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Managing Accounts Receivable Funds Receipts Overview

The Accounts Receivable (AR) Funds Receipt process includes creating, processing, and finalizing
Deposits in Cardinal. A Deposit is a collection of one or more Payments, also referred to as Cash
Receipts. Deposits are entered online in Cardinal or can be interfaced through the Funds Receipt
Upload process for interfacing Agencies. During the processing of Deposits, accounting entries are
entered and ultimately posted to the General Ledger.

There are two roles involved in the AR Funds Receipt process: the Processor and the Approver.
There is no approval workflow in Cardinal for Accounts Receivable. The Processor must follow
Agency guidelines regarding how to notify the approver that items are awaiting their review and
approval. Below is a diagram depicting the recommended process for the online entry method.

Processor Processor or Approver* Approver
| | |
| 1 i 1 | 1
ey Enter Deposit
Create Accounting frry
Create . 2 Budget Certificate #fs Approve
Deposit [ Ac':’n‘:::'"g E“'::f:"d el | checi- | ™ ndTieto ™ Deposit
D it
Complete* Sl

*Agency policy determines whether the Processor or the Approver will mark the entries complete and
perform the manual Budget Check.

Once the accounting entry is marked “Complete”, the Deposit is:
¢ Automatically edit checked (ChartField values and combinations are verified)

e Placed in the queue for the nightly Budget Check batch process but can also be initiated
manually as needed

Once a Deposit has been successfully budget checked, the Deposit and the accounting entry cannot
be modified in the AR module. A Help Desk ticket must be submitted to determine if a correction can
be made. Include “Cardinal AR” in the Subject line.

Once the Deposit has been approved, two batch processes run:

e The Deposit Post Processor batch process sets the approved transactions ready to be picked
for Journal Generation.

e The Journal Generator batch process picks up the posted transactions and sends them to the
General Ledger

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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Revision History

Revision Date Summary of Changes
9/1/2026 Updated to reflect the Cardinal system upgrades.
3/1/2025 Updated the screenshots of the Search pages (Section 1, after Step 1; Section
2, after Step 1; Section 3, after Step 1; Section 4, after Step 1). Added reference
information to the Overview of the Cardinal FIN Search Pages Job Aid.
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Creating Regular Deposits

Step | Action

1. Navigate to the Regular Deposits page by clicking the AR WorkCenter tile on the Cardinal
Financials Homepage.

AR WorkCenter

1

&

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

2. Use the following navigation path in the WorkCenter: Links > Enter & Apply Payments >
Regular Deposit

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

Regular Deposit
Q & New Window | Help
My Work Regular Deposit
Payments = Find an Existing Value @Add a New Value
** Direct Journals to Complete v Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.
** Direct Journals to Budget
. ) Recent Searches I Choose from recent searches VI / [ saved Searches [ Choose from saved searches Vl /
Exceptions o
Revenue Estimate Except D *Deposit Unit :} Deposit ID [ begins with vl [ ]
atinks User ID [ begins with vl l Q l Assigned Operator ID [ begins with vl l Q]
Enter & Apply P; t:
a— PPly EdVIISNts Z ~ Show fewer options
Regular Deposit | O Case Sensitive
Modify Direct Journal Accounting Entri¢
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Step | Action

The Regular Deposit Find an Existing Value Search page displays.

Regular Deposit

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| f [l Saved Searches | Choose from saved searches v‘ f
“Deposit Unit [ = v/ [i al DepositID | begins with v | | |
UserID | begins with v| | Q| Assigned Operator ID | begins with v‘ | Q ‘

~ Show fewer options

[J Case Sensitive

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.

Users can also access the Create a Deposit page using the following path NavBar > Menu >
0 Accounts Receivable > Payments > Online Payments > Regular Deposit

o o

©

3. Click the Add a New Value button.

(®HAdd a New Value

The Regular Deposit Add a New Value page displays.

Regular Deposit

Add a New Value Q Find an Existing Value

*Deposit Unit h51oo Q, *DepositID |NEXT

The Deposit Unit field defaults based on the Agency Business Unit but can be changed if users
o have access to multiple Business Units.

The Deposit ID field defaults to “NEXT” and cannot be changed.
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Step | Action

4. Click the Add button.

Add

The Regular Deposit page displays with the Totals tab displayed by default.

Totals Payments
Unit 15100 DepositID NEXT Delete Deposit
"Accounting Date [D5/0612026 Control Currency

“Bank Code

il

Format Currency |USD
*Bank Account

Rate Type

Exchange Rate

Control Totals Control Data
Control Total Amount *Count E *Received |05/06/2026
Entered Total Amount 0.00 Count 1 *Entered |05/06/2026
Difference Amount 0.00 Count -1
Posted
Posted Total Amount 0.00 Count 0 Assigned | Q |
Journalled Total Amount 0.00 Count 0
User

(o) (oo |

Totals Payments

The information on this page, including the Unit, Deposit ID, Accounting Date, Bank Code,
0 Bank Account, and Deposit Type fields, is required for every Deposit entered. Multiple
Payments can be included in a Deposit.

5. Click the Accounting Date Calendar icon and select the applicable accounting date.

*Accounting Date |05/06/2026

The Accounting Date field determines the Fiscal Period to which the batch will post and
o defaults to the current date. The accounting date is not necessarily the same as the deposit
date.

6. Click the Bank Code Look up icon and select the applicable Bank Code.

*Bank Code Q,
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Step | Action

For more information pertaining to Cardinal Bank Codes, see the Job Aid titled AR326 Bank
o Code Crosswalk. This Job Aid is located on the Cardinal website in Job Aids under Learning.

7. Click the Bank Account Look up icon and select the applicable Bank Account.
*Bank Account I QI‘

o The Bank Code previously selected determines which Bank Accounts are available for
selection.

8. Click the Deposit Type Look up icon and select the applicable Deposit Type.

*Deposit Type o]
9. Click the Control Currency Look up icon and select “USD”.
Control Currency JUSD Q

10. | Enter the sum of all Payments to be included in the Deposit in the Control Total Amount field.

Control Total Amount 0.00

11. | Enter the total number of Payments in the Count field.

*Count 0

12. | The Received and Entered fields default to the current date. Update these dates as needed
using the corresponding Calendar icon.

Control Data

“Received |[05/06/2026

*Entered [05/06/2026

Posted
Assigned | Q

User
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Step | Action

o The Received field should be the date the funds were received by the Agency or Bank.

The Entered field should be the date the Deposit ID is created in Cardinal.
The User ID of the person entering the transaction defaults in the Assigned and User fields.

13. | Click the Payments tab.

Totals Payments

The Payments page displays.

Tofals Payments

Unit 15100

DepositID NEXT

Date  05/06/2026

Balance Mot Balanced

Payment Information

@I 1of1 w

I View All ‘

Payment Seq

T —

Rate Type |CRRNT

O Payment Predictor

R —

Currency |USD

Exchange Rate 1

O Journal Directly
Aftachments (0)

*Accounting Date |05/06/2026

[ORange of References

Customer Information

@l o |

S —

Remit From
Name
Corporate

SubCustl

wean [a]

S E—

Remit SetlD

Corporate SetlD
SubCust2

Link MICR

[+]=]

Detail References

Reference Information

[+][-]

EE]

1-10f1 v

Qual Code

Reference

To Reference

Event

ol a] |

Q|‘

[ a]

B[]

| Wiew Al ‘

-

Totals | Pavmenis

Update/Display

This page is where specific information about each Payment in the Deposit is entered.

o The Payment Seq (sequence) field is read-only. This number is assigned by Cardinal to track

the order in which Payments are entered when there is more than one Payment in the Deposit.

14. | Enter a unique identifier (such as the Check Number) for the Payment in the Payment ID field.

*Payment ID | | ‘

Rev 9/1/2026
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Step | Action

15. | Enter the payment amount in the Amount field.
Amount

16. | De-select the Payment Predictor checkbox option, if selected.
Epayment Predictor

17. | Select the Journal Directly checkbox option.

I.Jl:-urnal Directly

If the Journal Directly checkbox option is not selected, accounting entries cannot be created.

18.

Click the Payment Method dropdown button and select the applicable payment method.

Payment Method| v

The Customer Information section is only used for Agency to Agency (ATA) transactions.
These are Payments received for goods and/or services provided by one Commonwealth of
Virginia (COVA) Agency to another.

For ATA transactions, enter or select the Customer ID using the Customer ID Look up icon for
the Agency making the payment. The remaining required fields within this section will
automatically populate based on the Customer ID selected.

Customer ID Q

For more information pertaining to ATA transactions, see the Job Aid titled Agency to Agency
Transactions Information Sheet. This Job Aid is located on the Cardinal website in Job Aids
under Learning.

19.

Click the Add a New Row (+) icon in top right corner of the Payment Information section to
add another Payment to the Deposit as needed.

Payment Information @ | 10f1 & | View All

Payment Seq *Payment 1D D *Accounting Date | 05/06/2026
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Step | Action

The Payments page refreshes with the additional row.

Totals Payments
Unit 15100 DepositID  MNEXT Date  05/06/2026 Balance Mot Balanced
Payment Information @ | | View All ‘
Payment Seq *Payment ID D *Accounting Date |05/06/2026 E
Amount |0.000 Currency \:\
[-=
[l Payment Predictor [JJoumnal Directly [JRange of References
Attachments (0}
Customer Information \E | 1of1 v ‘
S — S — [+
Remit From Remit SetlD
Hame
Corporate Corporate SetlD
SubCust1 SubCust2
Detail References
Reference Information
‘ @ “lof 1w | Wiew All ‘
‘ Qual Code Reference To Reference Event ‘ ‘
L 3l | | | o] |[=]][=]
Totals | Paymenis

20. | Repeat Steps 14 — 19 until all the applicable Payments have been added to the Deposit.

Once all Payments have been entered for the Deposit, ensure that the Balance field displays as
“Balanced”.

@

If the Balance field does not display as “Balanced”, check the individual Payment amounts
against the amount entered in the Control Total Amount field on the Totals tab. Additionally,
check the number of rows against the number entered in the Count field on the Totals tab. An
unbalanced Deposit can be saved but cannot be processed further until it is balanced.

Balanca | Balanced

21. Click the Save button.

B

Refresh |
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Step | Action

22. | Take note of the assigned Deposit ID for further processing of this Deposit.

Totals Payments

Unit 15100 IDepositID 1955I Date  05/06/2026 I Balance  Balanced I

The Deposit ID field is systematically populated with the next available Deposit ID and is
0 located at the top of the window beneath the Total and Payments Tab headers.

Once all Deposits have been entered, accounting entries will need to be created for each
Payment in the Deposit. Refer to the Processing Direct Journal Payments section of this Job Aid
for additional information pertaining to this process.
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Processing Direct Journal Payments

Step | Action

1. Use the following navigation path in the Receivable WorkCenter: Links > Enter & Apply
Payments > Create Direct Journaling Accounting Entry > Create Accounting Entries

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

~ Links

Enter & Apply Payments

Regular Deposit

Create Direct Journal Accounting En

Maodify Direct Journal Accounting Entrie
Apply Payments Worksheet

Update Apply Payment Worksheet
Finalize Payment Worksheet

Approve Deposit

The Create Accounting Entries Find an Existing Value Search page displays.

Create Accounting Entries
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 v‘ / [ saved Searches | Choose from saved searches e ‘ /

*Deposit Unit 115100 Q DepasitID | bagins with v | |1955 Q|

Payment Sequence ‘ = v| | | Payment ID | begins wilh v| | |

User ID ‘ begins with v| | | Assigned Operater 1D | begins with v| | |

-~ Show fewer options

[ Case Sensitive

m Clear

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

&

The Deposit Unit field defaults based on the Agency Business Unit but can be changed if
users have access to multiple Business Units.

&
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Step | Action

2. Click the Deposit ID Look up icon and select the applicable Deposit ID.

Deposit ID ‘ begins with V| Q

3. Click the Search button.

-

The search results display in the Search Results section (each Payment associated with the
Deposit ID).

~ Search Resulfs
2results - Deposit Unit "15100" Deposit 1D "1955"

120f2 v | wiew an
Non
Deposit . Payment Assigned Customer Entered
Unit Deposit ID Sequence Payment ID U=enll Operator 1D Dist Date
Balanced
15100 1955 1| CHK 621 Mo Dist 05/06/2026 b
15100 1955 2| CHK 274 Mo Dist 05/06/2026 >

If the Deposit only has one Payment, Cardinal will open the Create Accounting Entries
0 page directly and will not display search results. In this case, proceed to Step 5.

4. Click the Drill in icon to open the first Payment associated with the Deposit.

~ Search Results
2results - Deposit Unit"15100" Deposit 1D "1955"

12 0f2 & | View Al
Non
Deposit o Payment Assigned Customer Entered
Unit Deposit ID Sequence Rayment IIgg{lUseqin Operator ID Dist Date
Balanced
15100 1855 1| CHK 621 Mo Dist 03/06/2026 ?
15100 1855 2| CHK 274 Mo Dist 03/06/2026 »

0 Accounting entries will need to be individually created for each Payment in the Deposit.
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/fy Cardinal

Step

Action

The Accounting Entries page displays for the selected Payment.

Accounting Entries Deposit Gonlral

Unit 15100

Currency Details

DepositID 1955 Payment  CHK 621

Amount 10000 USD

5
Jal

Ccomplete
Budget Status

Distribution Lines

\EI 1-10f1 v I View Al
ChartFields  Cumency Delals  Budgel  Joumal Reference Information  Distribution Creation / Update Details >
‘ 2;‘;2’:::“ GL Unit Speed Type Line Amount Currency *Account Fund Program Department ¢
B 1 [0 a] | [Coemme ]| | uso I a | o 9| o] |
\ 7] »
Total
‘ Lines @ Total Debits 0000 Currsncy Total Credits 0000 Currsncy Nat 0.000 ‘
m Previous in List Nextin List H Notity ” Refiesh ]
Accounting Entries | Dspasit Control
5. Enter the amount of the Payment in the Line Amount field.
Distribution Lines
=) -
Chartfields ~ Cumency Defails  Budgel  Joumal Reference Informaion  Distribufion Creation / Update Details 1>
g;ﬂ’:ﬁ:“ *GL Unit Speed Type Line Amount Currency *Account Fund Program Department «
1 1|[15100 a| [ Speed Type ] 1 0000 usp al || al || al [ a) |
4 GEE——— [

in expenses.

in expenses.

The Line Amount field value must offset the Payment (Deposit) amount.

If the Payment (Deposit) amount was a positive number, then enter the amount in the Line
Amount field as a negative number to record either an increase in revenues or a decrease

If the Payment (Deposit) amount was a negative number, then enter the amount in the Line
Amount field as a positive number to record either a decrease in revenues or an increase

Enter the applicable accounting information in the corresponding ChartField fields.

Distribution Lines

(=][q]

1-10f1 v | viewau
ChartFields Currency Details Budget Journal Reference Information Distribution Creafion / Update Details -3
‘ ESJistribuﬁnn *GL Unit Speed Type Line Amount Currency *Account Fund Program Department [
equence
1 1([15100 Q ‘ [ Speed Type ] | -100.00| |USD 4009060 Q |o1ooo Q ‘ ‘ Q | bs400 Q I[
\ e >

Rev 9/1/2026
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Step | Action

If the Agency uses Speed Types, click the Speed Type button to populate the
0 corresponding ChartField fields.

Distribution Lines

IE’ 1-10f1 | View Al

ChartFields Currency Details Budget Journal Reference Information Distribution Creation / Update Details I

Distribution

Sequence *GL Unit Speed Type Line Amount Currency *Account Fund Program Department [

1 1|[15100 Q‘ I Spesd Type || -00.00| |usD 4009080 0.‘ |n1nuu 0.| ‘ O.‘ [Bs400 Q] [
4 [

The Journal Reference Information tab contains a Ref field that can be used to enter
o reference information such as License Numbers, Agency Invoice #s, etc. Do not enter any
sensitive data such as a Social Security Number in this field. Although it is not a required
field, the description entered here will be carried to the General Ledger and facilitate drill
down. Up to 10 characters may be entered.

There are currently two queries that will show the information entered in the Ref field:

e V_AR_POSTED_DEPOSITS - Posted Deposits
e V_AR_JRNL_LINE_REF - Journal Line Reference

Distribution Lines

@ 1-10f1 ¥ | viewal

ChariFields Currency Details Budget Journal Reference Information Distribution Creation f Update Details (=3

Distribution Sequence |*GL Unit Speed Type Line Amount Curmrency Ref

1 1|151oo Q| ’ Speed Type ] ‘ -1uo_on| usD \:\ E

If more than one Distribution Line needs to be created, scroll right as needed, click the Add
0 a New Row icon, and then repeat Steps 5 and 6 until all of the required Distribution Lines
have been entered.

-
Y
| Add a new row at row 1 ‘

7. Click the Create icon (lightning bolt) to create the system generated cash and InterUnit
Lines for the accounting entry after all the Distributions are entered for this Payment.

Currency Details

Amount 1,000.00 USD
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Step | Action

8. Click the View All link to view all of the Lines that were created.

Distribution Lines

@ 12002~ > IViewA\I

ChartFields Currency Details Budget Joumal R ? Distribution Creation / Update Details (>

InterUnit accounting entries are automatically created for Direct Journal transactions where
o the Deposit is processed using a bank account that reflects a General Ledger Business Unit
(e.g., “TREAS”) that differs from the General Ledger Business Unit where the revenue is
recorded. This is the case for all Deposits except petty cash.

Follow Agency guidelines regarding who (Processor or Approver) will complete the
following steps for marking the accounting entry “Complete” and performing the Budget
Check as outlined in the Overview section of this Job Aid.

Distribution Lines
\EI 40f4 v | Viewz
ChartFields Cumrency Details Budget Joumnal i Disfribution Creation / Update Details >
g:;l’lt’:ég’“ GL Unit Speed Type Line Amount | Currency Subcategory Affiliate Fund Affiliate Status Type ‘

1 1[15100 | Speed Type | 100,00 | USD H ‘ | Not Edited User |
2 2| TREAS Speed Type 100.00 | USD Nol Ediled Cash
3| 3 | 15100 | Speed Type | 100.00 ‘ usD H ‘ TREAS | 01000 | Nol Ediled |InlerUni|
4 4| TREAS Speed Type -100.00 | USD 15100 01000 Not Edited InterUnit

‘ L | | |

9. Review the accounting entries for accuracy.

10. | Click the Complete checkbox option.

Currency Details

h
[E]

Amount 100.00 USD

11. Click the Save button.

[ Return to Search H Pravious in List ] Mext in List l Motify ” Refresh l
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Step | Action

The Accounting Entries page refreshes.

Accounting Entries Deposit Control

Unit 15100 DepositlD 1955 Payment  CHK 621 Seq 1

Currency Details

)
A

Amount 100.00 USD

Budget Status

Distribution Lines

@ -40i4 v | view2
ChartFields Currency Details Budget Journal Reference Information Distribution Creation / Update Details -3
‘ g:.l;?:é:’“ GL Unit Speed Type Line Amount Currency Subcategory Affiliate Fund Affiliate Status Type
1 | 1 |15100 ‘ Speed Type | -100.00 ‘ uso H | | | User
2 2 | TREAS Speed Type 100.00 | USD Not Edited Cash
3| 3 |15100 Speed Type | 100.00 ‘ uso H |TREAS | 01000 | InterUnit
| 4 4 |TREAS Speed Type -100.00 | USD 15100 01000 Mot Edited InterUnit
[ 4 b
Total
Lines 4 Total Debits 20000 Currency USD Total Credits 200.00 Currency USD Net 0.00 ‘

m Return fo Search Previous in List I Nexdt in List ] [ Hotify l I Redfresh

Accounting Entries | Deposit Control

Prior to running the Budget Check, always review the accounting entries for accuracy. Once
0 Budget Check is complete, no updates can be made to the entries. Refer to the Correcting

Deposits and Accounting Entries section of this Job Aid for additional information pertaining
to correcting deposits and accounting entries before running Budget Check.

12. | Click the Budget Check icon within the Currency Details section.

Currency Details H ,_':'t.

1]
5

-
-

Amount 100.00 USD
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Step | Action

The Accounting Entries page refreshes once the Budget Check is completed.

Accounting Entries Deposit Control
Unit 15100 DepositlD 1955 Payment CHK&21 Seq 1
Currency Details
Amount 100,00 USD
Budget Status .0
Distribution Lines
IE‘ 14014 v | View2
ChartFields Currency Defails Budget Journal Distril Creation / Update Details  [i>
g‘:;l’.i:r“":;’“ GL Unit Speed Type Line Amount | Currency Subcategory Affiliate Fund Affiliate Status Type
1 1[15100 Speed Type -100.00 | USD Complete User
2 2 | TREAS Speed Type 100.00 | USD Not Edited Cash
3 315100 Speed Type 100.00 | USD TREAS 01000 Complete InterUnit
4 4| TREAS Speed Type -100.00 | USD 15100 01000 Mot Edited InterUnit
4 L
Total
Lines 4 Total Debits 200.00 Cumrency USD Total Credits 200.00 Currency USD Net 0.00
m Return to Search Previous in List Mext in List ] I Notify ] I Refresh ]
Accounfing Entries Deposit Control

13. | Verify that the Budget Status field displays as “Valid”.

Currency Details

Amount 100.00 USD

Complete

Budget 5tatus Valid

Once the Budget Check completes, the Budget Status field will display one of the following
0 statuses or a Warning message:

+ Valid: The entry passed budget checking, and the process updated the Commitment
Control Ledger

« Error: The entry failed to pass budget checking. The transaction must be corrected
before it is posted to the Commitment Control Ledger and the General Ledger. If the
Budget Status field displays as “Error”, see the Job Aid titled AR326 Reviewing and
Correcting Budget Check Errors. This Job Aid is located on the Cardinal website in
Job Aids under Learning

* Warning message: The budget check process issued a Warning, but also updated
the Commitment Control Ledger

Rev 9/1/2026 Page 18 of 45



/;)Cardinal Accounts Receivable Job Aid
V4 AR326 Managing Accounts Receivable Funds Receipts

Step | Action

14. | Click the Next in List button if there is more than one Payment for this Deposit and repeat
Steps 5 - 13 in this section until all Payments are processed.

m [ Return fo Search Previous in List Mewxt in List [ Motify ] [ Refresh ]

Accounting Entries Deposit Gontrol

Unit 15100 DepositID 1955 Payment  GHK 274

Currency Details

Amount 10000 USD

Budget Status .

Distribution Lines

@ dofd v | View 2
ChartFields ~ CumencyDefalls  Budget  Joumal Refstence Information  Distribution Creation / Update Detalls (i
Distribution GL Unit Speed Type Line Amount | Currency Account Fund Program Department Coet Task FIPS
Sequence Centy
| 1 1[15100 Speed Type -100.00| USD 4009060 01000 95400
2| 2 |TREAS ‘ Speed Type ‘ 100 on‘ usp | 101010 | 01000 ‘ |99999 ‘ ‘ |
3 315100 ‘ Speed Type ‘ 100.00 | USD 101010 01000 ‘ 99998 ‘ ‘ |
4| 4 |TREAS ‘ Speed Type ‘ 100 on‘ usp | 101010 | 01000 ‘ |99999 ‘ ‘ |
4 »
Total
| Lines 4 Total Debits 200.00 Curmrency USD Total Credits 200.00 Currency USD Net 0.00 ‘

m [ Return to Search ] [ Previous in List Hextin List [ Mofify ] l Refresh ]

Accounting Entries | Deposit Gontral
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Correcting Deposits and Accounting Entries (Before Budget Check)

Corrections can be made to Deposits and accounting entries prior to successful Budget Check. The
Processor can make corrections directly on the Create Accounting Entries page prior to continuing the
process. Follow the steps in the Corrections from the Create Accounting Entries Page section of this Job
Aid.

After navigating away from the Create Accounting Entries page and accounting entries are marked as
“Complete”, the Deposit will no longer display on the Create Accounting Entries Search page. To
modify accounting entries after navigating away from this page, navigate to the Modify Direct Journal
Accounting Entries Search page and follow the steps in the Corrections from the Modify Direct Journal
Accounting Entries Page section of this Job Aid.
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Corrections from the Create Accounting Entries Page

Step | Action

The Create Accounting Entries page displays with the Accounting Entries tab displayed by default.

Accounting Entries Deposit Control
Unit 15100 DepositID 1955 Payment  CHK274 Seq 1
Currency Details
L5
Amount 100.00 USD
Budget Status
Distribution Lines
@ dofd v | view2
ChartFields Currency Details Budget Journal Reference Information Distribution Creation / Update Details  [i>
g::::’:?:éf" GL Unit Speed Type Line Amount | Currency Subeategory Affiliate Fund Affiliate Status, Type
1 115100 Speed Type -100.00 | USD User
2 2 TREAS Spead Type 100.00 | USD Mot Edited Cash
3 315100 Speed Type 100.00 | USD TREAS 01000 InterUnit
4 4| TREAS Speed Type -100.00 | USD 15100 01000 Mot Edited InterUnit
4 CEEEE——— P
Total
Lines 4 Total Debits 200.00 Cumency USD Total Credits 20000 Cumency USD  Net 0.00
m Return to Search Previous in List l Next in List ” Hoify ” Refresh l
Accounting Entries | Deposit Confrol

De-select the Complete checkbox option.

GCcmplete

2. Click the Save button.

‘ | Return to Search | | Previous in List | Mext in List | Motify ‘ ‘ Refresh |

Click the Delete icon to remove the system generated cash and/or InterUnit Lines.
Currency Details

=
Amount 100.00 USD
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Step | Action
The Accounting Entries page refreshes.
Accounting Entries Deposit Control
Unit 15100 DepositID 1955 Payment CHK274 Seq 2
Currency Details
Amount 100.00 USD
O Complete Entry Event Ijl
Budget Status Not Chid
Distribution Lines
@ TR | ViewAl
ChartFields Cumency Details Budgat Journal Reference Information Distribution Creation / Update Details S
g:;;ig:éi:'" *GL Unit ‘ Speed Type Line Amount. Currency *Account Fund Program Department ‘
_1‘ 1/[15100 a “ Speed Type ] | 10000 |usD 4009060 a | (o100 al || Q] |[ss400 Q“
4 L4
Total
‘ Lines 1 Total Debits 000 Curency USD Total Credits 10000 Currency USD  Net -100.00 ‘
[ Retur to Search H Notity H Refresh l
Accounting Entries | Deposit Control
0 The Distribution Lines section is now editable.
4. Update the accounting entries as necessary in the Distribution Lines section.
Distribution Lines
@ 101 v | ViewAl
ChartFields  Curency Detals ~ Budget  Joumal Reference Information  Distribution Creation / Update Detalls
2::]':15:(‘3:)“ *GL Unit Speed Type Line Amount Currency *Account Fund Program Department ‘
I 1 1/[15100 Q [ Speed Type l 10000 |usD 4009060 a] [or00 al | Q| | [ss400 Q |
rr—————
5. Click the Create icon (lightning bolt) to create the system generated cash and/or InterUnit
Lines.
Currency Details
Amount 100.00 USD
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Step | Action

The Accounting Entries page refreshes.

Accounting Entries Deposit Control
Unit 15100 DepositID 1955 Payment CHK274 Seq 2
Currency Details
k=
Amount 10000 USD i
B Complete

Budget Status Not Chk'd

Distribution Lines

@ > ol | Viewal
ChartFields Cumency Details Budget Journal Reference Information Distribution Creation / Update Details >
Ej;;‘r‘i::é?" GL Unit Speed Type Line Amount | Currency Account Fund Program Department ggﬁier Task FIPS
1 ‘ 115100 ‘ Speed Type -100.00 | USD ‘ 4009060 ‘ 01000 ‘ 95400 ‘ ‘ ‘
2‘ 2| TREAS ‘ Speed Type 100.00 | USD ‘ 101010 ‘ 01000 ‘ 99999 ‘ ‘ ‘
4 >
Total
‘ Lines 4 Total Debits 20000 Currency USD Total Credits 200.00 Currency USD  Net 0.00 ‘
I Return to Search ] I Notify l [ Refresh ]
Accounting Entries | Deposit Control
6. Review the accounting entries for accuracy.

7. Click the Complete checkbox option.

Compl ete Entry Event

8. Click the Save button.

m Return fo Search Previous in List Mext in List H Motify H Refresh ]
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Step | Action

The Accounting Entries page refreshes.

Accounting Entries Deposit Control

Unit 15100 DepositID 1955 Payment CHK274 Seq 2

Currency Details

Amount 100.00 USD

Complete Entry Event Ijl

Budget Status Not Chk'd

Distribution Lines

\E' 120fd~| > Ol | ViewAl
ChartFields Currency Details Budget Journal Reference Information Distribution Creation / Update Details 1S
Igie.r:‘t\r‘i::éi:n GL Unit Speed Type Line Amount | Currency Account Fund Program Department g:s“:e' Task FIPS
1 1 ‘mnn ‘ Speed Type -100.00 | USD 4009060 01000 ‘ 95400
2 Z‘TREAS ‘ Speed Type 100.00 | USD 101010 01000 ‘ 99998
4 »
Total
Lines 4 Total Debits 200,00 Currency USD Total Credits 200.00 Currency USD  Net 0.00

I Return to Search H Notify H Refresh ]

Accounting Entries | Deposit Control

Prior to running the Budget Check, always review the accounting entries for accuracy. Once
0 Budget Check is complete, no updates can be made to the entries.

9. Click the Budget Check icon.

Currency Details

~h

Amount 100.00 USD

Rev 9/1/2026 Page 24 of 45



/;/Cardinal Accounts Receivable Job Aid
V4 AR326 Managing Accounts Receivable Funds Receipts

Step | Action

The Accounting Entries page refreshes once the Budget Check is completed.

Accounting Entries Deposit Control
Unit 15100 DepositlD 1955 Payment CHK274 Seq 2
Currency Details
Amount 100.00 USD
Budget Status Valid
Distribution Lines
@ 1204~ > Ol | ViewAl
ChartFields Currency Details Budget Journal Reference Information Distribution Creation / Update Details [
2:;32:‘;?" GL Unit Speed Type Line Amount | Currency Account Fund Program Department ggﬁ{ er Task FIPS
1 1] 15100 Spesd Type -100.00 | USD 4009080 01000 95400
2 2 TREAS Speed Type 100.00 | USD 101010 01000 99599
4 GO [ 4
Total
Lines 4 Total Debits. 20000 Currency USD Total Credits 20000 Currency USD  Net 0.00
I Return to Search ] [ Notify I I Refresh l
ccounting Entries | Deposit Control

10. Verify that the Budget Status field displays as “Valid”.

Currency Details

Amount 100.00 USD

Complete

I Budget Status Valid I

Once the Budget Check completes, the Budget Status field will display one of the following
0 statuses or a Warning message:

* Valid: The entry passed budget checking, and the process updated the Commitment
Control Ledger.

+ Error: The entry failed to pass budget checking. The transaction must be corrected
before it is posted to the Commitment Control Ledger and the General Ledger. If the
Budget Status field displays as “Error”, see the Job Aid titled AR326 Reviewing and

Correcting Budget Check Errors. This Job Aid is located on the Cardinal website in
Job Aids under Learning.

* Warning message: The budget check process issued a Warning but also updated the
Commitment Control Ledger.
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Step | Action

11. Click the Next in List button if there is more than one Payment for this Deposit that needs to
be modified and repeat the process until all Payments are processed.

m Return to Search Previous in List Mext in List [ Modify l l Reifresh l
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Corrections from the Modify Direct Journal Accounting Entries Page

After navigating away from the Create Accounting Entries page, corrections can still be made to
Deposits and accounting entries that have not already been budget checked. First, navigate to the
Modify Direct Journal Accounting Entries link under the Links menu, located on the left margin of the
screen. Click on Modify Direct Journal Accounting Entries.

Step | Action
1. Navigate to Modify Accounting Entries page using the following path: Links > Enter &
Apply Payments > Modify Direct Journaling Accounting Entries
C &
~ My Work
+ Links

Enter & Apply Payments

Regular Deposit

Create Direct Journal Accounting Entrief

Modify Direct Journal Accounting E

Apply Payments Worksheet
Update Apply Payment Worksheet

Finalize Payment Worksheet

Approve Deposit

The Modify Accounting Entries Find an Existing Value Search page displays.

Modify Accounting Entries
Find an Existing Value
~ Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.
o
\2) Recent Searches ‘ Choose from recent searches v| / [ Saved Searches | Choose from saved searches V‘ /
*Deposit Unit 15100 Q, DepositID | begins with Q
Payment Sequence ‘ = v‘ | | Payment ID | begins with V| | |
User ID | begins with Assigned Operator ID' | begins with +
-~ Show fewer options
[ Case Sensitive
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Step | Action

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

The Deposit Unit field defaults based on the Agency Business Unit. However, the Business
0 Unit can be updated using the Deposit Unit Look up icon if users have access to multiple
Business Units.

2. Enter the Deposit ID associated with the Payment that requires accounting entries
correction in the Deposit ID field.

Deposit ID| begins with v Q

3. Click the Search button.

=

The Modify Accounting Entries Find an Existing Value Search page refreshes with the search
results in the Search Results section.

Note: The use of the wildcard (%) search term for the Deposit ID. For more details about wildcard
searching, view the Job Aid titled Navigation Tips for Cardinal Financials on the Cardinal website in
Job Aids under Learning.

v~ Search Results
11 results - Deposit Unit "15100" Deposit ID "195%"

of 11 v [ Wiew Al
Non
Deposit . Payment Assigned Customer Entered
Unit DepositlD | oo hence Payment ID Bzegln) Operator ID Dist Date
Balanced
15100 1956 2 CHEK2T4 Complete 05/0712026 >
15100 1957 1 CHK40038 Complete 05/0712026 >
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Step | Action

4. Click the Drill in icon to open the Payment associated with the Deposit.

v Search Results

11 results - Deposit Unit "15100" Deposit ID "195%"

f11 v | wiew Al
Non
Deposit - Payment Assigned Customer Entered
Unit DepositlD | oo hiience Payment [T} UseelD Operator ID Dist Date
Balanced
15100 1956 2 | CHK274 Complete 05/0712026 ¥
15100 1957 1| CHK4003 Complete 05/07/2026 >

The Modify Accounting Entries page displays with the Directly Journalled Payments tab displayed
by default.

Directly Jounalisd Payments Depasit Contral
unit 15100 DepoeltID 1857 Payment  CHiKa008 28q 1
Currency Details
]
Amount 500.00 Currency  USD
Bagg 500.00 currency  USD
Completa Budget Statue
Accounting Line Display
@ standarg ) supplemental [Entry Event) CBoth
Distribution Linas
(5]l B
ChartFlelds Currency Detals Budget Jrurnal Reference Infarmatian Distribution Creation [ Update Details b
Distribution Foralgn
Typs Saquence GL Unlt Deblt Amaunt Cradit Amount Lina Amaunt Cumany Account Fund Frogram Department
5100 500.00 -500.00 |USD 4009060 01000 95400
2| TREAS 500.00 500.00 |USD 101010 01000 98398
315100 500.00 500.00 |USD 101010 01000 98398
4 |TREAS S00.04 -500.00 |USD 101010 01000 98398
4 e >
Linsg 4 Tatsl Deblts 1,000.00 currency USD Total Credit 1,000.00  Currancy USD et 000
Directly Jaumaled Payments | Depasit Contral

De-select the Complete checkbox option.

DCnmplete
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Step | Action

A Warning message displays in a pop-up window.

Warning — Please use Direcl Jaurnal Entry panel io update the incomplete acoounting entries. (8040,727)

Incomplele direct Journal accowunting entries can be vpdated in the Direct Joumal Entry panel. Direcl Joumal Review panel is used far reviewing complele zccounling entries anly.

OK

Click the OK button to close the Warning message.

oK

The Directly Journalled Payments page redisplays.

Directly Journallsd Payments Depasit Contral
unit 15100 DepoeltiD 1857 Payment  CHK4008 Saq 1
Currency Details
=
Amount 500.00 Currency USD
Bawe 500.00 Currency USD

Complste Budgst Status

Accounting Line Display

® Stznoard

) Supplsmantal (Entry Eventy CBoth ‘

Distribution Lines

EEY R
ChartFlslds Currency Detais Budget Journal Reference Infarmagian Distribusion Creation § Update Detils b
Distribution Foralgn
Typa sequence GL Unit Deblt Amaunt Cradit Amount Lina Amount currancy Account Fund Program Departmant
5 L=} | 115100 | | 500.00 -500.00 | USD 4009060 01000 | 95400 |
E a | 2 | TREAS | 500.00 | 500.00 | USD 10010 01000 | RN |
5 L=} | 315100 | 500.00 | §00.00 | USD 101010 01000 | 95398 |
5 a | 4 | TREAS | | 500.00 -500.00 | USD 101010 | 01000 | | 95499 |
4 e b
Total
Lineg 1 Tatal Dablts 1.000.00 cumrency USD Total Credits 1,000.00  Currency USD  Net 000 ‘

Return 1o Search

Directly Joumnaled Payments | Depasit Contral

0 The Budget Status field updates to “Not Chk’d” (Not Checked).

Complete

Budget Statusl Mot Chicd
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Step | Action

7. Click the Save button.

m| Return to Search || Notify |

Navigate to the Create Accounting Entries page to modify the accounting entry. Click on
Links > Enter & Apply Payments > Create Direct Journal Accounting Entries link under
the Links menu.

Direct Journal

O &
I My Work
I Links

Enter & Apply Payments

Regular Deposit

Create Direct Journal Accounting En

Modify Direct Journal Accounfing Entrieg
Apply Payments Worksheet

Update Apply Payment Worksheet
Finalize Payment Worksheet

Approve Deposit

If navigating to the Create Direct Journal Accounting Entries page directly from Step 7,
o and only one Payment is not marked complete, the Accounting Entries tab will display the
Payment being modified. Proceed to Step 12.
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Step | Action

The Create Accounting Entries Find an Existing Value Search page displays.

Create Accounting Entries
Find an Existing Value

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

Z) Recent Searches | Choose from recent searches ~ | / [ saved Searches | Choose from saved searches ~ | /
*Deposit Unit I| Q] Deposit ID ‘ begins with v| | Q |
Payment Sequence | = i | | | Payment ID ‘ begins wilh | | |
UserID | begins with ~ Assigned Operator ID | begins with v

-~ Show fewer options

[ Case Sensitive

m Clear

The Deposit Unit field defaults based on the Agency Business Unit but can be updated as
o applicable if users have access to multiple Business Units.

9. Enter the Deposit ID associated with the Payment that requires accounting entries
correction in the Deposit ID field.

*Deposit Unit | = w |151oo QI Deposit ID | begins with v| 1957 a]

10. Click the Search button.

The Create Accounting Entries Find an Existing Value Search page refreshes with the specified
Deposit and associated Payments that have not been marked complete, or budget checked in the
Search Results section.

~ Search Results
2results - Deposit Unit"15100" Deposit 1D "1957"
1202 ~ | Wiew Al
Mon
Deposit . Payment Assigned Customer Entered
Unit Deposit ID Sequence Bayment Il ll==ril Operator 1D Dist Date
Balanced
15100 1957 1 | CHK4005 1 Compleie 050712026 >
15100 1957 2 | CHKZ654 1 Compleie 050712026 ¥
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Step | Action

0 If there is only one Payment, it will open directly to the Accounting Entries page.

11. Click the Drill in icon to open the first Payment associated with the Deposit.
v Search Results
2results - Deposit Unit"15100" Deposit 1D "1957"
12 0f 2 w | wiew Al
. 3 Non
Umg | Depositio | SHEER |PaymentiD | UserID Operator ID bt |bate
Balanced
15100 1957 1| CHK4008 ! Complete 05/07r2026 >
15100 1957 2 | CHK2654 ! Complete 05/07r2026 *
The Accounting Entries page displays.
Accounting Entries Deposit Gontrol
Unit 15100 DepositlD 1857 Payment CHK4003 Seq 1

Currency Details

Amount 500.00 USD

Ocomplete Entry Event E

Budget Status 4 ey

Distribution Lines

@ 12014 %] > 3 | Viewal

ChartFields Currency Details Budget Joumnal Reference Information Distribution Greation / Update Details >
‘ 2;‘.’.‘;“2:’“ GL Unit Speed Type Line Amount | Currency Account Fund Program Department Con Task FIPS
1 | 1 |151DO Speed Type | -500 Dﬂ| uso 4008060 |D1fmﬂ | |95400 ‘ | ‘
2 2 | TREAS Speed Type 500.00 | USD 101010 01000 98599
[ 4 : ) ) ‘ ) e
Total
‘ Lines 4 Total Debits 1,000.00 Currency USD Total Credits 1,000.00 Currency USD Net 0.00 ‘
m[ Return to Search I [ Notify ] [ Refresh I
Accounting Entries | Deposit Gontrol
12. Click the Delete icon to remove the system generated cash and/or InterUnit Lines.
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Step

Action

The Accounting Entries page refreshes.

Accounting Entries Depasit Control
Unit 15100 DepositID 1857 Payment CHK4008 seq 1
Currency Details
i
Amount 500.00 USD
Budget Status Mot Chid
Distribution Lines
@ -10f1 v | view an
ChartFields Cumency Details Budget Journal Reference Information Distribution Creation / Update Details 1>
Distribution *GL Unit Speed Type Line Amount Currency *Account Fund Program Department
Sequence
1 15‘15100 Q‘ i l Speed Typs ] §| -suuuu‘ jusp ii‘wugusu G.| Howou Q| §| D.| §|95mu Q| i
[ 4 c— >
Total
‘ Lines 1 Total Debits 000 Currency USD Total Credits 20000 Cumency USD  Net -200.00 ‘
ml Return to Search ] l Frevious in List l [ Next in List ] l Moty ] l Refresh l
Accounting Entries | Deposit Gontrol

The Distribution Lines section is now editable.

13.

Update the accounting entries as necessary in the Distribution Lines section.

Distribution Lines
@ 1-10f1 ¥ | view
ChartFields Cumency Details Budgel Joumnal Reference Information Distribution Creation / Update Details [
Desmbutics *GL Unit Speed T Line Amount c *Account Fund P Department
Sequence ni peed Type ine Amount urrency ccoun uni rogram partmen
1 1/[15100 Q | I Speed Type I -500.00 uso 4008060 Q | ‘02011 Q ‘ | Q | ‘95400 Q
4 GEEE——— L4

14.

Click the Create icon (lightning bolt) to create the system generated cash and/or InterUnit

Lines.

Currency Details

Amount 500.00 USD
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Step | Action

The Directly Journalled Payments page displays.

Directly Journallsd Payments Depasit Central

unit 15100 Depoelt D 1857 Payment CHK4008 Saq 1
Currency Details
Amount £00.00 Currency USD

Bags 500.00 currency  USD

Complate Budgst status Mot Chicd

Accounting Line Display

@ standard ) supplemental [Entry Evant) CBoth

Distribution Lines

e

ChartFlslds Currency Detais Budget Jrurnal Refersnce Infarmatian Distribusion Creation § Update Detsls b
Distribution Foralgn
Typa saquance GL Unit Debit Amaunt Cradit Ampunt Lina Amount currancy Account Fund Program Departmeant
EI 115100 -500.00 | USD 4009060 Q1000 95200
EI 2 | TREAS §00.00 (USD 101010 01000 95399
EI 315100 500,00 (USD 101010 Q1000 95398
EI 4 | TREAS -500.00 | USD 101010 01000 95399
4 G b
Total
Lineg 0 Tatal Dablts 2.000.00 cumrency USD Total Credits 2,000.00  Currency USD et 0.00

Depasit Control

15. Review the accounting entries for accuracy.
16. Select the Complete checkbox option.
Complete Entry Event | Q

17. Click the Save button.

m Return to Search Previous in List MNext in List H Notify H Refresh ]
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Step | Action

The Directly Journalled Payments page refreshes.

Directly Journalisd Payments Depasit Control

unit 15100 DepoeltID 1057

Payment  CHe4008 38q 1
Currency Details
L)
Amount 500,00 currency  USD
Basa 500,00 currency  USD
B complata

Budgst tatus
Accounting Line Display

® gtandard

) Supplemantal [Entry Evant) OBoth

Distribution Linas

E[EY 2
ChartFlsids Currency Delais Budgel Juumal I ' Distibutian Creation | Update Details I
Typa Distisnsiog GL Unit Deblt Amaunt Cradit Amount Lins Amaunt Foraign Account [Fund Program Departmant
SBquEnce currency 4 P
‘ 115100 500.0 -500.00 | USD 4009060 01000 ‘ 5200
5 aQ 2 | TREAS 500.00 S00.00 | IED 101010 01000 aga9n
5 q 315100 500.00 200.00 | 2D 101010 01000 aga98
5 a 4| TREAS 500.00 -500.00 | U2D 101010 01000 95395
4 oI b
Total
Lines 4 Total Dsbits 1,000.00 Cumency USD Total Creditz 1,00000 Currency USD et 0.0

Directly Joumaled Paymenis Depasit Control

Prior to running the Budget Check, always review the accounting entries for accuracy. Once
0 Budget Check is complete, no updates can be made to the entries.

18. Click the Budget Check icon.
Currency Details ﬁ

Amount 500.00 USD
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Step | Action

The Directly Journalled Payments page refreshes once the Budget Check is completed.

Dirgctly Journaliad Payments Depasit Control
unit 15100 Depoelt D qo57 Payment  CHK4008 284 1
Currency Details
Amount £00.00 currancy  USD
Biasa 500.00 currency  USD
Complste
P Budgst Stafus vl
Accounting Line Display
® 3tandard O supplsmental (Entry Eventy CBoth Display
Distribution Lines
=[] -
ChartFiside Currency Delais Budgel Jzumnal Reference Infarmatian Distributian Creation § Update Details Ik
Distribution Foralgn

Typa saquance GL Unit Deblt Amaunt Cradit Amount Lina Amaunt Ccurmsney Account Fund Program Departmant ‘

2] Q ‘ 1|15100 ‘ | 500.00 -500.00 | USD 4003080 a10an ‘ 95400 |

3 a ‘ 2 |TREAS ‘ S00.00 ‘ 500.00 (USD 101010 01000 ‘ 92990 |

3 Q ‘ 3|15100 ‘ S00.00 ‘ 500.00 (USD 101010 Q1000 ‘ 98390 |

=] aQ ‘ 4 | TREAS ‘ | 500.00 -500.00 | LSD 101010 |01COD | |99‘399 |
4 T [

Total

Linsa 4 Tatal Deblts 1.000.00 Currancy  USD Total Credits 1,000.00 Currency USD  Het 0.00 ‘

Verify that the Budget Status field displays as “Valid”.

Currency Details

Amount 500.00 USD

Complete

Budget Status lm
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Step | Action

Once the Budget Check completes, the Budget Status field will display one of the following
o statuses or a Warning message:

+ Valid: The entry passed budget checking and the process updated the Commitment
Control Ledger.

+ Error: The entry failed to pass budget checking. The transaction must be corrected
before it is posted to the Commitment Control Ledger and the General Ledger. If the
Budget Status field displays as “Error”, see the Job Aid titled AR326_Reviewing
and Correcting Budget Check Errors. This Job Aid is located on the Cardinal
website in Job Aids under Learning.

* Warning message: The budget check process issued a Warning, but also updated
the Commitment Control Ledger.

20. Click the Next in List button if there is more than one Payment for this Deposit that needs
to be modified and repeat the process until all Payments are processed.

Save [ Return o Search Previous in List Mext in List l Motify ” Refresh ]
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Approving and Finalizing Deposits

The Processor must add the Deposit on the Approve Deposit page and create the Deposit Control
Ticket prior to approval. Only users with the appropriate security roles can approve a Deposit.

Step | Action

1. Navigate to the Create Accounting Entries page by clicking on Links > Enter & Apply
Payments > Approve Deposit

Approve Deposits

&

v My Work

v Links

Enter & Apply Payments
Regular Deposit
Create Direct Journal Accounting Entriey
Modify Direct Journal Accounting Entrieg
Apply Payments Worksheet

Update Apply Payment Worksheet

Finalize Payment Worksheet

Approve Deposit

The Approve Deposits Add a New Value page displays.

Approve Deposits

Add a New Value

Q,Find an Existing Value

“Deposit Unit “Deposit control Ticket Number

*Bank Deposit Date | |

Add

2. Click the Deposit Unit Look up icon and select the applicable Deposit Unit if it does not
default.

“Deposit Unit Q
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Step | Action
3. Enter a Deposit Control Ticket Number in the Deposit control Ticket Number field.
*Deposit control Ticket Number || | |

4, Click the Bank Deposit Date Calendar icon and select the applicable Bank deposit date.

*Bank Deposit Date [21]
L_F

A Deposit Control Ticket Number can be used more than once. However, the bank deposit
0 date must be different for the Deposit Control Ticket Number to be processed. If the same

Deposit Control Ticket Number and bank deposit date are used, Cardinal displays an error
message.

5. Click the Add button.

Add

The Approve Deposits page displays.

Approve Deposits

Approve Deposits
PP P Delete DC Ticket

Deposit Unit:
15100

Depaosit control Ticket Number: 1948

Control Total Amount: 0.000 Control Count: D}

Bank Deposit Date: 04/29/2026

WS Posted By: WS Posted Date:
Approved By: Approved Date:

@ 1-10f1 » | Wiew Al

Deposit ID Deposit Amount Status View Detail Status
Y B

Set WS to Post Approve

[ [t

6. Enter the total sum amount for all of the Deposits being included in the Control Total Amount
field.

Control Total Amount: | 0.000]  Control Count: 0
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Step | Action

Enter the total number of Deposits (Deposit IDs) being included in the Control Count field.

Control Total Amount:

0.000

Control Count: m

Sample Approve Deposits

page with the Header section completed:

Approve Deposits

Approve Deposits
Deposit Unit:

Deposit control Ticket Number:
Control Total Amount:

Bank Deposit Date:

W3 Posted By:
Approved By:

[®][e]

Deposit ID

....................................

Delete DC Ticket

15100
1957

T00.00 Control Count:
05/08/2026

W3 Posted Date:
Approved Date:

| wiew Al

Deposit Amount View Detail Status

..............................................................................................................

______

_______

- [

Set WS to Post Approve

’ Add ” Update/Display l

8. Click the Deposit ID Look up icon for row 1 and select the applicable Deposit ID. The Deposit
Amount field will default based on the Deposit ID.
| E §| 110f1 v | ViewAl
Deposit ID Deposit Amount status View Detail Status
il ) +|[]
9. Click the Add a New Row icon and then repeat Step 8 as needed until all of the Deposit IDs
have been added.
| E §| 11011 v | ViewAl
Deposit ID Deposit Amount status View Detail Status
! : -]
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Step | Action

10. | Click the View Detail Status icon for the applicable Deposit ID to view the Payments
associated with the Deposit ID with status information.

®][a]

Deposit ID Deposit Amount Status

| wiew Al

it ittt ittt ettt s e i i e it ettty |

500.000

The Deposit Detail Status page is displayed in a pop-up window.

Depost Detail Status *
Help &
Payments
Deposit ID: 1957
Bank Code: 1100
Payments
@ 1-20f2 | View Al
Budget
Payment Payment .
Sequence Amount Edit Status ':S:tI:e{EI; Payment Status
1 1 500.000 | Complete Valid Joumnalled
2 2 200000 | Complete Valid Journalled
v

11. Review the status information to ensure that:

a. The Edit Status field for each Payment displays “Complete”. All Payments must be
complete in order to approve the Deposit

b.  The Budget Check Status field for each Payment displays “Valid”. All Payments
must be valid in order to approve the Deposit

c. The Payment Status field for each Payment displays “Journalled”. All Payments
must be journalled in order to approve the Deposit

12. | Click the Return button once the review is complete.
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13. | Repeat Steps 10 — 12 as applicable to review the Deposit Detail Status information for each
Deposit.

14. | Click the Save button to create the Deposit Control Ticket.

The Approve Deposits page redisplays.

Approve Deposits

Approve Deposits
PP P l Delete DC Ticked

Deposit Unit:
1948 !

Deposit control Ticket Number: 1857
Control Total Amount: 700.000 Control Count:
Bank Deposit Date: 057082028

WS Posted By: W5 Posted Date:

Approved By: Approved Date:

@ 1-10f1 v | wiew Al

Deposit 1D Deposit Amount Status View Detail Status
11957 Q T700.000 | Complete 5] E

Set WS to Post Approve ]

m l Return fo Search l l Moify ] Add Update/Display

Users can delete a Deposit Control Ticket before it is approved. Deposits with a "Not Ready" or
"Complete" status can be deleted if the user identifies incorrect information within the DC. For
more information pertaining to deleting a DC Ticket, refer to the Job Aid titled AR326 Deleting
a Deposit Control Ticket. This Job Aid is located on the Cardinal Website in Job Aids under
Learning.

15.

Verify that the Status field for each Deposit ID is “Complete”.

@ 1-10f 1 » | Wiew All

Depaosit ID Deposit Amount Status View Detail Status
1| 1957 Q 700.000§ Complete =) E
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16. | Click the Approve button.

Set WS to Post Approve

A Message displays in a pop-up window confirming that the Deposit is approved.

Deposit is approved (25007,4)

17. Click the OK button.

Deposit is approved (25007,4)

]

The Approve Deposits page redisplays.

Approve Deposits

Approve Deposits
Delete DC Ticket

Deposit Unit:
15100

Deposgit control Ticket Number: 1957
Control Total Amount: 700.000 Control Count: 1
Bank Deposit Date: 05/08/2026

WS Posted By: W35 Posted Date:

Approved By: Approved Date:  05/08/2026

@ 1-10f1 w | Wiew All

Deposit ID Deposit Amount Status View Detail Status
1948
1[1957 700.000 | Approved 2]
Set WS fo Post Approve

m’ Return fo Search ” Mofify I Add Update/Display
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The Approved By and the Approved Date fields are automatically populated with the
0 approval information, and the Status field is updated to “Approved”.

Once the Deposit is approved, it will be processed further during nightly batch processing. The
nightly batch processing includes:

* The Deposit Post Processor batch process prepares the batched and approved direct
journal Deposits for posting to the General Ledger

* The subsequent Journal Generator batch process then creates Journal Entries from
the Accounts Receivable module and posts them to the General Ledger
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