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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:
A Instructor led and web based training course materials

A Job aids on topics across all functional areas

A Variety of simulations

A 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:

Understand travel and expense concepts

Create, submit, update, and view expense transactions in Cardinal



Agenda
b ns

Processing Employee Expenses Overview

Travel Authorizations

Cash Advances

Expense Reports




}j Lesson 1: Introduction
Y4

” Processing Employee Expenses Overview

This lesson covers the following topics:

A Accounts Payable Overview
A Key Concepts

A Expenses Process



}) 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 & business
expense reimbursements) are made
through the Expenses module.
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@ Key Concepts
/

Key concepts in processing travel and expenses include:

Accounts Payable (AP) Vouchers Are Not Created for Employee Expense Payments: In Cardinal,
all non-salaried payments to agency employees (e.g., cash advances and travel expense reimbursements)
are made through the Expenses module. The Accounts Payable module, which includes Petty Cash, is used

only to pay suppliers.

Applying Cash Advances: As a Cardinal Travel and Expenses user, you apply any cash advance received
is applied when completing the expense report. Cardinal then calculates the amount owed by the employee,
or the amount owed to the employee, as appropriate.

Attachment Capability: In Cardinal, attachments can be added (such as scanned receipts) to Travel
Authorizations, Cash Advance requests, or Expense Reports. 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.

If an error is experienced when trying to open an attachment, try saving the file and opening it locally. For a
detailed listing of the file extensions that are allowed as attachments in Cardinal, see the appendix section of
this course.



/) Key Concepts (continued)
y 4

Employee Profile Update: An employee must have a profile set up in Cardinal to be reimbursed. Cardinal
Travel and Expenses uses much of the employee profile from the Cardinal Human Capital Management
(HCM) module in the Time and Attendance functional area, including the home address and organizational
information. Changes to the employee profile are requested through Human Resources.



/;/ Travel and Expense Process
/

The following diagram on the next page shows the overall Travel and Expenses process, from the Travel
Authorization or cash advance request to reconciliation and payment.
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/;) Lesson 1: Summary
/

‘ Employee Self-Service Overview

In this lesson, you learned:

A Employees are not set up as suppliers in Cardinal for travel or business related expense reimbursement.

A An employee must have a profile set up in Cardinal to be reimbursed.

A Cardinal has the capability for add attachments to Travel Authorizations, Cash Advances, and Expense
Reports. For a detailed listing of the file extensions that are allowed as attachments in Cardinal, see the

appendix section of this course.
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}j Lesson 2: Introduction
Y4

‘ Travel Authorizations

This lesson covers the following topics:

A Create and submit a travel authorization
A View travel authorization status
A Update a travel authorization

A Cancel or delete a travel authorization

11



@ Creating and Submitting Travel Authorizations
/

Travel Authorizations are typically wused andorimcumother ns
business related expenses. Here are some key points to consider:

A Commonwealth and agency policy determine when and if a Travel Authorization is required.

A Cardinal does not require the use of Travel Authorizations. Agencies may elect to use alternative
procedures for authorizing travel and other business related expenses.

A When a Cardinal Travel Authorization is used, it must be entered and approved in advance of the
proposed travel. Travel Authorization can only be entered and approved before the begin date of the
proposed travel.

A Another use of Travel Authorizations to document approval of non-travel expenses such as education.

A Details from a Travel Authorization can be copied into the Expense Report so the same information does
not have to be reentered.

12



/;/ Creating and Submitting Travel Authorizations (continued)
/

A

A

If eligible for a Cash Advance, one can entered along with the Travel Authorization. The Travel
Authorization contains a link to create a Cash Advance. When a Cash Advance is created from a Travel
Authorization, it is a separate transaction and follows its own approval path.

Travel documents (such as reservation or flight confirmations) can be attached to the Travel Authorization
to assist with online approvals. However, electronically attached documents do not alter any original
document retention requirements, per Federal (Government Accountability Office, etc.), State (Auditor of
Public Accounts, Department of Accounts, etc.), or local regulatory requirements.

When entering a Travel Authorization, record all expenses related to the trip, including any that are direct
billed to the agency or paid by a third party. They are still part of the total cost of travel and are used for
approval routing and tracking purposes, even if they are not reimbursable to the employee.

13



y Creating a Travel Authorization
J/

To create a Travel Authorization, access the Travel
Authorization page, using the following path:

Main Menu > Travel and Expense Center > Travel
Authorization > Create/Modify

On the Add a New Value tab, enter the Empl ID of
the employee requesting travel.

Click the Add button to access the Travel
Authorization Entry page.

If authorized to enter transactions for only one
employee, the Add a New Value tab does not display.
Cardinal takes you directly to the Create Travel
Authorization page.

Favorites v MainMenuvy > Traveland Expensesv > Travel Authorizationw >  Create/Modify

Travel Authorization

Find an Existing Value | Add a New Value

Empl ID/EMPO0000003 |Q

Add

Find an Existing Value | Add a New Value

14




7 Creating a Travel Authorization (continued)
/

Start with a blank authorization or select an option from the Quick Start menu. There are two Quick Start
selections:

A A Template: This option allows to copy from an existing template. For more detailed information about
setting up and using templates, see the job aid entitled SW AP315: Creating an Expense
Template located on the Cardinal website in Job Aids under Learning.

A An Existing Authorization: This option allows copying from an existing travel authorization.

If you use the Quick Start menu, click the Go button to access it.

Favorites - | Main Menu - » Travel and Expenses » > Travel Authorization = >  Create/Modify
New Window | Personalize Page | B

Create Travel Authorization [ Save for Later | [Eh Summary and Submi

H ARANA (7 Quick Start {586 1EENE0) | GO
A Template -
*Business Purpose| N Default Location o} An Existing Authorization
*Description *Date From [ *Date To [ Reference Q
c% Aftachments
Projected Expenses (2
Expand All | Collapse All Add: | :j? Cuick-Fill Totals (0 Lines) n.op  USD
*Date *Expense Type Description *Payment Type *Amount Currency
H | vl | E2 v| 000 ysp =]

Expand All | Collapse All Totals (0 Lines) n.op  USD




V4

/p/ Creating a Travel Authorization (continued)

For this this scenario, we will start with a blank authorization so no option is selected from the Quick Start
menu.

Favorites » ‘ Main Menu -

Create Travel Authorization

HARAHA (2

» Travel and Expenses » » Travel Authorization» »  Create/Modify

*Business Purpose |

*Description

Projected Expenses (¢

Expand All | Collapss All Add: | fj’ Quick-Fil

*Date *Expense Type

Default Location

Q
[ *DateTo [#]
ﬁ Attachments
*Fayment Type

New Window | Personalize Page | |

Save for Later | @»Summar-; and Submit

Quick Start |...Populate From

Totals (0 Lines)

B |

=

Q

0.00 USD

*Amount currency

000 ysp [=]

Expand All | Collapse All

Totals (0 Lines)

0.00 USD

[ e
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}j General Information Section
/

Select a Business Purpose from the drop-
down menu options.

They include:

Conference

Education

Extraditions

Field Work

Investigations

Meeting

Other: If you choose Other, you can
enter an explanation in the Notes before
you submit the authorization.
Overtime Meal Reimbursement
Presentation

Recruitment

Training

Too Joo Too To To o I

To T T To

Favorites = ‘ iMain Menu +

» Travel and Expenses » > Travel Authorzation =

Create Travel Authorization

HARANA |7

“Business Purpose [

“Description

Projected Expenses (7

Expand All | Collapse All

*Date

Conference
Education
Extraditions
Field Wark
Investigations
Mesting
Other
Cwertime Meal Reimbursement
Fresentation
Recruitment
Traini ng

B |
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74 General Information Section (continued)
/

In the Description field, enter a brief description of the travel purpose.

The Default Location field is not a required field. When populated, it populates the location to the expense
lines that require location and can be changed as appropriate.

In the Date From and Date To fields, enter the estimated beginning and end dates of the trip. If the travel is
for a single day, enter or select the same day in both fields.

The Reference field is a 10 character field that is optional to use to enter additional reference information.

Use the Attachments link add attachments to the Travel Authorization that can be viewed by the approver.
For a detailed listing of the file extensions that are allowed as attachments in Cardinal, see the appendix
section of this course.

Favorites - | Main Menu + =  Travel and Expenses » > Travel Authorization -~ > Create/Modify
Mew Window | Personalize Page | =)
Create Travel Authorization Save for Later | [Z» Summary and Submit
H ARANA (2 Quick Start |.._F'-::pulate From v| | GO
*Business Purpose [ Training ] Default Location | Virginia Beach a
I"Description Business Writing Seminar I *Date From 11/04/2019 E{I *Date To |11/05/2019 E{J I Reference QI
I % Attachments I
==
Projected Expenses (7
Expand All | Collapse All Add: | 5}? Quick-Fill Totals (D Lines) 0.00 usp
*Date *Expense Type Description *Payment Type =Amount currency
= ] | = ] 0.00] ysp =]
Expand All | Collapse All Totals (D Lines) 0.00 uso

18



}) Entering Projected Expenses
V4

The Projected Expenses
section of the Travel
Authorization Entry page is
where travel expense
information is entered.

Select or enter the date
associated with the
anticipated expense.

Use the Expense Type drop-
down menu to select the type
of expense (e.g., mileage,

hotel, meals, fees, rental car).

For this example, Lodging is
selected.

Fawvorites - | hain Menu -

>  Travel and Expenses - >

Create Travel Authorization

H ARAMNA (7

Travel Authorization = > Cr‘eate.fr'.dodifyg

*Business Purpose | Training

*Description |Business Writing Seminar

Projected Expenses

ey

Expand All | Collapss All
*Date
11042019 |[H]

Expand All | Collapss All

Add: | £F Quick-Fill

Adgrline Trawvel

All Meals - NonTravel Day
All Meals - Travel Day
Auto Expense

Braakifast - NonTravel Day
Braakiast - Travel Day
Business Calls

Dinner - NonTrawvel Day
Dinner - Trawvel Day
Education Reimbursement
Gasoline

Interfaced

lnte o od _ loyiflod

- Default Location
*Date Fror

Lodging

LULIUNTTY TTEeETS diiild T SA RS

Lunch - MonTravel Day

Lunch - Travel Day

COther Employes Reimbursements
Cwertime Meals

Fear Diem Incidentls-Travel Day
FPer Diem Incidnt-MonTravel Day
Parsonal Mileage Convanience
Parsonl Mileage Cost Justified
Pearsonl Mileage COwver 15K Milaes
Registration Fee

Rental Car

Taxi/Bus/Shuttle Fares

Train Trawel

Description f
19



/,) Entering Projected Expenses (continued)
/

Once the Expense Type is selected, all required fields for that expense type display on the expense line.

A In the Description field, enter information about the expense.
A In the Payment Type field, select Check. (this is the only option).
A For some Expense Types, the Amount field auto-populates based on COVA standard travel guidelines.
A The Billing Type defaults to Billable.
A The Location field populates based on the Default Location information entered in the header section of
the page. This can be changed if necessary.
A In the Number of Nights field, enter the number of nights you plan to stay.
A The Nightly Rate populates based on COVA standard travel guidelines.
WWNHA«mWﬁWMm%MPWMMMﬁW“
Projected Expenses (%
Expand All | Collapse All Add: | g?QuicP:—Fill Totals (1 Line) 99.00 uso
*iiz::fzmg ] |*f:dp;:ZET‘f’pe ~] *|*I?c‘jtseclr::;:orﬂaining [ |"2:::ce“‘ o ~ — 93.00 C:;;”W =]

“Billing Type|Billable ~

*Location [Virginia Beach Q]

Number of Nights 1

*Nightly Rate 99.00

= Accounting Details (7

[ Chartfields | =3

Amount GL Unit SpeedType Key Account Fund Program Department Cost Center Task FIPS

99.00 60100 Q_ [5012850 Q_ [02601 |Q [499003 Q [250200 Q514 Q Q
< >

20



},) Viewing the Accounting Detail Line
/

The Travel Authorization is a means of providinga p pr ov a l
create a financial transaction, so the accounting line entries do not post to the General Ledger. However, the
distribution created on the Travel Authorization copies over to the related Expense Report.

for

t he

empl oyeeods

The Account value defaults based on the Expense Type selected. The Department value defaults based
on the empl oyeeds
expense line. For more detailed information about default account values for each expense type, see the job
aid entitled SW AP315: Expense Type Coding T Online Agency located on the Cardinal website in Job

Aids under Learning.

Projected Expenses (2

Expand All | Collapse All Add: | 5‘3’ Cuick-Fill

*Date *Expense Type

profile

*Description

setup

i n Cardinal

*Payment Type

Totals (1 Line)

11/04/2018 |5 [Lodging

*Billing Type | Billable v

*Location |Virginia Beach
Number of Nights 1
*Nightly Rate 99.00

DAccounting Details (7

v | Hotel stay for Training

[Check

99.00

*Amount
99.00

NN A NI W S R NN NS e NS T P T

uso

Currency

usD

| Chartfields | [==P

Amount GL Unit

99.00| 50100
<

SpeedType Key

Account

Q, 5012850

Fund Program

@ [02601 |Gy (492003

Department

@, [250200

Cost Center

a, [514

Task

FIP5

Ent er

t



74 Using SpeedTypes
/

If it is necessary updating the default accounting distribution for the transaction, SpeedTypes may be used to
auto-populate ChartFields on each distribution line. SpeedTypes are generally defined for frequently used
accounting distribution combinations to increase data entry efficiency and accuracy.

To use a SpeedType, enter or select it in the SpeedType Key field. Once the SpeedType is selected/entered
additional ChartFields values may need to be entered to complete the distribution as appropriate.

" Accounting Details (?

Chartfields

Amount GL Unit SpeedType Key | Account Fund Program Department Cost Center Tazk FIPS Aszszet
86.00) 50100 0000000015 Q A012850 Q 04720 Q a03024 Q 19002 Q Q Q_ 058 Q
L4 >
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Adding a Line
) Ading

Enter all anticipated expenses, one per line, on the Travel Authorization. To add a line, click the plus (+)

button and a new line displays.

JM-»«.\_‘_J,._/\‘._J—/\-\_.;.__,UA_L_/‘A

. -
Projected Expenses (7]

R i W e W U N A A WA T SNy N

Expand All | Collapse All Add: | é?Quick—FiI] Totals {1 Line) 99.00 usD
*Date *Expense Type Description *Payment Type *Amount Currency
v 11/04/2018 |5 [Lodging v|  *[Hotel stay for Training [Check v 89.00  gp EI
*Billing Type|Billable LVl
*Location [Virginia Beach ey
Number of Nights
*Nightly Rate 99.00
v Accounting Details (7]
Chartfields
Amount GL Unit Account Fund Program Department Cost Center Task FIPS
59.00| 60100 |@, [5012850 |@ |02601 |Q 499003 |, |250200 @ [514 & | [ | J¢
L4 >
[11022018 |H | v 1N v 0.00] yep =

Expand All | Collapse All

Totals (1 Line)

99.00 USD
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V4

After all projected expenses lines have
been entered you can save and/or
submit the Travel Authorization for
approval. To save the authorization
without submitting it, click the Save for
Later link at the top of the page.

Cardinal assigns an Authorization ID
and the request is saved with a
Pending status. The page changes
from Create Travel Authorization to
Modify Travel Authorization.

The Authorization ID number is a
consecutive number across all state
agency business unit, so the Business
Uni t 6s Travel Aut ho
consecutive. The Travel Authorization
does not route for approval until it has
been submitted.

7} Saving a Travel Authorization

Favorites ~ ‘ Main Menu =

Medify Travel Authorization

» Travel and Expenses » > Travel Authorization» > Create/Modify

New Window | Personalize Page | =

1) Save for Later | [E Summary and Sub

HARANA (7 Actiens [..Choose an Action VH_G
*Business Pumose | Training v Default Location |Virdinia Beach Q | Authorization ID 0000005572 Pending |
*Description | Business Writing Seminar *Date From 11/04/201% EiJ *Date To|11/05/2019 EIJ Reference Q,
ﬁ Aftachments
Projected Expenses (7
Expand Al | Caollapse All Add: | ﬁOu\ck—Fill Totals {3 Lines) 196.711  USD
*Date *Expense Type *Description *Payment Type *Amount Currency
11042019 | [Lodging V] *[Hotelstay for Treining | ENE v 900 gn =l
“Billing Type|Billable Y]
*Location \Virginia Beach Q
Number of Nights 1
*Nightly Rate 99.00
W Accounting Details (?
Chartiields | [0
Amount GL Unit SpeedType Key Account Fund Program Department Cost Center Task FIPS
93,00/ 60100 O, [s012850 @ [02801 | [499003 Q, [250200 Q [514 Q Q (
< >
/042019 5] [Per Diem Incidentls-Travel Day v] incidentals {20 [Check v 379 ugp =

*Billing Type|Bilable v
o ot

iy
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/}* Creating a Cash Advance from the link on the Travel
Authorization

If a cash advance is to be created as part of the Travel Authorization, it must be done before the travel
authorization is submitted.

To create a Cash Advance from the Create Travel Authorization page:

A Click Save for Later link. Click the Actions drop-down menu. Note that the Actions menu replaces the
Quick Start menu once you start entering expense lines.

A Select the Create Cash Advance option.

A Click the Go button.

New Window | Personalize Page | &

/
L Save for Later | @ summary and Submit

~

Actions |Create Cash Advance A E18;

'z Authorization ID 0000005572 Pending

Reference QL

25



) Creating a Cash Advance from the link on the Travel
~ Authorization (continued)

Cardinal opens a new window, Create Cash
Advance, in order to enter the cash
advance information.

Click the new Create Cash Advance tab.

A The Description and Business Purpose
fields on the Cash Advance populate
based on the information entered on the
Create Travel Authorization page.

A For the Source, choose System Check.
Then enter the Description and the
Amount being requested.

A Click the certification check box to enable
the Submit Cash Advance button.

A Click the Submit Cash Advance button
to submit the Cash Advance for
approval.

A Click the OK button to confirm your
submission.

New Window | Personalize Page | @

Save for Later | [ Summary and Submit

Ml co ]

Actions |Create Cash Advance

Authorization ID 0000005572 Pending
Reference Q

Diabatuteton =

NN

Favoriies | Main Menu - » Travel and Expenses ~ > Travel Authorization = > Create/Modify > Create Cash Advance

Create Cash Advance Save for Later
H ARANA
*Business Purpose [Training v Reference Q

*Advance Description |Business Writing Seminar

:‘O
S0 User Defaults
Import AT Advances

> Notes

Cash Advance (7 &} View Printable Version &, Attachments

*Source Description *Amount §urrency

100.00|§sD [ [=]

[System Check ~| |Advance for Training

Totals

Advance Amount 100.00 USD

By checking this box, the employee has certified the advance requested is related to estimates of expenses to
be incurred by the employee on official business of the Commonwealth of Virginia and include only such
expenses necessary in the conduct of that business, and the advance will be repaid in accordance with

ici I i PP Topic 20336.
Submit Cash Advance

Click on image to enlarge
26



}) Creating a Cash Advance from the link on the Travel
~~ Authorization (continued)

A Once the cash advance has been submitted for approval, click the Create/Modify tab at the top of the
page to return to the Travel Authorization page.

Q@| @ http://cfintrnweb.cov.virginia.gov/psp/fintrn_L/EMPLOYEE/ERP/c/AUDIT_EXPEMSE_FUNCTI O ~ ¢ @ Create/Modify @ Create Cash Advance X
Home | ‘Worklist | Ad
L]
ﬂ)’ Cardl nal Al ~ | Search # | Advanced Search
Favoriies - | Main Menu - + Travel and Expenses » > Travel Authonzation = »  Create/Modify » Create Cash Advance

Mew W
View Cash Advance

H ARANA

Your cash advance 0000002063 has been submitted for approval.

Business Purpose Training Report 0000002063 Submission in Process
Advance Description Business Writing Seminar Reference
Accounting Date 02M15/2019 Post State Mot Applied

Created 10/31/201% H ARANA

Last Updated 10/31/2019  HARANA

27



;) Submitting a Travel Authorization
/

The Travel Authorization must be submitted in order for it to go through the workflow process.

To submit the authorization, click the Summary and Submit link at the top of the page.

Actions

Reference

New Window | Personalize Page | =

Save for Later |

[& Summary and Submit

Create Cash Advance

b

Authorization ID 0000005572 Pending

PPN o

28



V4
A

The Summary and Submit page
displays.

Click the certification checkbox to
enable to Submit Travel
Authorization button.

Click the Submit Travel Authorization
button.

A confirmation pop-up window displays.

Click the OK button to confirm the
submission.

Cardinal assigns an Authorization ID.
A message displays in red indicating

the travel authorization number has
been submitted for approval.

7} Submitting a Travel Authorization (continued)

Favorites v MainMenuv > Traveland Expensesv » Travel Authorizationv > Create/Modify

Travel Authorization

HARANA
I Your travel authorization 0000005572 has been submitted for approval. I

Business Purpose Training Default Location Virginia Beach

Date From 11/04/2019 Date To 11/05/2019

Description Business Writing Seminar
Reference

& ,
Totals (2 View Printable Version Q Notes

Projected Expenses (3 Lines) ~ 196.71 USD Denied Expenses 0.00 USD

Total Authorized Amount  196.71 USD

« By checking this box, the employee has certified the expenses listed are estimates of expenses to be incurred by
the employee on official business of the Commonwealth of Virginia and include only such expenses necessary in

\ Refresh Approval Status

_‘f Return to Search " 3 Notify 3

New Window | Personalize Page | |

Actions|..Choose an Action V]| 60 |

Authorization ID 0000005572 Submission in Process

Click on image to enlarge
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@ Travel Authorization Approval Routing
/

Cardinal workflow routes the authorization to the
required, the authorization automatically routes through the appropriate levels.

Once you submit the Travel Authorization, is submitted, it can only be modified by clicking the Withdraw
Travel Authorization button when the travel authorization is in the Submitted for Approval status or if it
sent back by the approver.

The approver may approve, deny, or send the authorization back to you for updates. If the request is not
approved, the approver provides comments explaining why.

30
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%/ Viewing the Travel Authorization Status

Any proxy for the employee can view the Favorites = I Wain Menu » Travel and Expenses = > Travel Authonzation» > View
Travel Authorization once it has been
saved or submitted. Travel Authorization

To view a Travel Authorization. access Enter any information you have and click Search. Leave fields blank for a list of all values.
the View Travel Authorization Details _ —
. . . Find an Existing Value
page using the following path:

Search Criteria
Main Menu > Travel and Expense

Center > Travel Authorization > View Search by: JETRLZ R begins with{ 0000005572
o _ Limit he numoe] Anorza0n NAme: - 55

Search for a Travel Authorization using Empl ID

any of the Search by drop-down menu Search gmm

options.

Enter the information and click the

Search button.



P

V4

The current status displays next to
the Authorization ID at the top of the

page.

After the authorization is approved,
the status updates to Approved.

The Approval History section of the
page provides information about the
processing status and the approval
flow.

7 Viewing the Travel Authorization Status (continued)

Favorites ~ ‘ Main Menu - > Travel and Expenses » > Travel Authorization~ > View

Travel Authorization
H ARANA

Business Purpose Training

Description Business Writing Seminar

Totals (2 & view Printais Version

Projected Expenses (3 Lines) 196.71 USD

Default Location \irginia Beach

New Window | Personalize Page | H

Eaf Travel Autharization Detalls

Actions [...Choose an Action

V] 60 |

I Authorization ID 0000005572 Submitted for Approval I

Date From 11/04/201% Date To 11/05/201%
Reference
© Notes
Denied Expenses 0.00 UsD

Total Authorized Amount  196.71 USD

Created 10/317201%  H ARANA

Last Updated 10/31/2019  H ARANA

+| By checking this box, the employee has certified the expenses listed are estimates of expenses to be incurred by the employee on official business of the
Commonwealth of Virginia and include only such expenses necessary in the conduct of that business.

Submit Travel Authorization

Withdraw Travel Authorization

Submitted On  10/31/2018

Submitted By H ARANA

v Approval History

Submitted

H ARANA
Action Role
Submitied Employes

Fiscal Officer
Todd Supenvisor

Name

H ARANA

DatelTime

1003172019 3:11:10PM

[[& Return to Search || Notify

32



74 Viewing the Travel Authorization Status (continued)
/

The Expense Coordinator approval may require additional levels of approval (i.e., Agency Head, District
Administrator, etc.). If there are additional approvals required, the label of the Multiple Approvers displays.

When this is the case, this level will not show a green checkmark until all required levels of approval are
compl et ed. The final a p ExpengecCodrdinatoraonce all tevels aré compdetedi n d e r
The individual approvers will display in the grid below once they are approved.

ST PV G Ty L AL E L R Submitted On  01/26/2017 Submitted By HECTOR ARANA

Approval History

B &
0 v
Subrnittzd HR Supervisor Expense Coordinator
HECTOR ARANA JOHM SMITH Multiple Approvers
Action Role Name Date/Time
Submitted Employes HECTOR ARANA 01/26/2017 9:01:02AM
Approved HR Supervizor JOHN SMITH 0172612017 9:02:27AM
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/,) Updating/Canceling and Deleting a Travel Authorization
/

A Travel Authorization can be updated if:

A Anincomplete authorization was saved and needs to be completed

A It was withdrawn after submission, but before the approver takes action on it
A The Travel Authorization was sent back and changes are required

A Travel Authorization can be cancelled if:

A It has been approved and is not associated to an Expense Report. The Travel Authorization will have a
status of Closed. For example, an authorization can be canc
approval. Cancelled authorizations are not deleted from Cardinal and can still be viewed.

A Travel Authorization can be deleted if it:

A Has not been submitted

A Has been cancelled

A Was returned or denied by the approver

Deleted authorizations cannot be viewed.

For more detailed information about withdrawing an expense transaction, see the job aid entitled SW AP315:

Updating and Deleting Expense Transactions located on the Cardinal website in Job Aids under
Learning.

34



;) Simulation: Creating and Processing a Travel Authorization
/

You will now view a simulation that demonstrates how to Create and Process a Travel Authorization.

Click on the icon below to start the simulation.

35


http://www.cardinalproject.virginia.gov/Simulations/VDOT/Accounts%20Payable/Processing%20Travel%20and%20Expenses/index.html?Guid=decd629e-269c-415d-bcdd-b0c155cb1761&Mode=T&Back

}) Lesson 2: Checkpoint
/s

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

Read the question on the next slide(s), select answer(s) and click Submit to see if you chose the correct
response.
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Which of the following is not a Business Purpose?

Conference
Lodging

Education

O 0O O O

Presentation



A Travel Authorization must be entered, submitted, and approved prior to the
start date of the travel.

O True

O False
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At what point are you unable to update a travel authorization?

O After you save the authorization
< When itis in the approval process

— After it is sent back by the approver
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}) Lesson 2: Summary
/

‘ Travel Authorizations

In this lesson, you learned:

A Create and submit a travel authorization
A View travel authorization status
A Update a travel authorization

A Cancel or delete a travel authorization
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}) Lesson 3: Introduction
/s

This lesson covers the following topics:

A Create and submit a cash advance request
A View cash advance status
A Update a cash advance request

A Delete a cash advance request
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@ Creating and Submitting a Cash Advance Request
/

A cash advance can be requested for employee travel and other business expenses, in accordance with
State and agency policy. Agency employees are not suppliers and cannot be paid via regular voucher,
including Petty Cash.

While the Travel Authorization page contains a link to access the Cash Advance page, the Cash Advance is
a separate request from both the Travel Authorization and Expense Report and has a separate approval
process. A travel authorization does not include a cash advance request. If you need an advance for travel,
you must request it separately.

A cash advance request can be entered for travel expenses only.

Cash Advance requests require approval. Once a Cash Advance is approved, Cardinal creates related
accounting entries, prafite amdl the assoctialted aceoumpnly entryeteamplate.
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/* Creating and Submitting a Cash Advance Request
/ (continued)

The distribution for Cash Advances comes from the ChartFields set up on the Employee Profile. They are not
visible on the Create Cash Advance page to be viewed nor modified.

Cash advance requests require approval. This approval is separate from the approval for a travel
authorization and expense report.

If a cash advance is approved, the amount of the advance is deposited in the pre-designated bank account or
iIssued to the employee by check.
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/p/ Creating a Cash Advance Request

If creating a cash advance not associated with a travel
authorization, you can access the Create Cash
Advance page using the following path:

Main Menu > Travel and Expense Center > Cash
Advance > Create/Modify

On the Add a New Value tab, enter or search for the
Empl ID.

Click the Add button.

Favorites » i MainMenuw  » Traveland Expensesw » CashAdvances » CreatelModify

Cash Advance

Find an Existing Valus | Add a New Value

Empl 1D EMP00000003 |2,

Add

Find an Existing Value | Add a New Value
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/,/ Creating a Cash Advance Request (continued)
/

The Create Cash Advance page displays. Use this page to enter the Cash Advance request information.

Favoriies - | Main Menu » Travel and Expenses = > Cash Advance = > Create/Modify

Create Cash Advance

HECTOR ARAMNA
*Business Purpose L Reference Q,
*Advance Description wo

80 User Defaults
E-L Import AT Advances

Cash Advance (¢ &) View Printable Version (> Motes &, Attachments

=Source Description =*Amount Currency Apply Tax

| V] 0.00|USD [+ [=]

" Totals
Advance Amount 0.00 UsD

By checking this box, the employee has certified the advance requested is related to estimates of expenses to
be incurred by the employee on official business of the Commonwealth of Virginia and include only such

expenses necessary in the conduct of that business, and the advance will be repaid in accordance with
policies/procedures outlined in CAPP Topic 20336.

Submit Cash Advance




p/ Creating a Cash Advance Request (continued)
/

The following fields should be used when entering a Cash
Advance request:

A
A

To 3>

Business Purpose - Use the drop-down menu to select
the business purpose for the advance.

Advance Description - Enter a description for the
Cash Advance request.

Source - Select System Check, which is the only
option. This is not necessarily how the employee will
receive payment. Payment method is determined by the
employee profile setup.

Description field next to the Source - This field is not
required and is used to capture additional information
about the request, if needed.

Amount - Enter the amount of the advance.

Notes icon - Click this to add any notes related to the
cash advance, if necessary.

Attachments icon - Click this to add any attachments
to the cash advance, if necessary. For a detailed listing
of the file extensions that are allowed as attachments in
Cardinal, see the appendix section of this course.

Favorites » ‘ MainMenu= > Traveland Expensesw » CashAdvance» »  CreatelModiiy

Create Cash Advance

ECTOR ARANA

e _
Business Purose Traning v Reference Q

*Advance Description | Business Writing Seminar %
S User Defaulis

Import ATM Advances

Cash Advance (2 & View Printable Version 0 Notss & Atachments
*Source Description *Amount Currency Apply Tax
System Chetk v| [Advance for Warkshop 100.00/USD 4=
Totals

Advance Amount 10000 USD

By checking this box, the employee has certified the advance requested is related to estimates of expenses to
be incurred by the employee on official business of the Commonwealth of Virginia and include only such
expenses necessary in the conduct of that business, and the advance will be repaid in accordance with
policies/procedures outlined in CAPP Topic 20336.

Submit Cash Advance
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#/ Saving a Cash Advance Request
/

After completing a Cash Advance request, either Save for
Later or Submit.

To save the request:

A Click the Save for Later link at the top of the page.
This saves the request and permits making changes.
The request must be submitted to go through the
approval process.

A When the Save for Later link is clicked, the Report
field displays and the page changes to Modify Cash
Advance Report. At this point, the request is saved
and can be modified.

Access the Modify Cash Advance Report page using
following path:

Main Menu > Travel and Expense Center > Cash
Advance > Create/Modify

Click the Find an Existing Value tab and enter the
Authorization ID to access the Cash Advance and make
revisions.

Favorites v MainMenuw > Traveland Expensesw » CashAdvancew » Create/Modify

Modify Cash Advance I Saveior e { @ Home
HECTOR ARANA
"Busingss Purpose Trafing v [Feport T000000276 Fending |
*Advance Description Busingss Writing Seminar Reference Q

;0
50 Jser Defauls
Import ATM Advances

Cash Advance (7) & View Printablz Version (> Notzs &, Atachments

*Source Description “Amount Currency Apply Tax

[System Chetk w| |Advance for Workshap 100.00USD -]
Totals

Advance Amount 10000 USD

0 By checking this box, the employee has certified the advance requested is related to estimates of expenses to
be incurred by the employee on official business of the Commaonwealth of Virginia and include only such
expenses necessary in the conduct of that business, and the advance will be repaid in accordance with
policiesiprocedures outlined in CAPP Topic 20336.

Submit Cash Advance




p/ Submitting a Cash Advance Request

To submit the request:

Favorites » IMain Menu « » Travel and Expenses» » CashAdvance » »  Create/Modify
A Click the certification checkbox. The
Submit Cash Advance button is enabled.
Modify Cash Advance (0] Save for Later | (3 Home
A Click the Submit Cash Advance button. HECTOR ARANA
*Business Purpose | Training W Report 0000000878 Pending
A A SmeIt Co nfirmation pOp-up WindOW *Advance Description |Business Writing Seminar Reference Q
diSpIayS. ’fﬁ User Defaults
EE|>I Import ATM Advances
A Click the OK button to confirm the Cash Advance (27 & View Printable Version () Notes &, Atachments
submission.
*Source Description *Amount Currency Apply Tax
The Cash Advance request must be |System Check v| |Advance for Workshop 100.00USD [
submitted to go through the approval Totals

workflow. Cardinal uses workflow to route the Advance Amount 10000 S0

request to the approvert

@By checking this box, the employee has cerfified the advance requested is related to estimates of expenses to
be incurred by the employee on official business of the Commonwealth of Virginia and include only such
expenses necessary in the conduct of that business, and the advance will be repaid in accordance with
policies/procedures outlined in CAPP Topic 20336.

Submit Cash Advance

If more than one approval is required, the
request automatically routes to the

designated approver(s).
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After the Cash Advance has been
successfully submitted:
A A message displays in red indicating the

fp/ Submitting a Cash Advance Request (continued)

Favorites » ‘ Iain Menu » » Travel and Expenses+ » (Cash Advance + » Create/Modify

View Cash Advance

Cash Advance has been submitted for

HECTOR ARANA

approval.

Your cash advance 0000000878 has been submitted for approval. I

A The page changes from Create Cash
Advance to View Cash Advance.

The Cash Advance request must be
submitted to go through the approval
workflow. Cardinal uses workflow to route the
request to the approvenr

If more than one approval is required, the
request automatically routes to the designated
approver(s).

Business Purpose Training Report (0000000878 Submission in Process
Advance Description Business Writing Seminar

Accounting Date 01/03/2017

Reference
Post State Mot Applied
Created 01/03/2017 HECTOR ARANA
Last Updated 01/03/2017 HECTOR ARANA

50
0 User Defaulis

Cash Advance (7/ & View Printable Version 2 Notes
*Source Description *Amount Currency Apply Tax
System Check Advance for Workshop 100.00USD
Totals
Advance Amount 100.00 USD

/| By checking this box, the employee has certified the advance requested is related to estimates of expenses to
be incurred by the employee on official business of the Commonwealth of Virginia and include only such
expenses necessary in the conduct of that business, and the advance will be repaid in accordance with
policies/procedures outlined in CAPP Topic 20336.

Submit Cash Advance

Refresh Approval Status

[&h Retum to Search | |[=] Natify
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/;/ Viewing the Cash Advance Status
/

Once Cash Advance request is saved
or submitted, proxies for the employee
can view the status on the View Cash
Advance Report page. Access this
page using the following path:

Main Menu > Travel and Expenses >
Travel and Expense Center > Cash
Advance > View

The current status displays next to the
Report number field.

The Approval History section, at the
bottom of the page, provides a history
of the submission, approval(s), and
Payment. Completed actions are
marked with a green checkmark.

Favorites = | Main Menu - » Travel and Expenses » > Cash Advance = > Create/Modify

View Cash Advance iy Home:

HECTOR ARANA

Business Purpose Training I Report 0000000272 Submitted for Approval I

Advance Description Business Writing Seminar Reference
Accounting Date 01/03/2017 Post State Mot Applied
Created 01/03/2017 HECTOR ARANA

Last Updated 01/03/2017 HECTOR ARANA
4]
¥ Yser Defaulis

Cash Advance (7 & View Printable Version (2 MNotes
*Source Description *Amount Currency Apply Tax
System Check Advance for Workshop 100.00USD
Totals
Advance Amount 100.00 USD

7| By checking this box, the employee has certified the advance requested is related to estimates of expenses to
be incurred by the employee on official business of the Commonwealth of Virginia and include only such
exXxpenses necessary in the conduct of that business, and the advance will be repaid in accordance with
policies/procedures outlined in CAPP Topic 20336.
Submit Cash Advance | Withdraw Cash Advance | Submitted On  01/03/2017

Submitted By HECTOR ARANA

Approval History

G &

Submitted HR Supervisor

Expense Coordinator

HECTOR ARANA JOHM SMITH CARRE CARDINAL Payment

Role Name Action Date/Time

Employee ARANA HECTOR Submitted 01032017 2:21:12PM

[G Return to Search [=] Notify
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@ Updating and Deleting a Cash Advance
/

If necessary, an existing Cash Advance can be updated by the proxy if it has been:
A Saved, but not submitted for approval

A Withdrawn from approval after submission, but before the approver takes action
A Sent back by an approver

A Cash Advance can be deleted if it has been:
A Saved but not submitted for approval

A Sent back by the approver

A Denied by the approver

A deleted cash advance cannot be viewed.

For more detailed information about updating and deleting a cash advance, see the job aid entitled SW

AP315: Updating and Deleting Expense Transactions located on the Cardinal website in Job Aids under
Learning.
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}) Lesson 3: Summary
/

In this lesson, you learned:

A Create and submit a cash advance request
A View cash advance status
A Update a cash advance request

A Delete a cash advance request
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}j Lesson 4: Introduction
Y4

This lesson covers the following topics:

A Create and submit an expense report
A View expense report status
A Update an expense report

A Delete an expense report
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/p/ Creating an Expense Report

Access the Expense Report page and create an
Expense Report, using the following navigation
path:

Main Menu > Travel Center > Travel and
Expense Center > Expense Report >
Create/Modify

On the Add a New Value tab:
A Enter the Employee ID.

A Click the Add button.

Favorites» | Main Menu ~ » Travel and Expenses» > Expense Report- :  Create/Modify

Expense Report

Eind an Existing Value | Add a New Value

Empl D EMPO00D00003 | Q)

Add

Find an Existing Valug | Add a New Value
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p/ Creating an Expense Report (continued)
/

The Create Expense Report page displays. Notice that the Create Expense Report page contains data
similar to that on the Create Travel Authorization page. If copying from a Template, Travel Authorization,
or another Expense Report, some fields default based on the source document.

Favorites « ‘ Main Menu - » Travel and Expenses » » Expense Report- > Create/Modify

Create Expense Report
HECTOR ARANA (7

New Window | Help | Personalize Page | &

Save for Later | [& Summary and Submit

Quick Start | __Populate From v|| o |

I

Business Purpose| Vl Default Location Q

*Report Description A5 Attachments

Reference Q
Expenses (¢
Expand All | Collapse Al Add: | [ My Wallet (0) | £ Quick-Fil Total 0.00 USD
*Date *Expense Type Description *Payment Type *Amount *Cumency
G | v | [EI v oof [uso Ja H[E
254 charaters remaining

Expand All | Collapse Al Total 0.00 USD
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/;/ Creating an Expense Report (continued)
/

The Create Expense Report page displays. When entering an Expense Report, start with a blank expense

report or choose the appropriate option from the Quick Start drop-down menu:

A A Template - Allows selection of the desired Expense Report template. For more detailed information
about setting up and using templates, see the job aid entitled SW AP315: Creating an Expense
Template located on the Cardinal website in Job Aids under Learning.

A A Travel Authorization - Opens the Populate From A Travel Authorization page which allows copying
all data from a Travel Authorization, including accounting distributions.

A An Existing Report - Displays the Copy From an Existing Expense Report page, which allows
copying all data from an Expense Report, including accounting distributions.

A Entries from My Wallet - Not used in Cardinal.

If you select an option from the Quick Start menu, click the Go button to access it.

Favorites » ‘ Main Menu » Travel and Expenses+ » Expense Report= > Create/Modify
New Window | Help | Personalize Page | i
Create EXPEHSE Report [ Save for Later | {8 Home | [& Summary and Submit
HECTOR ARANA 2 —mm——
EUiCk Start ._':°'-':' ate From | G0 [
o ATemplate ' '
Business Purpose | vl Default Location Q A Travel Authorization
o An Existing Report
*Report Description 4h Attachments Entries from My Wallet
Reference Q
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,/ General Information Section
V4

For this scenario, we will create a blank expense report, so no options are chosen from the Quick Start
menu.

Select a Business Purpose using the drop-down menu and enter a Description.

Favorites ‘ Main Menu » Travel and Expenses» > Expense Report= » Create/Modify
New Window | Help | Personalize Page | B
Create Expense Report Q) Save for Later | ¢ Home | [& Summary and Submit
HECTOR ARANA (7
Quick Start | Populate From v|| GO |
*Business Purpose | Training v| Default Location |Virinia Beach Q
*Report Description |Business Writing Seminar ﬁ. Attachments
Reference s}
Expenses (?
Expand All | Collapse Al Add: | [ My Wallet (0) | #F Quick-Fil Total 0.00 USD
*Date *Expense Type Description *Payment Typs *Amount *Currency
k| v |EI v 000 usp |o [ [

254 characters remaining

Expand All | Collapse All Total 0.00 USD




/;/ General Information Section (continued)
/

An entry in the Default Location field populates the location on the expense lines where location is required.
It can be changed as needed when keying the individual expense lines.

The location is needed for the calculation of the standard rates for Lodging, Meals and Incidentals, and
Mileage. It may be entered here to default on all the lines, or entered on each individual line. If the location
needed is not on the list, select In State Standard or Out of State Standard as appropriate.

The Attachments link allows adding attachments to the Expense Report. For a detailed listing of the file
extensions that are allowed as attachments in Cardinal, see the appendix section of this course.

For more detailed information about entering expenses into Cardinal, see the job aid entitled SW AP315A:

Tips for Entering Employee Expenses T Online Agency located on the Cardinal website in Job Aids
under Learning.

Favorites = Main Menu = » Traveland Expenses+ > Expense Repori» »  Create/Modify

New Window | Help | Personalize Page |

Create Expense Reporl [ Save for Later | () Home | [&) Summary and Submit
HECTOR ARANA (?
Quick Start | _ Populate From v|| 60 |
*Business Purpose|Training V| Default Location |Virginia Beach Q
*Report Description | Business Writing Seminar A Atiachments
Reference Q
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% Entering Expense Detalils
/

The Expenses section of the page is where the details for the expenses incurred are entered. Enter one line
for each expense type. The example below shows the Lodging expense type:

A Date - Enter or select the date the expense was incurred.
A Expense Type - Select the expense type. In this example, Lodging is selected.
A Description - Enter a description associated with the Expense Type.
A Payment Type - Select Check.
A Amount - Enter the amount spent for the expense type selected.
A Currency - defaults to USD.
A Billing Type - defaults to Billable.
Expenses (7
Expand All | Collpse Al Add: | [ My Wallet(0) | 4F Quick-Fil Total 0.00 USD
*Date *Expense Type *Description *Fayment Type *Amount *Curency
121912018 EJ |Ludging v| *|Hatel Stay for Business Workshop Training il \Check v 8500 USD G =]
213 characters remaining
*Billng Type[Bilable__v/] R Receiot Spt ¥ Default Rate ‘Exchange Rate | 100000000 7 [
*Location Virginia Beach Q B8, temize Hote! il [ Non-Reimbursable  Base Currency Amount 000 USD

*Number of Nights| 1 [INo Recaipt

}Accounting Details (7




#/ Entering Expense Details (continued)
/

A

Location: Populates based on the Default Location selected in the header section and can be changed
as appropriate and can also be entered here if no Default Location was entered on the Header. Location is
used for Lodging to calculate the State Standard lodging rates.

Number or Nights: Enter the total amount for the entire stay (less fees and taxes) or enter one line for
each day, if the hotel stay is longer than one day.

Non-Reimb checkbox: Indicates expenses that the employee should not be reimbursed for. Check this
box for any expense that is direct billed to the agency or paid by someone other than the employee.

For more detailed information about entering non-reimbursable expenses, see the job aid entitled SW
AP315: Non-Reimbursable Expenses i Online Agency located on the Cardinal website in Job Aids
under Learning.

For more detailed information about each Expense Type and its required fields, see the job aid entitled SW
AP315A: Expense Type Coding 7T Online Agency located on the Cardinal website in Job Aids under
Learning.

Expenses (2
Expand All | Collapse Al Add: | [ My Wallet (0) | #F Quick-Fil Total 0.00 USD

*Date *Expense Type *Description *Payment Type *Amount Currency

12/19/2016 |[5) [Lodging V] *|Hntel Stay for Business Workshop Training @ [Check v as.00 [usD o} =
213 characters remaining
*Billing Type| Bilable v Receipt Spit [/ Default Rate *Exchange Rate | 1.00000000) &, B
*Location virginia Beach Q) B4, temize Hotel Bil | LINonReimbursable | Base Currency Amount 0.00  USD
*Number of Nights 1 CNe Receipt
| Accounting Details (7
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s/ Rental Car Expense Type - Preferred

The Department of General Services, Office of Fleet Management Services (OFMS), maintains a contract
with Enterprise Leasing to provide vehicles for short term travel by state employees. Enterprise Car Rental

Is configured as a Preferred Merchant in Cardinal.

If Enterprise Car Rental was used, select the Preferred button and select Enterprise Car Rental in the drop

down menu.

Expenses (7

| Enterprize Car Rentd V]

b Accounting Details (7

Expand All | Colapse Al Add: | 2 My Wallt (@) | 47 QuiceFil fotal -~ 4675
*Date *Expense Type *Description *Payment Type *Amaunt
12192018 Eﬂ \Rental Car v\ *|Rental Car for Training Bl \Check v 4675
231 characters remaining
“Billing Type|Bilabe v Receipt Spiit ¥ Default Rate *Exchange Rate |  1.00000000
"Werchant ® Prefered O Non-Prefered [INon-Reimbursable  Base Currency Amount 175

[INo Receipt

usD

*Currency

s o HE

UsD
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4/ Rental Car Expense Type T Non-Preferred

If the preferred rental agency was not used,

select the Non-Preferred button and follow Expenses 7
Exand Al | Colzpse Al Add: | [ MyWalet@) | 4F QuickFil Total 3500 USD
the steps below:
*Date *Expense Type *Description *Payment Type “Amount *Currency
. . 10172019 | [Rental Car v] *\remalcar-travewme_ammeet‘mg B [chek ] 30 uso q BHE
A A blank fleld d|Sp|ayS. ~Bi|\mg'[ype|B\HaDIe v‘ 219“3;;2:;?2;"{“‘”9 ¥ Default Rate “Txchange Rate 100000000 ¢, Bl
A Enter the rental car Merchant name in the e O [Gonsres DbonRenburstle  BaseCurney ot~ 3500 U5
fleld IHerlz I @ I Ono Receipt
. ¥ Accounting Details (7
A Tab Out Of the fleld. Chartfields 1
A A Comment |Con dlsplays next to the fleld_ Amount GLUnit  Monetary Amount g"fﬂ v E):::Eange SpeedTypeKey  Account Fund Program Department
A Click the comment icon Preferred Merchant Explanation
A The Prefgrred M_erchant Explanation | Expense Report
pop-up window displays: °| Preferred Merchant Not Selected
A In the Non-Preferred Justification Micah Bradley Report ID 0000248394

A non-preferred merchant was selected for the Rental Car expense on
line 1. Please provide an explanation as to why.

drop-down menu select Other (this is
the only selection).

A In the Other field (holds a maximum q Nonrretered ustneation [oRe] >
of 60 characters), provide a brief | Other:[[73 cars aValable - 2pproved by T Super ]
explanation for the reason for the —
using the Non-Preferred merchant.
A Click the OK button to return to the
expense report. m
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%/ Mileage Expense Type
/

Mileage Expense Types include Personal Mileage Convenience, Personl Mileage Cost Justified, and
Personl Mileage Over 15K Miles.

The usage of each iIis defined in the Department of Ac
Procedures (CAPP) Manual for Cardinal, Topic 20335.

In Cardinal, when any of the mileage Expense Types are selected, entering the number of miles, the
Originating Location, and the Destination Location is required. Cardinal is configured with the state
mileage rates and calculates the Amount based on these inputs.

*Date *Expense Type *Description *Payment Type *Amount *CUmency
01/0372017 Eﬂ |Persnnl Milzage Cost Justified v| *|Round trip mileage from Richmond to Va Beach r@ |Check ) £9.12 USD (=]
210 characters remaining
“Billing Type|Silable v ¥ Default Rate *Exchange Rate | 100000000 ¢, B
*Originating Location |Richmond (City Limits) Q, [ INon-Reimbursable  Base Currency Amount go.12  USD

*Destination Location | Charlottesville (Albemrl/Grn)

o

CNo Receipt
*Miles 128 x 0.5400

b Accounting Details | #
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V4

Cardinal is configured with the per diems for all meal types based on location. If the agency requires actual

,/ Detalls Section: Per Diem Tab

amounts paid, the per diem amount can be overridden up to the amount of the approved per diem.

Be sure to select 0 7 999 Days in the Per Diem Range field if it does not default.

) Accounting Details (2

*Currency
UsD

sD

*Data *Expense Type *Description *Payment Type *Amount
01032017 [ | Al Meals - Travel Day v| *lall meals ravel cay (2 | Chetk v 45.00
234 characters remaining
"Biling Type[31abe RecelptSpit [V Default Rate *Exchange Rate | 1.00000000] 7, [
*Location| Charloftesville (AlbemrliGm) Q Per Diem Deductions [INonReimbursable  Base Currency Amount 4200
*Per Diem Range|0- 999 Days vl b CINo Receipt

Q [
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4/ Accounting Details Information

The Accounting Detail is required on each expense line and populates on the Expense Report. The

distribution Departmentv al ue def aul ts from t heAcomumpdefasefrendtte pr of i |
Expense Type selected. Other ChartFields must be entered. If using a template or copying the Expense

Report from a Travel Authorization, the accounting details populate. Use those entries or update them if
necessary.

The Account field defaults based on the Expense Type on the expense line. The account displayed here is
the account used for lodging charges, can be updated. For example, the Account value could be updated
from 5012850 to 5012270 (no shown).

*Date *Expense Type *Description *Payment Type *Amount *Currency
121872016 Eﬂ | Lodging v| *|Hotel Stay for Business Workshop Training @ | Check W 85.00 |UsSD Q [
213 characters remaining
*Billng Type[Bilabe V| Receipt Splt ¥ Default Rate *Exchange Rate | 1.00000000 7, [
*Location Virginia Beach Q &, ttemize Hote! Bil [INon-Reimbursable  Base Currency Amount 8500 USD
*Number of Nights 1 (o Receipt

El Accounting Details (2

Chartfields

Amount GL Unit Monetary Amount ggg:nw E};ganqe SpeedType Key  Account Fund Program Department Cos
|35.EICI 50100 35.00UsD 1.00000000 5012850 O (04720 |Gy, |B03015 Q10081 Q [1213
£ >
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@ Accounting Details Information (continued)
/

The Account value defaults based on the Expense Type selected. All Expense Types have been configured
with appropriate Account values but they can be changed if necessary.

Here are two examples:

A When purchasing stamps, use Expense Type Other Employee Reimbursement which defaults to

Account 5013110 (Travel, Subsistence & Lodging), update to account 5012140 (Postal Services) when
purchasing stamps.

A When attending Training, all Expense Line Account values should be changed to 5012270 regardless of
Expense Type, per Commonwealth Travel Policy.
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@ About Per Diem Meals
Y4

In Cardinal, per diem meals are configured in accordance with Cardinal CAPP Topic 20335. Some key points
about entering per diem meals in Cardinal include:

A Per Diems for meals and incidentals are configured in Cardinal in accordance with Cardinal CAPP Topic
20335. On a travel departure or return day, meals and incidentals are calculated in Cardinal at 75% of
the meal and incidentals rate by choosing the Travel Day Expense Type for meals or incidentals.

A Cardinal does not allow for per diem meal amounts to go above the per diem rate. Any questions
regarding travel policy should be directed to the appropriate contact at the agency.

For more detailed information about entering expenses in Cardinal, see the job aid entitled SW AP315A: Tips
for Entering Employee Expenses i Online Agency located on the Cardinal website in Job Aids under
Learning.
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/p/ Actions Options

Once you start entering the expense report, the Quick Start menu New Window | Help | Personaiize Page | i
changes to Actions menu. After clicking the Actions drop-down
menu, the following options are available for selection: [ Save for Later | (@) Home | [ Summary and Submi
A Adjustment Cash Advance - Not used in Cardinal. Actions =
A Apply/View Cash Advance(s) - Apply a cash advance to the Adjustment Cash Advance
expense report. Hl:l[nl;-'.ﬂ-"iex'i Cash H:I'-;an.EE::S]
A Associate Travel Authorization - Not used in Cardinal. o o e rEsten
A Copy Expense Lines - Copy expense lines. DEéult-*-.cccu“tnj;: ForReport
A Default Accounting For Report - Opens a page to view the e g oSy
accounting distribution that defaults from the employee profile. User Defaults
A Expense Report Project Summary - Opens a pop-up window
that displays any distributions related to a project on the expense
report.
A Export to Excel - Allows the expense report information to be

exported into Microsoft Excel.
A User Defaults - Opens the Employee Profile page for users who
have access to enter/update the employee profile.

After selecting an option, click the Go button to execute it.
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» Copying Expense Lines Option
/

Copy the information from one date or range of agtons [T D
dates to another date or date range on the | Copy Expense Lines
Copy Expense Lines page. Then upda.te the gl Help
EXpense Report Date(S) rather than keylng IN i Choose the Copy to One Date option if you want to copy each selected line just once using the To Date as
: . [ | the new expense date, or choose Copy to Range of Dates if you want to copy each line multiple times with
Ia'” Of the erIIdS Ohn eaCh “ne' TO Copy expense the expanse date for the new lines set to each day within the specified date range. Select the expense lines
Ines complete these steps: o copy and press OK.
Copy Option
A Click the Actions field drop-down button. "] ®comoneoat To Dat 5 -
. . Type () Copy to Range of Dates From Date ] Ulinclude Weekends A
A Select the Copy Expense Lines option. | o D 5 — i
A C“Ck the GO bUtton El | Select Expensze Type Expense Date Amount Spent Currency te |:
each | _ Lint
A The Copy Expense Lines pop-up window oo e R O
. ) | Lodging Fees and Taxes 121902016 1525080
dISplayS. g Detail{
O Per Diem Incidenils-Travel Day 12192018 375UsD
A Select the appropriate copy options. O AllMeals - Travel Day 12102016 4050USD
A C||Ck the OK button_ Tl | Rental Car 121902016 4250030 |:
: ¥ | .
Zl 0K || Cancel | e[|
unt
g Details (?

69



},) Copying Expense Lines Option (continued)
/

In this example, the Per Diem Incidentals
line was selected to copy for one date. e —— Actions [Gooy
Alternatively, it is possible to copy this item el
fiting ¥
tO a range Of dates' Chooze the Copy to One Date option if you want to copy each selectad line just once using the To Daie as
the new expense date, or choose Copy to Range of Dates if you want to copy each ine muliiple times with
Wh n th OK b tt n H h k d th I-n the expense date for the new lines set to each day within the specified date range. Select the expense lines
en the OK button is checked, the lines 1o copy and prese OK.
are copied into the Expense Report based Copy Option .
on the selection. Go to the lines copied into | "] [copy toone pate To Date 1220/2016_|F)
the EXpense Report and correct the Date pe (O copy to Range of Dates From Date E Uinclude Weekends
field. To Date E Uinclude Holidays
. . . EI Select Expense Type Expense Date Amount Spent Currency te
This feature can reduce the time it takes to Lt
enter an expense re ort O Lodging 12M18i2018 85.00UsSD
p p ) hend O Lodging Fees and Taxes 12M19i2018 15.25U8D
etai
| ] Per Diem Incidentls-Travel Day 121972016 3.75UsD |
O All Meals - Travel Day 12M19i2018 40.50Us8D
e | Rental Car 1218/2016 42 50USD
EI | oK | | Cancel .
_unt

70



y Applying a Cash Advance to an Expense Report
/

If the employee received a Cash Advance for the travel, it must be applied to the Expense Report before you
saving.

Select Apply/View Cash Advance(s) in the Actions drop-down menu list at the top of the Create Expense
Report page, to apply a Cash Advance. Click the Go button.

[0 Save for Later | [ Summary and Submit

Actions | ApplyMView Cash Advance(s) V[ GO

jl Default Location |Virginia Beach Q

ﬁ. Attachments




/* Applying a Cash Advance to an Expense Report
/ (continued)

The Apply Cash Advance(s) page displays. Enter or look up the Advance ID. All other values are auto-
calculated. Make sure the advance is applied to the expense for which it was intended by reviewing the
Description field. The Description field displays when selecting the Cash Advance.

Click the Add Cash Advance button to add it to the Expense Report and click the OK button.

If the Cash Advance amount is more than the total amount of the Expense Report, only apply the amount of
the Expense Report. The balance will need to be paid back to the Commonwealth.

Favorites - Main Menu - >  Trawesl and Expenses = > Expense Report ~ > Create/Modify

Create Expense Report
Apply Cash Advance(s)

Report ID MNEXT
Cash Advance Information

=Advance [In] Advance Amount Balance Exchange Total Applied
Rate

0000000877 [y 0000 0.00 100.00 USD =

Add Cash Advance Update Totals

Total Advance Applied 10000 USD
Totals (5 Lines) 187.00 UsSD
Total Due Employee a87.00 UsD

For more detailed information about applying and reconciling a cash advance, see the job aid entitled SW

AP315: Applying and Reconciling a Cash Advance located on the Cardinal website in Job Aids under
Learning.
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4/ Checking the Expense Report for Errors

Cardinal automatically checks an
expense I‘epOI‘t for errors when it is saved P im0t (5 [Lodgng Fees and Taves v ] Chetk v 52 0 o B[
OI‘ Sme|tted 254 characters remaining

Bilng TypeBlabe__ V] B e it ] Dafault Rate “Exchange Rate | 100000000 & B
(I Non-Reimbursable ~ Base Currency Amount 1525 USD
If errors exist, a red flag appears next to N Recept
the expense line with an error with any Hcconing et ¢

applicable field(s) highlighted in red.

To identify and correct the error(s), click _ o 4 DefatRate ‘Exchange R

on the red flag(s). A pop-up window, Expehse Report Line Errors pme

Expense Report Line Errors, displays, e G Help

indicating the reason fOr the error. In thlS > Please enter or update the following information:

example, the Description field is required o

and was left blank. 0 -
50100 | ~ B

After corrections are complete save or . —

submit the Expense Report as

appropriate.

Click on image to enlarge

73



},) Saving an Expense Report
/

After completing an Expense Report, applying any Cash Advance(s), and correcting any errors, you can save
or submit it for approval. To save an Expense Report, click the Save for Later link at the top of the page:

A Cardinal assigns a Report ID.
A The Create Expense Report page changes to Modify Expense Report.

The Expense Report is saved and changes may be made later. The Expense Report must be submitted in
order for it to be approved and paid.

Favorites ~ | Main Menu ~ > Travel and Expenses ~ > Expense Report~ > Create/Modify
Mew Window | Help | Personalize Page

Modify Expense Report

HECTOR ARANA (7

Actions [__Choose an Action V]| &

*Business Purpose | Training v I Report 0000106205 F’endingl
*Report Description |Business Writing Workshop Default Location Virginia Beach a,
Reference a &4 Attachments

Expenses (7

Expand All | Collapse All Add: | [ My Wallet (0) | £F Quick-Fil Total 187.00 USD
*Date *Expense Type *Description *Payment Type *Amaount *Currency
12/18/2016 |[5] [Lodging v]  *[Hotel Stay for Business Workshap Training {2 [Check v 8500 [usD @

213 characters remaining
Receipt Split

*Billing Type| Billable £

[ Default Rate 1.00000000

*Exchange Rate



g/ Submitting an Expense Report

To submit the Expense Report:

A Click the Summary and Submit link on the Create Expense Report page. A new page displays with the
Totals for the Expense Report.

A Click the certification statement check box.

A Click the Submit Expense Report button.

Favorites | Main Menu + > Travel and Expenses ~ > Expense Report~ > Create/Modify
New Window | Help | Personalize Page | &
Create Expense Report Save for Later | E3) Expense Details
HECTOR ARANA Actions | ._.Choose an Acfion vl | GO |
*Business Purpose|Training v|

*Description |Business Writing Workshop

Reference (&}
Totals (7 &) view Printable Version B4 view Analytics D Notes % Aftachments
Employee Expenses (5 Lines) 187.00 USD Mon-Reimbursable Expenses 4250 USD Employee Credits 0.00 UsSD
Cash Advances Applied 0.00 USD Prepaid Expenses 000 USD supplier Credits 0.00 USD
Amount Due to Employee 144.50 USD Amount Due to Supplier 0.00 USD

By checking this box, the employee has certified the expenses listed were incurred by the employee on official
business of the Commonwealth of Virginia and include only such expenses necessary in the conduct of that

———LE LR
[ Submit Expense Report |




g/ Submitting an Expense Report (continued)

The Submit Confirmation pop-up window S e

‘ Expense Report Submit Confirm x
[ES ~

displays. -
Create Expense Report

Click the OK button. e EY Submit Confimation 5
The Create Expense Report page changes to O st 1
the View Expense Report page. T ChDoTTUIIIDOUm ummonoum
A message displays in red at the top of the | |

page indicating the expense report has been

submitted for approval. o o]

p ST S YR
I

Amount Due to Employee 144.50 USD Amount Due to Supplier 0.00 USD

B
Favorites + ‘ Main Menu v » Travel and Expenses ~ > ExpenseReport~ » Creale/Modify
| New Window | Help | Personalize Page | B
View Expense Report e Expense Detals
HECTOR ARANA [EY chooseanacion  [VHINCOl
Your expense report 0000106206 has been submitted for approval.
Business Purpose Training Report 0000108206 Submission in Process
Description Business Writing Warkshop Created 01/08/2017 HECTOR ARANA
Reference Last Updated 01/06/2017 HECTOR ARANA
Post State Not Applied
Totals (7 & View Printable Version B View Analytics O Notes
Employee Expenses (5 Lines) 187.00 USD Non-Reimbursable Expenses 4250 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses. 0.00 USD Supplier Credits 000 USD
Amount Due to Employee 144.50 USD Amount Due to Supplier 0.00 USD

v By checking this box, the employee has certified the expenses listed were incurred by the employee on official
business of the Commonwealth of Virginia and include only such expenses necessary in the conduct of that
busin

| Refresh Approval Status

Click on each image to enlarge
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@ Submitting an Expense Report (continued)
/

A Atfter clicking the OK button on the Submit Confirmation pop-up window, the Expense Report is edit
checked. If errors are detected, additional administrative action may be required.

A Budget checking is also a part of expense report processing.

A Expense reports are checked against the budget(s) established for the related accounting entries. If an
expense report exceeds the budget, additional administrative action may be required.
A Budget checking is done by Cardinal approximately every 2 hours during the day and once overnight.
A Approvers also have the option to manually run budget check when reviewing an expense report, then
approve it.

For more detailed information about expense approval process, see the course entitled 501 AP318:
Accounts Payable Approvals located on the Cardinal website in Course Materials under Learning.
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@ Submitting an Expense Report (continued)
/

A After passing edits, the Expense Report routes thr
one approval is required, Cardinal automatically routes the Expense Report to the designated
approver(s).

A The approver(s) may approve, deny, or send back the Expense Report. If the request is not approved,
the approver is required to indicate the reason(s) in the message comments.

A Approved Expense Reports are submitted for payment in the nightly batch.
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/;) Viewing an Expense Report Status
/

Favortes = Main WMerw » v Travel and Expensés » » Exponse Roporle » View

View the status of the Expense
Report any time after saving or View Expense Report B Einse Dt
submitting it using View from the sesons T ] | 5
menu. Access the view page using Buatizse Puposs: Trag Report QOODT06206  Susted for Approval

Descriplion Busingss Weling 'Workshop Crested 01082017 HECTOR ARANA

the foIIowing path: feterenze st BERET rESTER AT

Post Stabe Mol Azplied
Totals 7 & View Pratabe Versen B view Anahtics £ Motes

| M Windonw | Heip | Personaice Page | &

Main Menu > Travel and Expenses sttt T s a0 o e
>Travel and Expense Center >
Expense Report > View

Amount Due to Employee 144,50 USD Amaunt Due to Supplier 0.00 USD

e By checking this box, the employes has cariified the expenses lsied were moumed By the employes on official business of the Commaermaalih of Viegind
and include only such cxpenses necessary im the conduct of that basiness.
Withdraw Expanse Report Submitied On  O1042017 Submitied By HECTOR ARANA

The current status displays in the Rpproval ony
Approval History section of the 5B ; &

U=

Submiting R Sspbruniar Expenss Cotranaisr
page . HECTOR ARANA JOHN SMITH ROSA PARKS Pymant

Achioh Rale Hame Dt Tame

CIICk tO eXpand thIS area Of the page Submitied Empigyee HECTOR ARANA DUBEZ01T 1203 40PK
and view the current status of the R
expense report.

Click on image to enlarge

A green checkmark on the step
indicates it has been completed.
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74 Viewing the Travel Authorization Status (continued)
/

The Expense Coordinator approval level may require additional levels of approval (i.e., Agency Head,
District Administrator, etc.). If there are additional approvals required, the label of the Multiple Approvers
displays.

When this is the case, this level will not show a green checkmark until all required levels of approval are
completed. Thef i n al approver 0s Bxmense Cabrdimgdr angesall levalslaeercompleted.

The individual approvers will display in the grid below once they approve, however, they are not visible before
then.

and include only such expenses necessary in the conduct of that business.
Submit Expense Report Withdraw Expense Report Submitted On  01/26/2017 Submitted By HECTOR ARANA

Approval History

% 2 5
Submitted HR Supsnisor Expenze Coordinator Payment
HECTOR ARANA JOHM SMITH Multiple Approvers y
Action Role Name DateTime
Submitted Employee HECTOR ARANA 01262017 8:33:57AM
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/;/ Updating and Deleting an Expense Report
/

You can update an existing expense report if it was:

Saved

Withdrawn by the processor after submission, but before the approver has taken action
Sent back to you to make changes

Not submitted to the approval workflow

Not approved

Too T>o T To Do

An expense report cam be deleted if it has not yet been submitted for approval or if it has been returned or
denied by the approver. Deleted expense reports cannot be viewed.

An expense report cannot be cancelled.

If the approver denied the expense report, it cannot be updated. Delete the denied expense report to restore
any associated travel authorization. You can then use the restored travel authorization to create another
expense report, if needed.

For more detailed information about updating and deleting expense reports, see the job aid entitled SW

AP315: Updating and Deleting Expense Transactions located on the Cardinal website in Job Aids under
Learning.
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i/ Payment Cash Checking
y 4

The Payment Cash Checking process checks all payments including vouchers, cash advances and expenses
against available cash before releasing them for payment each night. The payment cash checking process
helps ensure all payments have available cash in the respective business unit (agency)/fund combinations.
During the batch process, based on system priority, payments are deducted from the applicable ledger cash
account balances in order of system priority. A running total is maintained until all payments are cleared or
marked for insufficient funds.

The Payment Cash Checkingprocessdes el ects vouchers and empl oyee exp
when they are marked for insufficient funds. Deselected vouchers and expenses can be viewed using online
inquiries or queries. Deselected vouchers/employee expenses/cash advances are reset and made available

for processing again bef or e tuh @heynaeexnot paidiurdillineyossccepséuly c vy c
pass the payment cash checking process.

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

A SW AP312 Payment Cash Checking i Overview

A SW AP312 Payment Cash Checking i Reports

A SW AP312 Payment Cash Checking i Fund Level Processing Rules Updates
A SW AP312 Payment Cash Checking i Updating Transaction Level Overrides
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;) Simulation: Creating and Submitting an Expense Report
/

You will now view a simulation that demonstrates how to Create and Submit an Expense Report.

Click on the icon below to start the simulation.
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http://www.cardinalproject.virginia.gov/Simulations/VDOT/Accounts%20Payable/Processing%20Travel%20and%20Expenses/index.html?Guid=fd3b84ca-d4cd-40c6-a4f5-ab2cfe7bcc75&Mode=T&Back

}) Lesson 4: Checkpoint
/s

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

Read the question on the next slide(s), select answer(s) and click Submit to see if you chose the correct
response.
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If you begin an Expense Report by copying from a Travel Authorization, the
accounting entries are also copied.

Z True

— False
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Once you select an Expense Type, the Quick Start menu changes to the
Actions menu.

O True

O False



Expense Reports do not contain a certification statement.

r True

T~ False
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To add a Cash Advance to the expense Report, click the drop-down
menu.

O Quick Start
© Expense Type
< Actions
o

Mone of the above



}j Lesson 4: Summary
/

In this lesson, you learned:

A Create and submit an expense report
A View expense report status
A Update an expense report

A Delete an expense report
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}) Course Summary
/

m Processing Employee Expenses

In this course, you learned:

A Understand travel and expense concepts.

A Create, submit, update, and view expense transactions in Cardinal.
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#/ Course Evaluation
/

Congratulations! You successfully completed the 501 AP315: Processing Employee Expenses course.
Click here to access the evaluation survey for this course.

Once you have completed and submitted the survey, close the survey window. To close the web based
training course, click the [X] button in the upper right corner.
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http://www.surveymonkey.com/s/392M6QG

g/ Appendix
// PP

A Key Terms
Allowed Extensions on Attachments in Cardinal
Diagrams and Screenshots

Process Flows

p TR U S

Flowchart Key
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g/ Key Terms
b e

Cash Advance: A request made by an employee for an advance on an anticipated expense.

Employee Profile: Employee data that is set up and used to correctly route employee Travel Authorizations
and Expense Reports through workflow for approval, and also to send related payments to the correct mailing
address or bank (if employee is set up for electronic payments). An Employee Profile must exist to process
any expense transactions.

Expense Report: A report of expenses incurred by an employee. The report must include details of each
expense. The details from the Travel Authorization (if applicable) can be copied into the Expense Report. If a
Cash Advance was provided, the employee applies the amount of the Cash Advance to the Expense Report.

Expense Type: A field on Travel Authorizations and Expense Reports that identifies the category of
expense. For example, some travel related expense types include: Lodging, Airline Travel, Lunch i Travel
Day, Dinner i Travel Day, etc. There are also expense types for non-travel expenses.

Expenses: Any costs incurred by employees related to business and reimbursed to employees. These
reimbursements can be for travel or non-travel related expenses.
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@ Key Terms (continued)
/

Non-Reimbursable Expense: Expense paid by the agency through direct billing or 3rd party that needs to
be identified as part of the total cost of travel. This expense will not be reimbursed to the employee and this
expense line will not generate accounting entry lines to post to Expenses and the General Ledger.

Payment Cash Checking: A process to ensure all payments, including vouchers, employee expenses, and
cash advances are checked against available cash before being released for payment each night.

Proxy: A user authorized to create and view expense transactions for an employee. Each employee must
have at least one proxy.

Travel Authorization: A request made for permission to travel. Travel Authorizations entered online in
Cardinal must be approved prior to travel.
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}) Allowed Extensions on Attachments in Cardinal
Y4

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 TIXT
XLS XLSX XML
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/’) Integration with Human Resources (Cardinal Human
~~  Capital Management)

Travel and Expenses obtains Employee Profile information, such as address and organization, from HCM.

___________________ r
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/’) Integration within Accounts Payable
/

Transactions that require payment to employee, such as cash advances and expense reimbursements, are
created in Travel and Expenses and sent to Accounts Payable for payment processing.

(s S SSa E———t 1y
[ S S s e s e | | Project Accounting 1!
|
| HR and Time& [T | Project Customer |_| I
: Benefits Attendance | | ™ Costng [*| Convacts [*T®| B%no ::
| |

W  — — | G e e — Ly L
k& | |
| | | I
1 e = i pccourie | |
| 7| Bwenses ;_!_.[ | | Recewabie [
| I General 1 |
| + | 1 Ledger | Accounts |
! B : | Receiable _|
| Accounts L LGonomlLodgw]
=1 payaiile: Lt “—————
1
| Accounes Payablo |

2 L T X L L C L T T LT LT T 7 L L L e e

| | : + :

|
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/’) Integration with Accounts Receivable
/s

If money is owed for an outstanding cash advance after submitting an expense report, Accounts Receivable
processes repayment once it is received.

e e T Y 7~ T
| 1
| |
[ HR and Time& [T /!
I b S — W
ESas H m— i ety +— ] :
|
1 4 Accounts 1
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}) Expense Process Flow Diagram
/

Travel and Expenses Process

Enter Cash
Adwvance
Request

Enter Travel Approve Travel Update Travel
Authonzation Authorization Authorization

Update Cash
Advance

Incur Travel or
Approve Cash e other LCreate Expense
Advance Reimbursable Report
Expense

Approve
ense Report

' Exp

Provide
Update Expense Receive Rep alw..'rnent
Report Reimbursement ) .
(If necessary)




@ Expense Process Descriptions
/

Enter Travel Authorization: Before traveling, enter a travel authorization with a business purpose in
Cardinal, including as many expense details as available.

Approve Travel Authorization: After entering a travel authorization, Cardinal routes the request to the

designated approver(s). They may approve request, deny it, or ask for updates, and the response is routed
back i n Cardinal s Wor kfl ow f eAutharizaBons mudt leeragroved pridmp e a r
travel.

Update Travel Authorization: If approver(s) ask for changes, you can update the request and re-submit it
for approval. If the request is denied, delete the request.

Enter Cash Advance Request: If required, enter a cash advance request in Cardinal before incurring
expenses for travel.

Approve Cash Advance Request: After entering a cash advance request, Cardinal routes it to the
designated approver(s). They may approve the request, deny it, or ask for updates, and it is routed back to
the employee.

Update Cash Advance Request: If the approver(s) ask for changes, you can update the request and re-
submit it for approval. If the advance is denied, you may delete the advance.
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@ Expense Process Descriptions (continued)
/

Process Cash Advance Request: After a cash advance request is approved, Cardinal processes it and the
advance is paid to the employee.

Create Expense Report: After completing travel or incurring other reimbursable business expenses, create
an expense report in Cardinal. Details may be copied from a travel authorization to save time. Apply the
cash advance you received (if any) to determine whether the employee is owed or is owed money.

Approve Expense Report: After entering an expense report, Cardinal routes it to the designated
approver (s). They may approve the request, deny 1it,
back to the employee.

Update Expense Report: If the approver(s) ask for changes, you can update the report and re-submit it for
approval. If the report is denied, delete the report.

Receive Reimbursement: If the employee is owed money from the expense report, Cardinal processes the
reimbursement and pays it to the employee.

Provide Repayment: If the employee owes money for an outstanding cash advance, Cardinal Accounts
Receivable processes the repayment once it is received.
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/,) Travel Authorization Entry Screen
7

Favorites » ‘ Main Menu = » Travel and Expenses+ > Travel Authorization+ > Create/Modify
New Window | Persenalize Page | &

Create Travel Authorization (0] Save for Later | [ Summary and Submit
HARANA (7 Quick Start .. Populate From v|| a0

*Business Purpose| v Default Locatian Q

*Description *Date From [ *DateTo Bl Reference Q
ﬁ Atachments

Projected Expenses (7
Expand All | Collapse Al Add: | ﬁ@uick—FiIl Totals (0 Lines) 0.00 USD

*Date *Expense Type Description *Payment Type *Amount currency

& | v [l | V] 000 ysp =

Expand All | Collapse Al Totals (0 Lines) 0.00 USD
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/;/ Travel Authorization Entry Screen Descriptions
/

Quick Start: Allows copying from an existing expense template or an existing travel authorization. This
changes to an Action drop-down menu once an Expense Type has been selected.

Business Purpose: Choose from the drop-down menu which includes: Conference, Education,
Extraditions, Field Work, Investigations, Field Work, Meeting, Other, Overtime Meal Reimbursement,
Presentation, Recruitment, or Training.

Description: This required field allows entering more information regarding the requested travel.

Default Location: This field allows selecting the location of the travel. It defaults this location onto each
projected expense line that is added. If all travel is to one location, this field can save entry time.

Date From Date To: Enter the estimated begin and end dates of the travel.
Reference: A 10 character field that is optional to use to enter additional reference information.

Attachments: Click this link to display a page where to add attachments to the authorization. For a detailed
listing of the file extensions that are allowed as attachments in Cardinal, see the appendix section of this
course.

Date: Enter the estimated date of the expense.

Expense Type: Select the type from the drop-down list, such as Airline Travel or Lodging. Each type must
be on a separate line. Use more than one line for an expense type if needed; for example, if there are two

separate airplane tickets each can be shown separately.
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@ Travel Authorization Entry Screen Descriptions (continued)
/

Description: Enter a brief description associated with the Expense Type entered. This is a required field.

Payment Type: Shows an expense item that is listed on an expense report was paid for by the employee.
Check is the default value used in Cardinal.

Amount: Enter the estimated amount of the expense. Note in this example that some amounts are display-
only. Calculate these amounts on the Authorization Detail page.
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Apply Cash Advance(s)

Favorites - | iain Menu - » Travel and Expenses » » Expense Report- > Create/Modify

_Greate Expense Report
Apply Cash Advance(s)

Report ID MWNEXT

Cash Advance Information

*Advance ID Advance Amount Balance E:tn:gange Total Applied
0000000875 632 86 0.00uUsh 1.00000000 632 86/ USD =]
Add Cash Advance || Update Totals
Total Advance Applied 63286 USD
Totals (2 Lines) 72270 UsD
Total Due Employee A9.84 UsSD
0]:4

105



@ Apply Cash Advance(s) Screen Descriptions
/

Advance ID: Enter or select the ID for the cash advance to be applied.
Advance Amount: After selecting the advance, the total amount of the advance appears in this field.

Balance: The remaining balance on the cash advance after the advance has been applied to an expense
report.

Total Applied: This field defaults to the amount of the cash advance. If a portion of the total advance amount
should be applied to the expense report, enter the appropriate amount in this field. For example, if the total
expenses on the expense report are less than the cash advance amount, you need to adjust the Total
Applied field to match the total expenses.

Delete row icon (-): To remove the advance from the expense report, click the Delete row icon.
Add Cash Advance: Click this button to add another cash advance to the expense report.

Update Totals: Click this button to update the totals below. This indicates the amount owed to the
employee, if any. Note: If any changes are made to the expense report items later, this value is no longer
correct, and may need to be updated on the Apply Cash Advance(s) page.
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;j Create Cash Advance Page
/

Favorites + | Main Menu - > Travel and Expenses - > CashAdvance » : Create/Modify

Create Cash Advance

HECTOR ARANA

. i
Business Purpnse| il Reference

*Advance Description ;;; ﬁgﬂ
s User Defaults

Fél Import ATM Advances

Cash Advance (7 &) View Printable Version (2 Notes
*Source Description =Amount Currency
| v| 0.00|UsSD
W Totals
Advance Amount 0.00 UsD

By checking this box, the employee has certified the advance requested is related to estimates of expenses to
be incurred by the employee on official business of the Commonwealth of Virginia and include only such
expenses necessary in the conduct of that business, and the advance will be repaid in accordance with
policies/procedures outlined in CAPP Topic 20336.

b A s
Submit Cash Advance

A5 Attachments

Apply Tax

[+] [=]
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/,) Create Cash Advance Page Descriptions
/

Business Purpose: Enter a description for the advance and select the appropriate Business Purpose. If this
page is linked from a travel authorization, this field defaults from the travel authorization entries.

Advance Description: Enter a description for the advance. This is a free form field. If this page is linked
from a travel authorization, this field defaults from the travel authorization entries.

Reference: Enter any additional information about the advance, or specific reference numbers that might be
required. For example, entering the Authorization ID of the associated travel authorization will help make
sure the advance is applied correctly on the subsequent expense report.

Source: Defaults to System Check and cannot be changed.

Description: Enter an additional Description if needed.

Amount: Enter the requested Amount.

Save for Later: Click Save for Later if the request is not being submitted at this time.

Notes: Click this link to add any notes related to the cash advance for the approver to review.

Attachments Link: Click this link to display a page where to add attachments to the cash advance request.
For a detailed listing of the file extensions that are allowed as attachments in Cardinal, see the appendix
section of this course.
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V4

y Create Expense Report Page

Create Expense Report
HECTOR ARANA 12

Favorites » ‘ Main Menu = » Travel and Expenses » » Expense Report» > Create/Modify

New Window | Help | Personalize Page | &

Save for Later | [& Summary and Submit

Quick Start | _ Populate From v|| 6o |
"Business Purpose v| Default Location Q
*Report Description A Attachments
Reference Q
Expenses (7
Expand All | Colapse Al Add: | i My Wallt (0) | 4 QuickFil Total 0.00 USD
*Date *Expense Type Description *Payment Type *Amount *Currency
el v ] [E v 000 uso o [ [E
254 characters remaining

Expand All | Collapse Al Total 0.00 USD
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@ Expense Report Entry Screen Descriptions
/

Business Purpose: Select the appropriate purpose from the drop-down menu.

Report Description: Free form field used to enter a description associated with the Business Purpose
selected.

Default Location: Select or enter the location where the expense(s) was incurred. This is the location that
populates all expenses lines on the report that require a location and can be changed as appropriate.

Expense Lines: Use this section to enter the expense details. When the Expense Type is selected, the line
populates with the required fields for that expense.

Attachments: Click this link to display a page where to add attachments, such as scanned receipts, to the
expense report. For a detailed listing of the file extensions that are allowed as attachments in Cardinal, see
the appendix section of this course.
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,} Saving a Travel Authorization (continued)
/

Favorites | Main Menu - > Travel and Expenses » > Travel Authorization = > Create/Modify

Modify Travel Authorization

HARANA (7)

*Business Purpose| Training v|

New Window | Personalize Page | @

L] Save for Later @- Summary and Sub

Actions |...Choose an Action v| |_G

Default Location |Yirginia Beach (3 | Authorization ID 0000005572 Pending |

*Description [Business Writing Seminar |

&  Atachments
Projected Expenses (7

Expand All | Collapse All Add: | f}? Cuuick-Fill

*Date *Expense Type *Description *Payment Type
v [11/042019 | [Lodging w|  "|Hotsl stay for Training 7 [Check v

*Billing Type|Billable W

*Location |Virginia Beach |a
Number of Nighls
*Nightly Rate 99,00

 Accounting Details (7)

Chartfields

*Date From |11/04/2018 |5  *Date To|11/052019 | Reference |

la

Totals (3 Lines)

*Amount Currency

196.71  USD

99.00, ysp (=]

*Billing Type|Billable W

# oy - - |

I

Click on image to return

Amount GL Unit SpeedType Key Account Fund Program Department Cost Center FIPS
99.00| 60100 | |, [5012850 |y (02601 |Qy [499003 @, [250200 oy [514 e | e | Je
< >
v [11/042019 |5 [Per Diem Incidentis-Travel Day v]  "lincidentals 7 [Check v] 378 Usp =]
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,) Creating a Cash Advance from the link on the Travel
Authorization Page

Click on image to return

j New Window | Personalize Page | =
L [ Save for Later | [ Summary and Submit
/" Actions |Create Cash Advance v I_Gﬂ
Authorization ID 0000005572 Pending
Reference Q

Favorites « Main Menu v > Travel and Expenses ~ > Travel Authorization» > Create/Modify > Create Cash Advance

Create Cash Advance

H ARANA

"Business PUIHOSSITI’GiniHQ i Reference

*Advance Description Business Writing Seminar

50
@ yser Defaults
E&. Import ATM Advances

Cash Advance (7 View Printable Version (> Notes
*Source Description *Amount §urrency
[ System Check v| |Advance for Training 100.00 §SD
v Totals
Advance Amount 100.00 UsSD

be incurred by the employee on official business of the Commonwealth of Virginia and include only such
expenses necessary in the conduct of that business, and the advance will be repaid in accordance with
nolicies/orocedures gutlined i APP Topic 20336.

Submit Cash Advance

@ By checking this box, the employee has certified the advance requested is related to estimates of expenses to

Save for Later

A& Attachments

[+ =
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#/ Submitting a Travel Authorization
/

Favorites v ‘ Main Menu v » Travel and Expenses v > Travel Authorizationv > Create/Modify
New Window | Personalize Page | |
Travel Authorization £q) Travel Authorization Defais
HARANA Actions .. Choose an Action V|| 60 |

Your travel authorization 0000005572 has been submitted for approval.

Authorization ID 0000005572 Submission in Process

Business Purpose Training Default Location Virginia Beach
Description Business Writing Serinar Date From 11/04/2019 Date To 11/05/2019
Reference
Totals (2 View Printable Version © Notes
Projected Expenses (3 Lines) 186.71 USD Denied Expenses 0.00 USD

Total Authorized Amount  196.71 USD

| By checking this box, the employee has certified the expenses listed are estimates of expenses to be incurred by

the employee on official business of the Commonwealth of Virginia and include only such expenses necessary in
the conduct of that business.
Submit Travel Authorization I

Refresh Approval Status \

(] Notify |

[ Retumto Search |

Click on image to return
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#/ Checking the Expense Report for Errors
/

P| [121920% |5 [Lodging Fees and Taxes v T [Chec v 1525 U0 | [H [
254 characters remaining
“Billing Type|Bilable v [ Receipt Soit ¥ Default Rate *Exchange Rate | 1.00000000 ¢ B
[ INon-Reimbursable  Base Currency Amount 15.25 USD
CUINo Receipt
Accounting Details (7
ey
Receipt Split ¥ Default Rate *Exchange Rz
L Loy
:.I Expense Report Line Errors < fmo
Help
ails (7
P Please enter or update the following information:
=0
Missing Description
GL Unit partm
....... e
E0100 | 1
< I TH

Click on image to return
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I} Submit Confirmation Page
/

LCARUINAL | [

All__~ | Search

I 2 | Advuanrad Scarch

|25 -

te EX

TOR AR
B

1]

als (2

mployel

Cas

By

Expense Report Submit Caonfirm

Create Expense Report

Submit Confirmation
HECTOR ARANA
Totals (7
Employee Expenses (5 Lines) 187.00 LUSD
Cash Advances Applied 0.00 UsD

Amount Due to Employee

| oKk || Cancel |

Non-Reimbursable Expenses 4250 USD
Prepaid Expenses 0.00 UsD
144.50 USD Amount Due to Supplier

Employee Credits
Supplier Credits

0.00 USD

Help

B

|_n.|

0.00 UsD
0.00 UsD

Click on image to return
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;} Submitting an Expense Report
/

Eavorites - | Main Menu = > Travel and Expenses = > Expense Report= > Create/Modify

View Expense Report

HECTOR ARANA
Your expense report 0000106206 has been submitted for approval.

Business Purpose Training Report

Description Business Writing Workshop Created
Reference Last Updated
Post State

Totals ¢

&j View Printable Viersion B4 View Analytics

Employee Expenses (5 Lines) 187.00 USD

0.00 UsSD

Non-Reimbursable Expenses

Cash Advances Applied Prepaid Expenses

Amount Due to Employee 144.50 UsSD

business.
Submit Expense Report

Refresh Approval Status

0000106206 Submission in Process
01/06/2017
01/06/2017
Not Applied

HECTOR ARANA
HECTOR ARANA

Q Motes

42.50 USD
0.00 USD

Amount Due to Supplier

By checking this box, the employee has certified the expenses listed were incurred by the employee on official
business of the Commonwealth of Virginia and include only such expenses necessary in the conduct of that

| New Window | Help | Personalize Page | (&

B Expense Details

LB ChooseanAcion  RNEON

Employee Credits 0.00 UsD

Supplier Credits 0.00 UsD

0.00 USD

Click on image to return
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,} Viewing an Expense Report
/

Favoriies - iain keru - » Trawel and Expentes » » Exponse Repad~ » View

| M Window | Help | Pesstaize Page | 2

View Expensa Report §C3 Experse Detaits
HECTOR ARANA L[ Chocsoan Acion R Rc)
Business Purpode Trainng Reporl (OODIDED0E  Subemified for Approval
Descripdion Business Wrling 'Workshop Crested 01042017 HECTOR ARAMA
Rederance Last Updaied 01062017 HECTOR ARAMA
Posi Stabe Mol Appled
Tatals 7 & View Printatis Verson B View Analytics {2 Motes
Emplogea Expenses (5 Lines) 16700 B0 RonReimbursable Expansas 4250 USD Emploges Crédits 00D Eh
Cash Advances Applied Q00 LS50 Prepaid Expenses Q00 LS50 Suppler Credils Qo0 LS
Amount Due to Employee 144,50 USD Amaount Due to Supplier 0.00 USD
-

By checking this box, the employes has corifed the axpenses Esied wore mcunmed by the employes on official business of the Commosraaalth of Viegindy
and include only such CIpENSES HECESSAMY im the conduct of that basiness.

bl Expaios Fapoi \Withdraw Expense Report Submatiod On 01042017 Submitied By HECTOR ARAMSA,

+ Approval Histony

Sulierating iR Sippebeniod Exparmia Commimatar Pryment
HECTOR ARANE SO BT ROSA PADKE
Ao Rale: Hame Duatei Tome
Submitied Empigyes HECTOR ARAMA GUDAR0NT 1203 40P

i Fetum o Search ] by

Click on image to return
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p/ Travel Authorization Process
/

Travel authorization with
pre-trip information and

estimated travel cost
is entered.

Create Travel
Authorization

MNew Travel
Regquest?

h 4

Update Travel /
Authorization

Yes

Ready for
Submission?

Travel authorization information
is updated for any travel
authorizations that have not
been submitted for approval or
that were sent back by the approver

Create a Cash

Advance?

Y

ave Request
for Later

Travel guthorization is saved
without submitting it for approval.

Delete Travel

Authorization
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/) Travel Authorization Process (continued)
/

Travel authorization is
routed for approval based
on predetermined
approval routings.

Submit

Travel
Authorization Approve? No
for Approval /

=end Back to
Employee?

Yes

v

Yes
* Yes
Approver places the Place Travel Approver retums the
travel authorization on Authorization travel authorization
hold for future on Hold request with comments
consideration. to the employee for

cormection or revisions.

Approve
Travel

Authorization

Approved travel
authorizations that have

not be applied to expense
reparts can be cancelled.

Cancel /
Travel

End

Return Travel
Authorization

Approver denies the travel
authorization request with
comments. The travel
authorization cannot be
resubmitted

Deny Travel
Authorization

h 4

Delete Travel

Authorization

Althorization
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#/ Cash Advance Process
/

New Cash Keep for
Advance? Later?
Cash advance information The cash advance is
is entered including Mo saved without submitting
description of advance ¢ it for approval
and amaount.

Cash advance
information is updated
for any cash advances

that have not been
submitted for approval
or that were sent back
by the approver.
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/) Cash Advance Process (continued)
/

Approver places the
cash advance on hold
for future consideration.

Place

Cash
Advance
on Hold

Yes

Approver denies the

cash advance request

with comments.

- Deny
Approve? nd Back tG Cash
Advance
Cash advance is routed for Yis v
approval based on
predetermined approval Approver returns the
routings. The approval routings Approve cash advance [(};]le:}e
may include multiple levels of Cash request to the 3
approval. Advance employee. Advance
Y
The cash advance
accounting entries are posted Post
by the Expense Transaction Liabilities
Frocessing process.
Y
Create and v
Process -
Journals > End
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#/ EXxpense Report Process
/

Yes

associate any cash
advances.

- Enter expense information
from a template, travel

authorization, etc. Also

Create
Add
Expense
Report Attachments

Save

Expense

Ready for Keep for

Submission? Later? Report for

Later

Save the expense report
without submitting it for
approval

Yes

Delete any expense
reports that are not
submitted or denied by
approver.

122



©

Yes

Submit
Expense
Report for
Approval

Bu:ﬁg‘:m Budget
ions?
Reports Exceptions?

Expense Report is
routed for approval
based on
predetermined
approval routings.

Expense reports are
budget checked
ad hoc or during

the nightly batch.

Approver places the
Expense Report on hold
for future consideration.

g/ Expense Report Process (continued)

Approve? o

Approver denies the

Expense Report request

Send Back?

Yes
Budget Check
Approver returns Return gutomatically
Yes the Expense Report Expense runs for denied
with comments for Repart, expense report
COTTection or revisions. to add back
budget.
b 4 Y
Budget Check Adjust
automatically Expense
runs for returned Report
EXpEnse reports and
to add back Submit
budget.

Additional

Budget Check
Expense
Reports

Approvals?

Mo

with comments. The
EXpense report
cannot be resubmitted.

Deny
Expense
Report

e

Budget Check
Expense
Reports

Delete
Expense
Report

(i

End
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/,) Expense Report Process (continued)
/

The expense report
accounting entries are
posted by the Expense
Transaction Processing

process

(—

Post
Liabilities

Create and
Process
Journals

Expense

b Feport

Extract

Expense reports created
through an interface to
Cardinal are extracted
and transmitted to the

relevant agency

124



/ Payment Process
/

The Expense Transaction
Processing process runs
in batch nightly to stage
data (cash advance and
expenses) for AP Pay
Cycle.

Expense transactions
are excluded from CDS

but included in
Payment
Cash Checking.

Create
FPayments in

Stage
®—> Payments
Frocess

AP

Cash Advance and
Expense payments are
posted in the Expenses

module by the nightly

Expense Transaction

Processing process.

Fost Expense
and Cash

Advance

Y

Fayments

Create and
Process
Joumnals

Cash Advances are
manually reconciled
with payments recered
for outstanding
balances due to COVA

Manualby
Reconcile
Cash
Advance

Yes

l Y

Automatically
Feconcile 46114:1 :|
Cash Advance -

Cash Advances that are
fully applied to expense
reports are automatically
reconciled each night by
the Expense Transaction
Processing process.

Payment
Recon
Extract
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)/ Flowchart Key
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