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@ Welcome to Cardinal Training
/

This training provides participants with the skills and information necessary to use Cardinal and is not intended to replace existing
Commonwealth and/or agency policies.

This course, and the supplemental resources listed below, are located on the Cardinal website (www.cardinalproject.virginia.gov)
under Learning.

Cardinal Reports Catalogs are located on the Cardinal website under Resources:
A Instructor led and web based training course materials

A Job aids on topics across all functional areas

A Variety of simulations

A Glossary of frequently used terms

The Cardinal screenshots included in this training course show system pages and processes that some users may not have
access to due to security roles and/or how specific responsibilities relate to the overall transaction or process being discussed.

For a list of available roles and descriptions, see the Statewide Cardinal Security Handbook on the Cardinal website in the
Security section under Resources.



/;/ Course Objectives
/

After completing this course, you will be able to:

Understand key concepts for creating and maintaining receivables

Understand how the Accounts Receivable Creating and Maintaining Deposits process
integrates with the General Ledger module in Cardinal

Enter, process, and finalize an Item Payment in Cardinal

Enter, process, and finalize a Direct Journal Payment in Cardinal

Create and approve a Deposit Certificate in Cardinal



Agenda
b ns

Accounts Receivable Overview

Entering a Payment

Processing a Payment

Finalizing a Deposit




}j Lesson 1: Introduction
Y4

‘ Accounts Receivable Overview

This lesson covers the following topics:

A Accounts Receivable Overview
A Key concepts
A Accounts Receivable functional area in Cardinal

A Accounts Receivable i Funds Receipts process



}) Accounts Receivable Overview
/

The Accounts Receivable functional area of

Cardinal is composed of two modules: Cardinal Functional Areas

Accounts Receivable

The Accounts Receivable module manages Accounts Modules

the processing of payments that are due to the Payable

agency. Accounts Receivable
Accounts Billing

Billing Receivable

The Billing module involves creating invoices,
reviewing and validating invoices, and
managing billing and distribution cycles.

CARDINAL

Project
Accounting

General
Ledger

Procurement



/;/ Key Concepts
/

Some key concepts in Accounts Receivable include:

A Deposits are entered in Accounts Receivable for both Item Payments and Direct Journal

A Item Payments are deposits of funds entered against existing accounts receivable items. When item payments are
processed, Cardinal automatically creates the accounting distribution based on the accounts receivable item number.

The journals then post to the General Ledger module

A Direct Journals are deposits of funds that are not related to an existing accounts receivable item. When direct journals
are processed, manually enter the accounting entries that post to the General Ledger

A A Deposit is a collection of one or more payments
A A Deposit Certificate can include one or more deposits

A Funds Receipts is also referred to as Cash Receipts



/* The Accounts Receivable Module: Creating and
/ Maintaining Deposits Process

In the Accounts Receivable module, the Creating and Maintaining Deposits process allows the user to create deposits in
Cardinal from payments received. The user can either credit existing accounts receivable items or create direct journal

payments for miscellaneous receivables.

The Funds Receipt process includes creating, editing and budget checking, tying to a Deposition Certificate and approving of
deposit accounting entries.

Cardinal sends that transaction data to the General Ledger through the Journal Generator process .

Accounts Receivable

i Funds Receipts > General Ledger




#/ Online Accounts Receivable Process: Item Payment
/

The Funds Receipts process for online transactions for an Item Payment is diagrammed below.

Create
Create Item
Deposit Payment

Worksheet

Budget
Check

Enter Deposit

Certificate #s

and Tie Them
to Deposits

Approve
Deposit

Post to
General
Ledger

Sent Daily
to the
Department
of Treasury

The processor creates the deposit and the Iltem Payment Worksheet. The Item Payment Worksheet is a tool used by

Cardinal to apply payments to the related items and reduce the accounts receivable.

The approver reviews the accounting entry and initiates Budget Check.

The Deposit Certificate is created for the deposit(s) and approved.

The journal entry posts to the General Ledger.




7" Payment

#/ Online Accounts Receivable Process: Direct Journal

Not all payments are applied against existing accounts receivable. Direct Journals are entered for deposits that do not relate

to an accounts receivable item. The Creating and Maintaining Deposits process for online transactions for a Direct Journal
is diagrammed below.

The processor creates the deposit record and the accounting entry in Cardinal.

The approver reviews the accounting entry and initiates Budget Check.

The Deposit Certificate is created and approved.

The journal entry posts to the General Ledger.

Create Rewel..v Budget Ente.r .Depo sit Post to
Create . Accounting Check Certificate #s Approve
. Accounting - . , General
Depasit Entries Entries and (manual or and Tie Them Deposit Ledger
Mark Complete batch) to Deposits g

Sent Daily
to the
Dept. of
Treasury




/) Online Accounts Receivable Process: Direct Journal
Payment (continued)

Both the processor and the approver have access to mark the entries Complete/Save and both can perform manual Budget
Check.

Once the Direct Journal accounting entry is marked Complete and Saved:

A lItis automatically edit checked (ChartField values and combinations are verified)
A ltis placed in the queue for nightly Budget Check. (Budget Check can also be initiated manually)

Once a deposit has been successfully budget checked, the user cannot modify the deposit or the accounting entry in the
Accounts Receivable module.

Generally the approver reviews, marks the entries Complete/Save, and initiates the budget check. If the processor marks the
entry Complete/Save, the entry may be budget checked before the approver has an opportunity to review.

For more detailed information about online accounts receivable processing, see the job aid entitled SW AR326: Correcting
Deposits and Accounting Entries located on the Cardinal website in Job Aids under Learning.
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;) Lesson 1: Checkpoint
/s

Now is r opportunity to check your understanding of the course material. Read the question and make note of your answer
below.

-

1. Which functional area receives journal entries from Accounts Receivable.

a) General Ledger
b) Accounts Payable
c) Expenses

Y4

2. Adepositin Cardinal can only include one payment.

True or False

AN

11



},) Lesson 1. Summary
/

‘ Accounts Receivable Overview

In this lesson, you learned:

A A deposit is a collection of one or more payments

A Entering item payments in Cardinal involves creating the deposit, creating an item payment worksheet, entering the
deposit certificate number and tying it to the deposit, and approving the deposit certificate

A Entering Direct Journals in Cardinal is a multiple step process that includes creating the deposit, creating the accounting
entries and marking them as complete, budget checking, entering the deposit certificate number and tying it to the deposit,
and approving the deposit certificate

A The Accounts Receivable Funds Receipts process integrates with the General Ledger module

12



}) Lesson 2: Introduction
Y4

‘ Entering a Payment

This lesson covers the following topics:

A Entering an ltem Payment

A Entering a Direct Journal Payment

13



/;/ Entering a Payment
/

The receipt of payments initiates the creation of a deposit in Cardinal.

An Item Payment is a payment that corresponds to a receivable that has been entered in Cardinal.
A Direct Journal Payment is a payment that does not correspond to a receivable in Cardinal.

To enter a payment, navigate to the Regular Deposit page using the following path:

Main Menu > Accounts Receivable > Payments > Online Payments > Regular Deposit

14



V4

To create a deposit:

A
A

Click Add a New Value tab

Deposit Unit defaults

Deposit ID displays as NEXT and
cannot be changed. Cardinal assigns
the next sequential number to the

Deposit ID when it is saved

Click Add button

% Entering a Payment (continued)

Favorites | Main Menu + > Accounts Receivable » = Paymenis » >

Regular Deposit

Find an Existing Value | Add a New Value |

Deposit Unit| 50100 | Q)
Deposit ID|NEXT

Find an Existing Value | Add a New Value

Online Payments » > Regular Deposit

15



jp/ Totals Tab

The Regular Deposit page diSpIayS and defaU|tS tO Favorites « Main Menu + » Accounts Receivable » > Payments~ » Online Payments » > Regular Deposit
the Totals tab. The information on this tab applies o [
to (and is the same for) every payment included in
the deposit. Unit 50100 DepositID NEXT DokcizDepesi
To enter a deposit: Accounting Date 117252019 Contral Cureney B0
A In the first section, the Accounting Date “Bank Code 1100 g 6303 Foamat Curency [
defaults to the current date but can be changed “Bank Account TROT Q. g1704g8407790261 g —
if necessary. The Accounting Date field is “Deposit Type Q" oooot Exchange Rate T
what determines which fiscal period the batch T BT
WI” pOSt to and in accordance Wlth hOW the AR Control Total Amount 750.00 *Count 1 *Received 111252019 |
Deposit templates are set in the General
Ledger at month end. This is not necessarily Ertered Total Amount 000 Count terea 1125209 [
the same as the deposit date. Cardinal Difierence Amourt 000 Comt A Posted
validates the Accounting Date to make sure it Posted Total Amount 000 Cont 0 Assioned PPSTANGELAGRAY __|Q
fa”S Wlthln an Open periOd for the BUSineSS Journalled Total Amount 0.00 Count 0 User PPS1_ANGELAGRAY
Unit and transaction type.
[G]8ave ||[=]Notify | ¢ Reiresh [y Add || 7] Update/Display
A Select Bank Code. The Bank Code Tores | Payment

determines which Bank Account is available
for selection.
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jp/ Totals Tab

Favorites = Main Menu = » Accounts Receivable~ > Paymenis » > Online Payments + > Regular Deposit

A Select Bank Account. When the Bank
Account is selected, the Deposit Type
choice(s) populate. Unit 50100 DepasitD NEXT ek eep

Totals | Paymenis

A Select Deposit Type. Do not automatically
accept the default value that populates when
Bank Account is selected. Options include:

*Accounting Date |11/25/2019 EiJ
*Bank Code|1100 Q £303

*Bank Account TRO1 Q 4170488407790261

Confrol Currency |USD Q

Format Currency USD

A 1=_Cash or checks oSt 1L g Rate Type CRRNT
Exch Rat =h
A 2 = Lockbox xchange Rate 100000000 B,
. Control Totals Control Data
A 3 =Wire :
A 4 = ACH Control Total Amount 750.00 *Count 1 *Received 11/25/2019 |3
. Entered Total Amount 0.00 Count ] *Entered 11252019 |[]
A 5= Credit Card
A 6 ZBA T T - tt . I d Difference Amount 0.00 Count -1 Posted
= ransters 1 no ICally use )
) ) yp y_ Posted Total Amount 000  Comt O Assigned PPST_ANGELAGRAY _ |Q
A 7 = Bank Credit Memos i not typically
Journalled Total Amount 0.00 Count 0 User PPS1_ANGELA GRAY
used
A 8 =Bank Debit Memos i not typically e | w2 et N s
used

Totals | Payments

A Inthe Control Currency field select USD.
This is the only option currently available.

17



7 Totals Tab (continued)
/

Favorites = ‘ Main Menu = » Accounts Receivable~ » Paymenis = > Online Payments = > Regular Deposit
In the Control Totals section of the
page, enter the Control Total Amount, Totals || Payments
l.e. the total amount of the deposit, and Unit 50100 Deposit D NEXT Delete Deposit
Count, i.e., the number of checks in the
deposit.
*Accounting Date [11/25/2019 |[5] Control Currency [USD a
) *Bank Code|1100 Q
In the Control Data section of the page, . w0 Format Currency USD
. nk Account TRO1 Q- 4170488407790261

the Received date and the Entered “Deposit Type 1 Q. 000001 Rate Type CRRNT
date default to the current date. These Exchange Rate 1.00000000
can be Changed If necessary Control Totals Control Data
A Received date iS the date When Control Total Amount 750.00 *Count 1 *Received [11/25/2019 |[H)

either the bank received the Entered Total Amount 0.00 Count 1 *Entered |11/25/2019 |

Difference Amount 0.00 Count -1 Posted

payment (e.g., wire transfer, EFT)

or when the agency received the Posted Total Amount 0.00 Count 0 [ Assigned [PPS1_ANGELA GRAY ¢

payment Journalled Total Amount 0.00 Count 0 User PPS1_ANGELA GRAY
A Entered date is the date the

. . . . =] "% i “ [l f N

DepOSIt |D is Cl‘eated in Cardlnal __...ISal.'e [] Motify || =% Refresh | % Add || z| Update/Display

A User field tracks the creator of the Totas | Payments

deposit. If another user modifies
the deposit, his/her ID is captured in
the Assigned field

18



) Payments Tab: Item Payment

Favorites | Main Menu + > Accounts Receivable » > Paymenis ~ > Online Paymenis ~ > Regular Deposit

Once entry on the Totals page is complete,
enter all the payments for the deposit. Todts | AnEn
Payments are entered on the Payments tab.

| Ne

Click P ts tab Unit 50100 DepositID NEXT Date 11/25/2019 Balance Not Balanced
IC ayments tap.
Payment Information Find | View Al First ‘4 10f1 '}/ Last
Paym ents tab contains specific information Payment Seq 1 . *Payment ID SCHDOTO1 *Accounting Date |11/25/2019 [ [+][=]
about each payment in the deposit. For an Amount[750.00 Comency USD
Item Payment make sure that: Rate Type CRRNT Exchange Rate 1.00000000
Payment Predictor [ Journal Directly [JRange of References
A Inthe Payment Information section, Payment Method [Chedk v Attachments (0)
enter the Payment ID and the Amount. Clistomegifomstion Fnd st (O qor1 2 Last
Customer ID|0000000148 Q Business Unit Q [+ [=]

The Payment ID is an identifier
assigned by the agency, such as the Remit From 0000000148 Remit SetiD 50100
p a y e e 6 Snumbbl’e C k Name DEFT CONSERVATION & RECREATION

Corporate 0000000148 Corporate SetlD 50100
SubCust1 SubCust2
A Cardinal assigns the Payment Seq to HICRID Q .
. . in
track the order in which payments are
entered in the deposit when there is Detai References
more than one payment Reference Information Personalize | Find | View NII@[ E First ‘4’ 10f1 '»' Last
Qual Code Reference To Reference Event
1] Q Q Q =l [=]
[F)save ||=]MNotify ||y Refresh [5: Add || 5] Update/Display

Totals | Payments

19



For an Item Payment make sure that:
A The Payment Predictor box is checked

A The Journal Directly box is unchecked

The Payment Method will default to Check.

Use the drop-down to change to the
appropriate Payment Method.

Enter the Customer ID in the Customer
Information section to help ensure
payments are applied against the
appropriate receivable balances.

/ Payments Tab: Item Payment (continued)

Favorites ~ | Main Menu ~

Totals Payments

Unit 50100 DepositID NEXT

Payment Information
Payment Seq 1
Amount [750.00

Rate Type CRRNT

Payment Predictor

Payment Method

Customer Information

Customer 1D 0000000148 a

Remit From 0000000142
Name DEPT CONSERVATION & RECREATION
Corporate 0000000142
SubCust1

MICR ID Q

Detail References
Reference Information

Qual Code Reference

1] Q

[Flsave ||[]MNotify || Refresh

Totals | Payments

> Accounis Receivable » > Paymenis~ > Online Paymenis~ : Regular Deposit

Date 11/25/2019

*Payment ID | SCHDOTO1
Currency USD

Exchange Rate 1.00000000

[(JJournal Directly

Attachments {0)

Business Unit a,
Remit SetiD 50100
Corporate SetlD 50100
SubCust2

Link MICR

Balance Mot Balanced

Find | View All

*Accounting Date 117252019 |[5

First (0 1of1 () Last
(#[=]

[Jrange of References

Find

Personalize | Find | View Al | Bl | @

To Reference

Q

Event

Q

[k Add

First ‘Y 10f1 '} Last

#[=]

First ‘4" 10of1 '} Last

&l =]

21| Update/Display

| Ng
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V4

If more than one payment is required, click the + sign in the upper right corner of the Payment Information section and

repeat the same steps for each payment.

»/ Payments Tab: Item Payment (continued)

Main Menu ~ >

Favorites « | Accountis Receivable » >

Totals Payments

Unit 50100 Deposit ID MEXT

Payment Information
Payment Seq |1
Amount 750.00

Rate Type CRRNT

Payment Predictor

Payment Method [ Check |

Customer Information

Customer ID 0000000143 (&}

Remit From 0000000148

Name DEFPT CONSERVATION & RECREATION
Corporate 0000000143
SubCust1

MICR 1D Q

Detail References
Reference Information

Qual Code Reference

11 s}

[ Save | |[=] Motify % Refresh

Totals | Payments

Paymenis + > Online Paymenis -

Date 11/25/2019

*Payment ID SCHDOTO1

Currency USD
Exchange Rate 1.00000000

Ol Journal Directly

Altachments (0)

Business Unit L

Remit SetlD 50100

Corporate SetlD 50100
SubCust2

Link MICR

Personalize | Find | View Al | IE—II E First "4

To Reference

a

>

Regular Deposit

Balance Balanced

Find | View All First ‘%' 10f1 ‘b Last

_

*Accounting Date [11/25/2019  |[5]

| Range of References

Find First ‘Y 10f1 “*/ Last

FH =

10f1 ‘& Last

Ewent
Q [*+] [=]

| 4 Add 2| Update/Display
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) Payments Tab: Direct Journal Payment

Follow the steps below to enter information
on the Payments tab for a Direct Journal
Payment:

A Inthe Payment Information section:
Enter the Payment ID i this is an

identifier assigned by the agency,
such as the payesd

I Enter the Amount.

Cardinal assigns the Payment Seq to
track the order in which payments are
entered in the deposit when there is
more than one payment

Favorites + Main Menu +

Totals Payments

Unit 50100

Payment Information

Payment Seq 1

> Accounts Receivable» > Paymenis= > Online Paymenis+ >

DepositID NEXT Date 12/05/2019

*Payment ID CK1234

| Amount 750.00

I Currency |USD

Rate Type CRRNT

[J payment Predictor

Payment Wethod

Customer Information

Customer ID
Remit From

Name

Corporate
SubCust1

MICR 1D

Exchange Rate 1.00000000
¥ Journal Directly

Attachments (0)

Q, Business Unit Q

Remit SetlD

Corporate SetlD
SubCust2

Q Link MICR

Detail References

Reference Information

Qual Code Reference

1fi a

[i/|Save ||[Z]Notify ||74 Refrash

Personalize | Find | View All | @[ E

To Reference

Q

Totals | Payments

Regular Deposit

| N
Balance Mot Balanced
Find | View Al First ‘4 1of1 '»' Last
*Accounting Date [12/0672019 |[5) [+[=]
[Jrange of References
Find  First ‘%' 10f1 "' Last
H[=

Event

First ‘4" 10of1 '} Last

aQ =

[ % Add || %] Update/Display
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/) Payments Tab: Direct Journal Payment (continued)

Favorites » | Main Menu ~ > Accounts Receivable ~ > Paymenis~ > Online Paymenis~ > Regular Deposit
A The Payment Predictor box must be S I
unchecked. )
Unit 50100 Deposit ID MEXT Date 12/05/2019 Balance Mot Balanced
A The Journal DII’eCﬂy bOX |S Payment Information Find | View All First ‘4" 10f1 '*' Last
checked. This ensures the depositis Paym::,ti::m PZ"L“? Z:;m e -
pICked up for and that payment Ilnes Rate Type CRRNT Exchange Rate 1.00000000
are available to create accounting [ Cpayment precictor I Range of References
entries I Payment Method Aftachments (0)
o Custom::TD Q. Business Unit Q e P; ;
A The Payment Method defaults to o e

Check. Use the drop-down to Name
:\:Ah;rr]]goz to the appropriate Payment Comerae Comorte D

MICRID Q Link MICR

Detail References

Reference Information Personalize | Find | View All | B | @ First ' 10f1 '»' Last
Qual Code Reference To Reference Event
11 Q Q Q aje
[} Save ||[=]Motify ||z Refresh |4 Add || %] Update/Display

Totals | Payments




V4

If more than one payment is required, click the + sign in the upper right corner of the Payment Information section and

repeat the same steps for each payment.

» Payments Tab: Direct Journal (continued)

Favorites « | Main Menu ~ > Accounts Receivable ~

Totals || Payments

Unit 50100 Deposit ID NEXT

Payment Information
Payment Seq 1
Amount 750.00
Rate Type CRENT
[l payment Predictor

Payment Method

Customer Information

Customer ID Q

Remit From
Name

Corporate
SubCusti

MICR ID Q

Detail References

Reference Information

Qual Code Reference
1]l Q,

[J]1Save ||[=]Notify # Refresh

Totals | Payments

¥

Payments » : Online Payments ~ > Regular Deposit

Date 12/05/2019 Balance Mot Balanced

Find | View Al First ‘4 10f1 '}/ Last

*Payment ID |CK1234 *Accounting Date |12/05/2019  |[5)] o
Currency USD
Exchange Rate 1.00000000

Journal Directly I Range of References

Attachments (0)

Find First ‘4 10f1 “P Last

Business Unit QL =]
Remit SetiD
Corporate SetiD
SubCust2

Link MICR

Personalize | Find | View All | X | B First ‘4 10f1 "»/ Last

To Reference Event

Q Q ] =]

[ 4 Add | Update/Display
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@ Agency to Agency (ATA) Transactions
/

Agency to Agency (ATA) transactions are payments received for goods and/or services provided by one Commonwealth of
Virginia (COVA) agency to another.

The Paying Agency:
A Creates a voucher to issue a payment to the agency
A Is a Customer to the Agency

The Agency:
A Creates a Deposit and related accounting entries to record the payment from the paying agency
A 1s a Supplier to the paying agency

For a |list of each agencyods Customer | D (Business Unit) and
entitled SW Agency to Agency (ATA) Transactions Information Sheet located on the Cardinal website in Job Aids under
Learning.
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/ Agency to Agency (ATA) Transactions (continued)

The foIIowmg f|e|ds must be Selected on Favorites v | Main Menu v s Accounts Receivable~ > Paymenis v > Online Payments v >  Regular Deposit -
the Payments tab when entering an ATA Totals || Payments
payment. Unit 50100 Deposit ID NEXT Date 1112512019 Balance Not Balanced
. Payment Information Find | View Al First ‘4" 10of1 "}/ Last
A Make sure the Payment Predictor _ _
. Payment Seq 1 *Payment 1D |0213695 *Accounting Date [11/25/2019  |[5] [+][=]
bOX 1S unchecked Amount 750.00 Currency USD
Rate Type CRRNT Exchange Rate 1.00000000
A Make sure the Journal Directly box |DPaymentPredictor [IRange of References
iS CheCked I Payment Method | Agency Transfer Attachments (0) Apply Payment
Customer Information Find  First ‘' 10f1 '} Last
. . Customer ID [19400 Q Business Unit|19400 Q =
A In the Payment Information section, — - =
lect Agency Transfer as the Remit From 19400 Remit SetlD STATE
S€lect Ag y ) Name DEPARTMENT OF GENERAL SERVICES
Payment Method, even if the Corporate 19400 Corporate SetlD STATE
payment was a check, wire, etc. MICR ID Q Link MICR
) . Detail References
A Se|eC'[ the pay'ng agency N the Reference Information Personalize | Find | View All | @[ E First ‘4’ 10f1 "} Last
Customer ID field. The Customer ID Qual Code Reference To Reference Event
Is the same as the paying agency 1

Business Unit. This field should only
be entered for ATA payment

[if]save ||[=]Notify || 3 Refresh [k Add || 5| Update/Display

Totals | Payments

It is critical that the Customer ID is
accurate, as it is used for reporting and
reconciliation purposes

26



(L,

7} Saving Entries
/

The deposit is balanced when the total
amount and number of entered payments
equal the Control Amount and Count
from the Regular Deposit Totals tab.

Click the Save button for the deposit and
Cardinal assigns a sequential Deposit ID
number.

Note: You can Save an unbalanced
deposit, but it will not be processed further
until it is balanced.

Favorites = Main Menu ~

Totals Payments

> Accounis Receivable ~ >

Unit 50100

Deposit ID 91221

Payment Information

Payment Seq |1

Amount |750.00

Rate Type CRRNT

[ payment Predictor
Payment Method | Agency Transfer W

Customer Information

Customer 1D |19400

Remit From 19400

Name DEPARTMEMT OF GENERAL SERVICES

Corporate 19400
MICR ID

Detail References

Reference Information

Qual Code

1

| Save [|[=] Notify

Reference

4 Refresh

Totals | Payments

Q

Q

Paymenis ~ > Online Paymenis~ > Regular Deposit

Date 11/25/2019 Balance Balanced
Find | View All First ‘4’ 10f1 '}’ Last
*Payment ID (0213695 *Accounting Date [11/25/2019 Eﬂ E‘ E‘

Currency USD

Exchange Rate 1.00000000

Journal Directiy (I Range of References
Attachments (0) Apply Payment
View Audit Loas
Find  First "Y' 10f1 '»' Last

Business Unit 19400 Q.

Remit SetiD STATE

Corporate SetiD STATE

Link MICR

Personalize | Find | View All | @| @

To Reference Event

[ % Add || %] Update/Display

(#[=]

First ‘4 qof1 '} Last
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;) Simulation: Entering an ltem Payment
/

You will now view a simulation that demonstrates how to Enter an Item Payment.

28


http://www.cardinalproject.virginia.gov/Simulations/VDOT/Accounts%20Receivable/Creating%20and%20Maintaining%20Deposits/index.html?Guid=d90b608d-a292-42e7-99e5-de8d5a1d3b74&Mode=T&Back

;) Lesson 2. Enter a Payment Hands-On Practice
/

Now you have an opportunity to practice the lessons learned today in a training environment.
Your instructor will provide direction on how to log in and complete the exercise.

If you have any questions, please ask your instructor.

7
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}) Lesson 2: Summary
/

‘ Entering a Payment

In this lesson, you learned:

A How to enter an ltem Payment
A How to enter a Direct Journal Payment

A How to enter and Agency to Agency (ATA) Transaction
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}) Lesson 3: Introduction
/s

‘ Processing a Payment

This lesson covers the following topics:

A Processing an ltem Payment
A Processing a Direct Journal Payment

A Reviewing and correcting Budget Check errors
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/;/ Processing a Payment
/

Processing payments involves the processing and applying of payments received and recorded as part of the Enter Deposits
process.

The information included when entering a payment into Cardinal determines how a payment should be processed.

32



@ Processing an Item Payment
/

After information is entered on the Payments tab, a worksheet is created to apply the item payments. You need to navigate
to the Create Payment Worksheet page.

There are two ways to access this page depending how many item payments make up your deposit and whether the
Payment Predictor checkbox is checked or not.

The next few slides will walk through the options.
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;j Accessing the Create Worksheet Page i Deposit Countis 1
/

If Deposit Count has one item payment:

A On the Payments tab, leave the Payment
Predictor checkbox unchecked.

Save the Deposit
The Apply Payment link displays.

Click the Apply Payment link.

T o T >

The Payment Worksheet Select page
displays.

Favorites » | Main Menu ~ > Accounis Receivable »
Totals || Payments
Unit 50100 DepositID 91222

Payment Information
Payment Seq |1
Amount [750.00
Rate Type CRRNT

[ payment Predictor

Payment Mehog

Customer Information
Customer ID|0000000148 Q

> Paymenis~ > Online Paymenis «

Date 11/25/2019

*Payment ID SCHDOTO1
Currency USD
Exchange Rate 1.00000000
Cluournal Directly
Attachments (0}
View Audit Logs

Business Unit

> Regular Deposit

Balance Balanced

Find | View Al First ‘4 10f1 '} Last

*Accounting Date[11/25:2019 [z [=]

[]Range of References

Apply Payment

Fili  First ' 10f1 ‘M Last
Q, [+][=]

e N e N NI A S W S e WV NIV, ot

1[i Q Q Q =l
|§s)save J|=INotify || Refresh | H_l‘,. Add || 3] Update/Display |
Totals | Payments
Favorites | Main Menu ~ > Accounis Receivable ~ > Paymenis~ > Online Paymenis~ > Regular Deposit > Create Worlq iheet
y
Payment Worksheet Selection
Deposit Unit 50100 PaymentID SCHDOTO1 {ZJ Payment Predictor
Deposit ID 91222 Payment Amount 250.00 USD
Deposit Status None Applied Payment Status |dentified
Customer Criteria
- . s 4 >
Customer Criteria Customer Reference Find | View All First 1o0f1 Last
Customer ltems hd Customer ID 0000000148 s} Business Unit Q =
SubCustomer 1 xR SubCustomer 2 [}
Mame DEPT COMSERVATION & RECREATION
Remit SetiD 50100 Remit From ID 0000000148
Corporate SetiD 50100 Corporate ID 0000000148
MICR ID Q Link MICR
Reference Criteria
RI_:I?:"CE Criteria = Item Reference Personalize | Find | view anl | @] [ First ‘4 1011 ‘*/ Last
, Qual Code Reference To Reference Event
Restrict to
All Customers ~
i = Y aQ =
Match Rule
< o - W
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/) Accessing the Create Worksheet Page i Deposit Count is 2

or More

If the Deposit has more than one item payment,
navigate to the Create Payment Worksheet
using the following path:

Main Menu > Accounts Receivable >
Payments > Apply Payments > Create
Worksheet

The Create Payment Worksheet Search page
displays.

Enter the Deposit ID.

Click the Search button.

Favorites = Main Menu » Accounis Receivable » > Paymenis» > Apply Paymenis ~ > Create Worksheet

Create Payment Worksheet

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

Find an existing payment

Search Criteria

Deposit Unit[= v| 50100
Deposit 1D 91222
Payment Sequence
Payment D aQ,
Payment Status|= v | v|
User ID
Assigned Operator ID
Payment Predictor Method
Accounting Date[= v/]

[l case Sensitive
Limit the number of results to (up to 300} | 200

Jepy e

ELo0

(]
Search Clear Basic Search [E Save Search Criteria
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g/ Accessing the Create Worksheet Page i Deposit Count is 2
or More

When the Deposit ID has multiple item payments, the Search Results displays one line for each Payment Sequence that
makes up the deposit.

For this scenario, there are two.

Click the first line listed to begin entering the accounting distribution information.

36









































































































