PA355: Project
Accounting Approvals

CARDINAL

Web Based Training

Revised 2/8/2013



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.

In this course, we will show you approvals for Project Accounting.

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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Course Objectives

—

CARDINAL

After completing this course, you will be able to:

» Approve Project Distribution

» Approve Projects

» Approve Billing Worksheet



Approving Project Distribution

Before you can post expenditures to a project, you must approve the project distribution.

The Accounting Distribution Specialist creates the project distribution. After this is completed the
Accounting Distribution Approver can approve it. In the approval process the project status is changed to
Budget. This action allows the creation of SpeedTypes, SpeedCharts, and funds distribution rules. When
the project is in Budget status, budgets can be posted to the project but expenditure transactions are
prohibited. Once the project is open, both budget and expenditure transactions can also be posted.

Cardinal does not send the Accounting Distribution Approver an email notification when a project
distribution is ready for approval nor does it appear on their worklist. (When a project distribution is ready
for approval, the Accounting Distribution Specialist should manually notify the Distribution Approver.)

The Accounting Distribution Approver approves a project distribution on the Project Distribution page.



Project Distribution Approval Levels
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Project distributions require one level of approval:

» Accounting Distribution Approver: The Accounting Distribution Approver approves the project
distribution by changing the status of the project distribution from Pending to Budget and selecting
the Approval Status checkbox.

» Each time a new effective dated row is added in the Project Distribution section, the approver
Is required to approve the new project distribution.

» If the Chart of Account values entered on the distribution are not a valid combination, the
approver can reject the project distribution by not selecting the Approval Status checkbox.

» Cardinal does not generate an automatic email to the Project Manager or Accounting
Distribution Specialist when the project distribution is approved or denied. The approver must
send a manual notification, if necessary. Users can also search for their project distribution in
Cardinal and check on its approval status.

Project

Accounting e _
Diswbuton | —— T
Approver Approved




Project Distribution Approval Steps
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Project distributions are approved on the Projects Distribution page. You can navigate to this page
using the following path:

Main Menu > Project Costing > Project Definitions > General Information

Favorites Main Menu » Project Costing > Project Definitions > General Information

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

..’I d an Existing Vz - Add a New Value

Maximum number of rows to return (up to 300); |300
Business Unit: = W 50100 @,

Project: begins with |+ || @,
Description: begins with | w |

Program: | v| | Detail Praject v|
Processing Status:| = v| | v|

[ include History Correct History [] Case Sensitive

Search Clear |Basic Search [EF Save Search Criteria

Find an Existing Value | Add a Mew Value




¥ | Project Distribution Approval Steps (continued)
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The steps to approve a project distribution are:
» Enter the project number in the Project field.
» Click the Correct History indicator.
* Click the Search button.

Favorites Main Menu > Project Costing > Project Definitions > General Information

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

'.'I d an Exisfing Vz . Add a Mew Value

Maximurn number of rows to return (up to 300} |300

Business Unit: = W 120100 Q.

Project: begins with v“

Description: begins with |+

Program: | . v| | Detail Project v|
Processing Status:| e v| | v|

Cinclude History Correct History [ Case Sensitive

Search Clear  |Basic Search [@F Save Search Criteria

Find an Existing Value | Add a New Value




Project Distribution Approval Steps (continued)

Click on the Projects Distribution tab.

Note: If you did not click the Correct
History button on the Search page, you
can click it here. If it was clicked on the
Search page, the button will be grayed out
on this page.

The approver must review the distribution
values to ensure the Chart of Account
combination entered is valid and matches
the values entered on the project Budget, if
one has been posted.

Validate the distribution and select the
Approval Status checkbox.

Click the Save button.

Click on image to enlarge




Approving Projects

A project is ready for approval processing when the project is ready to be opened to expenditure

transactions. At this point the project distribution has already been approved and the projectis in Budget
status.

When a project is ready for approval, the Project Manager must notify the Project Status Approver.
Cardinal does not send the approver (Project Status Approver) an email notification when a project is
ready for approval processing, and it does not appear on their worklist.

The Project Status Approver approves the project on the General Information page by changing the
project status from Budget to Open. Projects with an Open status allow transactions from other modules
to be posted against them.

Note: The project must be set to Budget before it can be set to Open.

10



Project Approval Levels
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Projects require one level of approval:
* Project Status Approver: This approver can choose to approve the project by opening the project to
expenditure transactions.

» |If the expenditure transactions should not be posted to a project, the project status should not
be updated to Open. There is no deny functionality.

» Cardinal does not generate an automatic email to the Projects Manager when the project is
approved. The approver must do so manually, if necessary. Users can also search for their
project in Cardinal and check on its approval status.

Project :
savs | EEE—— A
Approver Approved
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Project Approval Steps
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The Open status allows expenditure transactions, as well as, budgets to be processed and posted against

the project in Cardinal. The steps to approve a project involve updating the project status from Budget to
Open. Projects are approved on the General Information page.

You can navigate to this page using the following path:

Main Menu > Project Costing > Project Definitions > General Information

Fa\‘ElvritES MainvMenu > Project Costing > Project Definitions > General Information

General Information

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

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

Business Unit: = v 50100 @,
Project: begins with OJ
Description: begins with

Program: = ~ Detail Project v
Processing Status:| = A% L

[Jinclude History [Jcase Sensitive

Search Clear |Basic Search [@F Save Search Criteria
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Project Approval Steps (continued)

CARDINAL

The General Information search page displays. Entering the projectid in the Project field.

Favn:nvr'rtes MainvMenu > Project Costing > Project Definitions > General Information

General Information

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

] Cxisting Value

Maximum nurnber of rows to return (up to 300); |300

Business Unit: = v 50100 @
Project: begins with ||| 2
Description: hegins with |
Program: | = v| ‘ Detail Project v|
Processing Status:| = v| ‘ v|
[(include History [Jcase Sensitive

search || Clear |Basicsearch P Save Search Criteria

13



Project Approval Steps (continued)
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* Inthe General Information tab for your
project, click the Budget link.

* The Status page displays. Add a new
effective-dated row by clicking the add
button (+).

* Once you click the (+) button, the next
sequence number displays. S— —

...... R ah che Himtar Cernmet History
Favovr'rtes Mainvrv'lenu > ProjectvCosting > Project D'eﬂn'rtions > General Information

Status

Project: 0000000022 Descri| ption: 0022053104

L4 a

Effective Date: Sequence

*Status: Budget

Priority

Interest Calculation Factor:

Co t

[5] save | |t Returnto Search | |[=] MNotify | i Refresh 51 Include History

Click on each image to enlarge
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Project Approval Steps (continued)
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* Enter the Effective Date. This effective date  [Fotes tan fens Project Costng > Project Defniions - General lnformatn
must be prior to the date the first ant
expenditure must be posted to the project. RS - "
If you add a future-effective date, the project _
status is not effective until this date is e MALHLL
reached. Iﬁ"e Date: hais2012 sequence: |0 3
Status: 0 Open
Priority: 0
* Notice that a new Sequence defaults. The Iterest Calculation Factor: 00
Sequence allows you to enter multiple rows Comments i
for the same Effective Date. This number

defaults to one greater than the previous
row.

General Informalion

o Return to Search =] Molify &% Refresh x| Include History

» Enter or select O (Open) in the Status field.
» Click the Save button. Click on image to enlarge

» Click the Return to General Information
link to go back to the General Information

page.

15
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Project Approval Steps (continued)

Note: If the project is closed and needs to be
temporary opened, a new sequence should be
added to the current Effective Date instead of
adding a new effective dated row.0

Temporary changes to a project’s status should
be made by adding a new sequence to the current
Effective Date. For example: If a project status is
closed effective 10/1/12, sequence 0, but payroll
charges need to be processed on 10/3/12, add
sequence 1 to the 10/1/12 row. To close the
project after payroll has finished processing, add
sequence 2 to the 10/1/12 row.

Fa\rovrtes MainvMenu s Project Costng > Project Definitions » General Information

Status
Project: (000000022 Description: (028003104
Doz D
ANEANAT 5 +][=
Effective Date: f2ng2012 Sequence: £
*Status: 0 Q Open
Priority: 0
Interest Calculation Factor: 00
Comments: i
Return to General Information
[5] save  [ah ReturntoSesrch | =] Notify | | Refresh &1 Include History

16




Project Approval Steps (continued)

The Processing Status field changes from Budget to Active once the Open Status is Saved.

Favorites | Main Menu > Project Costing » Project Definitions > General Information
- : - - -

& New Window (D Help [Ef C
e ki | Project Costing Definition | Manager || Projects || Projects Distribution || UserFields || Rates || Aftachments |

Project: 0000000022 Add to My Projects
*Description: |UU280531U4 [ Program Processing Status: Active
Project Status: 0
*Integration: 50100 @, VYDOT Specific —
Project Type: COMST @ CONSTRUCTION
Percent Complete: 0.00 As OF:

Project Health: As OF:

Project Schedule

*Start Date: 0B/20/1995 [ *End Date: 07/31/2001 [= Additional Dates
Find | View Al Firet Kl 4 or 4 I3 Last

Date/Time Stamp: 11111411 10:59:00PM User ID: CNV ==

Description:

PPMS Job/Structure Numbers: 100

Long Description:

Saveas Template | | Copy Praject

Go To: My Projects Project Valuation Project Team Project Activities | Mare "|

. Save. @‘ ReturntuSBarch. S Refresh | |:.L Acl.cl.. . ._--,:aaie-:.e;:.a;.-. Q Include History | En) Correct Hiztory |

17



Approving Billing Worksheet
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Before temporary bills can become real bills, the billing worksheet must be approved. When processing
the federal bill, the billing worksheet is created to determine if the bill contains errors in the federal system.
The billing worksheet is used for FHWA Federal Bills only. The billing worksheet is ready to be approved
once the billing worksheet approver determines the bill does not contain errors in the federal system.

Cardinal does not send the Billing Worksheet Approver an email notification when the billing worksheet is
ready for approval processing and it does not appear on their worklist. The Billing Worksheet Approver
must manually review temporary bills on a daily basis to determine which are ready for approval.

The billing worksheet is approved on the Update Billing Worksheet page. The Billing Worksheet
Approver can review the billing worksheet and can defer lines as needed before approving the billing
worksheet. Once the billing worksheet is approved and processed, a real bill is created.

— Billing
Billing
Worksheet Worksheet
Approver Approved

18



Billing Worksheet Approval Levels

The billing worksheet requires one level of approval:

» Billing Worksheet Approver: The Billing Worksheet Approver reviews the lines on the billing
worksheet to validate accuracy of data.

* In Cardinal, the Billing Worksheet is always submitted to RASPS in temporary status (prior to
approval) at least once to ensure the file is error free before the final submission.

19



¥ | Billing Worksheet Approval Steps
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To approve the Billing Worksheet, access the Update Billing Worksheet page. You can navigate to this
page using the following path:

Main Menu > Billing > Manage Billing Worksheet > Update Billing Worksheet

e Click the Search button.

Fa\fg'rces : Main'Menu 5 E\Hing 5 Manage Bilhn'g Worksheet »  Update Biling Worksheet

& New Window
Je8 | Line Details

Business Unit: 50100

Set Filter Options Search

To change your search criteria, click Set Filter Options

e B A )
Fing [ view e[ B 1w K g org I (e
44} Bk el (PR S o 22

Contract Project ‘LDenerofCredit LOC Doc 1D Pretaz}\l::zil;i Currency  Add To Bill Billing Worksheet Header Info 1
alk I 0.000 [ A | &
¥ Select Al Clpeselect All

Apprave Now Approve Later Delete Now Delete Later
Goto IManage ContractiProject Bills Letter of Credit Summary

=] save | |[=] natify | |2 Refresh

\Worksheet Headers | Line Details

Click on image to enlarge 20



¥\ Billing Worksheet Approval Steps (continued)

CARDINAL

* Review all details based on relevant policies.

* Do not approve the billing worksheet unless it has been submitted to RASPS at least one time
* To review, click on the Billing Worksheet link.

Favorites : I'v1ainvl'v1enu » Biling : Manage Biling Worksheet » Update Biling Worksheet

2 New Window (]

; Line Details
Business Unit: 50100
To change your search criteria, click Set Filter Options. Set Filter Options Search
el Dt R [+
Contract Project LeliepotCrsgit LOC Doc ID Eixias ivoice Currency Add To Bill Billing Worksheet Header Info 1
o] Amount

| : 21,039.87 USD ' B, TuPo00197 o
| . £,916,191.17|USD | ' @, [TMPO00196 S

o A 1l sk = o o
Wigelectal Leazectel Click on the Billing Worksheet

Approve Mow Approve Later Delete Mow Delete Later

link to review the worksheet

Goto: Manage ContractiProject Bills Letter of Credit Surnrmary IineS and tO take appl’Ova|
F el e e— action.

Warksheet Headers | Line Details




After reviewing the Line Details, click the Return to Billing link to return.

Billing Worksheet Approval Steps (continued)

" Worksheet Headers 'Wﬁﬂm

Fa\rovr'rtes MainvMenu = Biling > Manage Biling Worksheet : Update Biling Worksheet

& New Window @ Help [,/Customize Page | hitp

Header Level Detail

Find | Wiew All F|
Business Unit: 50100 Contract: Letter of Credit:
Billing Worksheet: TMPO00197 Project: LOC Doc ID:
Customer: 0000055002 Gross Billable Amount: 2103987 UsD
Bill Header EEEBE o1 40 Of 1437

Return to Billing

)
[El save | =] notify | &3 Refresh |

Waorksheet Headers | Line Details

Line Level Detail Customize | Find | View Al B | 28 First

@" Services || ContractProject | [F52W)

Sequence PCBus Unit Project Activity #:;2’” .‘?;’:;W Category  Subcategory  Billing Option  Defer Date Description E“S;g:; Less Discount  let Extended
150100 0000000098 678 BIL 0230 Bill v | [ FHWABilled @80% 11.34 0.00 11.34
2 50100 0000000098 678 BIL Q230 Bill  » | [ FHWABilled @80% 2071 0.00 2071
350100 0000000098 678 BIL 0230 Bill v | F FHWABIlled @80% 1343 0.00 1343
450100 0000000098 678 BIL Q230 Bill  » | EJ FHWA Billed @80% 3.03 0.00 3.03

22
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» Select the checkbox next to the line items
you want to approve (or select the Select
All checkbox).

* You have two options:

» Click the Approve Later button which
allows the Billing Worksheet to be
approved in an automatic batch
process later in time.

» Click the Delete Later button which
allows the Billing Worksheet to be
deleted in an automatic batch process
later in time.

Note that the Approve Now and Delete Now
buttons are not used in Cardinal. Do not select
them.

Billing Worksheet Approval Steps (continued)

Favorites Main'Menu > Engwg > Manage EiHin‘g Worksheet » Update Biling Worksheet

Line Details

Business Unit: 50100

To change your search criteria, click Set Filter Opfions

Letter of Credit
D

Contract Project LOC Doc D

B
a|.

¥ Select Al Deselect All
Approve Now Apprave Later Delete Now

Goto Ianage ContrachProject Bills

5l save § =] Motfy | 4 Refresh

Worksheet Headers | Line Details

Set Filter Options

Pretax Invoice

S oed Currency Add To Bill

21,039.87 USD

6,916,191.17 USD

Delete Later

Letter of Credit Summary

=

{0 New Window o

Search
B K e Y
Billing Worksheet Header Info 1
. THPOO0D1S7 &
@, TMP0001%6 &

Click on image to enlarge
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Lesson Checkpoint
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Now is your opportunity to check that you are learning the course material. Read the question, select your
answer and click Submit to see if you chose the correct response.

24



Which action does the Accounting Distribution Specialist need to perform prior to
approving a project distribution?

Set up the project distributions for the project

O

Select the Approval Status checkbox

@]

Click the Correct History button

@]

Change the project status to Active

25



Before the approver can approve a project, he/she must first set the statusto B
(Budget) and then O (Open).

O True

) False

26



When approving the billing worksheet, the approver can only approve one line at a
time.

O True

) False

27



Course Summary
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In this course, you learned how to:

» Approve Project Distribution

» Approve Projects

» Approve Billing Worksheet

28



Course Evaluation

Congratulations! You have completed the PA355: Project Accounting Approvals course. Please use
the evaluation link to assess the course.

[ Click here to access the survey ]

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

29


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

Appendix

—

CARDINAL

» Diagrams and Screenshots

30



Project Distribution Tab

Favarites Main Menu > Project Costing > Project Definitions  » General Information
& New Window (Z)Help [ Customize Page [ htip
- General Information | Project Costing Definiion | Manager || Projects Projects Distribution IgserFierds- | Rates || Aftachments
Business Unit: 50100 Project: 0000000022 0028053104
Project Distribution
Effective Date h2/0512012 [ [¥] Approval Status
Effective Status Active e | SpeedType Created Flag
Customize | Find | View Al
|Sequence *Fund *Program *Department FIPS Percentage  Asset ‘Agency Uset ‘Agency Use 2 Account Cost Center Task
| ! i I I ! i i | | ! I Ll
| 1[o4100@, [goz004 & (10000 @ [ @& [ 10000 @, @, | Q | Q| @ | @, [+ [=]
Customize | Find | View Al B | B sy
Effective Date  Asset Total Budget Amount
1 [12052012 | @ | = =
5 save |ct Retumnto Search | & Refresh | [Eh Add | | 7] UpdatemDisplay | | ] include History | |27 Correcttisiory |

Click on image to return
31



Budget Link

Favorites : Main Menu > Project Costing > Project Definitions » General Information
- H - - -

& rew Window  (Z) Help Customize Page
L C e Project Costing Definition | Manager |[ Projects || Projects Distribution || UserFields [ Rates || Aftachments |
Project: 0000000022 | Add to My Projects |
“Description: [0028053104 [JProgram Frocessing Status: Aclve
Project Status: Budqst
*Integration: 50100 Qh VOOT Specific
Project Type: CONST & consTRUCTION
Percent Complete: 0.00 As Of:
Project Health: As Of:
Project Schedule
*Start Date: 06/201995 [5] *End Date: 0713112001 B \quitional Dates
Description 2l First K1 4 of1 O ast
Date/Time Stamp: 111111 10:59:00PM User ID: CNV =
Description:
PPIS Job/Structure Numbers: 100 B
Long Description:
| Save as Template | Copy Project |
Go To: My Projects Project Valuation Project Team Project Activities | More v|

[5) save [t ReturntoSearch i3 Refresh

[Eh Add | | Updatemispiay | | Include History | ([ Correct History |

Click on image to return
32



Project Status Page

Favcgtes Mainvl'u'lenu > Project Costing > Project Definitions » General Information

Status

Project: Qooooooonzz Description: 0028053104

Project Status

Sequence:

Budget

Effective Date:

“Status:
Priorty

Interest Calculation Factor:

Find | View All First K} 4 of 4 13 Last

Comments:

Return to General Infarmation

(5] save | [P Returnto Search ] Notify = &3 Refresh

Bl lipdate/Display | 51 Include History

Click on image to return
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Project Status Page (continued)

Favorites Main Menu > Project Costing > Project fonmrns > General Information

Status
Project: 0000000022 Description: 0028053104

Find | View Al Fist &) 1 of 3 X Loy

; = . Sl=
Effective Date: h2wosr2012 W | Sequence: 0 | Rep

Status: 0 @, Open

Priority: . 0

Interest Calculation Factor: | 0.0

Comments: | 'E]

Retum | neral Informalion

) Save | oh RetmtoSearch ) Notify &3 Refresh ) UpisteDispiy | ) Inchde History

Click on image to return
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Update Billing Worksheet Page

Fawlr'rtes Mainvl't-'lenu b E»iI!Lng » Manage E»illing Waorksheet » Update Biling Worksheet

Worksheet Headers  [ENTaIS 0N

1 New Window

Business Unit; 50100 =
To change your search criteria, click Set Filter Options. Set Filter Options |-—Search i
Customize | Find | View 40 [ B 3 e B g op O Loy
Contract  Project !LDEﬂE’ of Credit |, e poc i Prm‘;;";'f; Currency  Add To Bill Billing Worksheet Header Info 1

| all '_ | | 0.000 @ | | &

Wi select Al ODeselect All
. ApproveMow | | Approvelaler | | DeleteNow | DelefeLater
Goto Manage ContractProject Bills Letter of Credit Summary

) save | E Notify | &% Refresh |

Worksheet Headers | Line Details

Click on image to return
35



Update Billing Worksheet Page (continued)

Favorites Main Menu > Biling : Manage Biling Worksheet » Update Biling Worksheet
7 New Window @

e el Line Details

Business Unit; 50100 ;
To change your search criteria, click Set Filter Options. Set Filter Options basth -
Customize | Find | View 2] &
Contract Project :'DE“E’ of Credit |, ¢ poc i P’Etﬂx;?:;’lﬁ Currency  Add To Bill Billing Worksheet Header Info 1

; 21,039.87 USD @, TMP000197 &8
Ol _ 6,916,191.17 USD @, TMP000196 i

—

Wi Select Al ODeselect Al
- Approve Now | E Approve Later : | DeleteMow | | Delete Later
Goto Manage ContractProject Bills Letter of Credit Summary

5] save |I=] notity | |5 Refresh

Worksheet Headers | Ling Details

Click on image to return a6
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