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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:
* Instructor led and web based training course materials

« Job aids on topics across all functional areas

« Variety of simulations

* 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:

 Accounts Receivable Overview

- Key concepts

 Accounts Receivable functional area in Cardinal

» Accounts Receivable — 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:

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

+ 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

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

 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

— 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:

« Itis automatically edit checked (ChartField values and combinations are verified)
« 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.

10



;) 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:

* Adepositis a collection of one or more payments

« 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

« 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

« 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:

* Entering an Item Payment

« 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:
« 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

. . Favorites « Main Menu + » Accounts Receivable » > Payments~ » Online Payments » > Regular Deposit
The Regular Deposit page displays and defaults to
the Totals tab. The information on this tab applies
. . . Totals | Payments

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
* Inthe first section, the Accounting Date “Bank Code 1100 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 “DepositTypell < ooooor Exchange Rate 1 00000000

. . . . : L=
what determines which fiscal period the batch T BT
V[\)”” pOSt to anld In aCCOFdancehWItcl;] how ﬁhe AR Control Total Amount 750.00 *Count 1 *Received | 11/25/2019 |5
eposit templates are set in the Genera

Ledger at month end. This is not necessarily Ertered Total Amount 000 Count terea 1125209 [

the same as the deposit date. Cardinal Diference Amount 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 perlod for the BUS|neSS Journalled Total Amount 0.00 Count 0 User PPS1_ANGELAGRAY

Unit and transaction type.

[G]8ave ||[=]Notify | ¢ Reiresh [y Add || 7] Update/Display

« Select Bank Code. The Bank Code Totas | Payments

determines which Bank Account is available
for selection.

16



jp/ Totals Tab

« Select Bank Account. When the Bank
Account is selected, the Deposit Type
choice(s) populate.

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

1 = Cash or checks

2 = Lockbox
3 =Wire
4 = ACH

5 = Credit Card
6 = ZBA Transfers — not typically used

7 = Bank Credit Memos — not typically
used

8 = Bank Debit Memos — not typically
used

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

Favorites » Main Menu =

Totals | Paymenis

Unit 50100

*Accounting Date |11/25/2019 EiJ

“Bank Code[1100  |Q g3

DepositID NEXT

*Bank Account TRO1 Q 4170488407790261
*Deposit Type 1 Q. goooo1
Control Totals

Control Total Amount 750.00 *Count
Entered Total Amount 0.00 Count
Difference Amount 0.00 Count
Posted Total Amount 0.00 Count
Journalled Total Amount 0.00 Count

[5]save ||[=]Notify || Refresh

Totals | Payments

» Accounts Receivable~ > Paymenis » > Online Payments + > Regular Deposit

Delete Deposit

Confrol Currency |USD Q
Format Currency USD

Rate Type CRRNT

Exchange Rate
Control Data

*Received |11/2512019 [
*Entered |11/2572019 |3y

Posted
Assigned PPS1_ANGELA GRAY

User PPS1_ANGELA.GRAY

|4 Add || 2] Update/Display

1.00000000 B,

Q




V4

In the Control Totals section of the
page, enter the Control Total Amount,
l.e. the total amount of the deposit, and
Count, i.e., the number of checks in the
deposit.

In the Control Data section of the page,
the Received date and the Entered
date default to the current date. These
can be changed if necessary.

* Received date is the date when
either the bank received the
payment (e.g., wire transfer, EFT)
or when the agency received the
payment

 Entered date is the date the
Deposit ID is created in Cardinal

»  User field tracks the creator of the
deposit. If another user modifies
the deposit, his/her ID is captured in
the Assigned field

7 Totals Tab (continued)

Favornites - ‘ Main Menu + »  Accountis Receivable » >

Totals || Payments

Unit 50100

*Accounting Date 1172572019 E{J

Payments » >

Deposit ID NEXT

*Bank Code|1100 R 6303
*Bank Account | TR01 Q 4170488407790261
*Deposit Type |1 Q gooood

Control Totals

Control Total Amount 750.00 *Count
Entered Total Amount 0.00 Count
Difference Amount 0.00 Count
Posted Total Amount 0.00 Count
Journalled Total Amount 0.00 Count

[F]save ||[=] Notify || =% Refresh

Totals | Payments

Online Payments » > Regular Deposit

Delete Depaosit

Control Currency |USD Q,
Format Currency USD
Rate Type CRRNT
Exchange Rate 1.00000000 F%
Control Data

*Received [11/25/2019 |[H)

*Entered | 11/25/2019 |[]

Posted
| Assigned [PPS1_ANGELA GRAY ¢

User PPS1_ANGELA GRAY

[ 4 Add || 2] Update/Display
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) 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.

| Mg

. Unit 50100 DepositID NEXT Date 11/25/2019 Balance Mot Balanced
Click Payments tab.
Payment Information Find | View Al First ‘4 10f1 '}/ Last
Paym ents tab Contains speCIfIC Informatlon Payment Seq 1 *Payment ID|SCHDOTOM *Accounting Date 11/25/2019 EJ IEIIEI
about each payment in the deposit. For an |”“°“"‘ 7000 Camencr {USD
Item Payment make sure that Rate Type CRRNT Exchange Rate 1.00000000
' Payment Predictor [ Journal Directly [JRange of References
* Inthe Payment Information section Payment Method [Check v Attachments (0)
y ,
enter the Payment ID and the Amount. Clistomegifomstion Fnd st (O qor1 2 Last
Customer ID 0000000143 Q Business Unit Q [+ [=]

The Payment ID is an identifier
aSSlgned by the agency’ Such as the Remit From 0000000148 Remit SetiD 50100
payee’s CheCk numbel’ Name DEPT CONSERVATION & RECREATION

Corporate 0000000148 Corporate SetlD 50100
. . SubCust1 SubCust2
*  Cardinal assigns the Payment Seq to HICRID Q .

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



/ Payments Tab: Item Payment (continued)

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

« 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.

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 Balance Mot Balanced

Find | View All
*Payment ID [SCHDOTO1
Currency USD

Exchange Rate 1.00000000

[(JJournal Directly

Attachments {0)

Find
Business Unit a,

Remit SetiD 50100
Corporate SetiD 50100
SubCust2

Link MICR

Personalize | Find | View Al | Bl | @

To Reference Event

Q Q

[k Add

*Accounting Date 117252019 |[5

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

[Jrange of References

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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s/ Payments Tab: Direct Journal Payment

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

* Inthe Payment Information section:

— Enter the Payment ID —this is an
identifier assigned by the agency,
such as the payee’s check number.

- 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

Balance Mot Balanced

Find | View All First ‘4 1of1 '»' Last

*Accounting Date [12/05/2019  |[H]

[IRange of References

First ‘' 10f1 "» Last

=]

Find

First ‘4" 10of1 '} Last

Event

aQ =

[h Add || %] Update/Display

[+][=]
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/) Payments Tab: Direct Journal Payment (continued)

Favorites » | Main Menu ~ > Accounts Receivable ~ > Paymenis~ > Online Paymenis~ > Regular Deposit
« The Payment Predictor box must be . IN
Totals aymen
unchecked.
Unit 50100 Deposit ID MEXT Date 12/05/2019 Balance Mot Balanced
. The Journal DII’eCﬂy bOX |S Payment Information Find | View All First ‘%' 1 0f1 "I:LI.':\:;I
. o ayment Se *Paymen *Accounting Date £ |=
checked. This ensures the deposit is — B—— Accountng bete 2092019 5
pICked up for and that payment Ilnes Rate Type CRIIQNT Exchange Rate 1.00000000
are available to create accounting [ Cpayment precictor I Range of References
entries I Payment Method Aftachments (0)
Custo Ton Find  First ‘Y 10f1 '}/ Last
Customer 1D Q, Business Unit Q. #[=
+ The Payment Method defaults to _ _
Remit From Remit SetlD

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:
+ Creates a voucher to issue a payment to the agency
* Is a Customer to the Agency

The Agency:

+ Creates a Deposit and related accounting entries to record the payment from the paying agency
* Is a Supplier to the paying agency

For a list of each agency’s Customer ID (Business Unit) and Supplier ID numbers for ATA transactions, see the job aid

entitled SW Agency to Agency (ATA) Transactions Information Sheet located on the Cardinal website in Job Aids under
Learning.

25



/ 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
+ 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 CRRMNT Exchange Rate 1.00000000
« Make sure the Journal Directly box [T payment prdictor I Range of References
iS CheCked I Payment Method | Agency Transfer Attachments (0) Apply Payment
Customer Information Find  First ‘4 10f1 '} Last
. . Customer ID[19400 Q Business Unit 19400 Q =
« Inthe Payment Information section, — — e
lect Agen Transfer th Remit From 19400 Remit SetlD STATE
Select Agency lranste _aS e 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
b 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 Reterence Event
Is the same as the paying agency 1
Business Unit. This field should only [save || Noty |73 Refresn (4 Add_|[ 5] UpdatelDisplay
be entered for ATA payment el | Payments

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

* How to enter an Item Payment
* How to enter a Direct Journal Payment

* 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:

* Processing an ltem Payment
* Processing a Direct Journal Payment

* Reviewing and correcting Budget Check errors

31



/;/ 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 — Deposit Countis 1
/

If Deposit Count has one item payment:

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

» Save the Deposit
* The Apply Payment link displays.
* Click the Apply Payment link.

« The Payment Worksheet Select page
displays.

Favorites = | Main Menu ~ > Accounis Receivable ~ > Paymenis ~ > Online Paymenis~ > Regular Deposit
Totals || Payments
Unit 50100 DepositID 91222 Date 11/25/2019 Balance Balanced
Payment Information Find | View All First ‘4’ 10f1 '*' Last
Payment Seq 1 *Payment ID | SCHDOTO1 *Accounting Date|11/25/2019 Eﬂ =

Amount [750.00 Currency USD

Rate Type CRRNT Exchange Rate 1.00000000

Ol Journal Directly []Range of References

[ payment Predictor
Attachments (0)

payment Method
View Audit Logs

Customer Information Fili  First ' 10f1 ‘M Last
Customer 100000000148 Q Business Unit Q [=]

Apply Payment

e N e S e N A s WY e W GINSVANE, fa e st
1] a 6} Q =l

|§s)save J|=INotify || Refresh | W Add || 2] Update/Display |

Totals | Payments

| New

Favoriles =

Payment Worksheet Selection

Customer Criteria

- y - 1 S

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 [}

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 = Q Q =
Maich Rule

~ e

| Main Menu ~ > Accounis Receivable ~ > Paymenis~ > Online Paymenis~ > Regular Deposit > Create Worlq iheet
y

Deposit Unit 50100 {Z} Payment Predictor
Deposit ID 91222

Deposit Status None Applied

Payment ID SCHDOTO1
Payment Amount 250.00 USD
Payment Status |dentified

Mame DEPT COMSERVATION & RECREATION
Remit SetiD 50100
Corporate SetlD 50100

Remit From ID 0000000148
Corporate ID 0000000148

= W S e
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/) Accessing the Create Worksheet Page — 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 — Deposit Count is 2
7" 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.

> Accounts Receivable ~ > Paymenis~ > Apply Paymenis » > Create Worksheet

Favorites + | Main Menu +
Mew Window | Help | =

Create Payment Worksheet

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

[ Find an existing payment |

w Search Criteria

Deposit Unit 50100
Deposit ID 91222
Payment Sequence
Payment ID
Payment Status|= V]
User ID
Assigned Operator ID
Payment Predictor Method
Accounting Date[= |

[Ocase sensitive
Limit the number of results to {up to 300): |300

Lp

[ ]

HLo0

-
[ search |[ Clear | BasicSearch B Save Search Criteria

Search Results
First ‘4 1202 ‘B Last

View Al
Payment Predictor  Algorithm Algorithm Entered  Accounting Bill To

Deposit  Deposit Payment P T Payment Payment Payment =) ey —)
Unit 1D Sequence Y Amount Currency Status Sl i . Method Group 1D Identifier Date Date Customer
50100 01222 1 SCHDOTO01 250 UsD |dent PPS1_ANGELA.GRAY PPS1_ANGELA GRAY (blank) (blank} (blank) 11/25/2019 11/25/2019 blank

50100 91222 2 SCHDOTO1 500 usD Ident PPS1_ANGELA GRAY PP51_ANGELA GRAY (blank) (blank} (blank) 11/25/2019 11/25/2019  (blank)




g/ Processing an Iltem Payment (continued)

In the Reference Criteria section, enter
the Item Reference to select the item
that is associated with that payment. The
user can leave this section blank if there is
a need to pull all the open items for the
customer. For this scenario, the field is
left blank.

In the Worksheet Action section, click
the Build button to build the Payment
Worksheet Application.

Favorites + | Main Menu

Payment Worksheet Selection

Deposit Unit 50100
DepositID 91222
Deposit Status Mone Applied

Payment Amo
Payment Sta

Customer Criteria

Customer Criteria Customer Reference

[ Customer ltems ~|

Customer ID |0000000148

SubCustomer 1

Payment ID SCHDOTO1

» Accounts Receivable » > Paymenis= > Apply Paymenis » > Create Worksheet

3:} Payment Predictor
unt 250.00 USD
tus |denfified

Find | View Al First ‘4 10f1 "' Last
Q Business Unit Q [+ [=]
&} SubCustomer 2 &}

Name DEPT CONSERVATION & RECREATION

Remit SetlD 50100
Corporate SetlD 50100
MICR ID

Reference Criteria

Reference Criteria
[Mone v]

Item Reference

Qual Code Reference

i Q al

Restrict to
All Customers

Match Rule

Exact Match

Detail Referance
Item Status

Item Inclusion Options
® All Items O Deduction ltems Only

[ Exclude Collection Items [ Exclude Deduction Items

Worksheet Action

I Buid || clear | Created at

Worksheet Selection Worksheet Application

Remit From ID 0000000148
Corporate ID 0000000148
Q Link MICR

Personalize | Find | View All | ] ) First ‘4’ 10f1 &) Last

To Reference Event

Q [+ [=]

O items in Dispute Only Advanced Inclusion Options

O Eexclude Dispute items

Items 0

Worksheet Action
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f/ Processing an Item Payment (continued)
/

The Payment Worksheet Application page
displays.

Review this page and make sure the item
the user is crediting has been selected.

Verify the Customer ID and the Item ID.
Click Save.

Click on Worksheet Action at the bottom of
the page.

Favoritas

Payment Worksheet Application

Deposit Unit 50100 DepositID 91222

[tem Action

Entry Type |Pay An ltem v Reasurl:

Item Display Control

[tem List

Main Menu » » Accounts Receivable» » Paymenis~ > ApplyFPayments+ > Create Worksheet » Update Worksheet

Payment Accounting Date 11/25/2019

Row Selection

Row Sorting

Sort All By [Item

Defail1 | Defai2 | Detal3 | Detai4 | Detals | Details |

]
"L)
New Win
PaymentID SCHDOTO1 Payment Sequence 1 Payment Currency  USD
‘Q Choir.e\Se\ectRange of ltems V| Rﬂﬂﬂl‘-. !| Go ‘
o[

Display Al ems v | 6o | %

Unit

Q [50100

Pers

Customer | Type Reason Event Disc m Service Purchas

Q foooo1zzese [§ Y Q Q a O

Add Conversation View/Update Conversations Letter of CreditID

Remit
View Detail SB[T‘ sl PayAmt  Cur tem D™ m
F'lg‘. 3 M 999.00 USD GENE0DS337
|MRwenue Distribution
Balance
Amount 250.00 Remaining
Selected 999,00 Discount
Adjusted 0.00 Write Off
Worksheet Selection Worksheet Application

Worksheet Action

[5)5ave |(ah Retumto Search ||f ] PreviousinList |4 NextinList || Refresh |

-749.00 Uneamed 0.00
0.00 Eamed 0.00
0.00

Attachments (0) View Audit Logs
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f/ Processing an Item Payment (continued)
/

The Payment Worksheet Action page displays.

Create and review the accounting entries on this page.

Payment Worksheet Action

Deposit Unit 50100 Deposit ID 91222
Entered Date 11/25/2019 Status Do Mot Post
Worksheet Action Posting Action
Delete Worksheet | Action:|Do Not Post v|| oK |
Delete Payment Group
Worksheet Selection Worksheet Application
\[Flsave ||[@" Returnto Search | 45 Previousin List | |45] Mextin List ||[Z] Notify |

Favorites « | Main Menu - > Accounts Receivable = > Paymenis = > Apply Faymenis » > Create Worksheet » Update Worksheet

Payment ID SCHDOTOM

Accounting Entry Action

|| Create/Review Entries I

Waorksheet Action

> Finalize Workshest
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%/ Processing an Iltem Payment: Partial Payment
/

Occasionally, a partial payment or an overpayment is received and needs to be entered into Cardinal.
The initial steps for entering a partial payment are the same as those for entering a regular payment.

The user must change the payment amount to the actual amount of the payment. Cardinal will automatically create another
line for the difference.

Favorites ~ | Main Menu - > Accounts Receivable ~ > Payments~ > Apply Payments = > Create Worksheet > Finalize Worksheet > Update Worksheet

Mew Windaw | Hel

Payment Worksheet Application

Deposit Unit 50100 Deposit ID 743056 Payment ID TESTCUST Payment Segquence 1 Payment Currency  USD
Payment Accounting Date [02/23/2017
Item Action Row Selection
Entry Type [Pay An ltem ~] Reason ) Choice [Select Range of ltems ~] Range | Go |
Item Display Control Row Sorting
Display [All ltems ~] | G | & Sort All By [Itern -~ [ Go |
Item List

Detail 1 Detail 2 Dretail 3 Detail 4 Detail 5 Detail &

View Detail Remit Sel Pay Amt Cur tem 1D ftem Unit Customer Type Reason Event Disc Dise Service Purchase 1D

Seq Line Amt
By 1 [ 50.00| USD MISCOD0169 |y <, [s50100 <, |noooonooze |G [PY [} [} (e} [}
== 2 1 71.38| USD MISCO0D169 |y < [sp100 |, [oooDoooDOD2E |y QxR QxR Q, O
i i |
| dd pithiDetail Revenue Distribution Letter of Credit ID
Balance
Amount 121.36 Remaining T1.26 Unearned 0.00
Selected 50.00 Discount 0.00 Earned 0.00
Adjusted 0.00 Write Off 0.00
Worksheet Selection ‘Waorksheet Application Worksheet Action Attachments (0) Wiew Audit Logs

[F] save & Return to Search +=| Previous in List Mext in List =% Refresh




//’) Processing an Item Payment: On-Account Payment

On-Account Payment is used when a customer overpayment is received or if a customer payment is received for an item
that does not exist in Cardinal.

To store the funds on the payment worksheet, create an On-Account (OA) line Type.. Is this the right screenshot

Select the appropriate entry Reason for the transaction. This will create the accounting entry.  for this? |t does not match
the one on the next page.
: Home Worklist Add to F4

Fawvorites | Main Menu - > Accounis Receivable ~ > Paymenis » > Apply Paymenis » > Creafe Worksheet > Update Worksheet
Deposit Unit 50100 Deposit ID 74398 Payment ID OCAPAYMEMNT Payment Sequence 1 Payment Currency usoD
Payment Accounting Date Q03/01/2017
Item Action Row Selection
Entry Type [Pay An ltem ~] Reason @ Choice [Select Range of ltems ~] Range | Go |
Item Display Control Row Sorting
Display [All ltems “] [ e | & Sort All By [ltem < [ Ge |
Item List

Detail 1 || Detail 2 || Detailz || Detzila || Details || Detailg |

View Detail Igzzni't Sel Pay Amt Cur Item 1D :?:_:: Unit Customer Type Reason Ewvent Disc 21:1: Service Purchase 1D T
B, 1 O 327.00| UusD CALCO0G27T6 | Q) < [50100 | [0DOD0ODOZE | Q. Q s} O N
By 2 O 175.00| USD CALCDOB277 |3, < (50100 |, [DooDOODOZE |Cy [} (=} a, [ N
[ 3 (| 121.36| USD MISCOO0165 |Q < [E0100 | [0DODOODOZE |y Q. Q. s} | N
By 4 O 121.36| USD MISCO0D166 |3 <, [so100 | [oooooooozs Oy [} =} [ [ N
B, 5 [~ 121.36| USD MISCOO0169 | Q) Q_ [s0100 | [opoooopozs |Q [PY @y &} QU 1 N
= [ [} -100.00| USD DA-551 [} <, (50100 @ |[oooooooozz |[Oy (oA |Qy loAHMO [O [} [ I N

i i |
| GadiwithiDetail Revenue Distribution Add Conversation “iew/Update Conversations Letter of Credit ID
Balance
Amount 221.36 Remaining 0.00 Unearned 0.00
Selected 121.36 Discount .00 Earned 0.00
Adjusted -100.00 Write Off Q.00
Worksheet Selection Worksheet Application Worksheet Action Attachments (0) View Audit Logs
<
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@ Accessing the Create Accounting Entries Page
/

When there is no accounts receivable item related to a payment, the accounting entries are created manually through direct
journals.

Once the direct journal payment information has been completed on the Cardinal deposit, the corresponding accounting entries
are created. These entries then post to the General Ledger.

To create accounting entries for direct journal payments, go to the Create Accounting Entries page.
There are two ways to access this page depending how many payments (Count) make up your deposit:
» Deposit Count equals 1- Use the Apply Payment link on the Payments tab.

» Deposit Count equals 2 or more - Navigate to the Create Accounting Entries page.

The next slides will walk through each option as noted above.

42



7" Deposit Count of One

» Navigating to the Create Accounting Entries Page —

If your Deposit Count is equal to 1, you
can access the Create Accounting 1eiee || Payments
Entries page by clicking the Apply —
Payment link on the Payments tab under
the Payment Information section.

Payment Information
Payment Seq 1
Amount 750.00

Rate Type CRRNT
[ payment Predictor

Payment Method

Customer Information

After you click the link, Cardinal
automatically opens the Create
Accounting Entries page.

Favorites | Main Menu - > Accounts Receivable -

Deposit ID 91225

Paymenis ~ > Online Payments ~ > Regular Deposit

Date

*Payment ID
Currency

Exchange Rate

12/05/2019 Balance Balanced

Find | View All First ‘&' 10f1 &) La

CK1234 *Accounting Date 12/05/2019 Eﬂ iil

"“RH%W*’ 4

usD

1.00000000
Journal Directly
Attachments (0)
View Audit Logs

[ 1Range of References
| Apply Payment I

Firgd

First ‘4 10f1 '} Las

\ 4

Accounting Enfries Deposit Control

Currency Details

Budget Status

Distribution Lines

Distribution

Favorites » | Main Menu > Accounts Receivable -

Unit 50100 Deposit ID 91226
Amount 750.00 USD

Oco mplete Entry Event
ChartFields Currency Details Budget

Journal Reference Information

Q. | Speed Type

Sequence RGELIrt
1 150100
Total
Lines 0 Total Debits
[5)save ||[ah Returnto Search ||[%] Notify

Accounting Eniries | Deposit Control

Payments ~

Line Amount  Currency

uso

Currency

Disfribution Creation / Update Details

> Online Payments ~ > Regular Deposit > Create Accounting Entries

Payment CK1234 Seq 1

Personalize | Find | view a1l | 22| B First ‘4" 10f1 '*' Last

*Account Fund Program Department ggﬁ
Q Q Q Q
< >
Total Credits 0.000 Currency Net 0.000
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%/ Navigating to the Create Accounting Entries Page —
7" Deposit Count Greater than One

When the Deposit Count is greater than 1, navigate to the Create Accounting Entries page using the following path:

Main Menu > Accounts Receivable > Payments > Direct Journal Payments > Create Accounting Entries

Favorites + Main Menu » Accounts Receivable » > Payments = > Direct Joumnal Faymenis = > Create Accounfing Entries

Create Accounting Entries

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

Find an Existing Value

Search Criteria

Deposit Unit[= v 50100
Deposit ID
Fayment Sequence
Payment ID
User ID
Assigned Operator ID

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

20

] Search 1 Clear 'Beeic Search ED[F] Save Search Criteria




V4

The Find an Existing Value tab
displays.

Enter the deposit id number in the
Deposit ID field.

Click the Search button.

When the Deposit count is greater than
one, the Search Results displays one
line for each Payment Sequence that
makes up the deposit.

For this scenario, there are three.
Click the first line listed to begin

entering the accounting distribution
information.

» Creating Accounting Entries for Deposits (continued)

Favorites = | Main Menu - » JAccounis Receivable + > Paymenis = > Direct Journal Faymenis » > Create Accounting Emniri

Create Accounting Entries

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

Find an Existing Value

w Search Criteria

Deposit Unit[= | 50100 Q
|Deposit ID[begins with w][91227
Payment Sequence| = W
Payment ID
User ID
Assigned Operator ID

[l case Sensitive
Limit the number of results to (up to 300); 300

Search Clear Basic Search @ Save Search Criteria
| | |

Search Results

View All First '4 b Last
UserID Assigned Operator ID Non Customer Dist Balanced Entered Date

1-2of 2
Deposit Unit Deposit ID Payment Sequence Payment ID

50100 91227 1 CKB928  PPS1_ANGELA GRAY PPS1_ANGELA GRAY No Dist 12/05/2019 l
50100 9227 2 CK17953 PPS1_ANGELA.GRAY PPS1_ANGELA.GRAY Mo Dist 12/05/2019
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» Processing a Direct Journal Payment

(L,

V4

On the Accounting Entries tab, the information entered when the Deposit (Unit, Deposit ID, Payment, and Seq) was
created automatically populates, along with the Amount for the Deposit ID.

On the ChartFields tab under the Distribution Lines section of the page, enter Line Amount as a credit (-) to record either
an increase in revenues or a decrease in expenses, for example. The line amount(s) must balance, i.e. they must offset the
payment (deposit) amount.

Favorites « | Main Menu - » Accounts Receivable ~ > Paymenis » > Direct Joumnal Paymenis » > Create Accounting Entries

Accounting Entries Deposit Control

Unit 50100 Deposit ID 91226 Payment CK1234 Seq 1
Currency Details
Amount 750.00 UsSD é? =!
Lco mplete Entry Event (o}
Budget Status
Distribution Lines Personalize | Find | View Al | 2| E& First ‘4 10f1 ‘&' Last
ChartFields Currency Details Budget Journal Reference Information Disftribution Creation / Update Details
g?;ﬂ:ﬁ:?n *GL Unit Speed Type Line Amount Currency *Account Fund Program Department Egﬂ
1 150100 (') | Speed Type | -750.00|| USD 4009060 1 |04100 C QL (10015 Q11
< >
Total
Lines 0 Total Debits 0.00 Currency USD Total Credits 750,00 Currency USD Net -750.00

[§]save ||[2" Return to Search [=] Motify i Refresh

Accounting Enfries | Deposit Control




#/ Processing a Direct Journal Payment
/

An accounting entry must be created
for each payment sequence that is part
of the Deposit ID. For this example,
there is only one. On the ChartFields
tab under the Distribution Lines
section of the page, enter the
distribution.

If the agency uses SpeedTypes, click
the SpeedType button to enter it.

If more than one distribution needs to
be created, use the scrollbar to scroll to
the end of the line and click the + (plus)
button to add a line.

Favorites »

Accounting Entries

Main Menu

> Accounts Receivable = > Paymenis+ : Direct Jounal Paymenis » > Create Accounting Entries

Deposzit Control

Unit 50100 DepositID 91226 Payment CK1234 Seq 1
Currency Details
Amount 750.00 UsD é} =
[l complete Entry Event Q

Budget Status

Distribution Lines

Personalize | Find | View All | @I @

First ‘4" 10f1 “*/ Last

ChartFields Currency Details Budget Journal Reference Information Distribution Creation  Update Details
E;Tg;:g’n *GL Unit Speed Type Line Amount  Currency *Account Fund Program Department gg
1 150100 Q| Speed Type -750.00| USD 4009060 Q04100 (O Q. 10015 Q |1
K 2]
Total e AT g o s TRV g NP
Lines 0 istAbution Lines s T End iy AT | B Y T el
] ChartFields || Currency Details || Budget || Journal Reference Information || Distribution Creafion / Update Defails §| |=
[5]save ||[@* Return to Sq —
quuenc:m *GL Unit SpeedType  Line Amount  Currency Fund Affiliate 5 Type
Accounting Entries | Deposit (
1 1/50100 Q| SpeedType | -750.00| USD Q @, Nokdies > -
L4 >
Total
Lines 0 Total Debits 0.00  Currency USD Total Credits 75000 Currency USD  Met -750.00
'if]J]Save ‘ ',Qf‘ Retumn o Search 'E Natify ' '8 Refresh
Accounting Eniries | Deposit Control
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f) Entering Projects on the Distribution Line
/

In order to enter a value in the Project field on the distribution line, the Project Costing Business Unit (PCBU) must be

entered in the PC Bus Unit field first. The PC Bus Unit is the same value as the agency’s Business Unit.

Select the appropriate Activity associated to the project entered.

e N o N PR
S N ot i e A s A A A e AN S N I
Budget Status
Distribution Lines Personalize | Find | View All | 30 | [ Y 10f1 & Last
ChartFields '| Currency Details || Budget || Journal Reference Information || Distribution Creation / Update Details |
ELSQTEEEH *=GL Unit Speed Type Line Amount  Curmency rUse2 |PC BusUnit Project #;;':E"E
1 150100 Q. | Speed Type 750.00| USD a |50100  |@ [ooootoo001 |y [s02 i)
< >
Total
Lines Total Debits 0.00 Currency USD Total Credits 75000 Currency USD Met -750.00 t
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#/ Recording Reference Information
/

Agency specific information (such as license numbers, agency invoice #s, etc.) can be recorded in the Ref field on the
Journal Reference Information tab. Do not enter sensitive data, such as a Social Security number. This field holds a
maximum of 10 characters.

Favorites | Main Menu - » Accounts Receivable ~ > Paymenis - > Direct Journal Payments = > Create Accounting Entries
! Accounting Entries I| Deposit Control
Unit 50100 Deposit ID 91226 Payment CK1234 Seq 1
Currency Details
Amount 750.00 USD é? =
O Complete Entry Event (o}
Budget Status
Distribution Lines Personalize | Find | View Al | £ | B First ‘4" 10f1 ‘b Last
ChartFields '| Currency Details || Budget | Journal Reference Information | Distribution Creation / Update Details |
g;squrﬁrn =L Unit Speed Type LineIAmount Currency =Account Fund Program Department Egﬁ
1 1|50100 Q | Speed Type | -750.00, USD 4009060 Q04100 |Gy &, |10015 Q|11
—~, e ™ _\___'(_;—-_\_M._W >
M-r-—-—-\_.\_,—-_-—'\—--\&l o wmmmm»ﬂﬂr‘ e -\_'_,\_A._,__‘__/‘\\T
Budget Status
Distribution Lines Personalize | Find | View Al | 2| B First "' 10f1 "»' Last et -750.00

ChartFields || Currency Details || Budget |i Journal Reference Information i| Qisr:bution Creation / Update Deiails |

Distribution Sequence *GL Unit Speed Type Line Ajnoumnt Currency Ref

»

1 1/50100 Q. | Speed Type | -750.00/ USD (+] [=]

Total
Lines 0 Total Debits 0.00 Currency USD Total Credits 750.00 Currency USD Net -750.00




V4

When the distribution and amounts have
been entered, click the lightning bolt icon
to create the system generated cash and
interunit lines for the accounting entry.

Cardinal verifies that the total credits on the
journal lines offset the payment amount
before creating the cash and interunit lines.

Click the Save button.

At this point the Processor should follow
agency guidelines as to whether to:

* Notify the approver that the Deposit(s)
are ready for review, marked complete
and saved (there is no workflow in
Cardinal for this process).

Or

» Continue to the next step in the process
to mark the accounting entries complete
and save.

7l Generating the Cash Line and Interunit Lines

Favorites = ‘ Main Menu +

» Accounts Receivable » > Paymenis » > Direct Journal Paymenis » > Create Accouniing Eniries

Accounting Entries || Deposit Control
Unit 50100 DepositID 91226 Payment CK1234 Seq 1
Currency Details
Amount 75000 USD =
( complete Entry Event Q
Budget Status
Distribution Lines Personalize | Find | View?2 | 20| B¥  First (0 14014 ) Last
ChartFields Currency Details Budoet || Journal Reference Information Distribution Creation / Update Details
E]BZT:;:?" GL Unit Speed Type Line Amount Currency Account Fund Program Department gg::er
1 150100 Speed Type -750.00 USD 4009060 04100 10015 11000
2 2TREAS Speed Type 750.00 USD 101010 04100 59999
3 350100 Speed Type 750.00 USD 101010 04100 99999 99999
4 4 TREAS Speed Type -750.00 USD 101010 04100 59999
£ b
Total
Lines 4 Total Debits 1,500.00 Currency USD Total Credits 1,500.00 Currency USD Net 0.00
[5]save ||[Gh Return to Search | |[] Notify || £ Refresh

Accounting Enfries | Deposit Control
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Completing and Saving the Accounting Distribution
(continued)

» Verify the accounting distribution Favorfes~ | MainMenu~ > Accounts Receivable v > Paymenis~ > DirectJoumal Payments ~ > Create Accounting Entries
IS accurate e
« Check the Complete checkbox Unit 50100 DepositID 81226 Payment CK1234 Seq 1
Currency Details
« Click the Save button. Amount 75000 USD 4 L
Upon save, Cardinal verifies that ¥l Compiete Enfry Event Q

i ) . Budget Status
ChartField values in the entries,

Distribution Lines Personalize | Find | View2 | 20| B Fist (¥ 140f4 ) Last
based on the Comb|nat|0n ed|t rUIe ChariFields Currency Details Budget || Journal Reference Information Distribution Creafion / Update Details
co nfl g u red . g]:qt:]i:;r:i:n GL Unit Speed Type Line Amount Currency Account Fund Program Department gg:l:er
1 150100 d Type -750.00 USD 4009080 04100 10015 11000
2 2 TREAS d Type 750.00 USD 101010 04100 99999
3 350100 d Type 750.00 USD 101010 04100 99999 99999
4 4 TREAS Speed Type -750.00 USD 101010 04100 99999
< >
Total
Lines 4 Total Debits 1,500.00  Currency USD Total Credits 1,500.00  Currency USD Net 0.00

Ii’lSave I_‘;f" Return to Search | |[&] Notify || Refresh

Accounting Eniries | Deposit Control
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/,/ Completing and Saving the Accounting Distribution
7" (continued)

Favorites = | Main Menu « » Accounts Receivable » > Payments+ » Direct Joumnal Fayments + > Create Accounting Entries

If the Deposit has a Count greater
than one, complete this process for
each one.

Accounting Enfries | Deposit Control

Unit 50100 Deposit ID 91227 Payment CK5928 Seq 1

Currency Details

Click the Next in List button to move Amount 500.00 USD
to the next deposit.
O Complete Entry Event o}
. Budget Status
When the last deposit is reached, the O S B G ;
. . ) Distribution Lines Personalize | Find | View All | &= | First 1-2 of 4 Last
NeXt In LISt b UttO nis grayEd OUt' ChartFields Currency Details Budget | Journal Reference Information Distribution Creation / Update Details
g;sqtzigr:r:i:n GL Unit Speed Type Line Amount Currency Account Fund Program Department gg:}:er
1 150100 Speed Type -500.00 USD 4009060 04100 10015 11000(
2 2 TREAS Speed Type 500.00 USD 101010 04100 99999
L4 >
Total
Lines 4 Total Debits 1,000.00  Currency USD Total Credits 1,000.00  Currency USD Net 0.00

[G]save ||[h Return to Search [Z] Pravious in List IJ.'J Mext in List I[‘: ‘| Motify || =% Refresh

HWM@‘meSE Canfrol nmwmmwww\
i

1 1(50100 Q. | SpeedType | UsD Q Q aQ aQ
< >

Total
Lines ¢ Total Debits 0.000 Currency Total Credits 0.000 Currency Net 0.000

[<] Notify ||&% Refresh

[5/save |[[at RetuntoSearch |[*] Previous in List Next in List

Accounting Entries | Deposit Control
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V4

i/ Processing a Direct Journal Payment (continued)

After the cash lines are generated, check the Complete checkbox and click the Save button.

Upon Save, Cardinal verifies the ChartField values and combinations are valid. The Budget Check icon becomes available
for online budget checking. If not selected, the transaction will be budget checked in the nightly batch process.

Favorites = | Main Menu - > Accounts Recelvable ~ > Payments v : Direct Journal Payments + >  Create Accounting Entries
Accounting Entries Deposit Control
Unit 50100 DepositID 91226 Payment CK1234 Seq 1
Currency Details
Amount 750.00 USD 4 @
Complete Entry Event Q,
Budget Status
Distribution Lines Personalize | Find | View 2 | 2] E First ‘4 140f4 "b/ Last
ChartFields Currency Details Budget Journal Reference Information Disfribution Creation / Update Defails
Eisqtzigrﬁ?n GL Unit Speed Type Line Amount Currency Account Fund Program Department gg:}:er
1 150100 -750.00 USD 4009060 04100 10015 11000
2 2TREAS 750.00 USD 101010 04100 99909
3 350100 750.00 USD 101010 04100 99999 99999
4 4TREAS -F50.00 USD 101010 04100 59999
< >
Total
Lines 4 Total Debits 1,500.00 Currency UsD Total Credits 1,500.00 Currency USD Net 0.00
[Flsave ||[2h Returnto Search ||[%] Motify ||#* Refresh
Accounting Enfries | Deposit Control
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To correct accounting entries while on
this page, deselect the Complete
checkbox and then click Save.

Next, click the Delete icon (next to the
lightning bolt icon) to remove the
system generated cash and interunit
lines.

i/ Processing a Direct Journal Payment (continued)

Favorites » ‘ Main Menu =

> Accounts Receivable » > Payments »

Accounting Entries || Deposit Control
Unit 50100 DepositID 91226
Currency Details
Amount 750.00 USD
[l complete Entry Event Q
Budget Status
Distribution Lines
ChartFields || Currency Details Budget || Journal Reference Information
g;t:_li;g?" GL Unit Speed Type Line Amount Currency
1 150100 Speed Type -750.00 USD
2 2TREAS Speed Type 750.00 USD
3 350100 Speed Type 750.00 USD
4 4 TREAS Speed Type -750.00 USD
Total
Lines & Total Debits 1,500.00 Currency USD
[G]save ||[2h Returnto Search | |[&] Notify ||« Refresh

Accounting Entries | Deposit Control

> Direct Journal Payments » >

Payment CK1234

Personalize | Find | View2 | 2| B Fist

Distribution Creation / Update Details

Account

4009060
101010
101010

101010
<

Total Credits

Fund

04100
04100
04100

04100

1,500.00

Create Accounting Entries

Seq 1

140f4 '* Last
Program Department gg::er
10015 11000
99999
05999 98990
99999
>
Currency USD Net 0.00
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#/ Processing a Direct Journal Payment (continued)
/

The system generated lines must always be deleted prior to modifying the user entered line of the accounting entry.

After clicking the Delete icon, cash and Treasury (Interunit) lines are removed and the Distribution Lines are open to edit.

Favorites - | Main Menu - » Accounts Receivable » > Paymenis = >  Direct Journal Paymenis ~ > Create Accounting Entries
Accounting Entries Deposit Control
Unit 50100 Deposit ID 91226 Payment CK1234 Seq 1
Currency Details
Amount 750.00 USD é? @
Lco mplete Entry Event &Y
Budget Status
Distribution Lines Personalize | Find | View 2 | 2| E3 First ‘Y 10of1 ‘b Last
ChartFields Currency Details Budget Journal Reference Information Distribution Creation f Update Details | [E=H
g?qf:ﬂgm *GL Unit Speed Type Line Amount  Currency *Account Fund Program Department Egl
1 1 (50100 i, | Speed Type -750.00) USD 4009060 (04100 |3y i (10015 |11
L4 >
Total
Lines 1 Total Debits 0.00 Currency USD Total Credits 750,00 Currency UsD Met -750.00
[G]save ||[2" Return to Search [+] Motify || 2% Refresh
Accounting Enfries | Deposit Control




s/ Processing a Direct Journal Payment (continued)

After creating a direct journal
deposit, mark it Complete and click
Save, it is ready for budget check.
Budget check occurs during the
nightly batch processing but can
also be done manually online.

Remember, once the journal has
been successfully budget
checked, the user cannot modify
the deposit or the accounting
entry.

To manually run budget check, click
the Budget Check icon on the
Create/Modify Accounting Entries
page. This icon is only available if
the direct journal deposit is saved as
Complete. If the accounting entries
pass budget check, the Budget
Status will be Valid.

Favorites « | Main Menu +

Accounting Entries

Unit 50100
Currency Details

Amount

| Complete
| Budget Status Vaiid |

Distribution Lines

» Accounts Receivable » > Paymenits » > Direct Journal Payments » > Create Accounting Entries

Deposit Control

Deposit ID 91226 Payment CK1234 Beq 1

750.00 USD

Entry Event Q.

Personalize | Find | View All First ‘&' 1-20f4 ' Last

Distribution Creation / Update Details

ChartFields || Currency Details | Budget | Journal Reference Information
ELZT:::E“ GL Unit Line Amount  Currency Account Fund Program Department ggz:er Task FIP!
1 150100 -7150.00 USD 4009060 04100 10081 11000010
2 2TREAS 750,00 USD 101010 04100 89999
£ >
Total
Lines 4 Total Debits 150000  Currency USD Total Credits 1,500.00  Currency USD Net 0.00
[5]Save ||[h Returnto Search ||[=] Nofify | #* Refresh

Accounting Entries | Deposit Control
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@ Reviewing and Correcting Budget Check Errors
/

During the budget check process, Cardinal validates that a control budget exists.

All accounting entry lines must pass a check against the established commitment control budget. An error will be received if
the accounting distribution includes an expenditure account and does not have a corresponding commitment control budget.

Once budget check errors are corrected online, the budget check process can be run manually to validate that the errors were
successfully corrected. Otherwise, the budget check process will run again during the nightly batch.
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@ Reviewing and Correcting Budget Check Errors (continued)
/

The Budget Status for the entire payment is displayed on the header of the direct journal accounting entry and on the
Budget tab for each distribution line.

The budget checking status values include:
Error: The entry failed to pass budget checking. The transaction must be corrected before it will post to Commitment

Control Ledgers and the General Ledger
« Valid: The entry passed budget checking and the process updated the Commitment Control Ledger

Warning: The budget check process issued a warning but still updated the Commitment Control Ledger

Research the Budget Check Error and Warning message using two different tabs:
« Directly Journalled Payments tab
* Misc Payment Exceptions tab
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%/ Reviewing and Correcting Budget Check Errors (continued)
/

To view the error using the Directly Journalled Payments tab, navigate using the following path:
Main Menu > Accounts Receivable > Payments > Direct Journal Payments > Modify Accounting Entries

Enter the Deposit ID and click the Search button.

|? CARDINAL
cocfy All = | Search # | Advanced Search [Cl Last Search Resulis
Favorites - | Main Menu = > Accounis Receivable » > Payments = > Direct Journal Payments = > Modify Accounting Eniries

Modify Accounting Entries

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

Find an Existing Value

Search Criteria

Deposit Unit[ = v| 50100
Deposit ID| begins with ||74280
Payment Sequence|= v| |

Fayment ID
User ID
Assigned Operator ID

[l case sensitive
Limit the number of results to (up to 300): (300

| e

Search || Clear | Basic Search [BF Save Search Criteria




#/ Reviewing and Correcting Budget Check Errors (continued)
/

The Directly Journaled Payments page displays. Click the Budget Check Options icon to view the error.

Favorites ~ Main Menu ~ > Accounts Receivable ~ > Paymenis~ > Direct Joumal Payments ~ >  Modify Accounting Entries

4 CARDINAL

== All  ~ | Search # | Advanced Search

Directly Journalled Payments Deposit Control

Unit 50100 Deposit ID 74282 Payment AR4 Seq 1
Currency Details
Amount -629.03 USD &
Complete Entry Event Q
Budget Status Error
Distribution Lines Personalize | Find | View Al | 12 | E First ‘4 1-20of4 '}/ Last

ChartFields Currency Details Budget Joumal Reference Information Distribution Creation / Update Details | |F==¥

Digtribution Sequence GL Unit Line Amount Currency Short Name Budget Date
1 150100 629.03 USD Error 11142016
2 2 TREAS -629.03 USD
Total
Lines 4 Total Debits 1,258.06 Currency USD Total Credits 1,258.06 Currency USD Net 0.00

|5l Save ||[aF Return to Search =] Motify || =* Refresh

Accounting Enfries | Deposit Control




#/ Reviewing and Correcting Budget Check Errors (continued)
/

To view the error on the Miscellaneous Payment Exceptions tab, navigate using the following path:
Main Menu > Commitment Control > Review Budget Check Exceptions > Revenues > Direct Journal

On the Direct Journal search page enter the Deposit ID with the error and click Search to view the exception.

; e All - | Search * | Advanced Search
Favorites Main Menu - > Commitment Control ~ > Rewview Budget Check Excepflions - > Revenues - > Direct Journal

Direct Journal

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

Find an Existing Value

Search Criteria

Commitment Control Tran ID
Commitment Conirol Tran Date[= w|
Dleposit Unit | begins with v| 50100

Deposit 1D | begins with s~ ||742382
FPayment Sequsnce

Process Instance[= /]

Process Status|= w| | "

jelpelie

Limit the number of results to (up to 300): |300

=
Clear Basic Search = Sawve Search Criteria




#/ Reviewing and Correcting Budget Check Errors (continued)
/

ﬂcmmmr

Favorites = Main Menu - » Commitment Control ~ > Review Budget Check Exceptions » > Revenues - : Direct Journal

Misc. Payment Exceptions Line Exceptions

Deposit Unit 50100 Deposit ID HZBZE Payment Sequence 1
“Exception Type [[ETTT RN V| Override Transaction O 6 M M
Maximum Rows 100 More Budgets Exist
Search Advanced Budget Criteria
Budgets with Exceptions Personalize | Find | View All | @I IE First ‘4’ {of{1 '} Last

Budget Override Budget Charifields | [[F=2k

Override

Details Busginess Unit  Ledger Group Exception More Detail Budget Transfer
1 @l 0100 CC_REVEST Exceeds Mon-Cntrl Budget More Detail GoTo.. 5
=l 5ave | |[oh Return to Search =] Motify

Misc. Payment Exceptions | Line Exceptions




#/ Reviewing and Correcting Budget Check Errors (continued)
/

To correct a budget check error do one of the following:
«  Correct the direct journal distribution lines that caused a budget error, if the distribution is incorrect

« Have the budget modified if the ChartField distribution is correct

; SESE Al ~ | Search ¥ | Advanced Search
Favorites - Main Menu - > Commitment Control = > Rewview Budget Check Exceptions ~ > Rewvenues - > Direct Journal

Direct Journal

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

Find an Existing Value

Search Criteria

Commitment Control Tran 1D
Commitment Control Tran Date[= w|
Deposit Unit| begins with s ||50100

Deposit 1D | begins with s | 74282
Payment Seguence

Process Instance

Process Status|= || ~

P Q|

Limit the number of results to (up to 300). |300

=
Clear Basic Search L= Sawe Search Criteria




V4

To correct the ChartField distribution on the
direct journal accounting entry, navigate to the
Modify Accounting Entries page using the
following path:

Main Menu > Accounts Receivable >
Payments > Direct Journal Payments >
Modify Accounting Entries

* Uncheck the Complete box
* Click OK when the Message displays
* Click the Save button

» Reviewing and Correcting Budget Check Errors (continued)

Favorites = Main Menu = » Accounis Receivable» > Paymenis+ > Direct Jounal Payments » > Modify Accounting Eniries
Accounting Entries | Deposit Contral
Unit 50100 DepositID 74282 Payment DOTTRNGOS Seq 1
Currency Details
Amount 00,00 USD 7 8
U comnlete Entry Event Q
Budget Status
Distribution Lines Personalize | Find | View All |2 | B omst @ 1200 0 Last
ChartFields || Currency Defails || Budget | Journal Reference Information || Disiribution Creation / Update Details
E:{:ﬂ?:é'eon GL Unit Speed Type  Line Amount  Currency Account Fund Program Department Egi:er
1 150100 Speed Type -100.00USD 4009060 04100 10049 11000
2 2TREAS Speed Type 100.00USD 101010 04100 10049 11000(
{ >
Total
Lines 4 0.00
[ah Retum

Accounting Entries | Depot
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#/ Reviewing and Correcting Budget Check Errors (continued)
/

Favorites - Main Menu - » JAccounts Receivable » > Payments - > Direct Journal Payments - > Modify Accounting Entries

Accounting Entries Deposit Control

Unit 50100 Deposit ID 74232 Payment DOTTRNGOS Seq 1
Currency Details
Amount 100.00 USD =
[]complete Entry Event Q,

Budget Status
Distribution Lines Personalize | Find | View All | 2 | B First 'A) 1-2 of4 2/ Last

ChartFields Currency Details Budget Journal Reference Information Distribution Creation / Update Details | [k

EL?S::;LD" GL Unit Speed Type Line Amount Currency Account Fund Program Department Egﬁ:ﬁr
1 150100 Speed Type -100.00 USD 4009060 04100 10049 110000
2 2 TREAS Speed Type 100.00 USD 101010 04100 10049 110000
< >
Total
Lines 4 Total Debits 200.00 Currency USD Total Credits 200.00 Currency USD Net 0.00

[FlSave [J[o* Return to Search =] Motify | |g% Refresh

Accounting Entries | Deposit Control




// Reviewing and Correcting Budget Check Errors (continued)

Next, navigate to the Create Accounting Entries page using :
the following path:

Favorites » MainMenu= > Accounts Recevablew > Paymenisv > DirectJoumal Payments » > | Create Accounting Entries

Accounting Entries | Deposit Control

Main Menu > Accounts Receivable > Payments > Direct
Journal Payments > Create Accounting Entries

. . . Unit 50100 Deposit D 74282 Payment DOTTRNG0S Seq 1
* Click the Delete icon to delete the system generated lines Carrency Detais
«  Enter changes to the user defined distribution line Amount 10000 3D
* Click the lightning bolt icon to rebuild the accounting

e ntries Ocomplets Entry Event Q
»  Select the Complete checkbox, then the Save button pESE B i
. . . istribution Lines F'ersona\lze\F\nd\\fleu\m\H@ B First W fof1 & Last

b The ed|t CheCk pI’OCGSS W|" run aga|n ChartFields | Currency Details | Budget | Journal Reference Information || Distribution Creation / Update Details

. . . [ekiuioy *GL Unit Speed Type  Line Amount  Currency *Account Fund Program Department C
The nightly batch process will re-budget check the journal, or e N
the user can re-budget check online by clicking the Budget 1 A = A LR o‘)”
Check icon. ol

Lines 0 Total Debits 0.00  Currency USD Total Credits 10000 Currency USD  Net -100.00

2" Return to Search | |[=] Nofify || Refresh

Accounting Entries | Deposit Control
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#/ Reviewing and Correcting Budget Check Errors (continued)
/

ﬂcmm NAL

Favorites - Main Menu - > Accounts Receivable ~ > Payments » > Direct Journal Payments » | Create Accounting Entries

Accounting Entries Deposit Control

Unit 50100 Deposit ID 74232 Payment DOTTRNGOS Seq 1
Currency Details

Amount 100.00 USD EIE

[1complete Entry Event Q,

Budget Status
Distribution Lines Personalize | Find | View All | &2 B First ‘&' 10of1 ‘&' Last
ChartFields Currency Details Budget Journal Reference Information Distribution Creation / Update Details | |F==k

EL?E?#;LD" *GL Unit Speed Type Line Amount Currency *Acocount Fund Program Department EE
1 150100 1. | Speed Type -100.00| USD 4009060 204100 | O 1 |10049 11
< >
Total
Lines 0 Total Debits 0.00 Currency USD Total Credits 100.00 Currency USD Net -100.00

«ah Return to Search =] Motify || &% Refresh

Accounting Entries | Deposit Control
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;) Simulation: Entering an ltem Payment
/

You will now view a simulation that demonstrates how to Enter an Item Payment.
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}) Lesson 3: Summary
/

‘ Processing a Payment

In this lesson, you learned:

* Process an Item Payment
* Process a Direct Journal Payment

* Review and correct Budget Check errors
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}) Lesson 4: Introduction
Y4

n Finalizing a Deposit

This lesson covers the following topics:

« Creating and Approving a Deposit Certificate

* Reviewing General Ledger Journal Information
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@ Creating and Approving a Deposit Certificate
/

Completed deposits are batched together under the combination of the Deposit Certificate and the related Bank Deposit Date
before the entries are sent to the General Ledger.

The Deposit Certificate and the Bank Deposit Date are both entered on the Approve Deposits page and can be sent to the
General Ledger by batching one or more deposits under a Deposit Certificate ticket.

The Deposit Certificate and related Bank Deposit Date information is entered directly into Cardinal and the associated Deposit
IDs are selected.

For more detailed information about approving deposits, see the course entitled 501 AR325: Accounts Receivable
Approvals located on the Cardinal website in Course Materials under Learning.

For interfaced transactions, the Deposit Certificate is approved automatically unless manual intervention is required and the
Deposit Certificate is modified online.
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,/ Creating and Approving a Deposit Certificate (continued)
/

Na}Vigate to Approve Deposits page Favorites | MainMenu~ > Accounts Receivable~ > Paymenis~ > Apply Payments~ > Approve Deposit
using the following path:

Main Menu > Accounts Receivable > Approve Deposits
Payments > Apply Payments >
Approve Deposit

Find an Existing Valus || Add a New Value

Click Add a New Value tab.

Deposit Unit 50100 | Q)
Deposit control Ticket Mumber| DCTRMOA
Bank Deposit Date| 12/05/2019  |[]

Enter the following:

* Deposit Unit

* Deposit Control Ticket Number,
+ Bank Deposit Date

Add

Click the Add button to open Approve
Deposits page.

Find an Existing Value | Add a New Value
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/jj Creating and Approving a Deposit Certificate (continued)
/

Th eD ep 0 Sit Un it, D ep 0 Sit Contr O| Favorites v ‘ Main Menu + > Accounts Receivable v > Paymenisv > Apply Payments v > Approve Deposit

Ticket Number, and Bank Deposit Date
default from values entered on the Add a _
New Value tab. Approve Deposits

Approve Deposits ‘

Enter the total sum of all deposits in the Reposk Unic 50100

. Deposit control Ticket Number: DCTRNO1
Control Total Amount field.

| Control Total Amount: ‘ 750.000/| |Control Count: | 1]
Enter the total number of deposits for the Bank Deposit Date: 12/05/2019
Deposit Certificate in the Control Count
fiel d WS Posted By: WS Posted Date:
I€ld. Approved By: Approved Date:

e e ) . Personalize | Find | View All | (2 | g First ‘4" 10of1 ‘» Last
Select the individual Deposit IDs in the

. . . D itID D it A t Stats View Detail Statu
deposit detail section. wee e e =
91226 R, 750.000 = [+] [=]

Eisave | [Sinotty | EhAdd || 5] UpdateDisplay




/,) Creating and Approving a Deposit Certificate (continued)
/

Cardinal requires that all d eposits Favorites v ' Main Menu » > Accounts Receivable v > Paymenisv > Apply Payments v > Approve Deposit
have a valid ChartField
combination, pass Budget Check, Approve Depostts
and that their control amounts and Approve Deposits
counts match the related details
before the Deposit Control Ticket Deposit Unit: 50100
can be approved_ Deposit control Ticket Number: DCTRNO1
Control Total Amount: 750.000  Control Count: 1
A Status of Com_pleted O_n the Bank Deposit Date: 12/05/2019
Approve Deposits page indicates
the individual deposit has a valid WS Posted By: WS Posted Date:
edit and budget status and is ready Approved By: Approved Date:
for approval. Personalize | Find | View All | & | ¥ First (¢ 10f1 */ Last
Deposit ID Deposit Amount Status View Detail Status
If the Status is Error, clickthe (¢
View Detail Status icon to 1]91226 o~ 750.000 = =]
determine whether the deposit has Set WS to Post Approve
edit errors and/or Budget Check -
errors. ) save ||=]Notify | s Add || 5] Update/Display




};} Creating and Approving a Deposit Certificate (continued)
/

The View Detail Status pop-up window opens the Deposit Detail Status page. A deposit must be Complete, Valid, and
Journalled in order to be approved for Direct Journals.

The Deposit ID and Bank Code values display to ensure that all the deposits in the Deposit Certificate have the same bank
account.

Depost Detail Status
Help

Payments

DepositID: 91226

Bank Code: 1100

it Payments  Personalize | Find | View All | (EDN ) First ‘4 10f1 '}/ Last
roment - porment et e SO0 ot S
1 1 750.000)Complets Valid Journalled
_.Retum_

| i




y Creating and Approving a Deposit Certificate (continued)
/

After entering the required information and reviewing the Deposit Detail Status, click Save. The Approve button becomes
available. Click Approve to finalize. A pop up message displays indicating the Deposit is approved. Click the OK button.

The Approved By and Approved Date fields on the page will automatically populate with the User ID and the current date.

Favorites + | Main Menu » > Accounts Receivable » > Paymenis+ > Apply Paymenis~ > Approve Deposit Favorites + ‘ Main Menu + » Accounis Receivable= > Paymenis= > Apply Paymenis+ > Approve Deposit

Approve Deposits

Approve Deposits
Approve Deposits )
Approve Deposits
Deposit Unit: 50100
Deposit control Ticket Number: DCTRNOT Deposit Unit: 50100
Control Total Amount: 750.000,  Control Count: 1 Deposit control Ticket Number: DCTRNO1
Bank Deposit Date: 12/05/2019 Control Total Amount: 750.000  Control Count: 1
WS Posted By: WS Posted Date: Bank Deposit Date: 12/05/2018
Approved By: Approved Date:
Personalize | Find [ View Al | 0] [ First (0 1071 ) Last WS Posted By: WS Posted Date:
Deposit1D Deposit Amount Status View Detail Status IApproved By: TINATURMER Approved Date:  12/11/2019 I
1(91226 Q 750,000 Complete B [+] [=] Personalize | Find | View All || B First (0 10f1 ) Last
Deposit ID Deposit Amount Status View Detail Status
— 101776 750.000 Approved =
il S o Set WS to Post Approve
B
[Esave |[[] Notity B AP

Eh Add || 5 Update/Display

Deposit is approved (25007 4)




// Reviewing General Ledger Journal Information

Favorites « ‘ Main Menu + » Accounts Receivable ~ > Paymenis » > Direct Journal Faymenis » > NModify Accounting Eniries

Once the deposit is approved, it is
processed further during n|ght|y batch Directly Journalled Payments || Deposit Control
proceSSIng' Unit 50100 Deposit ID 91226 Payment CK1234 Seq 1

Currency Details
The nightly batch process posts the Amount 750.00 Curency USD
approved Direct Journal Deposit to Base 75000 currency Usb
the General Ledger. ¥/ Complets Budget Status yjq

Accounting Line Display

(@) Standard () supplemental (Entry Event) ) Both | Display |

General Ledger (GL) then updates the

Distribution Lines Personalize | Find | & | B First ‘4’ 140f4 '}/ Last

direct journal accounting entry in the

. . ChartFields Currency Details Budget Journal Reference Information Disiribution Creation / Update Details
Accounts Receivable module with the

Digtribution - - . " -
G L J O u rn al I D and J 0 u rn al Date Type Sequence GL Unit Debit Amount Credit Amount Line Amount Foreign Currency Journal ID Jour
which are shown on the ChartField
3 Q 150100 750.00 -750.00 USD AR01289156 12/0
tab.
5 Q, 2TREAS 75000 75000 USD ARD1289157 1210
5 Q, 350100 75000 75000 USD ARD1289156 1210
5 Q 4 TREAS 750.00 -750.00 USD ARD1289157 1210
< >
Total
Lines 4 Total Debits 1,500.00 Currency USD Total Credits 1500.00 Currency USD  Net 0.00
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»/ Reviewing General Ledger Journal Information (continued)
/

The Accounting Date and Deposit ID are written to the Line Descr field on the Currency Details tab.

Favorites | Main Menu - » Accounts Receivable ~ > Paymenis = > Direct Journal Payments ~ > Modify Accounting Entries

Directly Journalled Payments . Deposit Control :

Unit 50100 DepositID 91226 Payment CK1234 Seq 1
Currency Details
Amount 750.00 Currency USD
Base 750.00 Currency USD
N
Complete Budget Status ;454
Accounting Line Display
(®) standard ) Supplemental (Entry Event) C Both | Display
Distribution Lines Personalize | Find | (2] = First '4' 14 o0f4 '} Last
ChartFields | Currency Details | Budget Journal Reference Information Disfribution Creation / Update Details | [F==¥
Type EE:QT:EEH GL Unit Debit Amount Credit Amount Line Amount Foreign Currency Line Descr
5 o} 150100 750.00 -750.00 UsD 19-12-05AR_DIRJRNLS91226
k=] &} 2 TREAS 750.00 750.00 USD 19-12-05AR_DIRJRNLS1226
= Q, 350100 750.00 T750.00 USD 19-12-05AR_DIRJRNLS1226
=] o} 4 TREAS 750.00 -750.00 USD 19-12-05AR_DIRJRMNLS91226
L4 >
Total

Lines 4 Total Debits 1,500.00 Currency USD Total Credits 1,500.00 Currency USD  Net 0.00




}) Simulation: Finalizing/Approving a Deposit
/

You will now view a simulation that demonstrates how to finalize and approve a deposit.
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}) Lesson 4. Finalizing a Deposit 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 4: Summary
/

n Finalizing a Deposit

In this lesson, you learned:

» Create and Approve a Deposit Certificate

* Review General Ledger Journal Information
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}) Course Summary
/

m Creating and Maintaining Deposits

In this course, you learned:

« Understand key Accounts Receivable Creating and Maintaining Deposits concepts

« Understand how Accounts Receivable Creating and Maintaining Deposits 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 a Deposit in Cardinal
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}) Course Evaluation
/

Congratulations! You successfully completed the 501 AR326: Creating and Maintaining Deposits course.

Your instructor will provide instructions on how to access the evaluation survey for this course.
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p/ Appendix
/

Key Terms

Flowchart Key
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g/ Key Terms
e

Accounts Receivable: The module in Cardinal which allows COVA agencies to manage funds received through deposit
creation and the recording of cash, revenue, and other Creating and Maintaining Deposits (e.g., petty cash).

Agency to Agency (ATA) Transactions: Includes payments by one agency to another for goods or services, pass through
federal funds, cash transfers (state grants), transfer of appropriations, transfer of cash collected on behalf of another agency,
etc. In Cardinal, ATA transactions are handled in one of three different ways depending on the type of transaction. Transfer of
funds are handled in the General Ledger. Inter-agency payments are handled in Accounts Payable. Inter-agency deposits
are handled in Accounts Receivable.

Budget Checking: The process of comparing transactions to budget ledgers to ensure that amounts do not exceed the
controlling budget. Transactions may pass, fail, or pass with a warning. The budget check process is run via a batch process.
Once a valid budget check status is achieved, the budget balances are updated.

Business Unit: An operational subset of an organization. In Cardinal, each state agency is a Business Unit.

Combination Edits: Rules that determine which ChartField values are required, or not allowed, in combination, in order for
an accounting entry to be posted.
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/;/ Key Terms (continued)
/

Commitment Control: Tool that enables the tracking or controlling of expenses against budgets and revenues against
estimates.

Customer ID: The number that identifies the COVA agency submitting the payment.

Deposit Certificate Number: A unique number from the deposit slip provided by the bank; keyed into Cardinal to uniquely
identify the deposit when entering a funds receipt transaction.

Deposit Control: Tool that establishes the control totals and amounts for each deposit.

Deposit ID: The unique key reference for deposits in Cardinal. This number is associated with one deposit and can be used
as a lookup to view details of a deposit, including control totals and status.

Deposit Type: Value that is used to categorize different types of deposits in the system (e.g., cash, checks, wire, etc.). In
Cardinal, the deposit type defaults from the bank configuration.
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@ Key Terms (continued)
/

Deposit Unit: Element that defines the agency to which a deposit will be credited.
Direct Journals: Entry used to enter payments in the Accounts Receivable module.

Direct Journal Payments: Payments that do not correspond to receivables established in Cardinal. Cardinal refers to these
payments as directly journalled entry payments and treats them as miscellaneous cash receipts.

Electronic Payment: Payments from EDI transmissions and EFT payment files that are routed to the Treasury.

Funds Receipts: The process that allows the Commonwealth of Virginia (COVA) agencies to record funds received through
deposit creation and the recording of cash, revenue, and other Creating and Maintaining Deposits (e.g. petty cash) by
creating journal entries for payments that will be sent to the General Ledger.

General Ledger: The functional area that contains all the accounts (e.g. Budget, Actuals, Modified Accrual, Full Accrual and
Cash) used to track accounting transactions. The General Ledger serves as the basis for the preparation of financial
statements.
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/;/ Key Terms (continued)
/

ltem Payment: Payment that corresponds to a receivable established in Cardinal.

Payment Status: Code that identifies a payment’s status as it is processed. A direct journal has a payment status of
“‘unidentified” when entered, but the status changes to “Directly Journalled” when the accounting entries are created and

marked complete.
Payments: In the Accounts Receivable module, this term refers to funds received by the agency.

Posting: Process that creates the accounting entries for vouchers, cash advances, expense reports, and payments. When
an entry is free of errors, it can be posted.

SpeedType: A predetermined chart of accounts value string which populates or partially populates the accounting
distribution line when entered on a transaction.
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» Flowchart Key

Step
Description

Batch
Process

Manual
Operation

Decision
QOutcome

Entity Name

Depicts a process step or interface.

Specifies a batch process.

Depicts a process step that is preformed manually.

Defines the possible outcom es of a decision or
analysis that took place in a step immediately
preceding.

Represents an entity (person, organization, etc.).

Start

End

Document

O

Step/
Process

Indicates point at which the process begins.
Does not represent any activity.

Indicates point at which the process ends.
Does not represent any activity.

Depicts a document of any kind, either electronic
or hard copy.

Indicates an on-page or intra process connector.
Used to avoid complex overlapping connector
lines or to continue a process on a subsequent

page.

Connects steps between business processes.
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