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Creating a Travel Authorization Overview

The Commonwealth and Agency policy dictate under which circumstances a Travel Authorization is
required to be submitted. Travel Authorizations are not required to be entered in Cardinal. Alternate
procedures may be used to authorize travel and other business-related expenses.

Employees must have an Expense Profile in order for expenses transactions to be entered. The
Expense Profile contains information that defaults when creating expense transaction for an employee.
See the Job Aid titled AP316 Updating an Employee Expense Profile located in the Cardinal website
in Job Aids under Learning. Refer to this Job Aid to update ChartField information and the various User
Defaults values (e.g. Travel To, Travel From, Payment Type, Per Diem Range, etc.). The User Default
values populate on the expense transaction for the applicable Expense Types.

A Travel Authorization must be created, submitted, and approved prior to the proposed travel. Travel
Authorizations do not create a financial transaction (no information is posted in the General Ledger).

Travel Authorizations can be:

e used for non-travel expenses such as education or meals
e copied into the Expense Report

When entering a Travel Authorization, record all expenses related to the trip, including any that are
directly 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. If an
employee requests a Cash Advance, it can be entered when creating the Travel Authorization.

The user must be set up as a Proxy to enter expense transactions for themselves or other employees. A
Proxy is not a security role and does not require a security form. Work with the Agency employee(s) with
the Expenses Processor (V_AP_EXPENSES PROCESSOR) role to add and remove a Proxy as
applicable. See the Job Aid titled AP315 Authorizing a Proxy for an Employee for details on adding a
Proxy. This Job Aid is located on the Cardinal website in Job Aids under Learning.

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.
3/1/2025 Baseline.
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Creating a Travel Authorization

Step | Action

1. Navigate to the Create Travel Authorization entry page by clicking the EX WorkCenter tile.

EX WorkCenter

A
 fal

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.

Use the following navigation path in the WorkCenter: Links > Travel Authorization > Create
Travel Authorization

Note: WorkCenter sections, folders, and pages may vary based on the user’s Security roles.

Travel Authorization
Report NEXT Pending
-
[e3 {"} “Description ‘ *Travel From [:]
IoMyWork “Business Purpose | V) “Travel To E}
On Hold/Pending Approvals . _
v Comments ‘Date From
) 4
Travel Authorizafion “Date To Trip Duration 1 Cay
Billing Type v
Cash Advanca 10} o e ‘
L~
Expense Report @
~ Crezte A Cash Advance
View Printzble Version
[~ My Approvals Notes
LMy Insights Details . _ _ L]
o lAcznmlmg Default l [ Populale from Travel Authorization l [ Populate from Template l Quick-Fill ‘ @
Financial Insights ©
Date 7. Expense Type 1. Description 1. Amount 1. *Currency 1. Accounting
[ Links
[ ] Atine Travel v] [ ] [USD Q] E]
Cash Advances ©
Travel Authorization . Total Expenses 000 usD
Create Travel Authorization
Modify Travel Autherizations

Users can also access the Create Travel Authorization page using the following navigation

path:

NavBar > Menu > Employee Self-Service > Travel and Expenses > Travel Authorizations
> Create Travel Authorization
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Step | Action

The Travel Authorization page displays.

Travel Authorization
Report NEXT Pending
Commenss “Dat From
4
“Date o R
Billing Type
Create A Cash Advance
View Printable Version
Notes
Details 1 row
l Accounting Deiaull] l Populate from Travel Authorization l l Populate from Template l l Quick-Fil l @
Date 11 Expense Type 11 Description T4 Amount 1. “Currency T4 Accounting
| EIC S — = g B
Total Expenses 0.00 usD

The Travel Authorization page defaults to the entry page with the user’s information ready for
0 entry. If the user is entering on behalf of another employee, it must be selected.

e If the user is entering their own Travel Authorization, proceed to Step 6.
e |If the user is entering a Travel Authorization for another employee, proceed to the next step.

3. Click the Related Actions button next to name in the Header section at the top of the page.

Travel Authorization I —
= Jamn|
Report NEXT Pen |?I|_rT|: A

The Actions options display in a pop-up window.

Actions X
1 Change Employee
N
¢ User Defaults

4. Click the Change Employee option.

Change Employee

Rev 9/1/2026 Page 4 of 31



@Cardinal Accounts Payable Job Aid
V4 AP315A Creating a Travel Authorization

Step | Action

The Employee Search page displays in a pop-up window.

Employee Search X

»

Search Employee ‘ ‘ - ‘

_5?3 ) rows
el

Empl ID TL Name Tl

0 All employees for whom the user is a Proxy display.

5. Search for and select the applicable employee by clicking on their name or Employee 1D
number.
Empl ID 7L Name 7.

Users can also use the Search Employee field and use either the employee name or
0 Employee ID number. Once the search criteria is entered, click the Search arrow icon to locate
the employee.

Search Employee —
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Step | Action

The Travel Authorization page refreshes and the selected employee name displays in the Header.

Travel Authorization

Report NEXT Pending
(&}

Submit

*Travel From

conmns
ﬁ

siing Type

Create A Cash Advance
View Printable Version
Notes

Details

1 row
e e e =][a]

Date 11 Expense Type Tl Description 1t Amount T *Currency Tt

Accounting
[ = [P v 1 ) | [uso a (-]

Total Expenses 0.00 usp

6. Enter the description for the Travel Authorization in the Description field.

*Description

0 This field allows up to 30 characters (including spaces).

7. Click the Business Purpose drop-down button to select the reason for the authorization.

“Business Purpose v

8. Enter any additional comments in the Comments field if applicable.
Note: This field is not required and can be left blank.

Comments

9. Click the Billing Type dropdown button and select “Billable”.

siing tpe [ 7] |

10. | Enter or select the location that the employee is traveling from in the Travel From field.

*Travel From Q

Rev 9/1/2026 Page 6 of 31



@Cardinal Accounts Payable Job Aid
V4 AP315A Creating a Travel Authorization

Step | Action

0 This is the location where the employee’s travel begins.

11. | Enter or select the location that the employee is traveling to in the Travel To field.

Note: When the employee is traveling to several locations during the travel time period, enter
the final travel destination location in this field.

*Travel To Q

When an employee is traveling to multiple locations, the Location field value will automatically
0 populate based on the Travel To field which may not be the accurate location for the expense.

It is important to pay attention to the Location field for each Expense Type that requires
“Location” to ensure it is accurate or updated as applicable.

12. | Enter or select the begin and end dates of the travel in the Date From and Date To fields.

*Date From

*Date To

13. | Click the Attachments link to add documents/receipts as applicable.

Attachments

0 Users can add up to 10 attachments at one time.

See the Appendix section of this Job Aid for a list of allowed extensions that can be used as
attachments in Cardinal.
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Step

Action

@

At the top of the Details sections are four buttons.

See the descriptions below for each button:

Details

| Accounting Default | Populate from Travel Authorization

| Populate from Template

‘ CQuick-Fill

¢ Accounting Default — Click this button to view the Accounting Distribution that is populated
from the User Profile to the Travel Authorization.

e Populate from Travel Authorization — Click this button to populate the current Travel
Authorization from a previous Travel Authorization for the user. This copies the details but
not the Header section. The Header section will still need to be completed by the user.

¢ Populate from Template — Click this button to populate the Travel Authorization using a
Template. Users must complete the Header section of the Travel Authorization page first
before the system will allow the Template to be loaded. For information about creating and
using Templates, see the Job Aid titled AP315 Creating an Expense Template for Travel
Authorizations. This Job Aid is located on the Cardinal website in Job Aids under
Learning.

¢ Quick-Fill — Click this button to select the various anticipated expense transactions for the
entire report. This populates the Travel Authorization with the selected expenses and any
additional required details must be completed on the expense line(s).

14. | Enter or select the date for the Expense type that will be entered on this line.
Note: This section defaults with the first line displaying the current date.
Date Tl
05/20/2026
15. | Click the Expense Type dropdown menu and select the applicable Expense Type from the

menu.

For this scenario, “All Meals — Travel Day” is selected.

Expense Type 7. Expense Type 11

‘ Airline Travel vl = All Meals - Travel Day v

@

The Expense Type field defaults to “Airline Travel” so be sure to select the applicable Expense
Type.
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Step | Action

For a list of the expense types, see the Job Aid titled AP315A Expense Type Coding — Online
0 Agency. This Job Aid is located on the Cardinal Website in Job Aids under Learning.

It provides the following:

Expense Types configured in Cardinal

Description of the Expense Type

Additional Required fields that will display for the Expense Type
The Default ChartField Account code for the expense

Once the Expense Type is selected, the required fields display on the expense line as
applicable.

Depending on the Expense Type selected, additional fields may display and in some cases
require entry.

16. | Enter a description for the expense in the Description field.

Note: All Expense Types require the completion of the Description field.

Description Tl

0 This field holds a maximum of 30 characters (including spaces).
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Step | Action

The Location field displays as it is required for meals. This field defaults based on the value
0 entered in the Travel To field.

When an employee is traveling to several locations, the Location field may need to be updated
to reflect the correct location because per diems will vary by Location.

For this scenario, Charlottesville is the Travel To location.

*Travel From ‘Richmond (City Limits) Q‘

“Travel To |Charlottesville (City ofiAlb) Q

*Date From |05/20/2026 |

“Date To |05f21f2026 | Trip Duration 1 Day

Location 1) Amount 7. “Currency 7. Al

|Char[ottesv]l[e (City offAlb) 0.| | | |USD Q

17. | Enter the amount of the expense, if applicable, in the Amount field.

Note: For meals, Cardinal will calculate the amount based on the location, so this field is left
blank in this scenario.

Amount T,

0 The Currency field defaults to “USD” and should not be changed.

*Currency 71

|USD Q
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Step

Action

18.

Click the Accounting icon to view the Accounting Distribution for the Expense Line.

If the user does not need to view the Accounting Distribution, proceed to Step 21.

Accounting

=H

@

The Accounting Distribution information defaults from the employee’s expense profile and can
be changed if applicable. The Account code defaults based on the Expense Type selected.

See the Job Aid titted AP315A Expense Type Coding — Online Agencies for details regarding
the Account codes for each Expense Type. This Job Aid is located on the Cardinal website in
Job Aids under Learning.

The Travel Authorization Distribution page displays in a pop-up window.

Travel Authorization Distribution m
Expense Type Al Meals - Travel Day
Amount  USD
ing Details
GLChartFields  Project ChartFields  Show All
Amount 1L (L 11 SpeedType Key T “Account Tt Fund 1 Program 1. Department 11 Cost Center 11 Task T

ME‘ ‘E‘ [ 0.00| 15100 | Q] [s012880 Q] [o1000 Q| [7a7008 Q| [or200 al| al | Q]

19. | Review and make any applicable updates to the distribution.

20. | Click the Done button to save the changes and return to the Travel Authorization.

Click the Cancel button if no changes were made, or if changes were made and the user does
not want to save them.

Cancel M‘

Rev 9/1/2026 Page 11 of 31



ICardinal Accounts Payable Job Aid
V4 AP315A Creating a Travel Authorization

Step | Action

The Travel Authorization page redisplays.

Travel Authorization
Report NEXT Pending
(]

“Description |Quarterly Dept Head Mtg “Travel From |Richmond (Gity Limits) ~ Q
“Business Purpose “Travel o [Crarotiesile Oty A G
“Date From |05/20/2026
“Date To |05/21/2026 Trip Duration 1 Day
Billing Type | Billable

Attachments &

Comments

H

Create A Cash Advance

View Printable Version

Notes

Details 1row

[ Accounting Delau\tl l Populate from Travel Authorization l l Populate from Template l l Quick-Fill ] E]

Date 1y Expense Type 1o Description 11 Location 1 Amount t; *Currency Accounting

0512012026 [ All Meals - Travel Day v [aliday meals J [chartotiesville (City ofiAl) Q | [vsp Q E]
Total Expenses 0.00 usb

21. Click the Details button.

The Line Detail page displays in a pop-up window.

Line Detail [ Done |

Expense Type All Meals - Travel Day

Description all day meals

Amount

Currency USD
Payment Type ‘ V‘
“Billing Type | Billable |

Per Diem Range ‘ V|
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Step | Action

22. | Enter the applicable details based on the Expense Type for the Line.
For this scenario, the Expense Type is All Meals — Travel Day.

Expense Type — Lists the name of the Expense Type for the line.

Description — Defaults based on the Expense Type.

Amount — For this Expense Type this field populates based on the location information.
Currency — Defaults to USD and cannot be changed.

Payment Type field — Click the dropdown button and select “Check”.

Note: Check is the only option and does not mean the employee will be reimbursed with a
check. Employees are reimbursed through the Direct Deposit in the Balance of Net Pay
Account.

e Billing Type — Defaults to Billable and cannot be changed.

e Pier Diem Range field — Click the dropdown button and select “0-999 Days” which is the
only option.

The fields that display will vary based on the Expense Type selected. Required fields for the
Expense Types will vary. See the Job Aid titled AP315A Expense Type Coding — Online
Agency for a listing of the required fields by Expense Type.

If any of these fields have been populated on the Employee Profile, the values will default and
should be reviewed to confirm accuracy. See the Job Aid titled AP316 Updating an Employee
Profile for details on setting up these values.

23. | Click the Done button when all applicable values have been entered on the Expense Line.

VDO[‘IE‘

24. | Click the Add a New Row (+) icon to additional Expense lines.

If no additional Expense Lines need to be added, proceed to Step 26.

+] | —

25. | Repeat Steps 14 — 23 for each additional line added.
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Step | Action

Create A Cash Advance
View Printable Version
Motes

0 Users can use the links located above the Details section as needed:

e Create a Cash Advance — Allows the creation of a Cash Advance while creating the Travel
Authorization. See the Creating a Cash Advance while Creating a Travel Authorization

printer friendly format.

section of this Job Aid for more details.
¢ View Printable Version — Allows users to view and print the Travel Authorization in a

¢ Notes — Allows users to add Notes to the Travel Authorization if applicable.

step.

=

26. | Click the Save button to save the transaction if it is not ready for submission and got to the next

If the Travel Authorization is ready for submission, proceed to Step 35.

The Travel Authorization saves and the Report ID displays.

Travel Authorization
Report 0000005744 Pending
*Description | Quarterly Dept Head Mig *Travel From |Richmond (City Limits) Q
*Business Purpose “Travel To | Charlottesvill (City offAlb) Q,
Comments Date From |05/20/2026
y
“Date To Trip Duration 1 Day
Billing Type | Billable v
Create A Cash Advance
View Printable Version
Notes
Details 3 rows
lAccounling Defau\tl [ Populate from Travel Auﬂmrizaliun] [ Populate flom Ternplate ] [ uuickﬂu] @
Date 7. Expense Type 1. Description 1L Amount 1. “Currency 1. Accounting
[osi20r2026 H] | Aieas - Travel Day v [al day meais | [cratttesvite Ciy ofiat) Q| [ 5625 [usD a E]
[osi20i2026 ] | Per Diem incidents-Travel Day  +| [incidentals | [chanotisvite iy o) @ [ 37| [usD a| E]
[osi20i2026 E] | PersoniMieage Costdsified | [round i mileage | [ 9353] [usD a| E]
Total Expenses 153.53 usp

27. Make note of the Travel Authorization Report number.

Travel Authorization
Report 0000005744 | Pending

Rev 9/1/2026
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Step | Action

The status displays as “Pending” since the Travel Authorization was saved but not submitted
0 for approval.

To update a Travel Authorization after it has been saved, proceed to the next step.
28. | Navigate to the Modify Travel Authorization entry page by clicking the EX WorkCenter tile to

update a saved Travel Authorization.

EX WorkCenter

A
2 1ol
.

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.

290.

Use the following navigation path in the WorkCenter: Links > Travel Authorization > Modify
Travel Authorizations

Note: WorkCenter sections, folders, and pages may vary based on the user’s Security roles.

Travel Authorization Search

©E |y wEr @ | View All Authorizations
I~ My Work Denied @ There are no Travel Authorizations to display.
On Hold/Pending Approvals o Pending @
Travel Authorization Submitted @
Cash Advance @ | Approved @
Expense Report @ View All @

v My Approvals
v My Insights

Financial Insights
[~ Links

Cash Advances
Travel Authorization

Create Travel Authorization

Modify Travel Authorizations I

View Travel Authorization

Print Travel Authorization
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Step | Action

30. | Users can also access the Modify Travel Authorizations page using the following navigation
path:

NavBar > Menu > Employee Self-Service > Travel and Expenses > Travel Authorizations
> Modify Travel Authorizations

The Travel Authorization Search page displays.

Travel Authorization Search

o

Finance & Administration

Retumed - . .
O, View All Authorizations
Denied @ There are no Travel Authorizations to display.
Pending @ l Add Travel Authorization
Submitted @
Approved @
View All @

This page defaults with the user’s information and not a specific employee that the user serves
o as a Proxy. Users will need to select the applicable employee to review and/or update the
Travel Authorization.

31. | Click the Related Actions icon and select “Change Employee”.

Actions X

Change Employee
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Step | Action

The Employee Search page displays in a pop-up window.

Employee Search X

»

Search Employee ‘ | — |
573 rows

ol

Empl ID 1L Name T

0 All employees for whom the user is a Proxy display.

32. | Search for and select the applicable employee.

Empl ID 7L Name 7L

The page refreshes and the information for the selected employee displays.

Travel Authorization Search

Payroll Production

et (1) Pending Authorizations

0
Pending |\i/\ ? ‘E‘ ‘?‘
Submited (0) | | Action 1 Description 11 Authorization ID 11 Business Purpose 1 Trip Date 1 Location Amount 1|

Approved ‘/é\‘ Quarterly Dept Head Mtg 0000005744 Meeting 05/20/2026 Charlottesville (City of/Alb) 156353 USD |Z‘

View All \: E :\
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Action

All Travel Authorizations display for the selected employee based on the statuses listed which
includes:

Returned — displays Travel Authorizations that were sent back from the Approver
Denied — displays denied Travel Authorizations

Pending — displays Travel Authorizations that were “Saved” but not “Submitted” for
approval

Submitted — displays Travel Authorizations submitted for approval that have not yet been
approved

Approved — displays Travel Authorizations that have been approved

View All — displays all Travel Authorizations for all statuses

33.

Click the View Detail (>) icon on the applicable line to open the Travel Authorization.

The Travel Authorization page displays for the employee.

Travel Authorization
Report 000000578 Pending oo
“Business Purpose “Travel To
Comments “Date From
ing e W “ “Date To Trip Duration 1 Day
Create A Cash Advance
View Printable Version
Notes
Details o - o 3 rows
l Accounting Defau\ll [ Populate from Travel Authorization ] [ Populate from Template l [ Quick-Fill l @
Date 1L Expense Type T Description 1 Location 1 Amount 1L *Currency 1t Accounting
[os2012026 [ Atitseas - Travel ay v [l day meals J [charoteesvite (Gity otiaib) Q| [ 56.25] [usD Q| E]
[05/20/2026 l l Per Diem Incidentls-Travel Day Vl [Incldenta[s l lChar{unesvi\[e (City of/Alb) Q] l 3 75] [USD Q] E]
[05/20/2026 l l Personl Mileage Cost Justified Vl [mund trip mileage l l 93. 53] [USD Q] E]
Total Expenses 153.53 usbD
34. Make any additional updates to the Travel Authorization as applicable.
35. | Click the Submit button to submit the Travel Authorization for approval.
Save Submit
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Step | Action

A certification confirmation message displays.

By clicking OK, 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.

COVA verbiage for Travel Authorizations

37.

QK | Cancel ‘

Click the OK button to confirm and submit the Travel Authorization.

The Travel Authorization Search page redisplays and the submitted Travel Authorization displays.

Travel Authorization Search

Payroll Production

R (®) | View All Authorizations

®

Pending @ EJ

Submitted @ Action 1) Description T Status 1. Authorization ID T) Business Purpose T Trip Date 1. Location T Amount 1L

Approved @ (@] Quarterly Dept Head Mtg Submission in Process 0000005744 Meeting 05/20/2026 Charlottesville (City of/Alb) 15353 USD

View All @

38. | Make note of the Travel Authorization number that displays in the Authorization ID field.
Authorization ID Tl
0000005744
Rev 9/1/2026
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Creating a Travel Authorization from an Existing Authorization

This section of the Job Aid will walk through the steps for creating a Travel Authorization using an
existing Travel Authorization. This can be helpful in saving time entry when an employee has
authorizations for expenses that are used frequently (e.g., regular monthly meeting).

Cardinal copies all of the information from the previous Travel Authorization to populate a new Travel
Authorization. Fields can then be updated and additional entries added if necessary.

Step | Action
1. Navigate to the Create Travel Authorization entry page by clicking the EX WorkCenter tile.
EX WorkCenter
4
A 1ol
"Ly
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.
2. Use the following navigation path in the WorkCenter: Links > Travel Authorization > Create

Travel Authorization
Note: WorkCenter sections, folders, and pages may very based on the user’s Security roles.

Travel Authorization
Report NEXT Pending
® Subnit
3] “Description \ “Travel From \ Q‘
[ My Work “Business Purpose v “Travel To | a|
On Hold/Pending Approvals ] . —
2 Comments Date From | [l
- J —
Travel Authorization Dateo | ) T Duaton 1 ay
Billing Type v —
Cash Advance O] 9 P 7‘
O
Exgense Report ) Attachments &
~ Crezte A Cash Advance
View Printeble Version
v My Approvals Notes
[ My Insights Details Lrow
Financial Insights ‘ ‘Accounting Dafault ‘ ‘ Pogpulate from Travel Authorization ‘ ‘ Populate from Template ‘ ‘ Quick-Fill ‘ ‘E‘ ‘3‘ ‘3‘ ‘l‘
Date 1. Expense Type 1t Description 1 Amount 11 “Currency 1. Accounting
[ Links — —
[ =] Arline Travel v [ | [ | [uso Q] ‘ 8 ‘ [[oetas | ‘+‘ ‘ - ‘
Cash Advances — _— = =
Travel Authorization Total Expenses 000 usd
Create Travel Authorization I
Modify Travel Auhorizations

Users can also access the Create Travel Authorization page using the following navigation
path:

NavBar > Menu > Employee Self-Service > Travel and Expenses > Travel Authorizations
> Create Travel Authorization
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Step | Action

The Travel Authorization page displays.

Travel Authorization
Report NEXT Pending
Commenss “Dat From
4
“Date o R
Billing Type
Create A Cash Advance
View Printable Version
Notes
Details 1 row
l Accounting Deiaull] l Populate from Travel Authorization l l Populate from Template l l Quick-Fil l @
Date 11 Expense Type 11 Description T4 Amount 1. “Currency T4 Accounting
| EIC S — = g B
Total Expenses 0.00 usD

The Travel Authorization page defaults to the entry page with the user’s information ready for
0 entry. If the user is entering on behalf of another employee, it must be selected.

e |If the user is entering their own Travel Authorization, proceed to Step 6.
e |If the user is entering a Travel Authorization for another employee, proceed to Step 3.

3. Click the Related Actions button next to name in the Header section at the top of the page.

Travel Authorization I —
= Jamn|
Report NEXT Pen |?I|_rT|: A

The Actions options display in a pop-up window.

Actions X
1 Change Employee
N
¢ User Defaults

4. Click the Change Employee option.

Change Employee
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Step | Action

The Employee Search page displays in a pop-up window.

Employee Search X

»

Search Employee ‘ ‘ - ‘

_5?3 ) rows
el

Empl ID TL Name Tl

0 All employees for whom the user is a Proxy display.

5. Search for and select the applicable employee by clicking on their name or Employee ID
number.
Empl ID 7L Name 7.

Users can also use the Search Employee field and use either the employee name or
0 Employee ID number. Once the search criteria is entered, click the Search arrow icon to locate
the employee.

Search Employee —
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Step | Action

The Travel Authorization page refreshes and the selected employee name displays in the Header.

Travel Authorization
Report NEXT Pending
g
Comments
)
“Date To Trip Duration 1 Day
Billing Type
Create A Cash Advance
View Printable Version
Notes
Details - - - 1 row
M I Accounting Default ‘ I Populate from Travel Authorization ‘ I Populate from Template ‘ I Quick-Fill ‘ @ EH
Date 1t Expense Type Tl Description 1L Amount 1L "Cumency T Accounting ‘
| B (e 3 E— [0 a =
Total Expenses 0.00 usp
6. Enter the applicable information in the Header section.

For more information, see the Creating a Travel Authorization section of this Job Aid.

“Description : “Travel From | al
“Business Purpose | | “Travel To | Q|
Comments “Date From | |
2] N,
_ *Date To ‘ | Trip Duration 1 Day
Billing Type | ~| B —

7. Click the Populate from Travel Authorization button under the Details section.

Populate from Travel Authorization

The Select Travel Authorization page displays in a pop-up window.

Select Travel Authorization X
From Date |02/19/2026 1|
To |06/19/2026 |

Delete all existing lines

Travel Authorization Infermation

Description Authorization 1D Date From Date To Amount Currency
Select | Budget Conference 0000005745 05/26/2026  05/27/2026 23525 USD
Select | Quarterly Dept Head Mtg 0000005744 05/20/2026  05/21/2026 153.53 USD
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Step | Action

Travel Authorizations previously completed for the employee for the dates that default in the
0 From Date and To fields. Update these dates if the Travel Authorization as applicable if the
specific Travel Authorization does not display.

8. Click the Select button next to the Travel Authorization to be copied.

Select

The Travel Authorization page redisplays with the information copied from the selected Travel
Authorization.

Travel Authorization
Report NEXT Pending
©

“Description |Quarterly Meeting “Travel From |Richmond (City Limits) ~ Q
“Busiess Purpose v To [Crateslo Gy ofAb] @

Gormenis _ -
4
“Date To |05/27/2026 Trip Duration 1 Day
Billing Type | Billable v/

Create A Cash Advance
View Printable Version
Notes

Details

3 rows
Accounting Default Populate from Travel Authorization Populate from Template Quick-Fill l @
Date 1y Expense Type 11 Deseription 11 Location 1t Amount T, “Currency 1 Accounting
[05/27/2026 ] [ All Meals - Travel Day v] [an day meals ] lChar(utla:vH[e (Gity of/Alb) Q] [ 56 25] [USD Q] B
(052712025 | [ Per Diem Incigentis-Travei Day  +| [incidentats | [charotesiite (ciy ona) Q| [ 375 [usp a] B
(052712025 ]| [ Personi Mileage CostJustifed  +| [round tip mileage | 9253 USD B

Total Expenses 1583.53 Us|

o

9. Make any additional updates and click the Submit button.

A certification confirmation message displays.

COVA verbiage for Travel Authorizations
By clicking OK, 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.

10. Click the OK button.

QK | Cancel |
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Step | Action

The Travel Authorization Search page displays and defaults to the Pending Authorizations.

Travel Authorization Search
©

Payroll Production

e (1) | Pending Authorizations

Denied @

Pending @ B

Submitted @ Action Tl Description 1L Authorization ID 1L Business Purpose 1L Trip Date 7L Location 1L Amount Tl

Approved @ ] Quarterly Dept Head Mtg 0000005744 Meeting 05/20/2026 Charlottesville (City of/Alb) 153.53 USD
View All @

11. Make note of the Travel Authorization number noted in the Authorization ID field.

Authorization ID 7

0000005744
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Creating a Cash Advance while Creating a Travel Authorization

This section of the Job Aid will provide the steps for creating a Cash Advance while creating a Travel
Authorization. For detailed information about Cash Advances, see the Job Aid titled, AP315A Creating
a Cash Advance. This Job Aid is located on the Cardinal website in Job Aids under Learning.

This section will start after the creation of the Travel Authorization. For details on creating a Travel
Authorization, see the Creating a Travel Authorization section of this Job Aid.

Step | Action

Sample of a created Travel Authorization.

Travel Authorization
Report Pending
“Description |Quarterly Dept Head Mig “Travel From  [Richmond (City Limits) ~ Q
“Business Purpose “Travel To [Charlottesville (City off/Alb) Q
Comment ts Date From |05/20/2026
4
“Date To [05/21/2026 Trip Duration 1 Day
Billing Type [ Bilable v/
Approvals
Create A Cash Advance
View Printable Version
Notes
Details N N - 3rows
I Accounting De!au\t‘ I Populate from Travel Authorization ‘ I Populate from Template ‘ Quick-Fill @
Date 11 Expense Type 1t Description 1t Location 1 Amount 11 *Currency 1t in
[05/20/2026 [ All Meals - Travel Day v] [an day meals ] [chanonesvnre (City of/Alb) Q] [ 56 25] [USD Q]
(0512072026 ] [ Per Diem Incidentis Travel Day  ~] [incidentals ] [chariotiesvite (Gity oAy Q] [ 375] [usp a]
[052012026 J [ Persan! Mieage GostJustified | [round trip miteage J [ 5353| [UsD a]
Total Expenses 153.53 usp

1. Click the Create a Cash Advance link.

| Create A Cash Advance |

View Printable Version
Motes
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Step | Action

A new browser window, Request Advance, opens and the Create Cash Advance page displays.

Create Cash Advance

Save for Later
“Business Purpose l Meeting VI Reference Q
*Advance Descripticn IQuarleﬂy Dept Head Mtg ]
Cash Advance (3
¥& User Defaults & Import ATM Advances & View Printable Version O Notes # Attachments

*Source Description *Amount Currency B

. H 00| (UsD

Vv 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

2. Complete the necessary information for the Cash Advance.

For details on entering a Cash Advance, see the Job Aid titled AP315A Creating a Cash
0 Advance located on the Cardinal website in Job Aids under Learning.

3. Check the certification statement checkbox to enable to Submit Cash Advance button.

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.

4. Click the Submit Cash Advance button.

Submit Cash Advance
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Step | Action

The Cash Advance Submit Confirm page displays in a pop-up window.

T e s

Cash Advance Submit Confirm X

_Create Cash Advance
Submit Confirmation

Totals

Advance Amount 125.00 USD

“ Cance'

5. Click the OK button.

The Cash Advance page refreshes and updates to the View Cash Advance page.

‘ & Advance | View Cash Advance

Business Purpose  Meeting Report 0000002588 Submitted for Approval
Advance Description  Quarterly Dept Head Mtg Reference
Post State  Not Applied
Created (05/19/2026
Last Updated 05/19/2026

Accounting Date  (5/19/2026

Cash Advance (3

%6 User Defaults % View Printable Version ¢ Notes
*Source Description “Amount Currency
System Check ~| | Purchase Team Lunch 125.00| |USD
Apply Tax
v Totals
Advance Amount 125.00 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 il of the Comr h of Virginia and include only such expenses
y in the of that il and the advance will be repaid in with polici ocedures

outlined in CAPP Topic 20336.

Submit Cash Advance Withdraw Gash Advance Submitted On  5119/0006

Submitted By
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Step | Action

6.

Make note of the Report ID number that displays in the Report field.

Report (0000002588

Submitted for Approval

Close the Review Advance wind

ow by clicking the “x”.

E Travel Authorization

®

e Review Advance

The Travel Authorization page displays.

Travel Authorization
" Pending

al

“Travel From ‘Rlchmcnd (City Limits)

“Description ‘Ouaner\y Dept Head Mtg ‘

“Business Purpose \ Meeting v‘

Comments

Billing Type \ Billable v‘

Attachments o

Create A Cash Advance

“Travel To ‘Ghar\oﬁesvﬂle (Gity offAlb) u\
]|

| Trip Duration 1 Day

“Date From ‘05/20/2026

*Date To ‘05/21/2026

Approvals

View Printable Version
Notes
Details
‘ Accounting Default ‘ ‘ Populate from Travel Authorization | ‘ Populate from Template ‘ ‘ Quick-Fill ‘ ‘ 5 ‘ ‘?‘ ‘ ] ‘ | 0 ‘
Date 1. Expense Type 1 Description . Location 1 Amount 1. *Currency 1. Accounting
\05/20/2025 \ \ All Meals - Travel Day ~| |aH day meals. ‘Char\cnesvme (City of/Alb) Q\ \ 56 25\ ‘USD Q\ ‘E‘ ‘ Details ‘ ‘:‘ ‘f‘
052012026 [=]] [ Per Diem Incidentis-Travel Day  ~| [incidentais [chariottesvile (Gity otial) Q| ars| [usD al ‘E‘ [ Detis | ‘T‘ ‘T‘
051202026 =] | Personi Mileage Cost Justied | [round trip mileage | 9353 [UsD q| ‘E‘ [ oetais ‘:‘ ‘f‘
Total Expenses 153.63 us

Click the Submit button to submit the Travel Authorization.

A certification confirmation message displays.

COVA verbiage for Travel Authorizations

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.

By clicking OK, the employee has certified the listed are esti of
9. Click the OK button.
OK | Cancel |
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Step | Action

The Travel Authorization Search page displays.

Travel Authorization Search

Payroll Production

RENE) (®) | submitted Authorizations

®
Pending © EJ
Submitted @ Action T Description 11 Authorization ID 14 Business Purpose T\ Trip Date 1L Location 14 Amount 1.

Approved @ ] Quarterly Meeting 0000005746 Meeting 05/27/2026 Charlottesville (City of/Alb) 153.563 USD

View All @ @] Budget Conference 0000005745 Conference 05/26/2026 James City(York) 235256 USD

10.

Authorization ID Tl

0000005746

Make note of the Travel Authorization number in the Authorization ID field.
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Appendix

Allowed Extensions on Attachments in Cardinal

The following is a list of file extensions that are allowed on attachments uploaded to Cardinal. Users
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 IXT
XLS XLSX XML
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