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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 travel and expense concepts
Understand the business processes in the Expenses module
Explain the processes for interfaced Cash Advances and Expense Reports

Create and submit a Cash Advance request online

View Cash Advance status

Create and submit an Expense Report online



p Course Objectives (continued)
/

Q View Expense Report status



Agend
/}) genda

Processing Employee Expenses Overview

Cash Advance

Expense Report




}j Lesson 1: Introduction
Y4

” Processing Employee Expenses Overview

This lesson covers the following topics:

* Accounts Payable Overview
« Key Concepts

* EXpenses Process



}) Accounts Payable Overview
/

The Accounts Payable functional area of Cardinal is
composed of two modules:

Accounts Payable

The Accounts Payable (AP) module processes
payments to suppliers for goods and/or services
received.

Expenses

Payments to employees for non-salary related items
(i.e., travel and other business expense
reimbursements) are made through the Expenses
module.

This course will focus on processing employee
expenses for interfacing agencies.

Cardinal Functional Areas

Accounts

Modules

Payable

Accounts
Receivable

Payroll i

Project
Accounting”

Accounts Payable

Expenses

* Not used by all state agencies




@ Key Concepts
/

Some key concepts in processing travel and expenses include:

Accounts Payable (AP) Vouchers - Cardinal does not use AP vouchers to reimburse agency
employees. In Cardinal, employee reimbursements for the agency employees are processed directly
through the Expenses module. Employees are not set up as suppliers in Cardinal when being reimbursed
by their agency.

Employee Profile Update - A profile must exist for an employee prior to an employee being reimbursed
or being granted access to Cardinal. Employee profiles house important organizational data such as
business unit, department, and default ChartFields. Profiles also contain electronic data interchange
(EDI) banking information, if applicable. EDI information is added/updated through a daily interface from
the Cardinal Human Capital Management (HCM).

Proxy/Authorized User - In Cardinal, a proxy (proxies) is assigned to enter employee expense
transactions. Most employees will have proxies other than themselves who will enter and process their
expense related transactions.



/,) Key Concepts (continued)
/

Attachment Capability - In Cardinal, you can add attachments (such as scanned receipts can be added)
to Travel Authorizations, Cash Advance requests, or Expense Reports. Note that the scanned documents
do not serve as official documentation for auditing purposes, so the original hard copy of the documents
must be maintained. If an error occurs when trying to open an attachment, try saving the file and opening
it locally. For a detailed listing of the file extensions that are allowed as attachments in Cardinal, see the
appendix section of this course.

Applying Cash Advances - As a Cardinal Expenses user, apply any Cash Advances to the employee
against the related Expense Report that is filed after the travel is completed. Cardinal then calculates the
amount owed back to the employee or the amount owed to the Commonwealth.

Workflow - Workflow routes items to the designated approver(s) worklist and describes the path of
approvers required for an item to continue being processed in Cardinal.

Accounting Distribution - ChartField string that defines how a transaction is charged (i.e., which fund,
account, program, department, etc.).

Payment Check Cashing - A process that ensures all payments, including vouchers, employee
expenses, and cash advances, are checked against available cash before being released for payment
each night.



s/ Proxies
Y

In Cardinal, only a proxy (authorized user) can create, update, or view expense transactions. Only a proxy
can create or view Travel Authorizations, Cash Advances, and Expense Reports.

Some agency employees may serve as proxies for themselves and create their own expense transactions. In
other instances, one or more employees may serve as proxies for other agency employees. Only proxies can
access expense transactions.

The proxy enters all expense related information in the system including Travel Authorizations, Cash
Advances, and Expense Reports. Agencies’ policies and procedures determine how the expense
information is provided to the proxy for their employees. For example, an agency may have a specific form
that is used to record the transactions or use the forms that are available on the Cardinal website in Forms

under Resources.



/,) Expenses Processing Overview
/

Travel Authorizations Processing

If a Travel Authorization is required by State and/or Agency policy, interfacing agencies have the option of
deciding whether to use an internal agency process or enter online in Cardinal. Travel Authorizations are
used as a means of approving employees’ plans to travel and/or incur related expenses.

Online Travel Authorizations entered in Cardinal must be entered and approved prior to travel. Cardinal does
not allow authorization of trips that have already occurred. Online Travel Authorizations cannot be used to
populate an uploaded Expense Report. If interested in learning more about how the online Travel
Authorization process works for agencies that process Employee Expenses online, please refer to the SW
AP315A Online Expense Processing course for more details.

Cash Advance Processing

Cash Advances provide funds to an employee prior to travel in order to minimize the impact of business travel
on an employee’s personal finances. Cash advances are created in the agency system and uploaded into
Cardinal.

Expense Reporting Processing
Expense Reports are used to reimburse the agency’s employees business related travel and/or other
business expenses. Expense Reports are created in the agency system and uploaded into Cardinal.

10



@ Interface Cash Advance Process
J

Interfacing agencies create Cash Advances in their agency systems which are then uploaded to Cardinal.

Transactions with valid and complete data are loaded into Cardinal for edit checking and are then routed for
online approval in Cardinal. Cash advances must be approved in Cardinal. Once they are approved, Cardinal
creates the related transaction entries and generates the cash advance payments to employees.

Cash Advances that contain missing or invalid data are not successfully loaded into Cardinal. They are listed
on the Cash Advance Upload Error Report. For more detailed information about viewing cash advances
and error processing for interfaced transactions, see the job aid entitled SW AP315: Cash Advance
Interface Processing located on the Cardinal website in Job Aids under Learning.

Below is a high level diagram of the Interfacing Agencies Cash Advance process.

Route

Cash Adva_nce Upload Cash Edit Check for Payment Cash

Created in - ) - - - Cash ~ Advance
> Advance File > Cash > | Approval > . > .
Agency . Checking Paid to
to Cardinal Advance &
System Process Employee
Approve
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@ Interface Expense Report Process
/

Interfacing agencies create Expense Reports in their agency systems and follow their agency guidelines for
approval. Their Expense Report approvals occur at their agency, outside of Cardinal. Once approved, the
expenses data is captured in a file and uploaded to Cardinal for processing.

Cardinal does not route interfaced agency Expense Reports through workflow for approval by the agency
(agency level workflow). However, if an Expense Report is updated online in Cardinal, it will be routed for
approval and it must be approved in Cardinal.

Transactions with valid and complete data are loaded into Cardinal for edit and budget checking. Cardinal
then creates the related transaction entries and generates payments to reimburse employees.

Expense transactions that contain missing or invalid data are not successfully loaded in Cardinal. They are
listed on the Expense Upload Error Report. For more detailed information about viewing expense reports
and error processing for interfaced transactions, see the job aid entitled SW AP315: Expense Report
Interface Processing located on the Cardinal website in Job Aids under Learning.

Below is a high level diagram of the Interfacing Agencies Expense process.

Expense Report Upload Edit & Budget Payment
. . Post - Cash - Pay
Created in Agency P> Expense File —> Check Expense —> o > . >
. Liabilities Checking Employee
System to Cardinal Reports Process




}) Lesson 1: Checkpoint
/s

Now is your opportunity to check your understanding of the course material.

Read the question on the next slide(s), select answer(s) and click Submit to see if you chose the correct
response.

13



Your agency's employees are not set up as vendors in Cardinal when
being reimbursed for travel or business related expenses incurred for your
agency.

O True

O False
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Cash Advance and Expense Transactions do not go through the payment
cash checking process in Cardinal.

O True

O False
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Interfacing agencies cannot upload which of the following in Cardinal:

Travel Authorizations

O

O Expense Reports
O Cash Advances
O

All of the above



Interfaced Cash Advances and Expense Reports do not require agency
level approval online in Cardinal once they have been uploaded from the
agency system.

O True

O False

17



/;) Lesson 1: Summary
/

‘ Processing Employee Expenses Overview

In this lesson, you learned:

« Key concepts in the Expenses module
« Travel authorizations cannot be uploaded into Cardinal; they can only be entered online
« The Interface Process for Cash Advances and Expense Reports

« Cash Advances and Expense reports go through the Payment Cash Checking process before payment is
made to the employee

18



}j Lesson 2: Introduction
Y4

This lesson covers the following topics:

Interfaced Cash Advances Overview

Creating and submitting a Cash Advance request online

Viewing Cash Advance status

Updating or deleting a Cash Advance

19



/,) Interfaced Cash Advances Overview
J

All of your agency’s employee travel and business related expenses are processed in the Expenses module.
Petty cash cannot be used for payments to employees. Petty cash can only be used when entering vouchers
to pay suppliers. In Cardinal, the agency’s employees should not be suppliers.

Cash Advance requests require approval online in Cardinal. Interfacing agencies may upload a Cash
Advance request or enter it online. Once a Cash Advance is approved, Cardinal creates related accounting
entries, based on the employee’s profile. Then the amount of the advance is issued by check or deposited in
the employee’s bank account. Employee bank account information is uploaded from Cardinal HCM daily and
can only be viewed by the Virginia Department of Accounts (DOA) EDI Coordinator.

Note: Employee Profiles created by the Employee Profile Upload will be updated with EDI banking
information daily.

20



@ Interfaced Cash Advances Overview (continued)
/

Interfacing Agencies send their agency Cash Advance transactions to Cardinal using the Cash Advance
Upload process.

Transactions that do not pass edit checks are not successfully loaded into Cardinal. Cardinal generates a
Cash Advance Upload Error Report nightly that displays details for all rejected transactions. Rejected
transactions are reviewed and corrected by the agency before being re-sent to Cardinal.

Interfaced Cash Advances successfully uploaded into Cardinal are routed by workflow for agency level
approval in Cardinal.

For more detailed information about interfaced cash advances , see the job aid entitled SW AP315: Cash
Advance Interface Processing located on the Cardinal website in Job Aids under Learning.

21



74 Creating a Cash Advance Request
/

Cash advances can be uploaded into Cardinal or created online. To create a cash advance online in Cardinal,

access the Create Cash Advance Report page using the following path:

Main Menu > Employee Self Service > Travel and Expense Center > Cash Advance > Create/Modify

Use the Create Cash Advance Report page to enter the Cash Advance request information for the

employee.

Create Cash Advance

Micah Bradley

*Business Purpose

Reference
*Advance Description we

S ser Defaults
Import ATK Advances

Cash Advance 7 & View Printable Version > Motes

*Source Description =Amount Currency

| ot 0.00/UsD

Totals
Advance Amount 0.00 UsD

[] By checking this box, the employee has certified the advance requested is related to estimates of expenses to
be incurred by the employee on official business of the Commonwealth of Virginia and include only such
expenses necessary in the conduct of that business, and the advance will be repaid in accordance with
policies/procedures outlined in CAPP Topic 20336.

Submit Cash Advance

Favoriies - | Main Menu « > Employee Sel-Service » > Travel and Expenses » > Cash Advances = > Creata/Modify

Q

A5 Attachments

Apply Tax

Click on image to enlarge
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/p/ Creating a Cash Advance Request (continued)

Complete the following fields when entering a
Cash Advance. Required fields are marked
with an asterisk:

« Business Purpose - use the drop-down
menu to select the business purpose for
the advance.

« Description - enter a description for the
Cash Advance request.

 Reference — use this fields to enter any
additional information about the advance.

* Notes - use this hyperlink to document
any notes related to the advance.

« Attachments - use this link to attach
documents to the cash advance request.
For a detailed listing of the file extensions
that are allowed as attachments in
Cardinal, see the appendix section of this
course.

Favorites v Main Menu + » Employee Self-Service v > Traveland Expensesv » CashAdvances» »  Creafe/Modify

Create Cash Advance [0 Save for Later | ) Home

Micah Bradley

*Business Purpose’Training—V‘ Reference Q

Advance Description Business Writing Seminar

s
Hr User Defaults
Eﬁ Impart ATM Advances

CashAdvance (7 & View Printable Version () Notss S Aiachments

*Source Description *Amount Curency Apply Tax

|System Check v| Expenses incurred for BIWS 150.00USD 4[]
Totals

Advance Amount 180.00 USD

By checking this box, the employee has certified the advance requested is related to estimates of expenses to
be incurred by the employee on official business of the Commonwealth of Virginia and include only such
expenses necessary in the conduct of that business, and the advance will be repaid in accordance with
policies/procedures outlined in CAPP Topic 20336

] DY, S I S
Submit Cash Advance

23




V4

Source - select System Check,
which is the only option. This is not
necessarily how the employee will
receive payment. Payment method
is determined by the employee
profile setup.

Description field next to the
Source - this field is not required
but can be used to capture
additional information about the
request, if needed.

Amount - use to enter the amount
of the advance.

7} Creating a Cash Advance Request (continued)

(0] Save for Later | (§) Home

Favorites » Main Menu » » Employee Selt-3ervice » > Travel and Expenses » » Cash Advances» »  Create/Modify
Create Cash Advance
Micah Bradley
*Business Purpose | Training v Reference

*Advance Description |Business Writing Seminar

50
0 User Defaulls

Eﬁ Import ATM Advances

Cash Advance (?/ & View Printable Version () Notes

*Source Description *Amount

| System Check v| Expenses incurred for BWS 150.00
Totals

Advance Amount 150.00 USD

A, Attachments

urmency Apply Tax

5D ][]

By checking this box, the employee has certified the advance requested is related to estimates of expenses to
be incurred by the employee on official business of the Commonwealth of Virginia and include only such
expenses necessary in the conduct of that business, and the advance will be repaid in accordance with

policies/procedures outlined in CAPP Topic 20336.

O hpnid 5 A
Submit Cash Advance
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#/ Saving a Cash Advance Request
/

After completing a Cash Advance request, click on Save for Later or Submit. Cardinal assigns an Advance
ID to the request. The Advance ID cannot be added manually when creating a Cash Advance online.

Favoritesy |  Main Menu v > Employee Self-Service v > Travel and Expenses v > CashAdvances» > Create/Modify
Modify Cash Advance [ Save for Later} | (& Home
Micah Bradley
*Advance Description Business Writing Seminar Reference Q
so
¥® User Defaults
[® Import ATM Advances
Cash Advance 7 View Printable Version (> Notes & Attachments
*Source Description *Amount Currency Apply Tax
[System Check v| |Expenses incurred for BWS 150.00|USD + [=]
v Totals
Advance Amount 150.00 USD

By checking this box, the employee has certified the advance requested is related to estimates of expenses to
be incurred by the employee on official business of the Commonwealth of Virginia and include only such
expenses necessary in the conduct of that business, and the advance will be repaid in accordance with
policies/procedures outlined in CAPP Topic 20336.

Submit Cash Advance

25



7} Saving a Cash Advance Request (continued)
/

TO save th € req u eSt ) Favorites v Main Menu v > Employee Self-Service v > Traveland Expensesv > CashAdvancesw > Create/Modify

 Click the Save for Later button on the

Create Cash Advance Report page. Mocify Cash Aavance e Lt | ) Home
This saves the request and changes are Micah Bradley
allowed. The request must be submitted *Business Purpose Traning v Report 0000000833 Pending
In order to then go through the approval *Advance Description Business Writing Seminar Reference Q
process. % User Defaults
[@ Import ATM Advances
« When the Save for Later button is Cash Advance (2 View Prinable Version O Notes 4, Atachments
clicked, the Advance ID populates and »
. *Source Description *Amount Currency Apply Tax
the page changes to Modify Cash
Advance Report | System Check v/| |Expenses incurred for BWS 150.00/USD 4[]
Totals

[ ' i Advance Amount 15000 USD
« At this point, the request is saved and vance Amoun

can be m Od Ifl ed ’ If n ecessary1 by usin g 0 By checking this box, the employee has certified the advance requested is related to estimates of expenses to
: . be incurred by the employee on official business of the Commonwealth of Virginia and include only such
th € fOI IOWI n g path . expenses necessary in the conduct of that business, and the advance will be repaid in accordance with

policies/procedures outlined in CAPP Topic 20336,

Main Menu > Employee Self Service >

Travel and Expense Center > Cash
Advance > Create/Modify



/;/ Submitting a Cash Advance Request
7/

TO S u b m It th e re q u eSt: Favorites » Main Menu » Employee Self-Service v »  Traveland Expenses » » Cash Advances» » Create/Modify
* Click the certification statement . —_—
. View Cash Advance @) Home
checkbox. The Submit Cash Advance
Micah Bradley

button becomes active.

Your cash advance 0000000833 has been submitted for approval.

Business Purpose Training Report 0000000333 Submission in Process
i C“Ck the SU b m |t CaS h Ad vance button . Advance Description Business Writing Seminar Reference
Accounting Date D1/18/2017 Post State Not Applied
A Submit Confirmation page displays. Created DIISROTT - Wican Sracey

Last Updated 01/13/2017  Micah Bradley
vo
¥ User Defaults

* CIICk the OK bUtton to Conflrm the Cash Advance (¢ &) View Printable Version (> Notes
submission. b
*Source Description *Amount Currency Apply Tax
. System Check E 85| d far BWS 150.00USD
« A message displays at the top of the e e
Totals

page indicating the cash advance has T T
been submitted for approval.

By checking this box, the employee has certified the advance requested is related to estimates of expenses to
be incurred by the employee on official business of the Commonwealth of Virginia and include only such
expenses necessary in the conduct of that business, and the advance will be repaid in accordance with

olicies/procedures outlined in CAPP Topic 20336.

Submit Cash Ad

« The page changes to View Cash
Advance.

Vanc
vance

Refresh Approval Status




/,) Submitting a Cash Advance Request (continued)
/

Once clicking the OK button on the Submit Confirmation page, the Cash Advance is checked to ensure
the amount is within the Cash Advance Level for the employee, as well as checked for missing fields. If
any updates are made, the Cash Advance will need to be submitted again.

The report is routed through workflow to the approver’s worklist. If more than one approval is required,
Cardinal automatically routes the report to the designated approvers.

The approver(s) may approve, deny, or send back the Cash Advance. If the request is not approved, the
approver should indicate the reason(s) in the message comments.

Once approved, the cash advance will be submitted for payment in the nightly batch.

The Payment Cash Checking application ensures all payments, including vouchers and expenses, are
checked against available cash before being released for payment. For more detailed information about
payment cash checking, see the following job aids located on the Cardinal website in Job Aids under
Learning:

« SW AP312: Payment Cash Checking — Overview

« SW AP312: Payment Check Cashing — Reports

« SW AP312: Payment Check Cashing — Fund Level Processing Rules Updates
« SW AP312: Payment Check Cashing — Updating Transaction Level Overrides

28



Proxies for an employee can view the
status on the View Cash Advance
Report page.

To access this page navigate using the
following path:

Main Menu > Employee Self Service >
Travel and Expense Center > Cash
Advances > View

/p/ Viewing the Cash Advance Status

Favorites - | Main Menu + > Employee Self-Service ~ > Travel and Expenses ~ > Cash Advances ~ > View

View Cash Advance

Micah Bradley

Business Purpose Training Report 0000000833 Submitted for Approval
Advance Description Business Writing Seminar Reference
Accounting Date 01/18/2017 Post State Mot Applied

Created 01/13/2017  Micah Bradley

Last Updated 01/18/2017  Micah Bradley
o
20 User Defaulls

Cash Advance (2 & View Printable Version 2 Notes
*Source Description =Amount Currency Apply Tax
System Check Expenses incurred for BWS 150.00USD
Totals
Advance Amount 150.00 USD

| By checking this box, the employee has certified the advance requested is related to estimates of expenses to
be incurred by the employee on official business of the Commonwealth of Virginia and include only such
expenses necessary in the conduct of that business, and the advance will be repaid in accordance with
policies/procedures outlined in CAPP Topic 20336.
Submit Cash Advance | Withdraw Cash Advance | Submitted On  01/18/2017

Submitted By Micah Bradley

Approval History

& & 2

Submitted Supsnasor
Iizah Bradley John Smith Payment

Role Name Action DateMime

Employee Bradley,Micah Submitted 01/13/2017 1:57:28FM
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4/ Viewing the Cash Advance Status (continued)

The current status displays in the Status field on the
View Cash Advance Report page shown here.

The Header section contains the Cash Advance
Report number and the status.

The Totals section displays the total of the Cash
Advance.

The next section contains the certification statement
and the Submit information. Note that there is also a
Withdraw Cash Advance button. For more detailed
information about updating or deleting a Cash
Advance, see the job aid entitled SW AP315A:
Updating and Deleting Expense Transactions —
Online Agency located on the Cardinal website in
Job Aids under Learning.

The Approval History section, at the bottom of the
page, provides a history of the submission, approval,
and payment of the request.

Favorites » | Main Menu > Employee Self-Service ~ » Travel and Expenses »+ » Cash Advances~ » View

View Cash Advance

Micah Bradley

Business Purpose Training

Report 0000000883 Submitied for Approval

Advance Description Business Writing Seminar Reference
Accounting Date 0171872017 Post State Mot Applied
Created 01/13/2017  Micah Bradley

Last Updated 01/18/2017  Micah Bradley
4
L] User Defaults

Cash Advance (7 &) View Printable Varsion ) Notes
*Source Description *Amount Currency Apply Tax
System Check Expenses incurred for BWS 150.00USD
Totals
Advance Amount 150.00 USD

By checking this box, the employee has certified the advance requested is related to estimates of expenses to
be incurred by the employee on official business of the Commonwealth of Virginia and include only such
expenses necessary in the conduct of that business, and the advance will be repaid in accordance with
policies/procedures outlined in CAPP Topic 20336.

\Withdraw Cash Advance _‘ Submitted On  01/13/2017
Submitted By Micah Bradley

Submit Cash Advance

Approval History

G g 5
Submitted Supervizor
Ificah Bradley John Smith Payment
Role Name Action DateTime

Employee Bradley,Micah Submitted 01182017 1:57.28PM

Click on image to enlarge
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/,) Updating/Canceling and Deleting a Cash Advance
/

As a proxy, the user can update an existing Cash Advance if it has been:

« Saved, but not submitted for approval
« Withdrawn from approvals after submission (prior to the approver taking action)
« Sent back by an approver

A Cash Advance can be deleted if it:

* Is nolonger needed

« Has been saved but not submitted for approval

 Was sent back by the approver

« Was denied by the approver

A Deleted cash advance cannot be viewed online.

For more detailed information about expense transactions, see the job aid entitled SW AP315A: Updating

and Deleting Expense Transactions — Online Agency located on the Cardinal website in Job Aids under
Learning.
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}) Lesson 2: Checkpoint
/s

Now is your opportunity to check your understanding of the course material.

Read the question on the next slide(s), select answer(s) and click Submit to see if you chose the correct
response.
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All interfaced Cash Advances must be approved online in Cardinal.

O True

O False
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In Cardinal, petty cash can be used to reimburse your agency's employees
for business related travel and expense reimbursements.

O True

O False
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}) Lesson 2: Summary
/

In this lesson, you learned:

« The process for interfaced Cash Advances
* The steps to create and submit a Cash Advance request online

* How to view the status of a Cash Advance

35



}) Lesson 3: Introduction
/s

This lesson covers the following topics:

* Interfaced Expense Reports Overview
« Creating and submitting an Expense Report online

* Viewing the status of an Expense Report

36



@ Interfaced Expense Reports Overview
/

The Expense Report data is uploaded into Cardinal via an interface. The interface program checks the
Expense Report transaction for completeness and valid values. If there is an error, the Expense Report is
rejected and will not be entered into Cardinal. Once the agency makes corrections within their internal
system, the corrected Expense Report transaction must be resubmitted.

Interfacing Agencies send their agency approved Expense Report transactions to Cardinal using the
Expense Report Upload process.

Cardinal validates required ChartFields and ChartField combinations. Transactions that pass these checks
are loaded into Cardinal.

Transactions that do not pass these checks are rejected. Cardinal generates an Expense Upload Error
Report nightly that displays details for all rejected transactions. Rejected transactions are reviewed and
corrected by the agency, before being re-sent to Cardinal.

Interfaced Expense Reports do not go through agency level workflow for approval. If they are updated online
in Cardinal, the Expense Report will go through one agency level approval.

37



/p/ Creating an Expense Report

To enter an expense report online in Cardinal, use the following path:

Main Menu > Employee Self Service > Travel and Expense Center > Expense Reports > Create/Modify

Enter the employee’s Employee ID in the Empl ID field. This is the 11 digit Cardinal HCM ID number.
Click the Add button.

Favorites - Main Menu + » Employee Seli-Service » > Travel and Expenses = » Expense Reports = > CreateModify

Expense Report

Find an Existing Value ||| Add a New Value

Empl ID|00987620161 |G

Add




p/ Creating an Expense Report (continued)
/

When entering an Expense Report, start with a blank report or choose an option from the Quick Start drop-
down menu:

« A Template —This option is not used for Interface agencies.

« A Travel Authorization — Agencies have the option to enter Travel Authorizations online to link to
Expenses.

 An Existing Report — This option displays the Copy From an Existing Expense Report page, allowing
copy of all data from an Expense Report, including accounting distributions.

« Entries from My Wallet — This option is not used in Cardinal.

If using the Quick Start menu, click the Go button to access the option selected.

Favoriies » Main Menu = » Employee Self-Service » > Travel and Expenses » » Expense Reports » » Create/Modify
New Window | Help | Personalize Page | 2
Create Expense Report [0 Save for Later | &) Home | [g) Summary and Submit
Micah Bradley (?
Quick Star __-'-'.;!:. te From ‘ G0 ‘
o ATemplate _
Business Purpose v| Default Location Q ATravel Authorizafion
o An Existing Report
*Report Description 4 Attachments Eniries from by Wallet

Reference Q




y Header Section
/

If copying from another Expense Report (or Travel
Authorization), the copied data auto-populates this
section of the Create Expense Report page.

If using a Blank Report, enter a Business
Purpose select a using the drop-down menu and
Description of the trip.

The Default Location field defaults the location on
the expense lines where location is required, but
can be changed as needed when keying the
individual lines.

The Reference field is optional and can be used to
capture additional information about the expense.

The Attachment link allows attachments to be
added to the Expense Report. For a detailed listing
of the file extensions that are allowed as
attachments in Cardinal, see the appendix section
of this course.

Favoriesy | ManMenuw 5 Employee Seff-Senvice v » Travel and Expenses v » Expense Renoris v > Create/Mody

Create Expense Repor
Wican Bradley 2

N Wi | el | PrsonaizePage | 2

(2 Save oLt | (§ Hom | ) Summary and Suimit

CQuick $tart | Papute From v ‘E|

sty | osutoaton Vi Bz 4
“Repart DeseriptionBusiness Wrkng Wershap G Mahmeris
Reference q
Expenses 2
Evoand Al | Colapse Al Add: | 2 My Wallt (1) | ﬁuuiak-FiI\ T -t
Tae “Egpens Type Deserition “Payment Typs Wout Cureny
i | v | B v o o HE

254 eharactars remaning

Expand Al | Collapse Al

Total 000 UsD

Click on image to enlarge
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9/ Expenses Section

Agencies are responsible for ensuring all expenses meet travel and expense guidelines and follow agency
policy. Enter the required information in the Expenses section of the Create Expense Report page. Enter or
select the following fields:

« Date - Date expenses incurred.

« Expense Type - Select Other Employee Reimbursements. Details will be reported in the distribution
lines.

« Description - A brief description of the expense

« Payment Type - Defaults to Check; if not select it.

« Amount - Enter the total amount for the expenses.

« Currency - Defaults to USD and should not be changed.

« Billing Type - Defaults to Billable and should not be changed.

 Non-Reimb - This checkbox is only selected if the expense line is not to be reimbursed to the employee
and accounting entries do not need to be created for this expense line.

Expenses (7
Expand All | Collapse Al Add: | [ My Wallet (0) | 4 Quick-Fil Total 200.00 USD

*Date *Expense Type Description *Payment Type *Amount Fourrency

0117/2017 | |Other Employee Reimbursements |  *|Expenses to attend Business Wriing Workshop i) [Check v| 20000 JusD  |Q (=]

S HErTITATAT TS eI
*Billing Type[Bilable V| Receipt Spiit [ Default Rate *Exchange Rate | 1.00000000 ¢, [
I [ Non-Reimbursable I Base Currency Amount 20000 USD
Cno Receipt
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},) Accounting Details Section
/

Go the Accounting Details section of the Expense line. This section should default as seen in the
screenshot below. If not, click the Expand Lines icon next to Accounting Details to view it.

Expenses (7
Expand All | Collapse Al Add: | [ My Wallet 0) | £ QuickeFil Total 20000 USD
*Date “Expense Type Description *Payment Type *Amount *Currency
01HTR01T |5 |Other Employee Reimbursements v| *‘Expenses to aftend Business Writing Warkshop '@ |Check v 20000 |USD Q [=]
210 characters remaining
“Billing Type/Bilable v Bt Receipt Spit M Default Rate *Exchange Rate | 1.00000000 , [
[INon-Reimbursable  Base Currency Amount 20000 USD
U No Receipt
| Accounting Details (2
| Chartfields
Amount GL Unit Monetary Amount g:g:"w E:;::ange SpeedType Key  Account Fund Program Department Cos
200,00 15100 200.00USD 1.00000000 Q15013110 Q) |01000 @, 737001 @, 95400 Q .
< >
Expand All | Collapse All Total 200.00 UsD
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#/ Accounting Details Section (continued)
/

The Accounting Details section contains the fields entered in the Expense Distribution Record of the
Expense Report Upload file for interfaced transactions.

The Accounting Details section is used to itemize expenses by accounting distribution. In this example, the
total expense amount is $200.00 with $127.55 for lodging and $74.25 for mileage.

[ ITN0 RECEIT
~ Accounting Details (7

Chartfields

Currency Exchange

Amount GL Unit Monetary Amount Code Rate SpeedType Key Account Fund Program Department Cos
200.000 15100 200.00U3D 1.00000000 Q, (5013110 Q, (01000 |Q, |737001 Q, (95400 Q
< >

43



74 Accounting Details Section (continued)
/

To update the accounting detail, click in the Amount field and change the total to the specific expense
amount relating to this line. For this example, lodging and fees of $127.55 were incurred.

Change the Account and any other values to ensure this amount for lodging is charged correctly. For this
scenario, the Account code is changed to 5012850.

Note: The Amount field will indicate an error when the amount is changed since it is less than the total.
Disregard until all information is entered.

*Date *Expanse Type Description *Payment Type *Amaunt *Currency
M 011712017 |5 |Other Employee Reimbursements v| *‘Expenses fo aftend Business Writing Workshop @ | Check v 200000 UsD |Q [=]
210 characters remaining
“Billing Type[Bilable v/ Receipt Spit ™ Default Rate “Exchange Rate | 100000000 #, E
(I Non-Reimbursable ~ Base Currency Amount 20000 USD
(No Receipt

" Accounting Details (7

Chartfields

Currency Exchange

Amount GL Unit Monetary Amount Code Rate

SpeedType Key  Account Fund Program Department Cos

5100 127.65USD 1.00000000 Q 5012850  |Q [o1000|Q 737001 |Qy [9400 Q
< >




/,) Accounting Details Section (continued)
/

To add another line, use the scrollbar to move to the right. Click the + button to add a line.

[ TNo Receipt
" Accounting Details (7

Chartfields

Source
Type

[ 12755 Q Q Q Q Q F]=]
£ >

Amount Category Subcategory Affiliate Fund Affiliate

Enter the amount and correct distribution for that line. In this scenario, $72.45 was added for the mileage and
the Account was changed to 5012820. Repeat this process until all expenses lines are added.

T TTT TITTUTET

 Accounting Details (7

Chartfields

Currency Exchange

Amount GL Unit Monetary Amount Code Rate SpeedType Key  Account Fund Program Department Cos
127.55 15100 127.55USD 1.00000000 (5012850 G, |01000 |, 737001 21, 95400 2
72451 15100 T72.45U8D 1.00000000 74 5012820 Q) |01000 |, |737001 Q, 195400 Q

< >




/,) Checking the Expense Report for Errors
/

Cardinal automatically checks the expense report for errors when entering and upon save or submit. If errors
exist, a red flag displays in the second column of the expense line, and/or the incorrect fields are highlighted
in red.

If errors exist, click the red flag and a pop-up window displays with a brief description of the error. Review the
reason for the error and correct it.

*Date *Expense Type Description *Payment Type *Amount *Currency
v | (04172017 |5 [Other Employes Reimbursements vl & [Check v 2000 uso | [
254 characters remaining
“Billing Type(Bllable v Receipt Spit M Default Rate “Exchange Rate | 1.00000000 ¢, [
] Non-Reimbursable ~ Base Currency Amount 20000 UsD
LINo Receipt
let (QLl_£% Quick-Fil R
| Expense Report Line Errors
Help
- Please enter or update the following information:
e ) je Re
Vissing Description
Amo

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

46



/;) Applying a Cash Advance to an Expense Report
/

If the employee received a Cash Advance for
expense(s), it must be applied to the Expense
Report before saving the action.

To apply a Cash Advance:

* Click the Actions drop-down menu at the top of
the page.
Note: The Quick Start menu changes to
Actions once an Expense Type is entered.

« Select the Apply/View Cash Advances(s)
option.

e Click the Go button.

New Window | Help | Personalize Page | &

[0 Save for Later | (& Home | [z Summary and Submit

Actions

...Choose an Action GO
Adiusiment Gash Advanrce

Apply/NView Cash Advance(s)
ASSOCIATe TTavel ALTnonzZaon

Copy Expense Lines

Default Accounting For Report
Expense Report Project Summary
Export to Excel

Lser Defaults
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/* Applying a Cash Advance to an Expense Report
/ (continued)

The Apply Cash Advance(s) page displays. The Advance ID can be entered or selected using the Look-up
icon. Once the Advance ID is selected the page appears as shown below. The Advance ID must be entered
and all other values are auto-calculated. Make sure the advance is applied to the correct (e.g., related)
Expense Report by reviewing the Description field. The Description field displays when selecting the Cash
Advance.

If the Cash Advance amount is more than the total amount of the Expense Report, only apply the amount of
the Expense Report. The employee is responsible for paying the balance back to the Commonwealth. For
more detailed information about applying a cash advance entered online to an Expense Report entered
online, see the job aid entitled SW AP315: Applying and Reconciling a Cash Advance located on

the Cardinal website in Job Aids under Learning.

Fawvorites - ain Menu - > Employee Seli-Service - > Travel and Expenses ~ > Expense Reporis - > Create/Modify

Create Expense Report
Apply Cash Advance(s)

Report ID NEXT
Cash Advance Information

*Advance [|n] Advance Amount Balance E;g:ange Total Applied

0oo0000874 25000 15000 UsSD 100000000 100.00(UsSD [=]

Add Cash Advance Update Totals

Total Advance Applied 10000 LUsSD
Totals (1 Line) 200,00 USD
Total Due Employee 10000 USD

QK
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y Saving an Expense Report
/

After completing an Expense Report, applying any Cash Advance(s) if applicable, and correcting any errors,
save the Expense Report for later or submit it for approval. To save the report without submitting it:

* Click the Save for Later link at the top of the page.
A Report number displays with a status of Pending.
« The page changes to Modify Expense Report.

The expense report is saved and the user can go back and make changes. The Expense Report must be
submitted in order for it to be processed and paid.

Eavorites = | Main Menu = > Employee Self-Service » > Travel and Expenses » > Expense Reporis » > Create/Modify
New Window | Help | Personalize Page | &
Modify Expense Report : W [E summary and Submit
Micah Bradley (%
Actions [._Choose an Action v|| Go |
*Business Purpose|Training V| Report 0000106211 Pending
*Report Description [Business Writing Workshop Default Location [Virginia Beach Q
Reference Q &% Atachments
Expenses (2
Expand All | Collapse Al Add: | [ My Wallet 0) | 47 Quick-Fil Total 20000 USD
*Date *Expense Type *Description *Payment Typa *Amount *Currency
01/17/2017 | [Other Employes Reimbursements ]  "[Expenses to attend Business Writing Workshop |0 [Check v 20000 usD|Q =]
210 characters remaining
*Billing Type|Billable v Receipt Split ™ Default Rate *Exchange Rate | 1.00000000] #, [&




(L,

7} Submitting an Expense Report
/

To submit the Expense Report:

* Click the Summary and Submit link at the top of the page.

Favorites + ‘ Main Menu » » Employee Seli-Service » > Traveland Expenses » » Expense Reporis » > Create/Modify
New Window | Help | Personalize Page | &
Create EXPEI"ISE Reporl [ Save for Later | () Home | [z Summary and Submit
Micah Bradley (7
Actions | Choose an Action v|| GO |
Business Purpose| Training v Default Location Virainia Beach Q
*Report Description Business Wriing Workshop 4, Attachments
Reference Q
Expenses (7
Expand All | Collapse Al Add: | [ My Wallet (D) | £ QuickcFil Total 20000 USD
*Date *Expense Type Description *Fayment Type *Amount *Currency
0172017 [[H) |Other Employee Reimbursements v| *‘Expenses to attend Business Wrifing Workshop |Check Y] 20000 UsD Q =]
210 characters remaining
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% Submitting an Expense Report (continued)
/

* A new page displays. Click the certification check box to enable the Submit Expense Report button.
» Click the Submit Expense Report button.
« A confirmation pop-up window displays. Click the OK button.

A message displays in red in the Header section of the page indicating the expense report was submitted
for approval.

« The page name changes to View Expense Report.

Favorites « | Main Menu - > Employee Self-Service » > Travel and Expenses ~ > Expense Reports~ > Create/Maodify
New Window | Help | Personalize Page | =
View Expense Report Home | ) Expense Details
Micah Bradiey Actions vl eo
| Y our exéense report 0000106210 has been submitted for aEErovaI. I
Business Purpose Training Report DO0OD106210 Submission in Process
Description Business Writing Workshop Created 01192017  Micah Bradley
Reference Last Updated 01/19/2017  Micah Bradley
Post State Mot Applied
Totals (7 &) View Printable Version Y Wiew Analytics 2 MNotes
Employee Expenses (1 Line)} 200.00 USD Hon-Reimbursable Expenses 0.00 UsD Employee Credits 0.00 UsD
Cash Advances Applied 0.00 UsD Prepaid Expenses 0.00 UsD Supplier Credits 0.00 UsD
Amount Due to Employee 200.00 USD Ameount Due to Supplier 0.00 USD
¥

By checking this box, the employee has certified the expenses listed were incurred by the employee on official
business of the Commonwealth of Virginia and include only such expenses necessary in the conduct of that
bucivore

Submit Expense Report

Refresh Approval Status




/;/ Submitting an Expense Report (continued)
/

After the expense report has been submitted, the report is routed through workflow to the approver’s
worklist. The expense report must be budget checked before it is approved. The approver can budget
check the expense report or view the budget check results when reviewing the report for approval. If
more than one approval is required, Cardinal automatically routes the report to the designated approvers.

The approver(s) may Approve, Deny, or Send Back the Expense Report. If the request is not approved,
the approver should indicate the reason(s) in the message comments.

Approved Expense Reports are submitted for payment in the nightly batch.

The Payment Cash Checking application ensures all payments, including vouchers and expenses, are
checked against available cash before being released for payment. For more detailed information about
payment cash checking, see the following job aids located on the Cardinal website in Job Aids under
Learning:

« SW AP312: Payment Cash Checking- Overview

« SW AP312: Payment Check Cashing — Reports

« SW AP312: Payment Check Cashing — Fund Level Processing Rules Update
« SW AP312: Payment Check Cashing — Updating Transaction Level Overrides
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»/ Viewing an Expense Report Status
/

To view the status of the Expense Report any time after saving or submitting, navigate to the View menu
using the following path:

Main Menu > Employee Self Service > Travel and Expense Center > Expense Reports > View

The current status displays in the Status field on the Expense Detail page shown here next to the Report

number. The Approval History section shows where the report is in the process from submission, to
approval and payment.

Favorites + | Main Menu ~ > Employee Self-Service ~ > Travel and Expenses ~ » Expense Reporls = > View
New Window | Help | Personalize Page | =

View Expense Report 3] Expense Details

Levi stone Actions [EE VT M ] [ 50 |
Business Purpose Training IRepol‘l 0000106210 Submitted for Approval I
Description Businass Writing Workshop Created 01/19/2017  Micah Bradley
Reference LastUpdated 01/19/2017  Micah Bradiey
Post State Mot Applied
Totals (2 & View Printable Version EH View Analytics (> Notes
Employee Expenses (1 Line) 200.00 UsD Non-Reimbursable Expenses 0.00 USD Employee Credits 0.00 UsSD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 UsSD
Amount Due to Employee 200.00 USD Amcunt Due to Supplier 0.00 USD
o

By checking this box, the employee has certified the expenses listed were incurred by the employee on official business of the Commonwealth of Virginia
and include only such expenses necessary in the conduct of that business.

Submit Expense Report | Withdraw Expense Report | Submitted On  01/18/2017 Submitted By Micah Eradley

w Approval History

2 i)

v
5
3
E
i

s

=5

=

Payment

23 ik
i 1l
i)

Action Role Name DatefTime

Submitted Employes Micah Bradley 01/18/2017 8:48:02AM

Click on image to enlarge



%/ Updating/Canceling and Deleting an Expense Report
y 4

If necessary, an existing Expense Report can be updated by the proxy if it has been:

« Saved but not submitted for approval
« Withdrawn from approvals after submission (prior to the approver taking action)
« Sent back by the approver

A Expense Report can be deleted if it has:

« Been Saved, but not submitted for approval
« Been sent back by the approver

 Not had a cash advance applied to it

« Been denied by the approver

Deleted expense reports cannot be viewed.
For more detailed information about expense reports, see the job aid entitled SW AP315A: Updating and

Deleting Expense Transactions — Online Agency located on the Cardinal website in Job Aids under
Learning.
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}) Lesson 3: Checkpoint
/s

Now is your opportunity to check your understanding of the course material.

Read the question on the next slide(s), select answer(s) and click Submit to see if you chose the correct
response.
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When can an Expense Report be modified?

O Before itis submitted

O Afteritis approved
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All Expense Reports that are uploaded into Cardinal must be approved in
Cardinal.

O True

O False
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Expense Reports that are not uploaded into Cardinal due to missing
required fields or other errors can be viewed on the

O Employee Maintenance Profile
O Expense Report Upload Error Report

O Expense Report Entry Page
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Interfacing agencies that enter expense reports online must use the
Expense Type of Other Employee Reimbursement.

O True

O False
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}) Lesson 3: Summary
/

In this lesson, you learned:

« The process for interfaced Expense Reports
« Creating and submitting an Expense Report online

* Viewing the status of an Expense Report
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/;) Course Summary
/

AP315B Interface Expense Processing

In this course, you learned:

Understand key travel and expense concepts

Understand the business processes in the Expenses module

Explain the processes for interfaced Cash Advances and Expense Reports
Create and submit a Cash Advance request online

View Cash Advance status

Create and submit an Expense Report online

View Expense Report status
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#/ Course Evaluation
/

Congratulations! You successfully completed the SW AP315B: Interface Expense Processing course.
Click here to access the evaluation survey for this course.

Once you have completed and submitted the survey, close the survey window. To close the web based
training course, click the [X] button in the upper right corner.

62


https://www.surveymonkey.com/r/XT3QJ6F

g/ Appendix
// PP

Key Terms
Allowed Extensions on Attachments in Cardinal
Diagrams and Screenshots

Flowchart Key
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g/ Key Terms
b e

Cash Advance — A request made by an employee for an advance on an anticipated expense.

Employee Profile — Employee data that is set up and used to correctly route employee Travel Authorizations
and Expense Reports through workflow for approval, and also to send related payments to the correct mailing
address or bank (if employee is set up for electronic payments). An Employee Profile must exist to process
any expense transactions.

Expenses — Any costs incurred by employees related to business and reimbursed to employees. These
reimbursements can be for travel or non-travel related expenses.

Expense Report — A report of expenses incurred by an employee. The report must include details of each
expense. The details from the Travel Authorization (if applicable) can be copied into the Expense Report. If a
Cash Advance was provided, the employee applies the amount of the Cash Advance to the Expense Report.

Expense Type — A field on an Expense Report that identifies the category of expense. When an Expense
Report is uploaded, the Expense Type is Interfaced. If an interfacing agency creates an Expense Report
online, the Expense Type is Other Employee Reimbursements.

Non-Reimbursable Expense — Expense paid by the agency through direct billing or 3rd party that needs to
be identified as part of the total cost of travel.
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@ Key Terms (continued)
/

Payment Cash Checking — A process to ensure all payments, including vouchers, employee expenses, and
cash advances, are checked against available cash before being released for payment each night.

Proxy — A user authorized to create and view expense transactions for an employee. Each employee must
have at least one proxy.

Travel Authorization — A request made through Cardinal for permission to travel. Travel Authorizations
cannot be uploaded into Cardinal or used to populate Expense Reports that are uploaded into Cardinal. To
get more information about Travel Authorizations, please refer to the SW AP315A Online Expense
Processing course.
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}) Allowed Extensions on Attachments in Cardinal
Y4

The following is a list of file extensions that are allowed on attachments uploaded to Cardinal. You should
only attach key supporting documents that either enhance the electronic Cardinal transaction approval
process or are instrumental as part of the transaction history. The Cardinal system should not be relied upon
to maintain agency documentation and should not be considered the official retention source of the agency.

Supporting documents, as required by all applicable regulatory/governing bodies, should be maintained by
the agency apart from the Cardinal attachment functionality.

Allowed Extensions on Attachments in

Cardinal
BMP .CSV .DOC
.DOCX JPE JPEG
JPG MSG PDF
PNG PST RTF
TIF TIFF TIXT
XLS XLSX XML
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/,) Integration with Accounts Receivable — Funds Receipt
/

If money is owed for an outstanding Cash Advance after submitting an Expense Report, Accounts Receivable

processes repayment once it is received.

Accounts Payable

Expenses

Accounts

Payable

General Ledger

Accounts
Receivable
(Funds Receipt)
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’} Create Cash Advance Page
/

Favorites - | Main Menu - » Travel and Expenses - > Cash Advance » » Create/Modify

Create Cash Advance

HECTOR ARANA

eoei
Business Purpose | v Reference

*Advance Description 5&'
g lser Defaults

Fél Import ATM Advances

Cash Advance 7 & View Printable Version (2 Notes
*Source Description *Amount Currency
| v 0.00/USD
Totals
Advance Amount 0.00 UsD

By checking this box, the employee has certified the advance requested is related to estimates of expenses to
be incurred by the employee on official business of the Commonwealth of Virginia and include only such
expenses necessary in the conduct of that business, and the advance will be repaid in accordance with
policies/procedures outlined in CAPP Topic 20336.

= - = :
Submit Cash Advance

Q

&, Attachments

Apply Tax

Click on image to return
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/,) Create Cash Advance Page Descriptions
/

Business Purpose: Enter a description for the advance and select the appropriate Business Purpose. If you
link to this page from a travel authorization, this field defaults from your travel authorization entries.

Advance Description: Enter a description for the advance. This is a freeform field. If you link to this page
from a travel authorization, this field defaults from your travel authorization entries.

Reference: Enter any additional information about the advance, or specific reference numbers that might be
required. For example, you might want to enter the Authorization ID of the associated travel authorization, so
you can make sure to apply the advance correctly on the subsequent expense report.

Source: Defaults to System Check and cannot be changed.

Description: Enter an additional Description if needed.

Amount: Enter the requested Amount.

Save for Later: Click Save for Later if you do not want to submit the request at this time.

Notes: Click this link to add any notes related to the cash advance that you want the approver to review.

Attachments Link: Click this link to display a page where you can add attachments to the cash advance
request. For a detailed listing of the file extensions that are allowed as attachments in Cardinal, see the
appendix section of this course.
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’) Create Expense Report Page
/

Favorites » | Main Menu » Travel and Expenses » » Expense Report» » Create/Modify
New Window | Help | Personalize Page | &
Create Expe nse Repc:r‘t [&) Save for Later | @, Summary and Submit
HECTOR ARANA (7
Quick Start | _ Populate From v|| GO
"Business Purpose v| Default Location Q
*Report Description % Aftachments
Reference Q
Expenses (7
Expand All | Colapse Al Add: | [ My Wallet 0) | £ Quick-Fil Tota 0.00  USD
*Date *Expense Type Description *Fayment Type *Amount *Currency
el v | |EIN v 000 [uso o HE
254 characters remaining
Expand All | Collapse Al Total 000 USD
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@ Expense Report Entry Screen Descriptions
/

Business Purpose: Select the appropriate purpose from the drop-down menu

Report Description: Free form field used to enter a description associated with the Business Purpose
selected.

Default Location: This is an optional field. Select or enter the location where the expense(s) was incurred.
This is the location that populates all expenses lines on the report that require a location and can be changed
as appropriate.

Expense Lines: Use this section to enter the expense details. When the Expense Type is selected, the line
populates with the required fields for that expense.

Attachments: Click this link to display a page where you can add attachments, such as scanned receipts, to
the expense report. For a detailed listing of the file extensions that are allowed as attachments in Cardinal,
see the appendix section of this course.

71



}j Apply Cash Advance(s)
/

Favorites | Main Menu

Create Expense Report

Apply Cash Advance(s)

Cash Advance Information

» Travel and Expenses » > Expense Report - » Create/Modify

OK

*Advance 1D Advance Amount Balance
0000000875 G, 63286 0.00ULED
Add Cash Advance || Update Totals
Total Advance Applied 63226 UsD

Totals (2 Lines) 72270 UsD
Total Due Employes 89.84 USD

Report ID NEXT

Exchanpge
Rate

1.00000000

Total Applied

632.86|USD
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/,) Apply Cash Advance(s) Screen Descriptions
/

Advance ID: Enter or select the ID for the cash advance to be applied.
Advance Amount.: After you select the advance, the total amount of the advance appears in this field.

Balance: The remaining balance on the cash advance after the advance has been applied to an expense
report.

Total Applied: This field defaults to the amount of the cash advance. If you need to apply a portion of the
total advance amount to the expense report, enter the appropriate amount in this field. For example, if the
total expenses on the expense report are less than the cash advance amount, you need to adjust the Total
Applied field to match the total expenses.

Delete row icon (-): If you need to remove the advance from the expense report, click the Delete row icon.
Add Cash Advance: Click this button to add another cash advance to the expense report.

Update Totals: Click this button to update the totals below. This indicates of how the amount owed to you, if
any. Note that if you return to the expense report and make any changes to the items, this value is no longer
correct, and you may need to update the Apply Cash Advance(s) page.

73



Create Cash Advance Report Page

Favorites - | Main Menu > Employee Self-Service = >  Travel and Expenses » > Cash Advances = > Creatae/Maodify
Create Cash Advance [ SaveforLater | (@ Home
Micah Bradley
*Business Purpose | e Reference Q
*Advance Description wa
S0 |ser Defaults
I.‘EElc-I Import AT Advances
Cash Advance (7 & View Printable Version (> Notes A% Attachments
*Source Description =Amount Currency Apply Tax
| ™ 0.00|USD (=]

" Totals
Advance Amount 0.00 UsD

By checking this box, the employee has certified the advance requested is related to estimates of expenses to
be incurred by the employee on official business of the Commonwealth of Virginia and include only such
expenses necessary in the conduct of that business, and the advance will be repaid in accordance with
policies/procedures outlined in CAPP Topic 20336.

bk i Y
Submit Cash Advance

Click on image to return
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;j Submitting a Cash Advance
/

Favorites - | Main Menu - > Employee Seli-Service = > Travel and Expenses = > Cash Advances - >  Create/Modify

View Cash Advance

Micah Bradley
Your cash advance 0000000883 has been submitied for approval.

Business Purpose Training Report 0000000233 Submission in Process
Advance Description Business Writing Seminar Reference
Accounting Date 01/13/72017 Post State Mot Applied

Created 01/M13/2017 Micah Bradley
Last Updated 01M113/2017 Micah Bradley

50
S0 User Defaults

Cash Advance (7 & iew Printable Version 2 Notes

*Source Description “Amount Currency Apply Tax
System Check Expenses incurred for BWS

165000 USD
-+ Totals

Advance Amount 15000 USD

7| By checking this box, the employee has certified the advance requested is related to estimates of expenses to

be incurred by the employee on official business of the Commaonwealth of Virginia and include only such

expenses necessary in the conduct of that business, and the advance will be repaid in accordance with
policies/procedures outlined in CAPP Topic 20336.

Submit Cash Advance

| Refresh Approval Status |

Click on image to return
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#/ Viewing Cash Advance Status
/

View Cash Advance

Micah Bradley

Business Purpose Training
Advance Description Business Writing Seminar

Accounting Date 01132017

Fawvorites - | Main Menu - > Employee Seli-Service ~ > Travel and Expenses -

> Cash Advances - > View

Report

00000002283 Submitted for Approval

Reference
Post State
Created

Last Updated

Mot Applied
o1mMa2017 Micah Bradley
01/18/2017 hicah Bradley

50
0 User Defaults

Cash Advance (2 & View Printable Version 2 Motes
*Source Description =Amount Currency Apply Tax
System Check Expenses incurred for BWS 16000 USD
- Totals
Advance Amount 150.00 USD

policies/procedures outlined in CAPP Topic 20336.

Submit Cash Advance [ Withdraw Cash Advance Submitted On

Submitted By

| By checking this box, the employee has certified the advance requested is related to estimates of expenses to
be incurred by the employee on official business of the Commonwealth of Virginia and include only such
expenses necessary in the conduct of that business, and the advance will be repaid in accordance with

D1/138/2017
IMicah Bradley

" Approval History

=

Submitted
hdicah Bradley

Role MName

Employee Bradley,Micah

=

Supendzor
John Smith

Action

Submitted

Payment

DatelTime:

D1M18/2017 1:57:28PM

Click on

image to return
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,} Header Section
/

Favorites » ‘ Main Menu - » Employee Seli-Service » » Travel and Expenses » » Expense Reports » > Create/Modify
New Window | Help | Personalize Page | &
Create Expe nse Repurl [5) Save for Later | (&) Home | [z Summary and Submit
Micah Bradley (7
Quick Start [ Populate From v|| G0 |
Business Purpose| Training v| Default Location Voinia Beach Q
*Report Description [Business Writing Workshop | S Attachments
Reference| Q
Expenses (7
Expand All | Collapse Al Add: | [ My Wallet0) | #F Quick-Fil Total 0.00 USD
*Date *Expense Type Description *Fayment Type “Amount *Currency
5 | | v o0 uso Jq [
254 characters remaining
Expand All | Collapse Al Total 0.00 USD

Click on image to return
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’j Viewing an Expense Report Status
/

Favorites = | Main Menu - > Employee Seli-Service = > Travel and Expenses » > Expense Reporis ~ > View
Mew Window | Help | Persenalize Page | &

View Expense Report ES] Expense Details

Levi Stone Actions Vil so
Business Purpose Training IRepCll'l 0000106210 Submitted for Approval
Description Business Writing Workshop Created 011972017 Micah Bradley
Reference Last Updated 01192017 Micah Bradley
Post State Mot Applied
Totals (7 & View Printable Version 4 Wiew Analytics > Motes
Employee Expenses (1 Line) 200.00 UsD Non-Reimbursable Expenses 0.00 UsD Employee Credits 0.00 UsD
Cash Advances Applied 0.00 UsD Prepaid Expenses 0.00 UsD Supplier Credits 0.00 UsD
Amount Due to Employee 200.00 USD Amount Due to Supplier 0.00 USD
il

By checking this box, the employee has certified the expenses listed were incurred by the employee on official business of the Commonwealth of Virginia
and include only such expenses necessary in the conduct of that business.

Submit Expense Report | Withdraw Expense Report | Submitted On  04/1%/2017 Submitted By Micah Bradley
w Approval History
) & =
Cevi Stone oS Payment
Action Role Name DateTime
Submitted Employes Micah Bradley 01/19/2017 2:43:02AM

Click on image to return
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(L,

V4

» 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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Congratulations! You successfully completed the appendix section of SW AP315B: Cardinal Interface
Expense Processing course.

To close the web based training course, click the ‘X’ button in the upper right corner.
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