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Welcome 

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 the (insert appropriate term, e.g., voucher processes) 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. 
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Introduction 

Introduction 

In the Cardinal Overview course, you learned 

that the Project Accounting functional area of 

Cardinal is composed of two modules: 

  

Project Costing 

The Project Costing module provides a tool that 

identifies, controls, and tracks all financial 

information by project. That information can be 

analyzed and used to measure and manage 

performance over the life of the project.   

  

Customer Contracts 

The Customer Contracts module allows the 

creation of rules that govern the billing of 

individuals, localities and/or the federal 

government for certain portions of project related 

costs.  The Customer Contracts module applies 

those rules to costs accumulated in the Project 

Costing module and calculates amounts to be 

billed. 
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Course Objectives 

After completing this course, you will be able to: 

 

Å Describe key projects concepts 

 

Å Describe the overall managing projects process 

 

Å Enter and maintain projects and associated activities 

 

Å Enter summary projects 

 

Å Collect and process costs related to projects 

 

Å Enter and maintain projects distribution 

 

Å Create funds distributions for multi-funded projects 

 

Å Describe the key reports and online inquiries 
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Agenda 

Today, we will cover the following topics: 

 

Å Lesson 1: Understanding Projects 

 

Å Lesson 2: Entering and Maintaining Projects 

 

Å Lesson 3: Project Costs 

 

Å Lesson 4: Projects Distribution 

 

Å Lesson 5: Projects Reports and Online Inquiries 

 

Å Lesson 6: Managing Projects Hands-On Practice 
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Lesson 1: Understanding Projects 

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

 

Å Key Concepts 

 

Å Managing Projects Process 
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Key Concepts 

Some key concepts in managing projects include: 

 

Å Project Types:  There are five project types in Cardinal: Administrative, Construction, Maintenance, 

Research / Planning, and Capital Outlay. Each project type has a project template that identifies 

standard activities for that project type. A standard activity can only be associated to one project 

type.   

 

Å Operational Projects (OPC):  In Cardinal, there are no OPCs.  If billing is required, a project using 

one of the five project templates must be created.  If billing is not required, a combination of the Cost 

Center and Agency Use 1 (function code) may be used.  

 

Å Route Code (Agency Use 2 Chart in Cardinal): Route is no longer part of the project distribution but 

rather is recorded on a separate panel.  As a result, it will not default when entering a Speedtype / 

Speedchart.  Route Codes / Agency Use 2 chartfields should be recorded on disaster related 

transactions. 
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Key Concepts (continued) 

Å Project Templates :  Project templates are used in Cardinal to associate the appropriate phases to 

a project.  Work Breakdown Structure (WBS) associates all activities (summary and detail) available 

for use on a project. A summary activity represents a phase and cannot be used on expenditure 

transactions. Detail activities, which are used on expenditure transactions, roll up to a summary 

activity based on its corresponding activity type.  

 

Å Project Processing Status:  The Project Processing Status in Cardinal controls when a project / 

activity combination is available for use on transactions. 

 

Å Summary Projects:   Summary projects are used for budgeting and reporting purposes. Cardinal 

provides the ability to create summary projects and associate detailed projects using project trees.  
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Managing Projects Process 

The Managing Projects process includes two sub-processes:   

 

Å Create and maintain projects and activities 

 

Å Create and maintain funds distribution 
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Create and Maintain Projects and Activities 

This sub-process involves: 

Å Creating a new project from a template 

Å Entering or updating the project descriptive information 

Å Establishing or updating the Project Accounting distribution 

Å Defining or updating the project status 

Å Completing the project initiation checklist (optional) 
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Create and Maintain Funds Distribution 

This sub-process involves: 

 

Å Creating project distribution 

 

Å Approving project distribution 
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Lesson 1: Checkpoint 

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

 

Answer the review questions below: 

 

1. What is a Project?  Describe some defining characteristics of a Project. 

2. What is a Project Tree?  What does it do? 

3. What does Project Processing Status do? 

4. What is a Summary Activity? 

5. How is a Summary Project used? 
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Lesson 1: Summary 

In this lesson, you learned: 

 

Å The Project Accounting functional area is comprised of two modules:  Project Costing and Customer 

Contracts. 

 

Å Project templates associate standard activities to a project according to the project type. 

 

Å The Managing Projects process includes two sub-processes: create and maintain projects and 

activities and create and maintain funds distribution.  
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Lesson 2: Entering and Maintaining Projects 

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

 

Å Creating and Maintaining a Project 

 

Å Creating a Summary Project 
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Setting Up a Project 

The first step in creating a project is to determine the project type. Project type is determined by the 

activities that are allowed on the project.  Each project type has a specific set of standard activities that the 

project template assigns. Remember, an activity can only be used on one project type.  Consideration 

should be given to what activities a project will need to use prior to creating a project because activities 

cannot be changed after the project is created. 

 

If it is determined that the project has been created with the incorrect project type (activities), a new project 

will need to be created in order to obtain the correct activities.  For example, project 12345 was created as 

a maintenance project, but users need to charge to construction activities.  A request will need to be 

processed to create a new construction type project and project 12345 will need to be closed. 
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Setting Up a Project 

Once the project type has been determined, a new project  can be added by navigating to the project 

General Information pageðAdd a New Value tab.  

 

You can navigate to this page using the following path: 

 

Main Menu > Project Costing > Project Definitions > General Information 
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Setting Up a Project 

Click the Add a New Value tab.  The fields on 

this page include:  

 

Å Business Unit: This value is the PCBU and 

defaults for your agency (i.e., 50100 for 

VDOT). Do not change this value. 

 

Å Project: This field assigns the project ID 

and defaults to NEXT.   Cardinal assigns a 

project ID once you create the project. 

Notice that the Project field value of NEXT 

is greyed out and cannot be changed. 

 

Å Create: This field defines how the project is 

created. You must select Project from 

Template. 

 

Å Click the Add button. 
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Setting Up a Project (continued) 

The Create Project From Template page allows the 

user to select the project template. In the Project 

Template field, select one of the five available values, 

depending on the project type. 

Å T_CONST 

Å T_MAINT 

Å T_RANDP 

Å T_ADMIN 

Å T_CAPOL 

Remember the template selected controls the activities 

that can be used on the project transactions. 

 

New Start Date: The date populated in this field 

defaults the Project and Activity Start Dates.  

 

Project Details to Include: These checkboxes identify 

the values that copy from the project template when 

you create the project. All boxes default to selected. Do 

not uncheck these values. 

 

Click the Create button. 18 



Setting Up a Project (continued) 
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Defining Project Information 

Enter / update unique project information on the General Information tab.   

The fields on this page include: 

Å Project ID: This field defaults to NEXT.  Cardinal assigns an auto-generated sequential number 

when you save the new project.  

Å Add to My Projects button:  This button allows the user to save the project as a favorite. 

Å Description: This field defaults based on the description associated to the project template, but you 

should update this description. 
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Defining Project Information (continued) 
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Defining Project Information 

Å Integration: This field defaults to 50100.  Do 

not change this value. This field allows the 

project to integrate with other modules within 

this business unit.  

Å Project Type: This field defaults based on the 

project template you selected. There are five 

project types: 

Å Administrative 

Å Construction 

Å Maintenance 

Å Research/Planning 

Å Capital Outlay 

The system will allow you to change this 

value, however, the change will not impact 

what activities are associated to the project 

once the Create button has been selected as 

seen on page 20. 

Å Program checkbox:  Select this checkbox only 

when creating a summary project. 
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Defining Project Information (continued) 
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Defining Project Information (continued) 

Å Processing Status and Project 

Status:  These fields default to 

Pending.  

Å Percent Complete and Project Health 

fields:  These fields are not used in 

Cardinal. The Percent Complete field 

defaults to 0.00. The Project Health 

field defaults to blank. 

Å Start and End Date: The Start Date 

field defaults from the new start date 

entered on the Create Project from 

Template page. The End Date defaults 

to the start date plus 1 year. You can 

modify these fields as appropriate for 

the project.  Note that the Start and End 

date fields are for information purposes 

only and do not control any transactions 

processing. 

Å Additional Dates link:  The Additional 

Dates link provides access to additional 

date fields that are used for 

informational purposes only. 
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Defining Project Information (continued) 

Å Description:  The second Description 

field is used to capture a more detailed 

description of the project. For example, 

Replacement of bridge on Rte 636. 

This field allows entry of up to 354 

characters.  The information in this field 

is populated on the Project Expenditure 

detail interface. 

 

Å Long Description: The Long 

Description field is available to capture 

additional descriptive detail for the 

project. This field allows entry of up to 

354 characters. 

  

Note: The start date of a project cannot be 

after the start date of any activity associated 

with the project. The end date automatically 

defaults to one year later, but can be updated if 

necessary. 
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Project and Processing Status 

A projectôs status can be Pending, Budget, Open, 

Closed or Hold. The project status path occurs in 

sequence, i.e. first Pending, then Budget, etc. That 

path determines which values are available to you 

when you update the project status. You must create 

a new effective dated row for each status change to 

maintain the history. 

  

A projectôs processing status can be Pending, 

Active, or Inactive.  The project status and 

processing status are connected. For example, when 

a project is created, both the project status and 

processing status default to Pending. When a project 

is Closed, its processing status is Inactive. As the 

project progresses, you can change project status 

accordingly, but the processing status automatically 

updates based on the project status. 

 

To change the Project Status click the Project Status 

link.  In this example, its Pending, however the status 

can also be Active or Inactive. 
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General Information Page 
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Project and Processing Status (continued) 

You should only set the projectôs status to Closed when the project is complete and all transactions are 

completely processed. 

 

For more information regarding the project status effective date, see the PA355: Project Accounting 

Approvals course. 
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Project Costing Definitions 

All projects in Cardinal must be added to the project tree. The association of each project to the project 

tree facilitates the budget checking process of expenditure transactions. 

  

The Project Costing Definition tab contains nine sections. The values in the following sections default 

from the template when the project is created.   

Å System Fields 

Å Project Currency 

Å Options 

Å Enforce Teams 

Å Analysis Group Options 

Å Percent Complete 

Å Funds Distribution 

Å Profitability Analysis Groups 

Å Projects Utilities 

 

Note: Do not change the defaulted values. 
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Project Costing Definition Page 
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Assigning the Project Manager 

Use the Manager tab to add / update / view the Project Manager assigned to a project.  When you create 

a project from a template, the value does not default  and should be added.  

 

The fields on this page include: 

Å Effective Date: This field indicates the date the Project Manager was added to the project. 

Å Manager Name: This field displays the name of the person designated as the Project Manager. 

Å Project Role: This field defines the managerôs role. The field always displays a value of PROJ 

MANAGER. 

Å Start and End Dates: These fields default to the assigned project start and end dates. 

 

To assign the Project Manager, click the Project Team link at the bottom of the page.  
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Assigning the Project Manager (continued) 
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Assigning the Project Manager (continued) 

The Team page includes three sections:  

Å Project Team Members 

Å Add Members Using Job Code 

Å Remove Members Using Job Code 

 

The Add Members Using Job Code and Remove Members Using Job Code sections on this page are 

not used in Cardinal. 

 

Click the Add Team Member button add a team member. 
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Assigning the Project Manager (continued) 
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Assigning the Project Manager (continued) 

The Team Detail page displays.  Enter the following: 

 

Å Employee ID:  Enter the employee ID for the 

person who will be assigned as the Project 

Manager for the project. 

The lookup button can be used if you do not 

know the personôs employee ID. 

Å Email ID:  This field is not used in Cardinal. 

Å Email Notify for Status Change checkbox: 

This field should be unchecked. 

Å Project Role: Enter PROJ MANAGER 

Å Project Manager checkbox: should be 

selected 

Å Start Date and End Date: These fields 

default based on the Project start and end 

dates and should not be changed. 

Å Click the Save button at the bottom of the 

page. 
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Assigning the Project Manager (continued) 
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Defining Project Information 

Use the Projects tab to provide additional 

project details. The fields on this tab do not 

default from the project template selected, 

so you must update the appropriate fields 

for the project you are creating. 

  

The Projects tab is divided into six 

sections:  

 

Å Project Information 

 

Å Project Reporting Categories 

 

Å Project Route 

 

Å Budget Information 

 

Å Grant Information 
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Projects Page 
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Project Information Section 

The Project Information section allows you to capture the following identifying information: 

Å External Project Number: This field is the projectôs number in an external system (i.e., 

SiteManager). 

Å Responsible Dept: This field identifies the Division/District responsible for the management of 

the project and is used as part of the criteria on various reports. This should be the same as at 

least one Department ID recorded on the Projects distribution tab. 

Å Disaster Number: This field captures an externally generated disaster number that associates all 

projects related to that disaster. If this field is populated, you must also select the Disaster 

Indicator checkbox. 

Å Disaster Indicator: This field facilitates disaster reporting. If this indicator is selected, you must 

enter a disaster number in the Disaster Number field. 

Å Property Damage Indicator: This field indicates that the project is related to property damage 

and facilitates reporting. 
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Project Reporting Categories and Project Route 

Sections 

The Project Reporting Categories section allows you to associate one or more reporting categories to a 

project. 

Å Reporting Category: This field includes preconfigured values to facilitate reporting (e.g., COAL, 

FDEL, RAIL). 

Å To create a new Reporting Category a request should be submitted to the Fiscal Division. 

  

The Project Route section allows you to associate one or more routes to a project. 

Å Route: This field facilitates reporting on route(s) associated with the project. 
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Budget Information Section 

The Budget Information section allows you to enter project related budget data. The data you enter here 

is for informational purposes and does not relate to budget journal transactions. 

 

Å Overall Project Budget: Use the Project Amount field to enter the overall project budget. 

 

Å Project Budget: A budget amount can also be captured for each project phase. One or multiple 

phase budgets may be billed in this section. 
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Grant Information Section 

If a project relates to a grant, the Grant Information section allows the user to enter additional identifying 

information about the grant. 

Å Grant ID Prefix: Use this field to enter the abbreviation of the grantor agency. For example, FHWA. 

  

If you have the information, enter the values in the following fields or select the following checkboxes: 

Å Sub-Grant Number field 

Å Fed Catalog Number field 

Å Grant Amount field 

Å Grantor field 

Å Progress Report Status field 

Å Progress Report Date field 

Å Obligation Date field 

Å Obligation Deadline field 

Å Grantee field 

Å Grant In/Outbound Indicator 

Å Sub-Grantor Indicator 

Å Grantor Grant ID field 

Å Fed Declaration Number field 

  

Note: All fields that do not have a lookup are free form. 42 



Projects Distribution Section 

The Projects Distribution tab is divided into two sections: Project Distribution and Project Area. 

  

Project Distribution Section 

The Project Distribution section defines the core ChartFields that appear on all transactions for a project. 

The information entered here is used to create SpeedTypes / SpeedCharts and to split project 

transactions between multiple accounting distributions. 

 

Project Distribution will be covered in more detail in Lesson 4 of this course.   

43 



Project Area Section 

The Project Area section associates one or 

more structures to the project. These project / 

structure combinations are sent to SiteManager 

on a daily basis to validate processing. 

Therefore, you must enter all structures related 

to the project in this section.  

  

Å Asset: This field captures structure.  

Available values are preconfigured. 

 

Å Total Budget Amount: This optional field 

captures the budget for the associated 

structure. The data entered here is for 

informational purposes only.  

  

Note: The data entered in this section is not 

associated to the project distribution. 

  

44 



Projects Distribution Page 
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Project Information: Activities 

Click the Project Activities link on the General 

Information tab to view activities associated to a project. 

Å The Project Activities page displays the standard 

set of activities that default from the project 

template when the project is created. When the 

projectôs processing status is Active and the 

Activity status is Active, the project and activities 

can be used on transactions from other modules.  

Å The page also displays the associated activity type, 

activity description, and the Work Breakdown 

Structure (WBS) id.  The WBS is defined with 

summary and detail activity values.  The summary 

value denotes the phase. 

Å New activities can be created and added to one of 

the five existing project template(s).  Once the 

activity is defined on the template, it will populate on 

any new projects created from the project 

template(s). 

Å The More Dates tab contains additional optional 

activity dates that can be populated and used for 

reporting purposes.     
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Project Information: Activities (continued) 
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Project Information: Activities (continued) 
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Project Information: Activities (continued) 

The Details tab contains activity attributes, including:  

 

Å Activity Type field: Activity types represent the phase the activity is associated to and is used for 

reporting purposes only. The activity type assigned to each activity defaults from the project 

template. 

Å Activity Status field: The Activity Status is only assigned to the activities being used for Budgeting 

purposes. Activities with an Activity Status of Budget cannot be used on expenditure transactions. 

Activity Status defaults from the project template. Do not update this value.  

Å Processing Status field: An activity must have an Active Processing Status to show up in the 

activity lookup in other Cardinal modules such as General Ledger and Accounts Payable.  

 

The other fields on the Details tab are not used in Cardinal. 
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