//\/Cardinal Cardinal Accounts Payable Job Aid
V4 AP312 Processing PCard Vouchers (VDOT Only)

Processing PCard Vouchers Overview

PCard processing involves reviewing, verifying, and approving PCard transactions. At the end of each
monthly cycle, queries are run to ensure all transactions have been approved. The approved
transactions are then loaded to voucher staging tables for processing and payment. The PCard process
includes both PCard and ISSP transactions. This Job Aid focuses on the Accounts Payable role in the
PCard process as it relates to creating the PCard Voucher. Note that other parts of the process are
mentioned to set context and are not covered in detail.

Navigation Note: Please note that there may be a Notify button at the bottom of various pages utilized
while completing the processes within this Job Aid. This “Notify” functionality is not currently turned on
to send email notifications to specific users within Cardinal.
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Revision History

Revision Date Summary of Changes

9/1/2026 Updated to reflect the Cardinal system upgrades.

6/12/2025 Baseline.
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//;/ Cardinal

Roles and Responsibilities in the PCard Process
The flow chart lists the PCard key roles and high-level responsibilities for PCard Voucher Transactions

to provide context for the Job Aid.
) ) PCard Accountant
PCard User PCard Supervisor | Cardinal PPS Team / PCard Approver
Voucher Processor
Runs query I.-"
Loads Pcard \ o idenkihy
transactions \ unecneld
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at the end of |
\ each month |
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Y
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h 4
Y 9
Updates {
each . Updates /
Runs woucher District # / Appraves f
build process Central | District
Office Vouchers
voucher
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Processing PCard Transactions
Identifying Unreconciled Transactions

At the end of the Billing Cycle (15" of the month), run the PCard/ISSP Un Reconciled Trans query.

Step | Action

1. Navigate to the Query Viewer page by clicking the Query Viewer tile.

Query Viewer

The Query Viewer Search page displays.
‘ & Cardinal Financials ‘ Query Viewer

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

*Search By | Query Name ~|  begins with l|

2. Enter “V_PR_UNRECONCILED_TRNSCTNS” in the “Query Name” begins with field.

*Search By Query Name ~|  begins with
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Step | Action

The PCard/ISSP Un Reconciled Trans query displays in the Search Results section.

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

*Search By [ Query Name v begins with V_PR_UNRECONCILED_TRNSCTNS

Search Results

*Folder View \ —All Folders — v
Query
B 0.‘ 1-10f1 v | ViewAl ‘
ety Runto |Runto |Runto an Add to
Query Name Description Owner Folder HTML | Excel |XML Schedule Definiticnal References Favorites
‘V_PR_UNRECONC\LED_TRNSCTNS ‘ PCARD/ISSP Un Reconciled Trans Public ‘ ‘ HTML | Excel ‘XML Schedule Lookup References Favorite

Although the query description specifies ISSP Unreconciled Transactions, the Card Issuer
0 field value determines whether the results will include PCard or ISSP transactions. The Card
Issuer value for ISSP transactions is “ISSPO”.

3. Select the output format for the query by clicking the applicable link.
Runto |Runto |Runto - Add to
HTML | Excel | XML Schedule Definitional References Favorites
HTML | Excel XML Schedule Lookup References Favorite

o The XML format is not used in Cardinal Financials.

The PCard/ISSP Un Reconciled Trans query opens in a new browser tab.

@ Query Viewer X @ Quey x  +
€ > @ % fintmxcardinal.irginia.gov/psc/fintm_7/EMPLOYEE/ERP/q/?ICAction=ICQryNameExcelURL=PUBLICY_PR_UNRECONCILED_TRNSCTNS O

V_PR_UNRECONCILED_TRNSCTNS - PCARD/ISSP Un Reconciled Trans

*Card Issuer Q
Name (% For All)
District (% For Alll
Row Unt S s o S, TR Splece Teruacton BUNG U wecham: PR PR poseronon (ST, unmy S THmien St oot e G vt o e G e G fseteme B ferbes
4. Enter or select the applicable Card Issuer in the Card Issuer field.
*Card Issuer ')
5. Enter or select the applicable name in the Name field or enter “%” for all.
MName (% For All}] |
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Step

Action

6.

Enter or select the applicable district in the District field or enter “%” for all districts.

District (% For A [_____] |

Click the View Results button.

View Results

The query downloads to Excel.

0 @ & ®

V_PR_UNRECONCILED_TRNSCTNS_11812
2158.xlsx
6.9 KB » Done

Click the File to open it.

V_PR_UNRECOMCILED_TRNSCTNS_11812
2158.xlsx

6.9 KB « Done

The unreconciled transactions results display in Excel.

AL A\ e ﬁ: | PCARD/ISSP Un Reconciled Trans
A B | c | D | E | F | G | H | | [ | K | L

1 [PcaRl17

2 [Unit_|Short Desc [Name Jissuer JCard Number l fion Number |[Sequence Numl[Transaction Date|[Billing Date |Line Numb[Merchant [ Number
3 [50100 BoAVDistd BAVI9 % 1010869180 2 12/31/2025 1/15/2026 0 IN *COMMERCIAL BUSINESS §

Aﬁ'ﬁDlDD BoAVDist9 BAVIS "24692165365101107731225 1 12/31/2025 1/15/2026 0 FERRELL*GASLP

5 (50100 BoAVDis®) BAVI9 24040836002900014775306 8 1/1/2026  1/15/2026 0 TOTAL PEST SERVICES B4102
6 (50100 BoAVDis® BAVI9 % 18015901381 6 1/2/202  1/15/2026 0 BW WILSON PAPER COMPANY

77'50100 BoAVDist9 BAVI9 1801590137 7 1/2/2026 1/15/2026 0 BW WILSON PAPER COMPANY

Bﬁ'ﬁl}lDD BoAVDist9 BAVIS "34692166005105249257704 2 1/5/2026 1/15/2026 0 SQ *MISTER JANITOR

9 (50100 BoAVDis®) BAVI9 24011346005100100200028 4 1/5/2026  1/15/2026 0 UNITED SITE SERVICES
10 (50100 BoAVDis® BAVI9 2401134600510010026C 3 1/5/202  1/15/2026 0 UNITED SITE SERVICES
117'50100 BoAVDist9 BAVI9 k. 190000527 4 1/6/2026 1/15/2026 0 INFRASTRUCTURE SOLUTIONS
127'50100 BoAVDist9 BAVIS 190000519 5 1/6/2026 1/15/2026 0 INFRASTRUCTURE SOLUTIONS
13 (50100 BoAVDis®d BAVI9 245019 10859236 29 12/19/2025  1/15/2026 0 POTTERS POTTIES.
1450100 BoAVDis® BAVI9 24801975353567610859244 28 12/19/2025  1/15/2026 0 POTTERS POTTIES.
157'50100 BoAVDist9 BAVI9 4692166006 106272958316 3 1/6/2026 1/15/2026 0 SQ *MISTER JANITOR
157'50100 BoAVDist9 BAVIS 24011345365 1 12/30/2025 1/15/2026 0 VIRGINIA VAGP
17 (60100 BoAVDis®d BAVI9 24692166003103151184612 1 1/3/2026  1/15/2026 0 COMCAST/ XFINITY
18 (50100 BoAVDis® BAVI9 % 103151184588 2 1/3/2026  1/15/2026 0 COMCAST / XFINITY
197'50100 BoAVDist9 BAVI9 k. 103151184497 3 1/3/2026 1/15/2026 0 COMCAST / XFINITY

9.

Review the results and take the appropriate action based on the status of the transaction
(e.g., Reviewed, Verified). This may include notifying the appropriate PCard Administrator.

@

The Cardinal PPS Team loads approved PCard transactions with valid ChartField status for
the current billing and previous billing cycle(s) to Voucher staging tables (around the 26" of
the month).

The Voucher Build Processes then creates Vouchers for regular and emergency PCard
Transactions.

Rev 9/1/2026
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Reviewing PCard Transactions

The PCard Accountant/Voucher Processor runs the PCARD Transactions by Trans Dt
(V_PR_PCARD_TRANS_BY TRAN_DT) query to review transactions by district, included on the
Voucher for the billing date specified.

Step | Action

1. Navigate to the PCARD Transactions by Trans Dt query by clicking the Query tile on the
Cardinal Financials Homepage.

Query Viewer

The Query Viewer Search page displays.

‘ & Cardinal Financials ‘ Query Viewer

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

*Search By | Query Name ~|  begins with [|

2. Enter “V_PR_PCARD_TRANS BY_TRANS DT” in the “Query Name” begins with field.

*Search By Query Name ~ begins with |
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Step | Action

The PCARD Transactions by Trans Dt query displays in the Search Results section.

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

*Search By [ Query Name v begins with |V_PR_PCARD_TRANS_BY_TRANS DT |

Search Results

*Folder View | —All Folders - v
Query
‘EF. |Q| 110f1 v | ViewAl
Query Name Description Owner | Folder ﬁ%tﬂ E;Icl:-letlu gjﬂ_m Schedule Definitional References ‘;:\fotn%es
V_PR_PCARD_TRANS_BY_TRANS_DT PCARD Transactions by Trans Dt Public HTML | Excel |[XML Schedule Lookup References Favorite
3. Select the output format for the query by clicking the applicable link.
Runte Runto |Runto Aoy Add to
HTML  Excel XML Schedule Definitional References b
HTML | Excel | | XML Schedule Lookup References Favorite
0 The “XML” format is not used in Cardinal Financials.
The PCard Transactions by Trans Dt query opens in a new browser tab.
V_PR_PCARD_TRANS_BY_TRANS_DT - PCARD Transactions by Trans Dt
*Trans Date From 2]
“Trans Date To 5
Card Issuer (% for all) Q
Name
Employee 1D (% for all) Q
Biling Date (MM/DD/YYYY)
Status (% for all)
Voucher 1D (% for all)
Account (% for all) Q
Cost Center (% for all) Q
Department (% for all) Q
o PR 25 PG e e CEE:E‘“ c:‘;ﬁm Taacion S'T“.E:.“i“ s 5:;: &:J:, T T%.n an PO BN TES 1 SRS Mu% C:ng Aopgoued hagroul sl Tans oy ‘E§’ :u '.ZIZD“: T;"é: ro {::’ 555’," Account Fund Program Doparment (CO3%  AGSTSY AJENSY st e
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Step | Action

4. Enter the applicable information for all fields with the applicable information. For some fields, a
“%” can be entered to search for all values.

*Trans Date From [E
*Trans Date To [3
Card Issuer (% for all) QL
Name
Employee 1D (% for all) a

Billing Date (MM/DDAYYY)
Status (% for all)
Voucher ID (% for all)
Account (% for all) a,
Cost Center (% for all} Q
Q

Department (% for all)

5. Click the View Results button.

| View Results I

The query downloads to Excel.

Qe % O @ & O

V_PR_PCARD_TRANS_BY_TR! 4 [A
9801021.xlsx
16.1 KB « Done

6. Click the File to open it.

V_PR_PCARD_TRANS_BY TRAMNS DT_

769853070.xls%
4.5 KB » Done

ot
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Step | Action
7. Sum the Trans Amount field in the downloaded Excel document. In this example, this total
represents the total billed to District Account BoAVDist 9 (Card Issuer: BAVI9) on 01/15/2026 and
will be needed for Voucher reconciliation.
This total will include both reconciled and unreconciled transactions.
For this example, the total PCard Transactions is $421,299.29. The Voucher Number for these
transactions is 01863955. The Voucher Number(s) display on this query in the Voucher ID
column.
Q | R | s | T | v | v
Voucher
[Posted Date|Billing Date | Merchant [Supplier ID|[Last User to Modify 1o
12/18/2025  1/15/2026 | 870.000] Reynolds Lighting Supply
12/18/2025 1/15/2026 36.3800 COMMONWEALTH OF VADEPT O 6000031103
12/18/2025 1/15/2026 35.7800 COMMONWEALTH OF VADEPT O 73000031103 01863955
12/18/2025 1/15/2026 41,5600 COMMONWEALTH OF VADEPT O 73000031103
1242472025 1/15/2026 | 3666.060J WASHINGTON GAS/EZ-PAY 73000052599 01853955
1/2/2026 1/15/2026 52.8008IN *COMMERCIAL BUSINESS 5
1/2/2026 1/15/2026 672. 150 FERRELL*GAS LP
1/5/2026  1/15/2026 |  48.360§ TOTAL PEST SERVICES (L1853555
1/5/2026 1/15/2026 § 3719.2004 BW WILSON PAPER COMPANY
1/5/2026 1/15/2026 § 2155.3004 BW WILSON PAPER COMPANY
12/16/2025  1/15/2026 | 584.7000 DALY COMPUTERS- INC 0000035217 01863955
12/19/2025 1/15/2026 115. 740§ COMCAST / XFINITY 73000031088
1/6/2026 1/15/2026 253.3800 GFL- ENV 01863955
1/6/2026 1/15/2026 253.380) GFL - ENV
1/6/2026 1/15/2026 137.2504 GFL - ENV 01852955
17712026 1/15/2026 99,1000 ACE UNIFORM SERVICES INC
12/17/2025  1/15/2026 | 255.6200 THE SUPPLY ROOM AOPD Hoono29a63 01363955
1271772025 1/15/2026 50.5208 THE SUPPLY ROOM ACQPD 73000029863
1242272025 1/15/2026 156.080d THE SUPPLY ROOM AQPD 6000029563 01863955
1242442025 1/15/2026 117.030§ COMCAST / XFINITY 5000031088
12/26/2025 1/15/2026 99. 100§ ACE UNIFORM SERVICES INC 000033989 01863955
12/29/2025 1/15/2026 419.?99. UPs ?000050200
421299,290
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Step

Action

9.

Verify the Voucher Invoice Total field matches the total of the Billing Amount.

Voucher

To Be Matched

Match Exceptions Exist
Voucher Exceptions

Recycled Vouchers

O«

Budget Check Errors

Payments

1 Commercial Place
VAG-100-03-01

Iiatch Workbench

VA10023369
Scheduled Payment on Hold EVAAD44069
Norfolk, VA 23510
. My Approvals Entry Status Postable
Match Status  No Match
> My Insights
Approval Status  Pending
[\ Links Post Status  Unposted
Vouchers >
Regular Entry | Budget Status Not Chicd
Voucher Search
Budget Misc Status  Valid
Accounting Entries “View Related | Payment Inquiry v Go
Review Suppliers
Return to Search I i Notify l I Refresh l

Woucher Build Error Defail

Pay Terms
Voucher Source
QOrigin

Created On
Created By
Last Update
Modified By
ERS Type

Close Status

Summary Related Documents. Invoice Information Payments. Voucher Attributes Error Summary
Business Unit 50100 Invoice Date  01/15/2026
Voucher ID 01863955 Invoice No  NOV_01/2026_BILL_00000001
Voucher Style Regular I Invoice Total 42128929  USD I
Supplier Name  Bank of America

Due Now
Procurement Cards
ONL

05/19/2026 6:42PM

05/19/2026 6:43PM

Not Applicable
Open

Add

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

Update/Display

¢ |If the total of the Billing Amount and Voucher match, no further action is required.
¢ |If the total of the Billing Amount and Voucher do not match, proceed to the next step.

In the downloaded Excel document, sum the Trans Amount field.

In this example, this total represents the total billed to District Account BoAVDist8 (Card Issuer:
BAVI8) on 01/15/2026. This total will include both reconciled and unreconciled transactions. For
this example, the total PCard Transactions is $317,977.60.

0 R T U v |Voucher ID ~
01863956
Posted Da ~ [Billing Dal - ~ [Supplier ~ [Last User to Modify ~ 1863956
12/22/2025  1/15/2026]]  618.680]BUPERIOR PLUS PROPANE 0001463245 b
12/22/2025  1/15/2026 556.660EUPERIOR PLUS PROPANE ‘0001463245 01863956
12/16/2025  1/15/2026 80.960LOVVES 00646 ‘000047895 l01863956
12/18/2025  1/15/2026 18.980LOWES #00646 ‘0000047895 b
120182025 1/15/2026 19.430 L OWES 400646 ‘0000047895 01863956
1212026 1/15/2026 8.540 L OWES 502555 01863956
1712026 1/15/2026 47,040 OWES 402637 .
12/22/2025  1/15/2026]  950.520f5UPERIOR PLUS PROPANE ‘001463245 P 1863956
12/31/2025  1/15/2026 25.500TOWN OF LURAY ‘0000052048 01863956
12/31/2025  1/15/2026 1.950 [TOWN OF LURAY ‘000052048 f018630956
12/31/2025  1/15/2026  101.900JTOWN OF LURAY Toooos2048 -
1212026 1/15/2026 65.470TOWN OF LURAY ‘0000052048 91363956
1/2/2026  1/15/2026 12.750TOWN OF LURAY ‘000052048 01863956
1212026 1/15/2026 1.950[TOWN OF LURAY ‘0000052048 01863956
12/31/2025  1/15/2026 2.750 P AYSTAR ‘0000050351 b
1/2/2006  1/15/2026)  66.250fTOWN OF STANLEY ‘000050351 01863956
12/16/2025  1/15/2026  2700.000|BLUE RIDGE CC ‘0000053462 f018630956
12/16/2025  1/15/2026]  2700.000BLUE RIDGE CC ‘000053462 1863956
12/16/2025  1/15/2026]  2700.000BLUE RIDGE CC ‘0000053462 L
12/16/2025  1/15/2026]  2700.000BLUE RIDGE CC ‘000053462 01863956
12/19/2025  1/15/2026  2373.940[P2ND CENTURY TECHNOLOGIES  'D001439959 f01863956
12/19/2025  1/15/2026)]  3274.400P2ND CENTURY TECHNOLOGIES 001439959 -
122302025 11542026 2194.000[HERC RENTALS B000004139 01863956
12/23/2025  1/15/2026] 442540060 *ONE SOURCE SUPPLY ‘0001518922 l01863956
317977.670
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Step

Action

10.

Sort the results by Voucher to determine the total amount included on the Voucher(s) created for
the billing period.

In this example, the Voucher Number that was created is 01863956 and the total amount is
$313,895.67. The difference between the Total billed amount ($317,977.67) and the Voucher
amount ($313,895.67) is $4082.00.

The $4082.00 represents transactions that have either not been reconciled or have been
reconciled but not approved for that billing period.

The Voucher payment must match the total amount billed. Therefore, the Voucher will need to be
adjusted accordingly. These steps are completed by the PCard Accountant/VVoucher Processor.

11.

Navigate to the Regular Entry page by clicking the AP WorkCenter tile on the Cardinal
Financials Homepage.

AP WorkCenter

6

For information about WorkCenters, see the Job Aid titled Overview of the Cardinal Financials
WorkCenters located on the Cardinal website in Job Aids under Learning.

12. | Use the following navigation path in the WorkCenter: Links > Vouchers > Regular Entry
Note: WorkCenter sections, folders, and pages may vary based on the user’s Security roles.
Voucher

TS By PP
Vouchers Submitted for App.. Voucher
Voucher Mass Approval
. Add a New Value Q(Find an Existing Value
®
@
—— . “Business Unit “VoucherID [NEXT
Recycled Vouchers *Voucher Style ‘ Regular Voucher v‘ Supplier Name ‘ Q
Budget Check Errors Short Supplier Name ‘ a ‘ Supplier ID ‘ Q‘
Payments .
Scheduled Payment on Hold Supplier Location ‘ a ‘ Address Sequence Number ‘ 0Q ‘
bmren Invoice Number | Invoice Date | =)
> My Insights Gross Invoice Amount | 0.00| Freight Amount | 000
- Links Misc Charge Amount ‘ 000| Estimated No. of Invoice Lines ‘ 1‘
Vouchers .
Regular Entry [ Add ]
Voucher Search
Accounting Entries
Rev 9/1/2026 Page 12 of 24
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Step

Action

@

Users can also access the Regular Entry page using the following navigation path:

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

The Voucher Add a New Value page displays.

Add

Voucher

a New Value

[ Q,Find an Existing Value

*Business Unit |50100 Q

*Voucher 1D |NE)(T

*Voucher Style | Regular Voucher v| Supplier Name | Q
Short Supplier Name | Q | Supplier ID | Q ‘
Supplier Location | Q | Acddress Sequence Number | 0Q ‘
Invoice Number | | Inveoice Date | ‘
Gross Invoice Amount | [)00| Freight Amount | (],[)[)|
Misc Charge Amount | 0_00| Estimated No. of Invoice Lines | 1 ‘
Add
13. | Click the Find an Existing Value button.

C, Find an Existing Value

Rev 9/1/2026
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Step | Action

The Find an Existing Value Search page displays.

Voucher

Find an Existing Value

~ Search Criteria

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

) Recent Searches | Choose from recent searches v| /T saved searches [ Choose from saved searches v| &
Business Unit ‘Z| [poto0 Q] VoucherID | begins with v | |
Invoice Number | begins with +| | ‘ Invoice Date | = ~| ‘ |
Short Supplier Name | begins with | | ‘ Supplier ID | begins with v| | Q|
Supplier Name ‘ begins with v| | ‘ Voucher Style | - v‘ ‘ v‘
Related Voucher ‘ begins with v| | ‘ Entry Status | - v‘ ‘ v‘
Voucher Source ‘ = v‘ | v| Incomplete Voucher | = v‘ ‘ v‘
A Show fewer options
O Case Sensitive

14. | Enter the applicable Voucher Number in the Voucher ID field.

Voucher ID | begins with v|

0 This is the Voucher Number from the PCard Transactions by Trans Dt query.

15. Click the Search button.

=
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Step | Action

The Voucher displays with the Voucher Summary tab displayed by default.

Voucher

Summary Related Documents Invoice Information Payments Voucher Attributes Error Summary

Invoice Date  01/15/2026
Invoice No  STN_01/2026_BILL_00000001

Business Unit 50100
VoucherID 01863956
Voucher Style Regular Invoice Total 31388567 USD

Supplier Name Bank of America
1 Commercial Place
VAB-100-03-01

WA10023369
EVAAD44069
Norfolk, VA 23510
Entry Status Postable Pay Terms Due Now
Match Status  No Match Voucher Source  Procurement Cards
D Approval Status  Pending Origin  ONL
Post Status  Unposted Created On  05/19/2026 65:42PM
Created By AA_GARDINAL BATCH PR
Last Update 05/19/2026 6:43FM
Budget Status Mot Chikd Modified By AA CARDINAL BATCH AP
ERS Type Not Applicable
Budget Misc Status  Valid Close Status Open
*View Related | Payment Inguiry hd Go
l Return to Search l l Notify ] l Refresh l Add Update/Display

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

16. Click the Invoice Information tab.

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

The Invoice Information page displays.

Summary Related Documents Inveice Information Payments Voucher Attributes Error Summary
. " . Non Merchandise Summary
Business Unit 50100 Invoice No |STN_01/2026_BILL 00000001 Invoice Total o Merchanctse
VoucherID 01863956 Accounting Date |05/19/2026 E| Line Total 212.895.67 g;iﬁ;?:gj(o)
Voucher Style Regular Voucher “Pay Terms ‘[)0 Q | m  DueNow *Currency usD Q ‘ ;Zmp‘aiedUSST o Search
[ vanced Supplier Searcl
i Miscall | | = Suppler Hirarch
Invoice Date |D1i151'2[)26 ‘ Basis Date Type Inv Date Iscellaneous a Suppr\er 3é%rarc y
— upplier
Invoice Receipt Date 12242025  [5]| Freight | |
Goods & Services 01092026 []| OFinal Voucher ot 3389567
ReceiptDate — .
Bank of America Difference 0.00
Supplier ID 0000042277 Q|

ShortName [BANK OF Ati001 Q|

Location |MAIN Q|
“Address |2 Q|
Responsible Org |19059 Q ‘

Customer Account # | 47152090007150522 |

ROW Acquisition ID | |

e ST S

> Copy From Source Document

The PCard Accountant/Voucher Processor reviews the Customer Account # and Responsible
o Org fields to verify this information is for their District. This Voucher will need to be updated so
that the amount matches the billing.

17. | Update the Responsible Org field as applicable.

Responsible Org | 19059 Q

The next step is dependent on the Invoice Number. The naming standard for PCard Voucher
0 Invoice Numbers follows a format as follows: [district] + [bill month/year] + [desc].

e BILL - represents the current billing cycle Voucher
e ADJUST - represents a previous billing cycle Voucher

For this example:

Invoice No |STN_01/2026_BILL_ 00000001

District: STN = Staunton
Bill Date: 01/15/2026
BILL: current billing cycle

Rev 9/1/2026 Page 16 of 24



@Cardinal Cardinal Accounts Payable Job Aid
V4 AP312 Processing PCard Vouchers (VDOT Only)

Step | Action

18. In the Invoice Lines section, click the Last link.
Invoice Lines @ [a] [z |5 O] vevro
w1 Ocemyoom s 3 B
“Distribute by Ship To __Ca‘“"a‘e
Line Amount
Multi-SpeedCharts

19. | Click the Add a New Row (+) icon to add a new Invoice line.

\I\ |Z| |@| | View 100
(CJOne Asset F |E|
l Calculate ]

The Enter number of rows to add pop-up box displays and defaults to “1”.

fintrnx.cardinal.virginia.gov says

Enter number of rows to add:

€ )

20. Click the OK button.
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@Cardinal Cardinal Accounts Payable Job Aid
V4

AP312 Processing PCard Vouchers (VDOT Only)

Step

Action

A new row is added.

v Distribution Lines

262 (OcC D
]

Multi-SpeedCharts

@ 1-10f1 v | ViewAl
GL Chart Exchange Rate Statistics Assets S
ggm Line Merchandise Amt. Quantity *GL Unit Account Fund Program Department Cost Center Task
]| o ! oo | o100 al | al | al al al |
21. | Enter “Remaining Balance Suspense” in the Description field to indicate this distribution

represents the remaining billing statement balance.

Description

22.

Enter or select the applicable SpeedChart in the SpeedChart field.

SpeedChart Q

This populates the Fund, Program, and Cost Center fields.

23.

In the Merchandise Amt and Line Amount fields, enter the remaining balance between the total
amount billed and the amount Invoiced.

I Line Amount ‘ 0.00‘ I
Multi-SpeedCharts

v Distribution Lines

E1|EY
GL Chart Exchange Rate Statistics Assets I
Copy 7 -
Down Line Merchandise Amt
[+] -] m] 1 0.0

Rev 9/1/2026 Page 18 of 24




/)

Cardinal Cardinal Accounts Payable Job Aid

AP312 Processing PCard Vouchers (VDOT Only)

Action

In this example, the total billing statement was $454,549.13 and the existing amount on the
Voucher is $451,372.60. This a total of $3176.53 ($454,549.13 — $451,372.60) that needs to be
added on Invoice Line 394 to make the total Voucher equal the billing statement.

The $3176.53 is therefore the amount for this example. This amount goes into the suspense
account to be released later.

24. | Enter “5013090” in the Account Number field.
Account
I q]
25. | Enter the applicable Department in the Department field.

Department

Q

Example of a completed Invoice Line:

- secchat [ 0
262 Clcopy D
=0
“Distribute by shipTo  |CNTRLOF1 Q o~
Line Amount 4,082.00
Multi-SpeedCharts
Vv Distribution Lines
@ 110f1 v | ViewAll
GL Chart Exchange Rate Statistics Assels 13
Copy || o Merchandise Amt Quanti *GLUnit | Account Fund Program Department Cost Center Task
S ity 9 pa
‘ ‘ +‘ | ‘ O 1 408200 | | 50100 [s013000 Q| [o4100 Q| [egm001 Q| [12000 Q| [n1020 al | \
\ . g
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Cardinal Cardinal Accounts Payable Job Aid

AP312 Processing PCard Vouchers (VDOT Only)

Step | Action

26. | Scroll to the top of the page and update the Total field to the amount of the billing statement.
For this scenario “317,977.67”

Summary Related Documents Invoice Information Payments Voucher Attributes Error Summary
. N N Non Merchandise Summary
Business Unit 50100 Invoice No [STN_01/2026_BILL_00000001 Invoice Total aon frercnandse
Voucher ID 01863958 Accounting Date [05/19/2026 =] Line Total 313 895,67 ,fiﬂ;';‘ﬁﬁf}o)
Voucher Style Regular Voucher *Pay Terms |00 Q ‘ m  DueNow *“Currency ‘ ush Q ‘ ;Zmp‘a‘e;:‘ rer Search
S — — vanced Supplier Searc
; Miscell | | = Supple Hierareh
Invoice Date |D1f15/2026 ‘ Basis Date Type Inv Date Iscellaneous - SquI_‘” aézra”: Y
— upplier
Invoice Receipt Date | ‘ Freight ‘ ‘
Goods & Services | ‘ OFinal Voucher m 317,977_57]
ReceiptDate — .
Bank of America Difterence 000
Supplier ID 0000042877 Q|

ShortName |BANK OFAM-001 Q ‘

Lecation [MAN Q|
Address 2 Q]
ResponsibleOrg [19059 Q|
customerAccount# [ |

ROW Acquisition ID | |

] (= )= =

» Copy From Source Document

0 This should equal the sum of the existing Invoice Lines and the newly added Invoice Line.

27. Click the Calculate button.

| Run Calculate Print

Rev 9/1/2026 Page 20 of 24



4/ Cardinal Cardinal Accounts Payable Job Aid

V4 AP312 Processing PCard Vouchers (VDOT Only)

Step | Action

The page refreshes and the Line Total field displays the updated Line Total, which should match the
Total field.

Summary Related Documents Invoice Information Payments Voucher Attributes Error Summary
Business Unit 50100 Invoice No ISTN_D112026_BILL_[)OODDOU1 ] Invoice Total g‘zsﬂsflﬂ?gﬁgs:ge Summary
Voucher ID 01883956 Accounting Date |05/19/2026 Line Total 797767 i;:cfﬂ;fg;‘f)(o)
Veusher Stje. Regular Voucher “Pay Terms | DueNow “curency Avanees Supper Search
i Miscell = Supplier Hi pl:‘h
Invoice Date |01/15/2026 Basis Date Type Inv Date Iscellaneous . SUDDI!EF aéeofarc Y
= upplier
Invoice Receipt Date Freight [:]
Goods & Services UIFinal Voucher Total 3M7.977.67
Receipt Date N
P Bank of America Difference 0.00

Jo]

Supplier ID | 0000042877

ShortName |BANK OF AM-001 Q
Location |MAIN

“Address

Responsible Org [19059

Customer Account #

ROW Acquisition ID

o T T

> Copy From Source Document

ML

28. Click the Save button.

\l Save

A message displays in a pop-up window.

Difference between voucher and total payment amounts is 4082.00 - apply to existing scheduled payment? (7030,379)

The sum of all scheduled and/or recorded payments' Gross Payment Amount differs from the voucher's Gross Amount by the indicated amount. Press 'OK' if you wish to apply this difference to the existing scheduled payment (refer to the Payments tab to examine currently scheduled and/or
recorded payment amounts). Press ‘Gancel' if you wish to make some other manual change to bring the voucher and total payment amounts into balance.

29 Click the OK button.

o

K ‘ Cancel ‘
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‘Cardinal Cardinal Accounts Payable Job Aid
V4 AP312 Processing PCard Vouchers (VDOT Only)

Step | Action

The Voucher Invoice Information page redisplays.

Summary Related Documents Invoice Information Payments Voucher Attributes Error Summary
. " B Non Merchandise Summary
Business Unit 50100 Invoice No |STN_D1!2026_BILL_[)00DDOU1 Invoice Total Session Defaults
Voucher ID 01863956 Accounting Date |05/19/2026 | Line Total 31797767 gga’:‘cm"e‘ﬁég)(o)
Voucher Style Regular Voucher *Pay Terms |UO Q] 7  DueNow “Currency ‘7USD a ;ZT;::I:UUSSJ lier Search
; Miscell \ | ® Supplie Hierareh
Invoice Date ‘ 01/15/2026 | Basis Date Type Inv Date Iscellaneous = SUDDI{ET 3éeoram Y
- = = upplier
Invoice Receipt Date ‘ ‘ Freight ‘ |
Gnnd;& 5.3,:,35@':5 ‘ ‘ OFinal Voucher Total 1797767
eceipt Date "
Bank of America Difference 0.00
Supplier ID | 0000042877 Q|

ShortName [BANK OF AM.001 Q|

Location | MAIN Q|
*Address |2 Q|
Responsible Org 19059 a|

Customer Account # ‘ ‘

ROW Acquisition ID | |

Action V‘ [ Run I I Calculate ] I Print

> Copy From Source Document

30. | The Voucher has successfully saved. From here, the Voucher is re-processed through batch
Budget Check.

After passing Budget Check, the Voucher is re-routed to the PCard Voucher Approver to review
and approve.
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/y Cardinal

Cardinal Accounts Payable Job Aid

Clearing the Suspense Account

AP312 Processing PCard Vouchers (VDOT Only)

The Cardinal program will create an adjustment Voucher for the PCard transaction(s) that were missing
from the previous period bill that were charged to the suspense account. These actions clear the
suspense account and create a “0” dollar Voucher.

See the steps below:

The Bill description will contain “DISTRICT_MONTH/YEAR_ADJUST” (e.g. SAL_2/25_ADJUST)

and the Voucher will need to be updated as follows:

O

O O O O

approved transactions to release the suspense account)

(¢]

Voucher Invoice Total amount must be $0.00

Insert an additional Voucher line to clear the amount previously recorded as a Suspense.
Enter the SpeedChart/Cost Center: 11120220
Account: 5013090
Department ID: XXXXX (District or Central Office)
Merchandise Amount: - $XXX.XX (negative total of the Voucher line amounts created from

Sample Screenshot of the Voucher and Voucher Line to Clear Suspense Account

Summary

Related Documents

Invoice Information

Payments Voucher Attributes. Error Summary

New Window |_Help | Personanze Fag]

Business Unit
Voucher ID

Voucher Style
Involce Date

Inveice Receipt Date

Goods & Services
Receipt Date

Supplier ID
ShortName
Location

*Address

50100
01736492
Regular Voucher

12/15/2024

Bank of America
0000042877

BANK OF AN-001
MAIN

2

Accounting Date

Responsible Org
Customer Account #

ROW Acquisition ID

save

19000

4715290007150522

> Copy From Source Document

Invoice No |SAL_12/2024 ADJUST_000001

Invoice Total

Non Merchandise Summary
Session Defaults

01/27/2025

“Pay Terms |00PP Due Now PP

=

Basis Date Type

Final Voucher

Line Total

“Currency

Miscellaneous

Freight

Total
Difference

Comments(0)
Attachments (0)

Template List

Advanced Supplier Search
Approval History

Supplier Hierarchy
Supplier 360

Action

Calculate H

Print

Invoice Lines @

‘E‘ I [10r5 v ‘Z‘ ‘z‘ 1 ViewAl

Line 1
“Distribute by
Item
Quantity
uom
Unit Price

Line Amount

v Distribution Lines

Copy Down
Amount v

4050705325

EA

138.95

138.95

Multi-SpeedCharts

SpeedChart

LAURL AHQ
Inv903451 Trufuel LaurelAHQ Hi

ship To
Description

Packing Slip

One Asset

Calculate

(=)(a]

GL Chart

Exchange Rate

Statistics

Assets >

1-10f1 v | ViewAll

Copy

Down Line

Merchandise Amt

Quantity *GL Unit Account Fund

Program

Department

Cost Center Task FIPS Asset Agency Use 1 Age

L

13895‘

1 0000‘ 50100 ‘ 5013560

| 04100 ‘ 604003

12044

11160000

‘ 76101 ‘ 035 ‘ | ‘

Save

[ Retum to Search H Notify H Refresh l

Summary | _Related Document:

|_Invoice

1_Payments | Voucher Attributes | Error Summary

Add Update/Display.
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//\/Cardinal Cardinal Accounts Payable Job Aid
F

AP312 Processing PCard Vouchers (VDOT Only)

Processing ISSP Transactions (MANCON)
Purchasing — Review/Verify/Reconcile ISSP Transactions

1.
2.
3.

ISSP transactions are loaded daily from the supplier into Cardinal (Batch Processor)
Correct Load errors if necessary (Procurement System Administrator)

Review, verify and reconcile (or dispute) ISSP transactions, apply distributions (if
necessary), and budget check (ISSP Reconciler)

Approve verified/reconciled PCard (ISSP) transactions (Supervisor for specific PCard
(ISSP) Location

Load approved PCard (ISSP) transactions to Voucher staging tables every day

Accounts Payable - Review/Update/Approve ISSP Vouchers

. Voucher Build Processes (Batch Processor)

Run the V_PR_PCARD_TRANS_BY_TRANS_DT query to review transactions, by district,
included on the Voucher (PCard Voucher Accountant)

Update the Voucher with the Responsible Org (10015: Fiscal Division) and approve
Voucher (PCard Voucher Accountant)

Rev 9/1/2026 Page 24 of 24



	Revision History
	Roles and Responsibilities in the PCard Process
	Processing PCard Transactions
	Reviewing PCard Transactions
	Clearing the Suspense Account
	Processing ISSP Transactions (MANCON)

