/1)Cardinal Accounts Receivable Job Aid
Ve

AR323 Creating and Maintaining Customers (VDOT
Only)

Creating and Maintaining Customers Overview

Creating a customer is the first step in the Billing Module of the Accounts Receivable functional area.
Information entered for a customer is used in the Billing Module, the Accounts Receivable module, and
the Project Accounting functional area. Before creating a new customer, the user must check to see if
the customer is already established in Cardinal.

Cardinal stores all the information needed for a customer. Customer profiles allow users to manage
customer information. The data stored in customer information can contain names, addresses, contact
information, payment terms, and other billing information.

Customer information is used to bill individuals and businesses for damage to state property (i.e., guard
rails, signs, equipment, etc.) and Federal and State Agencies.

From time to time, the user may need to update customer information. In Cardinal, users can update the
customer’s Type and other general information using the same General Information page used to
initially enter the customer.

Navigation Note: Please note that there may be a Notify button at the bottom of various pages utilized
while completing the process 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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Verifying that the Customer Does Not Already Exist

This step is required before creating a customer to prevent duplication.

Step

Action

1.

Navigate to the Create Customer Information page by clicking the AR WorkCenter tile.

1

=

AR WorkCenter

For more information pertaining to 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 > Customer and
Correspondence > Create Customer Information

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

General Information

o &

My Work

v Links

Enter & Apply Payments
Regular Deposit
Create Direct Journal Acclg Entries
Modify Direct Journal Acctg Entries
Apply Payments Worksheet
Update Apply Payment Worksheet
Finalize Payment Worksheet
Approve Deposit

Review and Maintain ltems

Customer and Correspondence

Create Customer Information

Create Customer Contacts

Update Conversations

Creale Cuslomer Statements

Print Statements

Other Links

> Queries

General Information

Find an Existing Value

v Search Criteria

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

@ Add a New Value

%) Recent Searches ‘ Choose from recent searches

v & v| &

[ Saved Searches ‘ Choose from saved searches

Name 1 | bogins with ~ | ‘ ‘

Telephone | begins with v‘ ‘ ‘

State | begins win | ‘ ‘

~ Show fewer options

[ Case Sensitive

m Clear

O Include History ]

PP
f ==
=

:.;;‘{g._,

w

Nothing yet

Your search results

L

Customer ID ‘ begins with v| |

aJ

Name 2 ‘ begins with vl | |

city ‘ begins with v| | |

Postal Code ‘ begins with v| | |

Correct History

A

will appear here

@

Users can also access the Create Customer Information page using the following navigation

path:

NavBar > Menu > Customers > Customer Information > Create Customer Information
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Step | Action

The General Information Find an Existing Value Search page displays.

Find an Existing Value () Add a New 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 # I saved Searches | Choose from saved searches v| #
*SetlD |z\ EX:Y Customer D | begins with v | | Q|
Name 1 | begins with v | | | Name 2 | begins with v | | |
Telephone | begins with + | | | City | begins with v | | |
State | begins with v | | | Postal Code | begins with v | | |

~ Show fewer options

Case Sensitive Include History

-

For more information pertaining to the Cardinal FIN Search pages, refer to the Job Aid titled
0 Overview of the Cardinal FIN Search Pages. This Job Aid is located on the Cardinal website
in Job Aids under Learning.

3. Select the applicable Business Unit using the SetID Look up icon.
*SetiD 50100 Q

4, Enter the Customer name in the Name 1 field.

Name 1 | begins with '--"|

If unsure of the Customer name, change the search criteria to “contains” and search for part of
0 the name. Search criteria can be added using a combination of additional fields such as
Telephone, City, State, and/or Postal Code.

5. Click the Search button.

Rev 9/1/2026 Page 5 of 40



y Cardinal Accounts Receivable Job Aid
y 4

AR323 Creating and Maintaining Customers (VDOT
Only)

Step | Action

If the customer’s name that was entered does not match an existing customer, the message
0 “No matching values were found.” displays. Refer to the Entering a New Customer section of
this Job Aid to proceed and create a new customer.

~ Search Results

IMD matching values were fﬂund.l

If the customer exists, a customer does not need to be created since they are already in the
system.
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Step | Action

AR WorkCenter

s

1. Navigate to the Create Customer Information page by clicking the AR WorkCenter tile.

Learning

For more information pertaining to WorkCenters, see the Job Aid titled Overview of the
Cardinal Financials WorkCenters located on the Cardinal website in Job Aids under

2. Use the following navigation path in the WorkCenter: Links > Customer and Correspondence
> Create Customer Information

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

General Information

oo

- My Work

v Links

Enter & Apply Payments
Regular Deposit
Create Direct Journal Accig Entries
Modify Direct Journal Acctg Entries
Apply Payments Worksheet
Update Apply Payment Worksheet
Finalize Payment Worksheet
Approve Deposit

Review and Maintain Items

Customer and Correspondence

Create Customer Information I

Create Customer Contacts

Update Conversations

Create Customer Statements

Print Statements

‘Other Links

> Queries

General Information

Find an Existing Value

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

EVa

\7) Recent Searches ‘ Choose from recent searches

Name 1 ‘ begins with v‘ ‘

Telephone ‘ begins with v‘ ‘ ‘

D State ‘ begins with v‘ ‘ ‘

~ Show fewer options

[ Case Sensitive

m Clear

O Include History

%

P

[ =

Gk
’:‘_:\(g...

Nothing yet

®Add a New Value

[ saved Searches ‘ Choose from saved searches

oV

Customer ID | begins with vl |

a]

Name 2 | begins with vl |

City | begins with v| |

Postal Code | begins wilh v| |

O Correct History

‘Your search results will appear here

path:

@

Users can also access the Create Customer Information page using the following navigation

NavBar > Menu > Customers > Customer Information > Create Customer Information
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Step | Action

The General Information Find an Existing Value Search page displays.

Find an Existing Value

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

T) Recent Searches | Choose from recent searches ~ | / [1] Saved Searches | Choose from saved searches ~ | /
*SetlD Customer ID ‘ begins with v| | Q |
Name 1 | begins with Name 2 | begins with
Telephone | begins with + City | begins with
State | begins with v| ‘ | Postal Code ‘ begins with v| | |

- Show fewer options

[ Case Sensitive [ Include History

Search Clear

For more information pertaining to the Cardinal FIN Search pages, refer to the Job Aid titled
0 Overview of the Cardinal FIN Search Pages. This Job Aid is located on the Cardinal website

in Job Aids under Learning.

3. Click the Add a New Value button.

) Add a New Value

The Add a New Value page displays.

IAdd a New Value Q Find an Exieting Value

*%etlD |Bo10o0 Q *Customer 1D | MNEXT Q

4, If the Business Unit does not default in the SetlD field, select the applicable Business Unit using
the SetID Look up icon.

*setiD Ispio0 Q
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Step | Action

0 The Customer ID field defaults to “NEXT”. Do not change.

*Customer ID |NEXT Q,

When the required customer information has been entered and saved, Cardinal updates “NEXT”
to the next available sequential Customer ID Number.

5. Click the Add button.

Add

The General Info tab displays.

General Info Bill To Options Ship To Options Sold To Cptions Miscellaneous General Info

General Info Links [ ...More v]

SetiD 50100 Customer ID  NEXT

*Date Added |07/2172026 *Since |07/21/2026 *Type | Individual A

*Name 1
| | sromame [ ]
Name 2 | |
Email ID | |
Roles
[ 8ill To Customer Correzpondence Customer
Bill To Selection Correspondence Selection
[ Ship To Customer Remit From Customer

Remit From Selection
Corporate Customer
Corporate Selection

C lidation Custs
onselidation Lustomer Consclidation Business Unit

Ship To Selection
[ Sold To Customer

Sold To Selection
[ Broker Customer

Cindirect Customer

Federal Attributes
D Federal Customer Trading Partner Code \:\ Disbursing Office \:\

Tl Appropriation Symbol Not Required for Reimbursable Agn

0 The Status field defaults to “Active” and should not be changed.

*Status | Active '--'||
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Step

Action

The Date Added and Since fields default to the current date. Update these dates as needed
using the corresponding Calendar icons.

*Date Added |07/21/2026 | =Since |07/21/2026

The Level field defaults to “Regular” and should not be changed.

Level | Regular b

7. Select the applicable Customer Type using the Type dropdown button (“Business”,
“Government”, “Individual”’, or “State Agency”).
*Type | Individual L
8. Enter the name of the customer in the Name 1 field.

*Name 1
' ' sshortname ||

The Short Name field populates using the first 10 characters of the value entered in the Name 1
field.

The Name 2 field can be used for additional information as needed.

Mame 2

9. Click the Currency Code Look up icon and select “USD”.
Currency Code |USD Q |
10. | Click the Rate Type Look up icon and select “CRRNT”.

Rate Type |ICRRNT Q
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Step

Action

11.

Select the applicable checkbox options (Bill to Customer, Ship to Customer, and/or Sold to
Customer) in the Roles section.

Roles

[ Bill To Customer Correspondence Customer
EBill To Selection Correspondence Selection

[J Ship To Customer Remit From Customer
Ship To Selection Remit From Selection

[ Sold Te Customer Corporate Customer
Sold To Selection Corporate Selection

L DTOKET CUSTOMmer Consolidation Customer

Dindirect Customer
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Step | Action

The bottom section of the General Info tab displays after scrolling down.

Fadaral Attributas

O Faderal Cuctomer Treding Fariner Cods I:l Disbursing Offies I:l

Dl Appropristion 3ymbed Mot Raquired for Relmburcabls Agrasmerds

Contracts Optiona

Hedd Ellling an Unpald Cosi

Support Teams

o W | viow s

Toam Cods Dadault Decoripilon

| 2 - [+ =]

Addrese Locations | 1t b | Wiew Al
CEm Te I Primary O Broksr CIFrimary

"Lanatian I:l ClEnlp Ta O Primary Cindirsot CIFrimary
) Bald Ta I Primary D Corraspondanos Addracs
O#coriatian |
CIAFID Enatilad WAT Drfauk VAT Snrdice Trealment Sctup
Address Detalls | of 1w 1 View A

2025 e

Tax Cods I:l Languags Cods | English Vl

Fhycloal | L | Wham L |
Haturs Parformed

Altarnabs | Ansrnats Name 2 | |
Hamn 1

e N e

Andracs 1| |

Addracs 2| | Wicw Phani Information

BVA 'u'LINl |

ﬂl’:.l |
Addmes
||:||

Clty Clin cHy Limit

com = —

Genaral Info Links | Moz vl

= (=] (o

‘Generalnfa | Bl ToOptions | Ship To Optians | Sald To Oplians | Miscelancous Genaral Infa

| Include Hislory
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Step

Action

12.

Select the Federal Customer checkbox option if “Government” was selected as the Customer
Type.

Federal Attributes

@‘ederﬂl Customer Trading Partner Code : Disbursing Office :

Cl Appropriation Symbol Not Required for Reimbursable Agr

@

If the Federal Customer checkbox is selected, the user must enter 999999 in the Trading
Partner Code.

Federal Attributes

Federal Customer I Trading Partner Code |999999 |I Disbursing Office

[CJAppropriation Symbol Not Required for Reimbursable Agreements

The Hold Billing on Unpaid Cost checkbox option defaults from the Contracts — Installation
Options page. The checkbox is grayed out on this page and cannot be updated. The value
indicated here will default on the new contract that is created from the Project Accounting
module.

Contracts Options

Dold Billing on Unpaid Cost
13. | Click the Team Code Look up icon and select the applicable Team Code that corresponds to
the Customer Type and then select the Default checkbox option.
Support Teams
\E\ 1-10f1 v | Wiew Al
[ 3] o =
14. | Select the applicable address location checkbox options (Bill To, Ship To, and/or Sold To).

Select the Primary checkbox option for each one selected.

Address Locations

i CBill To CIPrimary
Locatian ] 5hip To O Primary

5old To O Primary

Description |

Rev 9/1/2026 Page 13 of 40
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Step | Action
15. | Enter the customer address information in the Address Details section.
Address Details @ | Tof 1 » I View All
[+]=]
Tax Code Language Code ‘ English V|
F‘h,&(sical | V| o rfWher: ‘ V|
ature errorme
Alternate | | Alternate Name 2 ‘ |
Name 1
Country United States
Address1| ‘
Address 2| | View Phone Information
eVA VLIN| |
e‘qu| |
Address 1D
Citl’| | Oin City Limit
County| | Postal
16. | Click the Bill To Options link at the bottom of the page.
l Motify ] [ Refresh I
General Infa | IBiII To Optionsl Ship To Cplions | Sold To Options Miscellaneous General Info

The Bill To Options tab displays.

-

General Info | Bill To Options | Ship To Opliens |  Sold Te Options

General Info Bill To Opticns Ship To Options Sold To Cpfions Miscellaneous General Info
Setll 50100 Customer ID  NEXT
General Info Bill To Selection Credit Profile

[ Add ” Update/Display H Include History

Miscellaneous General Info

17. | Click the Credit Analyst Look up icon and select the applicable Credit Analyst.
Credit Analyst Q,
18. | Click the Collector Look up icon and select the applicable Collector (typically, the person
entering the customer information is the Collector).
Collector Q
Rev 9/1/2026
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Step | Action

19. Click the General Info tab.

General Info Eill To Options Ship To Oplions Sold To Opfions Miscellaneous General Info

SetlD 50100 Customer ID  NEXT

The General Info tab redisplays.

General Info Bill To Opfions Ship To Cptions Sold To Options Miscellanecus General Info

SetiD 50100 Customer ID  MEXT General Info Links [...Mme v]

*Date Added |07/22/2026 *Since |07/22/2026 *Type | Individual W

*Name 1 |I
*Short Name

|
Name 2 | |
|

Email ID \

Currency Code |USD qQ Rate Type |CRRNT Q

20. | Click the General Info Links dropdown button and select the Contract Info (New Window) list
item.

General Info Links More hd

0020 - Additional General Info
0030 - Credit Profile

0040 - Correspondence Options
0050 - Region Code Info

0070 - CGustomer Group

0080 - Tax Exempt Certificales
0080 - VAT Info

0100 - Motes

0110 - Attachments

0120 - Messages

0130 - User Defined

Contact Info (New Window)

Rev 9/1/2026 Page 15 of 40



/ Cardinal

Accounts Receivable Job Aid

AR323 Creating and Maintaining Customers (VDOT
Only)

Step

Action

@

The General Info Links dropdown menu contains additional customer data options.

Only a few users (Collection Specialists and Post Production Support (PPS) users) will have
access to the Additional General Info page from the General Info Links dropdown menu.

The Additional General Info page contains sensitive data (e.g., Social Security Number,
Individual Taxpayer ID). The Standard ID Qualifier field is used to enter a Standard ID type.

Additional General Info
SetiD 50100 Customer ID 0000000005 5 & J JANITORIAL SERVICE
Alternate Customer Information
@ | 1-10f1 v I view an
SetiD Standard ID Qualifier 1D Number
i
_ | A
SIC Codes Adoption Taxpayer ID
@ Electronic Address 1D (1Nl w I view Al
SIC Type Employer ID Number Deseription
Entity EFT Indicator
a -]
P Y
General Info Liher General Info Links | _More v
PEPPOLID
Social Security Number

The Contact Info Find an Existing Value Search page displays in a new window.

Find an Existing Value

@ Add a New Value

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

-~ Show fewer options

[ Case Sensitive

m Clear

O Include History

{T) Recent Searches | Choose from recent searches e | / I saved Searches | Choose from saved searches A | /
*SetlD (i Q] Contact 1D | begins vith w | | Q |
Contact Name | begins wilh Customer SetlD | begins with v | Q |
Customer ID | begins with v | Q | Customer Name | begins with v

[0 Correct History

21. Click the Add a New Value button.

I ®Add a New Value

Rev 9/1/2026
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Step

Action

The Add a New Value page displays.

Add a New Value

I Q Find an Existing Value ]

~SetlD “Contact ID
Add
22. | Click the SetID Look up icon and select the applicable Business Unit.

*SetiD |sp100 Q)

The Contact ID field should display “NEXT”. Do not change.

*Contact ID | MEXT Q ]

23.

Click the Add button.

Add
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Step

Action

The Customer Information Maintain Contacts page displays.

Contact Information
Maintain Contacts
SetlD 50100 ContactID  NEXT
Contact Information \E\ | 10f1 v 1 View All
*Effective Date |07/22/2026 =Status | Active - |
*Name ‘ | *Contact Flag | External Contact V|
Title ‘ |
Email Address ‘ |
Salutation Code E
Salutation ‘ |
*Preferred Communication ‘ Call R |
Language Code ‘ English R4 |
Person ID
Confact Customers Contact Phone and Type
User Profile
m I Add ] I Update/Display ] I Include History ] I Correct History

In the Contact Information section, some contact information is required.
Required fields are:

- Effective Date (defaults to the current date)
- Name

- Status (defaults to “Active”)

- Contact Flag (defaults to “External Contact”)

Optional fields are:

- Title

- Email ID

- Salutation Code

- Salutation

- Preferred Communication
- Language Code

24.

The Effective Date field defaults to the current date. Update the effective date as needed using
the Effective Date Calendar icon.

*Effective Date | 07/2272026

25.

Enter the name of the contact in Name field.

*Name

Rev 9/1/2026 Page 18 of 40
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Step

Action

26.

Click the Preferred Communication dropdown button and select the applicable preferred
communication option.

*Preferred Communication I Call V‘I

27. If the Status field does not default to “Active”, click the Status dropdown button and select
“Active”.
*Status I Active VI
28. | If the Contact Flag field does not default to “External Contact”, click the Contact Flag dropdown
button and select “External Contact”.
*Contact Flag | External Contact v|
29. | Click the Contact Phone and Type link at the bottom of the page.

Contact Phone and Type

Rev 9/1/2026 Page 19 of 40
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Action

Step

The Contact Phone and Type page displays.

Contact Information
Contact Phone and Type

SetlD 50100 ContactID  MEXT

Contact Information

Effective Date  07/22/2026 Name

Contact Phone Information

*Phone Type International Prefix | Phone Number

| View All

11 0f 1 | Wiew All

Extension Primary Phone

(i a] | | |l

| |l o

(][]

Contact Type Information

[=][q]

Contact Type

[ 9

Desgcription

Contact Information Contact Customers

User Profile

B

| Wiew Al

[+] ][]

l Add H Update/Display H Include History H Correct History ]

If “Call” or “Fax” was selected as the Preferred Communication, this page is required.

30. | Select the phone type using the Phone Type Look up icon. Enter the Phone Number, including
any Extension information, in the corresponding fields.

*Phone Type Internaticnal Prefix | Phone Number

Extension Primary Phong

| al | | |

o |#]][=]

identify one as preferred.

If multiple phone numbers are entered, be sure to use the Primary Phone checkbox option to

*Phone Type Internaticnal Prefix | Phone Number

Extension Primary Phong

| al |l |

| IHEEEE
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Step

Action

31.

Click the Contact Customers link at the bottom of the page to link this contact to the new
customer.

Contact Information I Contact Customers I

User Profile

The Contact Information Contact Customers page displays.

Contact Information
Contact Customers

Contact SetiD 50100 ContactID  NEXT

Contact Information \EI I Tof1 v | Viewal
Effective Date 07222026 Name
Link Contact to Customer
=) BT
Customer  Seff Senvice Securty
“Customer SefiD | *Customer ID Customer Name Location ‘ Credit Cards Documentation o ey ::::ag o, Courtesy Copy | ‘
wn_a) | 5 —) CreatCarts | Dosumenty | = | o | o] o [+ =]
Gontact Information
Gontact Phone and Type User Profle
m Notity l UpdateiDisplay H Include History H Gorrect History

32.

Click the Customer ID Look up icon and select the applicable Customer ID.

*Customer IDv

Q

Once the Customer ID is selected, the Customer Name field populates.

If more than one customer shares the same contact, another Customer can be added by clicking
the Add a New Row (+) icon to add another row.

Primary Bill Primary Primary
To Ship Te Sold Te

o ] o o E

Courtesy Copy

33.

Select the location using the Location Look up icon.

Location
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Step | Action

The Location field is populated along with the Primary Bill To, Primary Ship To, and Primary
0 Sold To checkbox options.

(e e | custoner) Custom

me
st Q 0000000004 Q BOVMAN CONSULTING

34. | Click the Save button when the contact information is complete.

Confact Infermation

Contact Phone and Type User Profile

Once information is saved, Cardinal updates the Contact ID field in the Header section with the
0 next available sequential number.

Contact SetlD 50100 IContactID 258 I
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Setting Up Customer Correspondence Options

The Correspondence Options allows users to select the information used on Invoices and other
communications with customers.

Step | Action

AR WorkCenter

| =

1. Navigate to the Create Customer Information page by clicking the AR WorkCenter tile.

Learning

For more information pertaining to WorkCenters, see the Job Aid titled Overview of the
Cardinal Financials WorkCenters located on the Cardinal website in Job Aids under

2. Use the following navigation path in the WorkCenter: Links > Customer and Correspondence
> Create Customer Information

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

General Information

(e

\ My Work

'\ Links

Enter & Apply Payments
Regular Deposit
Create Direct Journal Accig Entries
Modify Direct Journal Acctg Entries
Apply Payments \Workshest
Update Apply Payment Worksheet
Finalize Payment Worksheet
Approve Deposit

Review and Maintain Items

Customer and Correspondence

Create Customer Information I

Create Customer Contacts

Update Conversations

General Information

Find an Existing Value

~ Search Criteria

@Add a New Value

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

\7) Recent Searches ‘ Choose from recent searches

EVa

[ saved Searches ‘ Choose from saved searches

Name 1 [ begins with ~ | ‘ ‘

Telephone ‘ begins with V‘ ‘ ‘

State ‘ begins with v‘ ‘ ‘

- Show fewer options

[J Case Sensitive O Include History

m Clear

oV

Customer ID | begins with vl |

a]

Name 2 | begins with vl |

city | begins witn | |

Postal Code | beging with v| |

O Correct History

A%

| =
Create Customer Statements B
S

Print Statements ‘?

Other Links o
Nothing yet
> Queries Your search results will appear here
Rev 9/1/2026
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Step | Action

0 Users can also access the Create Customer Information page using the following navigation
path:

NavBar > Menu > Customers > Customer Information > Create Customer Information

The General Information Find an Existing Value Search page displays.

Find an Existing Value (®Add a New Value
~ Search Criteria
Enter any informafion you have and click Search. Leave fields blank for a list of all values.
\7) Recent Searches | Choose from recent searches A ‘ / [ saved Searches | Choose from saved searches hd | /
*SetiD 50100 Q Customer 1D | begins vith v | | Q|
MName 1 | begins with Name 2 | begins with +
Telephone | begins wilh City | begins with w
State | begins with v| | | Postal Code | begins with v| | ‘
~ Show fewer options
[] Case Sensitive [ Include History

Overview of the Cardinal FIN Search Pages. This Job Aid is located on the Cardinal website
in Job Aids under Learning.

0 For more information pertaining to the Cardinal FIN Search pages, refer to the Job Aid titled

3. Click the SetlD Look up icon and select the applicable Business Unit.
*SetiD {50100 al

4. Click the Customer ID Look up icon and select the applicable Customer ID.

Customer D | begins with V| Q,

5. Click the Search button.

Search Clear
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The General Info tab displays.

General Info Bill To Options. Ship To Options Sold To Options Miscellaneous General Info

SetlD 50100 Customer ID 0000133052 General Info Links | ...More ~|

*Date Added |08/28/2009 *Since |08/28/2009 “Type

“Name 1 |MWAA

MUWAA

*Short Name

|
Name 2 | |
|

Email ID |

Currency Code |USD Q Rate Type |CRRNT Q

Roles
Bill To Customer Correspondence Customer
Bill To Selection Correspondence Selection
Ship To Customer Remit From Customer
Ship To Selection Remit From Selection
Sold To Customer Corporate Customer
Sold To Selection Corporate Selection
[ Broker Customer 1 Consolidation Customer Consolidation Business Unit
O Indirect Customer

6. Click the General Info Links dropdown button and select the “0040 - Correspondence Options”
list item.
General Info Links | ...More ~

0020 - Additional General Info

0030 - Credit Profile

0040 - Comespondence Options

0050 - Region Code Info

0070 - Customer Group

0080 - Tax Exempt Certificates
0080 - VAT Info

0100 - Notes

0110 - Attachments

0120 - Messages

0130 - User Defined

Contact Info (Mew Window)
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Step | Action

The Correspondence Options tab displays.

General Info Eill To Cptions Ship To Options Sold To Opticns Correspondence Options b
SetlD 50100 Customer 1D 0000133052 RVWASR
Customer Defaults

Primary Contact

Primary Address 1 EILL TO ADDRESS

Correspondence Options | 10f1 w | View All

*Effective Date | 08/28/2009 *Status E
Language Code |ENG Q,

Contact Address

O Contact Address
® Primary Address
i ltem Address

O Override

® Suppress Contact
) Primary Contact
) Owerride

Dunning

Dunning Group | All Groups ~ Dunning 1D

Generate Dunning Image [Ctold
Date

Statements

Statement Group | All Statement Groups w Statement 1D

Generate Statement Image
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Accounts Receivable Job Aid

AR323

Creating and Maintaining Customers (VDOT
Only)

Action

the Add a New Row icon.

In the Dunning section, review the information. If the Dunning ID needs to be changed, click

Generallnfo Bl To Options Ship To Options Sgld To Options

Correspondence Options

>

SetlD 50100 CustomerID 0000000111
Customer Defaults
Primary Contact

Primary Address 1 BILLTO

Correspondence Options

“Effective Date |07/30/2026
Language Code [ENG Q.

Contact Address

@ Suppress Contact

BON AIR LEARNING CENTER

O Contact Address

© Primary Contact ® Primary Address
© Override O ltem Address
O Override
Dunning
Dunning Group | A1 Groups | Dunningin [098 @
Generate Dunning Image ClHold

Date

[2]

I ViewAl

The Correspondence Options page displays.

General Info

Bill To Options Ship To Optiong

Sold To Oplions

Correspondence Options

>

SetlD 50100 Customer 1D
Customer Defaults
Primary Contact

Primary Address 1

Correspondence Options

0000133052

BILL TO ADDRESS

RAVAA

I Wiew All

*Effective Date | 08/28/2009 *Status E
Language Code |ENG Q

Contact Address

® Suppress Contact O Contact Address

O Primary Contact @ Primary Address

C Override O ltem Address

C Override
Dunning
Dunning Group | All Groups ~

Dunning ID

Generate Dunning Image

COHold

Date
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Step | Action

8. Click the Dunning ID Lookup icon.

Dunning
Dunning Group | All Groups v| Dunning ID STD Q
Generate Dunning Image UHold
Date
9. Select the appropriate Dunning ID from the list.

Look Up Dunning ID X

Help

*SetlD 50100
Dunning ID ‘ begins with v| [| ]

Search Results

View 100

%”""ing ﬂ';'h"")zg Description

DOA By Level DOA Dunning by Level
GOVBU By Level Gov Bus Dunning by Letter
STD By Level Standard Dunning by Level

“DOA” should be used for dunning state Agencies. “STD” is used for individual customers.
0 Federal customers are not typically set up to receive dunning notices.
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Step | Action
The Correspondence Options page displays with the updated Dunning ID.
General Info Eill To Options Ship To Options Sold To Options Correspondence Options 3
SetlD 50100 CustomerID 0000133052 MWAA
Customer Defaults
Primary Contact
Primary Address 1 BILL TO ADDRESS
Correspondence Options |E| Viev
“Effective Date |ow3orzozr | *Status | Active | | -+ || - ‘
Language Code |ENG Q|

Contact Address

@® Suppress Contact O Contact Address

O Primary Contact ® Primary Address

J Override O ltem Address

) Override
Dunning
Dunning Group | All Groups Dunning ID |DOA Q |
Generate Dunning Image | v Hold | |
- Date ——————
10. | Click the Save button once all the required changes are entered.
m Previous in List l Mext in List ] l Motify l l Refresh ] l Add ] Update/Display
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Adding Attachments

Attachments can be used to enter additional information about the customer.

Accounts Receivable Job Aid

AR323 Creating and Maintaining Customers (VDOT

Only)

Step

Action

1.

Navigate to the Create Customer Information page by clicking the AR WorkCenter tile.

AR WorkCenter

1

=

For more information pertaining to 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 > Customer and Correspondence

> Create Customer Information

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

General Information

[e}<
v My Work

v Links

Enter & Apply Payments

Regular Deposit

Create Direct Journal Acclg Entries

Modify Direct Journal Acctg Entries

Apply Payments Worksheet

Update Apply Payment Worksheet

Finalize Payment Worksheet

Approve Deposit
Review and Maintain ltems

‘Customer and Correspondence

D State | begins with vl | |

Create Customer Information

General Information

Find an Existing Value

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

@ Add a New Value

~| &

2) Recent Searches ‘ Choose from recent searches

[ Saved Searches ‘ Choose from saved searches vl /‘

Customer 1D ‘ begins with v‘ ‘

aJ

Name 1 | begins with vl | | Name 2 ‘ begins with v‘ ‘

Telephone | begins with v| | | city ‘ begins with v‘ ‘

Postal Code ‘ begins with v‘ ‘

-~ Show fewer options

O Case Sensitive O Correct History

m Clear

[ Include History

Create Customer Contacts

Update Conversations

Create Customer Statements

Print Statements

Other Links

> Queries

e

s

7=

v i}
v

Nothing yet
Your search results will appear here

@

Users can also access the Create Customer Information page using the following navigation

path:

NavBar > Menu > Customers > Customer Information > Create Customer Information
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Step | Action

The General Information Find an Existing Value Search page displays.

General Information
Find an Existing Value @Add a New Value
~ Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values
{7) Recent Searches | Choose from recent searches v | / [l saved Searches ‘ ‘Choose from saved searches hd | /
*SatiD 50100 Q Customer 1D | begins with ~ | | 0.‘
Name 1 | begins with v Name 2 | begins with »
Telephene | begins with » City | begins with »
state | begins with w | ‘ | Pastal Code | begins with w | | |
A Show fewer options
[ Case Sensitive 0 Include History
=

For more information pertaining to the Cardinal FIN Search pages, refer to the Job Aid titled
0 Overview of the Cardinal FIN Search Pages. This Job Aid is located on the Cardinal website
in Job Aids under Learning.

3. Click the SetlD Look up icon and select the applicable Business Unit.

*SetlD | = w | [ 50100 al
4. Click the Customer ID Look up icon and select the applicable Customer ID.
Customer ID | begins with V| Q |

5. Click the Search button.
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AR323 Creating and Maintaining Customers (VDOT
Only)

Step | Action

The General Info tab displays.

‘General Infg Bill To Options

Ehip To Optians

Spid To Optians Miscallaneeus General Info

SatlD  s0ipa

Cuptomar 1D pI0LA0E111

General Info Links | _pare w |

“Date Added | 014011800

Laval | Regular h
TYPS | Stote Agency

Inactive &a OF

“8inca (01/011800

503G

*Hame 1 |I:|.Dh| AlR LEARMIMNG CENTER

+ghort Hama |YHVEMILE

Hame 2 |.f\ﬁN_ACCCIIJNTS PAYABLE

Emall ID |

Currency Code |U=D

Roles

Esn To Customsr
Bill To Sefectan

B 2hip To Customsr
Ship To Saleclion

%old To Customar
Zald To Szleclion

C Broker Customar

Zlindiract Custamer

CD"EBPG“UEI’IGD Customer
Correspandence Saleclion

B rRemit From Custemer
Remit From Seleclion

B corporats Customar
Corporate Selectan

CCconsolidatien Customar
Conealidation Buslness Unit

Federal Attributes

Ul Fedaral Custamer

Ll approprigtion $ymbol Mot Requirsd for Relmbursaoka Agrasmante

Contracts Options

Hold Bllling an Unpald Coet
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Step | Action

6. Click the General Info Links dropdown button and select the “0110 — Attachments” list item.

General Info Links | ...More R

.
0020 - Additional General Info
0030 - Credit Profile

0040 - Comespondence Options
00517 - Region Code Info

0070 - Customer Group

0080 - Tax Exempt Cerificates
0090 - VAT Info

0100 - Notes

| 0110 - Attachments I

0120 - Messages

0130 - User Defined

Contact Info (Mew Window)

The Attachments tab displays.

Attachments

SetlD 50100 Customer D 0000000111 BON AIR LEARNING CENTER

Attachment Information
@ 1-10f 1 % | view Al

Add View Attached File Attachment Type Description

View | | | Q E

General Info General Info Links | ...More i

7. Click the Add button to locate, select, and upload the attachment.

Add View Attached File Attachment Type Description

i a -]
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Step | Action

The File Attachment page displays in a pop-up window.

File Attachment X

[Choose File | Mo file chosen ]

[ Upload ” Cancel

8. Click the Choose File button to locate the file and then click the Upload button.
File Attachment ®
IChoosE File | No file chosen ]
Upload [ Cancel l
9. Click the View button to review the attachment.
Add View Attached File
Add View | Statement_of_Work_BALC pdf
10. Click the Save button.
m | Motify | | Refresh |
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Adding Notes
Notes can be used to enter additional information about a customer.

Step

Action

1.

Navigate to the Create Customer Information page by clicking the AR WorkCenter tile.

AR WorkCenter

s

For more information pertaining to 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 > Customer and Correspondence
> Create Customer Information

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

General Information

[e e

. My Work General Information

- Links Find an Existing Value

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

Enter & Apply Payments o

Regular Deposit

\7) Recent Searches ‘ Choose from recent searches V| f [ saved Searches ‘ Choose from saved searches V‘ f

Create Direct Journal Acclg Entries

Modify Direct Journal Acctg Entries *SetlD Customer ID | begins with vl | Q|

Apply Paymenis Worksheet

Name 1 [ begins with + | ‘ ‘ Name 2 [ begins with v | | |

Update Apply Payment Worksheet

Telephone [ begins win v | ‘ ‘ ity [ begins witn ~ | | |

Finalize Payment Worksheet

State it
Approve Deposit D ‘ begins with v‘ ‘

~ Show fewer options

Postal Code | begins with vl | |

Review and Maintain ltems o
[J Case Sensitive [ Include History O Correct History
Customer and Correspondence

===
Create Customer Information

Create Customer Contacts

Update Conversations Qh

P
[ ==
Create Customer Statements (&
uy
ey

Print Statements %’"
Other Links -
Nething yet
> Queries Your search results will appear here

®

Users can also access the Create Customer Information page using the following navigation
path:

NavBar > Menu > Customers > Customer Information > Create Customer Information
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Step | Action

The General Information Find an Existing Value Search page displays.

General Information
Find an Existing Value (@®Add a New Value
"~ Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.
{7) Recent Searches ‘ Choose from recent searches V| / [ saved Searches | Choose from saved searches V| /‘
*SetiD 50100 Q Customer 1D | begins with v | | Q|
Name 1 | begins with v| | Name 2 | begins with v| | |
Telephone [ begins with - | | ‘ City [ begins with - | | |
State | begins with V| | ‘ Postal Code | begins with V| | |
-~ Show fewer options
[ Case Sensitive [ Include History
()

Overview of the Cardinal FIN Search Pages. This Job Aid is located on the Cardinal website
in Job Aids under Learning.

0 For more information pertaining to the Cardinal FIN Search pages, refer to the Job Aid titled

3. Click the SetlD Look up icon and select the applicable Business Unit.
*SetiD |5mou QI‘

4. Click the Customer ID Look up icon and select the applicable Customer ID.

Customer 1D | begins with v| I Q_I|

5. Click the Search button.
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Step | Action

The General Info tab displays.

General Info Bl To Options Ship To Options Sold To Options ~ Miscellanzous General Info

SetiD 50100 CustomerID 0000000008 General Info Links
“status Inactve A O gggrgianty Lever

~
“Date Added [12/08i2011 “Since [12082011  [] “Typs
*Name 1 |SEJ JANITORIAL SERVICE

*Short Name S &JJANI

|
Name 2 |A1TN STAFFORD SPENCER ‘
\

Email 1D |mSNIJANITDRIAL@CDMCAST.NET

Currency Code [USD Q@ Rate Type | CRRNT Q

Roles

B Bill To Customer Correspondence Customer
Bill To Selection Correspondence Selection

Ship To Customer Remit From Customer
Ship To Selection Remil From Selection

Sold To Customer Corporate Customer
Sold Ta Selzction Garparate Selection

D Broker Customer O Conselidation Customer

Consolidation Business Unit
DOindirect Customer

Federal Attributes

ClFederal Customer Trading Partner Code E Disbursing Office E

O) Appropriation Symbol Not Required for Reimbursable Agreements

Contracis Options

Held Billing on Unpaid Cost

6. Click the General Info Links dropdown button and select the “0100 — Notes” list item.

General Info Links | ...More -

1z
0020 - Additional General Info
0030 - Credit Profile

0040 - Comrespondence Options
0050 - Region Code Info

0070 - Customer Group

0080 - Tax Exempt Certificates

0090 - VAT Info

0110 - Attachmenis

0120 - Messages
0130 - User Defined

Contact Info (New Window)
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Step | Action

The Notes tab displays.

General Info Eill To Options Ship To Options Sold To Cptions Miscellanecus General Info Notes
SetlD 50100 Customer D 0000000008 S & J JANITORIAL SERVICE
Customer Notes EI | of 1 » 1 View All
Use Predefined Standard Note E

Documents To Print The Note On:
Note Type |

Note Text
Key Words

General Info General Info Links | .. More e ‘

i Return to Search H Notify H Refresh ] Update/Display Include History

General Info | Bill To Options | Ship To Opfions | Sold To Options Miscellaneous General Info MNotes

The Use Predefined Standard Note checkbox option defaults as checked. This allows users
0 to select a standard note. To create a customized note, skip to step 9.

se Predefined Standard Note
Note Q

7. Click the Note Look Up icon and select the applicable option.

Note Q

8. Click the Save button.

| Return to Search || Mofify || Refresh |

0 The steps below are only used to create a customized note.

9. Uncheck the Use Predefined Standard Note checkbox option to create a customized note.

EJse Predefined Standard Note
Note Type Q,
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Step | Action

The Customer Notes page displays.

Customer Notes EI | 1of1 v | View Al
[JUse Predefined Standard Note E
Note Type Ij Documents To Print The Note On:
Mote Text @ o Crder Acknowledgment
] Advance Shipping Motification
5~

254 characters remaining o Bill of Lading

Key Words
o Order Change

Acknowledgement

o Buying Agreement Renewal
[m] Buying Agreement Siatus
o Invoice Courlesy Copy
[m} Invoice
o Invoice Nofification
[m] Packing List
[m] Picking Plan
[m] Product Price List
[m] Quotation
[m] Return Material Authorizalion

10. | Click the Note Type Look Up icon and select the applicable Note Type.

Usze Predefined Standard Note
Note Type I Q

11. | Enter a free form note in the Note Text field (maximum of 254 characters).

Note Text

™

254 characters remaining

Key \Words
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Step | Action

12. | Select the applicable Documents to Print the Note On checkbox option(s).

Documents To Print The Note On:

[m] Crder Acknowledgment

[m] Advance Shipping Motification

[m] Bill of Lading

Crder Change
Acknowledgement

[m] Buying Agreement Renewal

[m] Buying Agreement Status

[m] Invoice Courfesy Copy

O Invoice

[m} Invoice Motification

[m] Packing List

[m] Picking Plan

O Product Price List

O Quotation

0 Return Material Authorization

13. Click the Save button.

’ Return fo Search H Mofify ” Refresh l
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