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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 the journal 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.



Introduction

—

CARDINAL

General Ledger is the functional area that establishes the Cardinal Functional Areas
financial accounts used to:

* Accumulate the results of transaction processing

Accounts

Payable
» Create budgets

* Generate financial statements

Module

- Provide source financial data for reporting purposes General Ledger

Accounts
Receivable
—Funds
Receipt



Course Objectives

—

CARDINAL

After completing this course, you will be able to:
» Describe key journal entry concepts
* Describe the overall journal entry process
» Explain how journal processing integrates with other Cardinal modules and interfaces with external systems
» Create journal entries in Cardinal
* Use the journal entry template
» Create and upload a spreadsheet journal
» Review and correct edit check errors
* Review and correct budget check errors
» Submit journal entries for approval and monitoring journal status
» Describe key reports and online inquiries



Agenda

—

CARDINAL

Today, we will cover the following lessons:

» Lesson 1: Understanding Journals

» Lesson 2: Creating Journal Entries

* Lesson 3: Processing Journal Entries

* Lesson 4: Journal Entry Reports and Online Inquires

» Lesson 5: Processing Journal Entries Hands-On Practice



Lesson 1: Understanding Journals

—

CARDINAL

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

+ Key Concepts

 Process

* Integration and Interfaces



Key Concepts

Some key concepts in journal entry processing include:

Commitment Control enables you to create budgets and to budget check source transactions originating in various
Cardinal modules, such as Accounts Receivable — Funds Receipts or Accounts Payable. This means that budget
checking checks multiple ledgers at the same time.

Cardinal allows for full accrual, modified accrual, and cash bases of accounting for the Comprehensive Annual
Financial Report (CAFR). Funds that operate on a statutory basis must convert their accounting activity to the
modified accrual and/or accrual basis of accounting for the CAFR. Proprietary and Fiduciary funds that do not
operate on a statutory basis use the accrual basis of accounting throughout the year.



Key Concepts (continued)

A journal can be saved in an incomplete status if it is not ready to be posted. Select the Save Journal Incomplete
Status checkbox to save journal transactions that can be completed at a later time. These journals will not go
through the batch edit or budget check processes until the incomplete status is updated.

Cardinal uses SpeedTypes to auto populate some ChartFields on journal entries. A SpeedType is a single value and
when entered on a transaction, it populates a pre-determined Chart of Accounts (COA) value string (such as fund,
program, and department). A SpeedType provides the ability to define codes for frequently used ChartField
combinations. When a SpeedType is entered, users can still enter additional COA values on the associated
distribution line. SpeedTypes can be used in General Ledger, Expenses, Accounts Receivable Direct Journals, and
Commitment Control Budget Journal entries.

SpeedCharts provide similar functionality for Accounts Payable except that multiple accounting distributions can be
configured for an individual SpeedChart.



Key Concepts (continued)

Combination editing defines rules about which ChartField values and combinations are required for accounting
entries that are posted in Cardinal. Combination editing rules apply to all modules in the validation of transactions.
Combination editing helps to ensure accuracy of data.

General Ledger journal entries that are not pre-approved must be manually submitted for approval after they pass
edit check and budget check.

Denied journals should be corrected or deleted. Deleting a journal prompts Cardinal to update budgets automatically.

Audit logs provide users with the ability to audit documents and events that affect journals. Example events are:
create journal, delete journal, mark to post journal, and update journals.



Create and Process Journals Process

Create and Process Journals is the main function within [ ) )
General Ledger. During this process, financial and N M;;EQ' jmsl‘;;ia Corect Budget
. . . ]
statistical transactions post to the General Ledger. Alocation Entry Erors Frors
\ / /
This process involves: —
1. Create Journals medOthler Beute
. Cardina
2. Edit Check Journals Modules Journal EdtChect | Ly, Budet Budget
Generator Check? Check
3. Budget Check Journals N —
4. Submit Journals for Approval <5tart A
5. Run Journal Post
Require
Create Approval
FromInbound
Ly Evtomala =P | External Run
PartySystems Journals Journal
Post
— e
Erom Create and :::EV;T
> Spreadsheet K Uploaq
ImportFile

\ / Qutbound
External 3¢
Party Systems

10



Create and Process Journals Process
(continued)
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Create Journals

Journals can be created in several different ways in Cardinal:
« Manually: Manual journals are created online through the journal header and journal line pages.

*  From other Cardinal Modules: Module journals are created and processed through batch jobs. Some journals are
processed and budget checked in other modules before being sent to General Ledger. Other journals are budget
checked in General Ledger, since this functionality is not available in their modules. The Journal Generator process
takes the accounting entries from Cardinal modules and formats them to create journal entries in General Ledger.

 From a Spreadsheet: Spreadsheets can be used to load journal data into Cardinal. Accounting data used to create
journals can be copied into the spreadsheet template. After entering the journal header and journal lines into a
spreadsheet, an Excel macro is run to create a file that can be loaded into Cardinal. The build process uploads this
spreadsheet and creates a journal in Cardinal. The journal can then be edit and budget checked in General Ledger.

« From Inbound External 3rd Party Systems: External 3™ party systems create files that are staged for batch
processing to create journals in General Ledger. External 3™ party system journals are created and processed
through batch jobs.
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Edit Check Journals

The edit check process verifies whether the journal has header or ChartField errors. A journal must pass edit check before
it can be budget checked.

Journals from the following are edit checked in General Ledger:
» Accounts Payable module (in the Accounts Payable functional area)
+ Expenses module (in the Accounts Payable functional area)
» Accounts Receivable — Funds Receipts module (in the Accounts Receivable functional area)
» General Ledger Journals (Online, Spreadsheet, External)

Journals that fail combination editing or have invalid values must be corrected before they can be budget checked. Once
corrected, journals are edit checked again.
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Budget Check Journals

Online journals, journals created from external third party systems, and spreadsheet journals must pass checks against the
established Commitment Control budgets in General Ledger for valid combinations and amounts.

Some journals are budget checked in other modules rather than General Ledger:
« Journals from the Accounts Payable module (in the Accounts Payable functional area)
» Journals created in the Expenses module (in the Accounts Payable functional area)
» Journals from the Accounts Receivable — Funds Receipts module (in the Accounts Receivable functional area)

14



Submit Journals for Approval and Run Journal
Post

Only journals that have passed edit and budget check can be routed for approval.

Once approved, journals are eligible to post to the ledger. Posted journals are summarized and the ledger table is updated.
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Integration with Other Cardinal

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.

Accounts
Payable

Expenses

General
Ledger

Accounts
Receivable

Accounts
Payable

Accounts
Receivable
- Funds
Receipt
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Integration and Interfaces

Integration with Other Cardinal Modules and Interfaces with External Systems

Some journals in General Ledger must pass either edit check only, or pass both edit check and budget check in order to
post to the ledger.

General Ledger Journals that require both edit check and budget check
* All online journals
» All spreadsheet journals
» All journals created from external third party systems

Journals requiring edit check-only

Some journals only need to pass an additional edit check in General Ledger, since they have already been edit and budget
checked in their own modules. These journals are created from the following modules:

* Accounts Payable
 Expenses
* Accounts Receivable — Funds Receipts
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Integration and Interfaces (continued)

Cardinal modules feed different types of financial data that become journals to General Ledger. General Ledger interfaces
with external 3@ Party Systems that also generate journals. The diagram depicts both interfaces with external systems as
well as integration within Cardinal as Accounts Payable, Expenses, and Accounts Receivable — Funds Receipts all provide

journal data to General Ledger.
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Integration and Interfaces (continued)

General Ledger journal processing also interfaces daily with external systems:

« Commonwealth Accounting and Reporting System (CARS): All journals posted to General Ledger that have the
CARS status set to Send to CARS are extracted. Once extracted, these accounting entries are processed through a
series of edits and are sorted and summed prior to the data being transmitted to CARS. Cardinal General Ledger
also receives a history of all transactions that were transmitted to CARS, as well as any agency-specific accounting
entries that were processed directly in CARS.

+ Commonwealth Integrated Payroll Personnel System (CIPPS): This interface sends consolidated employee
earnings balanced journal entries to Cardinal.

« Spreadsheet Upload: Excel spreadsheets can be uploaded into Cardinal to create journals. They need to pass both
edit and budget check.

+ Department of Planning and Budget: Creates Appropriation, Allotment, Operating Plan and Revenue Estimate
budget journals to send to Cardinal.
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Integration and Interfaces (continued)
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Lesson 1: Summary

In this lesson, you learned:

» Create and Process Journals is the main function within General Ledger. During this process, financial and statistical
transactions post to the General Ledger.

« Commitment Control enables you to create budgets and to budget check source transactions originating in various
Cardinal modules, such as Accounts Receivable — Funds Receipts or Accounts Payable.

« Some journals in General Ledger must pass either edit check-only or pass both edit check and budget check in order
to post to the ledger.

» General Ledger journal entries that are not pre-approved must be manually submitted for approval after they pass
edit check and budget check.

» General Ledger journal processing interfaces with CARS, CIPPS, Spreadsheet Journals, and DPB.
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Lesson 2: Creating Journal Entries

—

CARDINAL

After completing this lesson, you will be able to:

» Create journal entries in Cardinal

* Use the journal entry template

» Create and upload a spreadsheet journal in Cardinal

22



Creating a Manual Journal Entry

When creating any journal entry, a number of elements are necessary:

« Ataminimum, a journal in General Ledger consists of a header and entry lines.

» The header contains the information that uniquely identifies the journal (Business Unit, journal ID, and journal date).
Journal entry lines record the monetary and statistical codes and the ChartField values associated with each
transaction.

» Asingle journal entry must have at least two lines because total debits must equal total credits for a single journal
entry.

« Journal entries must balance debits and credits by Fund and Business Unit.

» The account numbers you enter on the journal classify the nature of the transaction.

» In Cardinal, the journal approval process is defined by workflow, which is department specific. Once a journal
processor submits a journal, the department assigned journal approver is notified through a worklist notification. A
journal approver ensures the journal has no errors and approves the journal.

» Journals use Journal Workflow Approval functionality as part of the approval process. Journals are entered and
edited by a journal processor and routed to a journal approver within their area. In some instances, journals with
capital outlay or legal services related transactions will need additional approval from the Department of Accounts.
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Creating a Manual Journal Entry (continued)

A manual journal entry is a journal entry created directly in

Cardinal. ) CARDINAL

Manual journal entries are initiated from the Favovrrces MainvMenu 4D JouLnals 5 Journavl Enfry » Create/Update Joumal Entries
Create/Update Journal Entries page. This page allows
the Journal Processor to create manual journals online

using the Header and Lines tabs. Create/Update Journal Entries

You can navigate to the Create/Update Journal Entries

page through the following path: Find an Existing Value Mdaﬂewvme

Main Menu > General Ledger > Journals > Journal
Entry > Create/Update Journal Entries Business Unit 15100 &,

Joumnl ID: |:|
Journal Date; (071192012 E?J

Ad

Find an Existing Valug | Add a New Value
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Creating/Updating Journal Entries Page — Header

CARDINAL
Key items of the journal header include:
Y ) ) CARDINAL

» Journal ID: Cardinal assigns a sequentially fone | Vot | AdoboFaories | Sipou
generated number for online journals, journals from

other modules, and interfaced transactions.
» Date: The date provides a means of determining

Favortes Hain ey 4P JoulnaLs 5 Journa'\ Enfry » Create/Update Joumal Entries

B0 New Window @Help BCustnmizePage ﬁhﬂp &
(T Lines | Totds | Eros | Approwl
e LR

the accounting period and fiscal year to which the it 1510 Joumal NEXT D OTHOOOA2

system posts the journals. p— @
* Long Description: This text field allows the user to

provide a description/purpose for the journal entry. "Ltger o RS & My
« Ledger Group: Cardinal auto populates the Leder L et ik

Ledger Group and Source fields with default “Sorc o et [

information based on the setup of your Cardinal Refeence Numbe, ADB Dite [mhgae]

User ID. The Ledger Group defines where to post ol Cass T, —

the journal

. : ENERL &
frnsacton Coce CENERAL % [ save Joumal Incomplete Status

« Source: The Source field defaults to the journal’'s
originating location. If you are entering a journal

[ Autobalance on 0 Amount Line

; . o , SIEType _
online, the field defaults to ONL, indicating that this " Y copsieaty [SUOCHS ¥
entry is for an online journal entry. Careno Defals: USDI/ CRRVT 1

Attachments (0) Commitment Control

Reveraal: Do Not Generate Reversal

= save | 5 hotty ¢ Reresh Al 7] UpdeteMisply

Header | Lines | Totals | Erors | Approval

{ H

=
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Create/Update Journal Entries Page — Header
(continued)

Cardinal provides default data for the Transaction Code field.

Standard Journal Entry (SJE) Type: Leave this field blank if this is not a standard journal. Select Model if this is a
model journal that you use to create other standard journals. There are several process restrictions on a model SJE
journal. It cannot be budget checked, posted, or submitted to workflow approval. In addition, once validated by the
journal edit process, the model journal cannot be changed or deleted.

Reversal: Do Not Generate Reversal: Cardinal can create automatically reversing entries in a pre-defined period.

Save Journal Incomplete Status: You can save incomplete journals with the status of T- Journal Entry
Incomplete and the journal will be bypassed during batch processing until the checkbox is cleared.

CARS Indicator: This field indicates whether the journal should be sent to CARS. The choices are Send to CARS
or Do Not Send to CARS. An example: if a user is entering a reconciling journal entry that should only affect the
Cardinal ledger, the user should select Do Not Send to CARS.
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Journal Attachments

Cardinal allows you to attach the necessary or relevant
documents associated with a journal entry. The
Attachments link allows you to archive documents with
the journal entry.

) CARDINAL

Favo'rrceséMainvMenug@ 5 Joumalks > Joumal Entry 3 Create/Update Joumal Entries

Home | Worist | Addto

@Nemedow @He\p IL/Custo

RN Lnes  Totals | Emors | Approval

Unit: 15100 Journal ID: NEXT Date: 071952012

Long Description: i

*Ledger Group: ’WQ Adjusting Entry:
Lediger: ’—O“ Fiscal Year: o
*Source: ’r% Period: D
Reference Number. ’— ADB Date: 07TH912012
oumel Ciass ’—O“ [ Auto Generate Lines
Transaction Code; ’MQ

[ save Jouml Incomplete Status

[ Autobalance on 0 Amount Line

¥ CARS Indcator | €010 CARS v

SJE Type: ‘

Currency Defaults: USD / CRRNT /1

Aftachments (0 Commitment Cantrol

Reversal: Do Not Generafe Reversal

save| 5 oy | 2 Refesh | Evadd| | 7] UpdeeDipiy

Header| Lines | Totals | Emors | Aoproval
{ |
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Create/Update Journal Entries Page — Lines

Journal entry lines record the monetary amounts,
statistical amounts, and ChartField values associated with
each transaction.

You can use SpeedTypes to automatically populate some
ChartFields in a predefined accounting string.
SpeedTypes can be defined for any number of valid
ChartField combinations and help reduce data entry
errors.

A single journal entry must contain at least two lines and
total debits must equal total credits.

) CARDINAL

Favgtes Main'Menugq. 5 Joumals > Joumal Entry » Craate/Undate Journal Entries

bome | Wordst | AddioFavorie

@Newwmdnw @He\p E{CusmmizeP

Header IS Totals | Emors  Approval

Unit 15100 Journal D NEAT Date 07492012
Template it Change Values
Inerfnralt Procass ‘Ediwouma\ v‘ Proess
v lies Loz ] & |
Select Line  “Unit *Ledger SpeedType Account fund  Program Depariment ~ FIPS Affilate

O+ P Qawws | &0 Q[ Q7 R[4 @ |
{

Lines to add: F |ﬂ Iﬂ

n
cusonize i Ve 4] B 8 e gy

Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
5100 1 0000 0.000 il N
3 suve | ] Moy | £ Refesh Eyadd| 7] pteten]

Header| Lines | Totals | Emars | Aoproval
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Standard Journal Entries (SJEs)

The SJE Type field is available on the Create Standard Journals page. In General Ledger, standard journal entries
(SJEs) enable you to automate the entry of similar or identical journals. There are three types of SJEs:

« A recurring journal entry is any entry that is periodically generated according to a schedule, such as a depreciation
expense.

+ A template journal entry is a data-entry model for other journals that you can automatically reproduce on a fixed
schedule - like recurring SJEs - or use on request.

« A spread journal entry is an entry in which the entire journal's amount is spread proportionately across the different
periods.
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Simulation: Creating a Manual Journal Entry

CARDINAL

You are now about to view a simulation on creating a manual journal entry in Cardinal.

—

CARDINAL
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Using a Journal Entry Template

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

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.
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Using a Journal Entry Template (continued)

To display the Journal Entry Template List page,
navigate to the Create/Update Journal Entries page
through the following path:

Main Menu > General Ledger > Journals > Journal
Entry > Create/Update Journal Entries

The Journal Entry Template List page can be accessed
from the journal Lines tab by clicking on the Template
List link.

Although you cannot change the journal entry template
itself, you can copy information from one journal line to
another, which speeds up journal entry.

9 CARDINAL

Fawtes Mam'Menugq. 5 Joumak » JoumalEntry » Create/Undate Jounal Entries

Home | Workit | AddtoFavorie

@Newwmdow @Help D/CusmmizeP

Header RELEEY Tolals | Erors  Approval

Unit 15100 Joumal D: NEXT Date (782012
einplate List Change Values
Inerntani Process: ‘ Edt Journal v‘ Process
v Lies s | |
Select Line  “Unit *Ledger SpeedType Account fund ~ Program Department ~ FIPS Affliate

O+ fsw Qs | [/ @7 @7 & Al Al ]
¢ |

Lings to add; F |ﬂ ﬂ

cusonize i Ve 411 B 3 r gy

Uit Total Lines Total Debits Total Credits  Journal Status Budget Status

1100 1 0.000 N N

] save 2] oy |t Refsh

Header| Lines | Totals | Erors | Approval
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Yy -
CARDINAL

Using a Journal Entry Template (continued)

4 CARDINAL

Favorites = Main Menu > General Ledger > Journals > Journal Entry » Create/Update Journal Entries

Journal Entry Template List

Journal Entry Template - Show Journal Line Grid Columns

Home | ‘Workist | AddtoFavortes | S

& New Window (2)Help [B Customize Page [ http

Customize | Find | View &

gt B [ Amount || Miscellaneous EEE
I Selected Template Type Tem plate 1D Default Unit Ledger |SpeedType @ Event Account Fund Program Depariment Ci‘;:é
! Permission TEMPLATEA | | | | | | | | '
| Al STANDARD | ®m [ @ | | / .
| -=§<-,| i }é

Journal Line Copy Down - Copy Journal Line Columns to New Lines

Customize | Find | Vigw Al

IS

Chartield TIT T e
Selected Action Tempilate Type ‘{Copy Down ID Default Unit Ledger Event Account Fund Program Departm-&lg
Permission TEMPLATEA v O O O O [ |
o [ e STANDARD | ]| | O n |\ B | B
| . el i .|' . . | },i

. OK  Cancel  Refresh |

33




Spreadsheet Journals

—

CARDINAL

Another way to create a journal is by uploading a spreadsheet journal from an Excel spreadsheet.

The JRNL1.XLS workbook is the Cardinal Spreadsheet Journal Import user interface. You can use it to prepare and enter
journals, group and manage journals in journal sheets, and import them into your Cardinal database using various pages,
dialog boxes, and buttons. This interface helps you create large journals more efficiently.

The Spreadsheet Journal Import document creates a flat file, in a Microsoft Excel format, which you can import into
Cardinal. After importing a journal from a spreadsheet, you must edit the journal. Because you are entering data offline in
the spreadsheet, there is no validation of the values that you are entering. The Journal Edit process validates spreadsheet
journals after you import them. If you have any issue with the spreadsheet upload, you can contact your System
Administrator for assistance.

DefiSnF:[‘/ Edit CrJeate N?W Enter Header Enter Journal
.e up ourna Information Lines
Requirements Sheet

Re-Upload Correct FErTors Upload File
File into CIrors Review LC‘}C into Cardinal Write File
Cardinal GL J GL
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Prerequisites

Before you can upload a spreadsheet journal, you must set up Microsoft Excel to accept macros in your security settings.

There are four files used to import spreadsheet journals into General Ledger. The first two files must be placed in the same
directory anywhere on your workstation:

 JRNL1.XLS: This is the journal workbook that you use to create and import journals. You can rename this file, if you
want.

« JRNLMCRO.XLA: This is the Visual Basic code library and dialog control.
* GLLOG.XLT: This is the Message log template.
« MSXML.DLL: Microsoft delivered XML library file used when importing online.

You can create multiple journal workbooks by saving a clean JRNL1.xls file as JRNL2.xls, JRNL3.xls, or GINA.xls or

BIANCA .xls for example. However, the message log template, GLLOG.txt, and the macro sheet files, JRNLMCRO.xla,
must not be changed or renamed.
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Define/Edit Setup Requirements

—

CARDINAL

To begin creating your journal spreadsheet, access the
Spreadsheet Journal Import control page by opening
JRNL1.XLS. If prompted, choose to Enable Macros.

Use the Setup button to access the Define Options and
Defaults dialog box where you can set journal header
defaults, message logging options, document sequencing
options, and online import controls. Options set here will
default to journal sheets and journals created within this

workbook.

ORACLE

r General

Setup

Notes

Spreadsheet Journal Import

r Journal Sheets

i

New

f

Edit

A

Delate

Copv

— Impart Journals

L

Import Now

£

WriteFile
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Creating a New Journal Sheet and Enter Journal

% Header and Lines

CARDINAL

Create a new journal sheet for your journal. You can
insert as many journal sheets as needed. Each journal
sheet can contain only one journal.

Use the spreadsheet journal header to populate journal
header fields. The required fields include Business Unit,
Journal ID, Journal Date, Ledger Group, Source, and
Commitment Control Amount Type (Actuals,
Recognize, and Collect).

Use the Journal Lines Section to enter the debit/credit
lines.

Use the +/- buttons for adding or removing journal lines.
Be sure to conduct a manual balance check to verify the
totals equal zero. To do so, simply manually calculate the
total for the amount column and make sure the amounts
net to zero.

101 USON  MEXT rirru]
+| 5 & 8% -5

S0 JumiD Lne# UnD  Ledger  Accoum  ARAcooust SpeedType Cumescy

W W M W W

ATGTC MR RueTye Rue

Baseameunt  SuCode Estry Event  SiatAmoum Referesce Descripton

W 7 W W W W M W W

Effective Date: Is,n'i,fzniz
Rate Type: I—
Exchange Rate:

—

L | = | fuu ‘-l jz | Select fieds ds cray from a previeus lne by marking the charkhawes under pach field
HMew Journal Header E3|
System ID: Descriphion:
Correct FIPS for prior transaction
Linik: |15100
Journal ID: INExT
Journal Date: 7 2
| fijzoni| I AutoGe oK |
Reference Number: I I adjusting Entry:
Cancel |

Ledger Group: I-QCTU-QLS Document Type:
Ledger: I DoC Sequence:
Source: SP1 Adjustment Type:
User ID: IJDhn.DD Commitment Control Amount Type:

| Actuals, Recognize and Collect_'l
Journal Class: I
Transaction Code: | fhrrn e

" ! Code:
— Currency Information Reversal
Foreign Currency : + None

(" Beginning of Next Period
" End of Next Period

" Mext Day

" Specified Date
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Writing File and Uploading File into Cardinal GL

—

CARDINAL

Once all required information is entered on your Excel
spreadsheet, you can create the file to be uploaded as a ORACLE’ Spreadsheet Journal Import
spreadsheet journal into Cardinal General Ledger. This
is done on the Spreadsheet Journal Import Control e el Sheete e
age.
pag O +E
Setup New Import Now
& 45
Notes Edir Write File
P2
Delete
By
Copv
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CARDINAL

Uploading File into Cardinal GL

After the file is created, you can upload your spreadsheet
journal into Cardinal by using the batch Spreadsheet
Journal Import process.

Once your Excel spreadsheet file is ready for upload,
close your Excel application and log into Cardinal. You
can navigate to the Spreadsheet Journal Import
Request page through the following path:

Main Menu > General Ledger > Journals > Import
Journals > Spreadsheet Journals

Enter the Run Control ID to run the Spreadsheet Journal
Import process to access the Spreadsheet Journal
Import Request page. Specify the parameters for the
batch import of your journal worksheet. Select the file you
created earlier in Excel in order to upload it into Cardinal.
The Report Request Parameters include:

* Number of Data Files: Single data file, Index File
to other data files

* Character Set: valid values include extensive list of
character sets, e.g., ISO_8859-1, ANSI, ASCII

» If Journal already exist: Abort, Skip, or Update
* If Journal is invalid: Skip, Abort
* Add/ Delete / View Attached File

s il Gene[aleedge[ ) Juu&nals ) lmpurt;uuma\s b Syaadsheet Joumak

Spreadsheet Journal Import Request

RunContolD: - porlounals Repor Hanager Process Honir

“Numer of Dt Fils; Single dafa le '
“Characte Set
"I Jourmal Already Bists il v

" Journalis i iy '

At AMached i

FEONEL

L@New'.".’incaa-w' Heh j Customize Page Jhﬂp

Rin

LA UdteDspy
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CARDINAL

The key feature of the Upload Spreadsheet Journal
process is the Add / Run / Delete Attached File
functionality.

First, you select Add which enables a browse function.

Second, you browse to the location of your Excel file that
you want to upload and select it. The selected file then
will be displayed on this page as the Attached File.

Third, you click the Run button to execute the process.
This takes you to the Process Monitor.

Fourth, you submit the process which reads the uploaded
spreadsheet and creates the journal(s). Upon successful
completion of that process, you are returned to the
Spreadsheet Journal page.

Fifth, you click the Delete button to remove the current
Attached file.

Last, when the Attached File is deleted, this either
concludes your batch upload process or you can repeat
the same process with the next Excel spreadsheet that is
ready for upload.

Uploading File into Cardinal GL (continued)

e o Genemleedge[ ) Juuiﬂa\s ) Impurtguuma\s ) Soreathegt Jurds
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Reviewing and Correcting Errors

Spreadsheet journal validation is limited and is not as broad as the validation provided with journal entry using the online
Journal Entry page.

For batch import, error messages are provided in a separate log file and are not part of the message log. However, the
message log provides reference to the log file and incorporates the Reference ID field value in all the messages logged.

After importing a journal from a spreadsheet, you must run the Journal Edit process on the journal before you can make
corrections using the Create Journal Entries pages.

Spreadsheet Journals imported into Cardinal must be edited. This is important because imported journals do not yet have
all journal lines and values populated by the various automatic features. If you open journals immediately after importing
them, a warning message tells you that they must be edited first. It is only after the edit process that imported journals
display final entries for such things as balancing by fund.
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Reviewing and Correcting Errors (continued)

The most common errors are listed below.

Journal header validation errors. Example: the header does not contain a valid Business Unit, Ledger Group and
Source.

Journal line validation errors. Example: a journal line contains an invalid ChartField value.

Skipped journal headers. Example: the Journal ID and date already exist (Skip Journal would need to be selected on
the run control).

Skipped invalid journals.
Specified SpeedType value does not exist.

After errors are corrected, you can then re-upload the corrected file into Cardinal General Ledger.
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Simulation: Uploading a Spreadsheet Journal

You are now about to view a simulation on uploading a spreadsheet journal.

—

CARDINAL
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Lesson 2: Summary

—

CARDINAL

In this lesson, you learned:
« A single journal entry must contain at least two lines, and total debits must equal total credits.
* The attachment link allows you to attach documents associated with a journal entry.
» Journals can be marked and saved as incomplete until all of the transactions are entered.
« Ajournal entry template identifies which fields are displayed on the journal entry page.

» Spreadsheet journal import streamlines the journal import process and simplifies journal data entry by using Microsoft
Excel.
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Lesson 3: Processing Journal Entries

—

CARDINAL

After completing this lesson, you will be able to:

 Review and correct edit check errors

* Review and correct budget check errors

« Submit journal entries for approval and monitoring journal status
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Reviewing and Correcting Edit Check Errors

After a journal is entered into Cardinal, it must be edited before it can be posted. The Journal Edit process ensures that the
ChartField values and combinations are valid, and that debits equal credits.

Budget checking also occurs as part of the Edit process for journals not already budget checked in their own modules.

If errors are identified during the editing process, the journal must be corrected before it can continue in the Cardinal posting
process.

Cardinal has automatic batch processes that run each night to edit and budget check journal entries.
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Three Edit Check Functionalities

The Lines tab on the Create/Update Journal Entries
page allows you to select the appropriate Process for the
journal entries using the drop down menu.

You have three edit check functionalities available in
Cardinal:

» Edit/Pre-Check: When selected, the journal is
edited and run through the Budget Processor.
However, the Budget Processor only checks the
journal, and the funds are not reserved.

- Edit ChartField: Initiates the journal ChartField
Edit process to verify whether the journal has any
ChartField-related errors, including ChartField edit
and combo ChartField edit.

« Edit Journal: Initiates the Edit Journal process.

The Budget Check process is also run as part of
this process if there is no edit check error.

Home | Workiet | AddtoF

FavnvrrceséMainvMenu (g Joumgk 3 Joumal Entry > Cregte/Undate Joumal Entries

Header W Totals  Emors | Approval

@ New Window @ Help D/Cuslom

Unit: 15100 Journal ID: NEXT Date: (71812012
Template List Change Values
| Interfintralinit ‘ *Brocess Edit Journal m‘ | Process

- Budget Check Journal CustonizeFnd
Copy Joumal ——
Select Line  *Unit ledger  Jalste lowmal Fund Program Department ~ FIPS Affil

O 1[50 @ ACTUAS g::ﬁzpnraen(ffg\?k [ Q Q Q[ ]
¢ |

Edit Journal
= FostJouma
Frint Joumnal (Crystal)
Lines to ad: ERoRE Print Joumal (LF)
Refresh Journal
Submit Journal

in
custonize | Find | Vv 21| B 38 prs g g

Unit Tatal Lines Total Debits Total Credits  Journal Status Budget Stat

5100 1 0.000 0.000 il N

sae| ] oty | | Reresh

Header| Lines | Tatals | Emars | Approval
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Run Edit Journal Process

To run the Edit Journal process:

1. Click the Lines tab. The Lines page appears.

2. Select Edit Journal in the Process field.

3. Click the Process button.

The Edit Journal process runs and the Journal Status changes. When the journal edit is complete, the budget check is run
as part of this process. If the Journal Status is anything but Valid (V), check the Errors tab and return to the Lines tab to
correct the errors. Each time you make a change, you must save and re-run the Edit Journal process.

4. When the Journal Status is V, click the Save button. The edited journal is saved with its new status.
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Run Edit Journal Process

o
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4P CARDINAL

Favorites Main Menu ‘4| > Journals > Journal Entry > Create/Update Journal Entries

" Header 'm Totals

| Errors | Approval

Home | Workist | Addto Fi

@ Mew Window @ Help Custom]

Header | Lines | Totals | Errors | Approval

Unit: 15100 Journal 10 MEXT Date: 07Ma2i2
Template List Change Values
| Inter/intralnit | *Process: Edit Journal @I | Process |
Copy Journal —
Select Line *Unit *Ledger Delete Journal Fund Program Department FIPS Al
Edit/ Pre-Check i
O 15100 @, ACTUALS |Edit Chartfield @, | @ | @ @, | @ |[ ]
p Edit Journal ]
| Paost Journal
Frint Journal (Crystal)
Lines to add: [ [=] Print Journal (XMLP)
Refresh Journal -
Submit Journal Customize | Find | View A1 B | 3 First B 4 o
Unit Total Lines Total Debits Total Credits | Journal Status Budget Stat
15100 1 0.000 0.000 ] ]
5] save [Z] Notify & Refresh b Add | | 7] Up
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Run Edit Journal Process (continued)

During the Journal Edit process, Cardinal checks the journal for errors and validates it before it is posted to the ledger.
When a journal is edit checked, Cardinal verifies that:

» ChartField values are valid

» ChartField combinations are valid

* Debits equal credits

» The accounting period is Open.
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Journal Statuses

Following the Edit Check process, the Journal Status field is updated. Journal statuses include the following:

Status  |Description Functional Description
T Journal Entry Incomplete Journal is incomplete.
N No Status - Needs to be Edited [Journal needs to be edited.
E Errors Journal has errors from edit check.
Vv Valid Journal Journal has successfully completed edit check.
D Deleted Journal was deleted.
P Posted to Ledger(s) Journal has posted to the ledger.
U Unposted Journal was unposted from the ledger.
I Posting Incomplete Journal posting is incomplete. A problem occurred and the journal needs to be
resubmitted for posting as soon as possible.
M Valid SJE Model - No not Post  |As mentioned earlier, a SJE Type field (Standard Journal Entry Type field) indicates

the standard journal entry type. A Model journal is a journal that you use to create
other standard journals. There are several process restrictions on a model SJE
journal. It cannot be budget checked, posted, or submitted to workflow approval. In
addition, once validated by the journal edit process, the model journal cannot be
changed or deleted.
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Reviewing Edit Check Errors

Journals marked with errors are saved but not posted until
the errors are corrected.

The Errors tab on the Create/Update Journal Entries
page allows you to view edit check errors by journal
header and journal line.

You must correct journal errors before the journal can
proceed to the budget check process. Once corrected,
the journal entry needs to complete the edit check process
again.

Home | Workist | AddtoFi

Favo'r'rtes : Main'Menu ger > Jounals » Journal Enftry  Create/Update Joumnal Entries

@Newwindow @He\p MCustom

Header | Lines | Tofals Approval

Unit: 15100 Journal ID: 0000005960 Date: 0702012

i
Custumzelml- | First (] 101

Unit Field Name Field Long Hame Set Msg Message Text

15100 JRNL_HDR_STATUS Journal Header Status 5860 53 Journal line errors exist for this header.

Customize | Find | BV 8 7iet £l 42002 1 Lot

Line # Field Name Field Long Name Set Msg Message Text
1 FUND_CODE Fund 9600 A Combo error for fields FundfAccount in group INVFD15100.
2 ACCOUNT Account 9600 A Combo error for fields AccountFund/Department in group DEPTREQ.
15 save| [Gh Retumito Search | [15] Previous imList | W] Nextinist | (=] Notity | £ Refresn | ETERT
Header | Lines | Totals | Errors | Approval
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Reviewing Edit Check Errors (continued)

A journal entry may not move on to budget check if:
* The accounting period is not currently open.
» Total debits do not equal total credits, and the ledger is defined as a balanced ledger.

» Control totals entered with the journal header do not match the actual totals for the journal (debits, credits, statistical
units, number of lines).

* One or more journal lines use inactive or invalid ChartFields.

* Invalid combinations of ChartFields are used.
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Simulation: Reviewing and Correcting Edit
fnd Check Errors

You are now about to view a simulation on reviewing and correcting edit check errors.

—
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Journal Budget Check

Once the journal edit is complete and set to Valid, the Budget Check is run. During the Budget Check process, Cardinal
checks for valid budget combinations and amounts. Cardinal also validates that a sufficient control budget available
balance exists.

Transactions that exceed controlling budgets (such as Appropriation or Allotment), or do not have a budget combination
previously established, create errors and processing is stopped until the errors are corrected, or an authorized user
overrides them.

Because the Budget Check process is also run as part of the Edit Check process, you do not need to run the Budget Check
process separately if the Edit Check process was successful and did not result in errors. Only run the Budget Check
process if the Journal Status field displays Valid (V) and the Budget Check Status field displays Not Checked (N) or
Error (E).
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Journal Budget Check (continued)

All journal lines must pass a check against the established
commitment control budgets. Some journals have already
completed this budget check in their own modules, and do

Home: \ Worklst \ Add to Favorites \ Sign aut
Favoites _ Man Jlenu > GeneralLedger > Joumals v JoumalEntry + CreatefUpdate Joumal Entries
: v v v

not need to pass budget check again in the General ENewindon Dy [ CusomzePage E iy
Ledger module. Others need to pass budget check in the Header RHLEH Tols  Emors  foproc
General Ledger module.

Unit 15100 Joumal D: 0000005909 Date: 0612972012 Errors Oy

Template List Search Criteria Change Values Viiew Audit Logs

Foess | g [0EE

A

The Lines tab on the Create/Update Journal Entries | —
page gives you the ability to select the appropriate B s
process for the journal entries using the drop down menu.

Select Linga  “Unit *Ledger Egiﬁ:ﬁ;”@mk Fund Program Department  FIPS Amount
01 [fem @ acuws Eg‘ghaﬁﬁﬁ‘d Q@ foomd, oot @ b @ [ Q[ 1308
[1.Jouma
O 2 fsm & scroas Postioma 4 foood oot @ e @ [ Q[ 308
Print Joumnal (Crystal)
¢ PritJoumal LR | ¥
Refresh Joumal
Lines to add: |_1 ERE Submiwouma\

Custonize Fnd | Ve ] B |

Unit Total Lines Total Debits Total Credits  Journal Status Budget Stafus
2 1390245060 e N N
‘ Saie | @ Reum o Search fD o .LD hednlst [ ey £ et EWT T

Header | Lines | Tolals | Errors | Approval
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Journal Budget Check (continued)

To run the Journal Budget Check process:

1. Click the Lines tab. The Lines page appears.

2. Select Budget Check Journal in the Process field.

3. Click the Process button. The Budget Check Journal process runs and the Budget Status changes. If the Budget
Status box on the Lines page is E, click the E link to view the error. After correcting the error on the journal, you
need to save the journal. The journal status and budget status will then be updated to N. Finally, you need to re-run
the Edit Journal process, which will perform an edit and budget check again.

4. When the Journal Status and Budget Status are V, click the Save button. The budget checked journal is saved with
its new status.
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Budget Check Status

The budget checking line status values include:

« E (Error): The entry failed to pass budget checking.

* N (Not Checked): The budget check process has not processed the entry or the entry has changed and has not
been budget checked again.

« V (Valid): The entry passed budget checking and the process updated the control budget ledger.

« P (Provisionally Valid): The budget check is valid but the funds are not reserved.
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Reviewing Budget Check Errors

To review budget check errors, you can use two methods.

You can either click the E in the Budget Status box, or
you can also use the Review Budget Check Exceptions

page.

You can navigate to the Review Budget Check
Exceptions page through the following path:

Main Menu > Commitment Control > Review Budget
Check Exceptions > General Ledger > Journal

Favories - Man Menu > CommrcmevntContro\ y RewewBudgetcvheckExceptions 5 GenemLLedger 3 Journal

(B Hew Window @ Help E,) Customig

GL Joumnal Exceptions [N TR S0 (4
Business Unit: 15100 Journal I0:
Exception Type: Error

Maximum Rows: 100

Sucige Chartfieds

0000006137 Journal Date:

Override Transaction

Maore Budgets Exist

Advanced Budget Criteria

04302
0 ®E

custonizs | Fnd | View A1 BV | 3 Fret ¥ 440 07400 I L

Details  Business Unit Ledger Group

1 @ 500 CCALLOT
2 & 00 CO_APPROP
3 & 150 CC_CASH
& & 150 CC_CASH
5 & 1500 CC_CASH
i & 50 CC_CASH
7 & 1500 CC_CASH
g & 50 CC_CASH
s & 1500 CC_CASH

Exception

Mo Budget Bxists

Mo Budget Exists

Bxceeds Budget Tolerance
Bxceeds Budget Tolerance
Bxceeds Budget Tolerance
Bxceeds Budget Tolerance
Bxceeds Budget Tolerance
Bxceeds Budget Tolerance

Exceeds Budget Tolerance

HMore Detail %ﬁ;;e Transfer
Hore Detail GoTo.. @
Hore Detail GoTo.. @
Hore Detail CoTo.. &
Hore Detail GoTo. &
Hore Detail CoTo.. &
Hore Detail GoTo.. &
Hore Detail CoTo.. &
Hore Detail GoTo.. &
Hore Detail GoTo.. &
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Common Budget Check Errors

Common budget check error messages are No Budget Exists and Exceeds Budget Tolerance. Security permissions
determine who has ability to override budget errors.

Error Code |Overridable? Description Notes

E1 Y Exceeds budget and is over |N/A
tolerance.

E2 N No budget exists. N/A

E3 N Budget is closed. N/A

E4 Y Budget is on hold. N/A

Warning Code Description Notes

or non-initial transaction.

W1 Exceeds budget but is within [Transaction exceeds available budget balance, but is within the
tolerance. tolerance allowed.
W2 Exceeds budget, but is a track(Transaction exceeds budget, but the control option for the control

budget definition is Tracking with Budget, Tracking without Budget,
or Control Initial Document.

For tracking without budget, no warning issued for detail tracking
ledger groups. If it is not a detail tracking ledger group and a budget
row exists, even if it is for a zero amount, a W2 warning is issued if
the transaction exceeds the available spending. If no budget row

exists, no warning is issued.
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Correcting Budget Check Errors

You can correct the journal lines that create a budget error, or if the COA distribution is correct, have the budget modified.
Example corrections you can make to a journal may be:

* Correct a transaction amount
* Modify ChartField values
* Request an override

Once corrected, the journal needs to complete edit check and budget check processes again.
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Simulation: Viewing and Correcting Budget
fond Check Errors

You are now about to view a simulation on reviewing and correcting budget check errors.

—
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Journal Approval

After a journal successfully completes the edit check and budget check processes, it must be manually submitted for
approval and posting. Journals successfully created have a status of Valid until the journal is posted in General Ledger.
Once posted, the Journal Status changes to Posted.

) CARDINAL

Fa\rovrrteséMain‘Menu > General Ledger » Journals » JoumalEntry 3 Create/Update Journal Entries

Header | Lines  Toldls | Emors "

Home | Worket | AddtoFavortes |

@Newwmdow @Help CustomizePage E

Unit; 15100 Journal ID: 0000006174 Dae: 0712412012

Approval Status Fing Fi
Unit 15100

Approval Check Active: Y

Approval Status;

Approval Action: Approe v

Deny Comments: d

+ Approval History
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Additional Journal Approval
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Some journals require multiple steps of approval.

Approval from DOA is required on capital outlay projects with a Program Code of 998000 that have not received their
environmental impact study.

DOA approval is required for journals with an Account value of 5012430 (Legal Services).
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Journal Source and Approval
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CARDINAL

Journals from Accounts Payable, Expenses, and Accounts Receivable — Funds Receipts are pre-approved, since the
originating transaction is approved in their modules. As a result, they do not need to be approved again in General Ledger.

Journals from external sources, spreadsheet journals and online journals must be approved in General Ledger via workflow.
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Journal Post
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Once approved, a journal is eligible to post to the ledger.

The Journal Post process:

* Posts valid, edited, budget checked, and approved journals

» Posts each journal and summarizes in the appropriate ledger

» Changes the journal's status to posted
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Journal Post (continued)

You can request posting at the time you enter journal
entries or at a later time. Most journal entries are posted
in a background batch process that typically occurs on a
daily basis.

General Ledger verifies that there are no edit or budget
errors that would render the journal invalid for posting. If
the journal has passed edit and budget check successfully
and has been approved, it can be sent for posting.

There are times, however, when an immediate request to
post is warranted. Posting from the Journal Entry -
Lines page provides you with that flexibility. However, a
journal must be approved before it can be posted. To
initiate a journal post without going to the Post Journals
Request page, select Post Journal in the Process field
on the Journal Lines page.

Fav@tes an‘uem ¥ Genefd.ledqer § Jw'nds ¥ Jaun?inw ¢ CreatsjUpdate Journal Entries

Haader m Tolals | Errors || Approval

Home | Wt | AddioFaw

e Wndow () el .5i Customi

Unit: 15100 Journal 10: 0000003736 Date: 0872 Errors Only
Templats List Search Crieria Changs Vaiues View Audt Logs
Interiniraling "Process: IFOSHWnel v Process il |2 Line: w v X
Budget Check Journal 08
s e B | |
: E (Deete Journal
Select Line  'Unit Ladger ledh Bra Chack Fund Program Department Cost Conter Task
‘ [Ed Chartfietd s I | :
| 115100 W ACTUAl 401000 @ lon0g1 9 [016LO10424 4
0 115100 . ACTUALS el Jouml (010009, |10109 . (01GLO042A L, | |
02 fEm o s CENEENN) Gooo, oo O frobia | 3 |
‘ i {Frint Journal (Crystal) ' 3
¢ {Brint Journal (XML8) )
= | [Retresh Joumal | a
Lines o add: L@ = [)iSeom jouma
» Totls st | Fnd Vi 41 | B | 3 e KL 4004 I L
Unit Total Lines Tolal Debits Total Credits | Journal Status Budget Status
1500 2 100.00 100.00 v v
|l swve (P Ratam o Saaen i | Nextinlin. %) Moty ) Rabwn LaAdd )
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Journal Post (continued)
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A journal cannot post if one or more of the following have occurred:

+ Total debits do not equal total credits.

* The accounting period is closed.

* Any control totals entered with the journal header do not match the actual totals for the journal.

* One or more journal lines use inactive or invalid ChartFields.

» The edit check and/or budget check process fails.

* The journal status is Denied.
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Deleting Journals

Denied journals need to be corrected or deleted by the originator.

You can delete journals that have passed the budget check process but have not successfully posted. You cannot delete
journals after they have posted.

The budget check process runs automatically as part of the delete process to update the commitment control amount that
was reserved during the budget check process. .

To delete a journal, select Delete Journal in the Process field on the Journal Entry - Lines page and click Process. The
system prompts you with a message before deleting the journal.

Note: Cardinal creates an audit trail of the deletion, along with other enabled journal events. You can view the audit log by
accessing the Search Audit Logs page. You can navigate to this page through the following path:

Set Up Financials > Supply Chain > Common Definitions > Audit Logging > Search Audit Logs
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Home | ‘Worklist | Addto Favorites

Fa\rc.r'r'rtes MainvMenu > General Ledger > Journals > Journal Entry > Create/Update Journal Entries

" Header .m " Totals | Errors || Approval

B Mew Window @Help CustamizeF'age ='

Unit: 15100 Journal 10: 0000005890 Date: 052112012 Errors Only

Template List Search Criteria Change Values View Audit Logs

| Inter/intralnit | *Process: Edit Journal - | Process | = & Line 10| [F [=
Budget Check Journal

i

Copy Journal Customize | Find I'—EI |

; — - Delete Journal ;
Select Line Unit Ledger Edit/ Pre-Check Fund Program Department FIPS Affiliate F
E 15100 @, ACTUALS Eg:ﬁfohuar:g‘f'd @, [01000/@, |[326001 @, [97200 @, @ | @,
FPaost Journal
2 15100 ACTUALS 8 02011 99999
- Q& Print Journal {Crystal) Qq’ | % | '%, | q" | Q{' | q" [
O |2 15100 @, AcCTUALS |(PrintJournal (XMLP) @, |o2700/@, || @, |o9999 @, | @, | @,
Refresh Journal
4 15100 ACTUALS | [Submit Journal 041000 999499 15100 {
& 15100 ACTUALS @, (101010 02011 go999 15100 {
6 15100 ACTUALS 2, 101010 01000 98999 15100 {
r 15100 ACTUALS @, 101010 02700 98999 15100 {
< il | >
Lines to add: 1 =]
customize | Find | view a1 | B | B Firzt K g orq I st
Unit Total Lines Total Debits Total Credits | Journal Status Budget Status
15100 T 21050 21050 W W
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Cardinal enables you to copy information in an existing journal to use for a new journal entry. You can copy posted or
unposted journals and change the header and lines as needed.

Worklist |

Home |

Add to Favorites |

Unit Total Lines

15100 T

Total Debits

210.50

Favorites @ Main Menu > General Ledger » Journals > Journal Entry > Create/Update Journal Entries
2] Mew Window @Help E,/Customize Page =
" Header | .m " Totals || Errors || Approval
Umit: 15100 Journal 1D: 0000005290 Date: 05421/2012 Errors Only
Template List Search Criteria Change Values View Audit L ogs
| Interdntralnit | *Process: Edit Journal ~ | Process | E E Line 10| [F [=]
Budget Check Journal o
Copy Journal Customize | Find | | =i
: R B Delete Journal :
Select Line Unit Ledger Edit f Pre-Check Furnd Program Department FIPS Affiliate F
[ E 15100 @, ACTUALS Eg:{fﬂhuarﬁg‘f'd @, [01000@, (826001 @, [a7z200 @, | @, | @,
li Fost Journal
o |2 15100 @, ACTUALS |IDR= - CHTE (Cryetal) @, |[ozo11@, | @, [ogo09 @, | @, || @, ||
= 5 15400 @, acTuALS ||PrintJournal GaaLP) @, [oz7o0@, || @, (22999 @, | @, | = [
Refresh Journal
4 15100 ACTUALS |[Submit Journal 01000 99999 15100 {
Ky 15100 ACTUALS @, (101010 02011 499499 15100 {
51 15100 ACTUALS "9@ 101010 01000 99999 15100 {
T 15100 ACTUALS ()% 101010 02700 99999 15100 Ll
=3 it | L3
Lines to add: 1 =l

Total Credits

Customize | Find | iew 20| B |

Journal Status

210.50

1=
=
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Copying Journals (continued)

Check the Recalculate Budget Date box to ensure the correct budget date. After reviewing the Journal Entry Copy
page, click OK to access the newly copied journal.

CARDINAL
Home | ‘Woerklist | .Add to Favorite

Create/Update Journal Entries

Favc‘r;'rtes i Mainvrt-'lenu » General Ledger > Journals > Journal Entry >

B Mew Window (Z)Help [E Customize P

Journal Entry Copy

Business Unit: 15100 Copy From 1D: 0000005926 Copy From Date: 0612921

Journal 1D: Ledger: I:I [ Reverse Signs

Journal Date: 10/11/2012 [ MHew Ledger: |:| Recalculate Budget Date

ADB Date: I:I Document Type: I:I [ save Journal Incomplete Status
Currency Effective Date: EJ

& Do Not Generate Reversal Same As Journal Reversal

o Beginning of Next Period On Date Specified By User

© End of Next Period ADB Reversal Date: I:l
) Next Day

O Adjustment Period
) On Date Specified By User

Adjustment Period: @,
Reversal Date: EJ

Ok Cancel Refresh
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Monitoring Journal Status
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You can search for and review the status of various journals after they have been entered and saved in Cardinal on the
Review Journal Status page. You can navigate to this page through the following path:

Main Menu > General Ledger > Journals > Process Journals > Review Journal Status

4P CARDINAL

Favq'rites Main'Menu > General Ledger : Journals

Journale
ﬁ Process Journals
Review and submit journalz for editing, budget-checking, and posting.
E" Edit Journals Budget Check Journals
Request a process to edit journalz. Regquest a process to budget-check a journal against

predefined budget criteria.

EITOra.

E" Mark Journals for Posting E Post Journals

Identify journals that are ready to po=t and mark them for Regquest a process to post valid journal entries to the
posting. ledger.

E" Journal Edit Errors Report E Posted Journal Summary Report
Print a report lizting detailed information on journal edit Create a report zummarizing posted journal information.

Home | Workist | AddioFavortes | Signe

E Mark Journals for Override
Mark journale for override after they fail budget checking.

E Review Journal Status
Specify 2earch criteria to review the status of journalz.
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Monitoring Journal Status (continued)
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Home | Worklist | Add to Fawvori

Fa\.rc;r'rtes MainvMenu S GeneraIvLedger S JouLnals S Processvllournals > Rewview Journal Status

£ Mew Window (20

Review Journal Status

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

Find an Existing VWalue

Maxirmum number of rows to return (up to 300): (200

Business Unit: [15100

Journal ID: begins with |~ ||
Journal Date: = - | [51]
UnPost Sequence: = ~ |

Document Sequence Number:| begins with |+ ||

Journal Header Status: = vl | A

Search || Clear |Basic Search [Bf° Save Search Criteria

Search Results

Wiew All First El 1-100 of 117 |L_| Last
Business Unit Journal 1D Journal Date UnPost Seguence Document Seqguence Humber Journal Header Status Budget Checking Header Status Ledger Group
15100 0000005590 |05/21/2012 O blank) Walid Walid ACTUALS
15100 0000005891 0O6/27/2012 |D (blank) Posted Walid cASH

15100 0000005892 06/27F/2012 |D blank) FPosted Walid MODACRL
15100 0000005893 06/27/2012 |D blank) FPosted Walid FULLACRL
15100 0000005900 0E5/28/2012 |D blank) walid Error ACTUALS
15100 0000005902 |06/28/2012 O blank) Errors Mot Chik'd ACTUALS
15100 0000005907 06/29/2012 |D (blank) Posted Walid ACTUALS
15100 0000005908 06/29/2012 |D blank) Walid Error ACTUALS
15100 0000005909 06/29/2012 |D blank) Edit Req'd Mot Chik'd ACTUALS
15100 0000005921 0E6/29/2012 |D blank) FPosted walid ACTUALS
15100 0000005922 |06/29/2012 O blank) Edit Reqg'd Mot Chik'd ACTUALS
15100 0000005924 04/29/2012 |D (blank) Edit Req'd Mot Chik'd ACTUALS
15100 0000005926 06/29/2012 |D blank) Walid Walid ACTUALS

< ] I
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After a journal is saved you can view the audit log which provides a list of events related to the journal. The Lines tab of the
Create/Update Journal Entries page provides a hyperlink to the Search Audit logs page.

JoosE ks been meatenl b Dreted jpasts foums

Loz Bt e opdai by Creded ipdals. Joora
Enings composen)

e birs Dedrs mpated B Cotaln) kSl bouwral
Erines GEmoanet

75



Lesson 3: Summary

In this lesson, you learned:

Journals from Accounts Payable, Expenses, and Accounts Receivable — Funds Receipts are pre-approved, since
the originating transaction is approved in their modules.

Journals from the Accounts Payable, Expenses, and Accounts Receivable — Funds Receipts do not have to go
through budget check in General Ledger, since they have already been budget checked in their respective
modules. They will be edit checked again in General Ledger.

Journals created manually online, journals created from external sources and spreadsheet journals must be both
edit and budget checked in General Ledger.

Journals may be approved or denied. Only journals without errors that have been edited and budget checked can
be approved.

Denied journals need to be corrected or deleted to release the funds reserved during the budget check process.

Cardinal allows you to copy journal information from an existing journal to a new journal.
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Lesson 4: Journal Entry Reports and Online
Inquires

CARDINAL

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

* Reports

* Online Inquiries
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Journal Entry Reports

—

CARDINAL

Journal entry reports can run at various intervals during the processing of journal entries. There are numerous reports
available. Journal entry reports include:

Journal Entry Detail Report

« Journal Entry Detail Report with Attributes
« Standard Journals Report

* Journal Edit Errors Report

» Posted Journal Summary Report

» GL Transaction Report
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Journal Entry Detail Report

—

CARDINAL

The Journal Entry Detail report displays all journal entries for a business unit and ledger within a specified date range.
You can navigate to this report through the following path:

Main Menu > General Ledger > General Reports > Journal Entry Detail

PeapleSait Financisle
Repart I0: FINZOOL JOMHAL ENTHY CETAIL ERPOAT Poge Ma. 1
Hum. Umtt: 13100--VA Deperbzent of Azcounta Yun Dwbe O7/28/3012
!.-:ﬂ-gl:: Grp: ACTURLE ACTURLE Run Time 11:}8:59
Ladgus: ACTURLS Actunle
Por the paricd 07/18/2012 through 07/28/2012
Gouree: ALL Jourmsl ID: ALL Gkakom: ALL

Line  Description Raferunce
Aosuns pursd Iniry Bvest Lur Dgkit cradis
Frogrunm Depar byt

Journal 10: APDDOCSOTE Journal Dute: 07/16/20012 Gource: AP --Accoucts Payshle Revermal: K- -Eone
Gtstus: ¥V--Walid
I:u:.-ip-..cn Aczounte Puyanle

Azcounts Payable 03300050
205025 Acctm Payeble-AR/EX Accrosle 01000 Genesul Pund
950 i ul ]
{ij=1] 0..0 T10.83
2 Aoczucts Paysble 1aoo00st
205025 Acctm Payeble-AR/EX Accrosle 01000 Genesul Pund
950 i ul ]




Journal Entry Detail Report (continued)

—
CARDINAL
Report ID: FIN2001 JOURMAL EMTRY DETARIL REPCRT Page No. 2
Bus. Unit: 15100--VA Department of Accounts Run Date= 07/2&/2012
Ledger Grp: ACTURLE  --ACTUALE Run Tim= 13:36:58

Ledger: ACTORLE  --Actuals
For the period 07/16/2012 through 07/25/2012
Eource: ALL Jourmal ID: ALL Etatus: ALL

Lin= Descriptiocn Fafarance

Aocount Fund Entry Event Cur Debit Credit
Program Department

Journal I[D: APDOOOENTE Jourmal Date: 07/16/2012 Ecurce: AP --Accounts Payable Reverzal: H--None

Etatus: V--Valid
Description Accounts Payable

1 Accounts Payable n0000osad
205028 Accts Payable-AP/EX Accruals 01000 G=neral Fund
99950 DOA
UED 0.00 T730.83
2 Accounts Payable 0o0000s1
205028 Accts Payable-AP/EX Accruals 01000 General Fund
99950 DOA
UED 0.00 £, 000.00
3 Accounts Payable nooaogs2
20E02E Accts Payable-AP/EX Accruals 08150 Enterprise App-Ferf Budgeting
99950 DOA
UED 0.00 1,100.00
4 Accounts Payable 0o0000s3
205028 Accts Payable-AP/EX Accruals 01000 G=neral Fund
99950 DOA
UED 0.00 438.10
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The Journal Entry with ChartField Attributes report
displays the same detail as the journal entry detail report
and also lists the ChartField attribute values.

You can navigate to this report through the following path:

Main Menu > General Ledger > General Reports >
Journal Entry with Attributes

Journal Entry with ChartField Attributes Report

PeppleEoft Fi

Report ID- FIN2005 JOURMAL ENTRY WITH CHARTF
Bus. Unit: 15100--VA Department of Rccounts

l=dger Grp: ACTUALE --ACTUALE

[=dger: ACTURLE --Actuals

For the period 07/16/2012 through 07/25/2012
Source: ALL Jourmal ID: ALL Status: ALL

Line Description

Account Fund
Department

Journal ID: 00000080684 Journal Date: 07/16/2012 Epurce: ONL--Online Jourmal
Degcription 02GLO40E - Etap 77

1 COutbound Freight fervices

E012120 Cutbound Freight Services 01000 G=n=ral Fund
51100 Comptrollar

Attributes

ACCOUNT 1099 CLASE 07

ACCOUNT 1099 FORM M

ACCOUNT 1099 REEPORTABLE YEE

ACCOUNT DOA GLA 501

ACCOUNT DOA OBJ _RE 1212

ACCOUNT EWAM REPORTABLE EWAM REPORTABLE
FOND_CODE CAFR FD CLAEE 100

FOND _CODE CAFR FURD GROUP GENERAL

FOND _CODE CAFR FUND TYPE GOVERNMENTAL
FOND _CODE DOA FUND 0100

FOND _CODE MCI CLAES GENERAL

DEPFTID DOA COETCD 811

Entry
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Journal Entry with ChartField Attributes Report
-~ (continued)

CARDINAL

PecpleSoft Financiala
JReport ID: FINZOOS JOURNAL ENTEY WITH CHARTFIELD ATTRIBUTES REPORT
Bua. Tnit: L15100--VA Department of Accounts
Ledger Grp: ACTUALS - -RCTURLS
Ledger : ACTUALS --Rctuals
For the period 07162012 through 0772572012
Source: ALL Journmal ID: ALL Status: ALL

Line = ipk ion
JBcoount Fund
DepaEtEant cur Debit
\fournal ID: Date: 07/16/2012 Source: ONL--Omline Jourmal Entry Heversal : N--None Status: V--Valid
Deascription
1 Outbound Freight Services
5012120 Outbound Freight Services 01000 General Fund
SL1O00 Coamptroller asn 25.25
teributas
COOUNT 1099 CLRASS 07
COOUNT 1099 FORM M
ACCOUNT 1099 REPORTABLE YES
ACCOUNT DR 0L
UNT DR 1212
COOUNT SHAM SWAM REPORTABLE
FUND _CODE CAFR FD C 10
FUND_CODE CAFR FUMD GROUP GENERAL
FUND CODE CAFR FIMD TYPE GOVERNMENTAL
FUND CODE DOA FIND 0100
FUMD CODE MCI CLASS GENERAL
EFTID DOk COSTCD 911
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Standard Journals Report (continued)

—

CARDINAL

The Standard Journals report lists standard journal entries
and their status.

Peo
. . . Report ID: GLSET00L STANDARD J0)
You can navigate to this report through the following path: Bus. Unit: 15100--VA Department of Accounts
Far the pericd 07/21/200%9 through 07/21/2011
SJE ID: ALL

Journal ID: ALL

Main Menu > General Ledger > General Reports >
Standard Journals

SJE ID: QICLOZ0ZE  0lglQ202 Template Jourmal
SJE Detai - Template Journal

Ltatus : Active Type: Template

Modal Jourmal; 000000045 L Data; 01/18/2011 Unpost: ]

Standard Journal: OQlGLOZ02E2 Allgw Changa: Yas

Schaduled: DAIL Craation Lead Days: Q

teed Mo Standard Journals Created ®#+®e

EJE ID: D1CGLO202F 01gli202 Recurring Journal

SJE Detail 1 = Recurring Journal
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Standard Journals Report (continued)

Report ID: GLS7001

Bueg. Unit: 50100--VA Dept of Transportation
For the period 07/21/200% through 07/21/2011
SJE ID: ALL

Journal ID: ALL

PecpleBoft GL
STANDARD JOURNAL ENTRIES STATUS Page No. 1
Fun Date 07/22/201
Fun Time 12:39:04

SJE TD: 01GLO20ZE 01g1l0202 Template Journal

**** No Standard Journals Created ****

EJE Detail 1 - Template Journal

Statua : Active Type: Template

Model Journal: 0000000451 Date: 01/19/2011 Unpost : ]
Standard Journal: O01GLO202E2 Allow Change: Yes

Scheduled: DATL Creation Lead Days: o

**** No Standard Journals Created **+*

EJE ID: 01GLOZOZF 01gl0202 Recurring Journal

EJE Detail 1 - Recurring Journal

Statua : Actiwve T Recurring

Model Journal: 0000000451 Date: 01/19/2011 Unpost - 0
Standard Jourmal: GL_SJE3 Allow Change: Yes

Scheduled: DATL Creation Lead Days: o
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Journal Edit Errors Report

—
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The Journal Edit Errors report provides detailed information about journal edit errors.

You can navigate to this report through the following path:

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

PeopleEScft GL

feport ID: GLE7011 JOURNAL EDIT ERRGRS Page Mo. 1
Pus. Tnit: 151800--VA Department of Accounts Bun Date 07,/25/2012
Ledger Grp: ACTUALE - - ACTUALE Fun Time 1C:10:51

Fiscal Year:2013
Reguest l--Jdourmal Edit Errors
Fource: ALL Journal ID:ALL Jourmal Date:07/16/Z012 through 07/19/2012

Fusiness Tnic I0: 15100

Pd Journal ID Jrml DOste Sre Bef Ho. Error Type Line Linme Description Fizld Name Entry Event Error message
18 0popoDells  O07/1B/2012 OHWV HEADER JRNL HDOR ETATIE Journal line errors exist for this header. ([(586{]
LINE 1 Cash With The Treasurer OF VA ACCOUNT Combo error for fields Account/Fund/Department i

L2DEPTREQ. (900,31}

. E=ploy=e Trainng/Workshop/Conf ACCOUNT Combo error for fields Account/Program in grou
e Loy =l F = F

SZEXPREQPROG. (9600/31)

41 FUND _CODE Combo error for fields Fund/Department in group

Y2 INVDEPTFD. [9600/31}

242 FUND CODE Combo error for fields Fund/Department in group
®2INVDEPTFD. (9600/31}

71 FUND _CODE Combo error for fislds Fund/Department in group
®ZINVDEPTFD. (960031}

172 FUND_CODE Combo error for fields Fund/Department in group
I INVDEPTFD. (9600731}
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Journal Edit Errors Report (continued)
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CARDINAL
PeopleBoft GL

Report ID: ELETO011 JOURNAL EDIT ERRORE Page Ho. 1
Fus. Unit: 15100--VA Department of Accounts Bun Date 07/26/2012
Ledger Grp: ACTUALE  -- ACTUALE Bun Time 15:10:51
Fiscal Year:2013
Request 1--Journal Edit Errcrs

Fource:ALL Journal ID:ALL Journal Date:07/16/2012 through 07/19/2012
Fusiness Unit IO: 15100

Pd Journal I0 _Jmml Date Erc Ref No. Error Type Line Line Description Field Name Entry Event Error message
1 Qoooonell: 07/1B/2012 CHW HEADER CEJTJ.._HEE_ET}-'LTL'E Journal lip= errors =xist for this heads=r. (58&(
LINE 1 Cash With The Treagurer Of VA  ACCOUNT Combo error for fields Account/Fund/Department i

t20EPTRE]. (9600/31)

ka

Ezployee Trainng/Workshop/Conf ACCOONT Combo error for fields Account/Program in group
tIEXPREQPROG. {9600/31)

141 FUND_CODE Combo error for fields Fund/Department in group
t2 INVDEPTFD. (900,31}

142 FUND_CODE Combo error for fields Fund/Department in group
t2INVDEFTFD. (9&00,/31}

a7l FUND _CODE Combo error for fields Fund/Department in group
t2INVDEFTFD. (9&00,/31}

172 FUND _CODE Combo error for fields Fund/Department in group
t2INVDEFTFD. [9600,/31)

86



—

Posted Journal Summary Report

CARDINAL

The Posted Journal Summary report provides a list of all posted journals.

You can navigate to this report through the following path:

Main Menu > General Ledger > Journals > Process Journals > Posted Journal Summary Report

PeopleSoft GL

Report ID: GLET009 POETED JOURMAL SUMMARY BY JOURNAL ID FOR PROCESS INSTANCE 558419 Fage Ko. 1

Bug. Unit: 15100--VA Department of Accounts Fun Date 07/26/2012
Ledger Grp: ACTUALS  -- Actuals Run Time 16:10:00
Ledger: ACTUALS  -- Actuals

Fiecal Year:2012

Period Journal ID _Jrnl Date Unpost Sre Descr

Lineg Debit Cradit Stat Amount
0000006136 04/30/2012 0 CRV 05.GL.02.01-Converted data, Do 1236 1,395, 368.34 UED 1,3593,368.34 n.oo

Period 10 Total 1236 1,395, 368.34 UED 1,389,368.34
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Posted Journal Summary Report (continued)

PeopleSoft G

Report ID: GLST009 POSTED JOURNAL SUMMARY EY JOURNAL ID FOR PROCESS INGTANCE 558419
ms. Unit: 15100--VA Department of Accounts

Ledger Grp: ACTIMLE  -- Actuals

ledger:  ACTUMLS -~ Actuals

Plgcal Year: 2012

Period Journal ID Jrol Date Unpost Src Descr

| =

m
L]
=
(1]
L=
—

0000008136 04/30/2012 0 NV 05.0L.02.01-Converted data, Do 1236 1,399, 368,34  UED

Period 10 Total 1236 1,399,368.34  UED

1,398, 380.14

1,189,160, 34

Page No. 1
Run Date 07/2&/2012
Run Time 16:10:00

Etal Amow

nt

0.

il
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GL Transaction Report

The GL Transaction report processes all accounts for the specified ledger and each row is read and summarized at the
ChartField level. The summarized totals can be printed by Fund, Account and they will also have Beginning Balance, Total
Activity and Ending Balance by Account type.

You can navigate to this report through the following path:

Main Menu > General Ledger > General Reports > GL Transaction Report

T

Commonwealth of Vlrgl.u‘_a
" % GL TRANSACTICN REFORT
CARDIMAL Run Date: 07/26/2012
Report ID: RGLOLO Run Time: 04:20 00
Fage No. 1 of 1

Business Unit: 15100 VA DEPEII‘_‘I‘I}EE: of Accounts
Ledger: ACTURALS
Fiscal Year: 2012 Period: 11
Account Type: T

Adjustment Period:

FUMD  PROGRAM  ACCOUNT — ACCT DESC DEFTID COST CENTER FROJECT ASSET ASENCY USEL DEEIT CREDIT
02111 S0GATD Cash Tramsfer Out-App Act Bt 3 39800 3,626.00 0.00
01000 799001 S0B9E0 Cash Transfer In - GF 39800 0.00 350,000.00
01000 724001 £0DOTO Cash Tramsfer Out - GF 39800 150, 000.00 0.00

By Account Type: Transiers SEGINING BALANCE 5 ( 10,380,457.86)

TOTAL ACTIVITY 5 3, 626.00

ENDING BALANCE 5 { 10,276,971.86}
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GL Transaction Report (continued)

CARDINAL
1 Commonwealth of ‘i’l.rgl.u‘_a
GL TRANSACTICN REPORT
CARDINAL Run Date: 07/26/2012
Report ID: RELO10 Run Time: 04:20 00
Page No. 1 of
Bueiness Tnit: 15100 VA DE_IIE.IL'IDE'EI.: of ACcounts
Ledger: ACTUALS
Fiscal Year: 2012 Period: 1
Account Type: T
Afjustment Period:
FND [PROGRAM ACCOUNT  ACCT DESC DEPTID COST CENTER FROJECT ASSET  AGENCY USEL DEBIT CREDIT
02111 §09870  Cash Tranafer Out-App Act Bt 3 99800 1,626.00 0.00
01000 799001 609960 Cash Tramsfer In - GF 39800 0.00 150, 000. 00
01000 724001 609970  Cash Tramsfer Out - GF 39800 150,000.00 0.00
By Account Type: Tramsfers BEGINING BALANCE § | 10,380,497.86)
TOTAL ACTIVITY 8 3,626.00
ENDING BALANCE $  { 10,376,871.86)
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Online Inquiries

—

CARDINAL

There are two types of inquiries available for journal entries:

* Review Journal Status

« Journal Inquiry

In this topic, we will also discuss the ledger inquiry.
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Review Journal Status

y -~
CARDINAL

At any time during journal processing, you can view the
status of journals and the journal line details on the
Review Journal Status pages.

You can navigate to this inquiry through the following
path:

Main Menu > General Ledger > Journals > Process
Journals > Review Journal Status

Favorites = Main Menu » General Ledger » Journal » Process Journak > Review Joumal Status
v H v v v Al

Review Journal Status

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

Find an Existing Value

Waimum number of rows to return (up to 300): |300

Business Unit: ’151007@5
Journal ID: begins with VH
Joumal Date: - v | ]
UnPost Sequence: E v ‘ \
Document Sequence Number:| begins with + \

Journal Header Status: ‘ = v ‘ ‘ v|

| Search | Clear  Basic Search [Gf° Save Search Crteria
Search Results

View All First E 1100 of 117 .ﬂ Last

Business Unit Journal ID  Journal Date UnPost Sequence Document Sequence Number Journal Header Status Budget Checking Header Status Ledger Group

100 0000005890 0512412012 O blank) Valid valid ACTUALS
15100 000000581 06272012 0 blank) Posted Valid CASH

15100 0000005B92 06272012 0 (blark) Posted Valid MODACRL
15100 0000005893 06272012 O (tlark) Posted valid FULLACRL
15100 0000005900 06I28/2012 0 (blark) Valid Emor ACTUALS
15100 0000005902 06/2812012 0 blank) Errars Not Chicd ACTUALS
AE400 AO0NNOEONT ARIT0I047 0 blogl Doctnd Lnlid ACTIIALG
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Journal Inquiry

You can view detail journal header and journal lines using the Journal Inquiry — Journal Inquiry Details page.

You can navigate to this inquiry through the following path:

Main Menu > General Ledger > Review Financial Information > Journal

4P CARDINAL

Home | Workist | Add to Favori
Favorttes Main Menu > General Ledger » Review Finandial Information > Journals
b - -

2 New Window @Help E,""CustnmizeF

Journal Inquiry

Journal Criteria

Inguiry *Unit *Ledger *Year *From Period *To Period Suspense Status
02GL0205 [15100 @, [acTuALs @ [2013@ [ 1 [ 12 &
Journal 1D Date Status Source Currency Stat Document Type
& | 5o a @ [ @ - [«
User Document Sequence Sort By Max Rows Attachment Exist
| @, | [ Journal Id vl [ 00

. Search || Delete | | Clear |
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g, Journal Inquiry Details (with Drill to Source)

CARDINAL

Fawarites Main Menu > General Ledger > Rewview Financial Information > Journals
H - -

2] Mew Window |:E:lHelp E,/'CustomizeF'age E nttp |
Journal Inquiry

Journal Inquiry Details
» Ledger Criteria

Go To: Journal Criteria
Journal Header
Jowrnal 1D EX00006145 Date: O7i23/2012 Schedule:
Ledger Group: ACTUALS Original Date: 07/23/2012 Process: Mo Request =
Source: EX Date Posted: Total Lines: 4
Journal Status: “alid Reversal Date: User ID: Al CARDIMNAL_BATCH_GL
Balanced: DR=CR Reversal: Mone InterUnit BU: 15100
Doc Seq: Budget Status: Valid View Attachment (0}
Long Description: Expense Closure Journal rﬁl

= ANl Lines

2 FromiTo From Line: To Line: | Query Journal Lines |

Totals by Currency

Currency: USD Debit Armowenit: 144 93 Credit Aomounit: 144 93 MNet: o000

Customize |

Drill tox Avrmount (in
P Lirve # Line Descr Transacti-on Currency Account Furnd Program Department Cost Center Task F
e Currency)
B2 1 g’fg:gse Shest 7493 |USD so12820 |[o1000 F3TO04 aszo0
B 2 E’fg:gse Shest FTa9z|usD 205025 o1000 aggog
B 3 E;g:gse Sheet 7000 USD 5012850 |[01000 737004 95200
B} a E:Tg:gse Sheet Fo.00|usD 205025 01000 ggg99
| 1T} Il > |
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Drill to Source — ChartFields

Favorites = Main Menu | 4

Journal Entries
Journal ID

» Process Expenses > Review Payments > Journal Entries
- -

Home | Worklist

@ MNew Window @ Help

E customize Page D& http =

Add to Favorites

Sign out

Journal Entry Detail

Unit Type

15100 Expense Report

1D

0000007344

Line Nbr

Details

Acctg Date

06/25/2012

Fund

01000

Program

T3T004

Department Cost Center

95200

Task

FIPS

Business Unit 15100 Journal EX00006145 Date 07232012
Ledger ACTUALS Line 1 Line Descr Expense Sheet Close GL Journal

Chartfields Customize | Find | view 21| B | 38 Firat BT g 054 00 Lot
Account Fund  Program Department Cost Center Task FIPS Asszet Agency Use 1 ?ge"‘a' US€ pe Bus Unit | Project
5012820 01000 | 737004 95200

< | | [
Base Currency JsSD Base Amount -74.93

Currency gD Transaction Amount -74.83

Statistics Code Statistic Amount

Asse
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Ledger Inquiry Page

The Ledger Inquiry page is used to review ledger information. Please note that commitment control and summary ledgers
are not available for ledger inquiry.

You can navigate to this inquiry through the following path:

Main Menu > General Ledger > Review Financial Information > Ledger

(g8 CARDINAL

FavgteséMainvMenu > GeneraI'Ledger > ReviewFinancviaIInfom'tation > Ledger

| Worklist | Audd to Favorites | Sign out

2 Mew Window |z:i‘)Help E,)Customizepage Ehﬂp Fa |
Ledger Inquiry

Enter ledger, period, ChartField and rest of the criteria. Click on Search bution to execute the gquery.

Ledger Criteria

Inguiry Name =Unit *Ledger *Fiscal Year *From Period *To Period currency Stat Code
02GL0205 [h5100 (@, [acTuALS @, [2013@ 1@, 12|@, @, @,
] show ¥YTD Balance [ include Closing Adjustments Max Ledger Rows
[] show Transaction Details [J only in Base Currency 100 =
Search Clear Delete

Customize | Find | B | 2 firet B 4 94 o 14 T Lact Include Adjustment Periods

ChartField Value ChartField Value Set Update/Newr Sum By R:::'J'i‘r‘:d Order-By TE (FECTT

Account [ @, | @, | Update/MNew 1 O e
Departrment [ @, | @&, | Update/Mew 1

Asset [ @, @, |Update/MNew Ll T
Task [ @, | @, |UpdateMew (|

Fund [ @, @, |Update/MNew Ll

FIPS [ @, @, |Update/MNew (]

Agency Use 2 [ @, | @, | Update/MNew =1

Affiliate | @, | @, |Update/MNew (]
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Ledger Inquiry Page (continued)

The Ledger Inquiry page fields are explained below.

Fields

Description

Show YTD Balance

If you select this checkbox, the inquiry returns year-to-date balances for specified ChartFields for a period.
Do not select this checkbox and the inquiry returns individual balances for period and account that are
displayed in order by period.

Show Transaction Details

Select to see the ledger data along with the journal transactions that contributed to the balance.

Include Closing Adjustments

Select this option to include closing balances (period 999) along with the current open period amounts.

Max Ledger Rows

Indicates the maximum number of rows to display. You can override the default of "100" with any number
<=300 rows of data that you can display in a scroll area.

Delete Deletes the inquiry, cancels the page, and returns you to a blank Ledger Inquiry.

ChartField Enter a ChartField value for one or more Chartfields to review specific data in a ledger.

ChartField Value Set Select a predefined set of selection criteria for a given Chartfield.

Sum By 'You are required to select at least one ChartField to sum by. If you do no, you receive an error message

when you select the Search button. Period is always included in the sum by and is always the first
column in the inquiry results. If you select all ChartFields available in the ChartField Criteria for Sum By
and the Show Transaction Details checkbox is not checked, the result is a display of each row in the
ledger that meets your criteria for business unit, ledger, fiscal year, accounting period, currency, and
statistics code.

Value Required

Select this check box to filter out ChartFields with blank values. This check box is available only when the
Sum By checkbox is selected. Itis also unavailable for selection but is automatically selected by Cardinal
if the ChartField Account has Sum By selected.

Order By Determine the sort order of the ChartFields in the result page by the order in which you select Sum By for
each ChartField.

Sel (select) Select specific adjustment periods by checking its checkbox from the list of adjustment periods that are
available based on the selected Ledger and Fiscal Year.

Period Adjustment periods are displayed based on those available for the selected ledger and fiscal year.
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Ledger Inquiry — Ledger Summary Page

The Ledger Summary displays results from the Ledger Inquiry.

48 CARDINAL

anrc;r'rtes Mainvru'lenu > GenemLLedger > Review Financlal Information > Ledager

Home | Worklist |  Addto Favorite

B Mew Window (ZiHelp [ Customize Pa
Ledger Inquiry

Ledger Summary

Before clicking on Detail hyper link, you can click on "Ledger Detail Drill-Down Chartfield Display™ to display the chartfields that are
pertinent to your inguiry.

P Ledger Criteria

Go To Inquiry Criteria Ledger Detail Drill-Down Chartfield Display
Ledger Summary el First B 4 of 1 I Last

Ledger Amount by Currency

Period Balance Period Balance Ba
Period Activity Detail Account Account Description {in Transaction Currency {in Base e
Currency
Currency) Currency)
”~
1 Activi Detail 101010 Cash With The Treasurer Of WA 290,259.58 UsSD 290,259.58 UsSD —a
1| Activi Cietail 111220 Farking Fee Suspense Account -2 527.00 UsSD -2 527.00 UsD
1 Activi Detail 121030 FPetty Cash Advances 1,000.00/USD 1,000.00/USD
1| Activity Detail 182720 Construction In Progress 1,200,000.00 UsSD 1,200,000.00 UsD
1| Activity D etail 183700 Equipment 34,823.00 USD 34,823.00 UsSD
1 | Activity Detail 183730 Accm Depreciation - Equipment -26,983.21 UsD -26,983.21 UsD =
1| Activity Detail 205025 Accts Payable-AP/EX Accruals -133.99 UsSD -133.99|/UsSD
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Ledger Inquiry — Ledger Summary Page
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The Ledger Summary page fields are explained below.

Fields Description

Ledger Detail Drill - Down ChartField Display [Click this link to select the ChartFields that you want to display when you drill
into the Ledger Detail.

Activity Click this link to view transaction details on the Ledger Inquiry - Transaction
Details page.

Detail Click this link to view ledger details on the Ledger Inquiry - Ledger Details
page.

99



Lesson 4: Summary

—

CARDINAL

In this lesson, you learned:

« The key journal entry reports are: Journal Entry Detail Report, Journal Entry Detail Report with attributes, Standard
Journals Report, Journal Edit Errors Report, Posted Journal Summary Report, and GL Transaction Report.

» The key journal entry inquiries are: Review Journal Status and Journal Inquiry.
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Lesson 5: Processing Journal Entries Hands-On
Practice

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.

101



Course Summary

—

CARDINAL

In this course, you learned to:
» Describe key journal entry concepts
* Describe the overall journal entry process
» Explain how journal processing integrates with other Cardinal modules and interfaces with external systems
» Create journal entries in Cardinal
* Use the journal entry template
» Create and upload a spreadsheet journal
» Review and correct edit check errors
* Review and correct budget check errors
» Submit journal entries for approval and monitor
» Describe key reports and online inquiries
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Course Evaluation

CARDINAL

This page left intentionally blank.
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Appendix

CARDINAL

« Key Terms

104



Key Terms

Journal: A journal is used to post accounting entries to a ledger.

Journal Header: Includes the overall journal information such as the ledger, the journal source, long and short descriptions,
and more.

Journal Date: The date of the journal transaction which drives the accounting period and fiscal year.

Business Unit: A business unit is an operational subset of an organization. In Virginia, each state agency is an operational
subset (or business unit) of the Commonwealth. The business unit number identifies each operational subset or agency of
the Commonwealth. For example, DOA is business unit 15100.

Journal ID: A sequentially generated number for online journals, sub-module journals, and interfaced transactions.

Business Unit, Journal ID, and Journal Date: These three fields uniquely identify a journal in Cardinal. They can be
found in the journal header.

Journal Lines: A reference to each accounting line entered in the General Ledger Create Journal Entries page, consisting
of appropriate ChartField and accounting values.

105



Key Terms (continued)

Ledger and Ledger Group: A record of monetary transactions by account (e.g. Budget, Actuals, Modified Accrual, Full
Accrual, and Cash). A ledger group is a group that includes ledgers that have a common physical structure.

Combination Edit: Defines rules about which ChartField values are required in combination for all accounting entries.
Combination editing happens before the transaction is posted to Cardinal.

Commitment Control: Enables the tracking or controlling of expenses against budgets and revenues against estimates.
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