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Managing Accounts Receivable Transactions Overview

The Accounts Receivable (AR) 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 Accounts Receivable process which are 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. Only users with the appropriate security roles can approve a Deposit. For more information
pertaining to Approving and Finalizing Deposits, refer to the Job Aid titled AR325 Accounts
Receivable Approvals (VDOT Only). This Job Aid is located on the Cardinal website in Job Aids
under Learning.

Below is a diagram depicting the recommended process for the online entry method.

Processor Processor or Approver* Approver
A A A
{ | { | { |
Review
o Enter Deposit
Create Accounting ey
Create . 2 Budget Certificate #s Approve
Deposit [ Ac'::::;'"g o E“';:f:"d el | Cpecir | ™= odTieto [™|  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 vecc@vita.virginia.gov 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:

o The Deposit Post Processor batch process posts the Journal Entries in Accounts Receivable

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.

10/15/2025 Baseline.
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Creating Item Payments

Step

Action

1.

From the Financials homepage, click the AR WorkCenter tile.

AR WorkCenter

1

| &=

@

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

The Receivables WorkCenter page displays.

Receivables WorkCenter

ce Conversations To Review
| My work 3rows
nnnnnn Bl 8 e
oo ) (=]fe][r]
Detail 1 Detall2  Detall 3
Conversations To Review (7)
O Business Unit 11 CustiD 11 Customer Name 1 Created By 1 Description 1 Conversation Date 71 Status 1
tems. .
O 50100 0000000147 B&BSIGNAL CO, LLC V_TRN_AR02 Item Overdue. 0711472026 New >
Open ltems
Mainenance Viorsneets 0. (13) o 50100 0000000158 DEPT CONSERVATION & RECREATION V_TRN_AR02 ttem overdue 071412026 New >
Payments o 50100 0000000184 DEPT CONSERVATION & RECREATION V_TRN_AR02 Requests Statement 071612026 New >
Incomplete Payments. @
Payments to Post D
Direct Journals to Complete
BudgetC... (3)

> Links

Direct Journal Budget Exce.

> Queries

> Reports/Processes

Rev 9/1/2026

Page 4 of 84



/ﬁ/ Cardinal

Accounts Receivable Job Aid

AR326 Managing Accounts Receivable Transactions

(VDOT Only)

Step

Action

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

> My Work

~ Links

Enter & Apply Payments

G &

Regular Deposit

Create Direct Journal Acctg Entries
Modify Direct Journal Acctg Entries
Apply Payments Worksheet
Update Apply Payment Worksheset
Finalize Payment Workshest
Approve Deposit

Review and Maintain ltems

Customer and Correspondence

Other Links

> Queries

> Reports/Processes

w

R

e

Users can also access the Regular Deposit page using the following navigation path:
NavBar > Menu > Accounts Receivable > Payments > Online Payments > Regular

Deposit

Rev 9/1/2026
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Step | Action

The Regular Deposit Find an Existing Value page displays.

Regular Deposit

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 | f [ Saved Searches | Choose from saved searches ~ | f
“Deposit Unit | = ~ | Ql Deposit ID | begins with ~ | | |
UserlID ‘ begins with | ‘ Q| Assigned Operator ID | begins with | | Q|

~ Show fewer options

[ Case Sensitive

website in Job Aids under Learning.

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

3. Click the Add a New Value button.

I (®Add a New Value I

The Add a New Value page displays.

Regular Deposit

Add a New Value

*DepositID | NEXT

*Deposit Unit

Q, Find an Existing Value

user has access to multiple Business Units.
The Deposit ID field defaults to “NEXT” and cannot be changed.

0 The Deposit Unit field defaults based on the user’s Business Unit but can be changed if

4. Click the Add button.

Add

Rev 9/1/2026
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Step | Action
The Regular Deposit page displays with the Totals tab displayed by default.
Totals Payments
Unit 50100 Deposit ID  NEXT Delete Deposit
“Accounting Date |05/01/2026 | Control Currency E
"Bank Code E Format Currency E
“Bank Account \j\ Rate Type
“Daposit Type \:\ Exchange Rate
Control Totals Control Data
Control Total Amount *Count \j\ *Received | 04/30/2028
Entered Total Amount 0.000 Count 1 *Entered |05/01/2028
Difference Amount 0.000 Count -1
Posted
Posted Total Amount 0.000 Count 0 Assigned Q |
Journalled Total Amount 0.000 Count 0 u
ser
Totals | Payments

The information on this tab, 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 |05/01/2026 ‘

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 |1100 Q

For more information pertaining to Cardinal Bank Codes, see the Job Aid titled AR326 Bank
0 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 | TRO1 Q
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Step | Action

0 The Bank Code 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 |1 Q

The Deposit Type field defaults based upon the Bank Code and Bank Account selected and
0 can be changed as needed.

9. Click the Control Currency Look up icon and select “USD”.
Control Currency usD Q ‘
10. Enter the sum of all Payments to be included in the Deposit in the Control Total Amount
field.
Control Total Anmuntl 5.414..‘-"2|
11. Enter the total number of Payments in the Count field.
12. The Received field and Entered field within the Control Data section default to the current

date. Update as needed.

Control Data

*Received | 04/30/2026
*Entered | 05/01/2028 I

0 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.

Posted
Assigned | C1|

User
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Payment Saq
Rate Typa |CRANT

Payment Pradictor

Payment Mathod | cpeck o

Custemer Information

currancy | USD
Exchange Rata

ClJournal Directly

Attachmenls {0)

Remit From Remit sstiD
Name
Carporata corporate Setin
subcuzt SubCustz
Detail Relerences
Reference Information
[a]
Qual Gode Ralarance Ta Refarsnca
1 | 1 =1 | | Q
=
Tatals Payments

*Accounting Data | D5/0M/2026 | B

(VDOT Only)
Step | Action
13. Click the Payments tab.
Totals Payments
The Payments tab displays.
Tatals Payments
Unit 53100 Depozlt I NEXT Dats  omz02026 Ealancs Nt Balanced ]
Payment Infermation \E’ 1of1 | View Al

T Range of Referances

+=]

A4 I view Al

Evant

@

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

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 Jj|
Rev 9/1/2026
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Step | Action
15. Enter the Payment amount in the Amount field.
The Payment Predictor checkbox option may display as “checked” by default depending
o upon bank account setup. Do not update.
Fﬂyment Predictor
16. Click the Payment Method dropdown button and select the payment method (e.g., “Check”,
“Cash”).
Payment Method J Check hd
17. Click the Customer ID Look up icon and select the applicable Customer ID.
Customer ID | contains b | 136246
18. Click the Business Unit Look up icon and select the Agency Business Unit.
Business Unit | begins with ~ || 50100 al
19. Click the Reference Look up icon.
Reference
[2]
Rev 9/1/2026
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Step

Action

The Look Up Reference page displays in a pop-up window.

Look Up Reference
Help
item ID | begins with | (| ]
Business Unit | begins with s~ | | Q|
Customer ID | begins with ~ | |
Search Results
Only the first 300 results of a possible 3144 can be displayed.
View 100 1-300 of 300 w
ltem ID Item | Business | Customer | ltem Accounting
Line | Unit D Balance Date

000412184 |0 50100 0000104002 | 25049818.3 | 06/14/2002
000774918 18 | 50100 0000050107 | -13.86 0941172006
000774918 19 | 50100 0000050107 |-185.54 091172006
000774918 17 | 50100 0000050107 |-78.76 09/11/2006
001011082 0 50100 0000050351 | 9884.37 11/26/2008

001016086 |0 50100 0000050351 | 88.45 12/15/2008

20.

Use any of the relevant Search fields to locate the applicable Item ID.

Look Up Reference X

Help 4

Item 1D | begins with ~

Business Unit | begins with ~ | ‘

9 |

Search Results

Customer ID | begins with |0000138246 I

Only the first 300 results of a possible 3144 can be displayed.

21.

Click the Search button.

Rev 9/1/2026
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Step

Action

The search results display.

Look Up Reference X
Help
ltem ID | begins with | |
Business Unit | begins with s | | Q |

Customer ID | begins with ~ |[][][][]13E»246 |

Search Results

View 100 1-20f2 v

Item ID Item |Business | Customer |ltem Accounting
Line | Unit D Balance |Date

GENED07135 | 0 50100 0000136246 | 365.3 11772025

GENED07154 | 0 50100 0000136246 | 388.13 1211212025

22.

Select the applicable Item by clicking the corresponding link in the Item ID column.

Line | Unit

GENE0OT1354 0 50100

GENE00T154 | 0 50100

ltem ID Item |Business | Customer | ltem Accounting

ID Balance | Date
0000136246 | 365.3 11772025

0000136246 | 388.13 1211272025

The Payments tab redisplays and the Item ID displays in the Reference field.

[=][2]

Reference Information

Qual Code Reference

1‘|

Q | ‘GENEGGNSE

23. Click the Add a New Row icon in the Payment Information section to add another Payment
to the Deposit as needed.
Payment Information @ Tof1 v | ViewAl
Payment Seq |1 “Payment ID “Accounting Date E ‘
Rev 9/1/2026
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Step | Action
The Payments tab refreshes with the additional row.
Tatals Payments
unit 50100 Dapozitil  NEXT Data  OFE02026 Balance Mot Balanced
Payment Infermation @ | Wiew Al
Payment Sag “Payment ID l:l “accounting Data | 05/01/2026 | E’

Rate Type |CRAENT

Payment Pradictor

Custemer Information

Currency |USD

Exchangs Rats

Journal Dirsctly
Astachmenls. ()

Range of Referances

customer 1D I:I Business Unit I:I E’
Remit From Remit setil
Hame
Garporats Corporate SetiD
subcust! SunCustz
MICR ID I:I Link MICR
Detail Referances
Reference Information
Qual Code Refarence Ta Reference
1 || Ctl | =)
- =
Tatals | Payments
24, Repeat Steps 13 — 22 until all the applicable Payments have been added to the Deposit.
25. Click the Save button.

[ Notify l [

Refresh l

Once all Payments have been entered for the Deposit, ensure that the Balance field at the

top of the page 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.

An unbalanced Deposit can be saved but cannot be processed further until it is balanced.

Balance | Balanced

Rev 9/1/2026
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Step | Action

The Payments tab refreshes with the assigned Deposit ID displayed in the Deposit ID field

Totals Payments
Balance  Balanced

Unit 50100 DepositID 141414 Date  05/01/2026

] Goel e

Payment Information
*Payment D |CHKOM *Accounting Date | 05/01/2026

Payment Seq |1

Amount (2,000.00 Currency |USD
1

Rate Type |CRRMT Exchange Rate
O Journal Directly ) Range of References

Payment Predictor
Attachments (0)

View Audit Logs

[+][-]

Customer Information
Customer ID | 0000136246 Q Business Unit | 50100 Q E

Remit From 0000136246 Remit SetiD  Spq00
Name ELIZABETH RIVER CROSSINGS, OPCO, LLC

Corporate 0000136246 Corporate SetlD 50100
Link MICR

ViewUpdate Conversations

Add Conversation

Detail References
Reference Information
@ 1-10f1 v | View Al
Qual Code Reference To Reference Event ‘ ‘
1 Q| |[sEnEdor13s Y ‘ “ a| ‘E ‘
Update/Display

’ Retum to Search ” Motify H Refresh ]

Totals | Payments

0 ID.

The Deposit ID field is systematically populated by Cardinal with the next available Deposit

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

Totals Payments

Balance  Balanced

Date  07/20/2026

Unit 50100 Deposit D 141414

27. Click the Totals tab to review the Deposit totals.

Totals Payments

Rev 9/1/2026
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Step | Action

The Totals tab redisplays.

Totals Payments
Unit  5g100 DepositlD 141414 ’ Delete Deposit
View Audit Logs
. ]
Accounting Date |05/01/2026 Control Currency |USD Q
*Bank Code | 1100
ank Lode Q| 5303 Format Currency |USD Q
*Bank Account |TRO1 Q
TT770062758 Rate Type |CRRNT
200001 Exchange Rate 1.00000000| [
Control Totals Control Data
Control Total Amount 5,000.00 *Count *Received
Entered Tetal Amount 5,000.00 Count 2 *Entered
Diff Al t 0.00 Count 0
ifference Amoun Posted
Posted Total Amount 0.00 Count 0 Assigned |V_TRN_AR02 Q
Journalled Total Amount 0.00 Count 0
User V_TRMN_AR0Z
[ Return fo Search l l Previous in List ] l Mext in List l l Mofify l l Refresh l Add Update/Display

0 The Control Totals section updates to reflect all Payments associated with the Deposit.

28. Review the information in the Control Totals section for accuracy. The Difference Amount
and Count fields must equal “0.00” and “0” for the Payments to be applied.

Once all Deposits have been entered, accounting entries will need to be created for each
0 Payment in the Deposit.

Refer to the Processing Item Payments section of this Job Aid to proceed.
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Creating Direct Journal Payments

Step | Action

1. From the Financials homepage, click the AR WorkCenter tile.

AR WorkCenter

1

| &=

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

The Receivables WorkCenter page displays.

Receivables WorkCenter

ce Conversations To Review
| My work 3rows
nnnnnn El 8 BB
oo ) [=][e][*]
Detail 1 Detal 2 Detail3
Conversations To Review (7)
O Business Unit 11 CustiD 11 Customer Name 11 Created By 11 Description 11 Conversation Date 1 Status 11
tems.
O 50100 0000000147 B&B SIGNAL CO,, LLC V_TRN_AR02 Item Overdue. 0711412026 New >
Open ltems
Mainenance Viorsneets (0. (13) O 50100 0000000158 DEPT CONSERVATION & RECREATION V_TRN_ARD2 tem overdue 071412026 New >
Payments . O 50100 0000000184 DEPT CONSERVATION & RECREATION V_TRN_ARD2 Requests Statement 071612026 New >
Incomplete Payments @
Payments to Post D
Direct Journals to Complete

udget C... (3)

®

Direct Journal Budget Exce.

> Links

> Queries

> Reports/Processes
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Step | Action

Regular Deposit

Regular Deposit

Q&
> My Work
~ Links
Enter & Apply Payments o
Regular Deposit

Create Direct Journal Acctg Entries
Modify Direct Joumnal Acctg Entries
Apply Payments \Worksheet
Update Apply Payment Workshest
Finalize Payment Worksheet

Approve Deposit

Review and Maintain Items -
Customer and Correspondence -
Other Links -
> Queries

> Reports/Processes

Use the following navigation path in the WorkCenter: Links > Enter & Apply Payments >

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

Deposit

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

0 NavBar > Menu > Accounts Receivable > Payments > Online Payments > Regular

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.

@ Add a New Value

v ‘ f [ Saved Searches ‘ Choese from saved searches

Vi

) Recent Searches | Choose from recent searches

Deposit ID | begins with v‘ |

*Deposit Unit | = ~ || Ql

User ID | begins with ‘ | Q| Assigned Operator ID | begins with ‘ |

~ Show fewer options

[ Case Sensitive

Rev 9/1/2026
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Step | Action

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.

I (®Add a New Value I

The Add a New Value page displays.

Regular Deposit

Add a New Value Q Find an Existing Value

*Deposit Unit “DepositID | NEXT

The Deposit Unit field defaults based on the user’s Business Unit but can be changed if the
0 user has access to multiple Business Units.

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

4. Click the Add button.

Add
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Step | Action
The Regular Deposit page displays with the Totals tab displayed by default.
Totals Payments
Unit 50100 DepositID  NEXT Delete Deposit
*Accounting Date |P7/20/2026 Control Currency E
BkCote [ Q] FomatCurency [ Q]
an ccount Rate Type
P P Exchange Rate
Control Totals Contrel Data
Control Total Amount *Count E *Received
Entered Total Amount 0.000 Count 1 “Entered |07/20/2026
Difference Amount 0.000 Count -1 Posted
Posted Total Amount 0.000 Count 0 Assigned ‘V TRM AR0? Q|
Journalled Total Amount 0.000 Count 0
User VW _TRN_AR02
[ ) o
Totals | Payments

The information on this tab, including the Unit, Deposit ID, Accounting Date, Bank Code,
Bank Account, and Deposit Type fields, is required for every Deposit entered.

Multiple Payments can be included in a Deposit.

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

*Accounting Date IGEFU‘UE{FEG

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

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

*Bank Code || Q

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

Rev 9/1/2026
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Action

Click the Bank Account Look up icon and select the applicable Bank Account.

*Bank Account o]

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

8. Click the Deposit Type Look up icon and select the applicable Deposit type.
*Deposit Type Q
9. Click the Control Currency Look up icon and select “USD”.
Control Currency Q
10. Enter the sum of all Payments to be included in the Deposit in the Control Total Amount
field.
Control Total Amount 0.000
11. Enter the total number of Payments in the Count field.
*Count D
12. The Received field and Entered field within the Control Data section default to the current

date. Update as needed.

*Received | 07/20/2026

*Entered | 07/20/2026

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

Rev 9/1/2026
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Step

Action

The Payments tab displays.

Tatals Paymants

Payment Information

Payment saq

Amaunt | p.000

CPayment Fredictar

Customer Information

Customer ID
Remit From
Name.
Carporata
subCustt

I}

MICR ID

Dietail References

Reference Information

(B[]

Qual Code Referance

unit  sa1g0 Dopositil NEXT

1|| Qll

=
Talals Payments

Date  omizozoee

Link MICR

Ta Referenca

Balance  Not Balanced

@ A | View Al

“accounting Dats |gant2026 =] B

I Range of Refarances

=]

The Payments tab is where specific information about each Payment in the Deposit is

entered.

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
15. Enter the Payment amount in the Amount field.
Amount |0.000
16. De-select the Payment Predictor checkbox option if selected by default.
‘EPaymeni Predictor
Rev 9/1/2026
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Step

Action

17.

Select the Journal Directly checkbox option.

J ournal 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 Payment Method.

Payment Method v

The Payment Method field should be set to “Agency Transfer” if the Payment is an Agency
to Agency (ATA) transaction.

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

For Agency to Agency (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 default 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 the Payment Information section to add another Payment
to the Deposit as needed.
Payment Information |i/ Tof1 v I ViewAll
Payment Seq “Payment ID *Accounting Date |06/01/2026 E\
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Step | Action
The Payments tab redisplays with the additional row.
Payment Information @ | View Al

Fayment Seq

Amount (0000

Paymant Fredictar

Customer Information

Customer 1D

Remit From
Name

Carporats

subCustl

MICR 1D

o
2

i

Reference Information

Qual Code Refarance

Journal Diractly
Atachments (0}

Remit setin

Corporats setin
SubCust?

Link MICR.

To Referance

1 al ||

Q

=
Tatals Payments

“accounting Dats |cen1@ize [ B

Range of Refarsnces

20.

Repeat Steps 14 — 18 until all the Payments have been added to the Deposit.

21.

Click the Save button.

‘ Motify H Refresh ‘

Once all Payments have been entered for the Deposit, ensure that the Balance field at the
top of the page 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 page. An
unbalanced Deposit can be saved but cannot be processed further until it is balanced.

Balance I Balanced I

22. Take note of the assigned Deposit ID for further processing of this Deposit.
Totals Payments
Unit 50100 DepositlD 141415 Date  07/20/2026 Balance Balanced
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(VDOT Only)
Step | Action
The Deposit ID field is systematically populated with the next available Deposit ID by
0 Cardinal.
23. Click the Totals tab to review the Deposit totals.

Totals Payments

The Totals tab redisplays.

Totale Paymenls

Tatals

- 5
accounting Date |o7iemzoze [ confrol Currsncy |UsD g
ne a E203 Format Currency | Uzo
*Bank Account | TRO1 o
TITOOE27 58 Rate Type | CRRENT
o001 Exchangs Rate 1.00000000 [y
Control Totals Control Data
Cantrol Total Amaount “Count I:l *Recalved |07/202026 [
Entared Taotal Amount S00.00 count 1 sEntered | 070206
Difference Amaount 000 Count o
Poeted
Poated Total Amaunt oo Count o P— |v_m.~4_m1n2 a,
Journaliad Total amaunt 0.00 count o

=

unlt  spi00 DapasltiD 149245 | Delele Depasit

Wiew Audd Logs

User W _TRM_ARL2

| UpdaleDisplay |

Paymanis

@

The Control Totals section updates to reflect all Payments associated with the Deposit.

24.

Review the information in the Control Totals section for accuracy. The Difference Amount
and Count fields must equal “0.00” and “0” for the Payments to be applied.

@

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 Item Payments

Step | Action

1. From the Financials homepage, click the AR WorkCenter tile.

AR WorkCenter

1

| &=

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

The Receivables WorkCenter page displays.

Receivables WorkCenter

ce Conversations To Review
| My work 3rows
nnnnnn El 8 BB
oo ) [=][e][*]
Detail 1 Detal 2 Detail3
Conversations To Review (7)
O Business Unit 11 CustiD 11 Customer Name 11 Created By 11 Description 11 Conversation Date 1 Status 11
tems.
O 50100 0000000147 B&B SIGNAL CO,, LLC V_TRN_AR02 Item Overdue. 0711412026 New >
Open ltems
Mainenance Viorsneets (0. (13) O 50100 0000000158 DEPT CONSERVATION & RECREATION V_TRN_ARD2 tem overdue 071412026 New >
Payments . O 50100 0000000184 DEPT CONSERVATION & RECREATION V_TRN_ARD2 Requests Statement 071612026 New >
Incomplete Payments @
Payments to Post D
Direct Journals to Complete

udget C... (3)

®

Direct Journal Budget Exce.

> Links

> Queries

> Reports/Processes
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Step

Action

Use the following navigation path in the WorkCenter: Links > Enter & Apply Payments >
Apply Payments Worksheet

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

roles.

Receivables WorkCenter

O &
> My Work
v Links
Enter & Apply Payments
Regular Deposit
Create Direct Journal Acclg Enfries

Modify Direct Journal Acclg Entries

Apply Payments Worksheet

Update Apply Payment Worksheet
Finalize Payment \Worksheet
Approve Deposit
Review and Maintain ltems
Customer and Correspondence

Other Links

> Queries

» Reports/Processes

Users can also access the Create Payment Worksheet page using the following

navigation path:

NavBar > Menu > Accounts Receivable > Payments > Apply Payments > Apply
Payments Worksheet
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Step | Action
The Create Payment Worksheet Find an Existing Value Search page displays.
Create Payment Worksheet
Find an existing payment
~ Search Criteria
Enter any informafion you have and click Search. Leave fields blank for a list of all values.
'T) Recent Searches | Choose from recent searches - | / [l Saved Searches | Choose from saved searches - | /
*Deposit Unit |so1nu Q| Deposit ID | begins with v| | Q|
Payment Sequence | = v| | | Payment ID | begins with v| | Q |
Payment Status | = p | | p | UserID | begins wilh
Assigned Operator ID | pegins with v | Q | Payment Predictor Method | begins with | [} |
Accounting Date | = v| | |
# Bhow fewer options
[ Case Sensitive
oo

O

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

The Deposit Unit defaults based on the user’s Business Unit but can be changed if the
user has access to multiple Business Units.

- @

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

DepositID | begins with ~ | 1414 Q

Click the Search button.
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Step | Action

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

* Search Results
Sresults - PaymentWorksheet Type "Payment Worksheet” Deposit Unit "50100" +1 more
15015 v | View an

gegum Depositip | Payment Payment 1D Pay Payment Payment D Assigned Operator 1D gg‘;’i‘;’:' Algorithm Algorithm Entered Accounting Bill To

nit Sequence Amount | Currency status Method Group ID Identifier Date Date Customer
50100 141400 1/ TPs_c2399 30,000.00 | USD Worksheel {blank) (blank) (blank) 041162026 | 0411612026 (blank) >
50100 141412 1| CHK 657 100.00 | USD Ident V_TRN_ARO2 V_TRN_AR02 (blank) (blank) (blanky 0771612026 | 06/3012026 (blank) >
50100 141414 1| CHKOO1 2,000.00 | USD Applied V_TRN_AR02 V_TRH_ARD2 {blank) (blank) (blanky 0510102026 | 050112026 (blank} >
50100 141414 2| GHK 3081 3,000.00 | USD Worksheet V_TRN_AROZ V_TRN_AR02 {biank) (blank) (blank) 05012026 | 050112026 (biank) >
50100 141416 1/ CHK 2108 338174 | USD Ident V_TRN_ARO2 V_TRN_AR02 (blank) (blank) (blanky 0772212026 | 06/3012026 (blank) >

If the Deposit only has one Payment, Cardinal will open the Create Payment Worksheet
0 page directly and will not display search results. In this case, proceed to Step 6.

5. Click the Drill in icon (>) to open the first Payment associated with the Deposit.

v Search Results
Sresuts - e . “tmore
150f5 v | View a1l
P— . . e o

beposit Payment Payment | Payment | Payment Aoortin | Mot |Eniered | Accountng |8l T

Gracst |oepositio | TNOS pamentio DMRL ey e vsert> Assianed Operator D [ i - e fen Ctomer

50100 141400 1| TPS_C2399 30,000.00 | USD Worksheet A(blank) (blank) (blank) 04/16/2028 041182026 (blanky >
50100 141412 1| CHK 657 100.00 | USD ldent V_TRN_AR02 'V_TRN_AR02 {blank) (blank) (blank) 07/16/2026 0613012026 (blank) >
50100 141414 1| CHK0O1 2,000.00 | USD Applied V_TRN_AR02 'V_TRN_AR02 A(blank) (blank) (blank) 05/01/2028 05/01/2026 (blank) >
50100 141414 2| CHK 9081 3,000.00 | USD Worksheet V_TRN_AR02 V_TRN_AR02 A(blank) (blank) (blank) 05/01/2028 05/01/2026 (blank) >
E - 358074 usD et wrRiLaRes \_rar_aro2 [ P P S [ - >

0 Payment Worksheets will need to be individually created for each Payment in the Deposit.
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Step | Action

The Payment Worksheet Selection page displays for the selected Payment.

Payment Worksheet Selection

CeposltUnit so9o0 PaymentiD  cHEK 2106 B paymant Predictor
DeposlID 141416 Payment Amount 336174 USD
Depozlt #fatus  Mone Appled Paymant Status  Idenlified

Custamer Criteriz

Customer Criterla -
- Customer Reference @ 1af 1 % | View All

| Cusiomer Bems
Custemer D | DO0D125537 a | Businees Umit 50100 Q B

HEME  cHESAPCAKE BAY BRIDGE TUNMEL

Remit st 50900 Remit From ID 00001 28837
Carporata 3stD 50900 Carporata ID 0000128837
Link MICR
MICR ID a o

Reference Criteria

Reference Critarla

| ltem Referznes

| Specific Value
IEI 1-1of1 % | Wiew All
Rastrict to
| Al Buziomers bt | Qual Cada Referance Ta Reference Evant
Match Rula
e — T — — 53]

Drettail Relerence

lizm Status

Item Inclusicn Options

& AN Ifeme O Deductien Itama Only Ciltama In Dizputa Only Advanoed Inclusion Optians
ClExcluds Collsciion Heme Ol Exclude Deduction Iteme C Excluds Dleputs Hems

Worksheet Action

| Buid || Clear | Craatad at lteme a

Warkshest Seleclion Work=sheet Applicalian Worisherel Action

m Return la Search | | Previvus in List | Mext in Lis| R

6. Click the Build button.

Worksheet Action

I Busld I | Clear
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Step | Action

The Payment Worksheet Application page displays.

Payment Worksheet Application

Cepostunlt sotan Deposit D 1aiais

Item Action

Payment Accounting Data 0611012026

PaymentD  cHK 2108 Fayment Sequence 1 Papmentumeney  usp

Row Selection

e [ |

Eniry Type

S ot V] e |

enaics

Item Dispizy Control

E3

Row Sorting

sanan
Ey

ltem List

[=][e] -
Datsn 1 Delsi 2 Detail 3 Detail 2. Detail 5 Detsil 6
romit | oise
wisw pstall | C s6il Pay Amt cur Itom 1D itsm Line untt customar Type Reason ‘mm Disc Amt | ServiesPurchassiD | Tax status
o e ] e o [ a] o] |Ew o) [wemw_a] v &) _a)|_a)| = |[[]| H— =
Reverue Distibug Add Conversation View/Update Canversations. Lettar of Greait 1o
Bal
amount 339174 Remaining 00 unsamea 000
salactsd 338174 Dlscaunt .00 Eamesa 000
Agustsa 000 writs o 00

Review and Maintain Items > Item List

The Item List section may list multiple items if the Customer has more than one
outstanding balance. The Item ID for the Payment associated with the Deposit ID entered
will be automatically selected (Select checkbox option selected).

To access the Item List from the WorkCenter use the following navigation path: Links >

tem List
@ 120f2 v | view Al
Detail 1 Defail2  Defail3  Defald  Delal5  Delalg (b
ﬁg‘r‘ Select ltem Line Activities Unit CustomerID | Status Terms .F;“p’e" ggg:n“ Dued E:";‘ Bar::,rm cur
2 [u} GENE007154 1/ 50100 0000136246 | Open HET30 I VPCEG 011112026 192 388.13| USD
1 O GENE007135 150100 0000136246 | Open HET30 n VPCE6 12172025 217 365.30| USD I
Item List
Detail 1 Detail 2 Detail 3 Detail 4 Detail 5 Detail
View Detail Ezg‘i’ sel ‘ Pay Amt Cur Item ID Item Line Uit ‘ Customer Type Reason Event
| B 1 2,000.00| |USD IGENEunﬂss O.I ‘ Q | |su1nn Q | | e | |PY 0.‘ | Q | | Q ‘
Add with Detail Revenus Distribution Add Conversation \View/Update Conversations Letter of Credit ID

Click the Save button.

Previous in List

’ Retum to Search

Mext in List H Refresh ]

@

Payment Worksheet.

The Remaining field in the Balance section must equal “0.00” to proceed with the
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Step | Action

9. Click the Worksheet Action link.

Worksheet Selection Worksheet Application Worksheet Action

[ Retum to Search H Refresh l

The Payment Worksheet Action page displays. Only users in the Approver role will see the Posting
Action section populated with the Action drop down menu.

Payment Worksheet Action

Deposit Unit 50100 Deposit D 141414 PaymentID CHKOO1
Entered Date  05/01/2026 Status Do Mot Post
Worksheet Action Posting Action Accounting Entry Action
Delele Waorksheet Create/Review Enfries

Delete Payment Group

Worksheet Selection Worksheet Application Waorkzheet Action

The option to delete a Worksheet is available on this page. Clicking the Delete Worksheet
0 button will delete the entire Worksheet that was created in the previous steps and should
only be selected if the Worksheet should be deleted.

Beturn to Search H M otify ]

Waorksheet Action

Delete Worksheet

Deleie Payment Group

10. Click the Create/Review Entries button in the Accounting Entry Action section to create
the accounting entries for review.

Accounting Entry Action

Create/Review Enfries
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Step | Action

The Accounting Entries tab displays.

Payment Conlral Accounting Entrieg

Payment I CHX 2106

[q] folt v | Viewt

Reasan
SunCust2

Deposit Unit 50100 DepoeitID 141416

Accounting Entries

Ling Entry Type  PY

Itam ID  GEMEQOT1S9
Customer Q000129637 subGustl

Eue. Unit  so100

Amount  -3.381.74 Currency usD

Accounting Entries Return To Previeus Panel |
Camplate

Distribution Lines
IE’ 1-Zoid W ¥ | Wiew Al

ChartFlalds Currency Details Additioral Details Journal Reference Infoemation ltem CreationUpdate Datails [ 13

Ling GL Unit “Type Amount Accaunt Fund Program Department CcoatCenter | Task FIP§ Apeat

100 50100 AR 112054 04769 E0E004 10074 13090010

102 TREAS Cash 3.381.74 101010 04765 E0G6004 98908

4 G [ 4
Linez 4 DR E7a3.48 cumency  USD CR  a781.43 currency LSO Met 0000
Payment Conlrd | Accounting
11. Review the Distribution Lines for accuracy and then click the Return to Previous Panel

button.

The Payment Worksheet Action page displays. Only users in the Approver role will see the Posting
Action section populated with the Action drop down menu.

Payment Worksheet Action
DepositUnit 50100 Deposit I 121416 PaymantiD  CHK 2106
Entarad Date  07/22/2028 status Do Mot Post

VWorksheet Action Posting Action Accounting Entry Action

Creale/Review Eniries

| Delete Warkshest | |

| Defele Payment Group |

Warkshest Saleclion ‘Warksheel Aaplicatian ‘Worksheel Action

Return Lo Search || Mrdily |
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Step | Action

12. Click the Save button.

Warkshest Saleclion
m | -‘:!."“ - :-:‘I: ™ | | M r. |

13. Click the Next in List button if there is more than one Payment for this Deposit and repeat
Steps 5-12 until all the Payment Worksheets are created.

Previous in List I Mext in List I Refresh

o From this point, the AR Processor has completed the creation of the Worksheets.

However, the Worksheets must be reviewed prior to being Set to Post. This takes place
on the Approve Deposit section.

Supervisors can set Worksheets to post on the Approve Deposit section. Steps 14 — 16
below will be completed by a supervisor and are included here for reference.

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

Q@

> My Work

w Links

Enter & Apply Payments
Regular Deposit
Create Direct Journal Acclg Enfries
Modify Direct Journal Acclg Entries
Apply Payments Worksheet
Update Apply Payment Worksheei

Finalize Payment Worksheet

Approve Deposit

Review and Maintain ltems
Customer and Correspondence

Other Links

> Queries

> Reports/Processes
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Step | Action

The Approve Deposits Add a New Value page displays. Deposits will be associated with a Deposit
Control Ticket Number here.

Approve Deposits

Add a New Value

“Deposit Unit “Deposit control Ticket Number [ |
*Bank Deposit Date
15. Once all of the payments on the deposit have been processed successfully in Steps 5 —
12, the Set WS to Post button will be available for the Supervisor to set Worksheets to
Post.
Approve Deposits
Approve Deposits
Delele DC Ticket
Deposit Unit: 50100
Deposit control Ticket Number: 2515412
Control Total Amount: 500.000 Control Count: ‘ 1 ‘
Bank Deposit Date: 08/06/2026
WS Posted By: WS Posted Date:
Approved By: Approved Date:
EE
Deposit ID Deposit Amount Status View Detail Status
D 1 |141415 Q 500.000 Not Ready B ‘E| |Z‘
Set WS o Po pprove

16. Click the Next in List button, if applicable, and repeat Steps 14 and 15 to set the
remaining Payments to “Batch Standard”.

Once the transactions are set to “Batch Standard”, the nightly AR Batch Stream will
o process these transactions.

The Processor must follow Agency guidelines regarding how to notify the Approver that
items are awaiting review and approval. The Approver 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. For more information pertaining
to Approving and Finalizing Deposits, refer to the Job Aid titled AR325 Accounts
Receivable Approvals (VDOT Only). This Job Aid is located on the Cardinal website in
Job Aids under Learning.
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Processing Partial Payments

Occasionally, a partial Payment is received. The initial steps for entering a partial Payment in Cardinal
are the same as those for entering a regular Payment. The user must change the Payment amount on

the Payment Application Worksheet to the actual amount of the Payment. Cardinal will automatically
create another Line for the difference.

Scenario: A Customer has a balance of $753.43 and has made a payment of $200.00 toward the
balance. A partial Payment will be applied. First, the Processor must create an ltem Payment. The
steps below begin once the Deposit is created. For further information pertaining to creating Item

Payments, see the Creating Item Payments section of this Job Aid.

Step | Action

AR WorkCenter

[ 1

s

1. Navigate to the Create Payment Worksheet page by clicking on the AR WorkCenter tile.

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

The Receivables WorkCenter page displays.

<10 O ®
Receivables WorkCenter
ce Conversations To Review
| My Work - 3rows
s Ny R==E
onversations To Review (3) Dewiln | Detiz Dol
— O Business Unit 11 CustID 11 Customer Name 11 Created By 1 Description 11 Status 11
opentoms O 50100 0000000147 B&BSIGNAL CO,, LLC V_TRN_ARD2 tem Overdue. New
WM o 50100 0000000158 DEPT CONSERVATION & RECREATION V_TRN_AR02 Item overdue New
Payments . O 50100 0000000184 DEPT CONSERVATION & RECREATION V_TRN_ARD2 Requests Statement New
Incomplete Payments @
Payments to Post D
Direct Journals to Complete
Direct Journals to Budget C. @
Exceptions
Posting Errors ®
Direct Journal Budget Exce.
> Links
|> Queri
> Reports/Processes
Rev 9/1/2026
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Step

Action

Use the following navigation path in the WorkCenter: Links > Enter & Apply Payments >
Apply Payments Worksheet

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

Receivables WorkCenter

G &
> My Work
v Links
Enter & Apply Payments 0

Regular Deposit
Create Direct Journal Acclg Enfries

Modify Direct Journal Acctg Entries

Apply Payments Worksheet

Update Apply Payment Worksheet
Finalize Payment Worksheet
Approve Deposit
Review and Maintain fems -
Customer and Correspondence

Other Links
w

> Queries

> Reports/Processes

The Create Payment Worksheet Find an Existing Payment Search page displays.

Create Payment Worksheet
Find an existing payment

~ 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

0 7

“Deposit Unit | = v‘

Payment Sequence | = |
Payment Status | = ~| ~|
Assigned Operator D | begins with | | a|
Accounting Date | = | |

~ Show fewer options

[0 Case Sensitive

]

l I [1Save Search

v Search Results
No matching values were found.

[l saved Searches | Choose from saved searches

DepositID | begins with + | |

PaymentID | begins with v | |

UserID | begins with ~ | |

Payment Predictor Method ‘ begins with v‘ |
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.
Step | Action
3. Enter the Deposit Unit and Deposit ID in the applicable fields.
Create Payment Worksheet
Find an existing payment
~ Bearch Criteria
Erter any infarmatian you have and cick Search. Leave felés blank for a list of all vakes,
) Recent Searches Chpose fram recent searches ~ | f Hl saved gearches | Chease from saved searches ~ | f
“Depoelt Unit Dapoalt ID | begins with | |1.1141a O.|
Payment Saquenca | = R | | | Paymant ID | begirs with | | a |
Payment Status | - [ | | [ | User D | begins with | | |
Avslgned Operator 1D | begins with v | | a | Payment Predictor Mathod | biegins with % | | a |
sccaunting Data | - R =]
. Bnaw fewsr aptiona
Casze Zanzlilve
Search ch
4. Click the Search button.
‘
The Search Results display.
~ Search Resulis
2results - Payment Type "Payment " Deposit Unit "50100" +1 more
1-2072 ¥ I viewan
" P it a " " "
Bt Deposp |ENTSpaymentip TN |Pmern  fament |y fymaned Oparmhr | pocior (AU \Mgukb(Cobed | Accounted | ST
50100 141418 1 é‘.}"zg 38813 | USD Ident V_TRN_ARD2 V_TRN_ARD2 (blank) {blank) (blank) 06/30/2026 | 06/30/2026 {blank) >
50100 141418 2467212 365.30 |USD Ident V_TRH_AR02 V_TRN_ARO2 (blank) {blank) (blank) 06/30/2026 06/30/2026 {blank} >
5. From the results list, click the corresponding Drill in icon (>).
~ Search Results
2results - Payment Worksheet Type "Payment Worksheet” Deposit Unit "50100" +1 more
1-20f2 v I Viewan |
B epomtm | ENPENpaymentn | FHTEN\fWmen |Gy o RS e R [P R R ‘
50100 141418 ‘ 1| oK ‘ 388.13 | USD Ident V_TRN_ARD2 V_TRN_ARD2 (blank) (blank) (blank) 06/30/2026 | 0613072026 (blank) >
50100 ‘ 141418 ‘ 2 ‘ 467212 ‘ 365, 30‘ usD Ident ‘V,TRN,ARUZ ‘V,TRN,ARUE (blank) ‘{b]ank) (blank) |UW30EUZE ‘ 063072026 ‘ (blank) >
6. Click the Build button.
Worksheet Action
I Build I| Clear |
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Step | Action

The Payment Worksheet Application page displays.

Payment Worksheet Application
pepesitunit 0100 yment seq Paym: rrency
Item Action
| e . =
.
By
EE v 1 ice
Detall 1 Detal 2 Detail 3 Detail 4 Detail § Detail §
o Datan | ot sl PayAmt cur tem i lomiine Uit customsr | Tyme Reasan Event e | 9% | sorvice Purshase D |Tax sistus
P 5 || wim o | [ommsa) | o] [ o) |[mesa| a9 = [ JR—— =l
B s s | wi] vs | [emes A | 4] e @] |[roarmamn ] o e |y R [ry— B
Res Add ttar Ted
Balas
writs Off

7. Update the Payment amount to the applicable partial Payment amount in the Pay Amt field.

Item List
(E1[a)
Detall 1 Deti 2 Detil 3 Detail 4 Detail § Detail 6
Wlaw Detall ';::“t E-10) ‘ Pay amt cur Ham 1D ‘ Item Ling unit ‘ Customar ‘ Type Reason Evant
B | o |l wsw] [0 | [eweaernsa || a] e a |[pooseee_a | al | a][_a
] 2 /] [ | 200.00f | uso |G|:N|:un7|54 L=} | | Ct| |5moo L=} | |noca|1az-1& L=} | |w a | | CL| | L=} |
verue Dissibution A Caner=asan WiswiUadate Comversaticns Lettar of Credit D

8. Click the Refresh button.

m Retturn Lo Search Previous in List | Mext in Lisi | I Refresh I

If a partial Payment is received, the process will be the same as Processing an Item Payment.
0 However, the Payment Worksheet Application page will show one Line with the partial
Payment amount received and another Line with the balance amount for the same ltem.

ltem List
[=]e]
Detall 1 Detsiz  Dewild  Delald Dl Dewilg
View Detall '::'q"'t ‘ el ‘ Pay amt cur Item 1D Itam Ling untt ‘ Customer ‘ Typa Reason Event
[ 1 | o | | ass.an |usn | [ senE0o713s a| || a| ||5mno a| ||um:a|1ea:a a| || al || al || al
I |2 | a | | 2nn.uu| |usn | |G|:N£0L\?15¢ Cl.| || Q| |5mnn q| ||nm:a11&2«:a Q | ||F‘Y q| || Q | || Q
] m] | ||s:.|:3| usD GENEOD7154 a Q| | [so1o0 Q| [|ooootiszes L=} =1 a Q
Ade wilh Dtz Revenue Disiribusian Add Canversation ViewUpdate Canversafians Letter af Credit 10
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Action

Click the Save button.

Raturn Lo Search Previcus in List | Hextin Lisi | | Relresh |

The Remaining field in the Balance section must equal “0.00” to proceed with the Payment
Worksheet.

10.

Click the Worksheet Action link.

Woarksheet Apalicalion

The Payment Worksheet Action page displays.

Payment Worksheet Action

DapasitUnit 50100 Deposzit D 121418 PaymantlD CHK E723
Entarad Date  DEA0I2026 Status Do Mot Posl
Worksheet Action Posting Action Accounting Entry Action
Delete Warksheal I Creale/Review Enlries

Dielele Payment Group

Warkshest Soleclion ‘Warkshoel daplicatian ‘Warkshest Action

m Retarn Lo Search Prewvious in List

From this point, the process is the same as covered in the Processing ltem Payments section
of this Job Aid.

Complete Steps 10 — 16 in the Processing Item Payments section of this Job Aid to complete
the process.
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Processing Prepayments and On Account Payments

An On Account Payment is used when an overpayment is received or if a Customer payment is
received for an ltem that does not exist in Cardinal.

To store the funds on the Payment Worksheet and create the accounting entry, an On Account (OA)
Line Type must be created and the appropriate reason for the transaction must be selected.

Scenario: A Payment of $2,000.00 is received. An overpayment of $1,500.00 is being applied to an
existing Item which has a current balance of $500.

First, the Processor must create a Deposit. The steps below begin once the Deposit is created. For
further information pertaining to creating Item Payments, see the Creating Item Payments section of

this Job Aid.
Step | Action
1. Navigate to the Create Payment Worksheet page by clicking on the AR WorkCenter tile.

AR WorkCenter

L

Hsy

@

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

The Receivables WorkCenter page displays.

> Links

> Queries

.60 .

Direct Journal Budget Exce.

> Reports/Processes

CustID 1) Customer Name 1 Created By 11 scription 11 Conversation Date 13

O 50100 0000000147 B&BSIGNALCO, LLC V_TRN_ARD2 ltem Overdue. 0711412026 New

0 50100 0000000158 DEPT CONSERVATION & RECREATION V_TRN_ARD2 ltem overdue 0711412026 New

0 50100 0000000184 DEPT CONSERVATION & RECREATION V_TRN_ARD2 Requests Statement 07/16/2026 New

® ®
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Step

Action

Use the following navigation path in the WorkCenter: Links > Enter & Apply Payments >

Apply Payments Worksheet

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

Q&
> My Work

- Links
Enter & Apply Payments
Regular Deposit

Create Direct Journal Acctg Entries

Maodify Direct Journal Acctg Entries

Apply Payments Worksheet

Update Apply Payment Worksheet
Finalize Payment Worksheet

Approve Deposit

The Create Payment Worksheet Find an existing payment Search page displays.

Create Payment Worksheet
Find an existing payment

~ Search Criteria

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

) Recent Searches | Ghoose from recent searches v # [ Saved Searches | Choose from saved searches v Z
Payment Sequence | = ~] | | PaymentID | begins wih ~| | Q|
Payment Status ‘ - v| | v‘ User D ‘ begins wilh v‘ | |
Assigned Operator 1D [ begins with ~] | a] Payment Predictor Methad | begina vih ] | a|

Accounting Date ‘ - v| | |

~ Show fewer options

[] Case Sensitive

3. Enter the Deposit Unit ID in the Deposit Unit field.
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Step | Action

4. Enter the Deposit ID in the Deposit ID field.

| DepositID | begins with » M
5. Click the Search button.

The Payment Worksheet Selection displays.

Payment Worksheet Selection

Depasitunit 0100 Payment D 21055 Paymant Predistor
DaposltID 141423 Payment Amount  25,000.00 USD
Depozlt &tatuz  Parially Applied Payment status  Warksheel

Customer Criteria

customer Criterla
Customer Reference
Cusiomer Hems

Customerip | 0000133052 @ Business umi 50100 Q E’

Hame  ypwas
Remit 3gtD 50100 Remit From 1D 0LO0133052
Carporate 3etD 50100 Carporate 1D 0000133052

1w | View All

Refarence Criteria

Reference Critarla

ltem Referenge
Specific Value w
1 L Wiew All

Al Cuslomers || Qual coda Rafarance Ta Referenca Evant

Rastrict fo

Match Ruls
[ a]|[eeneore a =

Refernoe

lem S,

Item Inclusion Options

A1 Eemis Ceduction itsms Only Itame In Dizputs Only Advaneed Inclusicn Optians
Excluds Collsction Hame Exclude Deductian Iteme Excluds Dieputs Hems

Worksheet Action

| Biwuild || Clear | Created at  O&ME/Z0ZE S:02AK Itame 1

Wiarkzheat Saleclicn Work=he s Application ‘Workshorl Acticn

| Return lo Search || Motify || Refrach |
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Step | Action

6. Click the Build button.

Worksheet Action

I Build II Clear l

The Payment Worksheet Application page displays.

Payment Worksheet Application

tem Action

Entry Typs

Hem Display Control Row Sorfing

P ET= D I ‘ s [l ] |
By

Depositunit saton Dspostin 141423 Paymantio 21085 Paymant ssquance 1 Paymentcumency  usp

[ i omt | cuenerom e ot | o | % noounmen | tocsus R
| s |vo |[merm @] [ o[ a) | |l al|_e)[_a] 1 [— ®E
Roven 3 Add Conversation View/Uptate Canverzations Lstter of Credit D
mmmmm ‘ J— -
- s aw s
avess s

7. Click the Add a New Row icon.

A Message displays in a pop-up window.

fintrnx.cardinal.virginia.gov says

Enter numkber of rows to add:

(1

“ cancel

8. Click the OK button to add one row.

OK
[ 4
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Step | Action

The Item List section displays an additional row.

Item List
~ e
Detall 1 Delsi 2 Detail 3 Detail 4 Detail § Dietail §
view nstan | Famit sal Pay amt cur Hom 1D Item Line unt custamar Type Reason Event Dise DIt | grics purcnass 1D | Tax Status .
a Amt Curency
| = | | I ] (v | e a) || a e o |[peme a4 o] =] I | ot =[]
B 2 [ | I a] |[ a] |[soro0 a] |[wemez_a] || al [ a] I:I Not Applicable El

Enter the applicable amount of the overpayment as a negative value in the Pay Amt field.

Sel Pay Amt

300.00
-1,500.00

10. Click the Type Look up icon for the additional Item.

Type

|F"r’ O.|

| [

11. Click the OA link (Place an Amount On Account).

Search Results

View 100

Entry System e
Type Function ID Description

I 0A WS-05 Place An Amount On Accuuml
PR WS-04 Prepay An ltem
PY WS-01 Pay An ltem
wo WS-09 Write-off an ltem

The Item List section displays with the Item ID field for the On Account (overpayment) amount
populated.

Item List
(2]
Detail 1 Detail 2 Detail 3 Detail 4 Detail 5 Detail 6
View Detail ';g:'“ Sel Pay Amt Ccur Item ID Item Line Unit Customer Type Reason Event
2] 1 usD ‘GENEDO?DDB Q | ‘ Q ‘ ‘sumn Q | |nnoo1nse7 Q | |pv Q | | Q | ‘ Q |
) 2 usp ‘UA—W‘H Q | ‘ Q ‘ ‘suwu Q | |DOOO1?3567 Qa | |DA Q | | Qa | ‘ Q |
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Step | Action

o The Item ID field auto-populates as “OA-XXX” using the next available sequential number.

12. Click the Reason Look up icon.

Reason
| a
| [2]

The Look Up Reason page displays in a pop-up window.

Look Up Reason 25
Help
SetlD 50100
Entry Type OA

Entry Reason | begins with v| [\

Search Results

View 100 1-7 of 7 w

Entry Reason | Description

OACON On Account Construction
OACOT On Account Const-Other
QACST On Account Const-State Entity
OAFED On Account Federal

QAHCC On Account Highway Maint CCC
OAHMO On Account Highway Maint
OAHST On Account Highway Maint State
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Step

Action

13.

Select the applicable reason by clicking the corresponding link.

Search Results

View 100 1-7Tof 7 v
Entry Reason | Description

OACON On Account Construction

QOACOT On Account Const-Other

OAFED

QOAHCC

OACST On Account Const-State Entity

On Account Federal

On Account Highway Maint CCC

I OAHMO

On Account Highway Maint. I

OAHST

On Account Highway Maint State

The Item List section redisplays.

Item List

(=)l

Detail 1 Detail 2 Detail 3 Detail 4 Detail 5

Detail 6

View Detail ’5“3“‘“ Sel Pay Amt
eq

Item ID Item Line Unit Customer

Type Reason

19,673.45 ‘Usn ‘|GENEuo7wsu q| “

a] ||501ou

q] “0000133052 a| “PY a| “ a ‘

B 2 \

-25,00000| |UsD

[oa-1003 al | a] |[se100

Q| ‘0000133052 Q| |OA Q‘ [banmoa]

14.

Click the Save button.

l Return to Search ” Refrash l

Worksheet.

The Remaining field in the Balance section must equal “0.00” to proceed with the Payment

— B

section of this Job Aid.

the process.

From this point, the process is the same as indicated in the Processing ltem Payments

Complete Steps 9-16 in the Processing Item Payments section of this Job Aid to complete
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Processing Credit Memos

Step | Action

1. From the Financials homepage, click the AR WorkCenter tile.

AR WorkCenter

1

| &=

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

The Receivables WorkCenter page displays.

Receivables WorkCenter

ce Conversations To Review
| My work 3rows
nnnnnn El 8 BB
oo ) [=][e][*]
Detail 1 Detal 2 Detail3
Conversations To Review (7)
O Business Unit 11 CustiD 11 Customer Name 11 Created By 11 Description 11 Conversation Date 1 Status 11
tems.
O 50100 0000000147 B&B SIGNAL CO,, LLC V_TRN_AR02 Item Overdue. 0711412026 New >
Open ltems
Mainenance Viorsneets (0. (13) O 50100 0000000158 DEPT CONSERVATION & RECREATION V_TRN_ARD2 tem overdue 071412026 New >
Payments . O 50100 0000000184 DEPT CONSERVATION & RECREATION V_TRN_ARD2 Requests Statement 071612026 New >
Incomplete Payments @
Payments to Post D
Direct Journals to Complete

udget C... (3)

®

Direct Journal Budget Exce.

> Links

> Queries

> Reports/Processes
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Step | Action

2. Navigate to the Create Worksheet page using the following navigation path from the
WorkCenter:

Links > Review and Maintain Items > Create Maintenance Worksheet

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

G &

~ My Work

~ Links

Enter & Apply Payments

Review and Maintain Items
Account Overview

|temn List

View/Update ltem Details

Create Maintenance Worksheet

Update Maintenance Worksheet

Finalize Maintenance Worksheet

0 Alternatively, users can navigate to the Create Worksheet page from the NavBar:

NavBar > Menu > Accounts Receivable > Receivables Maintenance > Maintenance
Worksheet > Create Maintenance Worksheet

The Create Worksheet Find an Existing Value Search page displays.

| £ Receivables WorkCenter ‘

Create Worksheet
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
Ty Recent Searches Choose from recent searches ~ | / [ Saved Searches Choose from saved searches ~ | /
*Worksheet Business Unit Worksheet ID ‘ begins with | ‘ |
UserID | begins with Q Created by Auto Maintenance ‘ = v| ‘ ~ ‘
Automatic Maintenance Method ‘ begins with | | Q |
~ 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
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 Create Worksheet Add a New Value page displays.

| & Receivables WorkCenter ‘ Create Worksheet

lAdd a New Value ’ Q,Find an Existing Value I

Worksheet Business Unit Worksheet ID

The Deposit Unit field defaults based on the user’s Business Unit but can be changed if
0 user has access to multiple Business Units.

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

4. Click the Add button.

Add
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Step | Action

The Create Worksheet page displays with Worksheet Selection tab displayed by default.

workehast Salaction Waorksheel Matches

Unit 20100 Workehast I MEXT

Customer Criteria

Nane L Customer Referance iaf i W | Wiew All
+)=]
[eeer_a]

MHeme
Remit 3sliD Remit Frem 1D
Corparate SeliD Carporats ID

WICR 1D | Link MICR |

Rate Type | CRRMT Accty Data | QBDE20ZE

Referance Criteria

“Reference Critaria

ltem Referenca

1-1af T W Wierw All

| Mana

“Raztrict to

Qual Caoda Referenca Ta Referenca
“Match Rula
= 2 —| a =
Anchar BU
[#]
Itam Inclusion Options
® Al lbsme Deduction Heme Qnly Items In DNz puts Onky Advanced Inclesion OaSans
Excluds Calleciion 1tems Exclude Deduction tams Excluds Mzputs ltame
Worksheet Action
Bl || Chaar Craatad DateTIme Humbsr of Itemz In warkshest o
‘Warksheel Selection Worksheret Apphcaton ‘Warksheet Action

E | Add || Undate Display

Worksheret Selection Warkshest Matches

should appear on the Worksheet.

0 The Worksheet Selection tab is used to specify the Customer and Item information that
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Action

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

CustID

Q

Note: Once selected, tab out of the field to populate the Customer information.

The Name, Remit SetlD, Corporate SetID, Business Unit, Remit from ID, and Corporate
ID fields display in the Customer Criteria section once the Customer is selected.

Workeheet Selection

Worksheet Matches

Unit 50100

Customer Criteria

WorksheetID  NEXT

*Customer Criteria

Gustomer llems ~ | Customer Reference

CustID |0000151933 Q

Mame COUNTY WYTHE
Remit SetlD 50100
Corporate SetlD 50100

\E\ ! 10f1 % 1 View All
-]
Business Unit 50100 Q
Remit From ID 0000151933

Corporate ID 0000151933

Anchor BU

MICR ID Link MICR.
RateType [CRRNT  Q Acctg Date |08/07/2026
Reference Criteria
*Reference Criteria
None v Item Reference
5 @ 1-10f1 v I View Al
*Resfrict fo
All Customers v
Qual Code Reference To Reference
*Match Rule
Exact Match v 1 H H H |
| 2] v aly L+

‘MATCH?”.

If the Item IDs are known, proceed with the Steps below to select them in the Reference
field in the Item Reference section. This can prevent selecting the wrong ltem ID for

6. Click the Reference Look up icon in the Item Reference section and select the applicable

Iltem ID.

Item Reference
(2]

Qual Code

Reference

al | aj

| Vie

T-1of1

To Reference

(+]][-]

w Al
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Step | Action

7. If a new row is needed, click the Add a New Row icon to add a new Reference row.

His

The page refreshes with a new row in the Item Reference section.

Item Reference
110f1 w | View Al

GQual Code Reference To Reference

|| O.| |R5VH000223 Q| E

8. Click the Reference Look up icon and select the applicable Item ID.

Item Reference

@ 1202 v | View Al

Qual Code Reference To Reference

|| Q | |RSVH00223 Q |

ooty e e N I A == yererereree]

i Q | J|RvSHDO224

— .

0 The Qual Code field auto-populates.

Qual Code
I Q
|
9. Click the Build button in the Worksheet Action section.

Worksheet Action

I Build | [ Clear ]
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Step

Action

The Worksheet Application page displays.

Worksheet Application

eeeeeeeeeeeeeeeeee

The Worksheet Application page is used to offset items, create write-offs, or adjust posted

items.

10.

Click the checkboxes in the Sel column, if they are not already selected.

Sel

The Type field automatically updates to “MATCH” when Item IDs have been entered. If ltem
IDs were selected rather than entered, click the Refresh button at the bottom of the page for
“‘MATCH? to display.

Type

MATCH Q

MATCH Q

11.

Click the Save button.

l Retumn to Search H Motify ” Refresh ]

@

The Net field in the Balance section must equal “0.00” to proceed with the Payment

Worksheet.
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Step | Action

12. Click the Worksheet Action link.

I Worksheet Action I

The Worksheet Action page displays. Only those in the Approver role will see the Posting Action
section populated with the Action drop down menu.

‘ & Update Worksheet | Worksheet Action

Unit 50100 Worksheet ID 70105 Accounting Date  08/07/2026
Status Do Not Post

Worksheet Action Posting Action Accounting Entry Action

Delete Worksheet Action: [ BatchStandard v | 0 CrealeiReview Entries

Delete Maintenance Group

Worksheet Selection Worksheet Application Worksheet Action

Bl s [

13. Click the Create/Review Entries button in the Accounting Entry Action section.

Accounting Entry Action

I Create/Review Entries I
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Step | Action

The Accounting Entries tab displays.

Worksheet Gontrol Accounting Entries

Update Accounting Entries

Group Unit 50100 Group 1D 701105
Accounting Entries @ I | View Al
ltem 1D RVSHD00223 Line Entry Type  MATCH Reason
Bus. Unit 50100 Customer 0000151933 SubCustt SubCust2
Amount  -231,158.00 Currency uso
Accounting Enfries Retum To Previous Panel
‘Complete
Distribution Lines
@ 1-20f2 v | View Al
ChariFields CGumrency Delails Additional Details Joumal Reference Information Jtem Creation/Update Details >
Line GL Unit *Type Amount Account Fund Program Department Cost Center | Task FIPS Asset
2 50100 Offzet 231,158.00 112500 04720 11000
100 50100 AR -231,158.00 112052 04720 11000
4 L4
Lines 2 DR 23115800 Currency uso CR 231,158 00 Currency usp Net 0.000

m Retumn to Search Notify

Morkshest Control | Accounting Entries

14.
button.

Return To Previous Panel ‘

Review the Distribution Lines for accuracy and then click the Return to Previous Panel

section populated with the Action drop down menu.

‘ € Update Worksheet |

Unit 50100 Worksheet ID 70105
Status Do Not Post
Worksheet Action Posting Action

Accounting Date  08/07/2026

Aceounting Entry Action

The Worksheet Action page redisplays. Only those in the Approver role will see the Posting Action

Delete Worksheet Action: [ Batch Standara v” oK ]

[ CrealeiReview Enlies

Delete Maintenance Group

Worksheet Selection Worksheet Application

Worksheet Action

Worksheet Action

15. Click the Save button.

l Return to Search H Motify l
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Action

From this point, the AR Processor has completed the creation of the Worksheets. However,
the Worksheets must be reviewed prior to being set to “Batch Standard”.

Only a Supervisor can set Worksheets to “Batch Standard”. Steps 16 — 18 below will be
completed by a Supervisor and are included below for reference.

16. Click the Action dropdown button and select “Batch Standard”.
Posting Action
Action: | Batch Standard OK
17. Click the OK button.
18. Click the Save button.

‘m[ Betum to Search ” Motify l

The Processor must follow Agency guidelines regarding how to notify the Approver that
items are awaiting review and approval. The Approver 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. For more information pertaining to
Approving and Finalizing Deposits, refer to the Job Aid titled AR325 Accounts Receivable
Approvals (VDOT Only). This Job Aid is located on the Cardinal website in Job Aids under
Learning.
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Processing Direct Journals Payments

Step | Action

1. From the Financials homepage, click the AR WorkCenter tile.

AR WorkCenter

1

| &=

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

The Receivables WorkCenter page displays.

Receivables WorkCenter

ce Conversations To Review
| My work 3rows
nnnnnn El 8 BB
oo ) [=][e][*]
Detail 1 Detal 2 Detail3
Conversations To Review (7)
O Business Unit 11 CustiD 11 Customer Name 11 Created By 11 Description 11 Conversation Date 1 Status 11
tems.
O 50100 0000000147 B&B SIGNAL CO,, LLC V_TRN_AR02 Item Overdue. 0711412026 New >
Open ltems
Mainenance Viorsneets (0. (13) O 50100 0000000158 DEPT CONSERVATION & RECREATION V_TRN_ARD2 tem overdue 071412026 New >
Payments . O 50100 0000000184 DEPT CONSERVATION & RECREATION V_TRN_ARD2 Requests Statement 071612026 New >
Incomplete Payments @
Payments to Post D
Direct Journals to Complete

udget C... (3)

®

Direct Journal Budget Exce.

> Links

> Queries

> Reports/Processes
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Step | Action

Use the following navigation path in the WorkCenter: Links > Enter & Apply Payments >
Create Direct Journal Acctg Entries

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

Create Accounting Entries

e}

» My Work
Links

Enter & Apply Paymants

Regular Depasit

Create Direct Journal Accty Entries

Medify Direct Journal Acclg Enties
Apply Payments Worksheel
Updale Apply Payment Worksheet

Finalize: Payment Worksheet

Apprave Depasil

0 Alternatively, users can navigate to the Create Accounting Entries page from the NavBar:

NavBar > Menu > Accounts Receivable > Payments > Direct Journal Payments >
Direct Journal Acctg Entries

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 w | / [] Saved Searches | Choose from saved searches w ‘ /
*Deposit Unit |5u1oo Q| Deposit ID | begins with v| | o\‘
Payment Sequence | = v| | 1| Payment ID | begins with v| | |
User ID | begins with v Assigned Operator ID | begins with ~

# Show fewer options

[ Case Sensitive

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.
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Step | Action

o The Deposit Unit field defaults based on the user’s Business Unit but can be changed if the

user has access to multiple Business Units.

3. Click the Deposit ID Look up icon and select the applicable Deposit ID.
DepositID | begins with v I‘ Q
4. Click the Search button.

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

ID).

~ Search Results
2 results - Deposit Unit"50100" DepositID "1414" +1 more

1-20f2 v

Non

Deposit - Payment - Customer Entered
ni Deposit ID Sequence Payment ID | UserID Assigned Operator ID Dist Date
Balanced
S0100 141413 1(100 COB 0771772026
S0100 141415 1| CHK 123 Mo Dist 07/20/2026

| View Al

b

If the Deposit only has one Payment, Cardinal will open the Create Accounting Entries
o page directly and will not display search results. In this case, proceed to Step 6.

5. Click the Drill in icon (>) to open the first Payment associated with the Deposit.

Deposit
Unit

Payment

Deposit ID Sequence

Payment ID | User ID Assigned Operator ID Customer E:‘;’eﬂ

Balanced
S0100 141413 1,100 00B 071712026

50100 141415 1| CHK 123 Mo Dist 07/20§2026

>

0 Accounting Entries will need to be individually created for each Payment in the Deposit.
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The Accounting Entries tab displays for the selected Payment.

Accounting Entries

Unit 50100 DepositID 141415 Payment CHK 123 Seq 1

Currency Details

Amount 500.00 USD

Budget Status

Distribution Lines

@ 1-10f1 & | View Al
ChartFields Currency Delails Budgel Joumal Reference Information Distribution Greation / Update Details >
g‘;‘;t’:f:“ 6L Unit ‘ Speed Type Line Amount Curreney *Account Fund Program | Department ¢
d 1 [sanoe =] | e a | a | a | al |
4 CEEEE—— [ ]
Total
| Lines o Total Debits 0.000 Currency Total Credits 0.000 Currency Net 0.000 |
[ [ e
6. Enter the applicable amount of the Payment in the Line Amount field.

Distribution Lines

@ 1101w | view an
ChartFields Currency Details Budget Journal Reference Information Distribution Creation / Update Details >

‘ g;‘;t’:::" | *GL Unit | Speed Type Line Amount Currency *Account Fund Program ‘ Department | (|

1 1%‘50100 G.| [ Spesd Type I I -suo,uul Eusn Q‘ | Q‘ ‘ Q| | Q| {

‘- i i i H i 7] H i H ..

0 The amount entered 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 revenue or a decrease in
expenses.

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 revenue or an increase in

expenses.
7. Enter the applicable accounting information in the corresponding ChartField fields.

Distribution Lines

@ 110i1 ~ | ViewAl

ChartFields ~ Cumency Details  Budget  Joumnal Refr i Distribution Creation / Update Details 1

2';}:2:::" *GL Unit ‘ Speed Type Line Amount Currency I *Account Fund | Program Department I ‘

9 1)[s0100 a [ Speed Type ] | -50000| | UsD [a002250 a| [oto00 Q| [[eveoos @] |[10154 a

4 oe—— »
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@

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

Distribution Lines

\EI T1of 1~ | Viewal

ChartFields Cumency Details Budget Journal Reference Information Distribution Creation / Update Details [’

Di strihu(tji:n *GL Unit Speed Type Line Amount Currency “Account Fund Program Department

1 1 [50100 Q l Spesd Typs I 500.00| | USD 4002250 a | |[otoso Q| |[swsoos @] |[10154 qQ

4

The Journal Reference Information tab contains a Ref field that can be used to enter
reference information such as License Numbers, Agency Invoice numbers, 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 over to 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
@ 1-1of1 v | Wiew Al
ChariFields Currency Details Budget I Journal Reference Information I Distribution Creation / Update Details (=3
Distribution Sequence | *GL Unit Speed Type Line Amount Currency Ref
: [ ) e — ] ]

If more than one Distribution Line needs to be created, scroll right as needed, click the Add a
New Row icon, and then repeat Steps 6 - 7 until all of the required Distribution Lines have
been entered.

8. 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 the Payment.
Currency Details
Amount 500.00 USD
9. Click the View All link to view all the Lines that were created.
BR >
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4/ Cardinal

Action

InterUnit accounting entries are automatically created for Direct Journal transactions where
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
@ 140f4 | View?2
ChartFields Currency Details Budget Journal Reference Information Distribution Creation / Update Details. (3
2::::;':‘;?" ‘GL Unit Speed Type Line Amount | Currency Account Fund Program Department gﬁ{e[ Task FIPS
1 1/50100 Spead Type -500.00 | USD 4002250 01000 606003 10154 10000001
2 2| TREAS Speed Type 500.00 | USD 101010 01000 606003 99999
3 350100 Speed Type SUD.UU|USD 101010 |u1ouu | |99999 |995v99999 | ‘
4 4| TREAS Speed Type -500.00 | USD 101010 01000 99999
‘ 4 »
10. Review the accounting entries for accuracy.

11. Click the Complete checkbox option.

l:nmplete

12. Click the Save button.

ml Return to Search H Previous in List

Mext in List ’ Notify H Refresh ]
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The page refreshes.

Accounting Entries
Unit 50100 DepositID 141415 Payment CHK 123 Seq 1
Currency Details
=
Amount 500.00 USD ?

Budget Status
Distribution Lines
@ T20fdv| > 3 | Viewal

ChartFields Currency Details Budget Journal Refe i Distribution Creation / Update Details [

g'es;:s:éf" GL Unit Speed Type Line Amount | Currency Account Fund Program Department ggz:er Task FIPS ‘

1 150100 Speed Type -500.00 | USD 4002250 01000 606003 10154 10000001

2 2| TREAS Speed Type 500.00 | USD 101010 01000 606003 93989 ‘
| 4 [
Total
‘ Lines 4 Total Debits 1,000.00 Currency USD Total Credits 100000 Currency USD  Net 0.00
l Return to Search H Notify H Refresh I

Prior to running the Budget Check, always review the accounting entries for accuracy. Once
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.

13. Click the Budget Check icon within the Currency Details section.

Currency Details iy ':'J,‘
Amount 500.00 USD 7 il
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Step | Action
The page refreshes once the Budget Check is completed.
Accounting Entries
Unit 50100 DepositiD 141415 Payment CHK 123 Seq 1
Currency Details
a
Amount 50000 USD
8 Complete EnyEvent [ Q]
Budget Status Error
Distribution Lines
@ > ol 1 ViewAl
ChartFields ~ Cumency Details ~ Budget  Joural Reference Information  Distribution Greation / Update Details i
2‘;‘3::;‘;‘" GL Unit Speed Type Line Amount | Currency Account Fund Program Department Cost  |Task FIPS
1 150100 Speed Type 500,00 USD 4002250 01000 606003 10154 10000001
2 2 TREAS SpeedType 50000 USD 101010 1000 606003 99999
4 G »
Total
Lines 4 Total Debits 100000 Currency USD Total Credits 100000 Currency USD  Net 0.00

l Return to Search H Notify H Refresh ]

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

Currency Details

Amount 300.00 USD

Complete

I Budget Status Valid I

If the Budget Status field displays as “Error”, refer to the Job Aid titled AR326 Reviewing
0 and Correcting Budget Check Errors. This Job Aid is located on the Cardinal website in
Job Aids under Learning.

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

m Return fo Search Previous in List Mext in List l Mofify I [ Refresh I

The Processor must follow Agency guidelines regarding how to notify the Approver that
0 items are awaiting review and approval. The Approver 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. For more information pertaining to
Approving and Finalizing Deposits, refer to the Job Aid titled AR325 Accounts Receivable
Approvals (VDOT Only). This Job Aid is located on the Cardinal website in Job Aids under
Learning.
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Correcting Deposits and Accounting Entries (Before Budget Check)

Corrections can be made to Deposits and accounting entries prior to running the Budget Check
process. 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 in the search results of the Create Accounting
Entries Find an Existing Value Search page. To modify accounting entries after navigating away
from this page, navigate to the Modify Accounting Entries Find an Existing Value Search page and
follow the steps in the Corrections from the Modify Accounting Entries Page section of this Job Aid.
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Corrections from the Create Accounting Entries Page

Step | Action

1. From the Financials homepage, click the AR WorkCenter tile.

AR WorkCenter

1

| o

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

The Receivables WorkCenter page displays.

Receivables WorkCenter

ce Conversations To Review
| My Work 3Irows
o] [7] S BB
. B REEE] [=][e][*]
Detail 1 Detal 2 Detail3
Conversations To Review (7)
O Business Unit 11 CustID 11 Customer Name 11 Created By 1 Description 11 Conversation Date 1 Status 11
tems. .
O 50100 0000000147 B&BSIGNAL CO,, LLC V_TRN_ARD2 tem Overdue. 0711412026 New >
Open ltems
Meitenarcs Worsheets o (1) O 50100 0000000158 DEPT CONSERVATION & RECREATION V_TRN_ARD2 tem overdue 071412026 New >
Payments . O 50100 0000000184 DEPT CONSERVATION & RECREATION V_TRN_ARD2 Requests Statement 071612026 New >
Incomplete Payments @
Payments to Post D

Direct Journals to Complete.

Direct Journals to Budget C. @
Exceptions

Posting Errors ®

Direct Journal Budget Exce.

> Links

> Queries |

> Reports/Processes |
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Step | Action

Create Direct Journal Acctg Entries.

Receivables WorkCenter

(@R 1H

> My Work
v Links

Enter & Apply Payments

Regular Deposit

Create Direct Journal Acclg Enfries

Modify Direct Journal Acclg Entries
Apply Payments Worksheet
Update Apply Payment Worksheei
Finalize Payment YWorksheet
Approve Deposit

Review and Maintain ltems ~

Customer and Correspondence -

Other Links

w

> Queries

» Reports/Processes

Use the following navigation path in the WorkCenter: Links > Enter & Apply Payments >

The Create Accounting Entries Find an Existing

Value Search page displays.

Create Accounting Eniries
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

hd |

Payment Sequence |

User ID | begins with V‘ ‘ |

~ Show fewer options

[ Case Sensitive

[1 Saved Searches | Choose from saved searches V‘ /

Deposit ID | begins with v Q

Payment ID ‘ begins with V| | |

Assigned Operator 1D ‘ begins with V| | |

Enter the Deposit Unit ID.

*Deposit Unit |:—v|
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4. Enter the Deposit ID.

Deposit ID | begins with V| | Q

The Create Accounting Entries page displays on the Accounting Entries tab.

Accounting Entries  Deposit Control
Unit 18100 DepositiD 1955 Payment  CHK274 seq 1
Currency Details
L+
Amount 100.00 USD
Budgst Status
Distribution Lines
@ -40f4 v | view2
ChartFields ~ Cumency Detalls  Budgel  Joumal Reference Information  Distribution Creation / Update Detals >
gg:;“‘é:“ GL unit Speed Type Line Amount | Currene, v Subcategory Affiliate Fund Affiliate Status Type
1 1/15100 Sposd Type -100.00| USD Usel
2 2| TREAS Spoed Type 100.00 | USD Mot Edited Cash
3 3| 15100 Speed Type 100.00 | USD TREAS 01000 Intertnit
4 4| TREAS Speed Type -100.00 | USD 15100 01000 Not Edited InterUrit
q L2
Total
Lines 4 Total Debits 20000 Currency USD Total Credits 20000 Currency USD  Net 0.00
m Reumto Search | PreviousinList | Nextinlist || Moty
Accounting Entries | Deposit Conrol

5. De-select the Complete checkbox option.

D Complete

6. Click the Save button.

Save [ Return to Search l I Previous in List ] Next in List

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

Amount 100.00 USD 7 2] @
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Step | Action
The Accounting Entries tab refreshes.
Accounting Entries Deposit Control
Unit 15100 DepositID 1955 Payment CHK274 Seq 2
Currency Details
E
Amount 100.00 USD
O Complete Entry Event Ijl
Budget Status Not Chi'd
Distribution Lines
@ 1-10f1 v | ViewAl
ChartFields Cumency Details Budget Journal Reference Information Distribution Creation / Update Details ">
[S)'e‘:’;;'s:g:" *GL Unit ‘ Speed Type Line Amount. Currency “Account Fund Program Department ‘
71‘ 1 [15100 Q] “ speedType | || 10000 |UsD 4008060 a | (1000 al || Q] |[ssa00 Q“
4 >
Total
‘ Lines 1 Total Debits 0.00 Currency USD Total Credits 100.00  Currency USD  Net -100.00 ‘
[ Return to Search H Notify H Refresh l
Accounting Entries | Deposit Control
0 The Distribution Lines section is now editable.
8. Update the accounting entries as necessary in the Distribution Lines section.
Distribution Lines
@ 1of1 v | ViewAl
ChartFields Currency Details Budget Journal Reference Information Distribution Creation / Update Details >
2;‘:::‘;:" *GL Unit Speed Type Line Amount Currency *Account Fund Program Department ‘
I 1 1{[15100 Q] [ Speed Type l ‘ ‘0000 |usD [a009060 Q] |[oto00 al | Q| |[ssa00 Q\H
T O >
9. Click the Create icon (lightning bolt) to create the system generated cash and/or InterUnit
Lines.
Currency Details 43
= ¥
Amount 10000 USD
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The page refreshes.

Budget Status o, cpid

Distribution Lines

Accounting Entries  Dleposit Control
Unit 15100 DepositID 1955 Payment CHK274 Seq 2
Currency Details
=
Amount 100.00 USD ?

[ Retum to Search H Notity H Refresh I

Accounting Entries | Deposit Control

@ 120fd] > 3l | ViewAl
ChartFields  Cumency Detals  Budgst  Joumal Reference Information  Distribution Creation / Update Detalls 1>
'g:;\'js:é:’" GL Unit Speed Type Line Amount | Currency Account Fund Program Department Cost e Task FIPS
1 1/ 15100 Speed Type -100.00| USD 2009060 1000 95400
2 2 TREAS S 100.00| USD 101010 01000 99999
< »
Total
Lines 4 Total Debits 20000 Currency USD Total Credits 20000 Currency USD  Net .00

10. Review the accounting entries for accuracy.

11. Select the Complete checkbox option.

Camplete

Entry Event

12. Click the Save button.

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

The page refreshes.

Budget Status Valid

Accounting Entries Deposit Control
Unit 15100 DepositID 1955 Payment CHK274 Seq 2
Currency Details
Amount 100.00 USD

ccounting Entries | Deposit Control

LI Return to Search H Notify ” Refresh l

Distribution Lines
@ 1Zoid~| > o 1 ViewAl
ChartFields Currency Details Budget Journal Reference Information Distribution Creation / Update Details >
gz:;is:é:]" GL Unit Speed Type Line Amount | Currency Account Fund Program Department ggﬁt er Task FIPS
1 1/ 15100 Spesd Type -100.00 ‘ usD ‘ 4009080 01000 95400
2 2 | TREAS Spesd Type 100.00 ‘ usD ‘ 101010 01000 99999
[] >
Total
‘ Lines 4 Total Debits. 20000 Currency USD Total Credits 20000 Currency USD  Net 0.00

@

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

13. Click the Budget Check icon.

Currency Details

Amount 1,700.00 UsD

(=]

The page refreshes once the Budget Check is

completed.

[ Retumto Search ]l Refresh |

\ccounting Entries | Deposit Control

Accounting Entries Deposit Control
Unit 15100 DepositiD 1955 Payment  CHK274 Seq 2
Currency Details
Amount 100.00 USD
Budget Status 1
Distribution Lines
@ 120i8~| > Ol | ViewAl
ChartFields  CurencyDetals ~ Budgst  Journal Reference Information  Distribution Creation / Update Detalls 1>
Distribulion GLUnt Speed T Line Amount | Curren Account Fund Program Department Cost Task APS
Sequence peed Type f 9 par Center
1 1]15100 Speed Type -100.00| USD 4009060 01000 95400
2 2| TREAS Speed Type 100.00| USD 101010 01000 99999
< >
Total
‘ Lines 4 Total Debits 20000 Currency USD Total Credits 20000 Cumency USD Nt 0.00
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14. Verify that the Budget Status field displays as “Valid”.

Valid

Budget Status

Once the Budget Check completes, the Budget Status field will display one of the following
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 will post 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.

15. 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.

E Return fo Search Previous in List I Mext in List ” Motify H Refresh ]
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Corrections from the Modify 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 Accounting Entries page to de-select the applicable Payment as “Complete”. Then, navigate
to the Create Accounting Entries page to modify the accounting entry.

Step | Action

1. From the Financials homepage, click the AR WorkCenter tile.

AR WorkCenter

1

| =

For 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.

The Receivables WorkCenter page displays.

Receivables WorkCenter

ce Conversations To Review
| My work - Srows
AAAAAA 2lE b el
. B REEE] [=][e][*]
Detail 1 Detal 2 Detail3
Conversations To Review (7)
O Business Unit 1 CustiD 11 Customer Name 1. Created By 11 Description 1 Conversation Date 11 Status 11
tems. .
o 50100 0000000147 B4 BSIGNAL CO, LLC V_TRN_ARD2 tem Overdue. 071412026 New
Open Items |
Nainenancs Washootsto () | o 50100 0000000158 DEPT CONSERVATION & RECREATION V_TRN_ARD2 tem overdue 071412026 New >
Payments . o 50100 0000000184 DEPT CONSERVATION & RECREATION V_TRN_ARD2 Requests Statement 071612026 New >
Incomplete Payments ®) |
Payments to Post D
Direct Journals to Complete |
Direct Joumnals to Budget C... (3) |
Exceptions .
Posting Errors @ |

Direct Journal Budget Exce. |

> Links

> Queries

> Reports/Processes
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2. Navigate to Modify Accounting Entries page using the following path: Links > Enter &
Apply Payments > Modify Direct Journal Accounting Entries

Q &

~ My Work
~ Links

Enter & Apply Payments -

Regular Deposit

Create Direct Journal Accounting Entrie

Modify Direct Journal Accounting En

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

Modify Accounting Entries
Find an Existing Value

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

D) Recent Searches [ Choose from recent searches vl / [ saved Searches I Choose from saved searches v] /
*Deposit Unit I Q ] Deposit ID l begins with v] { Q ]
M Payment Sequence [ = v] I ] Payment ID l begins with v] [ I

User ID [ begins with v] I ] Assigned Operator ID [ begins with VI [ I

~ Show fewer options

O Case Sensitive
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Action

@

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.

oy

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

3. Enter the Deposit ID associated with the Payment that requires accounting entries correction
in the Deposit ID field.
Deposit ID | begins with | Q
4. Click the Search button.

The page refreshes with the search results displayed in the Search Results section.

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

F11 | wiew Al

Non

Deposit - Payment Assigned Customer Entered
Unit DepasitlD | o vence Payment ID User 1D Operator ID Dist Date
Balanced
15100 1956 2 | CHE274 Complete 05072026 ¥
15100 1957 1| CHK4003 Complete 05/07/2026 ¥

Click the Drill in icon (>) to open the Payment associated with the Deposit.

of 11 w | view an

Non
Deposit Payment Assigned Customer Entered

Deposit ID Payment ID User ID

Unit Sequence Operator ID Dist Date

Balanced
15100 1856 2 CHK274 Complete 05/0772026
15100 1857 1| CHK4003 Complete 05/0772026 b
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The Modify Accounting Entries page displays with the Directly Journalled Payments tab displayed
by default.

Dirgctly Journalied Payments Depasit Contral

Unit 15100 DepositiD 1857 Payment CHK4008 s8g 1
Currency Details
Amount £00.00 Cumency  USD B
Base 500,00 Cumency  USD
Complats Budgst Ststun
Accounting Line Display
@ stancard © supplsmantal [Entry Evant) OBoth Sieplay

Distribution Lines

[(m][a] PRI

ChartFlsids Currency Detais Budget. Joumal Reference Infarmation Distribution Creation | Updaie Detals »
Distrvution Foraign

Type sBquence GLUnit Deblt Amount Credit Amount Line Ameunt Currency Account Fund Program Department
1/(15100 500.0 £00.00 | USD 4009080 Q1000 95400

& Q 2| TREAS 00.00 £00.00 (USD 101010 01000 92999

3[15100 00.00 500.00 | USD 101010 01000 f1=E1

&l fe 4 | TREAS 500.01 -500.00 |USD 101010 01000 f-1=-

4 o >
Total
Linge 4 Total Dablts 1.000.00 Currangy USD Total Credita 100000 Currsncy USD  Net 0.00

6. De-select the Complete checkbox option.
D:Dmplete

A Warning message displays in a pop-up window.

‘Warning — Please use Direct Jaurnal Entry paned fo updaste the incomplzte accounting entries. (B040.727)

Incompleie direct Journal accownting entries can be vpdated in the Direct Jasmal Entry panel. Direct Josmal Review panel iz used far reviewing complele accounling eniries only.

7. Click the OK button to close the Warning message.
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The Directly Journalled Payments tab redisplays.

Dirgctly Journalisd Payments Depasit Contral
unit 15100 DepositlD  1o57 Payment  CHK4008 36q
Currency Details
m
Amount 500.00 Currency  USD
Bass 500.00 currency  USD
Complsta Budgst Status
Accounting Line Display
® Stznoard ) Supplemental [Entry Event) ZIBoth Display ‘
Distribution Linas
=) ~
ChartFlsids Currency Detais Budget Joumnal Reference Informatian Distribution Creation / Update Detils |5
Distribution Foralgn

Typa saquence GL Unit Deblt Amaunt Cradit Amount Lina Amount currancy Account Fund Program Departmeant

| 1| 15100 | | 500.00 -500.00 | USD 4009060 01000 | 95200 |

5 a | 2 | TREAS | Q.00 | 500.00 |USD 101010 01000 | 95399 |

5 L=} | 3| 15100 | Q.00 | 500,00 |USD 101010 01000 | 95398 |
| 4 | TREAS | | 500.00 -500.00 | USD 101010 |0|COD | |99‘399 |

4 G b
Total
Lineg 4 Tatal Dablts 1.000.00 cumrency USD Total Credits 1,000.00  Currency WSD Met 000 ‘

m | Return lo Search | | Previous in List Next in List Motify

Directly Joumaled Payments | Depasit Contral

Complete

Budget Statu

Mot Chi'd

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

Click the Save button.

m| Return to Search || Mofify |
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9. Navigate to the Create Accounting Entries page to modify the accounting entry. Use the
following navigation path: Links > Enter & Apply Payments > Create Direct Journal
Accounting Entries

Direct Journal

(@R 1F
My Work

I Links

Enter & Apply Payments

Regular Depaosit

Create Direct Journal Accounting En

Modify Direct Journal Accounting Entrieg
Apply Payments Worksheet
Update Apply Payment Worksheet
Finalize Payment Worksheet

Approve Deposit

If navigating to the Create Accounting Entries page directly from Step 8, and only one
0 Payment is not marked complete, the Accounting Entries page will display the Payment
being modified. Proceed to Step 13.

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.

) Recent Searches | Choose from recent searches - | / [1 saved Searches | Choose from saved searches ~ | /
*Deposit Unit I| Q] Deposit 1D ‘ begins with v| | Q |
Payment Sequence | = - | | | Payment ID ‘ begins with | | |
UserID | begins with Assigned Operator ID | begins with v

-~ Show fewer options

[0 Case Sensitive

m Clear

The Deposit Unit field defaults based on the Agency Business Unit but can be updated as
0 applicable if the user has access to multiple Business Units.
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10. | Enter the Deposit ID associated with the Payment that requires accounting entries correction
in the Deposit ID field.

*Deposit Unit | - v| fis100 al Deposit ID | begine wilh v| [19571 Q]

1. Click the Search button.

The 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"
12 0f2 + | view Al
Mon
Deposit - Payment Assigned Customer Entered
Unit Deposit ID Sequence BaymentIl) lls=rll) Operator 1D Dist Date
Balanced
15100 1957 1| CHKA4008 ! Complets 050712026 2
15100 1957 2 | CHKZ654 ! Complets 050712026 >

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

12. | Click the Drill in icon (>) to open the first Payment associated with the Deposit.

Non
Deposit = Payment Assigned Customer Entered
Unit Deposit ID Sequence BaymentI0) UL Operator ID Dist Date
Balanced
15100 1957 1| CHK4008 ] Compleie 05/0772026 >
15100 1957 2 | CHK2654 ] Compleie 05/07/2026 ¥
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Step | Action

The Accounting Entries tab displays.

Accounting Entries Deposit Gontrol
Unit 15100 DepositlD 1957 Payment  GHK4008 Seq 1
Currency Details
§ =
Amount 500.00 USD
Budget Status oo
Distribution Lines
@ >3 | viewan
ChartFields Currency Details Budget Journal Reference Information Distribution Creation / Update Details 1>
Distribution GL Unit Speed Type Line Amount | Currency Account Fund Program Department Cost Task FIPS
Sequence Center
1 115100 ‘ Speed Type -500.00 | USD 4009060 01000 5400 ‘ | ‘
2 2| TREAS ‘ Speed Type: 500.00 | USD ‘www 01000 99999 ‘ | ‘
4 [ 4
Total
‘ Lines 4 Total Debits 100000 Curency USD Total Credits 1,000.00 Currency USD  Net 0.00 ‘
m[ Return to Search H Hoify H Refresh I
Accounting Entries | Deposit Control

13.

&

=
i
a2

)

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

The Accounting Entries page refreshes.

Accounting Entries Deposit Gontrol
Unit 15100 DepositiD 1957 Payment  CHK4008 Seq 1
Currency Details
¥ &
Amount 500.00 USD
Budget Status 1 oy
ribution Lines
@ 1-10f1 v | view an
ChartFields Currency Delails Budget Joumal Reference Information Distribution Creation f Update Details [
e D *GL Unit Speed Type Line Amount Currency “Account Fund Program ‘ Department ‘
equence
| 1415100 0.‘ ! I Speed Type ] §| ,snnun‘ jusp {01000 Q| §| Q| §|954fm Q| !
| dl
Total
| Lines 1 Total Debits 0.00 Currency USD Total Credits 20000 Cumency USD  Net -200.00 ‘
ml Return to Search ] I Previous in List I [ Next in List ] I Hotify ] I Refresh I
Accounting Entries | Deposit Control
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Step | Action

0 The Distribution Lines section is now editable.

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

Distribution Lines

@ 1-10f1 v I viewan
ChartFields ~ CumencyDefails  Budgel  Joumal Reference Information  Distribution Creafion / Update Details >
DtrRution *GL Unit Spoed Type Line Amount Currenc; *Accaunt Fund Program Department
Sequence peed Typ 4 a pa

e
1 1|[15100 a Speed Typs s0000| |usp [ 4005050 Q] |[o2011 al | Q] |[sse00 Q
7 G 13

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

Currency Details 4 5

g
Amount 500.00 USD

The Directly Journalled Payments page displays.

Directly Journallad Payments Depasit Contral
unit 15100 Depoelt D 1857 Payment  CHK4008 Saq 1
Currency Details
Amount £00.00 Currency USD
Ease £00.00 Currency USD
complats

Budget Status Mot Chid

Accounting Line Display

® Stanoard ) Supplemental [Entry Event) CiBoth Display ‘

Distribution Lines

EEY TR
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 | 15100 | | | -500.00 | USD 4009060 Q1000 | 95200 |
EI | 2 | TREAS | | | 500.00 | uso | 101010 | 01000 | | 95399 |
EI | 315100 | | | 500,00 (USD 101010 Q1000 | 95398 |
EI | 4 | TREAS | | | -500.00 | uso 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 ‘
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Step | Action

16. | Review the accounting entries for accuracy.

17. | Select the Complete checkbox option.

Complete Entry Event | Q

18. Click the Save button.

‘ Return to Search Previous in List l Next in List H Motify H Refresh l

The Directly Journalled Payments page displays.

Directly Joumnallad Payments Diepasit Coatral

unit 15100 DEpoRItID 1857 Payment CHK4008 2] 1

Currency Details

Amount 500.00 Currency  USD K
Bass 50000 Currency USD
Compists Budgst Ststus
Accounting Lina Display
® standarg ) supplemental [Eniry Event) Csotn Display

Distribution Lines

El
[2]

chartFlsigs Cygrency Delais Buriget Sournal Reference Infarmation Distributn Creatian / Update Dewils [
Distribution Foralgn

Typs saquence GLUnIt Debit Amaunt cradit Amount Ling Amaount Cumsney Account Funa Program Departmant
115100 500.00 -500.00 | USD 4009060 01000 45400

s qQ 2| TREAS 500.00 500.00 | USD 101010 01000 EEEEE

! 318100 500.00 500.00 USD 101010 01000 FEE

s q 4|TREAS 500.00 -500.00 | LED 101010 01000 EEE

4 o [
Total
Linee 4 Tatal Deblis 100000 Curramcy USD Total Credits 100000 Currsmcy USD  Het oo

=pasit Control

Diructly Jawmaled Pagmants

: | Depa

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.

19. | Click the Budget Check icon.

Currency Details

A

Amount 500.00 USD
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The Directly Journalled Payments page refreshes once the Budget Check is completed.

Directly Joumalled Payments Depasit Contral
unlt 15100 DepoeltID 1857 Payment  CHK40DE f8q 1
Currency Details
Amount £00.00 Curi Y
Bagms 500.00 currency
Gomplsta Budget Stafua  yapy
Accounting Line Display
@ standard 3 supplamental [Entry Evant) CBoth ‘
Distribution Lines
=) >
ChartFleids Currency Detais Buiiget Journal Reference Infarmagian Distribution Creatian / Update Detail »
Typs Hisimutiog GL Unit Deblt Amaunt Cradit Ampunt Lina Amaunt Foralg Account Fund Program Departmeant
SEqUENCE currancy
| 1| 15100 | | 500.00 500.00 | LUSD 4009060 01000 | 95400 |
| 2| TREAS | 0.00 | 500.00 | LISD 101010 01000 | 92399 |
| 3|15100 | 0.00 | 500.00 | LUSD 101010 01000 | D) |
| 4|TREAS | | 500.00 500.00 | LISD 101010 |u|:un | |99999 |
4 e [ 4
Total
Lin 4 Tatal Dabits 1,000.00 Currenc: ¥y USD Total Credits 1,000.00 Cummsncy USD  Net 0,00 ‘
et Pren
Dire i Pay Depasit Contral
20 Verify that the Budget Status field displays as “Valid”
Currency Details
Amount 500.00 USD
Complete
Budget Status m

Rev 9/1/2026

Page 83 of 84



/;/Cardinal Accounts Receivable Job Aid
7

AR326 Managing Accounts Receivable Transactions
(VDOT Only)

Step | Action

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 will post 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.

21. | 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 fo Search Previous in List I Mext in List Il Motify ” Refresh ]
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