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/;/ Welcome to Cardinal Training
/

This training provides participants with the skills and information necessary to use Cardinal and is not intended to replace existing
Commonwealth and/or agency policies.

This course, and the supplemental resources listed below, are located on the Cardinal website (www.cardinalproject.virginia.gov)
under Learning.

Cardinal Reports Catalogs are located on the Cardinal website under Resources:
* Instructor led and web-based training course materials

» Job aids on topics across all functional areas

* Glossary of frequently used terms

The Cardinal screenshots included in this training course show system pages and processes that some users may not have
access to due to security roles and/or how specific responsibilities relate to the overall transaction or process being discussed.

For a list of available roles and descriptions, see the Statewide Cardinal Security Handbook on the Cardinal website in the
Security section under Resources.



/;/ Course Objectives
/

After completing this course, you will be able to:

Describe key voucher processing concepts and the overall voucher process
Review supplier information in Cardinal and the process to add/update suppliers
Create a voucher
Review and correct voucher processing errors
Review the process for entering adjustment and template vouchers

Review deleting, unposting, and closing vouchers



A d
/’) genda

Understanding Voucher Processing

Creating a Voucher

Managing and Processing VVouchers




}j Lesson 1: Introduction
V4

‘ Understanding Voucher Processing

This lesson covers the following topics:

Accounts Payable Overview

Key Concepts



@ Accounts Payable Overview
/

The Accounts Payable functional area of Cardinal
is composed of two modules:

Accounts Payable

The Accounts Payable (AP) module processes
payments to suppliers for goods and/or services
received.

Expenses

Payments to employees for non-salary related
items (i.e., travel and business expense
reimbursements) are made through the Expenses
module.

This course covers voucher processing in the
Accounts Payable module.

Cardinal Functional Areas Modules

Accounts Payable

Expenses

Accounts
Payable

General Procurement™

Ledger

/Zp) Cardinal

Cardinal
HCM**

Accounts
Receivable

Project
Accounting®

“not used by all state agencies

your use of Cardinal HCM

**Reach out to your agency contact regarding



/;/ Key Concepts
/

Some key concepts in voucher processing include:

Cardinal operates on a modified accrual basis. Cash balances are not immediately affected when you enter a voucher.
Instead, Cardinal generates an offsetting entry to a liability account (debit to expense and credit to liability). Later, when
the voucher is paid and payment post runs, Cardinal reduces the liability and cash accounts for the amount paid (debit to
liability and credit to cash).

Budget check (Commitment Control) impacts the appropriation and allotment balances, not cash.

Centralized Supplier Database: In Cardinal, all users share the same supplier database. Some Cardinal suppliers may
have multiple remit to addresses. Therefore, it is important to select the appropriate remit to address for the voucher.

The Centralized Supplier Database is managed by the Commonwealth Vendor Group (CVG). CVG processes all updates
to non eVA suppliers (fiscal) records in Cardinal. Agencies cannot add or make changes to the supplier record in
Cardinal. Agencies that need to add or make changes to a fiscal supplier must submit a Vendor Maintenance Request
Form to the CVG for non eVA suppliers.

eVA is the source for procurement supplier information and updates to these suppliers must be performed in eVA.

Cardinal Human Capital Management (HCM) Suppliers — In order to process HCM related vouchers, the Processor
must have the HCM Voucher Processor role. Without this role, the processor will not be able to view HCM Suppliers nor
enter HCM related vouchers in Cardinal.

Each voucher contains only one invoice. Related documents, such as the supplier’s invoice, receipt information, etc., can
be scanned and attached to the voucher record for viewing online.



/;/ Key Concepts — One Time Supplier
/

One-Time Suppliers - All payment and refund transactions must be made to suppliers that exist in Cardinal. There may
be occasions when a one-time payment is needed or refund transaction to a supplier that does not exist in the Cardinal
Supplier table. To set up a supplier for a one-time transaction, a request form must be submitted to CVG to have the
supplier set up in Cardinal as a one-time supplier (unless the supplier is a procurement supplier, in which case the
supplier record should be established in eVA).

In Cardinal, One-Time suppliers are identified with a Persistence of One Time. When this persistence type is selected,
the supplier status automatically changes to Inactive after the associated voucher is entered and saved in Cardinal. Ifa
subsequent voucher needs to be created for the same supplier, the supplier status can be updated to Active by the CVG
and another payment processed. CVG monitors the use of all one-time suppliers to determine if they need to be set up as
regular suppliers based on their use.

Interfacing Agencies One-Time Suppliers - Interfacing agencies can submit vouchers for refunds only without having
CVG set up the supplier as one time (via the Cardinal Voucher Upload interface). These vouchers are identified as one
time in the interface and must contain the supplier’s IRS Tax ID number. These suppliers are not marked as 1099
Reportable. If the interfacing agency does not have the IRS Tax ID number, they must contact the CVG to have the
supplier set up and submit the voucher as a regular voucher.




f Key Concepts — Attachments and Agency to Agency
Transactions

« The agency may elect to allow those attachments to be used as substantiation of requests submitted for approval.
However, electronically attached documents do not alter any original document retention requirements, per Federal
(Government Accountability Office, Yellow Book, etc.), State (Auditor of Public Accounts, Department of Accounts, etc.) or

local regulatory requirements that may apply. For a detailed listing of the file extensions that are allowed as attachments in
Cardinal, see the Appendix section of this course.

» Agency to Agency transactions (ATAs), include payments by one agency to another for goods or services, pass through
federal funds, cash transfers (state grants), transfer of cash collected on behalf of another agency, etc.

« ATAs used to pay for goods or services are entered into Cardinal and processed as regular vouchers.

« For more detailed information about ATAs, see the Job Aid titled SW Agency to Agency (ATA) Transactions
Information Sheet located on the Cardinal website in Job Aids under Learning.

« ATAs that are for federal pass-through funds, cash transfers (state grants), transfer of cash collected on behalf of
another agency, etc. are handled through a journal entry.

« For more detailed information about processing ATAs as journals, see the course titted SW GL332 General Ledger
Journals on the Cardinal Website in Courses under Learning.



/;/ Key Concepts — Payment Offsets
/

+ Payment Offsets - The reduction of a supplier payment to satisfy a delinquent debt. In Cardinal there are three types of
payment offsets which are LEVY, Comptroller's Debt Setoff and Treasury Offset Program.

- LEVY

Payment offsets for items such as liens, levies, garnishments, etc. are processed manually by the agency within
Accounts Payable. In Cardinal, the term LEVY is used for all types.

When a supplier is subject to this type of a payment offset, it can be tracked manually by the agency, OR the
agency can work with CVG to create a LEVY location in Cardinal.

When CVG creates a LEVY location:

» ltis set as the default and populates onto any vouchers that are created for that supplier. The voucher
payment data can then be manually updated so that the appropriate amount is deducted from the supplier
payment and paid to the appropriate third party

« Once the amount owed has been fulfilled, the agency will need to contact CVG to have the LEVY location
inactivated.

See the job aid titled AP312 Processing Payment Offsets for details on processing a voucher with a LEVY.



/;/ Key Concepts — Payment Offsets (continued)
/

« Comptroller’s Debt Setoff (CDS):

- CDS provides state agencies an additional method for the collection of past due accounts receivable owed to the
state primarily by businesses and individuals acting in a business capacity.

- Under the CDS program, a payment made by the state to a Debtor may be withheld, in full or in part, to satisfy the
debt owed the state.

- The CDS program was developed jointly by the Department of Accounts (DOA) and the Department of Taxation
(TAX).

* Treasury Offset Program (TOP):
- TOP is managed by the Department of Treasury (USDT)

- TOP is a federal government-wide debt collection program that compares delinquent debtor data to governmental
payment data. When a USDT delinquent debtor record matches a Virginia payment record, TOP recovers the
delinquent debt(s) by offsetting the payment, in full or in part, to satisfy what is owed.

Both CDS and TOP offsets are both processed automatically. Payments impacted by either program are noted in the
Message field on the Voucher. For more details about these programs see the Cardinal CAPP Manual Topic 20325
Comptroller’s Debt Setoff Process.

You can run the V_AP_PYMNT_VCHR_CDS_TOP query to see a list of payments impacted by CDS and/or TOP.

10



/;/ Key Concepts — Payment Cash Checking
/

« The Payment Cash Checking application ensures all payments, including vouchers and expenses, are checked against
available cash before being released for payment.

» For more detailed information about payment cash checking, see the following Job Aids located on the Cardinal website in
Job Aids under Learning:

- SW AP312 Payment Cash Checking - Overview

« SW AP312 Payment Cash Checking - Reports

« SW AP312 Payment Cash Checking - Fund Level Processing Rules Update
- SW AP312 Payment Cash Checking - Updating Transaction Level Overrides

11



/;/ Voucher Processing Overview
/

* Voucher processing involves the creation of vouchers for supplier payments either entered online in the Accounts Payable
module or interfaced from agency systems, and the subsequent error checking, budget checking, approval, posting and
payment.

* Online agencies can set up Templates for specific suppliers to process vouchers.
* Voucher processing include non-routine processes such as:

* Adjustment vouchers

* Unposting
* Deleting
» Closing

« Cancelling a payment

12



}) Lesson Checkpoint
/

Now is your opportunity to check your understanding of the course material. Read the question and make note of your

answer below.

-

True or False. In Cardinal, all users share the same supplier database.

Y4

True or False. Once the voucher for a one-time supplier is entered and saved, the supplier becomes
inactive.

J
~

\(

True or False. Payments for goods/services from other State agencies are entered and processed
like regular vouchers.

J
~N
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;) Lesson Checkpoint (continued)
/

-

4. True or False. If your agency receives a court ordered document (i.e., lien, levy, garnishment) you
must work with CVG to have a LEVY Location setup in Cardinal.

Y4

5. True or False. Each voucher contains one invoice.

VAN

14



}) Lesson 1: Summary
/

‘ Understanding Voucher Processing

In this lesson, you learned:

Describe key voucher processing concepts

15



}j Lesson 2: Introduction
V4

” Creating a Voucher

This lesson covers the following topics:

Verifying the supplier exists in Cardinal

« Entering invoice information

* Uploading Interfacing vouchers

» Entering/Reviewing payment information
» Saving the voucher

* Reviewing other voucher pages

16



/,\/ Verify Supplier Exists in Cardinal
/

Before entering a voucher verify that
the supplier(s):

e« Exists in Cardinal
* Address you need to use is listed
. Location information is listed

To search for a supplier, navigate to
the Review Suppliers page using the
following path:

Main Menu > Suppliers > Supplier
Information > Add/Update > Review
Suppliers

The Review Suppliers page displays.

Favortes v ‘ ManMenue > Supplierse > Supplier Information» > AddUpdate > Review Suppliers

Review Suppliers

Search Criteria

«getip STATE Q

Narme \ Equalto V\
Witholding Name [E0l v
Supplier Statas| v
Sancions Stas| v
Alternate Payes Nime V]
Address Eall v
Customer Number
1D ype [l Vi) v
VAT Registration ID
Withholding Tax D

Max Rows 40

Supplier ID
Equalto

Q Short Name

<

Clssffcaton

Type‘

Persistence‘

City

Country
State Q

Postal

Bank Account #

‘ Search ‘ ‘ Clear ‘

17




y Verify Supplier Exists in Cardinal (continued)
/

When searching for a supplier, enter as much

information as possible in the search fields. The

most common way to search is using the
supplier's name.

To search for a supplier by name:

* Confirm the SetID = State

* In the Name field, change Equal To to
Contains

» Enter the Supplier Name

» Enter the supplier address: City, Country,
State, and Postal code if known

* Click the Search button

Suppliers that match the criteria display in the
Search Results section of the page.

The number of times a supplier displays is
based on the number of addresses that the
supplier has in Cardinal. For this example, the
supplier displays four times which means
Cardinal contains four addresses for this one
supplier.

Favorites »

Review Suppliers

Search Criteria

Main Menu+

*SetiD| STATE Q
Name | Contains v|
Withholding Name | EGH2l10 v]
Supplier Status‘ v]
Sanctions Status | v]

Alternate Payee Name| v]
Address[Eaualto v]
Customer Number

1D Typel Invalc Value) M

VAT Registration ID
Withholding Tax ID

Max Rows | 300

$earch Results

Main Information

Actions

 Actions

¥ Actions

¥ Actions

+ Actions

SetiD

STATE

STATE

STATE

STATE

Additional Supplier Info | Audit Information

Supplier ID

0000043987

0000043987

0000043987

0000043987

Supplier Name Short Name

PYRAMID PA-

Pyramid Paper Company 001

PYRAMID PA-

Pyramid Paper Company 001

PYRAMID PA-

Pyramid Paper Company o1

PYRAMID PA-

Pyramid Paper Company 01

> Suppliers¥ > SupplierInformationy >  Add/Update >  Review Suppliers

I Pyramid Paper Co

Alternate Payee Name

PYRAMID SCHOOL
PRODUCTS

PYRAMID SCHOOL
PRODUCTS

PYRAMID SCHOOL
PRODUCTS

Supplier ID Q Short Name
Equal to v Q
Classification| v]
Type‘ v]
Parsistance . v]
City fampa
Country USA_Q
State FL Q
Postal
Bank Account #
‘—Clear ‘ Add Supplier

Personalize | Find | ViewAll | (2| @

Address

6510 N B4TH ST

6510 N 54TH ST

6510 N 54TH ST

6510 N 54TH ST

City

TAMPA

TAMPA

TAMPA

TAMPA

State Country
FL USA
FL USA
FL USA
FL USA

First (4 1-40f4 (» Last

Effective Status

Active

Active

Active

Active
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) Review Suppliers Page

Favarites « ‘ Main Menu » > Suppliers » > Supplier Information » >

Review Suppliers

Search Criteria

Add/Update = >

Review Suppliers

Main Information || Additional Supplier Info || Audit Information |

Actions SetlD Supplier ID Supplier Name Short Name
~Actions  STATE 0000043987  Pyramid Paper Company ¢ 7 AMID PA-
~Actions  STATE 0000043987  Pyramid Paper Company ¢ 71D PA-
~Actions  STATE 0000043987  Pyramid Paper Company ¢ 7 AMID PA-
~Actions  STATE 0000043987  Pyramid Paper Company ¢ 71D PA-

Alternate Payee Name

PYRAMID SCHOOL
PRODUCTS

PYRAMID SCHOOL
PRODUCTS

PYRAMID SCHOOL
PRODUCTS

Address

6510 N 54TH ST

6510 N 54TH ST

6510 N 54TH ST

6510 N B54TH ST

City State Country
TAMPA FL Usa
TAMPA FL Usa
TAMPA FL Usa
TAMPA FL Usa

Effective Status

Active

Active

Active

Active

“SetlD O\ Supplier ID |:|Q Short Name
Name [ Contains v] I|Pyramid Paper Co |I [ Equal to v l:lq
Withholding Name [ Equal to v] | | Classification | v]
Supplier status| v] Type | v
Sanctions Status| v] Persistence | v]
Alternate Payee Name | v] |
Address | Equal to v] | | City [tampa
Customer Num ber| | Country O-.
ID Type | (Invalid Value) v | | stateFL Q@
VAT Registration ID | | Postal
Withholding Tax ID | | Bank Account #|
Max Rows S e |
|_Clear | Add Supplier
Search Results Personalize | Find | View Al | (2 | [ First (4 1-4ofd (» Last
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7" Supplier Search Option

If you know a supplier’'s Taxpayer ldentification
Number (TIN), you can use it as a search
option.

* Inthe ID Type field, select the type of ID
you want to use.

» There are three that are used in Cardinal:
 Employer ID Number
» Social Security Number
« Other: Special designation used by
CVG for suppliers approved to be
entered without TIN

Enter the ID number in the field next to the
ID type selected.

Click the Search button.

« Cardinal displays the supplier in the
Search Results section.

»/ Using Taxpayer ldentification Number (TIN) as a Search

Favorites v Main Menu v

Review Suppliers

Search Criteria

*SetlD STATE Q
Name [Eaualto v
Withholding Name (EQual o b
suplirStaes|___—————— V]
Sanctions Status

Alternate Payee Name | v
Address [Edualto i
Customer Number

D Type |Employer 1D Number v
VAT Registration ID
Withholding Tax ID

Max Rows | 300

Search Results
Main Information || Additional Supplier Info | Audit Information

Actions SetiD SupplierID  Supplier Name Short Name

Eno Transportation

N S Foundation Inc

0000002316

Eno Transportation

AL L Foundafion Inc

0000002316

Eno Transportation

vidtigs; RIATE Foundation Inc

0000002316

Eno Transportation

Moo i T3 Foundation Inc

0000002316

ENO TRANSP-001

Eno Transportation

ERGLIRARSE 1 Foundation, Inc.

ENO TRANSP-001

ENO TRANSP-001

> Suppliersv > Supplier Informationv > Add/Updatev > Review Suppliers

| New Window | Help | Personalize Page | f

Supplier ID Q Short Name
Equalto i
Classification | v‘
Type| v
Persistence| v
City
Country Q
ss[__Jo
Postal
Bank Account #
Search Clear Add Supplier

Personalize | Find | View Al | &= | @

Alternate Payee Name Address City State Country
Eno Transportation 1250 1 Street NW. . 1 s
Foundation, Inc. Suite 750 Wastingion 0 LA

12501 Street N.W.  Washington DC USA

12501 Street N.W.  Washington 0c USA

12501 Street N.W.  Washington Dc USA

Firt & 1-40f4 ) Last

Effective Status

Active

Active

Active

Active
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Using Taxpayer Identification Number (TIN) as a Search
Option (continued)

Favorites v | Main Menu v > Suppliersv >

Review Suppliers

Search Criteria

Supplier Information v >

*SetID |[STATE o
Name [Equal to M
Withholding Name [EQual to v
Supplier Status| V]
Sanctions Status| M
Alternate Payee Name ]
Address |Equal to v
Customer Number |

ID Type | Employer ID Number v

VAT Registration ID|
Withholding Tax ID|

Max Rows | 300

Search Results

I Additional Supplier Info ‘ Audit Information

Main Information

Actions SetlD Supplier ID Supplier Name

~Actions STATE 0000002316 ENO Transportation
Foundation Inc

~Actions STATE 0000002316 En Transportation
Foundation Inc

~Actions STATE 0000002316 ENO Transportation
Foundation Inc

~Actions STATE 0000002316 ENO Transportation

Foundation Inc

| =

Short Name

ENO TRANSP-001

ENO TRANSP-001

ENO TRANSP-001

ENO TRANSP-001

Add/Update v >

Review Suppliers

| 107226455

Alternate Payee Name

Eno Transportation
Foundation, Inc.

Eno Transportation
Foundation, Inc.

| New Window | Help | Personalize Page | ]

| Search

Address

1250 | Street N.W.
Suite 750

1250 | Street N.W.

1250 | Street N.W.

1250 | Street N.W.

Supplier 1D I Short Name
[Equal to M I Q
Classification | M
Type| V]
Persistence | M
city|
Country | |
State | 1Q
Postal
Bank Account #|
| ‘ & | Add Supplier
Personalize | Find | View All | & | & First ‘4 1-40f4 2/ Last
City State Country Effective Status
Washington DC USA Active
Washington DC USA Active
Washington DC USA Active
Washington DC USA Active
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V4

If you know the Cardinal Supplier ID, you can access the supplier’s record from this page as well.

%/ Using the Cardinal Supplier ID

» Enter the Cardinal supplier ID in the Supplier ID field.
» Click the Search button. The Supplier displays in the Search Results section.
* Click the Actions option.

avorites » ain Menu > Suppliers > Supplier Information + > pdate v > Review Suppliers
F it Main M Suppli S lier Informati Add/Updat Feview S li
| New Window | Help | Personalize R

Review Suppliers

Search Re

Actions

Main Information

sults

Additional Supplier Info || Audit Information |

SetlD Supplier 1D Supplier Name Short Name

~ Actions

BC-BUD ACQUISITIONS

STATE DO0D0G9249 e BOBUD-001

Alternate Payee Name

Personalize | Find | View All | @I E

Address City State Country

9679 MAIN STREET,

sTEC FAIRFAX WA UsA

Search Criteria
=SetlD |STATE Q Supplier ID 0000069249 Q short Name
Name |Egual to ] |Equal to W] Q
Withholding Name [Equal to V] Classification | V]
Supplier Status | ~] Typel v
Sanctions Status| v Persistence | V]
Alternate Payee Name | v|
Address [Equal to V] City
Customer Number Country Q,
ID Type [Invalid Column Order Number ] State Q
VAT Registration ID Postal
Withholding Tax ID Bank Account #
Max Rows | 300 Search _ | | Clear | Add Supplier

First ‘&' 10of1 ‘&' Last

Effective Status

Active
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y Accessing Supplier Record
/

Once you have searched for the supplier you can record the Supplier ID number as this will be needed to enter the

voucher.

To access the supplier record, click the Actions drop-down list. Three links display:

* Maintain Supplier - Opens the supplier record.

* Maintain Supplier Conversation: Opens the Supplier Conversation page which is used to record notes regarding
communications with the supplier. Notes added here can be seen by anyone. For more detailed information about
recording notes regarding communications with the supplier, see the Job Aid titled SW AP312: Recording Supplier
Conversations located on the Cardinal website in Job Aids under Learning.

 Review Supplier Contact: Opens the-Supplier Contact page which displays the supplier's contact information.

Click the Maintain Supplier link to access the supplier record.

IMaintain Supplier

Maintain Supplier Conversation

Review Supplier Contact

» Actinns STATE (000043957

57

57

FPyramid

Pyramid

Pyramid
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s/ Accessing the Supplier Record (continued)

The Summary page diSpIayS for the " Favorites » ‘ Main Menu » > Suppliers» > Supplier Information+ >  Add/Update > Review Suppliers > Supplier
Supplier.

Summary Identifying Information Address | Contacts Location Custom
Verify the supplier has a Status of SetlD STATE
Approved. Supplier ID 0000043987

Supplier Short Name PYRAMID PA PYRAMID PA-001

Click the Address tab to verify the Supplier Name: Pyramid Paper Company
address.

Order PYRAMID PA-001
6510 N 54TH ST
TAMPA, FL 33610-1908

Remit To  PYRAMID PA-001
6510 N 54TH ST
TAMPA, FL 33610

Status Approved Last Modified By AA_CARDINAL_BATCH_AP
Persistence Regular Last modified date (8/02/2021 6:13ANM
Classification Supplier Created By v CONV_LOAD
HCM Class Created Date/time 11/10/2011 7:33PM
Open for Ordering Yes Last Activity Date 12/29/2021

Withholding No

[F] save ||[@" Returnto Search ||[Z] Notify [ Add #| Update/Display u;-_tl Include History

Summary | Identifying Information | Address | Contacts | Location | Custom




V4

Click the Address tab.

Use the Address tab to verify that the
payment address for the voucher exists on
the Supplier record.

Click the View All link to see all addresses
if the supplier has more than one.

When verifying an address, be sure the
Effective Status is Active.

Note: When a supplier has several
addresses, use the Supplier Address
Search link to search for a specific
address.

» Accessing the Supplier Record (continued)

Favorites v | Main Menu + » Suppliers+ > Supplier Information + > Add/Update + > Review Suppliers > Supplier
Summary Identifying Information Contacts Location Custom
SetlD STATE ‘Supplier Address Search:
Supplier ID 0000043987 short Supplier Name PYRAWMID PA-001 Supplier Pyramid Paper Gompany
Supplier Address Find [§View All First (4 1ofd4 (» Last
Address ID 1 Address Type | Withholding v] [+ (=]
Description
Details Find | View All First (4 10of1 (» Last
.'. _—
Effective Date |08/02/2021 |[3] Effective Status | Active v| ]
USA :
Country Q United States Preferred Order Method
Address 1 6510 N 54TH ST
Address 2
eVA VLIN

eVA Address ID

City TAMPA

County Postal 33610
State |- Q Florida

Email ID

eVA Registration Type| v] eVA Supplier Code
U Accepts Procurement Card as payment method Card Type
Payment/Withholding Alt Names
'Fl Save | |[&h Returnto Search  ||[Z] Notify =L Add %] Update/Display

Summary | Identifying Information | Address | Contacts | Location | Custom
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}) Verify Address (continued)
/

In this example, the supplier has four addresses. You can use the View All link to scroll down to see each address or click
the arrow to view the next address.

If the remit to address needed is not listed, you will need to either contact the Department of General Services (DGS) (for eVA
suppliers) or submit a Vendor Maintenance Request form to the CVG (for fiscal suppliers).

Favaorites = Main Menu « »  Suppliers+ » Supplier Information+ » Add/Update+ > Review Suppliers »  Supplier
Summary Identifying Information Address Contacts Location Custom
SetlD STATE Supplier Address Search
Supplier ID 0000043987 Short Supplier Name PYRAMID PA-001 Supplier Pyramid Paper Company
Supplier Address Find | View All First (4 1of 4|:| Last
Address ID 1 Address Type | Withholding V| =
Description
Details Find | View All First (4 10of1 (» Last
: . +] (=]
Effective Date (08/02/2021 [z Effective Status | Active v |

MW«J‘-—\MWA
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s/ Payment Alternate Name

Cardinal allows an Alternate Payee to be
set up on an address for a supplier in the
Payment Withholding Alt Names section.

When verifying the address for an alternate
payee, be sure to select the correct
address with the Alternate Payee name.

You can see if the supplier has an
Alternate Payee Name by opening the
Payment Withholding Alt Names section
on the page. The Payment Alternate
name is printed on the Supplier payment
as the payee.

Favorites v ‘ Main Menu +

> Suppliers¥ > SupplierInformation» > Add/Updatev > Review Suppliers

Summary || Identifying Information | Address
SetlD STATE

Supplier ID 0000003664
Supplier Address

Address ID 1
Description

Details

Effective Date |04/02/2021 |31

Country USA Q. United States

Address 1 1101 Dunes Street 305
Address 2
eVA VLIN

eVA Address ID

Contacts

Location || Custom |

Supplier Address Search
Short Supplier Name PETE PAWLU-001

> Supplier

Supplier Pete Pawluk

Address Type | Withholding

v H (=

Effective Status

Preferred Order Method

[ {Payment/Withholding Alt Names

city Fredericksburg
County Postal 22401
State VA Q Virginia
Email ID
eVA Registration Type‘ hd eVA Supplier Code
O Accepts Procurement Card as payment method Card Type

Payment Alternate name

Name 2

Name 1 Digi-Crane LLC

Withholding Alternate name

Find | View Al First (4 10of4 b Last

First (4' 10of1 (» Last

(H[=]

Find | View Al
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y Verify Location
/

Location in Cardinal refers to a default set of
rules in the supplier record for the methods of
doing business with the supplier. Each supplier
has at least one default location. Location
includes the rules for processing Accounts
Payable transactions.

More than one Location may be set up for a
supplier if more than one set of rules is needed for
different circumstances.

» If a supplier uses more than one bank to
receive electronic payments, a separate
Location is needed for each bank.

« If a supplieris subject to a lien, levy,
garnishment, etc. on Accounts Payable
payments, a special Location named LEVY
XXX may need to be set up.

Verify the correct Location exists for the supplier.
If the Location is not correct, complete the
Vendor Maintenance Request form and submit it
to the CVG for processing or contact eVA.

Favorites = | hain Menu -

Summary Identifying Information Address Contacts Location

SetlD STATE

Supplier ID 0000003662

A supplier location is a default set of rules which define how you conduct business with a supplier.

Location
*Location |EPAY
Description |ePayables
Details
*Effective Date [02/19/2016 [[5]
Options Payables Frocurement

Additional ID Numbers
Comments

Internet Address

VAT
Expand All Collapse All
*Location |MAIN
Description | XEROX CORPORATION
Details

*Effective Date \D2/19/2016 5]

Options Fayables
Additional ID Numbers

Frocurement

Comments
Internet Address

VAT

> Suppliers~ > Supplier Information ~ > AddfUpdate ~ >  Review Suppliers

> Supplier
Custom
Short Supplier Name XEROX CORP Supplier XEROX Corporation
First ‘4 1-20f 2]}’ Last
==
Default RTV Fees Attachments (0)
Find | View All First ‘4 10f1 '»' Last
Effective Status FE
. ExpandAl ||  Collapse Al |
Sales/Use Tax Global/1085 Withholding
F[=
Ul Default RTV Fees Attachments (0)
Find | View All First ‘4’ 10f1 '»' Last
Effective Status HE=]
. ExpandAl || CollapseAll |
Sales/Use Tax Global/1085 Withholding
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,} Verify Location (continued)
/

Fawvoriies - | Main Menu - > Suppliers = > Supplier Information - > AddfUpdaie - >

SetlD STATE

Supplier ID 0000003662

Location

*Location [EPAY

Description |[ePayables

Details

*Effective Date [D2/19/2016 |[H]

Options Fayables
- Additional ID Numbers

FProcurement

p Comments

b Intermet Address

b VAT
[ Expand All | Collapse All |
“Location [MAIN |
Description [XEROX CORPORATION
Details
*Effective Date [D2/12/2016 |[5)
Options Payables Procurement

- Additional ID Numbers
P Comments
b Intermet Address

b VAT

Summary H Identifying Information H Address l Contacts !! Location

Custom |

Short Supplier Name XERQX CORP

A supplier location is a default set of rules which define how you conduct business with a supplier.

Default

Review Suppliers > Supplier

Supplier XERQOX Corporation

Find | Miew 1} First 4I 1-2 of 2| k! Last

Effective Status | Active

Sales/Use Tax

[ perault

Effective Status [Active

Sales/Use Tax

=]
RTW Fees Attachments (0)
Find | Wiew All First “4' 1of1 “P' Last
+
-~ =l
[ Expand All | Collapse All |
Global/1029 Withholding
=l
RTW Fees Attachments (0)
Find | Wiew All First “4' 1of1 “P' Last
<l =]
Expand All 1 Collapse All |

Globalf1089 Withholding
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Identifying eVA vs. non eVA Suppliers

To determine if a supplier is an eVA supplier, click the Custom tab. If the supplier is an eVA (procurement) supplier, the eVA

Interfaced Supplier (C30 B) field will have a value of eVA Interfaced Vendor. If this field is blank or contains the letter N,
the supplier is a fiscal supplier.

If it is an eVA supplier that requires updates, your agency must contact an eVA Customer Care representative regarding
changes by emailing eVACustomerCare@dgs.virginia.gov.

If it is @ non eVA supplier which requires updates, complete the Vendor Maintenance Request form and submit it to the CVG
for processing. Contact Information for CVG: cvg@doa.virginia.gov

Favorites = | Wain Menu = > Suppliers+* > Supplier Information~ » Add/Update~ > Review Suppliers > Supplier
Summary Identiifying Information Address Contacts Location Custom
SetlD STATE
Supplier ID 0000043987 Short Supplier Name PYRAMID PA-001 Supplier Pyramid Paper Company
TIN Match Code (C30 A} |0 TIN Match Date (C30 F) 04/24/2019
eVA Interfaced Supplier (C30 B) |eVA Interfaced Vendor Agency Number (C30 G)
W-9 Received (C30 C) COVAW-9 RECEIVED Date W-8 Received (C30 H)|04/08/19
SWAM Exempt (C30 D) W-9 Exempt (C30 1)
Future Use (C30 E) 1099 Cleanup (C30 J)
[l save ||[2h Returnto Search ||[=] Notify [ Add Update/Display )

Summary | ldentifying Information | Address | Contacts | Location | Custom



mailto:eVACustomerCare@dgs.virginia.gov
mailto:cvg@doa.virginia.gov

}) Lesson: Hands-On Practice
V4

Now you have an opportunity to practice the lessons learned today in a training environment.
Your instructor will provide direction on how to log in and complete the exercise.

If you have any questions, please ask your instructor.

7

31



/}j Less

on Checkpoint

Now is your opportunity to check your understanding of the course material. Read the question and make note of your

answer below.

-

1. True or False. Before you enter a voucher, you should first check to see if the supplier exists in Cardinal.

~N

Y4

2. True or False. When you search for a supplier, enter as much information as possible to narrow your
search.

AN

\(

3. There are two types of suppliers in Cardinal, eVA and
a. Procurement
b. Fiscal
c. Vendor
d. None of the above

AN
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;j Lesson Checkpoint (continued)
/

-

4. |If a supplier has a DBA name (Doing Business As), in Cardinal it is referred to as

a. Location
b. Address
c. VLIN

d.

Payment Withholding Alternate Name

\_




%/ Entering a Voucher
yd
To enter a voucher, access the voucher entry
page.

Navigate to the voucher entry page using the
following path:

Main Menu > Accounts Payable > Vouchers
> Add/Update > Regular Entry

On the Voucher page, there are two tabs.

* Find an Existing Value is used to access
an existing voucher

« Add a New Value tab is used to enter a
new voucher.

Favorites -« Main Menu + >

Voucher

Accounts Payable + > Vouchers+ »

Find an Existing Value

Add a New Value

Business Unit|15100 |Q
Voucher ID NEXT

Voucher Style| Regular Voucher v

Supplier Name

Short Supplier Name

Supplier ID

Supplier Location

Address Sequence Number 0|Q
Invoice Number
Invoice Date
Gross Invoice Amount
Freight Amount
Misc Charge Amount

Estimated No. of Invoice Lines 1

Add

Find an Existing Value | Add a New Value

5
0.00
0.00
0.00

Add/Update » >

Regular Entry
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V4

To enter a voucher:

* Click the Add a New Value tab.
Cardinal does not require that you
complete the fields on this page.
However, when you do, Cardinal
populates some voucher entry
information on other pages for you.

« The Business Unit field defaults to your
agency based on user preferences in
Cardinal. This field can be changed for
users who enter vouchers for other
business units.

% Entering a Voucher (continued)

Favorites = Main Menu + > Accounts Payable =

Voucher

Find an Existing Value Add a New Value

Business Unit| 15100 |
Voucher ID|NEXT

Add/Update = Regular Entry

Voucher Sty|e| Regular Voucher

Supplier Name| Pyramid Paper Company
Short Supplier Name | PYRAMID PA-Q01  |Q
Supplier ID| 0000043987  |Q
Supplier Location| MAIN Q
Address Sequence Number 2|Q
Invoice Number| ASA-321598
Invoice Date|05/02/2022  |[31]

Gross Invoice Amount 750.00
Freight Amount 0.00
IMisc Charge Amount 0.00
Estimated No. of Invoice Lines 1
Add

Find an Existing Value | Add a New Value




V4

The Voucher ID field value defaults to
NEXT:

* Online agencies: When the voucher is
saved, Cardinal automatically generates
the Voucher ID number.

» Interfacing agencies can change the
value of NEXT to the voucher number
used in their system.

The Voucher Style fields value defaults to
Regular Voucher and should not be
changed.

Short Supplier Name is the supplier's
abbreviated name. It populates when the
Cardinal Supplier ID is entered.

% Entering a Voucher (continued)

Favarites + Main Menu + >

Voucher

Eind an Existing Value Add a New Value

Business Unit| 15100 |Q

Accounts Payable =

>

Vouchers =

>.

Add/Update

Voucher ID|NEXT

Voucher Style| Regular Voucher

Supplier Name|Pyramid Paper Company
Short Supplier Name PYRAMID PA-001  |Q

Supplier ID| 0000043987 |
Supplier Location| MAIN Q
2lQ
Invoice Mumber| ASA-321598

Invoice Date|05/02/2022  |[51]

Gross Invoice Amount

Address Sequence Number

Freight Amount
Misc Charge Amount

Estimated No. of Invaice Lines 1

Add

Find an Existing Value | Add a New Value

750.00
0.00
0.00

>

Regular Entry
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« The Supplier ID is the unique identifying
number assigned to a supplier when it is
created in Cardinal. If you know the
supplier ID, enter it here. You can use the
lookup feature to search for a supplier if
necessary.

»  Once you enter the Supplier ID, the
following field values populate:

« Short Supplier Name
« Supplier Location

 Address Sequence Number

s/ Entering a Voucher (continued)

Favorites = Main Menu + > Accounts Payable + > Vouchers =
Voucher
Find an Existing Value Add a New Value
Business Unit| 15100 |
Voucher ID|NEXT
Voucher Sty|e| Regular Voucher hd

Supplier Name| Pyramid Paper Company
Short Supplier Name | PYRAMID PA-Q01  |Q
Supplier ID| 0000043987  |Q
Supplier Location| MAIN Q
2/Q
Invoice Number| ASA-321598
Invoice Date|05/02/2022  |[31]

Address Sequence Number

Gross Invoice Amount 750.00
Freight Amount 0.00
IMisc Charge Amount 0.00
Estimated No. of Invoice Lines 1
Add

Find an Existing Value | Add a New Value

>.

Add/Update

>

Regular Entry
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V4

« The Supplier Location refers to a
default set of rules in the supplier
record for the methods of doing
business with the supplier.

* The Address Sequence Number is a
system generated ID number assigned
to a supplier’s address.

 Inthe Invoice Number field, enter the
number the supplier has included on
the invoice. If the invoice does not
have an invoice number, one must be
added.

* Inthe Invoice Date field enter the date
on the invoice from the supplier.

« Use the Gross Invoice Amount field
to enter the total amount of the invoice.

% Entering a Voucher (continued)

Favorites « IMain Menu + >

Voucher

Find an Existing Value Add a New Value

Business Unit| 15100 |
Voucher ID|NEXT

Accounts Payable = >

Vouchers + > Add/Update =

Voucher Style| Regular Voucher

Supplier Mame| Pyramid Paper Company
Short Supplier Name | PYRAMID PA-Q01  |Q
Supplier 1D/ 0000043987 |

Supplier Location| MAIN Q
Address Sequence Number 2|Q
Invoice Number ASA-321598
Invoice Date|05/02/2022  |[31)

Gross Invoice Amount

750.00

Freight Amount
Misc Charge Amount

Estimated No. of Invoice Lines 1

Add

Find an Existing Value | Add a New Value

0.00
0.00

>

Regular Entry
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4/ Entering a Voucher (continued)

Favorites = Main Menu + > Accounts Payable » > \ouchers» > Add/Update» > Regular Entry

 The Freight Amount and Misc Charge
Amount fields are not used in Cardinal.
Do not enter any values in these fields as
it will prevent the voucher from saving.

Voucher

Find an Existing Value Add a New Value

« The Estimated No. of Invoice Lines

field defaults to 1 and can be changed to Business Unit 15100 |Q
anticipated number of lines needed. Voucher ID|NEXT
Voucher Style| Regular Voucher ~
Clle the Add button Supplier Mame| Pyramid Paper Company Q

Short Supplier Name | PYRAMID PA-Q01  |Q
Supplier ID|0000043987  |Q
Supplier Location| MAIN Q
Address Sequence Number 2|Q
Invoice Number| ASA-321598
Invoice Date|05/02/2022  |[31)

Gross Invoice Amount 750.00
Freight Amount 0.00
Misc Charge Amount 0.00
Estimated No. of Invoice Lines 1
Add

Find an Existing Value | Add a New Value
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Invoice Information Page

Favorites v Main Menu > Accounts Payable v > Vouchersv > Add/Update~ > Regular Entry

The Invoice Information page displays. The

information entered On the Add a New Value Invoice Information | Payments II" voucher Attributes | I
. . . . usiness Unit nvoice No - Invoice Total Non Merchandise Summary

tab populates some fields in the first section of P oanard X! L\—rl-nem m—

. Voucher Style Regular Voucher *Pay Terms |30 “Gurrency usp|@ Comments(0)
th IS pag e - Invoice Date |05/02/2022 [ Basis Date Type Prompt Payment Miscellaneous E Attachments, (0)
: = Template List
O e — R— Freight =i
nvolce Recelpt Hate 0 Advanced Supplier Search
. = Goods & Services [ Final Voucher s
R Total 750.00 upplier Hierarchy
d B u S I ness U n It Receipt Date Difeenes Supplier 360

Pyramid Paper Company

Supplier ID| 0000043987 Q Control Group Q
¢ Vo u c h e r I D ShortName | PYRAMID PA-001  |Q
Location| MAIN Q
“Address |2 Q

® Voucher Style Responsible Org 10000 Q

Customer Account #

Incomplete Voucher

ROW Acquisition ID

. Invoice No

| Save | ‘ Save For Later

Action| ~] | Run | [  calcuate || Print
= Copy From Source Document
o | Dat
nV0|ce a e Invoice Lines (7 Find | View All First (4. 10of1 (» Last
Line 1 O copy Down SpeedChart Q [ One Asset =]

.
SupplierID “Disroute by Aot ship To[COA a [ e |
Q

Item
Quantity Description
uom Packing Slip
 Short Name u a
Unit Price
Line Amount 750.00

Multi-SpeedCharts

. Location

Distribution Lines Personalize | Find | View All | (2] | E First (4 1of1 (» Last
° Ad d ress (i nvo i Ci ng ) GL Chart || Exchange Rate | Statistics | Assets |
ggm Line Merchandise Amt  Quantity *GL Unit Account Fund Program Department Cost Center Task FIPS Ast
HE O 1 750.00 15100
«  Total (Voucher Amount) ‘ al_l 2 2 oL Rl
| Save ‘ ‘ Save For Later
| =] Notity || €2 Refresh | [+ Add || F] Update/Display

Invoice Infermation | Payments | Voucher Attributes
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’) Invoice Information Page (continued)
/

Favorites -« |

hain Menu « =

Accounts Payable - =

Vouchers « > Add/Update - = Regular Entry

| Invoice Information || Payments || Voucher Attributes |

Business Unit
Voucher ID
Voucher Style

15100
MNEXT
Regular Woucher

Invoice Date | 05/02/2022 [z
volce Recelpt Date IE]

Goods & Services| |

Receipt Date

3

Invoice No |[ASA-321598
Acccmm_'

*Pay Terms|30 Met 30

Basis Date Type Prompt Payment

O Final Voucher

Supplier ID | 0000043987 .
ShortName | PYRAMID PA-001 .
Location | MAIN &)
&)

“Address |2

Pyramid Paper Company

Control Group Iq

Incomplete Voucher

Responsible Org | 10000 &)

Customer Account #l

ROW Acquisition 1D | |

| Save | | Save For Later |

Copy From Source Document

Invoice Lines (7

Line 1 ] Copy Down

*Distribute by
Item o]
Quantity
uom L
Unit Price

Line Amount T50.00

Multi-SpeedCharts

Distribution Lines

Invoice Total

Line Total

MNon Merchandise Summary

Session Defaults

*Currency

Comments(0

Miscellaneous

E Attachments (0)

Freight

Template List

Advanced Supplier Search

Supplier Hierarchy

I Tctal|
Difterence

Supplier 360

Action |

Calculate

| | Print

SpeedChart |

Ship To|[COVA (=}

Description| |

Packing Slip | |

SOPV Line Merchandise Amt
own

| GL Chart || Exchange Rate ” Statistics ” Assets |

Quantity *GL Unit Account Fund

Personalize | Find | View All |

Program

Department

1of1 (» Last
[+1[=]

Find | View All First 4

O One Asset

| Calculate |

1o0f1 (» Last

| B First 4

Cost Center Task FIPS Asy

=l =] =) 1 750.00] |

15100 =X la |

eyl

|| || | |

| Save | | Sawve For Later

[[=] Motify || Refresh |

Invoice Information | Payments | Voucher Attributes

4

la [

[% Add || %] Update/Display
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Invoice Information Page (continued)

Do not make changes to the supplier's address on the Invoice Information page. Note that the default address that displays
on this page is the invoicing address and does not have to match the payment address. The payment address is entered on

the Payments tab.

Payments to the suppliers are sent to the address located on the Payments page. The process for verifying and changing a
supplier's address is covered later in this course when the Payments page is reviewed.

Fawvarites - | ain Menu + > Accounts Payable ~ > “ouchers~ > Add/Update~ > Regular Entry

Invoice Information Payments Voucher Attributes

Business Unit 15100 Invoice No |ASA-321588
Voucher ID MNEXT Accounting Date |05/09/2022 [51]
Voucher Style Regular Voucher *Pay Terms |30 Q, = MNet 30

Invoice Date | 05/02/2022 [51] Basis Date Type Prompt Payment §E

Invoice Receipt Date [51]

Goods & Services 5 ] Final Voucher

Receipt Date

Pyr,

Supplier ID | 0000043987 Contrel Group Q,
ShortName | PYRANMID PA-001
Location  MAIN

“Address |2

PRPP

Incomplete Voucher

Responsible Org| 10000 Q,

Customer Account #

ROW quisition |
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},) Accounting Date and Final Voucher Fields
/

Most of the data entry to create a voucher occurs on this page. Various fields are used depending on the voucher:

« Accounting Date: The accounting date defaults to the current date and should not be changed.

* Final Voucher checkbox: This field is currently used only by Agency 50100 (VDOT).

Business Unit
Voucher ID
Voucher Style

Invoice Date

Invoice Receipt Date

Goods & Services

Favaorites = Ilain Menu = >

Invoice Information Bayments

15100
MNEXT

Regular Voucher

05/02/2022

Voucher Attributes

i

Accounts Payable+ > Mouchers+ > Add/Update« > Regular Entry

Invoice No |ASA-321588

Accounting Date |05/08/2022 |ﬂ

“Pay Terms 30 Q7 Net 20
Basis Date Type Prompt Payment

O Final Voucher

?
i
a
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% Invoice Receipt and Goods and Service Receipt Date
/

* Invoice Receipt Date - The date the invoice was received by your agency.

« Goods and Services Receipt Date - The date the item was received, or the services rendered. This field is used to
calculate Accounts Payable totals for year end accrual reporting.

The Invoice Receipt Date and the Goods & Services Receipt Date fields are used along with the 30 (Net 30) payment
terms to populate the scheduled due date.

Favarites = Main Menu « > Accounts Payable > Vouchers+» > Add/Updatew > Regular Entry

Invoice Information Payments Voucher Aftributes

Business Unit 15100 Invoice No |ASA-321598
Voucher ID NEXT Accounting Date |05/09/2022 Bl
Voucher Style Regular Voucher *Pay Terms |30 Q ) Net 20
Invoice Date | 05/02/2022 Bl Basis Date Type Prompt Payment

Invoice Receipt Date 05092022 ||

Goods & Services 05012022 3] U Final Voucher
Receipt Date




s/ Pay Terms
P

Every voucher requires a scheduled payment date which is populated based on the Pay Terms you select. In Cardinal, there
are three Pay Terms:

30 - Net 30 - This term is used when there is no specified payment date in the contract and payment is due thirty days
after the receipt of the invoice or goods or services, whichever is later.

00PP - Due Immediately Prompt Payment (Due now PP) - This term is used when there is a specified payment due
date in the contract.

* 00 - Due Immediately (Due Now) - This term is used when the voucher does not require a due date and is not subject to
Prompt Payment statutes.

For more detailed information about pay terms, see the Job Aid titted SW AP312: Using Pay Terms located on the Cardinal
website in Job Aids under Learning.
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},\/ Pay Terms (continued)
/

« Pay Terms: This field defaults to 30 (Net 30). Leave the default if you want Cardinal to calculate a due date in
compliance with Prompt Pay.

- Basis Date Type: This field specifies the business rule for due date calculation.

If you need to change the Pay Terms to 00 Due Immediately or 00PP Due Immediately Prompt Pay, click the Transfer to
Pay Terms Details icon.

Favorites = Main Menu > Accounts Payable» > Vouchersw > Add/Updatew > Regular Entry

Invoice Information Payments Youcher Attributes

Business Unit 15100 Invoice No |ASA-321588
Voucher ID NEXT Accounting Date |05/09/2022 [51)
Voucher Style Regular Voucher *Pay Terms |30 Q= Net 30
Invoice Date | 05/02/2022 (51) Basis Date Type Prompt Payment

Invoice Receipt Date | 05092022 |34
Goods & Services 05012022 |3 U Final Voucher

M
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/;) Pay Terms — 00PP Due Immediately Prompt Pay
/

If the payment FGQUireS a due date other Favarites Main Menu > Accounts Payable ¥ > Vouchers¥ > Add/Updatew > Regular Entry ;
than the prompt pay calculated due date
(30) use 00PP Due Immediately Prompt
Pay: Payment Terms
Back to Invoice
¢ Select the Payment Terms ID 00PP Business Unit 15100 Invoice Number ASA-321588
Due Immediately Prompt PGY- Voucher ID NEXT Supplier 0000043987 Pyramid Paper Company
* From the Due Date Control field
drop-down menu, select User. _ i
N Enter the appropriate date in the Due *Payment Terms ID 00PP Q Due Immediately Prompt Pay
Date field. “Due Date Control | User v
e Click the Back to Invoice link. Basls Date Type ~
Basis Date
Discount Due Date [=1]
Due Date | 06/18/2022 31
*Discount Amount Control | Terms V|
Account At| Gross v | $
Discount Amount 0.00
W
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/) Pay Terms — 00 Due Immediately
yd

The Payment Terms page displays_ If a Favorites v Main Menu > Accounts Payablew > Vouchersw > Add/Updates > Regular Entry
payment does not require a due date and is
not subject to Prompt Pay, use 00 Due

Ny
E
Immediately: Payment Terms
+ Select the Payment Terms ID 00 Due Business Unit 15100 Invoice Number ASA-321598
* From the Basis Date Type drop-down

|mmediate|y_ Voucher ID NEXT Supplier 0000043987 Pyramid Paper Company
menu select Inv Date.

*Payment Terms 1D |00 Q Due Immediately

« The Basis Date field populates (note that
even if this date is in the past, this field still
populates with that date).

“Due Date Control | Terms v

Basis Date Type| Inv Date v |

Basis Date 05/02/2022

+ Click the Back to Invoice link. Discount Due Date

Due Date

*Discount Amount Control | Terms v |

Account At| Gross v |

Discount Amount -C] 00

Mm




4/ Responsible Org and Customer Account Fields

Favarites + Main Menu « > Accounts Payable » > VMouchers» » Add/Update~ > Regular Entry

 Responsible Org - This field identifies
the Dept ID (department) of the person

entering the voucher and can be Invoice Information | Payments || Voucher Attributes

updated if the user is entering vouchers

for another department. The value in this Business Unit 15100 Invoice No ASA-32150 _

i i : Voucher ID NEXT Accounting Date 05/09/2022 5]

field is used to determine how the Voucher Style. Reguiar Voucher Py Torma 30 E o
:g:gg;;rOUteS for approval and Invoice Date |05/02/2022 54 Basis Date Type Prompt Payment

Invoice Receipt Date 05/09/2022  |[3)
U Final Voucher

Customer Account # - This field is
optional. Enter your customer account
number from the invoice if one exists.
The customer account number displays

Goods & Services

05/01/2022 |[3)

in the remit section on the payment to
assist the supplier with correctly applying
the payment.

Location | MAIN Q

“Address|2 Q Incomplete Voucher

Responsible Org | 10000 Q

Receipt Date
Pyramid Paper Company
Supplier ID| 0000043987 Q Control Group
ShortName |PYRAMID PA-Q01 |Q

Customer Account # 125427-2

ROW Acquisition ID

Save | | Save For Later

mwm\‘

49



o,

V4

7) ROW Acquisition Field

For more detailed information about Right of Way (ROW) Acquisition ID field, see the Job Aid titled SW AP312:
Processing Child Support Payments located on the Cardinal website in Job Aids under Learning.

Favorites » Main Menu « > Accounts Payable+ > Vouchersw > Add/Updatev > Regular Entry é
Invoice Information Payments Voucher Attributes
Business Unit 15100 Invoice No |ASA-321598
Voucher ID NEXT Accounting Date 05/09/2022 W
Voucher Style Regular Voucher *Pay Terms |30 Q™ Netao
Invoice Date 05/02/2022 £l Basis Date Type Prompt Payment
Invoice Receipt Date 05/09/2022  [3
Goods & Services| 05012022 |[i] U Final Voucher ({
Receipt Date
Pyramid Paper Company
Supplier ID 0000043987 Q Control Group Q
ShortName PYRAMID PA-001 |
Location MAIN Q
“Address 2 Q Incomplete Voucher
Responsible Org 10000 Q
Customer Account #| 125427-2
I ROW Acquisition 1D I
Save Save For Later

ROW (Right of Way) Acquisition ID: This field is used to store the social security number on vouchers processed for child
support payments to the Department of Social Services (DSS).

50



Invoice Line

SpeedChart: A SpeedChartis a shortcut. It populates a predetermined Chart of Accounts value string (such as fund,
program, department), in the distribution lines. Click the lookup icon to select a SpeedChart value if your agency elected
to use them. Cardinal allows for multiple SpeedCharts to be used on an Invoice line. For more detailed information about
SpeedCharts, see the Job Aid entitled SW AP312: Multiple SpeedCharts on Invoice Line located on the Cardinal
website in Job Aids under Learning.

Line Amount: The total amount of the invoice line. A voucher can have more than one invoice line.

Description: Use this field for your agency’s PO number. Any information entered in the Description field carries over
to the GL journal line.

Distribution Lines section: This section provides the charge distribution information for the current invoice line. An
invoice line can have more than one charge distribution.

Invoice Lines (2 Find | View All First ‘&) 10f1 ‘B! Last
Line 1 [IcopyDown Speed(li-hart Q [ One Asset 1=
“Distriute by frmount___ ] S T COE q
Item Q. I Description |PO 12538 I
Quantity Packing Slip
UOoM Q
Unit Price
| Line Amount 750.00] |

Muli-SpeedCharis
| calculate |

Distribution Lines Personalize | Find | View Al | 2| B First ‘&' 10of1 "%/ Last
GL Chart || Exchange Rate || Stafistics || Assets |
[Ec{:ﬂi Line Merchandize Amt  Quantity GL Unit Account Fund Program Department Cost Center Task FIPS Asset
iﬂ |E| J 1 T50.00 15100 5012750 Q) 01000 | (798001 Q1 92100 (o} Q (o} e}
< >

Save | | saveForLater | 51




y Invoice and Distribution Lines
/

Enter one voucher for each invoice. An invoice
may be entered with more than one Invoice
Line and more than one Distribution Line.

This Invoice Information page shows a
voucher with two Invoice Lines. In this
example, each Invoice Line has two
Distribution Lines.

The Invoice Line sections track the information
about each line on the invoice. For example, if
you receive an invoice from an office supply
company for office supplies and equipment
repairs, enter one voucher with two invoice
lines, one line for office supplies and one line
for equipment repairs.

The Distribution Lines sections track where
each invoice line is charged. Enter multiple
distribution lines for each invoice line if
applicable. This allows charging the cost of the
office supplies to one department and
spreading the cost of the equipment repairs to
the departments who share the use of that
equipment.

Invoice Lines (2 Find | ViewAl  First '’ 1-20f2 ‘»' Last
Line 1 J|Jcopy Down SpeedChart Q CJone Asset =
*Distribute by[Amount____ /] $hip To|COVA Q
Item Q Description|PO 12535
Quanéity Packing Slip
UoM Q
Unit Price
Line Amount 400.00
Multi-SpeedCharts
| Calculato S|
Distribution Lines Personalize | Find | View All | & | B Fist @ 12002 @) Last
GLChart || Exchange Rate || Statistics | Assets |
Sg% Line Merchandise Amt  Quantity GL Unit Account Fund Program Department Cost Center Task FIPS Asset
& = 1 20000 15100 [5012750 Q [o1omo]q [eseoot @ [@s100 Q Q Q Q
HE 0O 2 20000 15100 [5012750 Q [o1000]Q [7ee001  |Q [@2100 Q Q Q Q
{ >
CJcopy Dovn SpeadChar} Q [Jone Asset =]
*Distribute by [Amount v Ship To|COVA Q
Item Q Description| PO 12758
Quantity Packing Slip
UoM Q
Unit Price
Line Amount 350.00
Multi-SpeedCharts
[ Calcuate |
w Distribution Lines Personalize | Find | View Al | & | B Rt @ 1202 @ Last
GL Chart || Exchange Rate | Statistics | Assets |
gg% Line Merchandise Amt  Quantity GL Unit Account Fund Program Department Cost Center Task FIPS Asset
BEE O 1 250,00 15100 [5012750 Q [04000|Q 699001 | [95400 Q Q Q J(s G
®E O 2 10000 15100 [5012750 Q [o1000]Q [Beso0t |Q [e5200 Q Q Q Q C
< >
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,} Invoice and Distribution Lines (continued)
/

Invoice Lines (2)

Find | View All
Line 1 | | Copy Down SpeedChart| 1
“Distributs by

First ‘4 1-20f2 ‘»' Last
| ne Asse =l L=
| [Jone a t El D
Ship To|COVA ‘Q
Item| Q Description [PO 12538
Quantityi:, | Packing Slip|
uom | [eX
Unit Price | |
Line Amount| 400.00|
Multi-SpeedCharts
|  calculate |
< Distribution Lines Personalize | Find | View Al | 2] ] First ‘4’ 1-20f2 ‘»' Last
| GLChart || Exchange Rate || Statistics || Assets
ggsﬂy_. Line Merchandise Amt Quantity GL Unit Account Fund Program Department Cost Center Task FIPS Asset
E = 1[ 200.00] | 15100  [5012750 | [o1000 | [699001 | [95100 e [ Ja [ Ja [ Jaf
E=l[= O 2| 200.00] | 15100 [5012750 | [o1000 |@ (799001 @ [92100 & [ & | la | Ja |
< >
l Line 2 I [ copy Down SpeedChart?z IS} [Jone Asset E=
*Distribute by [ Amount v Ship To|COVA j{S\
Item| Ja Description| PO 12758
Quantity | Packing Slip| |
uom | la
Unit Price | |
Line Amount| 350.00]
Multi-SpeedCharts
|  calculate |
w Distribution Lines Personalize | Find | View Al | 2] = First ‘4 1-20f2 ‘®’ Last
| GLChart || Exchange Rate || Statistics || Assets
gg% Line Merchandise Amt Quantity GL Unit Account Fund Program Department Cost Center Task FIPS Asset
= O 1[ 250.00) | 15100 [5012750 | [04000 | [699001 |Q [95400 | | | | | I | e
= O 2| 100.00) | 15100 (5012750 Q_ [01000 | 699001 | 95200 | e [ [ lQ fs:
< >




4/ Entering Projects on the Distribution Line
/

If you need to enter a value in the Project field on the distribution lines, first enter the Project Costing Business Unit (PCBU)
in the PC Bus Unit field. The PC Bus Unit is the same value as the agency’s Business Unit.

Select the appropriate Activity associated to the project.

Copy From Source Document
Invoice Lines (%2 Find | View All First ‘4 10of1 Wb/ Last
Line 1  [Jcopy Down SpeedChart Q []one Asset ] (=]
*Distribute by [Amount_____ /] Ship To|COVA Q
Item Q) Description| PO 12368
Quantity Packing Slip
UoM
Unit Price
Line Amount 750.00
Multi-SpesdCharts
| cacuate |
Distribution Lines Personalize | Find | View All | Y | L First ‘4’ 10of1 '} Last
GL Chart || Exchange Rate || Siafisfics || Assets
S{?ﬂi Line Merchandige Amt  Quantity y Use 1 Agency Use 2 EEEFUS Project Activity Source Type Category Subcategory
== 0O 1 750.00 e} @ [15100 |, [oooD1ossan |y [302389 ] QL QL ¢
< >
Save | | Save ForLater




#/ SpeedCharts
/

SpeedCharts simplify the entry of values on distribution lines. Each agency sets up its own SpeedCharts. Use the
APY0005_SPEEDCHARTS query to see a list of SpeedCharts set up by your agency.

« Entering a SpeedChart auto-populates some ChartField values. If a SpeedChart is not specified, then all of the required
fields must be completed manually.

« The SpeedCharts identify either Cost Centers or a Department. Selecting a SpeedChart for a Cost Center or
Department, auto-populates some of the remaining ChartFields (e.g., Fund, Program, etc.). You may then need to enter
values for other ChartFields (e.g., Account, etc.).

If you need to enter more than one SpeedChart, click the Multi-SpeedCharts link.

Invoice Lines (7 Find | Wiew All First ‘%' 10of1 "' Last
Line 1 [lcCopy Down I SpeedChart 92100 QI [ one Asset ] [=]
*Distribute by [Amount  ~/] Ship To [COWVA [}
Item (&} Description |PO 12538
Quantity Packing Slip
UOM a,
Unit Price
Line Amount T50.00
MMulti-SpeedCharts
| calculate

w Distribution Lines Personalize | Find | Wiew All | | B First ‘&' 10of1 & Last
GL Chart Exchange Rate Statistics Assets

gopy Line Merchandizse Amt Quantity GL Unit Account Fund Program Department Co=zt Center Task FIPS Asset
1= @O 1 T50.00 15100 5012750 <, (01000 | [Tos0od <y (92100 QL a a a
< >

Save | | save ForLater




%/ Multiple SpeedCharts
/

Cardinal allows the use of multiple SpeedCharts on a single Voucher Invoice Line using the Multi-SpeedCharts link.

For more detailed information about the use of multiple SpeedCharts, see the Job Aid entitled SW AP312: Multiple
SpeedCharts on Invoice Line located on the Cardinal website in Job Aids under Learning.

Multiple SpeedCharts
| Healp
Multiple SpeedCharts

Business Unit: 15100
Voucher ID: NEXT

Line Number: 1

Distribute By: Amount
Invoice Line Amount: 1.000.00
Remaining Amount: 500.00

SpeedCharts Process Option

Q Append @ Overwrite
SpeedChart Selections Personalize | Find | View Al | (] [ First (4 1-20f2 (»' Last
*SpeedChart Key Amount to Distribute
182100 Q 500.00 S|
2 [95700 Q 500.00 [+ =

[ OK || cancel || Refresh |




Interfaced Vouchers

For interfacing agencies, the online voucher
entry pages correspond to the following record
types in the voucher upload file:

 Voucher Header Record - fields are
entered on the top section of the page.

* Voucher Line Record - fields are entered
online in the Voucher Line section.

*  Voucher Distribution Record - fields are
entered online in the Voucher Distribution
section.

Voucher Header

Favorites v Main Menu v > Accounts Payablew > Vouchersw > Add/Updatew > RegularEniry

| New Window | Help | Personalizq
Invoice Information Payments Voucher Attributes

Business Unit 15100 Invoice No 246810 Invoice Total Non Merchandise Summary
Voucher ID NEXT Accounting Date |12/09/2016 [ Line Total 750.00 Session Defaults
Voucher Style Regular Voucher *Pay Terms |30 Q5 Net30 *Currency usjQ Comments(0)
Invoice Date [12/07/2016 Basis Date Type Prompt Payment Miscellaneous fF | Attachments (0)

Freight = Template List

Invoice Receipt Date |12/09/2016 Ad d Supplier St h
vanced Supplier Searc

. : I Final Voucher
Goods & Services RecDenpt 12/01/2016 |[5) Total 750.00] Supplier Hierarchy
ae Difference 0.00 Supplier 360
Case Paper Co Inc
Supplier ID 0000002114 Q Control Group Q
ShortName [CASE PAPER-001 |Q Incomplete Voucher
Location MAIN Q
*Address 2 Q
Responsible Org | 10000 Q
Customer Account #|123925-A
ROW Acquisition ID
Save | Save ForLater | Action [ V] [ Run ] Calculate i Print
Copy From Source Document
Voucher Line
Invoice Lines (2 Find | View All First ‘&) 10f1 ‘» Last
Line 1 [JcCopy Down SpeedChart | Q [Jone Asset =]
“Distribut by (ot V] ship To COVA Q
Item Q Description |PO 12538
Quantity Packing Slip
uom Q
Unit Price
Line Amount 750.00|
Multi-SpeedCharts
Calculate
Voucher Distribution
Distribution Lines Personalize | Find | View All | & | First ‘40 10of1 ‘M Last
GL Chart || Exchange Rate || Statistics | Assets
S:% Line Merchandise Amt  Quantity GL Unit Account Fund Program Department Cost Center Task FIPS Asset
== O 1 750.00) 15100 5012750 Q, [oto00 @, [7e9001 Q [a2100 Q. a [e} [e}
< >
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}) Lesson Checkpoint
/

Now is your opportunity to check your understanding of the course material. Read the question and make note of your
answer below.

-

1. Which 2 fields on the Voucher entry page should not have any data entered?
a. Business Unit and Voucher Style
b. Supplier ID and Freight Amt
c. Invoice Number and Supplier Name
d. Freight Amt and Misc Charge Amt

Y4

2. The Invoice Receipt Date and Goods and Services Receipt fields determine the due date for which
payment term?
a. 30-Net30
b. O00PP — Due Immediately Prompt Pay
c. 00— Due Immediately

AN

Y4

3. True or False. Speedcharts are not used to enter charge distributions on vouchers.

AN
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» Payments Page
/

Favorites Main Menu « > Accounts Payable » > Vouchers» > Add/Update > Regular Entry
The Payments page displays
InfOI"matIOH about hOW the Voucher |S Invoice Information Payments | VoucherAttributes
being paid. Most voucher data Susiness Unit 15100 votcs No [ASATHTEE
defaUItS on the page from the o Voucher ID NEXT Invoice Date |05/02/2022 [
. . 'oucher Style Reqular Voucher Incemplete Voucher
Payment Information section of the Voucher Siyle Reauiariouch * ’ S
. . Total Amount 750.00 Pay Terms |30 Q. Net30 Schedule Payments
supplier record and/or the Invoice Supplier Name Pyramid Paper Company
Information page and does not need Payment Information Find | View All First (4 10of1 [} Last
to be changed. Payment 1 He
“Remit to| 0000043987 Q52 Gross Amount 0.00) uso Scheduled Due Payment Inquiry
. Location | MAIN Q Discount 0.00 usD Net Due Express Payment
The Payments page contains the e “Address 2 Q Discount Dus Payment Gomments(0)
f ” . t|ons Accounting Date Holiday/Currency
o OWIng sec ) Pyramid Paper Company
6510 N 54TH ST
VA10054801
1. Header EVAAD 11034
TAMPA, FL 33610
2. Payment Information Payment Options
*Bank 1100 Pay Group Q *Netting [ Not Applicable | Supplier Bank
i *Accoun *Handling | Regular Payments Y Messages
3. Payment Options 3) Account TRO Handing Reque Paymer ‘ Hew O Hold Payment
*Method | CHK Q Check Hold Reason| ] O
Message v Actions Separate Payment
4_ Schedule Payment Message will appear on remittance advice
Schedule Payment
*Action Payment Date
0 Pay hd Reference
‘ Save | ‘ Save For Later
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y Verifying Supplier Payment Address
/

When you enter a voucher, check the Address and
Location values on the voucher Payments tab. A
supplier may have multiple addresses and locations
from which to choose.

Clicking the magnifying glass opens the Look Up
Address and Look Up Location windows.

The Look Up Address popup box does not display
the actual physical address type. You can see the
Remitting Address number. When you verified
the supplier address that you need to use, this
number will be the number of that address.

Select the address number and the physical
address displays under the Address field on the
Payments page. Verify that this address is the
correct one.

If the address or location you need is not listed, you
can request that it be added. For fiscal suppliers,
send the Vendor Maintenance Request Form to
CVG at the Department of Accounts (DOA). For
eVA suppliers, contact the Department of General
Services (DGS).

Favorites » ‘

Invoice Information

Main Menu v

Payments

Business Unit 15100

Voucher ID NEXT
Voucher Style Regular Voucher
Total Amount 750.00

> Accounts Payable v+ > Vouchers~ > Add/Update~ > Regular Entry

Voucher Attributes

Payment Information

Payment 1

*Remit to 0000043987

Supplier Name Pyramid Paper Company

“Address |3

Location MAIN

Q5
Q
a

“"’“\L’-—_-\,r

Pyramid Paper Company
6510 N 54TH ST
VA10054801
EVAAD11034

TAMPA, FL 33810

Invoice No |ASA-321598
Invoice Date | 05/02/2022

Incomplete Voucher

wi
=2

*Pay Terms |30 @ Net30
Gross Amount 0.00| usD Scheduled Due
Discount 0.00/ usD Net Due

Discount Due
Accounting Date

AN N I A N SN AASD

!

Favorites v | Main Menu +

> Accounts Payable v+ > Vouchers~ > Add/Update~ > Regular Entry

Message will appear on remittance advice.

Total Amount 750.00

Supplier Name Pyramid Paper Company
Payment Information

Payment 1

“Remit to|0000043987 |Qy 55

Location [MAIN (=%
*Address |3 |

[ invoice Information || Payments || Voucher Attributes
Business Unit 15100
Voucher ID NEXT
Voucher Style Regular Voucher

Pyramid Paper Company

6510 N 54TH ST
VA10054801
EVAAD 11034

TAMPA, FL 32610

Payment Options

*Bank 1100
“Account TRO1
*Method | CHK

IS che

chc

Invoice No |ASA-321598 I
Inveice Date |05/02/2022 &l

Incomplete Voucher

AT AN AP

*Pay Terms |30 /@ Net 30
Lock Up Address
Help

Remit Supplier 0000043887
Remitting Address| = ~

Address Type[ = ~ ] ~
| Look Up \ | clear \ \ Cancel | Basic Lookup
Search Results
View 100 First (4 1-40f4 (» Last
Remitting Address Address Type Description Address Line 3 Name 1
1 Withhold (blank) (blank) PYRAMID SCHOOL PRODUCTS
2 Invoicing (blank) VA10054801 (blank)
3 Remitting (blank) WVA10054301 PYRAMID SCHOOL PRODUCTS
4 Ordering (blank) VA10054801 PYRANMID SCHOOL PRODUCTS
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,j Verifying Supplier Payment Address (continued)
/

Favorites - ‘ Main Menu = > Accounts Payable =

Business Unit 15100

Voucher ID NEXT
Voucher 3tyle Regular Voucher
Total Ameunt 750.00

Supplier Name Pyramid Paper Company
Payment Information

Payment 1

*Remit to 0000043987 Q'E]
Location MAIN Q
*Address|3 |Q

| Invoice Information H Payments ” Voucher Attributes

Pyramid Paper Company
6510 N 54TH 5T
WA10054801
EVAAD11034

TAMPA, FL 33610

Vouchers + > Add/Update~ > Regular Entry

Invoice No |ASA-321598

Invoice Date | 05/02/2022

Incomplete Voucher

Pay Terms 30 ]Q et
Gross Amount 0.00| UsD
Discount 0.00 UsD

Met Due
Discount Due
Accounting Date

4
i
é
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Verif
p Ver

ying Supplier Payment Address (continued)

Favorites ‘ Main Menu + »

Invoice Information Payments Voucher Attributes
Business Unit 15100
Voucher ID NEXT
Voucher Style Regular Voucher
Total Amount 75000
Supplier Name Pyramid Paper Company
Payment Information

Payment 1

“Remit to 0000043987 | Q
Location | MAIN Q
*Address |3 Q

Pyramid Paper Company
6510 N 54TH ST
WVA10054801
EVAAD11034

TAMPA, FL 33610

Payment Options

*Bank 1100
*Account TRO1

*Method | CHK Q. Check

Message
Message will ap

ear on remittance advice.

Accounts Payable =

> Vouchers+ > Add/Update- >

Invoice No | ASA-321598
Invoice Date [05/02/2022

Incomplete Voucher

*Pay Terms |30 C, Net 30

Regular Entry

Look Up Address

Remit Supplier 0000043987

Remitting Address

Help

Address Type| = hd ||

Look Up Clear Cancel Basic Lookup

Search Resulis

First 4 1-4of4 (b Last

View 100

Remitting Address Address Type Description Address Line 3 Name 1
1 Withhold (blank) (blank)

2 Invoicing (blank) VA10054801

3 Remitting (blank) VA10054801

4 Ordering (blank) VA10054801

PYRAMID SCHOOL PRODUCTS
(blank)

PYRAMID SCHOOL PRODUCTS
PYRAMID SCHOOL PRODUCTS

licable
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7 Verifying Supplier Payment Address: Alternate Payee
/

Cardinal allows an Alternate Payee to be set up on an address for a supplier to be used on payment forms instead of the
supplier's name. When verifying the address for an alternate payee, be sure to select the correct address with the Alternate
Payee name. If an Alternate Payee name exists, it will be listed in the Name 1 field of the address lookup results.

| o
ayments || Voucher Affributes |
nit 15100 Invoice No [arb- 2356
ID NEXT Invoice Date [12/06/2016 Bl Action v |:
yle Regular Voucher Incomplete Voucher
unt 623.15 E
Look Up Address L3
me BME Striping Help
} : Find | View All
Remit Supplier 0000000236
hent 1 Remitting Address
hit to 0000000236 | Q] Address Type| = | hd Pa
htion [MAIN aQ ] , , Ex|
ress |3 Q _ Look Up Clear _ Cancel Easic Lookup -
Hol
Search Results
William R Skillman View 100 First 4 1ggra (b 1ast
P. 0. Box 82 Remitting Address Address Type Description Address Line Name 1
R 1 Withhold ~ (blank)  (blank) BNB Striping
EVAAD133073 2 Invoicing  (blank)  VA10035485 | BNB Striping
3 Remiting  (blank)  VA10035435 | BNB Siriping
Front Royal, VA 22630
00V 4 Ordering  (slank)  VA10035485 | BNB Striping
Bank 1100 licable » =1
lcount  TRO1 M
ethod |CHK G Check -
15 [
Esage |
n remittance advice. ——————
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7 Verifying Supplier Location: LEVY
/

When an agency requests CVG to setup a LEVY Location
set up in Cardinal, CVG updates the supplier (fiscal and
eVA) with a new default Location called LEVY XXX
(agency number). Before taking any action, determine if
the LEVY s applicable to your agency:

* Click the Look Up button next to the Location field to
display the Look Up Location dialog box.

* Under Search Results, view the Description for the
LEVY location to see who filed the lien, levy,
garnishment, etc. A supplier may have more than
one LEVY location, so be sure to review the
Description field for each.

For more detailed information about liens, levies,
garnishments, etc., if applicable to your agency, see the
Job Aid entitled SW AP312: Processing Internal
Payment Offsets located on the Cardinal website in Job
Aids under Learning.

If the LEVY is not applicable to your agency, select the
appropriate Location for the voucher payment and
continue to process the voucher.

Invoice Information || Payments | Voucher Attributes |

Business Unit 50100

Voucher ID NEXT
Voucher Style Regular Voucher
Total Amount 623.95

Supplier Name Diama-Shield, LLC
ayment Information

Payment 1
*Remit to (0000002236 | Q53

| Location [LEVY- 223
*Address |1 Q

Diama-Shield LLC
32401 Industrial Dr
Madison Heights, MI 48071

Payment Options

*Bank 1100
*Account TR0
*Method |CHK @ check
Message
Message will appear on remittance advice.

Invoice No (120258

Invoice Date [12/07/2016 [}ﬂ Action
Incomplete Voucher
*Pay Terms |30 @ Net30
Look Up Location
Help
SetlD STATE

Gros

Remit Supplier 0000002236

Supplier Location |
LookUp || Clear || Cancel |BasicLookup

Search Results

View 100 Fist ' 1202 @ Last
Supplier Location Description

LEVY-223 DEPT OF HEALTH PROFESSIONS
MAIN Main Location
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;j Verifying Supplier Location: LEVY (continued)
/

Invoice Information H Payments H Voucher Atiributes

Business Unit 50100

Voucher ID NEXT
Voucher Style Regular Voucher
Total Amount 623.95

Supplier Name Diama-Shield, LLC
Payment Information

Payment 1
*Remit to|0000002236 |Q

Location [LEVY-223 |Q
*Address |1 &

Diama-Shield LLC
32401 Industrial Dr
Madison Heights, MI 43071

Payment Options

*Bank 1100
*Account TRO1
*Method [CHK  |Q check

Invoice No [120258

Invoice Date [12/07/2016

3

__lincomplete Voucher

*Pay Terms |30 |Q Net30

Action [

Look Up Location

SetlD STATE
Remit Supplier

Supplier Location|begins with v ||

Gros

Search Results

View 100 First ‘&' 120f2

0000002236

| LookUp || Clear || Cancel |BasicLookup

b) Last

Supplier Location
LEVY- 223

Description

DEPT OF HEALTH PROFESSIONS

MAIN Main Location

Holg

Message |

Message will appear on remittance advice.

Help

)t App

ction
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;j Verifying Supplier Location: EPAY
/

If the Location is EPAY, do not change it.
This supplier has signed up to be paid
through ePayables.

EPayables is the Location used by the
Commonwealth of Virginia to process card
payments to suppliers. ePayables enables
DOA to direct supplier payments to a virtual
charge card.

As an incentive for suppliers to sign up to
receive payments via ePayables, payments
are processed up to 14 days earlier than the
set due date.

Suppliers can be solicited and sign up for
EPAY or they can sign up for EPAY.

Favoriies - | ain Menu » Accounts Payable » >

Invoice Information || Payments || Voucher Attributes

Business Unit 15100
Voucher ID NEXT

Voucher Style Regular Voucher

Total Amount 363.95

Supplier Name XERQX Corporation
Payment Information

Payment 1

*Remit to 0000003662 | 5
[ Cocation|EPAY Q|
*Address |3 2

XEROX Corporation
PO BOX 327598
VA10000108
EvAAD11102

PHILADELPHIA, PA 19132-7593

Vouchers = » Add/Update » > Regular Ent

Invoice No 232695
Invoice Date 12/05/2016
Incomplete Voucher

*Pay Terms |30 21 Met 30
Gross Amount 0.00
Discount 0.
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V4

%/ Scheduled Due Date

The Scheduled Due field displays the voucher due date. When you initially save the voucher, Cardinal calculates this date
automatically based on the Pay Terms and Basis Date Type.

The Scheduled Due displays a date when the voucher is saved, or you can click the Schedule Payments button to view the
date prior to saving the voucher. This date reflects the actual calculated due date even if the date is in the past. If the
Scheduled Due date is in the past, it will be selected for payment the day it is approved.

Favorites v |

| Invoice Information

Business Unit

Voucher ID
Voucher Style

Total Amount

Supplier Name
Payment Information

Payment

*Remit to
Location
*Address

IMain Menu

| Payments

P e SNESIY L Y i S S e

> Accounts Payablew > Vouchers» » Add/Update~ > Regular Entry

Voucher Attributes |

15100

NEXT
Regular Voucher

Invoice No |ASA-321598
Invoice Date | 05/02/2022

Incomplete Voucher

750.00 *Pay Terms |30 Q. Net30
Pyramid Paper Company

1

0000043987 O\_‘;‘__J Gross Amount 750.00| UsD
MAIN Q Discount 0.00| usD
3 Q

Pyramid Paper Company
6510 N 54TH ST
VA10054801
EVAAD11034

TAMPA, FL 33610

I Scheduled Due 06/08/2022

Net Due 06/08/2022
Discount Due
Accounting Date

Find | View All

I Schedule Payments I

First (4 1of1 [} Last

[+ [=]

Payment Ingquiry
Express Payment
Payment Comments(0)
Haoliday/Currency




’) Payment Comments
/

Click the Payment Comments link to enter comments associated with the payment. These comments are for internal use
and do not appear on the remittance advice. When a comment is added, the Payment Comments (0) changes to Payment

Note (1).

M /”“WMWT%MA TN M JAWﬂ% e AN N e WP U
Payment Information Find | View All First (4 10of1 (» Last
=
Payment 1 & | =)
Gross Amount 750.00| UsD Scheduled Due 06/08/2022 Payment Inquiry

*Remit to | 0000043987
Location | MAIN
*Address |3

a0
Discount 0.00 UsD Met Due |06/08/2022 [51) Express Payment
Discount Due [51) Paiment Ccmmentsi{li I

Holiday/Currency

PLLL

Accounting Date

NT’_U — .J\N_’K\F"/—\ﬁ\\_’
Pyramid Paper Company /\J’\'A A )
)=l

6510 N 54TH ST

VA10054801 £2022 Payment Inquiry
EVAAD11034 2022 |5 Express Payment
TAMPA EL 33610 (2 Bl |F’ayment Note(1)
' ( oliday/ urrency'
Payment Options J{
*Bank 1100 Pay Group ‘\( Supplier Bank
~Account | TRO1 “Handling | Regular Payments i Messages
> U Hold P t
“Method | CHK Q. Check Hold Reason | S, o Taymen
(] Separate Payment
Message

Message will appear on remittance advice.

Schedule Payment

=Action | Schedule Payment w Payment Date
N7 Reference

Pay

Save Save For Later




}) Payment Handling
7/

If you need a check returned to you for special handling, change the Handling field to Attachments and make sure the
Method field is CHK (Check).

Payment Options
*Bank 1100 Pay Group Q *Netting |_Not Applicable v Supplier Bank
*Account TR *Handling | Attachments v LC ID Messages
U Hold Payment
"Method CHK Q |Check Hold Reason| v| old Faymen
 Actions O Separate Payment

Message PO2125023 April 2022

Message will appear on remittance advice.

W‘MW—MMWMA
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%/ Remittance Message
/

The Message text field populates the remittance advice on the payments. Enter a short and concise payment message that
will help the supplier apply the payment correctly. Do not leave this field blank. If the Message field is left blank, it populates
with Remittance. Other fields that appear on the remittance include:

WWWW

MMWM%M

Payment Options
*Bank 1100 Pay Group Q “Netting| Not Applicable_v Supplier Bank
*Account TROT "Hantlling‘ Regular Payments V| LciD Messages
0
*Method |CHK Q Check Hold Reason| v] Hold Payment
* Actions O Separate Payment

Message |P0O128%4

Message will appear on remittance advice.

Invoice #

Invoice Date

Voucher ID

Customer Account # (if populated).
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/y CDS and TOP Offset Message

If a payment was impacted by a CDS and/or TOP Offset, it displays in the Message field on the Payments page. The
supplier will also see a message with the amount added to the end of the payment message in the remittance section of the

check or EDI payment.

« CDS Offsets - If a supplier contacts you regarding a CDS Offset, you are not able to view any details other than the
amount. Provide the supplier with the contact # (from Cardinal CAPP Manual) for the Debt Setoff Unit.

« TOP Offsets - If a supplier contacts you regarding a TOP, you can run the Voucher Agency Details with TOP (V_AP_
PYMNT_VCHR_TOP_AGENCY_DET) query to provide the agency name and contact information. Suppliers impacted by
a TOP offset will receive a letter that is generally mailed on the next Business day or for Friday and Monday offsets, they
are mailed on Tuesday.

Payment Options
Bank 1100 Pay Group Metting Mot Applicable Supplier Bank
Account TRO1 Handling Regular Payments LiIC ID Messages
Hold Payment
Method CHK Check Hold Reason
Actions Separate Payment
Message Remittance COS Offset=8706.53 I
Message will appear on remittance advice.
Payment Options
Bank 1100 Pay Group Netting Mot Applicable Supplier Bank
Account TRO1 Handling Regular Payments L/C ID Messages
Hold Payment
Method CHK Check Hold Reason
Actions Separate Payment
IMessage Hemittance TOP Offset=319.51 I
IMessage will ap| T T e
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V4

%/ Hold Payment

There may be times when you need to withhold a payment from a supplier (e.g., amount in dispute, goods in dispute, etc.).
To hold a payment, click the Hold Payment checkbox. When the Hold Payment checkbox is checked, Cardinal requires you
to select a reason in the Hold Reason field. The screenshot below provides a list of the reasons you can choose from. [f you
do not select a hold reason, a pop-up message displays indicating that a Hold Reason is required.

When the Hold Payment checkbox and Hold Reason are selected, Cardinal will not issue a payment for the voucher until the
hold is removed. The voucher still goes through the edit check, budget check, approval, and posting processes.

To see payments that are on hold, you can run the Voucher on Payment Hold query (V_AP_VCHR_ON_PYMNT_HOLD).

Payment Options

*Bank 1100 Pay Group Q “Netting | Not Applicable v Supplier Bank
*Account TRO1 *Mandling| Reqular Payments v LICID Messages .
|
*Method | CHK QL Check Haold Reasoni vl Hold Payment’
] - Actions Separate Payment
Message |PO12854 -
— Amount in Dispute &
Message will appear on remittance advice. Financial Sanctions
| Goods in Dispute [
Schedule Payment |[nterna| Offset Hold |
QOther I
*Action | Schedule Payment i Payment Date| Quantity in Dispute |
" -
Pay W Reference_‘u".lthhc-!dzng Haold f

Save | | Save For Later
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#/ Separate Payment
/

« Cardinal normally combines all a supplier’s vouchers that are due on the same date for the same business unit into a
single payment (for the same payment method e.g., check, ACH, EFT, Giro EFT).

« There is no limit to the number of vouchers that can be combined into a single payment for most payment methods.
« A maximum of seven vouchers can be combined in a single check payment.

« Selecting the Separate Payment checkbox prevents a voucher from being combined with others. Cardinal generates a
separate payment for the single voucher which is then transmitted to Treasury to complete the payment.

Payment Options
*Bank 1100 Pay Group Q *Netting | Not Applicable v Supplier Bank
*Account TRO1 *Hand"ng\mtachments v| LcID Messages
U Hold Payment
*Method  CHK Q Check Hold Reason ‘ hd ‘ 0
* Actions M Separate Payment

Message| PO2125023 April 2022
Message will appear on remiftance advice.

W s i " W N NP RS Vo P e N W e N AWV T N e SN
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/y EFTPS Information Page

The Internal Revenue Service (IRS) requires
that the Commonwealth of Virginia send
certain types of tax payments to the IRS using
the Electronic Federal Tax Payment System
(EFTPS).

If you process EFTPS payments, see the
Appendix of the course and the Cardinal
CAPP manual for more information.

Favorites »

Main Menu »

Invoice Information H Payments ” Voucher Aftributes

Business Unit 15100

> Accounts Payable v > Vouchers+ > AddUpdate~ > Regular Entry

Invoice No [120326

%]

Find | View All

Voucher ID NEXT Invaice Date [12/08/2016 [§  Action
Voucher Style Regular Voucher [Clincomplete Voucher
Total Amount 0.00 *Pay Terms Q Net 30
Supplier Name INTERNAL REVENUE SERVICE
Payment Information
Payment 1
*Remit to 0000050905 QL Gross Amount 000usp  ScheduledDue[  |E)
Location MAIN Q Discount 0.00UsD Net Due
Addressf |Q Discount Due
Accounting Date
INTERNAL REVENUE SERVICE
PO BOX 173788
DENVER, CO 80217
Payment Options
*Bank 1100 Pay Group| o *Netting [Not Applicable v
*Account TRO1 *Handling [Regular Payments V]| Lcio
“Method ACH ACH Hold Reason| v|
* Actions
Message| |
Message will appear on remittance advice.
Schedule Payment
*Action | Schedule Payment v Payment Date
Pay Reference
‘ Save | | Save For Later ‘

BT

| New Window | Help | Personaliz

Schedule Payments

Fit U 10f1 ) Last

=

Payment Inquiry
Express Payment
Payment Comments(Q)
Holiday/Currency

Supplier Bank
Message

Layou§§ EFTPS Information

[Hold Payment
[ separate Payment

G Add

[ 4] Update/Display
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%/ Schedule Payment
/

The Schedule Payment section displays the payment information after a payment has been generated in Cardinal or can be
used to record a manual payment.

Cardinal Generated Payment

Schedule Payment

*Action |Schedule Payment  [V] Payment Date 05/12/2016
Pay v] Reference 80193685

Manual Payment

Schedule Payment

*Action | Record a Payment v| Payment Date 1212/2016 [=4)
Pay | Full Amount v| Reference | 362945




(L,

Clicking the Voucher Attributes page displays
additional information about the voucher, mostly
related to processing, such as approval
requirements.

Note: Do not change any information on
this page.

s/ Voucher Attributes Page

Favorites v | Main Menu v

‘ Invoice Information H Payments | Voucher Attributes ‘

Business Unit 15100
Voucher ID NEXT

Voucher Style Regular Voucher

Total 750.00
Voucher Processing
Post Voucher
Revalue Voucher

Accounting Instructions

Account At Goss ]
Match Action
Match Due Date

Match Action History

Workflow Approval

“Approval Rules | Approval Framework v
*Voucher Priority

Prepayment

Prepaid Ref Q

Save || Save For Later ‘

> Accounts Payable v > Vouchers» > AddUpdates > Regular Entry

Invoice No|ASA-321598
Invoice Date 050212022

Incomplete Voucher

Close Voucher
Delete Voucher

*Template STANDARD

“Status | Not Applicable v

Match Action Comments

Pay UnMatched

O Automatically Apply Prepayment

Postpone Withholding

Tax Group
Tax Group
Tax Pymnt Type
Transaction Currency
*Source
“Currency|USD Q
Rate Type CRRNT Q
Exchange Rate 1.00000000
Letter of Credit
Lic 1o Q  + Actions

Self Billing Invoice

=98I | Individual Voucher (Auto-Num) v

SBI Number
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}) Lesson Checkpoint
/

Now is your opportunity to check your understanding of the course material. Read the question and make note of your
answer below.

-

1.  The information in these two fields determine where and how the supplier payment will be sent.
a. Gross Amt and Location
b. Address and Location
c. Due Date and Address

Y4

a. Method
b. Message
c. Location

2. When there is a CDS offset on a payment it will display in the field on the Payments page.

J
~

\(

3. True or False. If you are on the Payments page and the Pay Terms for the voucher is not correct, you
should update the terms on Payment's page.

J
~N

7



}) Lesson Checkpoint (continued)
/

4 )
4. To have a check returned to you instead of to the supplier, update the Method field to and the
Handling field to
a. Check /Attachment
b. ACH /Attachment
c. Check/ Regular Payment
N J
4 )
5. True or False. You should not make any changes on the Voucher Attributes page.
N J
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There are two save options:
« Save For Later
 Save

Save For Later

If you are not ready to submit the voucher (missing
required information, confirming a distribution, etc.) you
can save the voucher to be able to come back and
enter/edit values.

Note: Invoice Receipt Date and the Goods & Services
Receipt Date must be populated to save for later.

To save a voucher for later, click the Save For Later
button.

« Cardinal assigns a Voucher ID.

* The Incomplete Voucher checkbox is checked

The voucher does not go through downstream processes
(budget check, approving, posting, or payment).

It is important to check for incomplete vouchers to ensure
suppliers are paid promptly.

4/ Voucher Save Options: Save for Later

Favarites = Main Menu =

Summary Related Documents Invoice Information

Business Unit 15100
| VoucherID 00004563 |
Voucher Style Regular Voucher

Invoice Date | 05/02/2022 [31)

Invoice Receipt Date | 05/09/2022 |3

Goods & Services 05/01/2022 |31)

Receipt Date
Pyramid Paper Company
Supplier ID |0000043987 Q
ShortName PYRAMID PA-001 | Q
Location | MAIN Q
*Address |2 Q
Responsible Org | 10000 Q

Customer Account # 125427-2
ROW Acquisition ID

Save I Save For Later I

Copy From Source Document

Payments || Youcher Aftributes

Invoice No|ASA-321588
Accounting Date | 05/10/2022 [#1)

*Pay Terms |30 Q g

Basis Date Type Prompt Payment

U Final Voucher

Control Group Q

Incomplete Voucher

Error Summary

> Accounts Payable v > Vouchers» > Add/Updatev > Regular Emry)\

Net 30

Action|
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o,

y Searching for Incomplete Vouchers
/

Favorites v MainMenuv > AccountsPayablew > Vouchersv > Add/Updatev > Reqular Entry
If you want to search for Incomplete
- o New Window | Help | &2
vouchers, you can use the Find an Existing o
Value tab. - ‘ ‘
Enter any information you have and click Search. Leave fields blank for a list of all values.
TO Search: Find an ExistingValue | »_\ddavNewVélue
v Search Criteria
» Confirm/enter your Business Unit. Asres Y] f0 JQ
Voucher ID[beging with v/
» Click the Incomplete Voucher drop- Incie Numberbegns it v
down box. voceDatez V] | 21
Short Suppe Name begins wih v
Supp!ierID-begms'Mtnv Q
» Select Incomplete Voucher. et
Supplier Name
. Voucher Style|= v | vl
» Click the Search button. Rett Voo ]
Entry Status|= V| | v]
+ Click the line for the voucher you want to | Vouehersouree v v
access. Incomplete Voucher|= v| |Incomplete Voucher v
Ucase Sensitive
. Limit the number of results to (up to 300): (300
« Complete your edits/updates. ‘
\jefﬂ | Clear | Basic Search & save Searc Crteia
» Click the Save button to submit the
Search Results
voucher for approval.
View Al Fist 4 1202 () Last
Business ~ Voucher  Invoice Gross Invoice Payment Invoice Short Supplier > : Voucher Related Entry Voucher Incomplete
5 Supplier ID Supplier Name
Unit D Number Amount Amount Date Name Style Voucher Status Source Voucher
15100 00001631 2395368 500 500 12/08/2016 J KOONS PO-001 0000052139 J KOONS PONTIAC GMC TRUCK INC Regular  (olank) Recycle  Online Incomplete
15100 [OOO0TGZ v 2366 63 84 11/162015 ASPECT SOF-001 0000000003 Aspect Software Requar  (bank)  Recyle Onine  Incomplete




4/ Voucher Save Options: Save

Save = Submit

After you complete your entries, and you are ready to
submit the voucher for process, click the Save
button.

Cardinal then performs some edit checking and
assigns a Voucher ID. The Save for Later button
and Incomplete Voucher checkbox no longer
display.

Edit Check Errors

* In some cases, an error may prevent the voucher
from saving (i.e., a missing required field). The
voucher will need to be updated for it to Save.

* In other cases, the voucher saves, but the
error(s) are reported (i.e., amount in the header
and the sum of the lines is out of balance). Even
though Cardinal assigns a Voucher ID, the
voucher will not process further until the error are
corrected. Errors display in pop up messages or
can be viewed on the Error Summary page.

Favorites Main Menu +

Summary || Related Documents

Business Unit 15100
IV::ucherID 00004563 I
Voucher Style Regular Voucher

Invoice Date |05/02/2022 El

Invoice Receipt Date 05/09/2022  |[3i)

Goods & Services 05/01/2022 [+
Receipt Date

Pyramid Paper Company
Supplier ID| 0000043987 Q
ShortName FYRAMID PA-001 |Q
Location | IMAIN Q
“Address|2 Q
Responsible Org| 10000 Q

Customer Account # 125427-2
ROW Acquisition ID

Save

Copy Erom Source Document
g -

Invoice Information

Payments || VWoucher Attributes

Invoice No ASA-321588
Accounting Date 05/10/2022
“Pay Terms |30

Basis Date Type Prompt Payment

UJ Final Voucher

Control Group

-
> Accounts Payable + > Vouchers+ > AddiUpdate~ > Regular Entry

Error Summary

Action |




Interfaced Vouchers

Interfaced vouchers must meet the same criteria as online vouchers in order to be saved (submitted). When interfaced
vouchers are uploaded into Cardinal, an initial edit check is performed.

Vouchers that do not pass the initial edit check are rejected by the voucher upload process and appear on the Voucher Upload
Error report.

Those vouchers must be corrected in the agency system and resubmitted via interface for processing.

For more details about interfaced vouchers, see the Job Aid titled AP312_Voucher Interface Processing. This Job Aid is
located on the Cardinal website in Job Aids under Learning.

‘ ‘,X") Cardinal

Apency Systems
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s/ Budget Pre-Check Process

After saving, a preliminary budget check can be
performed on a single voucher using the Budget
Pre-Check process. This is an online process that
checks one voucher against the current available
budget amounts.

The preliminary Budget Pre-Check process provides
a spot check of the budget. It is not a substitute for
batch budget checking because it does not update
the budget ledgers with the voucher amount or
update the voucher’s budget status.

Run a Budget Pre-Check

» Click the Action drop down menu
« Select Budget Pre-Check

* Click on Run button

It is possible for a voucher to pass the preliminary
Budget Pre-Check process and later fail batch
budget checking, for example if another voucher
charged to the same budget is processed first and
exhausts the available budget. Budget checking
occurs throughout the day at two-hour intervals as
well as once in the evening batch.

Favorites » ‘ Main Menu = > Accounts Payable v > Vouchersv > Add/Update > Regular Entry

Summary || Related Documents || Invoice Information | Payments || Voucher Attributes || Error Summary

Business Unit 15100 Invoice No ASA-321588 Invoice Total
VoucherID 00004563 Accounting Date | 05/10/2022 [+ Li
Voucher Style Regular Voucher “Pay Terms|30 Q il Net 30 C
Invoice Date|05/02/2022 [ Basis Date Type Prompt Payment Miscel
Invoice Receipt Date 05/09/2022 |+
Goods & Services|05/01/2022 | U Final Voucher
Receipt Date )
Di
Pyramid Paper Company
Supplier ID| 0000043987 Q Control Group Q
ShortName FYRAMID PA-001 |C)
Location|MAIN Q
“Address |2 Q
Responsible Qrg| 10000 Q
Customer Account #|125427-2
ROW Acquisition ID
3,
LR P 7 || LT
Copy From Source Document Budget Pre-Check 4

Invoice Lines (7

Line 1 (J copy Down 92100 Q
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}) Other Voucher Pages
7/

After you save the voucher, the following additional tabs display:

«  Summary

. Related

Documents

Error Summary

Favorites =

Main Menu «

Summary

Related Documents

Business Unit 15100
Voucher ID 00004561

> Accounts Payable« > Vouchers+ > Add/Update«

Invoice Information

> Regular Entry

Paymenis Voucher Attnbutes

Error Summary

Invoice No |ASA-321598
Accounting Datg 05/09/2022
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o,

y Summary Page
/

The Summary page provides a brief overview of the voucher and its status. It includes basic information about the voucher
just entered, such as the Supplier Name, Voucher ID, Invoice Total and Voucher Style (Regular or Adjustment).

Favorites = ‘ IMain Menu « » Accounts Payable + > Mouchers+ > Add/Update= > Regular Entry
Summary Related Documents [l Invoice Information [ Payments Voucher Attributes Error Summary '
Business Unit 15100 Invoice Date (05/02/2022
Voucher ID 00004581 Invoice No ASA-321598
Voucher Style Regular I Invoice Total 750.00 I usp

Supplier Name Pyramid Paper Company
6510 N 54TH ST

WA10054801
EvVAAD11033
TAMPA FL 33610-1808
Entry Status Postable Pay Terms Net 30
Match Status No Match Voucher Source QOnline
Approval Status Pending Origin ONL
Post Status Unposted Created On (05/09/2022 3:15PM

Created By V_TRN_FINUSEROQ1
Last Update 05/09/2022 4:19PM

Budget Status Not Chk'd Modified By Vv _TRN_FINUSERO001
ERS Type Mot Applicable
Budget Misc Status Valid Close Status Open
“View Re[atedi Payment Inquiry VE Go
=] Notify |[#* Refresh | [Ek Add |[Z] Update/Display

Summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary




#/ Summary Page (continued)
/

The Summary page diSpIayS Several different status Favorites » Main Menu » > Accounts Payable» > Vouchersv > AddUpdate > Regular Entry
fields:
Summary | Related Documents || Invoice Information || Payments | Voucher Attributes | Error Summary
Entry Status - provides the current status of the Business Unit Invoice Date 05/02/2022
15100
voucher, either Postable or Recycle. Voucher D 00004561 Invoice No ASA-321598
. Postable indicates the voucher contains no Voucher Style Regular Invoice Total 750.00 usb
errors Supplier Name Pyramid Paper Company
. . . 6510 N 54TH ST
* Recycle indicates the saved voucher contains MO0S201
errors or has been saved for later EVAAD 033
TAMPA, FL 33610-1908
Match Status - this status is not used and Entry Status Postable Pay Terms Net 30
defaults to No Match. Match Status \, pjaich Voucher Source Oniine
Approval Status Pending Origin QNL

Approval Status - indicates Whether the voucher Post Status Unposted Created On (5/09/2022 3:15PM
is approved or not. Statuses for this field include Created By V_TRN_FINUSEROD!
. Pendin Last Update 05/09/2022 4:19FM

. g Budget Status Not Chk'd Modified By vV TRN_FINUSEROO1
° Denied ERS Type Not Applicable
* Approved Budget Misc Status Valid Close Status Open

*View Relatedi Payment Inquiry v [ Go
Post Status - indicates whether the voucher was S _ _ ,
. ) =] Notify || Refresh 4+ Add || 7| Update/Display

posted. Statuses for this field include:
o Unposted Summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Surmary
* Posted
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+ Budget Status indicates the budget
checking status of the voucher. Statuses
for this field are Not Chk’d, Exceptions,
and Valid.

*  Voucher Source indicates whether the
voucher was created online or uploaded
through interface. Values for this field are
Online or Retail Interface Vouchers.

« The Created and Modified By fields
identify the user who created and last
modified the voucher.

Note: The Budget Misc Status field is not
used in Cardinal. It has a default value of
Valid, but this is a system default and

not driven by the budget check process. To
check the status of budget check, use the
Budget Status field as noted above.

Summary Page (continued)

Favaorites v ‘ Main Menu +

Summary | Related Documents || Invoice Information

Business Unit 15100
Voucher ID 00004561

Voucher Style Regular

Supplier Name Pyramid Paper Company
6510 N 54TH ST
VA10054801
EVAAD11033
TAMPA, FL 33610-1908

Entry Status Postable
Match Status o 1 1aich

Approval Status Pending
Post Status Unposted

Budget Status Not Chk'd

| Budget Misc Status vaic | $3

Payments | Voucher Atiributes

*View Related ] Payment Inquiry

V| Go

4 Refresh

=] Notiy

» Accounts Payable ¥ > Vouchers¥ » AddUpdate > Regular Entry

Error Summary

Invoice Date (5/02/2022
Invoice Ne ASA-321598

Invoice Total 750.00 UsD

Pay Terms Net 30

Voucher Source Online

Origin ONL
Created On 05/09/2022 3:15PN
Created By V TRN FINUSER001
Last Update 05/09/2022 4:19PN
Modified By V TRN FINUSER001

ERS Type NotApplicable
Close Status Open

[} Add

2| Update/Display

Summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary
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,} Related Documents Page
/

The Related Documents page displays a summary of other records related to the voucher. It includes the payment status of
the voucher such as Not selected for payment, Selected for payment and Paid.

Favorites v ’ Main Menu v > Accounts Payablewv > Vouchersv > Add/Updatev > RegularEntry

| New Window | Help | Persor

Summary Related Documents Invoice Information Payments H Voucher Attributes ‘ Error Summary I

Business Unit 15100 Invoice No 01AP0505A2
Voucher ID 00001617 Invoice Date 10/12/2016 Action | v| Run

Voucher Style Regular Voucher
Supplier ID 0000000535

w Payment Details Personalize | Find | View All | 2] e First ‘4’ 1of1 ‘» Last
Actions Payment Status ggceduled 0 S:Q]::é 4 Remit SetlD Fszgi)n;:ier igr;i:t;r;g m)t'rr::)ednt g::glsmiayment Paid Amount Payment Currency
 Actions % Paid 10/12/2016 802628629 STATE 0000000535 JACH 47.51 47.51 USD
1 Save \
[3h Return to Search | |(7] Previousin List | |4] NextinList ||[=]Notify || Refresh | |Es Add || & Update/Display

Summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary
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#/ Related Documents Page: CDS/TOP Offset
/

If a payment is reduced by a CDS and/or TOP Offset, a line with the CDS Offset and or the TOP Offset information displays
on this page. The screenshot below is an example of a supplier with a CDS and TOP Offset.

Favorites = | Main Menu « > Accounts Payable » >

Vouchers - >

Add/Update ~ > Reqgular Entry

[ Summary I Related Documents - Invoice Infarmation Payments Voucher Attributes Ermror Summary |
Business Unit 15200 Invoice No 162554
Voucher ID 162554 Invoice Date 10/19/2023
Voucher Style Regular Voucher
Supplier ID 0002194575
i%!Payment Details Personalize | Find | ViewAll | (2 | [ First (4 1-30f3 (») Last
Actions Payment Status gg;ed miled to Payment Reference Remit SetlD Remit Supplier Ezlslri:t;gg E.[ael't?ned"t Elr_ﬁ;jnl:aymem Paid Amount Payment Cu
- Actions F,% Paid 10/19/2023 25111530 STATE 0002194575 1 CHK 1,706.32 1,706.32 USD
] - Actions F,% Paid 10/19/2023 00495854 STATE 0000904245 3 EFT 190.23 190.23 USD
- Actions Fé, Paid 10/19/2023 C1201494 STATE CDS0000000 1 MAN 2,083.90 2,082.90 USD

(4]
&L
]

|G Returnto Search | |[=] Motify

|| e Refresh

Summary | Related Documents | Inveice Information | Payments | Voucher Attributes | Error Summary
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;j Error Summary Page
/

The Error Summary page displays any errors that the save process detected, but did not prevent the voucher from saving,
i.e., Out of Balance errors. Corrections cannot be made on this page but can be made on the page where the error is located,

generally the Invoice Information or Payments pages.

> Add/Update v > Regular Entry

Favoriies ‘ Main Menu » > Accounis Payablev > Vouchers «

| Summary || Related Documents || Payments || Voucher Attributes | Error Summary |

Invoice Information

Business Unit 15100 Invoice Number 246810
Voucher ID 00001629 Invoice Date 12/07/2016
Style Regular Voucher Total 750.00 UsSD

|This Voucher does not have any errors. |
|[@" Returnto Search | [[=] Notify || ¥ Refresh | [[E% Add || F9] Update/Display

Summary | Related Documents | Invoice Information | Payments | Voucher Aitributes | Error Summary

Favorites | Main Menu >  Accounts Payable » > “ouchers » > AddfUpdate~ > Regular Entry
| Mew window | H
Summary || Related Documents || Invoice Information ” Payments || “oucher Aftributes I] Error Summary I
Business Unit 15100 Invoice Number 92578
Voucher ID 00001619 Invoice Date 10/21/2016
Total 1,263.00 uspo

Style Regular Vioucher
) 10of1 W) Last

Parsonalize | Find | View all | £ E First

Header Errors
Field Name Message
“oucher is out of Balance

Gross Invoice Amount

|[& Returnto Search ||+ ] Previousin List || ] NextinList ||=]Motify ||&4 Refresh |

Summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary




/;/ Budget Check, Approval, and Post
/

Once the voucher is saved and has an Entry Status of Postable, Cardinal then:

«  Budget checks the voucher. Budget Check is a batch process performed every 2 hours during the day and once
overnight.

» If the voucher passes Budget Check, Cardinal submits the voucher for approval. Voucher Approval is also a batch
process performed every 2 hours during the day and overnight.

After the voucher has been reviewed and approved, Cardinal then:

* Posts the voucher to the AP module.
* Posts the AP Accounting Entries to General Ledger.

Because batch processes occur periodically during the business day, you should check for budget errors throughout the
day.
Approved vouchers first post in AP and then the General Ledger. Cardinal creates accounting entries that debit the

distribution line on the voucher and credit an Accounts Payable liability account.

Later, when payments are processed and posted to GL, Cardinal eliminates the liability account (debit) and reduces cash
(credit).
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}) Lesson: Hands-On Practice
V4

Now you have an opportunity to practice the lessons learned today in a training environment.
Your instructor will provide direction on how to log in and complete the exercise.

If you have any questions, please ask your instructor.

7
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}) Lesson Checkpoint
/

Now is your opportunity to check your understanding of the course material. Read the question and make note of your answer

below.

-

When a voucher is saved for later, Cardinal automatically checks the checkbox.
a. PayTerms

b. Incomplete Voucher

c. Final Voucher

d. Copy Down

~N

Y4

When a voucher is saved, Cardinal automatically performs
a. Approval

b. Edit checking

c. Budget checking

AN

\(

True or False. The Summary page contains various statuses such as Entry, Approval, Post and
Budget that update as the voucher goes through various processes.

AN
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Y

Lesson Checkpoint (continued)

-

\_

@ 4. True or False. The Error Summary page displays errors that were detected when the voucher was saved.

~

J
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;j Lesson 2: Summary
/

” Creating a Voucher

In this lesson, you learned:

Verifying the supplier exists in Cardinal

« Entering invoice information

* Uploading Interfacing vouchers

» Entering/Reviewing payment information
» Saving the voucher

* Reviewing other voucher pages

» Creating a PO Voucher*
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}) Lesson 3: Introduction
V4

‘ Managing and Processing Vouchers

This lesson covers the following topics:

Voucher Management and Processing steps

* Updating voucher payment information

* Reviewing and correcting voucher processing errors
« Entering adjustment and template vouchers

* Deleting, Unposting, and Closing a vouchers

« Canceling a payment
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/;/ Voucher Management Tasks
/

Voucher Management applies to the entire voucher process, from entry or upload, to submission for payment. This lesson
addresses the additional tasks and processes that occur after the voucher is created. The tasks and processes detailed in
this lesson include:

 Budget Checking - A batch process that ensures voucher amounts do not exceed their budgets.

* Voucher Approval - A task performed by individual(s) with the appropriate authority to approve or deny the payment of
a voucher.

* Voucher Posting - The batch process that posts voucher accounting entries in the Accounts Payable module.

« Payment Offsets - The reduction of a supplier payment to satisfy a delinquent debt:
« Comptroller's Debt Setoff (CDS): Commonwealth debt collect program which intercepts supplier payments, to offset
debts owed by suppliers to another State agency.
« Lien, levy, garnishment, etc.: A legally enforceable obligation to another third party (e.g., lien, levy, garnishment,
etc.).

« Updating Voucher Payment Information - Changing the payment-related default information on a voucher.
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/;/ Voucher Management Tasks (continued)
/

Voucher Error Correction: Reviewing and correcting errors that occur during data entry or other voucher batch
processes, i.e., Edit Check, Budget Check, and Purchase Order Match Exceptions.

Adjustment Vouchers - Vouchers used to adjust existing posted vouchers

Template Vouchers - Vouchers used as models for voucher entry

Review Voucher Approval Status - Checking the approval status of a particular voucher or for a particular approver
Delete Voucher - Deleting denied vouchers or other unposted vouchers when necessary

Unpost Voucher - Reversing the accounting entries of unpaid vouchers

Close Voucher - Closing vouchers after posting but prior to payment

Cancelling a Payment - Voucher payment needs to be stopped and reissued or cancelled
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@ Budget Checking Overview
/

Budget Checking is the process of comparing transactions to budget ledgers to ensure that amounts do not exceed the
controlling budget.

Transactions may

* pass

« fail

* pass with a warning

The budget check process is a batch process that checks each voucher against the budget established for its accounting
distribution(s) to ensure that the voucher amount does not exceed the budget. Once a valid budget check status is achieved,
the budget balances are updated.

This process uses the Commitment Control module in the General Ledger functional area to access the available amounts in
the budget ledger. Note that commitment control does not include checking cash balances. Cash balances are not affected
until the related payment is made.

When a voucher passes budget checking, Commitment Control reduces the available budget by the amount of the voucher.
The voucher’s Budget Status is then marked as Valid.

99



/;/ Approval Processes Overview and Workflow
/

Approval Processes Overview

Vouchers entered or updated online in Cardinal must be approved online. A voucher cannot enter the approval process
until it passes error and budget checking.

Segregation of duties requires that the voucher processor and the approver be different people.

Interfaced vouchers receive approval in the agency system prior to upload and only route in Cardinal for additional

approval(s) (e.g., DOA Pre-Audit approvals for Capital Outlay or Legal Services). Interfaced vouchers only require online
agency approval in Cardinal if they are updated online in Cardinal.

Approval Workflow

Once vouchers pass budget checking, Cardinal uses Workflow to route them to the designated approvers’ worklist(s).
Some vouchers may require Pre-Audit approval as well as agency approvals.
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@ Approval Workflow (continued)
/

Each approver reviews the voucher and has these options after the review:
« Approve - Cardinal forwards the voucher to the next approver, if any, or makes it available for posting and payment.
« Deny - An approver who denies a voucher must enter comments to explain the denial.
« When a voucher is denied, it is sent back to the originator to correct or delete. For online agencies, when a voucher is
denied, an e-mail is sent back to the originator, however, anyone at the agency with the Voucher Processor and

Special Voucher Processor role can update it.

« If the originator corrects the voucher, it is re-routed through the workflow. If there are any changes to ChartFields,
Cardinal performs budget checking on the voucher again and, if it passes, places it in workflow once again.

« Push Back - Cardinal returns the voucher to the previous step in the approval process for re-evaluation. This option is
only available if there is more than one level of approval for the voucher.

There is a query you can run to identify denied vouchers for both online and interfacing agencies, which is
V_AP_VCHRS_DND_NOT_DLTD. You can access this query by navigating to the Query page by clicking the Financials
Query-based Reports link on the Cardinal Financials Home page under Financials Report Execution.

The number of approvals required for a voucher depends on ChartField values and agency workflow design. Cardinal

determines the workflow path automatically and routes each voucher appropriately. Each approver has the options listed
above and all designated approvers must approve the voucher before it can proceed to downstream processes.
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" Updating

If a voucher remains with a status of Denied after
an update was made by the processor, workflow
routing may not have been triggered by the change.

To trigger the voucher for workflow routing, the
processor should do the following:

1. Change the Responsible Org field to a
different valid value.

2. Click the Save button to save the voucher.

3. Change the Responsible Org value back to
the original value.

4. Click the Save button to save the voucher
again.

%/ Fixing a Voucher that Remains in Denied Status after

Summary Related Documents Invoice Information Payments !oucherg)
Business Unit 15100 Invoice No| 30124
Voucher ID 00004782 Accounting Date [ 10/21/
Voucher Style Regular Voucher *Pay Terms |30
Invoice Date |10/17/2022 e Basis Date Type Promp

Invoice Receipt Date | 10/04/2022 |[3{]
Goods & Services|10/2012022 |[3 UFina
Receipt Date

metals of distinctioninc

Supplier ID 0000002195 Q
ShortName METALS OF -003 |
Location |[MAIN Q
*Address |2 Q Inco
Responsible Org | 10000 Q

Customer Account #

ROW Acquisition ID

Save Save For Later Action

\

Copy From Source Document
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@ Voucher Posting Overview
/

Once a voucher is approved, it is ready for posting and payment.

Voucher Posting

* Nightly Batch process

» Creates accounting entries that debit the accounting distribution from the voucher
» Credit the offsetting liability account in the Accounts Payable module

The journal generation process copies the accounting entries in the AP module and creates a journal that is then posted to
the General Ledger.
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/;/ Updating Payment Information on a Voucher
/

In most instances, the payment information on a voucher defaults from the supplier record. Generally, suppliers are paid
according to the Commonwealth’s Prompt Payment Guidelines.

However, certain circumstances may result in the need to change the default payment information.

A payment hold needs to be added or removed from the voucher.

A payment needs to be split among more than one payee because a tax lien, levy, garnishment, etc. has been received
from the IRS.

The payment for a voucher needs to be separated from other payments to the supplier because the payment requires an
attachment.

The Scheduled Due date (calculated payment date) needs to be changed because it does not follow prompt payment
requirements.

A message needs to be added to the remittance or an internal comment about the payment needs to be added.

On rare occasions, the payment method may need to be changed from ACH, ePayables, or EFT to System Check
(CHK).
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/;/ Voucher Errors Overview
V4

The voucher process may identify errors in vouchers that were not detected during voucher entry. Your agency’s Accounts
Payable staff are responsible for correcting these errors. Common errors:

« Combination Edit Errors - Occur when a voucher’s accounting entries include a combination of values that is not valid
from an accounting perspective — for example, a Cost Center and a Department combination that is not permitted in the
Chart of Accounts.

« Out of Balance Errors - Occur when the amount in the voucher header does not match the total of the invoice line
amounts, or the total of the distribution amounts on an invoice line does not match the amount on the invoice line.

« Budget Check Errors - Occur during budget checking when there are not sufficient funds in the budget for the specified
accounting entries.

You can use several methods to identify voucher errors, depending on the type of error:

*  Voucher Error Report Query - This query lists voucher errors related to Voucher Builds, Combination Edits, Out of
Balance errors and Budget Checks. Can run as needed to list any current vouchers with errors.

* Voucher Find an Existing Value search page - Use this page to search for vouchers with edit checked errors or that
were saved for later.

* Review Budget Check Exceptions page - Use this page, in the Commitment Control menu, to search for vouchers
that failed budget checking.
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#/ Voucher Error Report Query
/

You can navigate to the Voucher Error Query using the following path:

Main Menu > Reporting Tools > Query > Query Viewer > V_AP_VCHR_ERROR

This query displays vouchers with errors for the specified Business Unit and Responsible Organization. You can display
the query on the screen, export it to Excel, or print it.

Entry Status: R = Recycle or P = Postable

Budget Status: N = Not Checked or E = Exception (Error)

V_AP_VCHR_ERROR - Voucher Errcr Report

View Results

View All

15100
15100
15100
15100
15100

M = W b =k

Download results in -

Business Unit 15100 | C,
Responsible Org (% forA (% |Q

Businegs Unit

10000
10000
10000
10000
10000

Excel SpreadSheet CSV TextFile XML File (1 kb)

Responsible Org

Current Date
121272016
12122016
121272016
121272016
1211272016

Voucher ID
00001624
00001618
00001625
00001621
00001619

A T A Aa D

Entry Status

Z2m=Z2m

First 1-50f 5 Last
Budget Status
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#/ Vouchers Search Page

. . Favarites = Main Menu - > Accounts Payable + > \ouchers~ > Add/Update~ > RegularEntry
You can navigate to the Voucher Find an
Existing Value tab, using the following path:
Voucher
Main Menu > Accounts Payable > Entar any information you have and click Search. Leave fields blank for a list of all values.

Vouchers > Add/Update > Regular Entry

Find an Existing Value I Add a New Value

To search for vouchers with edit check Search Criteria
errors:
« Click the Find an Existing Value tab. [ Business Unit] = v | 15100 |2
Voucher ID| begins with w
« Confirm/enter your Business Unit. invoice ,N“mber )
Invoice Date\il [#]
Short Supplier Name
+ Select Recycle from the Entry Status Supplier 1D agins with < Q
drop-down menu. Supplier Name|begins with v |
Voucher Style| = hd | | v |
+ Select Complete Voucher in the Related Voucher| begins with v |
Incomplete Voucher field. This will [Entry States[= »] [Recycle 4
ensure that vouchers that were Saved for VoucherSourcel= __ ~] | V]

Later do not dISpIay lncnmplete Voucher| = W Complete Voucher I

(] Case Sensitive
Limit the number of results to (up to 300): 300

| Search I Clear | Basic Search Ll'E] Save Search Criteria

* Click the Search button.
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4/ Vouchers in Recycle Status

Vouchers with a status of Recycle display in the Search Results, including:
« Contain combination edit errors
» Are out of balance

To make corrections:

» Click the link to open the voucher

» Identify the error

* Make the necessary corrections

» Click the Save button

» The voucher will be available for budget check and approvals

VOO OTyTe| il T

Related Voucher| begins with v

Entry Status| = v| [Recycle v]

Voucher Source| = v| | v]

Incomplete Voucher| = v| | Complete Voucher v]
U Case Sensitive

Limit the number of results ta (up to 300): {300

| Search || Clear |BasicSearch D‘U Save Search Criteria

Search Results

View All First 14 120f2 [k Last
Business Unitpfoucher IDnvoice Number Gross Invoice Amount Payment Amount Invoice Date Short Supplier Name Supplier ID - Supplier Name Voucher Style Related Voucherfentry Statug Voucher Source Incomplete Voucher
15100 72598 72598 06/04/2023 DIRECT SOLUTIC 0000006058 Direct Solutions LLC Regular (blank) Recycle | Online Complete
15100 525 b25 08/02/2023 COMPUTER-002 0000055032 COMPUTER EXCHANGE, INC. Regular {blank) Fecycle | Online Complete
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V4

s/ Budget Checking Errors

Budget checking errors are reported through Commitment Control rather than through Accounts Payable.

You can navigate to this page using the following path:

Main Menu > Commitment Control > Review Budget Check Exceptions > Accounts Payable > Voucher

Fawvorites - | Main Menu - > Commitment Conirol ~ >  Review Budget Check Exceptions -

Voucher

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

Find an Existing Value

Search Criteria

Commitment Control Tran 1D | begins with s |

Commitment Control Tran Date[= W]
Business Unit[= ] 15100

Woucher 1D |begins with |

Frocess Instance

Process Status|= ~| |Emors Exist o

2L

Limit the number of results to (up to 300): (300

f w ! =l
'_ Search | Clear | Basic Search [ Save Search Criteria

F

Accounts Fayable -

F

“oucher
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This path opens the Voucher Search page:

«  Enter criteria to search for budget errors:

« Business Unit - enter the agency.
* Process Status - select Errors
Exist.
*  Click the Search button.

*  The voucher(s) that match the selected

criteria display at the bottom of the page.

#/ Search for Budget Check Exceptions
/

Voucher

Enter any information you have and click Search. Leave fields blank for 2 list of all values.

Find an Existing Value

Search Criteria

Commitment Contral Tran ID m |
Commitment Control Tran Date|= |

Business Unit|= w 15100

Youcher 1D | begins with s
Process Instance
Process Status|= v| [Erors Exist v |

Limit the number of results to (up to 300): (300

.QEILE

Search || Clear | Basic Search B save Search Criteria

Search Resulis

View All First ‘4 132 b Last
Commitment Contrel Tran ID Commitment Control Tran Date Business Unit Voucher ID Process Instance Process Status
0003058902 04/21/2016 15100 00001508 3557074 Error
0004411334 110712016 15100 00001621 39322949 Error
1004411337 11/09/2016 15100 00001624 3932300 Errar
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,j Voucher Exceptions Page
/

When selecting from the list, errors can be viewed and the additional links and tabs on the page will provide more detail about

the specific error or warning. The Voucher ID number displays on the page.

Favorites v }

Business Unit 15100

*Exception Type [Error v|

Maximum Rows|  100|

| Search |

Budgets with Exceptions
Budget Override || Budget Chartfields | [F=))

Details Business Unit Ledger Group
1 R 15100 CC_ALLOT
2 @l 15100 CC_APPROP

Main Menu = > Commitment Conirol +

> Review Budget Check Exceptions» > Accounts Payable v > Voucher

Voucher ID 00001 62?'" v Actions

[G]save ||[ah Returnto Search ||1{ | Previous in List

Voucher Exceptions | Line Exceptions

Joi

[] override Transaction e
| More Budgets Exist

Advanced Budget Criteria

Personalize | Find | View All | 2 | = First ‘4’ 1-20f2 '}’ Last

Exception More Detail cgfgggf Transfer
No Budget Exists Iore Detail [l GoTo.. =
No Budget Exists More Detail ] GoTo.. .=

(=] Notity |

| Nextin List
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7 Correcting Voucher Errors
/

Once the error is identified, update the voucher with correct data and save it. In some instances, research is needed to
determine the correct values, e.g., contact the voucher processor, the supplier, etc.

Once the voucher is updated, any processes that identified error(s) are repeated to confirm that the voucher is error-free. For
example, if the voucher failed budget checking, this process must be repeated.

After the next batch processes run, the voucher can be re-reviewed.
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}) Lesson: Hands-On Practice
V4

Now you have an opportunity to practice the lessons learned today in a training environment.
Your instructor will provide direction on how to log in and complete the exercise.

If you have any questions, please ask your instructor.

7
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}) Lesson Checkpoint
/

Now is your opportunity to check your understanding of the course material. Read the question and make note of your answer

below.

-

True or False. When a voucher passes budget checking, commitment control reduces the available
budget by the amount of the voucher.

~N

Y4

True or False. Vouchers are budget checked after they have been approved.

AN

\(

True or False. The Voucher Error query only shows edit check errors.

AN
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}) Lesson Checkpoint (continued)
/

-

True or False. Once the voucher posts, the cash is reduced since Cardinal uses modified accrual basis
accounting.

~N

Y4

True or False. If a denied voucher is updated by the voucher processor but stays in a denied status,
change the responsible Org field to a different value and save, then reenter the valid value and save.

J
~N
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/jj Template Voucher Overview
/

Template vouchers can be useful when vouchers with similar data are entered often the data defined depends on template
needs. For example, if you use similar vouchers to pay a supplier for a repeatedly purchased product where only the quantity
and amount differ, you can create a template voucher with repeated field values saved.

You can create a template voucher to use as a model for other vouchers. The template voucher itself cannot be processed
as an actual voucher. Instead, it is used as the basis for actual vouchers.

The template voucher process is a three-step process:

*  Create the template voucher. (This is a one-time process.)

«  Copy the template voucher into a regular voucher any time the template is used.
« Update the fields in the voucher so the voucher is complete and save.

For more detailed information about the template voucher process, see the Job Aid titled SW AP312: Creating Template
Voucher located on the Cardinal website in Job Aids under Learning.
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}) Lesson: Hands-On Practice
V4

Now you have an opportunity to practice the lessons learned today in a training environment.
Your instructor will provide direction on how to log in and complete the exercise.

If you have any questions, please ask your instructor.

7
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@ Entering Adjustment Vouchers
/

Adjustment vouchers are used to adjust existing posted vouchers. For example, a credit memo is received from a supplier to
adjust a previously issued invoice and the voucher for the original invoice has already been processed and posted but not
paid.

An adjustment voucher is associated with the original voucher and goes through the same processes as regular vouchers
(edit and budget checking, approval, posting).

When pay cycle runs, it will combine the original voucher and adjustment voucher amounts and pay the net amount.

For more detailed information about adjustment vouchers, see the Job Aid entitted SW AP312: Entering Adjustment
Vouchers located on the Cardinal website in Job Aids under Learning.
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/;/ Voucher Deletion and Denied Vouchers
V4

Vouchers are edit and budget checked before routing for approval.
Successful budget checking reserves the amount of the voucher in the budget(s) for the voucher’s accounting entry or entries.

A voucher approver can deny a voucher submitted for approval and it is sent back to the originator for correction. Once the
voucher is corrected, it is re-routed through edit check, budget check, and approval again.

When a voucher is denied, the Voucher Processor who entered the voucher receives an e-mail notification of the denial,
however anyone with the Voucher Processor role can correct it.

If the denied voucher will not be updated and resubmitted for approval, it should be deleted promptly to restore the budget
amounts.

Interfacing Agencies

When an interfaced voucher is denied, there is no e-mail notification sent to the agency. Interfacing agencies should run the
V_AP_VCHRS_DND_NOT_DLTD query to check for denied vouchers. Voucher status also displays on the Summary page
in the Approval Status field.

Interfacing agencies should check voucher status on a regular basis. The interfacing agency can update the voucher online
as requested by the approver or delete the voucher if not needed.

ENIED s .



/p) Deleting Vouchers
/

There may be other reasons to delete vouchers — for example, if a voucher is entered in error or if entry errors were made.
Deleting a voucher marks, it as deleted in the database and restores the budget.

You can delete a voucher if it:

* Has been denied by the approver and will not be updated

+ Was Saved for Later

» Has never been posted (at any time)

When a voucher is deleted, the voucher ID cannot be used again on another voucher.

For more detailed information about deleting vouchers, see the Job Aid titled SW AP312: Unposting, Deleting, and Closing
a Voucher located on the Cardinal website in Job Aids under Learning.
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/p/ Voucher Unposting

Vouchers that were posted by the Voucher Posting process to the Accounts Payable voucher accounting line table may be
unposted in some circumstances.

You should unpost a posted voucher if corrections need to be made. Unposted vouchers cannot be deleted. When a
voucher is unposted, it must be updated that same day. The post process runs at night and if no changes are made, it will
repost the voucher with the original ChartField distribution.

You can unpost a posted voucher as long it has not been:

»  Selected for payment (by the payment processes)
« Paid

The unposting process creates reversal entries in the accounting line table where the voucher was originally posted.

For more detailed information about voucher unposting, see the Job Aid titted SW AP312: Unposting, Deleting, and
Closing a Voucher located on the Cardinal website in Job Aids under Learning.

UNPOST
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y Closing Voucher
J/

Closing a voucher is used when you want the remaining liability to be written off the supplier balance and the voucher to be
considered complete. Closing a voucher prevents it from being processed.

To close a voucher it must be posted, and not selected for payment or paid. Cardinal automatically removes the associated
liability and restores the associated budget amount at voucher closure.

Saving a voucher marked for closure is irreversible (it can not be undone). The voucher is closed once the Post Voucher
process runs in batch overnight.

Cardinal automatically removes the associated liability and restores the associated budget amount.

For more detailed information about closing a voucher, see the Job Aid titled SW AP312: Unposting, Deleting, and Closing
a Voucher located on the Cardinal website in Job Aids under Learning.

, K\A “’} ] ,_’4;‘\5 "/j“ -
OHVOR
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/jj Cancelling a Payment
7/

As an agency, there are times when stopping or canceling payments is needed for various reasons. To correctly stop or
cancel a payment, the agency must coordinate with Treasury and Department of Accounts.

For more detailed information about canceling a payment, see the Job Aid titted SW AP312: Cancelling a Payment —
Disbursing Agency located on the Cardinal website in Job Aids under Learning.
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}) Lesson Checkpoint
/

Now is your opportunity to check your understanding of the course material. Read the questions and make note of your
answer below.

(" )

1. True or False. An adjustment voucher is typically used when you need to make a change to a
ChartField Distribution.

Y4
AN

2. True or False. Atemplate voucher can be created to be used as a model for other vouchers.

\(
AN

3. True or False. When a denied voucher will not be updated or resubmitted for approval, it should be
deleted to restore the budget amounts.
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}) Lesson Checkpoint (continued)
/

-

4. True or False. Once a voucher is deleted, the Voucher ID number can be used again.

Y4

5.

If you need to make a change to a voucher and it has posted, but not paid or selected for payment,

you should the voucher.
a. Cancel

b. Unpost

c. Delete

d. Place a Stop Payment on

VAN
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;) Lesson 3: Summary
/

‘ Managing and Processing Vouchers

In this lesson, you learned:

Voucher Management and Processing steps

* Creating payment offsets

* Updating voucher payment information

* Reviewing and correcting voucher processing errors

« Entering adjustment and template vouchers

* Deleting, Unposting and Canceling a payment
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}) Course Summary
/

m Voucher Processing

In this course, you learned how to:

» Describe key voucher processing concepts

» Review supplier information in Cardinal and the process to add/update suppliers

 Create a voucher

* Review and correct voucher processing errors

* Enter and update template vouchers

* Delete, unpost, and closing vouchers
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}) Course Evaluation
/

Congratulations! You successfully completed the AP312: Voucher Processing course.

Your instructor will provide instructions on how to access the evaluation survey for this course.
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s/ Appendix
/@ PP

« Key Terms

» Electronic Federal Tax Payment System (EFTPS)
» Allowed Extensions on Attachments in Cardinal

« Diagrams and Screenshots

* Voucher Process Flowcharts

* Flowchart Key
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s/ Key Terms
b v

Adjustment Vouchers: Vouchers used to adjust a previously-created voucher. For example, a credit memo received from a
supplier would be entered as an adjustment voucher.

Agency to Agency Transaction (ATA): In Cardinal ATAs are handled with three separate processes depending on the
type. Transfer of funds will be handled in the General Ledger. Inter-agency payments will be handled in Accounts Payable.
Inter-agency deposits will be handled in Accounts Receivable.

Budget Checking: The process of comparing transactions to budget ledgers to ensure that amounts do not exceed the
controlling budget. Transactions may pass, fail, or pass with a warning. The budget check process is run via a batch
process. Once a valid budget check status is achieved, the budget balances are updated.

Commonwealth Vendor Group (CVG): The central group that enters and maintains suppliers in Cardinal. Agencies will fill
out the Vendor Maintenance Request form to request additions or updates to suppliers.

Comptroller’s Debt Setoff (CDS): The Department of Taxation is responsible for offsetting part of the supplier payment for
amounts owed to a state agency. Taxation maintains CDS offsets and sends Cardinal updates with the adjusted payment
amounts.

Distribution Line: Each invoice line includes at least one distribution line. Distribution lines include the ChartField and
accounting values for the line. If the line’s cost is split among different ChartField and accounting value combinations, there
are multiple distribution lines.

Electronic Data Interchange (EDI): The electronic exchange of invoicing and payment data between Cardinal and the
supplier.
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@ Key Terms (continued)
/

Electronic Federal Tax Payment System (EFTPS): A payment process used to make certain types of payments to the
IRS.

Electronic Funds Transfer (EFT): A system of transferring money from one bank account directly to another without any
paper money changing hands.

ePayables: Supplier payments made via a virtual charge card. Bank of America processes the payments and the
Commonwealth receives a rebate for using the card system.

Fiscal Suppliers: Non-procurement suppliers are suppliers who are not in eVA and are entered directly in Cardinal.

Invoice Lines: Additional information about items included in the voucher. Payment vouchers generally contain item,
description, quantity

Matching: The process where a voucher is compared to its corresponding PO, receipt, and/or inspection record to ensure
that the quantities and unit prices are consistent. If the comparison fails, the system creates a Match Exception, which must
be corrected before the voucher can be paid. Matching is controlled by a series of Match Rules, which may include
Tolerances to allow minor inconsistencies. Matching includes Two-Way Matching, where the voucher and PO are compared;
Three-Way Matching, where the voucher, PO and receipt are compared.

One Time Supplier: A payee that requires a single refund payment. One Time suppliers must be established in the Cardinal
Supplier table but are inactivated after the voucher is processed.
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@ Key Terms (continued)
/

Pay Terms: Used to calculate the payment due date. In Cardinal, there are three pay terms: 00 — Due Now, OOPP — Due
Now Prompt Pay Eligible, and 30 (Net 30) — Prompt Pay — payment must be processed based on prompt pay guidelines.

Payment Offset: A situation in which the agency is responsible for sending part of the supplier payment to a third party (i.e.,
“offsetting” the payment). Examples of payment offsets include lien, levy, garnishment, etc. or similar circumstances where
the agency is responsible for paying a third party the offset amount. In these cases, the offset must be manually created in
Accounts Payable and tracked in an offline system.

PO (Purchase Order) Vouchers: Vouchers associated with other documents including a receipt and/or purchase order (PO)
and must be matched with the associated document(s) as required.

Pre-Budget Checking: An available action used to verify whether funds are available for a voucher. However, this action is
not an actual budget check and does not deduct the voucher amount from the budget. Once the voucher is saved and
passes online edits, it is available for budget checking.

Procurement Supplier: All procurement suppliers are interfaced from eVA to Cardinal.

Remittance Advice: In PeopleSoft Payables, the remittance advice is attached to the check and provides details of the
check payment. The remittance advice includes voucher IDs, invoice IDs, payment messages, and amounts.
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@ Key Terms (continued)
/

Procurement Supplier: All procurement suppliers are interfaced from eVA to Cardinal.

Remittance Advice: In PeopleSoft Payables, the remittance advice is attached to the check and provides details of the
check payment. The remittance advice includes voucher IDs, invoice IDs, payment messages, and amounts.

Scheduled Due Date: The date that a voucher is due for payment. This date is usually calculated automatically by Cardinal
to conform to the Commonwealth’s Prompt Payment Statutes unless different terms are specified on the PO. Payment terms
can be manually changed if required.

Note: All PO vouchers require online receiving, except for SiteManager and professional services vouchers.

Template Vouchers: Commonly used voucher formats that are created and saved for use as templates. A template voucher
is created similarly to an ordinary voucher, but after it is saved, it becomes a template rather than an actual voucher, and it
can be retrieved for use as a starting point for an actual voucher.

133



@ Key Terms (continued)
/

Voucher: A record in Cardinal that represents an invoice from a supplier submitted for payment. Vouchers may be created
online using the supplier’s invoice as a resource or created electronically (by uploading external files, for example).

Voucher Approval: The process of approving a voucher for payment through Cardinal Workflow. Multiple approvals may be
required in some cases. Voucher processers should not approve the vouchers they entered. No payments may be made for
a voucher unless it is approved.

Voucher Delete: A process that marks a voucher as deleted, so it can no longer be accessed or processed. Vouchers may
only be deleted if they are un-posted and are not associated with existing adjustment vouchers.

Voucher Header: The part of the voucher that includes information common to all items on the voucher, such as supplier
information and total amounts. There is one voucher header per voucher.

Voucher Posting: The process that creates accounting entries in an Accounts Payable table. Voucher posting occurs as a
batch process after a voucher is approved and budget-checked, but before it is paid. Vouchers may be unposted for
correction if they have not been paid yet.

Voucher Style: The general purpose of a voucher, such as regular voucher, template, or adjustment voucher.

Withholding: Cardinal’s term for 1099 processing. This term is used because the 1099 processes may involve withholding
amounts from supplier payments. Suppliers subject to this are called either withholding suppliers or 1099 suppliers.

Workflow: A tool in Cardinal that routes a transaction electronically for approval via a worklist.
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/y EFTPS Information Page

The Internal Revenue Service (IRS) requires
that the Commonwealth of Virginia send
certain types of tax payments to the IRS using
the Electronic Federal Tax Payment System
(EFTPS).

If a payment uses EFTPS, a link for EFTPS
Information is visible on the Payments page
in the Payments Options section.

The EFTPS Information link on the page
indicates that when a voucher is created to the
IRS for that supplier, the payment is required
to be transmitted in the EFTPS format and
populated with additional information.

The information is entered using the EFTPS
Information link.

Only one distribution line is allowed on each
EFTPS voucher created for the IRS.

Favorites » Main Menu «

Invoice Information || Payments | Voucher Atributes

Business Unit 15100
Voucher ID NEXT
Voucher Style Reqular Voucher
Total Amount 0.00
Supplier Name INTERNAL REVENUE SERVICE
Payment Information

> Accounts Payable v > Vouchers » AddUpdate~ » Regular Entry

Invoice No f120326

Invoice Date [12/08/2016

[TJincomplete Voucher

PayTems[30_ |Q Net30

GRS —

Find | View All

Payment 1
*Remit to 0000050905 | Gross Amount 000usp  ScheduledDue[  |Ej
Location MAIN Q Discount 0.00UsD Net Due
‘Address5 |G, Discount Due
Accounting Date
INTERNAL REVENUE SERVICE
PO BOX 173788
DENVER, CO 80217
Payment Options
*Bank 1100 Pay Group| o *Netting [Not Applicable
*Account TRO1 *Handling [Regular Payments v LICID
*Method ACH ACH Hold Reason| v
= Actions
Message |
Message will appear on remittance advice.
Schedule Payment
*Action | Schedule Payment v Payment Date
Pay Reference
\ Save | | saveForlatr |

e e

| New Window | Help | Personaliz

Run

Schedule Payments

First (0 10f1 () Last

=

Payment Inquiry
Express Payment
Payment Comments(Q)
Holiday/Currency

Supplier Bank

Messaga
[Hold Payment
[ separate Payment

(G Add ][ 7] UpdatelDispiay
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,} EFTPS Information Page (continued)
/

Favorites v ‘ Main Menu v > Accounts Payable v

Invoice Information ” Payments ‘ Voucher Attributes

Business Unit 15100

Voucher ID NEXT
Voucher Style Regular Voucher

Total Amount 0.00

Supplier Name INTERNAL REVENUE SERVICE
Payment Information

Payment 1

*Remit to 0000050905 |Q 5
Location [MAIN (e}
*Address |5 a

INTERNAL REVENUE SERVICE
P O BOX 173738
DENVER, CO 80217

Payment Options

*Bank 1100
*Account [TRO1
*Method |ACH ACH

>

Vouchers v > Add/Updatev > RegularEntry

Invoice No [120326 x]
Invoice Date [12/03/2016 |
["lincomplete Voucher

*Pay Terms [30 ] Net3o
Gross Amount | 0.00jusD
Discount 0.00 USD
Pay Group | |
*Handling [Regular Payments M
Hold Reason | M

M [
1e
o

Message will appear on remittance advice.

Schedule Payment

*Action [ Schedule Payment v|

Pay

| Save | | saveForLater |

[ Notity || Refresh |

Payment Date
Reference

Find | View All

e —
Scheduled Due | &)
Net Due

Discount Due
Accounting Date

*Netting | Not Applicable v

L/ICID

~ Actions

| New Window | Help | Personaliz

| Run |

| Schedule Payments |

First ‘&) 10f1 &/ Last

#H[=]

Payment Inquiry
Express Payment
Payment Commenis(0)
Holiday/Currency

Supplier Bank

Message

Layouty EFTPS Information
[ Hold Payment

O Separate Payment

[y Add || 2] Update/Display |
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#/ EFTPS Information Page (continued)
/

When you click the EFTPS Information link, a pop-up window displays which allows you to enter the appropriate information.
Only one SSN or EIN can be entered per voucher.

When you have completed your entries, click the OK button to return to the Payments page.

Total Amount 0.00 *PayTerms[30 @ Net3D Schedule Payments
Business Unit: 15100 Voucher ID: NEXT Payment Count: 1
Help
EFTPS Information Perzonalize | Find | View Al | LF—‘I ’__-i.\ First ‘&' 1of1 &' Last
*TIN Type *Tax Payer ldentification Numbser :—hixh!.lp'ﬂl?;‘?‘rd"f‘r‘] *Social Security Amt Medicare Amt Withholding Ammt
1 Social Security Number 123456739 120172016 |5 S00.00 [+ [=]
| ok ||| Cancel || Refresh |
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}) Allowed Extensions on Attachments in Cardinal
/

The following is a list of file extensions that are allowed on attachments uploaded to Cardinal. You should only attach key
supporting documents that either enhance the electronic Cardinal transaction approval process or are instrumental as part of
the transaction history. The Cardinal system should not be relied upon to maintain agency documentation and should not be
considered the official retention source of the agency. Supporting documents, as required by all applicable
regulatory/governing bodies, should be maintained by the agency apart from the Cardinal attachment functionality.

Allowed Extensions on Attachments in

Cardinal
.BMP .CSV .DOC
.DOCX JPE JPEG
JPG MSG .PDF
PNG PST RTF
TIF TIFF JIXT
XLS XLSX XML
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V4

Voucher processing creates accounting
entries in an Accounts Payable table that
the Journal Generator uses to create
journals in General Ledger.

Accounts Payable uses the budget
checking feature of Commitment Control in
General Ledger to ensure that vouchers
conform to budget constraints.

» Integration with General Ledger

Establish and

-

External 3"
+——F Maintain
Party Systems .
Suppliers
¥
External 3" P Process
Party Systems | 1099s

P

General Ledger

External 3™
Party Systems External 3"
Party Systems
A
A
Y
Expense
Processing
Y
F Y
Enter and
Process k
Vouchers
A ¥
g Process
Payments

External 3"
Party Systems
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V4

External 3™
Party Systems

% Integration with General Ledger (continued)

L

A

External 3"’
Party Systems

I

Enter and
Process
Vouchers

Expense
Processing

I

F

T

External 3™ Establish and
+—» Maintain
Party Systems :
Suppliers
h 4
External 3™ Process
Party Systems 10995

1

¥

L

General Ledger

Process
Payments

]

l

External 3™
Party Systems
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},) Interfaces with External Systems
/

Accounts Payable voucher processing also
interfaces daily with several systems that are
external to Cardinal:

Prompt Pay Statistics Remittance EDI (REDI)
Department of Accounts (DOA) Small Department of Accounts (DOA)  Monitoring Application (PPSMA) Virginia

Purchase Charge Card (SPCC) Utilization Small Purchase Charge Card (SPCC)
Database - Payment data Utilization Database

Department of Small Business and

Supplier Diversity (DSBSD)
Agency Systems - Voucher data /
Bank - Positive pay files and Electronic Data ] Reeras Semce(lm ‘

Interchange (EDI) information /‘ C
ardlnal
/ / Auditor of Public Accounts (APA)

Auditor of Public Accounts (APA) Datapoint System

Datapoint System - Payment Information ... sl / \
epartment ol faxation

Department of Treasury - Information on
checks that require printing, disbursement
files for reconciliation, and due diligence Department of Treasury

ePayables

eVA Agency Systems
Bank
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/,) Interfaces with External Systems (continued)
/

Remittance EDI (REDI) Virginia:
Remittance Information
Prompt Pay Statistics Monitoring

h ] ] Prompt Pay Statistics Remittance EDI (REDI)
App|lcatI0n (PPSMA)' Prompt pay files Department of Accounts (DOA) Monitoring Application (PPSMA) Virginia

Small Purchase Charge Card (SPCC) 1\
Utilization Database

Department of General Services eVA -
Procurement supplier information

Supplier Diversity (DSBSD)
Department of Taxation - /
« Sends payment information for CDS | termal Revenue Se,v,ce(,N

Department of Small Business and

Processing

« Receives information about CDS / f/Cardlnal

Offset Auditor of Public Accounts (APA)

Datapoint System
Department of Small Business and Department of Taxation / \

Supplier Diversity (DSBSD) -
+ Sends Small, Women, And Minority
(SWAM) payment data extract
» Receives supplier certification data

Department of Treasury

ePayables

eVA Agency Systems
Bank
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};} Interfaces with External Systems (continued)
/

ePayables -

» Supplier payments made to a virtual
charge card.
» Bank of America (BOA) manages all

ePayables payments to virtual charge

Prompt Pay Statistics

Remittance EDI (REDI)

card Department of Accounts (DOA) Monitoring Application (PPSMA) Virginia

Small Purchase Charge Card (SPCC)
Utilization Database

Internal Revenue Service (IRS) -
» Sends TIN comparison requests to
validate supplier information
« Sends 1099 reporting data

. : ternal R s IN
+ Receives TIN comparison results B S

* Sends Electronic Federal Tax
Payment System (EFTPS) extract

Department of Taxation

ePayables

eVA

i

N

‘ —p /) Cardinal —

|

Department of Small Business and
Supplier Diversity (DSBSD)

Auditor of Public Accounts (APA)
Datapoint System

\

Department of Treasury

Agency Systems
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,} Interfaces with External Systems (continued)
/

Prompt Pay Statistics Remittance EDI (REDI)
Department of Accounts (DOA) Monitoring Application (PPSMA) Virginia

Small Purchase Charge Card (SPCC)
Utilization Database

Department of Small Business and

// Supplier Diversity (DSBSD)
Internal Revenue Service “:N) ‘

—p /) Cardinal —
Auditor of Public Accounts (APA)

Datapoint System
Department of Taxation // \

Department of Treasury

ePayables

eVA Agency Systems
Bank 144



%/ Enter Voucher Process
/

Check for duplicate invoice,
financial sanctions match,

Aninvoice i ed Enter voucher header, line, balanced voucher, valid
N INvoICe 15 rEEE:WE and distribution ChartField combinations, valid
from the supplier . . )
information. and required values.

Enter Youcher Save and Edit
Voucher

Receive Paymen
Request

Use Template?
P Online

Yes

Cnline edits
passed?

Template o—p» Make Corrections

Voucher Exists?

Mo

¢ Yes

Create Template

Voucher
Assign Voucher 1D

Select Template voucher style, enter
Template ID and description, and
enter remaining voucher
information.

Once the woucher is saved, it is
assigned a unique voucher ID.
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%/ Enter Voucher Process (continued)
/

An inbound

voucher interface

file is received
from an agency.

Run and
Review PO Voucher
Supplier a3 & Matching
Payment Hold (if applicable)
Repaort
A

The Supplier Payment Hold
Report provides a list of
suppliers with a location on

hold and the unpaid vouchers
associated to that supplier.

Yes

!

Voucher
Upload

Yes

Mo
¥

Run Batch
Budget
Checking
Process

Review and
Process Match
Exceptions

9y

Adjust /
Remittance

Infermation

Update Payee and Payee
Amounts to split the
payment. Update the

location to remove the
voucher from hold.

©

Cnline and interfaced
vouchers are extracted
and transmitted to the

relevant agency.

Review Error
Report, Make
Corrections, and
Resubmit
Upload

Resolve
Errars

Create and

Process lournals

Run Woucher
Batch
Approval
Process

N o—]

Approve
Voucher

Voucher routed

for approval
Mo based on
* defined criteria.
Run Batch
.| Voucher Post |
Process

Run Voucher
Extract
Process
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%/ Maintain Voucher Process

Run Bateh
Delete Budget
Delete Voucher? Vourhar Checking End
Process

Voucher must not be posted, selected for
payment, ar paid, & voucher assaciated
with an existing debit memo adjustment
voucher cannot be deleted unless all
related vouchers are deleted first,

Determine
Required
Maintenance

Salect / Create and
Required Unpost Voucher? Wnpost Pracess Journals
Vaucher

aintananc

Woucher must be pasted and must
not be selected for payment, partially
pald, or fully paid.

cl / Run Bateh
Close Vioucher? 08 Voucher Post
Coucher

¥

Process

Voucher must be posted and must
rot be selected far payment or fully
paid. Enter a Manual Close Date and

check Mark Voucher for Closure.

Enter
Adjustme
nt
Vaucher

Adjustrment Voucher?

Select Adjustments
Voucher style and enter
adjustment lines as 147
appropriate,
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V4

s/ Flowchart Key

Step
Description

Batch
Process

Manual
Operation

Decision
QOutcome

Entity Name

Depicts a process step or interface.

Specifies a batch process.

Depicts a process step that is preformed manually.

Defines the possible outcom es of a decision or
analysis that took place in a step immediately
preceding.

Represents an entity (person, organization, etc.).

Start

End

Document

O

Step/
Process

Indicates point at which the process begins.
Does not represent any activity.

Indicates point at which the process ends.
Does not represent any activity.

Depicts a document of any kind, either electronic
or hard copy.

Indicates an on-page or intra process connector.
Used to avoid complex overlapping connector
lines or to continue a process on a subsequent

page.

Connects steps between business processes.
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