 

• Key Terms 

 

• Diagrams and Screenshots 

 

• Flow Chart Key 
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Key Terms   

ISSP Vendor: The vendor (presently MANCON) that issues the stock item to the Agency and payment is 

made to.  

 

PCard Feature: A Cardinal function within the Purchasing module to capture and manage all credit card  

and ISSP activity and records.  

 

 Purchase Order: A commitment from an agency to a vendor for the purchase of goods or services.  

 

Reconciliation: The process to accept, approve or dispute ISSP charges, define related details and 

distribute the charges to the appropriate accounts. 
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Integration and Interfaces 

 

Diagrams and Screenshots 
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ISSP Process 

Diagrams and Screenshots (continued) 
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ISSP Transaction 

Diagrams and Screenshots (continued) 
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Integration 

Diagrams and Screenshots (continued) 
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Flow Chart Key 
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