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Cardinal User Resources

1. Cardinal Website – Statewide Toolbox

2. Agency Trainers

3. VCCC Help Desk

4. General Ledger Oversight Team

5. Cardinal Message Board

6. CAPP Manual – Cardinal

7. FAQs

8. Security and Vendor Requests
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Cardinal Website

www.cardinalproject.virginia.gov
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http://www.cardinalproject.virginia.gov/


Website – Security
(Statewide Toolbox > Cardinal Security)
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•Security Form and 

Instructions

•Security Handbook

•Interface Account 

Request Form and 

Instructions



Website – Glossary
(Statewide Toolbox > Glossary)

• Contains terms used 

in Cardinal

• Alphabetical
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Website – Training Materials
(Statewide Toolbox > Training Materials)

• Organized by functional 

area

• Presentations 

• Simulations

• Web Based Training (WBTs) 

and Instructor Led Training 

(ILTs)
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Website – Forms
(Statewide Toolbox > Forms)

• Organized by functional area

• Kept up to date (Note revision date)

7



Website – Job Aids
(Statewide Toolbox > Job Aids)
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• Organized by functional area

• Job Aids

• Simulations

• Kept up to date (Note revision date)
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• Job Aids for the Reports are under 

the Navigation, Reporting and 

Approvals section

Website – Reports Job Aids
(Statewide Toolbox > Job Aids)
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Reports Catalogue
(Statewide Toolbox > Job Aids)

• Organized by functional area

• Each module lists frequently 

used Inquiries, Queries and 

Reports, including:

• Description

• Navigation path

• How to run

• Exhibit



Reports Crosswalk
(Statewide Toolbox > Job Aids > SW NAV220)
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An ‘N/A’ in the Cardinal Report ID column indicates an online query



Website – Archived Newsletters
(Website > Archives > Newsletters)
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• Previous newsletters in Archives 

• Current newsletter on homepage



Website – Archived Presentations
(Website > Archives > Presentations)

• Accounting Fundamentals

• Cardinal Business Process 

Workshops 

• General Ledger and Accounts Receivable

• Accounts Payable

• Cardinal Monthly Interface Meetings
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Cardinal Help Desk Process
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User encounters 

issue or 

question

User investigates 

resources for 

answers (Training 

materials, FAQs, 

Job Aids, agency 

SMEs, etc.)

If resolution is 

not found the 

VCCC Help 

Desk is 

contacted

The VCCC 

Help Desk 

routes the ticket 

to the Cardinal 

Team for 

resolution



Cardinal Help Desk

For Cardinal issues you cannot resolve via toolbox, job aids, agency SMEs, 

etc.

• Phone – To open a VCCC ticket via phone, please call 1-866-637-8482 (for 

agencies both on and off the COV network)

• Email – To open a VCCC ticket via email, please email 

VCCC@vita.virginia.gov

• Please note: To report time critical issues or outages impacting an agency, please call the 

VCCC directly

• Online – To open / track your own tickets (if you are on COV network) go to 

https://sd.itsm.northropgrumman.com/VSM/ServiceManager.aspx?lite

• Be sure to reference “CARDINAL” when you contact VCCC

• Include information such as error message, keystrokes, screen shot

• The Cardinal Project is handling all Cardinal Help Desk tickets, including 

those from Non-COV agencies.  VCCC is being used for tracking and 

routing purposes
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mailto:VCCC@vita.virginia.gov
https://sd.itsm.northropgrumman.com/VSM/ServiceManager.aspx?lite


Sample Email to VCCC 

To:  VCCC@vita.virginia.gov

Subject:  CARDINAL Ticket

Please assign a help desk ticket to CARDINAL to report the following problem.

When attempting to run the Payment History by Vendor report in Cardinal, I receive the 

following error message:

“The process type Crystal for the program selected is not valid for server PSUNX1 (65,123).”  

Screen shots are provided below.

Thanks,

Sally Smith

Agency ###

804-555-5555

Cardinal User ID XX5415R9
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Be sure to include full 

screen shots in your 

email submission!

All agencies should report Cardinal problems to the VCCC

Be sure to use the name CARDINAL!



General Ledger Oversight (GLO) 

Team

• Dedicated group within DOA General Accounting responsible for working 

closely with agencies and Cardinal Post Production Support team

• Responsibilities include:

• Reviewing of the CIPPS Journal upload and working with agencies to ensure 

errors are resolved

• Advising on Cardinal to CARS reconciliation issues such as assisting with 

identifying reconciling items and the need for entries

• Performing frequent analyses to detect and resolve issues before period close

• Performing specific account level analyses for appropriate and accurate use

• Interpreting CAPP Manual and updates

• Can be contacted at  glo@doa.virginia.gov
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mailto:glo@doa.virginia.gov


General Ledger Oversight (GLO) 

Team
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Pictured (left to right): David Porter, Andrew McCarty, Pam 

Wingfield, Valerie Dunmars-Hurdle, Geri Hayes, Annette Sherrill, 

Nekheeta Washington, Taylor Williams



Cardinal Message Board 
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• Cardinal Main 

Menu screen

• Production 

issues

• Period end cut-

off dates

• Important 

Reminders



CAPP Manual – Cardinal 
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• DOA website has been 

updated to include a CAPP 

Manual for Cardinal

• DOA website provides a link 

to Cardinal website
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Frequently Asked Questions (FAQs) 
(Website > Frequently Asked Questions)

• Updated regularly

• Searchable, sortable

• Links to relevant materials

• Parking Lot questions from 

ILT Training are being 

added



Security and Vendor 

Requests
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Cardinal Security Form
(Statewide Toolbox > Cardinal Security)

• Use this form for any updates to 

user security

• Form and instructions for 

submission are posted on the 

Cardinal website

• Allow up to three business days 

for turnaround
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• Complete form in conjunction with:

• Cardinal Security Handbook

• Cardinal CAPP Manual Policy

• Form instructions

• Role definitions, based on function

• Separation of duties considerations

Cardinal Security Handbook
(Statewide Toolbox > Cardinal Security)



Cardinal Vendor Maintenance 

Request Form
(Statewide Toolbox > Forms)

• Use this form for Cardinal Vendor updates after Go-Live

• Form and instructions will be posted on the Cardinal website

• Allow up to five business days for turnaround
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• Vendor Maintenance Request 

forms require the approval of 

agency staff listed on the Agency 

Signature Authorization for Vendor 

Maintenance form

Cardinal Vendor Maintenance 

Signature Authorization
(Statewide Toolbox > Forms)


