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Presenter Notes
Presentation Notes
Hello


/;/ 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.

* Instructor Led and Web-Based training course materials

» Job aids on topics across all functional areas

» Tutorial Videos on topics across all functional areas

Cardinal Reports Catalogs are located on the Cardinal website under Resources.

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 the Overall Journal Entry Process

Understand how Journal Processing Integrates with other Cardinal Modules and
Interfaces with External Systems

Understand Key Journal Entry Concepts

Create Journal Entries

Know how to Create and Upload a Spreadsheet Journal

Understand Agency to Agency (ATA) Transfer Journals



/;/ Course Objectives (continued)
/

o Review and Correct Edit Errors
e Review and Correct Budget Check Errors

e Submit Journal Entries for Approval and Monitor Journal Status

Review Online Inquiries for Ledger Information and Journal Status



Agenda
b #s

Journal Overview

Creating Journals

Processing Journals

Managing Journals




f) Lesson 1: Introduction
/

This lesson covers the following topics:

* General Ledger (GL) Overview
* Integration and Interfaces Overview

+ Key Concepts



/;/ General Ledger Overview
/

General Ledger is the functional area that
establishes the financial accounts used to:

«  Accumulate the results of transaction
processing

» Create Budgets
 Generate Financial Statements

»  Provide source financial data for reporting
purposes

Cardinal Functional Areas

Cardinal
HCM**

Project

Accounting*

Accounts
Payable

/Zv/\ Cardinal

Procurement*®

Accounts
Receivable

Module

General Ledger

General
Ledger

*not used by all state Agencies
**refer to your Agency for
specific use of Cardinal HCM
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/;/ Integration and Interfaces
/

Cardinal modules, other than GL, feed different types of financial data that become Journals in the General Ledger. The
General Ledger interfaces with external third party systems that also generate Journals. This diagram depicts both interfaces
with external systems as well as integrations with Accounts Payable, Expenses, and Accounts Receivable. They all provide
Journal data to the General Ledger for financial reporting.
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@ Integration and Interfaces (continued)
/

External Journal interfaces and integrations to the General
Ledger:

Cardinal HCM: Sends payroll data to the General Ledger
via an integration between Cardinal HCM and Cardinal
Financials.

Agency Financial Systems: Cardinal receives Journal
data through the Journal Upload process from external

Agency financial systems through a nightly batch process.

Agencies receive Journal data from Cardinal through a
nightly batch process and can use the Journal data to
reconcile back to their Agency system. Excel
spreadsheets can also be uploaded into Cardinal to
create Journals. They are Edit and Budget checked once
they are uploaded.

Department of Planning and Budget: Creates
Appropriation, Allotment, Operating Plan, and Revenue
Estimate Budget Journals which are sent to Cardinal.

Fixed Asset Accounting System (FAACS): Sends asset

and depreciation financial activity to Cardinal for posting
to the General Ledger. These are used to produce the
capital asset financial disclosures for the Annual
Comprehensive Financial Report (ACFR).

Performance
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Cardinal HCM Payroll
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integration between
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Budgeting
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/;/ Key Concepts
/

Key concepts in Journal entry processing:

«  Commitment Control enables the creation of Budgets and the ability to Budget check source transactions originating in
other Cardinal modules such as Accounts Receivable (AR) — Funds Receipts, or Accounts Payable (AP). Budget
checking checks the different Agency Budget Ledgers at the same time.

« Cardinal uses a double-entry accounting system. This means that every entry to a ChartField string requires an offsetting
Line. The double entry has two equal and corresponding sides known as a debit and a credit. This means that
every Journal transaction has at least 2 Journal Lines (i.e., Debit and Credit Lines).

« Cardinal uses various ChartField values that allow Agencies to classify transactions based on Commonwealth and
Agency defined rules. For detailed information on ChartFields, see the statewide course entitled “GL336_General Ledger
Maintenance” on the Cardinal website in Course Materials under Learning.

« Cardinal allows the use of SpeedTypes to automatically populate ChartFields on Journal entries. A SpeedType is a
single value that automatically populates a predetermined Chart of Accounts (COA) value string, such as Fund, Program,
and Department. A SpeedType provides a shortcut for frequently used ChartField combinations. When a SpeedType is
entered, users can still enter additional COA values on the associated Distribution Line and/or modify populated values.
SpeedTypes can be used in General Ledger, Expenses, Accounts Receivable Direct Journals, Cardinal HCM, and
Commitment Control Budget Journal entries. SpeedTypes are not utilized by all Agencies.



/;/ Key Concepts (continued)
/

Combination editing defines rules about which ChartField values and combinations are valid for accounting entries posted
in Cardinal. Combination editing rules apply to all modules and help ensure the accuracy of the data.

Cardinal edits all General Ledger Journals to verify they balance by Business Unit (BU), Fund, and Project to ensure that
debits equal credits, and to ensure cash accounts and certain transfer accounts net to zero within the Journal.

Manual and spreadsheet Journals are routed through workflow for approval after they pass Edit check, Budget check,
and are submitted for approval. General Ledger Budget Journals (entered online or uploaded) are not routed through
workflow for approval.

An Audit Log provides users with the ability to audit documents and events that affect Journals. Example events include
“Create Journal’, “Delete Journal”, “Mark to Post Journal”, and “Update Journal”.
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fj Lesson 1: Review
/

Key Learning Points:

« The General Ledger is the functional area that establishes the financial accounts used in processing transactions, creating
Budgets and financial statements, and providing source data for reporting.

« Other Cardinal Financials modules and Cardinal HCM feed different types of financial data that become Journal entries in
the General Ledger.

« The General Ledger interfaces with external third party systems that generate Journals.
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f) Lesson 1: Summary
/

In this lesson, you learned:

* An Overview of the General Ledger
» An Overview of the Integrations and Interfaces

+ Key Concepts
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f) Lesson 2: Introduction
/

” Creating Journals

This lesson covers the following topics:

» Overview pertaining to Creating Journals
* Creating Manual Journals
« Creating and Uploading Spreadsheet Journals

+ Completing Agency to Agency (ATA) Transfer Journals
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/) Overview
Y,

Journals may be created in several different ways:
* Manual: Manual Journals are created online under Journal Entry using the Header and Lines tabs.

« Other Cardinal Modules: For the modules below, accounting entries are created, processed, approved, edited (for
ChartField validation only), and Budget checked. Journals from these Cardinal modules are created and processed
through batch jobs and are fully edited before they post to the General Ledger.

« Accounts Payable
 Expense
» Accounts Receivable — Funds Receipts

The Journal Generator process formats the accounting entries, creates the Journal(s), edit checks, and posts the
Journals.

* Inbound External Third Party and External Agency Systems: External third party systems and external Agency
systems create files that are staged for batch processing to create Journals in the General Ledger.

« Spreadsheet: Spreadsheets can be used to upload Journal data. Accounting data used to create Journals can be copied
into the spreadsheet template and an Excel macro creates a file that can be uploaded and used to create a Journal in
Cardinal.



#/ Create Journals: Manual
/

START

ENTER JOURNAL
HEADER AND LINE
DATA ONLINE

OURNAL ENTR

Yes

COMPLETE?

No

v

MARK JOURNAL AS
INCOMPLETE

COMPLETE JOURNAL
DATA ENTRY

Uncheck the ‘Save Journal as Incomplete
Status’ once journal entry is complete.
This will allow the journal to continue

processing.
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/p/ Create Journals: Batch

Journal Generator process
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/;/ Create Journals: Requirements
/

All Journal entries must meet certain requirements. Each Journal entry must:

Requirement

Include a Header

Include at least two Journal
Lines

Balance

Include Account
Information

Be approved

Key Points

Contains the information that identifies the Journal
* Business Unit

« Journal ID

 Journal Date

One debit Line and one credit Line at a minimum
The sum of the debit Line(s) must equal the sum of the credit
Line(s)

Classifies the transaction

Approval prior to posting to the General Ledger
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#/ Create/Update Journal Entries
/

A manual Journal is a Journal created directly online in Cardinal.

Manual Journal entries are initiated from the Create/Update Journal Entries page. These types of Journals are often
referred to as online Journals.

Navigation path:

Main Menu > General Ledger > Journals > Journal Entry > Create/Update Journal Entries

Favorites « Main Menu - * General Ledger~ > Journals = > Journal Entry - > Create/Update Journal Entries

Create/Update Journal Entries

Eind an Existing Value Add a New Value

Business Unit| 15100 |J
Journal ID NEXT
Journal Date [10/31/2019  |[5]

Add

Find an Existing Value | Add a Mew Value
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#/ Create/Update Journal Entries:
/

On the Add a New Value tab, enter the following fields :

The Business Unit field identifies the Agency. For
example, the Department of Accounts (DOA) is
“15100”.

The Journal ID field defaults to “NEXT” and, for
online agencies, cannot be changed. When the
Journal is saved, Cardinal automatically updates this
default value to a sequentially assigned number.

» Forinterfacing Agencies, the Journal ID can be
changed to a Journal ID from the Agency system
allowing for reconciliation of a Journal in Cardinal
back to the agency’s system.

The Journal Date field defaults to the current date
but can be changed. This date determines the
accounting period and fiscal year to which the
Journal posts.

« If a date is entered that is outside of the defined
open periods, a Warning message will display
but does not require the date be changed. Verify
the date selected is correct. A Journal created
outside of an open period will not pass the Edit
process.

Click the Add button to proceed.

Add a New Value Tab

Favorites = Main Menu =

Create/Update Journal Entries

» General Ledger+ > Journals = > Joumal Entry = > Create/Update Journal Entries

Find an Existing Value | Add a New Value

Business Unit[15100 | Cy
Journal 1D NEXT
Journal Date|10/31/2019 |[]

Add

Find an Existing Value | Add a New Value

Message

0K Cancel

Journal Date 2014-05-01 i= not within the open period: fiscal year 2019 period 1 to fiscal year 2020 period 12. (5010,2)
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s/ Create/Update Journal Entries: Header Tab

The Header tab displays.
Key fields:

- . Favorites = Main Menu > General Ledger= > Joumnals~= > Joumal Entry = > Create/lUpdate Journal Entries
« The Unit, Journal ID, and Date fields default from the Add | - . .
a New value tab ' Lines || Totals || Errors || Approval
« The Long Description field is used to provide a Lo Dsio]
description/purpose for the Journal entry T UATEOEE TanTD —
*Ledger Group ACTUALS (e} Adjusting Entry| Non-Adjusting Eniry v|
. . Ledger Q iscal Year
- The Ledger Group field automatically populates based Py s
on the setup of your Cardinal User ID. This field defines Reterence Number ADB Date 0372472021
where to post the Journal Journal Class @
Transaction Code |GENERAL CL [J Auto Generate Lines
H H D dve Journal Incomple us
«  The Source field automatically populates based on the — . s soumal Tcompete St
setup of your Cardinal User ID and identifies the Journal’s Currency Defauts: USD / CRRNT /1
HP 1 1 chmen ommitment Confrol t
originating location Atachments ©) Commiment Contel i
Reversal: Do Mot Generate Reversal
. . end Indicator | Sendfo PC v]
« For manual Journals created online, the field defaults e eerr [spit e e 5
tO “ONL” Entered By PPS1_KAREM.GHOLSON GHOLSON,KAREN
Entered On
. . . . Last Updated On
Note: * indicates a required field. e | [Eeny | (5 R =i e
Header | Lines | Totals | Errors | Approval
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V4

Key fields continued:

*  The Adjusting Entry field defaults to “Non-
Adjusting Entry” and should not be changed

« The Fiscal Year and Period fields default
based on the Journal date entered on the
Add a New Value tab

* The Transaction Code field defaults to
“GENERAL” and should not be changed

« The SJE (Standard Journal Entry) Type
field is left blank unless a Model Journal is
being created

* Model Journals are not commonly used
in Cardinal because they are difficult to
modify

» Create/Update Journal Entries: Header Tab (continued)

Favorites = Main Menu - > General Ledger~ > Journals~ > Joumal Entry » > CreatefUpdate Journal Entries

Header Lines Totals Errors Approval

Unit 15100 Journal ID NEXT

Date 03/24/2021

Long Description

i

254 characters remaining
*Ledger Group |ACTUALS &}

Ledger &}
*Source [ONL &}
Reference Number

Journal Class &}

| Transaction Code [GENERAL | |

Adjusting Entry

Fiscal Year
Period

[Mon-Adjusting Eniry v]

2021
9

ADE Date

| SJE Type

v |

Currency Defaults: USD f CRRNT /1

Attachments (0) Commitment Control

Reversal: Do Not Generate Reversal

Entered By PPS1_KAREM.GHOLSON
Entered On
Last Updated On

[Flsave ||[=]Motify | i Refresh

Header | Lines | Totals | Errors | Approval

PC Send Indicator
PC Split Indicator

032472021

[ Auto Generate Lines

[ save Journal Incomplete Status
[ Autobalance on 0 Amount Line

Octa
[Send to PC V]
[Split Project Lines V]

GHOLSON, KAREN

[Es Add || 5| Update/Display
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y Create/Update Journal Entries: Header Tab (continued.)
/

Key fields continued:

+ Use the Attachments link to attach necessary or
relevant documents associated with the Journal entry

« The Attachments feature does not substitute for
retention requirements of original documentation
that may be required by statute or policy. For
security reasons, Cardinal allows only certain file
types. For a detailed listing of the file extensions
allowed as attachments in Cardinal, see the
Appendix section of this course

* Reversal: Do Not Generate Reversal: Creates
automatically reversing entries (as with an accrual) in a
pre-defined period. If a Journal is designated as
reversing, all Journal Lines reverse. This is not
commonly used

« Contact DOA General Accounting for assistance

Favorites + Main Menu ~ > General Ledger~ > Journals~ > Joumal Entry ~ : Create/Update Journal Entries
Header Lines Totals Errors Approval
Unit 15100 Journal I NEXT Date 03724/2021
Long Description
254 characters remaining
*Ledger Group ACTUALS Q, Adjusting Entry| Non-Adjusting Entry v|
Ledger Q Fiscal Year 2021
*Source ONL QL Period 9
Reference Number ADB Date 03/24/2021
Journal Class Q,
Transaction Code |GENERAL Q. [ Auto Generate Lines
[ save Journal Incomplete Status
SJE Type | v| [ autobalance on 0 Amount Line
Currency Defaults: USD / CRRNT /1
| Aftachments (0) Commitment Conirol | Lcta
I Reversal: Do Not Generate Reversal I

PC Send Indicator | Sendto PC |
PC Split Indicator | SPlit Project Lines ]

Entered By FPS1_KAREN.GHOLSOMN GHOLSON, KAREN

Entered On

Last Updated On
[5)save ||[=]Motify || 4 Refresh [} Add || | Update/Display

Header | Lines | Totals | Errors | Approval

22


Presenter Notes
Presentation Notes
Demo


y Create/Update Journal Entries: Header Tab (continued..)
/

Key fields continued:

« Save Journal Incomplete Status checkbox
option:

* An online Journal (whether manual or
spreadsheet upload) can be saved in an
incomplete status to be completed later

« Journals saved with an incomplete status are
not batch edited or Budget checked

* Once saved, the Journal status is updated to
“T - Journal Entry Incomplete” and the Journal
is bypassed during batch processing until the
check-box is cleared.

» All required fields on the Header must be
completed prior to saving

Click the Lines tab to continue.

Favorites ~ | Main Menu - > General Ledger~ > Joumnals~ > Joumal Entry «» > Create/Update Journal Entries
Header - Totals Errors Approval
Unit 50100 Journal ID MNEXT Date 03/15/2021
Long Description |This is a test of the training system rﬁ\
217 characters remaining
*Ledger Group ACTUALS Q Adjusting Entry| MNon-Adjusting Entry v|
Ledger Q Fiscal Year 2021
*Source |ONL Q Period 9
Reference Number ADB Date 03/15/2021
Journal Class Q
Transaction Code |GENERAL Q [ Auto Generate Lines

I Save Journal Incomplete Status I
S.JE Type| v] [ Autobalance on 0 Amount Line

Currency Defaults: USD f CRRNT /1

Attachments (0) Commitment Conirol Ucra

Reversal: Do Mot Generate Reversal

PC Send Indicator | Sendto PC v]
PC Split Indicator | SPlit Project Lines v]
Entered By PPS1_KAREN.GHOLSOM GHOLSON, KAREN
Entered On
Last Updated On
[Fl5ave ||[]Motify ||i* Refresh Er Add || F Update/Display

Header | Lines | Totals | Errors | Approval
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s/ Create/Update Journal Entries: Lines Tab

The Lines tab displays. Journal Lines record the monetary amounts and ChartField values associated with each transaction.
SpeedTypes can be used to automatically populate a predetermined Chart of Accounts value string. Contact the Agency
ChartField Administrator to have a SpeedType added if your Agency uses SpeedTypes.

The Personalize link allows the user to change the order in which the ChartFields display.

© DO NOT click the Inter/Intra Unit button. If this button is clicked, processing issues may occur.

Favorites = ‘ Main Menu » General Ledger~ > Jourmals = > Joumal Entry = > CreatefUpdate Journal Entries

Header Lines Totals Errors Approval

Unit 50100 Journal ID MEXT Date 03/15/2021
Template List Change Values
| Inter/Intrd@pit ] *Process [Edit Jounal W | Process ]
Lines -W Find | 2] B
Select Line *Unit *Ledger SpeedType Account Fund Program Department Cost Center
O 1 50100 1 ACTUALS Q aQ a, a, Q, a,
< >

Lines to add 1 E|

Totals Personalize | Find | View Al | T | [ First ‘4’ 10f1 “®' Last
Unit Total Lines Total Debits Total Credits  Joumal Status Budget Status
A0100 1 0.00 0.00 T N
[i|Save || [Z]Motify || &% Refresh [} Add S| Update/Display

Header | Lines | Totals | Errors | Approval
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Create/Update Journal Entries: Journal Line Copy Down
Template Feature

y 4

The Journal Line Copy Down template feature is available on the Lines tab. This feature allows for the copying of specific
ChartFields from one Line to the next in order to speed up data entry.

Click the Template List link to display the Journal Entry Template List page and utilize this feature.

Favorites ~ | Main Menu ~ > General Ledger~ > Joumnals- > Joumal Entry ~ > Create/Update Journal Entries
Header Lines Totals Errors Approval
Unit 50100 Journal ID NEXT Date 031572021
Template List Change Values
' Inter/R§)aunit *Process [Edit Journal v ' Process
Lines Personalize | Find | (Ed | E
Select Line *Unit *Ledger SpeedType Account Fund Program Department Cost Center
O 1 50100 3, ACTUALS o} o} o} o} o}
< >
Linestoadd| 1 =]
Totals Personalize | Find | View All | &Y | L First ‘4 10f1 '}/ Last
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
50100 1 0.00 0.00 T M
[ Save ||[Z] Notify o4 Refresh [F4 Add | Update/Display
Header | Lines | Totals | Errors | Approval
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/7 Template Feature(continued)

Create/Update Journal Entries: Journal Line Copy Down

The Journal Entry Template grid fields cannot be edited. These are the fields that display on the Journal Lines.

The Journal Line Copy Down grid is used to select the ChartFields to copy down from one Line to the next by completing

the following:

+ Selecting the checkbox option(s) for the ChartFields to copy to any additional Lines

* Clicking the Refresh button
» Clicking the OK button to return to the Lines tab

Favorites = | Main Menu - > General Ledger~ > Journals » > Joumal Entry v >

Create/Update Journal Entries

Header | Journal Entry Template List

Journal Entry Template - Show Journal Line Grid Columns
Chartfield || Amount | Miscellaneous

w Li Selected Template Type Template ID Default Unit Ledger
Selg ¥ All STANDARD o ol o
L4
E
Journal Line Copy Down - Copy Journal Line Columns to New Lines
Lines Chartfield || Amount || Miscellanecus | [0
- To Selected Action Template Type Copy Down ID Default
v Al STANDARD v
50100 <
[5]save || 0K |I| Cancel ||| Refresh |
Header | L

Personalize | Find | View All | Ed] | E

Speed Type Event Account

ol 1

Personalize | Find | View All | | E

First ‘4’ 10f1 '}/ Last

Fund

T4

Program

14

Dey

First ‘4" 10f1 '*' Last

Unit Ledger Ewvent Account

b ¥ O

]

Fund

M

Prograr,

O
>

i

Help
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- }) Create/Update Journal Entries: Lines Tab (continued)
/

» Enter the ChartField values for Line 1
« Enter the number of Lines to be added in the Lines to add field and then click the Add Lines (+) icon
« The additional Lines are added

« If the copy down feature was utilized, the fields selected to copy down are copied to the new Lines
» Enter the ChartField values for the remaining Lines as needed

Favorites ‘ Main Menu ~ » General Ledger~ > Joumnals = > Joumal Entry » » Creaief/Update Journal Eniries

Header |' Lines '| Totals || Errors || Approval

Unit 50100 Journal ID NEXT Date 03/15/2021
Template List Change Values
| Intern@punit | *Process [Edit Joumnal o Process
w Lines Personalize | Find | 2] &=
Select Line *Unit *Ledger SpeedType Account Fund Program Department Cost Center
O 1 [so100 |Q ACTUALS 2, (5013110 Q, [04100 | [6og001 Q [10015 Q 11120010 |Q |
O | 2 150100 Q  ACTUALS ! Q5013120 |Q [04100 | (699001 Q. [10015 Q [11120000 Q|
< >

Lines to add 1 =]

+ Totals Personalize | Find | View All| &0 [ Fist (4 10f1 () Last
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
50100 2 0.00 0.00 T M
|[Flsave ||[=]Notify ||&* Refresh | |4 Add || 7] Update/Display

Header | Lines | Totals | Errors | Approval
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@}) Create/Update Journal Entries: Lines Tab (continued.)
/

» Click the Calculator icon as Journal Lines are entered to display a running total of the actual debits, credits, and total
Lines

« Assingle Journal entry must contain at least two Lines where the total debits equal the total credits

Favorites ‘ Main Menu ~ » General Ledger~ > Joumals -~ > Joumal Entry » » Creaief/Update Journal Eniries

Header || Lines || Totals || Errors || Approval

Unit 50100 Journal ID NEXT Date 03/M15/2021
Template List Change Values
| [nte@raUnil *Process [ Edit Journal v Frocess
¥ Lines Personalize | Find | @I E
Select Line *Unit *Ledger SpeedType Account Fund Program Department Cost Center
O 1 [so100 |@Q ACTUALS Q, [5013110 Q_ (04100 |G [Go9001 Q [10015 Q@ (11120010 Q|
| 2 50100 Q. ACTUALS Q. (5013120 04100 |y 699001 Q10015 Q. (11120010 Ql
- J P

Linestoadd| 1 =

w Totals Personalize | Find | View Al | 2| = First ‘4 10f1 '}’ Last
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
50100 2 0.00 0.00 T M
|[Flsave ||[=]Notify ||&¥ Refresh | |Ch Add || 2] Update/Display |

Header | Lines | Totals | Errors | Approval
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= }) Create/Update Journal Entries: Other Tabs
/

The Totals tab allows for the verification of amounts in the Journal entry. It displays the net difference between the

amounts entered and the control totals if the control totals are entered manually.

The Errors and Approval tabs are not used during the creation of Journal entries. These tabs are used when the Journal

is ready for processing.

Click the Save button once data entry is complete.

Favorites - Main Menu - » (General Ledger~ > Journals ~ > Joumal Entry «

Header Lines I Totals Il Ermors Il Approval |

Unit 50100 Journal ID NEXT

Template List

inter/@aUnit

Date 03/15/2021

Change Values

Create/Update Journal Eniries

*Process | Edit Journal Process
Lines Personalize | Find | @| @
Select Line An Type Source Type Category Subcategory Affiliate Fund Affiliate Amount Stat
[ 1 Q Q a, a, a, Q 1,000.00
[ 2 L&' (&) &) &) (&) &' -1,000.00
< >
Lines to add 1 =]
Totals Personalize | Find | View All | 19 | R First ‘4" 1of1 "} Last
Unit Total Lines Total Debits Total Credits  Joumnal Status Budget Status
50100 2 1,000.00 1,000.00 T M

| Motify || 2* Refresh

Header | Lines | Totals | Errors | Approval

+ Add 2| Update/Display
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/ SpreadSheet Journals
@
y 4

Journals can also be created by uploading a spreadsheet Journal from an Excel spreadsheet.

The JRNL1.xls workbook is the Cardinal Spreadsheet Journal Import user interface. This spreadsheet is used to prepare
and enter Journals, group and manage Journals in Journal sheets, and import Journals into Cardinal.

The Spreadsheet Journal Import document creates a text file that can be imported into Cardinal.

Define/Edit Setup
Requirements

Create New Journal
Sheet

Re-Upload File into
Cardinal GL

Correct Errors

If Errors, Review
Log

N

Enter Header
Information

Enter Journal Lines

Upload File into
Cardinal GL

Write File
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/;/ Spreadsheet Journals: Prerequisites
/

Before uploading a spreadsheet Journal, Microsoft Excel must be set up to accept macros in the security settings.

There are two files used to import spreadsheet Journals into the General Ledger. These files are located on the Cardinal
website in Forms under Resources and must be copied into the same folder on your computer:

 GL Journal Spreadsheet Upload Excel Template (JRNL1.xls): Journal workbook used to create and import Journals.
This file can be renamed but the file extension must remain “.xIs”. Multiple Journal workbooks can be created by saving
the original JRNL1.xIs file with a new filename

 GL Journal Spreadsheet Upload XLA Macro File (JRNLMCRO.xls): Not used to create Journals but must be
downloaded so the JRNL1.xls file macros work properly. The filename extension needs to be changed from “.xIs” to “.xla
when saving it to your computer. Once saved, however, the macro file, JRNLMCRO.xla, must not be changed or
renamed.

”

For more detailed information about downloading these files, see the statewide job aid entitled GL332: Uploading
Spreadsheet Journals located on the Cardinal website in Job Aids under Learning.
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7 Spreadsheet Journals: Define/Edit Setup Requirements
/

To begin creating the spreadsheet Journal, access the Spreadsheet Journal Import page by opening the JRNL1 .xIs file. If
prompted, click the Enable Macros button.

Note: The JRNLMCRO.xla file does not need to be open; however, the file does need to be in the same folder as the Journal
workbook.

Click the Setup button within the General section.

ORACLE Spreadsheet Journal Import
—General ———————— [ Joumal Shests ———— [ ImportJournals ————
O 8
Setup New Import Now
..... : Microsoft Excel Security Motice @
&
Mot Edit Write Fil
-tones = e @ Microsoft Office has identified a potential security concern.
)@ Warning: It is not possible to determine that this content came from
Delete a trustworthy source. You should leave this content disabled unless
the content provides critical functionality and you trust its source.
File Path: | coUsers\gtm36482\DocumentsiTrainina\GL
= WRNLMCRO xda
Copy

Macros have been disabled. Macros might contain viruses or other
security hazards. Do not enable this content unless you trust the
source of this file,

Maore information

I Enable Macros l [ Disable Macros
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(continued)

The Define Options and Defaults dialog box displays.

In the Header Defaults section, complete the Business
Unit and Ledger Group fields. Cardinal recommends
leaving the Date field blank, which allows use of this
Header for numerous Journals going forward, with
numerous Journal Sheets.

The Source field, the AutoGen Lines checkbox option, the
General Options section, the Message Options section,
and the Online Import Control section all automatically
populate and should not be changed.

Click the OK button.

The message This is not a secured web address. Use it
anyway? displays. Click the Yes button.

» Spreadsheet Journals: Define/Edit Setup Requirements

Define Options and Defaults

— Header Defaults

Business Unit: 15100
Date: [
Ledger Group: ACTUALS|

— Message Options
" Log Error Message only

{* Log Successful and Error Message

¥ Display Messages Online

Source: SP1 I

—

[~ Enable Multibook
¥ AutoGen Lines I

User ID:

— Document Sequencdng
[~ Enable Document Sequencing

e

Default Document Type:

Cancel

I

Configure

l— General Options ll

Language: Fm_

— Online Import Control

Jhttp ffwserver = fumllink <site =

—

Address:

User ID:

i Change import status to Do Mot Impart

After successful import
|7 {* Keep import status as Import

[ skip if Journal already exists

[~ Skip if Journal has error

LU LTS T ST T T

Define Options and Defaults

:] This is not a secured web address, Use it anyway?

Yes [

¥ FEED IMnorT STSTT1s 5% ot
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/p/ Spreadsheet Journals: Create a New Journal Sheet
V4
The Spreadsheet Journal Import page redisplays.

Click the New button to create a new Journal Sheet.

The New Journal Sheet pop-up window displays. Enter a name for this spreadsheet. A Journal sheet can contain multiple
Journals.

Click the OK button.

ORACLE' Spreadsheet Journal Import

— General —————— 1 Journal Sheets ————— [ ImportJournals ————
O o8
Setup New Import Now
il
Notes Edit Write File
P2 Mew Journal Sheet @
Delete
Mew Journal Sheet Mame:
Cancel
Copy
I]Juumal Upload|
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(continued)

The following fields automatically populate based on
the values entered on the Setup page:

* Unit (Business Unit)
+ Journal ID

+ Journal Date

* Ledger Group

+ Source

+ Effective Date

In the Description field, enter a description for the
Journal.

Always select “Actuals, Recognize, and Collect” in
the Commitment Control Amount Type field.

Click the OK button.

Note: Do not use any special characters (e.g., %, &,
-, etc.) in any field.

Spreadsheet Journals: Create a New Journal Sheet

| Spreadsheet Journal Import
|Journal Header [ VYIS L) Date  Description

New Joumnal Header I

B AR E

| Journal Lines

SysID Journal D Line# Unit

| ¥
+|-[+.|-.|@

Ledger Aceount
7 I~
Select fields to copy from

£2
Description:
Journal Upload GL332
I™ AutoGenLines
[” Adjusting Entry:
Cancel
Document Type:

Dot Sequence:
Adjustment Type:

Journal Class:

System ID:
Unit: 15100

| J0umal 10: NEXT
Journal Date: 09/25/2013
Reference Number: ]—
Ledger Group: ACTUALS
Ledger:
Source: 3
User ID: ]

Commitment Control Amount Type;
] Actuals, Recoanize and Col\enj

Transaction Code: ég;gq Location
r— Currency Information — Reversal
Foreign Currency: 5 None
- ) )
ar—— ]DQ (252018 I Beginning of Next Period
J {* End of Next Period
Rate Type:
LSl {"' Next Day
Exchange Rate: (" Specified Date
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®
@ Spreadsheet Journals: Create a New Journal Sheet
(continued)

Use the Journal Lines section to enter the debit and credit lines.

Use the (+)/(-) buttons for adding or removing Journal Lines. Enter the information for each Journal Line and, if any Lines are
added, delete those Lines that are not populated. If copying and pasting from an Excel workbook into the Journal
spreadsheet, make sure to use Copy > Paste Special > Paste Values to maintain the existing format of the Journal workbook.

Validation of the Journal data is not performed until the file is uploaded into Cardinal. Be sure to manually check the balance
to verify that the net of the Amount column is zero (debits = credits). Because this is Excel document, remember that
highlighting the column of values gives a sum total at the bottom of the spreadsheet. If it is anything other than zero, make

updates.

Spreadsheet Journal Import =

Journal Header ESELORILT Journal I Date Description
1010 15100 MEXT 9/25/2018  Journal Upload GL332

+ F By — | &n
Journal Lines |
Sys I Journal ID Line # Unit Ledger Account Speedlype Fund Program Department Cost Center Task FIPS | Amount Stat Stat Amount Reference Description

v v v [ v v [ [ [ [ [ [ [ [ [

+ | - | +. | e | | Select fields to copy from a previous line by marking the checkboxes under each field.
1010 NEXT 1 15100 ACTUALS 'S011230 1000 Fe001  "se300 20.00 Correct Department
1010 NEXT 2 15100 AcTuaLs  So11230 1000 7ra001 "seamo (20.00) Correct Department

After all the Lines have been entered for the Journal, select File and then Save from the Excel menu to save the workbook.

Click the Home 43 icon to return to the Spreadsheet Journal Import page.
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#/ Spreadsheet Journals: Write Journals to File
/

Once all required information is entered on the Excel
spreadsheet, create the file to be uploaded as a spreadsheet
Journal into Cardinal GL.

On the Spreadsheet Journal Import page, click the Write
File button. The Write Journals to File box displays.

Highlight the desired sheet(s). Once the sheet(s) is selected,
the highlighted color is blue.

The location of the file is listed under File name. The file
extension, “.txt”, should not be changed. However, the name
of the file can be changed as needed.

Click the OK button. The file is created and saved to the
computer. Close Excel.

Note: If more than one sheet is selected and the Write one
file per Journal Sheet check-box is unchecked, only one text
file is created for all Journal sheets selected. If more than one
sheet is selected and the Write one file per Journal Sheet
check-box is checked, a text file for each Journal is created,
with separate identifiable names.

Note: The Import Now button is not used.

ORACLE’ Spreadsheet Journal Import

— General — Journal Shests ——————— [ ImportJournals ———
D o
Setup New Import Now
Cll
Notes Edit Write File
B
Delete
Copy
T
g !
| Write Journals to File | @

Select Sheet:

Cancel

All

Mone

N I write one file per Journal Sheet
File name:
|C: Wsersigtm 3646 2\ Documents \JRML_ABP_GL332.tx
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y Spreadsheet Journals: Upload File into Cardinal GL
/

After the Journal file is created, upload the spreadsheet Journal into Cardinal using the batch Spreadsheet Journal Import
process:

Log into Cardinal.
Navigate to the Spreadsheet Journal Import Request page using the following path:

Main Menu > General Ledger > Journals > Import Journals > Spreadsheet Journals

If this is the first time uploading a spreadsheet Journal, select the Add a New Value tab to add a Run Control ID. If this is
a recurring task, enter the Run Control ID and click the Search button to access the Spreadsheet Journal Import
Request page.

Favorites = Iain Menu « » General Ledger = > Joumals = > ImportJournals = > Spreadsheet Journals

Spreadsheet Journal Import

Eind an Existing Value | Add a New Value

Run Control ID[123456723|

Add

Find an Existing Value | Add a New Value
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/) Spreadsheet Journals: Upload File into Cardinal GL
(continued)

The Spreadsheet Journal Import Request page displays. The default Report Request Parameters display for the batch
import of the Journal worksheet and should not be changed:

*  Number of Data Files: Single data file
Character Set: ISO_8859-1

If Journal Already Exists: Skip

If Journal is Invalid: Skip

Favorites = | Main Menu = » General Ledger~ > Jowmnals~ > Import Journals = > Spreadsheet Journals

Spreadsheet Journal Import Request

Run Control ID 123456729 Report Manager  Process Monitor Run
Report Request Parameters
*Number of Data Files | Single data file W Journal Processing Options
*Character Set|I1SO_8859-1 QL [] Edit Journal(s)
*If Journal Already Exists | Skip v | Recalc Exchange Rates
*If Journal is Invalid [ Skip v U Approval option
Add || Delete || View | Attached File

5] Save ||[2" Return to Search =] Previous in List | |45 Nextin List ||[=] Notify EL Add || & Update/Display
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7/~ (continued.)

Additional Report Request Parameters:

« Journal Processing Options
« Edit Journal(s) — This field should remain unchecked
« Approval Option - This field should remain unchecked

« Click the Add button to attach the Journal spreadsheet file previously created.

) Spreadsheet Journals: Upload File into Cardinal GL

Spreadsheet Journal Import Request

Favorites = | Main Menu + * General Ledger- > Joumnals = > Import Journals = > Spreadsheet Journals

Run Control ID 123456739 Report Manager  Process Monitor Run
Report Request Parameters
*Number of Data Fi]es| Single data file S Journal Processing Options
*Character Set|IS0_8559-1 2 L] Edit Journal(s)
*If Journal Already Exists | Skip v| Recalc Exchange Rates
[] Approval Option
*If Journal iss Invalid [Skip V] PP .
Add Delets View Attached File

[F]Save ||[Z Return to Search =| Previous in List | |45 Mextin List [=] Notify EL Add || JFH Update/Display
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(continued..)

The File Attachment window displays.

Click the Browse button (if using Windows 7) or
click the Choose File button (if using Windows 10)
to find the location of the Excel file to be uploaded,
and select the file. The Choose File to Upload
window displays.

» Find and highlight the .txt file that was created
earlier for upload.

* Once the file is highlighted, click the Open
button.

Spreadsheet Journals: Upload File into Cardinal GL

File Attachment

Browse. .

| == E—

Help

Q Choose File to Upload @ |
@l\:jl?| v Libraries » Documents » Training » GL » - | +?| | Search GL el i
Organize = Mew folder i= ~ O IZEJ
't Favorites E)Locu ments library Arange by:  Folder

&4 Downloads &

- ~
=1l Recent Places enTs

Librari GL232 Processing Journal Entries
= Libraries

Date modified Type

7/2019 5:16 PM File fol

j D Job Aids 4/11/2019 1:25 PM File fol
¢l Documents
I - MAY201 Mavigation in Cardinal FIN 3T 28 PM File fol
@' Music | ) ] i ) . )
&) Pictures - MAY220 Cardinal Reporting 4/11 0:35 AM  File fol |
E Videos 2018_YE_Procedures_Memo 9/21,/2018 1:24 PM Adobe
0= GL602E_GL_Additional_Journal_Edits 9,/10,/2018 3:56 PM Micros
. q,/25/2018 3:59 PM
18 Computer I JRMLABPGL332 9/25/2018 3:59 PM Text Du
—~ = a,/10/2018 3:57 PM wicros M
&, Windows (C) E:| UTP_GLAOZE 9/10/2018 3:57 PM Microz |
= FLASH DRIVE (E2) EZ| V_GL_JRNL_MOT_POSTED_9578710_091218 9/12/2018 5:11 PM Microsg
Q¢ W2BPW_GL_AR_FINAL 8/15/2018 2:15 PM Microsg
*?l_i Metwork
- 4 1 F
File name: ~  |AllFiles 01 -

| Open I Cancel
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V4

f =
/’
[,

(continued...)

The File Attachment window displays and the file
selected shows in the File Attachment file name box.

» Click the Upload button to attach the selected file.

The Spreadsheet Journal Import Request page
displays and the file displays in the Attached File field.

Click the Save button.

* Click the Run button which executes the process
and saves the Run Control ID and parameters.

- Spreadsheet Journals: Upload File into Cardinal GL

File Attachment

CUsers\wbv249558'\Deskiop\PUM U Browse. .

—

Favorites | Main Menu - > General Ledger » > Joumals - > ImporiJoumals » > Spreadsheet Journals

Spreadsheet Journal Import Request

Run Control ID 123456789 Report Manager  Process Monitor

Run

Report Request Parameters

*Number of Data Files | Single data file v Journal Processing Options

*Character Set |S0_8859-1 a,

*If Journal Already Exists
*If Journal is Invalid

| Attached File JRNL_KLGGL332 txt.docx |

| Edit Journal(s)
Recalc Exchange Rates

| Approval Option

Add | Delete View

Ek Add

| Update/Display

|[§]save ||=] Motify
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7~ (continued....)

The Process Scheduler Request page displays.

+ Select the Spreadsheet Journal Import
checkbox option.

Click the OK button.

The Spreadsheet Journal Import Request page

redisplays and the Process Instance number now
displays.

. Click the Process Monitor link.

ﬂ Spreadsheet Journals: Upload File into Cardinal GL

:I Process Scheduler Request

User D FPFPS1_ALLISOM.PATRICK Run Control ID Spreasdshesi_Journal_lmport
i
Server Mame Run Date [03/25/2015 E
Recurrence Run Time |1:15:11FM ResebiviGuaentiDatelline
Time Zone o}

Process List

Select Description Process Name Process Type *Type *Format Distribution

Application Engine Distribution
Application Engine Distribution

[l Journal Import with Edit

Spreadsheet Journal Impaort

GL_EXCL_SATC
GL_EXCL_JRNL

[

Cancel

-

Favorites | Main Menu -

> General Ledger+ > Joumnals+= > ImportJoumnals = > Spreadsheet Journals
Spreadsheet Journal Import Request

Run Control ID 123458729

Report Manager I Process I'u10r1itor|

| Process Instance 10643300 |

Report Request Parameters "

*Number of Data Files | Single data file v

Journal Processing Options

*Character Set [30_8359-1 Q || Edit Journal(s)

*If Journal Already Exists Recalc Exchange Rates
- | Approval Option
*If Journal is Invalid
Add | Delete || View | Attached File JRNL_KLGGL332 txtdocx

Save ||[@h Returnto Search || 4E PreviousinList |45 MextinList ||[Z] Motify

Eh Add

Update/Display
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A Spreadsheet Journals: Upload File into Cardinal GL
/~ (continued.....)

The Process List displays.

e Click the Refresh button until the Run Status is “Success” and the Distribution Status is “Posted”.

Favorites = | ain Menu - » General Ledger = > Journals = > Import Journals = > Spreadsheet Journals > Process Monitor

Process List

View Process Request For
User IDPPS1_KAREN.{Q Type | Application Engine v | [ Last v | 100 || Refresh ||

Senrer| ¥ | Name 1 Instance From Instance To Report Manager

Run Status| v | Distribution Status | ¥ | ¥ save On Refresh

Process List Personalize | Find | View All | (21| [ First (4} 1-350f35 (¢ Last

Select Instance  Seq. Process Type Process Name User Run Date/Time Run Status gé:m'!:um" Details

10648800 Application Engine  GL_EXCL_JRNL PPS1_KAREN.GHOLSON 10312019 34359FM 1 gyecece  posted Details

*  Click the Details link.
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@/f)

The Process Detail page displays.

(continued......)

* Click the Message Log link.

The Message Log displays.

» Verify that the journal was imported. The process can
complete successfully without importing Journals.

* Click the Return button.

Spreadsheet Journals: Upload File into Cardinal GL

Process Detail
Help
Process
Instance 9196554 Type Applicstion Engine
Name GL_EXCL_JRMNL Description Spreadsheet Journal Import
Run Status Success Distribution Status Posted
Run Update Process
Run Conftrel ID Spreasdseet_Journal_lmport Hold Request
Location Server Queue Request
Server PSUNX2 Cancel Request
) Delete Request
Recurrence Re-zend Content Restart Request
Date/Time Actions
Request Created On 04/18/2018 3:57:37AM EDT Paramsters Transfer
Run Anytime After D4/18/2018 S.57:22AM EDT Wiew Locks
Began Process At D4/18/2019 &57T:47AM EDT Batch Timings
Ended Process At D4/18/2019 858D01AMEDT WView Log/fTrace
| oK | Cancel |
Messags Log
Help
Process
Instance: 9196534 Type: Application Engines
MName: GL_EXCL_JRML Description: Spreadshest Joumal Import
Personalize | Find | view an ] 5 | B First ‘1 41-80of8 " Last
Sewerity Log Time Message Text Explain
10 57 4TAM Journal Import processing has started. E}Eﬁféii‘] """""" J
57 4T7AM Processing fils JRMLABPGL332 bt ___ Explain
. . Journal 0001105437 has error. Skip this journal and -
S5T4TAM continus. Explain
S ET-ATAM Jour_nal 0001105435 has error.  Skip this journal and Esxplain
. e Process completed successfully with 1 journals -
B:57-52a0 imported. Explain
10 S:ET:52AM Jourmmal Import processing has finished. Explain
Published messags with ID 5957 a2d4D-51d9-11=9-
5580240 S8288-23321decS80f to create entry in folder Explain
GEMNERAL.
. e Successiully posted generated files to the report -
B:55:0240 repocibony Explain
v
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> Spreadsheet Journals: Upload File into Cardinal GL

(continued.......)

The Process Detail page displays.

Click the View Log/Trace link.

The View Log/Trace page displays.

Click the link for the GL_EXCL_JRNL _[process
instance number].LOG file. This file contains Journal
details and any error information, if applicable. The
details include the BU, Journal ID, Journal Date,
Reference, and Description.

Process Detail

Help
Process
Instance 9196834 Type Application Engine
Name GL_EXCL_JRNL Description Spreadsheet Journal Import
Run Status Success Distribution Status Posted
Run Update Process
Run Control ID Spreadseet_Joumnal_lmport Hold Request
Location Server Queue Request
Server PSUNXZ  Cancel Request
() Delete Request
Recurrence Re-send Content Restart Request
Date/Time Actions
Request Created On 04/18/2019 3:57:37AM EDT Parameters Transfer
Run Anytime After 04/13/2019 8:57: T ; Wiew Locks
Bepgan Process At D4/18/2018 857 T
Ended Process At D41872018 8:58:01AM EDT
OK Cancel
View Log/Trace
Help

Report
ReportID 42330409 Process Instance 9196384
MName GL_EXCL_JRMNL

Run Status Success
Spreadshest Journal Import
Distribution Details

Distribution Node fno2tm Expiration Date

File List
MName File Size (bytes)
AE GL_EXCL JRNL 51365854 log 542

GL_EXCL_JRNL_5196884 LOG

Distribute To
Distribution ID Type

1,177

*Distribution IDv

User PPS1_ALLISON.PATRICK

Return

Process Type Application Engine

05M&2019

Datetime Created
D4/18/2019 5:58:01.7909664M EDT
D4M1E8/2019 5:58:01.7909664AM EDT
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) Spreadsheet Journals: Upload File into Cardinal GL
/’y (continued........)

The Notepad displays.

If a Journal was created, record the Journal ID that was created. If more than one Journal is included, all Journal IDs display
in the Notepad.

|| GL_EXCL_JRNL 9196884 - Notepad = ===

File Edit Format View Help

Epreadsheet Journal Import (GL_EXCL_JIRNL) 2019-04-18  (8.57.47.000000 -
———————————————————————————————————————— Processing file JRNLABPGL332.tTxt .. JJournal 0001108437 has error. |

Skip this journal and continue.Journal 0001108438 has error. skip this ]cuur"ﬂal and cunt‘m_e._ﬁ_lg_uu_gﬂ_l
ith warning : 1012 (15100, 0001108437,Journal Line No: 0,2019-03-25) -, - GL Journal Line
Mumber is Blank|or has exceeded maximum length. SIﬂpped journal line with warning : 1012 (15100,

,Journal Line No: 0,2019-03-25) -, - : Ledger is Blank or has exceedeg max1mum -|Eﬂgth.5k'l[:“|lp
journal 1ine with warning : 1011 {15100, DDDllDEnBE,:qur‘na'l Line No: 0,2019-03-25%) -, - : GL Journal Line
Number is Blank or has exceeded maximum length.skipped journal line with war‘rﬂ'ng : 1011 (15100,

m

0001108438, Journal Line No: 0,2019-03-25) -, - Ledger is Blank or has exceede aximum length.Process
completed successfully with 1 journals imporied, Imported these journals: System ID (Llr'rit,
Date) Reference, Description 1010 (15100,|0001108439, 2019-03-25) , Journal upload GL332Updated these
journals: system ID {Unit, Journal ID, Date) Reference, Description

If the Journal upload is successful, continue processing. Further processing is covered in Lesson 3, Process Journals. [f
there are errors and a Journal is not imported, the errors need to be corrected before further processing can occur. Note the
Journal IDs and error descriptions so that the errors can be corrected.
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#/ Spreadsheet Journals: Upload Errors

If the Journal upload creates the Journal but does not import it (i.e., upload successful but not imported), investigation is
necessary to determine the correction method. Spreadsheet Journal validation is less comprehensive than the validation for

manual Journal entry.

The most common spreadsheet Journal upload errors and possible corrections are listed below.

. Sklpped Journal headers

Example 1 - The Journal ID and date already exist (Skip if Journal Already Exists would need to be selected on
the run control). To correct, recreate the Journal with proper Header values and mark Skip if Journal Already

Exists, if valid
Example 2 - The Header does not contain a valid Business Unit, Ledger Group, and/or Source (e.g., Error: Invalid

Business Unit value). To correct, recreate the Journal with a valid Business Unit

« Skipped invalid Journals

Example 1 - A Journal Line contains an invalid ChartField value (Error: Invalid Department value). To correct, enter

a valid Department and re-upload
Example 2 - A specified SpeedType value does not exist (e.g.,
with a valid SpeedType and re-upload.

Invalid SpeedType). To correct, update the Journal

| GL_EXCL JRNL 9196882 - Notepad (=] ===
File Edit Format View Help

Epreadsheet Journal Import (GL_EXCL_JRNL) 2019-04-18  08.11.18. 000000 -
———————————————————————————————————————— Processing file JRNLABPGL332.txt ...Journal 0001108431 has error.

skip this journal and continue.lJournal 0001108432 has error. sSkip this journal and continue.Journal
0001108433 has error. Skip this journal and continue. Skﬁp?ed journal Tine with warning : 1012 (15100,
0001108431, Journal Line No: 0,2018-09-25) -, - : GL Journal Line Number is Blank or has exceeded max1mum
1ength.5kipqed journal 1ine with warning : 1012 (15100, 0001108431,Journal Line No: 0,2018-09-25) -, - :
Ledger is Blank or has exceeded maximum length. skipped journal 1ine with warning : 10i1 (15100,
0001108432,Journal Line No: 0,2018-09-25) -, - : GL Journal Line Number is Blank or has exceeded max1mum
Tlength. Sk1pqed journal Tine with warning_: 1011 (15100, 0001108432 Journa1 Line No: 0,2018-09-25) -, - :
Ledger is Blank or has exceeded maximum length. == sl sesmodon . 40405100

o : 0,2018-09-25) -, -

with 0 journals 1m-orted rmported these ]ourna1
=T

n y ;
FrTonU e = journals: System ID (Unit, Journal ID, Date) Reference, Description

Invalid SpeedType 5013500Rrocess completed successfully
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/;/ Spreadsheet Journals: Upload Errors (continued)
/

After importing a Journal from a spreadsheet, the “Edit Journal” process must be run in Cardinal before making corrections
using the Create/Update Journal Entries pages. This is important because imported Journals do not have all Journal Lines
and values populated by the various automatic features. If Journals are opened immediately after importing, a Warning

message indicates that they must be edited first. It is only after the “Edit Process” is complete that imported Journals display
final entries for such things as balancing by fund.

Error messages for the batch import are provided in the GL_EXCL_JRNL_[process instance humber].LOG file and are not
part of the message log. The message log is used for online Journals and provides a reference to the log file and
incorporates the Reference ID field value in all the messages logged.

Once all errors have been corrected in the spreadsheet Journal, a corrected file should be uploaded and the previous upload
file can be deleted.
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/;/ Agency to Agency (ATA) Transactions
/

Cardinal allows users with the necessary security access to transfer funds between Commonwealth of Virginia Business Units
(BUs) by entering ATA Journals to record the funds transfer. Originating Business Units that lack security access to transfer
funds between Business Units can create a spreadsheet Journal to record the transfer and send the text file to DOA for
uploading and processing into Cardinal.

Agency to Agency (ATA) transactions involve:

« Payments for goods/services received from another COVA Agency
» Funds transfer between COVA Agencies

For transactions involving goods/services, or Tier Il Higher Ed federal pass-through:

« If the Agency is disbursing funds, a Voucher is entered in Accounts Payable
» If the Agency is receiving funds, a Deposit is entered in Accounts Receivable

For transactions that do NOT involve goods/services or Tier Il higher education federal pass-through, online ATA Journals
are entered in General Ledger.
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ATA Transactions: Process Flow

START

~
/

Is ATA for goods/
services or federal pass-
thru?

Yy

Does agency have security
to access other agency(s)?

v

Enter AP Voucher to pay agency
that provided goods/services or

Yes Is Yes
- agency paying for goods/
L

to transfer federal cash

services or disbursing =
federal funds?

No Enter AR Deposit to record payment from
agency that received goods/services or to
record receipt of federal cash

»
Agency enters GL Journal to record
Yes ATA Funds Transfer
»
Ll

Paying agency creates
spreadsheet journal to record
ATA funds transfer and sends file
to DOA

DOA-General Accounting

P uploads, approves, and posts
ATA journal

END

AP

AR

GL

Follow the AP Enter Vouchers
process. The Vendor would be the
State Agency being paid.

Follow the AR Enter Deposits
process. The Customer would be the State
Agency that sent the payment.

Follow the GL Create Journals
process.
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/,) Lesson 2: Review
/

Key Learning Points:

Each Journal entry must contain at least two Lines, a debit and a credit.
For each Journal entry, the total debits must equal the total credits.

The Attachment link allows the attachment of documents associated with a Journal entry. Only specific file types are
allowed to be attached.

Journals can be marked and saved as incomplete (status of “T - Journal Entry Incomplete”).

When a Journal has a large number of Journal Lines, spreadsheet Journals can help streamline the Journal entry process
and simplify Journal data entry using Microsoft Excel.

Agency to Agency (ATA) Transfer Journals are entered in the General Ledger for fund transfers when the transfer does
not involve the exchange of goods or services between Agencies or federal pass-through for Tier Il higher education
Institutions.

52



f) Lesson 2: Summary
/

In this lesson, you learned:

An Overview on Creating Journals
How to Create Manual Journals
How to Create and Upload Spreadsheet Journals

How to Complete Agency to Agency (ATA) Transfer Journals
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f) Lesson 3: Introduction
/

This lesson covers the following topics:

Editing Journals

+ Reviewing and Correcting Edit Errors

« Budget Checking Journals

* Reviewing and Correcting Budget Check Errors

«  Submitting Journals for Approval
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#/ Process Journals: Overview
/

Journal must be successfilly Journal must be successfulby Al unaporoved ioumals
edited be fore posting. budget checked before are rF;F:‘ted thrjl:rugh
posting

workiowto an approver.

F
EDIT CHECK BUDGET CHECK EUDCET ERFD 7S N DOES JOURNAL yege] FOUTEJOURNAL FOR
JOURNAL(S) JOURMNAL(S) EQUIRE ARPROWV & APPROVAL
y 'y DELETE JO URNAL
Yes Yes
Accounting entries +
from external CORRECT EDIT CORRECT BUDSET e
systems will typicalyy ) " ERROF
be edited and budget ERRORS ERRORS
checked during the Y ag
nighthy batch | A journal that is
processing. denied by the
approver is sent to Mo
the orginators .
worklist o be deleted
CORRECT JOURNAL
orcomected/adjusted. LINES
No
MNo
Candinal requires the edit process The joumal post process
e run on everyjournal, including updatesthe target ledger. AP PROVE JOURMNAL
sub-module journals.
A journal fom Accounts Payable, “
Expense, and Accounts Receivable - 1
is pre-approved since the
originating transaction is approved EDIT CHECK CORRECT EDIT ¥
inthe source module. The JOURNAL(S) ERRORS .
transactions have also been - PO ST JOURNAL > R”&“}%"E\T‘“

successfulty budget checked in the
submodule.

No T

55




/;/ Edit Journals: Overview
J

Cardinal has automatic batch processes that run each night to edit and Budget check Journal entries. Editing and Budget
checking can also be performed manually online. All Journals must pass the “Edit Process” before they can be Budget
checked.

The “Edit Journal” process ensures that:

 The Fiscal Year and accounting period are open

*  ChartField values are valid

*  ChartField combinations are valid

« Journals balance by Business Unit, Fund, and Project

« Total debits equal total credits

+ Cash accounts and certain transfer accounts net to zero

«  Control totals entered on the Totals tab match the actual totals for the Journal (debits, credits, number of lines)

Journals that fail the “Edit Journal” process (i.e., status of “E”) must be corrected before they can be Budget checked,
approved, and posted.

Corrected or updated Journals must be edited again to ensure that all errors have been resolved and the Journals are valid.
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/;/ Edit Journals: Overview (continued)
/

Manual/Spreadsheet Journals: Manually entered and spreadsheet Journals are edited during the nightly batch process or,
manually, using the online “Edit Journal” process available on the Create/Update Journal Entries page.

Other Cardinal Module Journals: For the modules below, accounting entries are created, processed, approved, edited (for
ChartField validation only), and Budget checked. Journals from these Cardinal modules are created and processed through
batch jobs, and are fully edited before they post to the General Ledger.

* Accounts Payable
+ Expenses
* Accounts Receivable — Funds Receipts

Interfaced Journals: Interfaced Journals are edited during the upload. They still go through batch edit to be updated to a “V”
(Valid) status. The Agency must fix errors online in Cardinal and re-run the “Edit Journal” process for any Journals that fail
the “Edit Journal” process.
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y Edit Journals
/

TO ed|t a Journal navigate using the fO”OWing Favorites « Main Menu » General Ledger~ > Journals~ > Joumnal Entry ~ > Create/Update Journal Entries

th Enter any information you have and click Search. Leave fislds blank for a list of all values.
path:

i Find an Existing Value _gdd a Mew Value

Main Menu > General Ledger > Journals >
Journal Entry > Create/Update Journal Entries

Search Criteria

Business Unit[= v | 15100 Q,
Journal ID[ bagins with ¥ |
. .. Jaurnal Date|:| El
On the Find an Existing Value tab, search for Document Sequence Number| begins vith |
H Line Business Unit (&}
the JOL.IrnaIS that have not yet been edited by JournafHeaderStatustZI v || Mo Staius - Needs 1o be Edited v||
searching for Journal Header Status = No audget!rm-ec R T -

Status — Needs to be Edited. 5;;:3 g

Attachment Exist| = | | v

I Case Sensitive

C“Ck the Search button Limit the numher of results to (up to 300) 300

Search || Clear |Basic Search B save Search Criteria

Search Results

Search results are returned at the bottom of the View Al

page . Business Journal UnPost T Llne_ Journal Budget Checking  Ledger Currency Journal Journal
Unit eournalip Date Sequence Sequence Eluislness Header Status Header Status Group SN Code Total Lines Total Debits
Number Unit
m&?dﬂmg 0 (hlank) 15100 Edit Reqg'd Mot Chik'd ACTUALS ONL  LSD 2 5
0001289127 10/24/2019 0 (hlank) 15100 Edit Reqg'd Mot Chi'd ACTUALS ONL  LSD 2 5

Select the applicable Journal from the search
results by clicking the applicable Journal ID link.
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[,

» Edit Journals (continued)
/

Click the Lines tab. The Lines page allows selection of the appropriate Process for online Journal entries, using the Process
dropdown menu. Three edit processes are available:

« Edit/Pre-Check - Edit is run and Budget check confirms availability of funds but does not reserve the funds

. Edit ChartField - Identifies ChartField related errors to include ChartField and ChartField combination edit errors

« Edit Journal — The “Edit Journal” process runs and if there are no edit errors, the “Budget Check Journal” runs
automatically

Favorites + | Main Menu ~ > General Ledger~ > Joumnals » > Joumnal Entry ~ > Create/Update Journal Entries

ﬁeade Totals || Errors || Approval
Unit 50100 ®

4

Save ||[@h Return to Search

Edit Chartiield

Refresh Journal
Submit Journal

Lines to add 1 =l

[=] Motify || &% Refresh

Joumnal ID 0001289128 Date 10/24/2019 Errors Only
Template List Search Criteria Zogtinly View Audit Logs
| Inter/intraUnit | *Process | Edit Joumnal v | Process Line| 10 =]
Budget Check Journal
w Lines Copy Journal Personalize | Find | (2] | @
Delete Journal
Select Line *Unit *Ledger i o Fund Program Department Cost Center

O 1 50100 Q. ACTUALS| [ERENLE] Q02010 | |101060 Q [10012 Q Q
Post Journal
O 15 50100 Q, ACTUALS [Print Journal Q2010 |Q [101080 Q [10012 QL Q

3

w Totals Personalize | Find | View All | (21| E First (4) 10f1 (») Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
50100 2 5,000.00 5,000.00 M N

Es Add Update/Display
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To run the “Edit Journal” process:

 Select “Edit Journal” in the Process field.

» Click the Process button. The “Edit Journal” process runs and the Journal Status updates. If the edit process
completes without errors, the “Budget Check Journal” process is kicked off automatically as part of the “Edit Journal”
process.

« If the Journal Status is anything but “V” (Valid), errors need to be corrected. Correcting errors is covered later in this
course. Save and re-run the “Edit Journal” process each time a change is made.

« The Journal is available to submit for approval when the Journal Status and Budget Status fields are both “V” (Valid).

Favoritas = | Main Manu = > Ganeral Ledger = > Joumals = > Journal Entry + - Créatedlpdata Jowrmal Entias

Header || Lines || Totals ” Ermors | Spproval

wnit 15100 ) Journal ID 0000345597 Date 01OWZIT [_1Errars onty
Tarmplabe List Sagngh Crileria Charge Vahmes
[ interfintmling ] I *Progess [Edr Jowmnal ] | Frocess | I = =] Line| 1% [F] [=]
- Llnas Personalize | Fina | £ B
Sakect (W], "Linat "Liediger Sl Ty Account Furmd Proqgram [P e ezt Caoat Canbor Tank
1 1 fis1o0 |1, AcTUALS [ | & =o11230 |y D100 |y 724001 @, |#3200 =N o | |
= 2 15100 [Ty AcTuALS [ | @ so11230 |y [D1o00 | (724001 |2, [93400 =N =N |
| < >
Lines ioadd | 1] = [
- Totals Parsonalize | Find | wvies o | 6207 G2 First ‘4 1gr1 C Lase
Lhniit Total Lines Total Detita Taotal Credits | tourmal Status  Budjet Status
151060 2 S0 5000 W W
[l Save |Jlod Return o Search | |[5] Moty || 2% Refresh L& Add || B UpdateDisplay

Header | Lines | Totala | Erors | Approval
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/;/ Edit Journals: Journal Status Values
J

The Journal Status field is updated once the “Edit Journal” process completes. Journal Status values include:

Status Description Functional Description
N No Status - Needs to be Edited | Journal has been saved but not yet edited.
Journal is incomplete, or the Journal failed the cash account or transfer
T Journal Entry Incomplete )
account net to zero edit.
E Error Journal has an error(s) from edit.
\% Valid Journal Journal has successfully completed edit and is ready for approval.
D Deleted Journal was deleted.
P Posted to Ledger(s) Journal has posted to the Ledger.
U Unposted Journal was unposted from the Ledger (not available).
. Journal posting is incomplete. A problem occurred and the Journal needs to
I Posting Incomplete . .
be resubmitted for posting.
M Valid SJE Model - Do not Post | Standard Journal Entry (i.e. model — Do Not Post).
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/;/ Edit Journals: Journal Status Values (continued)
/

There are two possible reasons for the Journal Status of “T” (Incomplete):
1. Journal is incomplete. In this situation, the Journal is partially entered and saved for later completion.

 To save a Journal as Incomplete:
* Return to the Header tab and select the Save Journal Incomplete Status checkbox option
» Click the Save button. The Journal Status updates to “T” upon save and the Journal is bypassed during batch
processing until the checkbox option is cleared
 To complete the Journal:
* Reopen and complete the Journal
+ Deselect the Save Journal Incomplete Status checkbox option
* Click the Save button. The Journal Status updates to “N”
» Complete the normal Journal processing steps
2. Journal failed the cash account or transfer account net to zero edit or the invalid transfer account pairs edit. In this
situation, the cash accounts or transfer account pairs failed to net to zero or the transfer pair is invalid.
» Correct the Journal and deselect the Save Journal Incomplete Status checkbox option
* Click the Save button. The Journal Status updates to “N”
«  Complete the normal Journal processing steps
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4/ Edit Journals: Review and Correct Errors

On the Lines tab, the Errors Only checkbox option can be used to view only the Lines with errors. This can be useful when
editing large Journals with many Lines. The navigation arrows below the Errors Only checkbox are used to navigate through
the Lines. To modify the number of Lines viewed on the page, update the Line field with the desired number.

Favorites = | Main Menu + > General Ledger =

Header || Lines | Totals | Emors || Approval

Unit 15100

Template List

> Joumals =

Journal ID 0001610885

Search Criteria

> Joumal Entry + > CreatefUpdate Journal Entries

Date 02152021

Change Values

WLErrars Only

View Audit Logs

| [nt@lraUn]l *Process | Edit Journal ¥ Process | [ Line| 10 [3T] [=
Lines Personalize | Find | @| E
Select Line *Unit *Ledger SpeedType Account Fund Program Department Cost Center
O 1 50100 Q. ACTUALS Q, [5022760 Q. [04100 |Q 604001 Q, 12096 Q [11173100 |Q
O 2 50100 @, ACTUALS Q, [5022760 Q. [04100 |Cy (604002 Q. (12029 Q [11153100 |Q
O 3 50100 ) ACTUALS Q, 5022760 @ 04100 |Gy (604003 Q. [12086 Q [11163100 |Q
1 4 50100 Q) ACTUALS Q. 5022760 Q04100 | (604003 Q12087 Q. [11163100 (&}
[l 5 50100 Q) ACTUALS 1, [5013990 Q04100 |Q (60400402 Q14039 Q11164500 (&}
7 15100 ACTUALS 2 101010 99999
8 50100 ACTUALS < 101010 04100 99999 89950989
< >
Lines toadd| 1 =
Totals Personalize | Find | View Al | 2] [ First '4/ 1-20f2 '}/ Last
Unit Total Lines Total Debits Tofal Credits  Joumnal Status Budget Status
15100 1 10.00 0.00 E N
50100 G 7,824.00 7,824.00 E N
[l Save ||[ah Return to Search Previous in List 4 | Mextin List [Z] Mtify % Refresh =4 Add JE| Update/Display
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»/ Edit Journals: Review and Correct Errors (continued)
/

Journals marked with errors are saved but do not post until the errors are corrected.

Clicking the Errors tab on the Create/Update Journal Entries page allows viewing of Edit Errors by Journal Header and
Line.

Remember that the number of Lines viewed is updated on the Lines tab. Therefore, in order for all Line error messages to
appear, all Journal Lines must be displayed on the Lines tab. For example, if the Lines tab is set to only show 2 Lines at a
time, the Errors tab only shows errors for those Lines displayed on the Lines tab.

Once the Journal is corrected, the “Edit Process” needs to be re-run. All errors must be corrected before the Journal can be
Budget checked.

Favorites - | Main Menu - > f{General Ledger~ > Journals+ > Joumal Entry~ > CreatefUpdate Journal Entries

Header || Lines || Totals Approval

Unit 15100 Journal ID 0001810285 Date 02/15/2021
Header Errors Personalize | Find | £ | = First ‘4’ 10f1 "}/ Last
Unit Field Name Field Long Name Set Msg Message Text
JENL_HDR_STATUS Journal Header Status 5860 48 Journal is not balanced on journal totals or balancing ChartField totals.
Line Errors Personalize | Find | 2 | = First ‘&) 1 0of1 ‘2! Last
Field Long Name Message Text

Mo journal line between line 1 and line 8 is markad in emror.

[§]save ||[@r Return to Search Previous in List 45| Nextin List [=] Motify || Refresh [ Add Fi] Update/Display
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/;/ Edit Journals: Review and Correct Errors (continued.)
/

For interfacing Agencies, Cardinal generates a Journal Upload Error Report nightly. This report can be accessed on the
Agency's file server or can be run manually from Cardinal using the following navigation path:

Main Menu > General Ledger > General Reports > Journal Upload Error Report
The Journal Upload Error Report can result in the following:
File Upload Successful:

» If the file processes successfully, the report provides the file name, upload date, and a file success status that states
that the File is Processed Successfully With No Errors

File Upload Errors:

» If the file has errors, the report displays details for all rejected transactions
» Prior to resubmitting the file to Cardinal, rejected transactions must be reviewed and corrected by the Agency

For more detailed information about running this report manually, see the Cardinal General Ledger Reports Catalog located
on the Cardinal website in Reports Catalog under Resources.
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/;/ Budget Check Journals: Overview
/

All General Ledger Journals (manual, spreadsheet, interfaced, or external third party) must pass Budget check against
established Commitment Control Budgets which are based on valid ChartField combinations and amounts. All Budget check
errors must be corrected online in Cardinal. The “Budget Check Journal” process runs as part of the “Edit Journal” process,
therefore, it is not necessary to run it separately unless the Journal Header Status field displays “V” (Valid) and the Budget
Checking Header Status field displays “N” (Not Checked), “E” (Error), or “P” (Provisionally Valid).

Transactions that exceed controlling Budgets, such as the Appropriation or Allotment Budget, or do not have a Budget
ChartField combination previously established, will not pass Budget check until the errors are corrected, or an authorized user
overrides the error. DOA General Accounting may need to do an override.

Manual/Spreadsheet Journals - Spreadsheet and manually entered Journals are Budget checked during the nightly batch
process, or manually online when the “Edit Journal” process is run (if there are no Edit Errors).

Other Cardinal Module Journals - Journals that originate in the modules below are Budget checked in their originating
Cardinal module prior to being Journal generated to the General Ledger and are not processed through another Budget check
again in General Ledger:

* Accounts Payable
« Expenses
* Accounts Receivable — Funds Receipts

Interfaced Journals - Journals uploaded into Cardinal through the Journal Upload process are edited during the nightly batch
processing and Budget checked immediately after (if there are no Edit Errors).
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/ Budget Check Journals: Budget Check Status Values

The Budget Status field is updated to one of the following statuses once the “Budget Check Journal” process completes:

Status Description Functional Description
The entry failed to pass Budget checking. Errors are exceptions that have
failed Budget checking because they do not conform to the rules established
E Error for that control Budget. Some errors can be overridden.
Security permissions determine who has the ability to override Budget errors.
The “Budget Check Journal” process has not processed the entry or the entry
N Not Checked has changed and has not been Budget checked again.
The Journal has successfully passed Budget checking and the process
\% Valid updated the control Budget Ledger.
The Budget check is valid but the funds are not reserved.
P Provisionally Valid This occurs when the “Edit / Pre-Check” process is run.
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V4

If a Journal entry needs to be Budget checked
manually, it can be done from the Lines tab on
the Create/Update Journal Entries page.

Navigate to the Create/Update Journal Entries
page using the following path:

Main Menu > General Ledger > Journals >
Journal Entry > Create/Update Journal Entries

* Onthe Find an Existing Value tab, enter
valid search criteria to find the Journal to be
Budget checked.

 Example: search for all Journals that
have a Budget Checking Header Status
= Not Budget Checked. Note that this
search will not include Journals that have
been Budget checked and are in an “E”
(Error) or “P” (Provisionally Valid) status

* Click the Search button.

» Select the applicable Journal from the search
results.

% Manually Budget Check Journals

Create/Update Journal Entries

Find an Existing Value Add a New Value

Search Criteria

Favorites - Main Menu > General Ledger~ > Journals =

Joumal Entry

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

Business Unit|= w| 15100 Q
Journal ID| beging with V|
Journal Date E|
Document Sequence Number
Line Business Unit[= /| Q,
Journal Header Status[= sl | ]
EBudget Checking Header Status|= v| [Mot Budget Checked v
Source|= V| | [
User ID[Begins wih v/ Q
Aftachment Exist|= v v]

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

b3

Create/Update Journal Entries
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#/ Manually Budget Check Journals (continued)
/

« The Header tab displays. Click on the Lines tab.

« Select “Budget Check Journal” in the Process field and click the Process button.

Header |: Lines | Totals | Errors || Approval [

Favorites - | NMain Menu = » General Ledger =

= Journals -

Journal Entry ~ > Create/Update Journal Entries

Header | Lines | Totals | Errors | Approval

Unit 15100 Joumal ID 0001289126 Date 10/24/2019 Errors Only
Template List Search Criteria Change YWalugs View Audit Logs
| Inter/Intralinit @ | *Process ; Budget Check Journal v Process Line| 10
w Lines - Personalize | Find | (2] | @
Select Line *Unit *Ledger SpeedType Accounta Funda Program Department Amount
O 1 15100 @ ACTUALS Q 5013110 @ |01000 |Q (799001 Q. [92100 Q 5.00
J 2 15100 0, ACTUALS Q5013120 Cy |01000 | 799001 (92100 aQ, -5.00
] 3
Lines to add 1 (=]
+ Totals Personalize | Find | View All | (2] E First (4) 10f1 (») Last
Unit Total Lines Total Debitsa Total Credits Journal Status Budget Status
15100 2 5.00 5.00 N M
|[Fsave ||[or Returnto Search |45 PreviousinList | |45 MextinList ||[=] Mofify || Refresh | Bk Add | Update/Display
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V4

* Once the “Budget Check Journal” process completes successfully, the Budget Status field updates to “V” (Valid).

% Manually Budget Check Journals (continued.)

« Once both the Journal Status and Budget Status fields display a status of “V” (Valid), click the Save button.

The Journal is now saved with its new status and can be submitted for approval.

Favorites = ‘ Main Menu = > General Ledger~ > Joumals= > Joumal Entry = >
Header Lines Totals Ermrors Approval
Unit 15100 Journal ID 00012859126
Template List Search Criteria
| Inter/Intralinit G | *Process | Edit Journal v
w Lines
Select Line *Unit *Ledger SpeedType Account<
] 1 15100 x| ACTUALS 2, 5013110 a
U 2 15100 QL ACTUALS 2, 5013120 a
L4
Lines toadd| 1 =
w Totals
Unit Total Lines Total Debitsa
15100 2 5.00
\[{isave |||or Returnto Search |1 | Previousin List ||4 | MextinList |[[=]Notify ||s* Refresh

Create/Update Journal Entries

Date 10/24/2019 Errors Only
Change Values View Audit Logs
Process Line! 10 =
Personalize | Find | @I E
Fund« Program < Department Amount Stal
01000 |G (729001 1 (92100 Q 5.00
01000 | (729001 2 (92100 Q -5.00
>
Personalize | Find | View Al | B | L First ‘4 1 of1 "}/ Last

Total Credits] Joumnal Status Budget Status~
5.00 Vv v
Ek Add || 5 Update/Display
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/ﬂ Option 1

To find Journals that do not have a valid Budget Check
status, navigate to the Create/Update Journal Entries

page:

Main Menu > General Ledger > Journals > Journal
Entry > Create/Update Journal Entries

* On the Find an Existing Value tab, click the Clear
button to remove any defaulted search criteria.

 Enter valid search criteria such as:
e Business Unit
 Journal Header Status not = Posted to
Ledger(s)
* Click the Search button.

The search results display.

* Review the Budget Checking Header Status for each

Journal.

* Click on the link for the applicable Journal.

Budget Check Journals: Review and Correct Errors —

Favorites = Main Menu +

Create/Update Journal Entries

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

| Find an Exisfing Value - Add a New Value

Search Criteria

I Business Unit

15100

Journal ID| begins with /||

Joumnal Date
Document Sequence Number|

Line Business Unit| = v

I Joumal Header Status[not= ] |

Posted o Ledger(s)

Budget Checking Header Stalus| = v| |

Snurce-“
User ID[Begins v v/

Attachment Exist[ = V]

Ccase sensitive
Limit the number of results to {up to 3200): |200

Basic Search [& Save Search Criteria

Search Results
View All

Business Journal

- Journal ID
Unit Date

HEY] 0001610962 [02/15/2021 0
15100  AR00020519 04/02/2013 0
15100 0000124707 06/30/2015 0

UnPost

Find an Existing Value [ Add a New Value

Sequence

Document Sequence
Number

(blank)

(blank)

(blank)

Line Business Journal Header |
Unit Status

15100 Valid

15100 Valid

15100 Valid

> General Ledger» > Joumals~ > Joumal Entry~ > Create/Update Journal Entries

Budget Checking
Header Status
Errors
Valid
Valid

Ledger Currency  Journal Total Journal Total

Group — Code Lines Debits
ACTUALS ONL USD 2 300000000000
ACTUALS AR USD 2 135.1
CC_PROJ SPJ USD 1 250000
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V4

Option 1 (continued)

The Header tab displays for the applicable Journal.
* Click the Lines tab.

» Review the Budget Status field and click the “E” link to view the error message which will help determine the method of

Budget Check Journals: Review and Correct Errors —

correction.
Favorites - | Main Menu = » General Ledger= > Journals~ > Journal Eniry = > Create/Update Jourmal Entries
Header | Lines [_Iﬂtats Errors Approval
Unit 15100 Journal I 0001259133 Date 11/01/2019 Ul Errors Only

Template List Search Criteria

Change Values

| Inter/iaunit

*Process |Edit Journal

Lines
Select Line =it *Ledger SpeedType
O 2 15100 €y, ACTUALS
| 1 hs100 ®|CL ACTUALS
4
Linestoadd| 1 = @
Totals
Umnit Total Lines Total Debits«
15100 2 §0,000,000.00
[F]save ||[z™ Return to Search [Z] Motify | |s* Refresh

Header | Lines | Totals | Errors | Approval

1 5012750

2, (5012740

Ly Process
Fund« Program & Department
O |01000 (D (724001 ) 94100
i (01000 |C (737001 1 94100

Personalize | Find | View Al | G| s

Total Credits

§0,000,000.00

Journal Status

v

L add || F

View Audit Logs

=] [£] Line| 10/ [T] [=]

Personalize | Find | £ ] Ed
Amount Stal

a -§0,000,000.00

Q £0,000,000.00
>

First '*' 1of1 '*' Last

Budget Status~

E

Update/Dizplay
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/ﬂ Option 1 (continued.)

The GL Journal Exceptions tab displays showing the
error(s).

Example: the erroris “Exceeds Budget Tolerance”.
Two possible corrections may occur:

* The Budget is modified and no adjustments are made
to the Journal and then run the “Budget Check Journal”
again.

* A ChartField value or amount is corrected and the
Journal is saved. This results in a Journal Status and
Budget Status of “N” (Not Checked). Run the “Edit
Journal” process again which will include running the
“Budget Check Journal” process (if there are no Edit
Errors).

Once the required checks are re-run successfully, the
Journal Status and Budget Status fields are “V” (Valid).

The Journal can be saved with its new status and
submitted for approval.

- Budget Check Journals: Review and Correct Errors —

Favorites = [ Main Menu = » General Ledger~ * Journals~ » Journal Enfry + » Create/Update Journal Entries

GL Journal Exceptions I Line Exceptions

Business Unit 15100

“Exception Type [T ¥ |

Maximum Rows 100

Search

Budgets with Exceptions
Budget Override | Budget Chartfields

Details Business Unit  Ledger Group
1 @ 15100 CC_ALLOT
2 O} 15100 CC_APPROP
[5]Save ||[h Retumn to Search ||[=] Nofify

GL Journal Exceptions | Line Exceptions

Joumal ID 0001239133-‘3 Journal Date 11/01/2019
r Bl
Override Transaction i} ﬁﬁ Q

More Budgets Exist

Advanced Budget Criteria

>

Journal

Personalize | Find[\."iewAIIII E First ‘4 1-20f2 '} Last

Override

Exception More Detail Budget
Exceeds Budget Telerance Vore Detail
Exceeds Budget Tolerance More Detail

Transfer
GoTo..

GoTo..
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/ Budget Check Journals: Review and Correct Errors —
~~ Option 2

Navigate to the Journal page using the following
navigation path:

Favorites « Main Menu -+ » Commitment Control » » Review Budget Check E)C[:E‘:pliDﬂ'ISU » General Ledger + > Journal
Main Menu > Commitment Control > Review
Budget Check Exceptions > General Ledger > Journal
JOU rnal Enler any informalien you have and click Search. Leave fields blank for a list of all values.
| Find an Existing Value
« Enter the following search criteria: [ Search Criteria |
° Bus i ness U n it Commitment Control Tran ID[begins with ¥ | |
Commitment Control Tran Dale=_ ] | ||§|
Business Unil[=_¥ [15100 [=Y
« Journal ID Journal ID[begins with ¥ 0001108439 [}
Journal Date = v [E]
«  Click the Search button. Process Instance(=____¥1] | '
Process Status(= ] | ¥

. . . Limil the number of resulls o (up to 300):
Just as in Option 1, the GL Journal Exceptions tab

. . i -
d|Sp|ayS Correct the error(S) as necessary. Search |I| Clear |Bas.|c:5&arch [&" save Search Criteria

Re-run the “Edit Journal” and “Budget Check
Journal” processes, as necessary, and save the
Journal in its new status.



V4

%/ Budget Check Journals: Common Errors

The table below shows some common budget check errors and whether or not they can be overridden.

Exception

Can Exception be
Overridden?

Possible Action(s)

ChartField values may need to be changed or Budget may

No Budget Exists N need to be created.

Budget is Closed N ChartField values may need to be changed or the Journal
udgetis Llose may need to be recreated with a different Journal Date.
Exceeds Budget Journal amount(s) may need to be changed, Budget may
Tolerance (i.e., Y need to be created, or the exception may need to be

budget) overridden.
Determine if the Budget hold can be changed, change
Budget is On Hold Y ChartField values on the Journal, or the exception may

need to be overridden.
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y Budget Check Journals: Common Warnings
/

Warnings are exceptions that do not conform to the rules of the established Budget Ledger but do not hold up Journal

processing. They are in place to provide alerts to certain situations that may adversely impact the Budget and Journal
processing.

Warning
Code

Warning Description

Notes

Exceeds Budget but is

Transaction exceeds available Budget balance, but is within the tolerance allowed. (Not currently used in

Transaction

W1 within Tolerance Cardinal)
Transaction exceeds Budget, but the control option for the control Budget definition is “Tracking with
Budget” or “Tracking without Budget”.
Exceeds Budget, but is a “ . . » L : :
W2 Track or Non-Initial For “Tracking without Budget”, no warning is issued for detail tracking Ledger Groups.

If it is not a detail tracking Ledger Group and a budget row exists, even if it is for a zero amount, a W2

warning is issued if the transaction exceeds the available spending. However, if no budget row exists, no
warning is issued.

76




>
/;/ Submit Journals for Approval: Overview
/

Only Journals that pass both edit and Budget check can be routed for approval. If an Agency has only one approver, the
Agency should have the Journal Processor submit Journals for approval.

Journals cannot be submitted and approved by the same person.
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7l Submit Journals for Approval
/

To find Journals that need to be submitted for

approval, USG the fO”OWIﬂg path Favorites = | Main Menu - > General Ledger~ > Journals~ > Journal Enfry~ : CreatefUpdate Journal Entries

Create/Update Journal Entries

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

Main Menu > General Ledger > Journals >
Journal Entry > Create/Update Journal Entries

I Find an Existing Value l Add a New Value

Search Criteria

Business Unit[=_v| 15100 Q
* On the Find an Existing Value tab, click the dourmario[begins i /] j
Journal Dat& ]
Clear button to clear the default search Document Sequence Numberbsgins with V]
criteria values. e e unnl= ] | S
|BudgelChecking Header Status|= v|  [valid v] |
] ) ) Source|=_w| | =3
+ Enter the following search criteria: USer'D| Q |
Attachment Exist|= e W

[case Sensitive
Limit the number of results to (up to 300):. |300

* Business Unit
» Budget Checking Header Status of “V”

=
| Search | Clear Basic Search |2 Save Search Criteria

300 of 10019 results are displayed.

e Click the Search button. View Al

~ Document Line ~
Business Journal UnPost ) Budget Checking Ledger Currency Journal Journal Total
~ Joumnal ID Sequence Business Source B ~
Unit Date Sequence ) Header Status Group Code Total Lines Debits
Number Unit =
15100 IUDODDSUBSG ]1 13172014 0 (blank) 15100 Posted Valid ACTUALS ONL USD [} 6393003.94

* The search results displays. Select the
applicable Journal by clicking the
corresponding link.
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/)

V4

The Header tab displays for the applicable Journal.

Click the Lines tab.

» Submit Journals for Approval (continued)

Verify that the Journal Status and Budget Status fields both display a value of “V” (Valid).

Favorites » ‘ Main Menu = > General Ledger~ > Journals> > Journal Enfry » > Create/Update Journal Entries
Header | Lines | Totals Errors Approval
Unit 15100 Journal ID 0001239133 Date 11/01/2018 Errors Only
Template List Search Criteria Change Values View Audit Logs
| lntenf&umt *Process | Edit Journal Process =] Line| 10 =
Lines Personalize | Find | (] &
Select Line =Unit *Ledger SpeedType Accounta Fund & Program & Department Amount Stal
] 2 15100 G ACTUALS Q, [so12750 Qi (01000 (O (724001 Q94100 Q. -5,000.00
Il 1 hs100 % | ACTUALS Q, [sp12740 CLolo1000 |2 737001 94400 & 6,000.00
£ >
Linestoadd| 1 = @
Totals Persanalize | Find | view an | G| First ‘4 10of1 '} Last
Unit Total Lines Total Debits Total Credits | Journal Status Budget Status™
15100 2 6,000.00 6,000.00 v v
I_E—ll Save ||[o™ Return to Search | |[=] Notify || Refresh |[Ey add || F updateiDisplay
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#/ Submit Journals for Approval (continued.)
/

 Select the “Submit Journal” list item in the Process field and click the Process button.

The Journal is saved and submitted for approval. The Journal Status and Budget Status fields will remain with a status of

“V” (Valid) until the Journal is approved and posted to the General Ledger.

* Optionally click the Approval tab.

Header Lines Totals Errors Approval

Favorites | Main Menu « » General Ledger~ > Journals+ > Journal Eniry =

> Create/Update Journal Entries

Header | Lines | Totals | Errors | Approval

Unit 15100 Journal ID 0001289133 Date 11/01/2019 Errors Only
Template List Search Criteria Change Values View Audit Logs
| lntenfl@umt *Process | Submit Journal v| I | Process | I = Line| 10 =
Lines Personalize | Find | ]
Select Line *Unit *Ledger SpeedType Accounta Fund & Program + Department Amount Stat
O 2 15100 O, ACTUALS 2, [s012750 (01000 (D (724001 Q. [94100 Q -5,000.00
|:| 1 15100 ! ACTUALS ), [s012740 Q |o1000 |C 737001 Q, |94100 2 6,000.00
£ >
Lines toadd| 1 = HE
Totals Personalize | Find | View an | (2] H First "* 10of1 '* Last
Unit Total Lines Total Debits Total Credits)  Joumnal 5tatus Budget Status~
15100 2 6,000.00 §,000.0C v iy
|F]save ||| Return to Search =] Motify ||2* Refresh | =L add | Update/Display
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#/ Submit Journals for Approval (continued..)
/

The Approval tab displays.

Notice that the original user is skipped as part of the approval process because he/she submitted the Journal in this example.

Reminder: the user who submits the Journal can not also approve the Journal. This can be avoided by having another user submit
the Journal and then the Journal creator would be able to approve it.

Fawvorites - | Main Menu > General Ledger - = Journals - = Joumnal Entry = > Create/Update Journal Entries

Header Lines Totals Errors Approval

Unit 15100 Journal ID 0001211333 Date 0&8M3/2019
Approval Status

Unit 15100
Approval Check Active ™

Approval Status Pending Approval
Approval Action |Appr0\.re v|

Deny Comments

254 characters remaining

Jrnl Approval

Unit 15100, ID 0001211333, Date 2019-06-13, Line Unit 15100:Pending §&&View/Hide Comments
Jrnl Approwval
Skipped
-1 wilahos, Elizabeth (DOA)

— L Joumal Approver
10F10M19 - 3237 P

Pending

G} Multiple Approvers
GL Joumal Approver

Comments
Approval History

5 Save it Return to Search 4 | Previous in List 4] Mextin List =] Motify % Reiresh

Header | Lines | Totals | Ermors | Approval

81



Presenter Notes
Presentation Notes
End of Demo


/,) Lesson 3: Review
/

Key Learning Points:

Journals from Accounts Payable, Expenses, and Accounts Receivable — Funds Receipts are
« Validated and Budget checked in their respective modules
* Pre-approved. The transaction is approved in the originating module

Journals created manually online, Journals created from external sources (e.g., Agency systems), and spreadsheet
Journals must be edited and Budget checked in the General Ledger.

Any errors identified after an interfaced Journal is uploaded into Cardinal must be corrected online in Cardinal; if
corrections are made online in Cardinal, the Journal requires Agency approval online in Cardinal.

Journals must pass Edit and Budget check before they can be submitted for approval.

General Ledger Journal entries that are not pre-approved are manually submitted for approval.
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f) Lesson 3: Summary
/

In this lesson, you learned:

* How to Run the “Edit Journal” Process

* How to Review and Correct Edit Errors

* How to Budget Check Journals

* How to Review and Correct Budget Check Errors

* How to Submit Journals for Approval
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User ID:  UHK37558
Password123#


f) Lesson 4: Introduction
/

This lesson covers the following topics:

* Denying and Deleting Journals

* Approving Journals

« Posting Journals

« Copying Journals

* Performing Journal Inquiries
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Journalmust be successfulhy
edited before posting.

EDIT CHECK
JOURNAL(S)

F F 3

Accounting entries
from external
systems will typically
be edited and budget
checked during the
nighth batch

» Manage Journals: Overview

Journal must be successfulby
budget checked before

posting
EDT ERFO RS " BUDZET CHECK
EXIST? L JOURNAL(S)
Yes
CORRECT EDIT
ERRORS

processing.

SUDGET ERROFS

Yes

CORRECT BUDGET
ERRORS

A journal from Accounts Payable,
Expense, and Accounts Receivable
is pre-approved sinca the
orginating transaction is appmoved
inthe source module. The
transadions have also been
successfully budget checked in the
submodule.

Carinal requires the edit process
be run on everyjournal, including
sub-module journals.

The joumal post process
updatesthe target ledger.

¥ 1
EDIT CHECK CORRECT EDIT
JOURMAL(S) ERRORS
-
Mo

DOES JOURMNAL
EQUIRE APPROV

All unapproved journals
are routed through
workfowto an approver.

ROUTEJOURNAL FOR
APPROVAL

=t es

CENY

Ajourndl that is . OURNALZ

denied py the
approvdr is sent to
the origjnators
work listiio be deleted
orcometed/adjusted.

MNo

AP PROVE JOURNAL

CORRECT JOURNAL
LIKES

O

POSET JOURNAL

.T

RUN JOURNAL
EXTRALCT
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/;/ Denying/Deleting Journals Overview
/

An approver can deny and/or delete a Journal as appropriate.

Denying Journals:

« Denying a Journal does not release the funds that were reserved during the Journal’s initial budget check process
* Be sure that denied Journals are either corrected and re-submitted or deleted

«  When denied Journals are corrected, the “Budget Check Journal” process runs automatically when the Journal is saved
and this process releases the previous amounts. Funds are reserved for the corrected amounts, if appropriate

For detailed instructions on denying journals, see the statewide course entitled GL333: Approving Journals on the Cardinal
website in Course Materials under Learning.

Deleting Journals:
When deleting a Journal, the “Budget Check Journal” process runs automatically and releases the funds reserved

« Journals that have passed the “Budget Check Journal” process but have not posted can be deleted. Journals cannot be
deleted once they have posted

« Journals can be deleted by the originator (creator) or the approver

» The system creates an audit trail of the deletion
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#/ Deleting Journals
/

To delete a Journal:

* Navigate to the Create/Update Journal Entries page.

* Click the Lines tab.

» Select the “Delete Journal” list item in the Process field and then click the Process button.

I-I_ﬁ‘_l Save ”-Ig" Return te Search | |[[=] Motify | |{® Refresh |

Header | Lings | Totals | Emrors | Approval

Favoriies « | Main Menu « > General Ledger~ > Journals~ > Journal Eniry » > CreatefUpdate Journal Entries
Header I Lines || Totals || Errors ” Approval
Unit 15100 Journal I 0001239132 Date 11/01/2019 Errors Only
Template List Search Criteria Change Values View Audit Logs
| Infe@[:aLlnit *Process (Delete Joumnal W Process = Line| 10 =]
Lines Personalize | Find | 2] l_:.l
Select Line *Unit *|edger SpeedType Accounta Fund« Program & Department Amount Stat
[l 1 15100 Q) ACTUALS Q, [s013110 <, (01000 | O (799001 Q92100 Q 1,250.00
[l 2 15100 21 ACTUALS Q [s013120 2 |o1o000 | (799001 2 92100 & -1,250.00
< >
Lines to add 1 =
Totals Personalize | Find | View a1l | (2] 4 First 'Y 10of1 ' Last
Unit Total Lines Total Debits~ Total Credits ~ Journal Status Budget Status™
15100 2 1,250.00 1,250.00 v WV

[ % Add || 5 Update/Display
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#/ Deleting Journals (continued)
/

A Message displays and the user must confirm the deletion.

* Click the Yes button to confirm the deletion.

The “Budget Check Journal” process runs automatically and releases the funds reserved

A second message displays confirming the deletion.

* Click the OK button.

Favorites | Main Menu = » General Ledger~ > Journals~ > JoumnalEniry > > CreatefUpdate Joumal Entries

Header ” Lines ” Totals || Errors || Approval

Date 11/01/2019 "I Errors Only

Journal ID' 0001259132

Unit 15100
Template List Search Crtena Change Values View Audit Logs
| Inter/IntraUnit *Process (Delete Journal v | Process = Line [=]
w Lines Personalize | Find | 2] B
Select Line *Umit *Ledger SpeedType O L T e e oy T (YL Y t Stal

Message
1,250.00 [ |

I 1 15100 € ACTUALS [ | @ [so1311
-1,250.00] [ |

O 2 15100 Q- ACTUALS Q 501312 Are you sure that you want to delete this journal? (5010,30)
<
| v Message
Lines to add =l ——
w Totals Personalize | Find | view Al | (2] B First 4 ] i
Journal 0001289132 is physically deleted. (5210,7)

Unit Total Lines Total Debits~ Total Credits  Journal Status Budget
15100 2 1,250.00 1,250.00 v | TV

Eradd |[B U

|[ﬁ‘JSave |||g" Return to Search ||E|Nniify ||S Refresh

L P S = s
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/;/ Approving Journals Overview
/

Once Journals are manually submitted for approval, Cardinal Workflow routes the Journal to the appropriate approver(s)
Worklist for approval. All Journals must be approved before they can be posted to the General Ledger. Some Journals may
require multiple levels of approval. Once all necessary approvals are complete, the Journals can be manually posted to the
General Ledger in batch or overnight by an automated batch process.

Manual/Spreadsheet Journals - Manual Journals and spreadsheet Journal uploads must be approved by an Agency
approver in the General Ledger.

Other Cardinal Module Journals - Journals from Accounts Payable, Expenses, and Accounts Receivable — Funds Receipts
are pre-approved in their modules. As a result, they do not need to be approved again in General Ledger unless they are
modified online in the General Ledger.

Interfaced Journals - Interfaced Journals are assumed to have already been approved in the Agency external system per
the Agency’s specific business processes. As a result, they generally do not need to be approved again in the General
Ledger unless they are modified online in Cardinal.

* However, if the Journal contains capital outlay or non-exempt legal service values as identified below, the Journal routes
to DOA for online approval:

« Capital outlay Projects with a Program value of “998000” that have not received their environmental impact study

« Journals with a non-exempt legal services Account value of “5012430”
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V4

y Approving Journals: Option 1

Workflow determines the appropriate approver(s) based on the profile of the user who created the Journal and the type of
expense. Approvers can view items awaiting approval by checking their Worklist. Approvers should check the Worklist
frequently (at least daily) for Journals requiring approval.

To approve Journals using the Worklist:
» Click the Worklist hyperlink at the top right of the Home page.
A list of Journals needing to be approved is returned.

* Click the link for the applicable Journal.

Favorites v | Main Menu » >  Worklist~ > Worklist D@

Worklist

Worklist for WALLACE ROBERTS: Roberts, Wallace 'Rob' (VDOT)

Deiallzﬁetlﬁ Worklist Filters v| C] Feed

Worklist Items Personalize | Find | View Al |@I E‘ First ‘! 160f6 ' Last

From Date From Work tem Worked By Activity Priority Link

GLJournalApproval. 592052, STATE
1910-01-02 N 0.
BUSINESS UMIT:50100

Easter-VWebster, - . .
- B 0&/06/2019 Approval Routing Approval Workflow 1-High N JOURMNAL _ID-0001286349 Mark Woaorked Reassig

Gloria (VDOT) JOURNAL DATE:2019-07-31

BUSIMESS UNIT LMN:50100

RDCRA.O.A

A
7]
4]
=
=

1910-01-02, N_ 0.

. BUSINESS UNIT-50100
Baster-Webster,  0neon1g Approval Routing Approval Workflow 1-High | JOURNAL TD-0001286430 Mark Worked Reassig
Gloria (VDOT} JOURNAL DATE2019-08-06

BUSINESS UNIT LN-50100

A
W
4]
=
=

RDCRADA

Home || Workiist] | AddtoFavorites | Sign Out ||
&
/ycardinal All -~ | Search # | Advanced Search
4

Mew Window | Personalize Page | &=
~
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g/ Approving Journals: Option 1 (continued)

The GL Journal Approval page for the Journal displays.

From here, the approver can take one of the following actions:

* Approve the Journal: comments are optional

* Deny the Journal: the Approver must enter comments as to why they are denying the Journal

* Place the Journal on Hold: the Approver must enter comments as to why the Journal is being placed on hold

Favorites - IMain Menu - >  Worklist ~ > Worklist m

GL Journal Approval

Business Unit 50100 Return to Worklist
Journal ID 0001286430 Attachments (0}
Journal Date 08/0E2019 Ga to Joumnal Entry Page
Line Unit 50100 Status Pending
Ledger Group AGTUALS Debits F785.00
Adjusting Entry M Credits $785.00
Fiscal Year 2020 Description Move legal expenditures from 1
Period 2 Requester GLORIA.EASTERWEEBSTER
Jrnl Approval
Start
Unit 50100, ID 0001286430, Date 2019-08-06, Line Unit 50100:Pending Elg:m
Jrnl Approval
Pending

Multipla Approwvers
@ 5L Joumnal Approver _E

To add comments to the journzsl's approvel process, enter and select any one of the four approval action buttons. Then the comments can be viewsd from

; Flow, Geantic Di

Esce comments here that support the denied Ecﬁon.l

=

inino

Approve | Deny | ] Hold | Pushback [ Add Comments |
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Approving Journals: Option 1 (continued.)

Optionally enter comments.

Click the Approve button.

Favorites = Main Menu - > Worklist= > Worklist

GL Journal Approval

Business Unit 50100 Return to Waorkist
Journal ID D0O1286430 Attachments (T}
Journal Date 02/08/2019 Gato Journal Entry Pags
Line Unit 50100 Status Pending
Ledger Group ACTUALS Debits §785.00
Adjustimg Entry N Credits §785.00
Fiscal Year 2020 Description Kove legal expenditures from 1
Period 2 Requester GLORIA EASTERWEEBSTER
Jrnl Approval

Start
Unit 50100, ID 0001286430, Date 2019-08-06, Line Unit 50100:Pending Elg%
a

Jrnl Approval
Pending

Multiple Approwvers
@ GL Joumal Approvsr _E

To add commentis to the joumnal's spproval process, enter and select any one of the four approval action buttons. Then the comments can be viewed from

; | Flou, Goahic, D

Flace comments here that support the deniad Heﬁan.|

=

I Approve I | Dreny | | Held Pushback Add Comments
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y Approving Journals: Option 1 (continued..)
/

The GL Journal Approval page refreshes.

The approver can view or hide comments from the originator by clicking the View/Hide Comments link. The comments will display
under the approval workflow.

Favorites = . Main Menu = > Wordist = >  Worklist

GL Journal Approval

Business Unit 50100 Return to Worklist
Journal ID 0001287205 Attachments (T)
Journal Date 0B/07/2019 Go to Joumnal Entry Page
Lime Unit 50100 Status Approved
Ledger Group ACTUALS Debits 32,728.72
Adjusting Entry N Credits $2,738.72
Fiscal Year 2020 Description To Correct Charges to Wrong De
Period 2 Requester SCOTT.BOLLING
Jrnl Approval
Unit 50100, ID 0001287895, Date 2018-08-07, Line Unit 5IJ1OI]:ﬁpprcn.re|I (EWiswiHide Comments
Jrnl Approval |
Approved

¢ Roberts, Wallace "Rob' (WVDOT)
GL Joumal Approver
11001713 - 3:36 P

Comments

Roberts, Wallace "'Rob’ (VDOT) at 11/01/19 - 3.36 PM
This is a test

To add comments fo the joumsl's spproval process, enter and select any one of the four approval action buttons. Then the comments can be viewsd from

the Approval Flow Graphic Display.

ik

&
254 characters remaining
Approve Deny Huold Pushback Add Cormments
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%/ Approving Journals: Option 2
/

Journals can also be approved, denied,
or placed on hold by navigating to the
Create/Update Journal Entries page
for the applicable Journal.

» Navigate to the Create/Update
Journal Entries page for the
applicable Journal.

» Click the Approval tab.

The Approval tab displays. To approve
the Journal:

» Select the “Approve” list item in the
Approval Action field and then click
the Submit button.

The Approval Status field updates to
“Approved”.

For more detailed information about
approving journals, see the statewide
course entitled SW GL333: Approving
Journals, located on the Cardinal
website in Course Materials under
Learning.

Fawvorites v

Main Menu « > General Ledger~ > Joumnals~ > Joumal Entry~» > Create/Update Journal Entries

Header || Lines || Totals | Emors || Approval

Unit 50100

Date 08/07/2019

Journal ID 0001287920

(b o=y ]
| Submit

Approval Status

Unit 50100
Approval Check Active Y

Approval Action

Deny Comments El

254 characters remaining

Jrnl Approval

[F] Save

Unit 50100, ID 0001287920, Date 2019-08-07, Line Unit 50100:Pending

Jrnl Approval

Pending

@ Multiple Approvers
GL Joumal Approver

L D) = LW B L = R ']
[&h Return to Searg

Header | Lines | Totals | Errors | A

Jrnl Approval
Unit 50100, ID 0001287920, Date 2019-08-07, Line Unit 50100:Approved

Jml Approval

Approved
« Roberis, Wallace 'Rob’ (VDOT)
GL Joumal Approver
110119 - 341 PM
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/;/ Approving Journals: Review Key Concepts
/

Remember that interfaced Journals are not subject to approval unless changes are made online.

Some Journals require multiple approvals. Journals require DOA approval when the Journal is related to:

«  Capital outlay projects with a Program value of “998000” that have not received their environmental impact study
« Journals with an Account value of “6012430” (Legal Services)

After approval, Journals still have a Journal Header Status of “V” (Valid) until the Journal is posted to the General Ledger.
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/;/ Posting Journals Overview
/

Once approved, Journals can be posted to the General Ledger.

The “Journal Post” process:

» Posts valid (edited/budget checked) and approved Journals to the General Ledger

* Posts each Journal and summarizes in the appropriate Ledger

« Updates the Journal Header Status for each posted Journal to “P” (Posted to Ledger(s))

Most Journals are posted during the nightly batch process. However, Journals can also be posted manually if they are time
sensitive or posting sequence is required.

Only the Approver can Post the Journal.
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V4

To manually post an individual Journal:

%/ Manually Posting a Journal

» Navigate to the Create/Update Journal Entries page for the applicable Journal.

* Click the Lines tab.

* Select the “Post Journal” list item in the Process field and then click the Process button.

Header || Lines || Totals || Emors || Approval |

Unit 15100 Journal ID 0001289121
Template List Saarch Critaria

Favorites - | Main Menu + > General Ledger~ > Joumals~ > Joumal Entry ~ >

CreatefUpdate Journal Eniries

Date 10/22/2019 Errors Only
Changa \aluas View Audit Logs

| Intef@traUnit *Process [ WIIIE] v

Process Line[ 10

¥ Lines
Select Line *Unit *Ledger SpeedType
| 1 15100 Q, ACTUALS
O 2 15100 Q, ACTUALS

£
Lines toadd| 1 =

v Totals

Unit Total Lines Total Debits

15100 2 6,000.00

|lj]save ||[ah Returnto Search ||[=]Notify || £ Refresh |

Header | Lines | Totals | Errors | Approval

Personalize | Find | | E

Fund Program Department Cost Center
Q1 (01000 Q737001 Q, (94100 Q Q,
Q. |01000 |C 724001 Q, 94100 Q, Q
>

Personalize | Find | View Al | ] ] First ‘4 1of1 "b' Last

Total Credits ~ Journal Status Budget Status
6,000.00 v v

|Ek Add || A Update/Display
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%/ Manually Posting a Journal (continued)
/

A Message displays. The user can:
» Click the Yes button.
» Click the No button.

* Do Nothing: When the user initiates the “Post Journal” process and receives the warning message but does not respond
to the message and instead closes the browser tab and returns to the Journal in Cardinal, the Journal entry WILL NOT
POST.

Favorites = | Main Menu ~ > General Ledger~ > Journals= > Joumal Entry v » CreatefUpdate Journal Entries

Header | Lines | Totals | Erors | Approval

Unit 15100 Journal ID 0001289121 Date 10/22/2019 Errors Only
Template List
’ - | Message
[nterﬁauml
Lines
o —— [ Would you like to wait for confirmation that the Post process has completed? (5010,487)
| { 15100 A your requestis currently in process. [fyou choose fo wait, once the process has completed, you will be returned to the updated Joumnal. If you choose not to wait,
(] 2 15100 | please check the Process Monitor to verify that the scheduled process has completed before accessing the Joumnal.
<
.
] Yes I Mo
Lines to add 1 B s -
Totals Personalize | Find | View All | (2 | =5 First ‘4 10f1 ‘b Last
Unit Total Lines Total Debits Total Credits ~ Journal Status Budget Status
15100 2 6,000.00 6,000.00 v v
|5 save ||[ah Return to Search [=] Notify || % Refresh [Es Agd || B Update/Display
Header | Lines | Totals | Errors | Approval
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V4

A Message displays and the user must confirm that they want to post the Journal.

Click the Yes button.

» Manually Posting a Journal (continued.)

macian | Linse | Todsl | Ervor | Approwal

Feewien Wl bicmu Gorerdl Ledgar Joaraly Jonsal Erdry 3 Corppiwlodste Joural Eréres
Hesoed | Lwws | Jocsls | Deon | Aol
theun 3510801 Scaarvesd i DOOCEETT Diana: D 4220 [ Errorn Oy
Tergars L Caamk Crtara Crarga Vekaa e A Laca
L | "Presens[Fod Jours ] | Peea 1 ¥ [k Line| 00 TE] [0
= Lin Peroratin | B | i [3
L= R e i A i Tyl Ty Assomsdn Farsia Prizres Foyesirrasd Carsl Cawsdes P s L
o i e 0, ACTLLE e T )= - ] o, 0
O T 15500 O, ACTUMAES 204D 0, Do Oy B3 o sz o L=
b3 *
e 1 3 E O
= Tolaly [FETY A 1o & Ll
v Pkl L Tl Eoprers o
18130 & 15585 o o e Tt o mend o peont e a5 DR W
aliwa |[Ln o i fewnn |1 Prewaanim (o [ ey ] Cared e

Click the OK button.
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#/ Manually Posting a Journal (continued..)
/

The page refreshes once the process completes successfully and the Journal Status field is updated to “P” (Posted to

Ledger(s)).

Favorfes « Main Menu - »  General Ledger » > JAarnal - > Joumal Endy »  » CreateUpdate Journal Entres
i s Linas Tolak Ermoes ATV E
Unit I Joumal I 211341 Deade 0511202019 Errors Canly
[Femgiats Uisk Saarch Crigra Wi At Logs
*Process | Edt Joumal | Frocess | [% Line 10 T [=
- Lines Personalize | Fina | 3] B
Celel L Uit Ledger SpeedTyps Mgl Funil Pressram Depaitreen Ceal Cerled Taik FErs
1 19500 ACTUALE Ll 5022780 Des  S0MT il
2 19300 ACTLUALS Q1 501110 10000 0T 1550
= 155EK] ACTLUALE ':L D3I Dol DO 0001 15500
4 15500 ACTUALE L3 10010 Danes SRR
B 19800 ACTLIALS QL 1rED 10000 et
<] 12r0K0 ACTUALS ':I,, i, rra ] e
7 15500 ACTUALS L 104040 0 DO ey
i >
+ Tatals Personakze | Find |Miew Al | GO ) £ Fret 4 qof1 & Last
Likree Total Lines Toisd Debsits Toisl Coedies  Joirmel Sisdes Budger Slarus
1 G5HH) T 50K (M GO P W
[ Save || G Retum to Search | |5 Notsy | | &% Reish T Add
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44/ Manually Posting a Journal (continued...)

If the user clicks the No button, a second Message will display. This message will include the Process Instance Number.

Message

Would you like to wait for confirmation that the Post process has completed? (5010, 467)

Your request is cumently in process. If you choose fo wait, once the process has completed, you will be returned to the updated Joumal. If you choose not to wait,
please check the Process Maonitor to verify that the scheduled process has completed before accessing the Joumnal.

oyes I ho

Message

Journal has been scheduled for post. The process instance number isf1 0643912 5010 483)

Please check the Process Monitor to verify that the scheduled process has completed before accessing the Journal.

» Take note of the Process Instance Number.
* Click the OK button.

* Navigate to the Process Monitor.
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/#/ Manually Posting a Journal (continued....)

» Navigate to the Process Monitor using the following navigation path:

Main Menu > General Ledger > People Tools > Process Scheduler>Process Monitor
The Process Monitor displays.

» Enter the Process Instance Number in the Instance From field.

» Click the Refresh button until the process completes (Run Status of “Success” and Distribution Status of “Posted”).

Favorites ‘ Main Menu - » PeopleTools » > Process Scheduler » > Process Monitor

Process List

View Process Request For

User ID PPS1_KAREN.{Cy Type | v | [Last Al 100 Days hl REHESh
server,  v|  Name | Instance From| 10648794 Inslance To Report Manager
Run Statuslzl Distribution Status | v | |¥| Save On Refresh
Process List Personalize | Find | View All | (3] | E First (4) 10of1 () Last
Select Instance  Seq. Process Type g::rnncgss User Run Date/Time Run Status Igé:i:‘gution Details
10842794 Application Engine  GL_JEDIT_0 PPS1_KAREN GHOLSON g[éﬁwzmg 12424880} o cpcs Posted Details

* Once complete, click the Details link.
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The Process Detail page displays.
» Click the View Log/Trace link.
The View Log/Trace page displays.

» Click the Log File link within the File List section.

y Manually Posting a Journal (continued.....)
/

Process Detail
Process

Ipstance 10648795
Name GL_JP
Run Status Success

Type Application Engine
Description GL Journal Posiing
Distribution Status Posted

Run Update Process

Run Control ID ONLJPWALLACE ROBERTS0000000001 Hold Request
Queue Request

Cancel Request

Location Server

Server PSUNX2
= Delete Request

Recurrence Re-send Content
Date/Time Actions
Request Created On 10/31/2019 1:33:46PM EDT Parameters Transfer

Run Anytime After 10/31/2019 1:33:45PM EDT Message Log View Locks

Began Process At 10/31/2019 1:34:03PM EDT Batch Timings

View Log/Trace

Ended Process At 10/31/2019 1:3417PM EDT

OK | Cancal |

Restart Request

View Log/Trace
Report
Report ID 47310732
MHame GL_JFP

Run Status Success

GL Journal Posiing
Distribution Details

Distribution Node fintrn

File List
Name

IE._"—“E_G L_JP 10848795 log:

Distribute To
Distribution 1D Type

zer

Return

Process Instance 10848795 Message Log

Process Type Application Engine

Expiration Date 11/230/2019

File Size [{bytes) Datetime Created
526 10312019 1:34:17 784471PM EDT

*Distribution 1D

WALLACE.RCEBERTS
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%/ Manually Posting a Journal (continued......)
/

The Log File displays. Review to ensure that the process completed successfully and as expected.

PeopleTools 8.57.84 - Application Engine

Copyright {c) 19%38-281% Oracle and/or its affiliates.

011 Rights Reserwved

Begin Posting at 2819-1@-31-13.34.87.28450@6. (5838,1)

Begin processing Journal Posting Reguest number 1 for User ID "WALLACE.ROBERTS" and Run Control ID "ONLIPWALLACE.ROBERTSSGE0GO84E1". (5838,4)

Unit "Selea@", Ledger Group "ACTUALS": Journals Posted: 1; UnPosted: 8; Reversals Created: 8. (5B838,6)

Finished Posting st 2819-18-31-13.34.17.387386. (5838,2)
Poplication Engine program GL_JP ended normally
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fj Manually Posting Journals by Batch
/

A group of Journals can also be posted
manually in batch. To post a group of
Journals, navigate to the Post Journals
Request page using the following navigation
path:

Main Menu > General Ledger > Journals >
Process Journals > Post Journals

«  Select the Once radio button in the
Process Frequency section.

« Enter a description in the Description
field.

» Enter valid parameters to specify the
group of Journals to be posted (i.e.
Journal ID range, Journal date range,
Source, etc.).

*  Click the Run button.

Favarites « | Main Menu = > General Ledger > Joumals » > Process Journals » > FPostJournals

Post Journals Request

Run Control ID test Report Manager  Process Monitor Run
Process Request Parameters Find | View Al First 4/ 10of1 '} Last
Process Frequency Request Number 1 =]
@ Once *Description |Post Journals |
O Always
C Don't Run
Business Unit 15100 s} Ledger Group ACTUALS &}
Source ONL Q System Source | v|
Process Partition ID e}
Journal 1D From Q, Journal 1D To (e}
Journal Date From |03/01/2018  |[}] Journal Date To |03/31/2019 (3]
From Year| | To Year| |
From Period To Period
I:}Skip Open ltem Reconciliation Skip Summary Ledger Update Skip Essbase Incremental Load
Leave a field blank to select all its values.
O Autopilot Run Control
[F]save |[[2h Returnto Search |[+5] Previousin List ||| Nextin List |[[=]Notify |[:* Refresh | [Ek Ada |[Z] Update/Display
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f) Manually Posting Journals by Batch (continued)
/

The Process Scheduler Request page displays.
« Select the GL Journal Posting checkbox option.

* Click the OK button.

Process Scheduler Request

UserID PPS1_ALLISON.PATRICK

Run Control ID Post_Journals

Server Name | v] Run Date [4/18/2019 x |5
Recurrence V] Run Time |[12-09-52PM Reset to Current Date/Time
Time Zone Q
Process List
Select Description Process Name Process Type Type *Format Distribution
| ¥ 6L Joumsl Posting | GL_JP Application Engine  |Web | [TXT | Distribution

Cancel Refresh

Help
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%/ Manually Posting Journals by Batch (continued.)

The Post Journals Request page redisplays and a Process Instance Number is now assigned.

Click the Process Monitor link and review the Details to ensure that the process completed.

Review the Journals from the Create/Update Journal Entries page to ensure that all Journals are now posted and have a

Journal Status of “P” (Posted to Ledger(s)).

Favorites « | Main Menu - » General Ledger » > Joumals = > Process Journals » » PostJournals
Post Journals Request
Run Control ID test Report Manager | Process Monitor
Process Instance: 131861038
Process Request Parameters Find | View All First "' 10f1 '} Last
Process Frequency Request Number 1 [+][=]
®once *Description [Post Jounals
O Always
O Don't Run
Business Unit 15100 &} Ledger Group JACTUALS e}
Source |ONL a, System Source| v|
Process Partition ID &}
Journal 1D From Q Journal ID Te Q
Journal Date From 03/01/2019  |[=] Journal Date To |03/31/2018 |5
From Year To Year
From Period To Period
O SKip Open Item Reconciliation Skip Summary Ledger Update 5kip Essbase Incremental Load
Leave a field blank to select all its values.
O Autopilot Run Control
[F]save ||[2h Return to Search #=| Previous in List MNext in List [=] Motify || &% Refresh [ 4 Add H#| Update/Display
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®
/;/ Copying an Individual Journal: Overview
/

Cardinal enables the copying of information in an existing Journal to use for a new Journal.
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/)

V4

To copy an individual Journal:

% Copying an Individual Journal

* Navigate to the Create/Update Journal Entries page for the Journal to be copied.

The Header tab displays for the applicable Journal.

* Click the Lines tab.

» Select the “Copy Journal” list item in the Process field and then click the Process button.

Favorites = | Main Menu - »

Header Lines Totals Errors

Unit 15100
Template List

General Ledger+ » Joumals «

Approval

Journal 1D 0001239117

Search Criteria

>

Joumal Entry = >

Date 10/09/2019

Change Values

Create/lipdate Journal Enfries

Errors Only
View Audit Logs

| intern@QauUnit

Lines
Select Line *Unit
(] 1 15100
O 2 15100
4
Lines to add 1 =
Totals
Unit Total Lines
15100 2
[Flsave ||[2" Return to Search

Header | Lines | Totals | Errors | Approval

*Process | Copy Joumal v Process = =] Line| 10 [Z] [Z]
Personalize | Find | (2 | m
*Ledger SpeedType Accounts Fund ~ Programa Department Amount
0, ACTUALS 3, |so13110 Q01000 | 799001 QL 92100 Q, 1,250.00
Q, | ACTUALS 2, 5013120 Q, [|01000 |G ||799001 Q, (92100 Q -1,250.00
3
Personalize | Find | View Al | (2] | ’I‘ First (4 1of1 (¥ Last
Total Debits - Total Credits Journal Status Budget Status™
1,250.00 1,250.00 W W
Previous in List | |45] MextinList ||E] Motify || Refresh [k add 7 Update/Display
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y Copying an Individual Journal (continued)
/

The Journal Entry Copy page displays in a pop-
up window.

The Journal ID field defaults to “NEXT” and will be
updated to the next sequential number once the
new Journal is saved.

The Journal Date field defaults to the current date
but can be changed to a date within an open
accounting period as needed.

Click the Reverse Signs checkbox option if the
Journal should be recreated with all amounts
reversed from the original Journal.

The Recalculate Budget Date checkbox option
defaults as checked and cannot be changed.

Click the Save Journal Incomplete Status
checkbox option if the new Journal needs to be
saved and completed later.

Once complete, click the OK button to access the
newly created Journal.

Journal Entry Copy

Business Unit 15100

| Joumnal ID NEXT

| Ledger

| Joumal Date fion1201 5 |

New Ledger

ADB Date
Currency Effective Date

Reversal Date

® Do Not Generate Reversal

(O Beginning of Next Period

(O End of Next Period

O Next Day

0 Adjustment Period

0 On Date Specified By User
Adjustment Period

Reversal Date

Cancel Refresh

Document Type

ADB Reversal Date
# 5ame As Journal Reversal
On Date Specified By User
ADB Reversal Date

Copy From Date 09/11/2013

[ Reverse Signs
+| Recalculate Budget Date

[ save Journal Incomplete: Status

Help
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/)

V4

The Lines tab for the newly created Journal
displays.

Click the Header tab to view the header
information for the newly created Journal.

Note that for all Journals copied with a source
other than ATA, the Source is automatically
updated to ONL (Online). Do not change this.

 ATA Journals will still show a Source of
“ATA” but can be updated as needed.

Update the Journal as needed and follow the

normal Journal entry and processing procedures.

% Copying an Individual Journal (continued.)

Frvpoites =

H 5ae

Header | Lins

2 Rt 1o Sesch ol Wotify

Ity Mgty = Gerernl Ledger =+ Joumals = @ Joumad Enbry - CreptelUincale Joumal Eniries
5 plalks | Emors | Apprna
Unit 15100 Journgd 1D DO00SEE024 Disde 1002006

= = -1
Lang Description o comect Acoount on deposits 852 I.

M - el Frr TR L
Lol CErSCErE TEsaang

"Ledger Group ACTUALS Acyzating Entry |Bon-Acustng Entry w|
Lenger Fiscal Year 2019
| “Source ot "l | Piericsd rl
Rederence Number ADS Date 10012078

Joumal Claas L,
Tramsaction Code GEMERAL 1 Mgl Generale Lines

[T Save Journal Incomplele Stabus

] Astobalence on 0 Amsoant Line

SJE Type L

Cumency Defaults: USD | GRRNT M1 Ceta

Afschemants (D)Comemitment Conbnol
Faversal Do Mol Generals Reverss
Entered By UHEITRLS
Enbered QOn TSRS 1120 12AM
Last pdsted On 10012013 11:28:1240

Sprouse, Enn (LGA)

% Redrash 3 Add

Hasdar | Lines. | Tolak | Emos | Approval
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#/ Copying Journals by Batch
/

Cardinal also enables the copying of multiple Journals by batch. To copy a group of journals, navigate to the Copy Journals
page using the following navigation path:

Main Menu > General Ledger > Journals > Journal Entry > Copy Journals
The Copy Journals Run Control page displays.
If this is the first time copying Journals in batch, select the Add a New Value tab to add a Run Control ID, enter a Run

Control ID, and then click the Add button. If this is a recurring task, enter the Run Control ID and click the Search button to
access the Copy Journals page.

Favonies - hain benu - + Genperal Ledger~ > Joumals = : Joumnal Enty = » Copy Joumals

Copy Journals

Find an Existing Yalue || Adda Hew Value

Run Control 1D Copy_Joumaly ®

Add

Find an Existing Value | Add & Mew Value
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y Copying Journals by Batch (continued)
/

The Copy Journals Request page displays.

» Enter the information for the first Journal to be copied in the first row of the Process Request Parameters section.

» Add additional rows as needed using the Add a Row (+) icon and enter the information for the remaining Journals to be

copied.
* Once all Journal information is entered, click the Run button.

* Review the Process Monitor as needed to ensure that the process completes successfully.

* Follow the normal procedures for reviewing details, ensuring that the new Journals were created, updating the newly

created Journals as needed, and processing them.

1" 10f1 "} Last

Favorites | Main Menu > General Ledger » > Joumals > Joumal Enfry + > Copy Joumnals
Copy Journals Request
Run Control ID Copy_Journals Report Manager  Process Monitor Run
Process Request Parameters Personalize | Find | View All | ] | E First
*Process FT " - . Reverse Recalculate Sawve Journal Incomplete
Frequency Unit Journal 1D Date New Journal ID New Date Reversal Cur Effdt Signs Budget Date Status
15100 |, (0001106438 |Q (04182018 |Qy MEXT 05/18/2019 | Reversal 05/18/2019 |5 O ¥ O
[5]Save ||[=]Motify || =% Refresh [4 Add | Update/Display
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Journal and Ledger Inquiries



/p/ Journal Status Inquiry — Option 1
y
y 4

One way to perform a Journal Status Inquiry is
to navigate to the Create/Update Journal
Entries page using the following navigation
path:

Main Menu > General Ledger > Journals >
Journal Entry > Create/Update Journal
Entries

* Onthe Find an Existing Value tab, click the
Clear button to clear the default values in
the search criteria fields.

« Enter the desired search criteria. Use the
Journal Header Status or Budget
Checking Header Status field to enter a
specific edit or Budget check status with a
search condition of equals (=).

* Click the Search button.

The search results display at the bottom of the
page. View a specific Journal as needed by
clicking the corresponding Journal ID link.

Favrtise R Wi ¢ el Lkt

CreateUpdate Joumal Entries

Jourmaly v Jaaral Evry v

Comitnlbetila Joormal Eniries

3y U= W
T [, T W
Tk = :.:
ST W
3 ess sil[= v
-
g b W L
1] o W
%= W
SECE.
W | U'-
Case Serarsee
1117
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#/ Journal Status Inquiry — Option 2
/

The Review Journal Status page can also be
used to perform Journal Status Inquiries.
Navigate to this page using the following
navigation path:

Main Menu > General Ledger > Journals >
Process Journals > Review Journal Status

* Onthe Find an Existing Value tab, click
the Clear button to clear the default values
in the search criteria fields.

* Enter the desired search criteria. Use the
Journal Header Status field to enter a
specific status with a search condition of
equals (=).

* Click the Search button.

The search results display at the bottom of the
page. View a specific Journal as needed by
clicking the corresponding Journal ID link.

Favoriies = Itain Micny = » Genealledger= @ Joumsls = » ProcessJoumals = o Review Joumal Siatus

Review Journal Status

Enter ary imlonmabon you have and clck Seanch. Desae edds blank for 8 kst of Bl valaes

Find an Exising Value

sgarch Critenia

Bantiness Unil|= | [15100 x|
Joumal 10[beging with v
Jerunal En:cﬁl _h;
LinPost Sequence || = 'U'l
Diocument Saguence r-.'..-:i-e.'m

| Jounal Hepder Stabsg = w] [Joumal Has Ermors w |

imit the: miber of resulls B jup fo 3000 300

o HAI

| Seanch || Clear Ijasl:Eeer:r .x.'l Seve Sesth Crilena

Search Regulis

Wigw All First ' 14e0q b Las|
Busanees Uit Joural ID Joumnal Date Unf'ost Sequence Dooument Sequenoe Humber Joomall Header Status Budget Uheolang Hesder Status. Ledger noup
15100 DODD=EEDTT MsDGANS O | bnkamic) Emore Mot Chic'd ACTUALS
15100 DODDSEEDTZ DSMIVANS O {bani) Emors Hizt Chi'd ACTUALS
15100 DODOSEEDT 3 DSM1Z015 0 {blank) Ermos Mot Chik’d ACTUALS
15100 ARDD0Z051 9904032013 0 (blank) Emars Wabd ACTUALS
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When a Journal entry is saved for the first time, Cardinal creates an audit trail of Journal events such as Journal creation,

deletion, edit, post, etc.

%/ Journal Audit Log Inquiries: — Option 1

From the Create/Update Journal Entries page, Lines tab, click on the View Audit Logs link.

Favorites ~ | Main Menu ~ 5
Header || Lines Totals || Errors
Unit 15100
Template List
| Inter/IntraUnit
Lines
Select Line =Unit
] 1 15100
] 2 15100
L4
Lines to add 1 (=]
Totals
Unit Total Lines
15100 2
[ Save ||lor Return to Search [=] Motify

General Ledger~ > Joumnals = > Joumal Entry -

Approval

Journal ID ARD00Z0519

Search Criteria

#

*Process | Edit Journal

*Ledger SpeedType Account

ACTUALS , [154601

ACTUALS 2 (154601
Total Debits

13510

&4 Refresh

Header | Lines | Totals | Errors | Approval

Create/Update Journal Entries

Date 04/02/2013 Ermors Only
Change Values | View Audit Logs |
| Process | = Line[ 10 [F] E
Personalize | Find | (] | @
Fund Program Department Cost Center Ti
Q. (01000 |Gy (799001 Q. (92100 Q QL
Q. [o1000 |, (799001 Q, [a2100 Q, o}
>
Personalize | Find | View All | 2 | Lt First ‘4’ 10f1 '*/' Last
Total Credits  Joumnal Status Budget Status
135.10 E v
[T Add A= Update/Display

117



#/ Journal Audit Log Inquiries — Option 2
/

The Search Audit Logs page can also be used to review Journal Audit Logs. Navigate to this page using the following path:
Main Menu > Set Up Financials/Supply Chain > Common Definitions > Audit Logging > Search Audit Logs

* Choose the “General Ledger” list item in the Application Name field and then click the Search button.

Fawvorites - Main Menu - > Set Up Financials/Supply Chain = > Common Definiions ~ > Audit Logging ~ > Search Audit Logs

Search Audit Logs

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

Find an Existing Value

Search Criteria

Application Mame|= v| |General Ledger v

Document Mame | begins with

[ I case Sensitive
Limit the number of results to (up to 300) | 300

| Clear |BasicSearch (& Save Search Criteria
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#/ Journal Audit Log Inquiries — Option 2 (continued)
/

The Search Audit Logs page displays.

» Enter search criteria (i.e. Business Unit and Journal ID).

* Click the Search button.

The Audit Log entries for the applicable Journal display in the Search Results section at the bottom of the page. Review as

needed.

Search Audit Logs

Search Criteria

Document Name GL JOURNAL

Application Name General Ledger
Business Unit [is equal to w] (15100 A,
GL Journal ID [begins with | (0000342761 a
Journal Date =
Journal Process [is equal to ] ]
[is equal to ]| _
Event Code Q
Event Date IS 2aual fo V] 5
User 1D S =aual to v]

Process Instance

Clear

s equal to ~
| |

[ include Archive
Include Batch Changes

O include Purge Logs

Only the first 300 results can be displayed.

Search Results

Business Unit GL Journal ID

15100

15100

15100

0000342761

0000342761

0000342761

0000342761

0000342761

Journal Date g;:f::ce Joumnal Process Event Code
2016-07-31 o L1y CREATE
2016-07-31 o 01 UPDATE
2016-07-31 o L] UPDATE
2016-07-31 o 01 UPDATE
2016-07-31 o L] UPDATE

Event Name

Create Journal

Update Journal

Update Journal

Update Journal

Update Journal

Event Date Time

08/042016 9:20:34.00DDDDAM

08/042016 11:32:48 0DDDDDAM

User ID

WVPHE273T

VPHEZT3T

WPHEZT3T

HSJ34826

HSJ34826

Process
Instance

Perzonalize | Find | [ | L_-i] First ‘4 1-50f5 ‘B Last

Message Text

Journal has been created by Create/Update Joumal Enfries
component.

Joumnal has been updated by Create/Update Journal Enfries
component.

Joumnal has been updated by Create/Update Joumnal Enfries
component.

Journal has been updated by Create/Update Joumnal Entries
component.

Joumnal has been updated by Create/Update Joumnal Enfries
component.
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y Journal Inquiries: Journal Inquiry Details
/ |

View details for Journal Headers and Journal Lines
using the Journal Inquiry — Journal Inquiry Details

page.
Navigate to this Inquiry using the following path:

Main Menu > General Ledger > Review Financial
Information > Journals

« If this is the first time using this Inquiry, use the
Add a New Value tab and create an Inquiry
Name. Otherwise, use an existing Inquiry Name.

The Journal Inquiry page displays.

 Enter Journal criteria and then click the Search
button.

A list of Journals meeting the criteria displays at the
bottom of the page in the Journals section.

* Open the Journal Inquiry Details page for the
desired Journal by clicking the Journal ID link.

Favorites + Main Menu =

Journals

Find an Existing Value

Inquiry Name |[JRNLINQU

Add a New Value

Find an Existing Value | Add a New Value

> General Ledger + > Review Financial Information + > Journals

Favorites v | Main Menu +

Journal Inquiry

> General Ledger v > Review Financial Information~ > Journals

Journal Criteria
Inquiry *Unit *Ledger *Year *From Period *To Period Suspense Status
JRNLINQU 15100 Q. [|ACTUALS Q[ 2017|Q 1|a 2Q Q
Journal ID Date Status Source Currency Stat Document Type
Q [pate code Adj
User Document Sequence Sort B Max Rows Attachment Exist
Q Journal Id v 100 v
|‘ Search 'l‘ Delete Clear
Journals
Journals Personalize | Find | (2 | B First ‘4" 1-100 of 100 '* Last
Journal ID Date UnitlIU  Status Source Suspense Status User Unpost Date Descr
0000298110 07/01/2016 99700 Posted SPJ No Susp NDK67578 07/01/2016 To load cash for A
0000313380 07/01/2016 99700 Posted ONL No Susp GNC58622 07/01/2016 TL Request for ,
0000324945 07/14/2016 99700 Posted ONL No Susp GNGC58622 07/14/2016 TL Request for ,
0000324953 07/14/2016 99700 Posted ONL No Susp GNC58622 07/14/2016 WCA Request fi
0000324957 07/14/2016 99700 Posted ONL No Susp GNC58622 07114/2016 WCA Request fi
0000328028 07/18/2016 15100 Posted ONL No Susp VPH82737 07/118/2016 PARKING FEE
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The Journal Inquiry - Journal Inquiry Details page for the selected Journal displays. Review the details information as

needed.

%/ Journal Inquiries: Journal Inquiry Details (continued)

Favorites + | Main Menu

Journal Inquiry Details
Ledger Criteria

Go ToJournal Criteria
Journal Header

Journal ID 0000313380 Date 07/01/2016
Ledger Group ACTUALS Original Date 07/01/2016
Source ONL Date Posted 06/30/2016
Journal Status Posted Reversal Date
Balanced DR=CR Reversal None
Doc Seq Budget Status Valid

> General Ledger » > Review Financial Information » > Journals

Schedule
Process Mo Request
Total Lines 2
User ID GMNC58622

InterUnit BU 99700

Date Code Adjustment N

Long Description | TL Request for Agy 151 - authorized by Item 261, A. 3 2016 Virginia Acts of Assembly Chapter 780, per email from /A \Ed]
v

Vera Williams on 06/30/16.

® All Lines
O From/To From Line To Line

Totals by Currency

Currency USD Debit Amount 200,000.00
Journal Line
Amount (in
Line# Line Descr SpeedType Transaction Currency
Currency)
Cash With The
1 Treasurer Of VA 200,000.00 USD
2 LETPOEIVEoaS -200,000.00 USD
Payable 2
<

[G]Save ||[=] Notify

Credit Amount

Account

101010

206240

View Attachment (0)

I Query Journal Lines |

Net 0.00

Personalize | Find | View All | E—'l E First

200,000.00
Fund Program
06090
06090

Find | View All First ‘4 10of1 '»' Last

1 120f2 ' Last

Department Cost Center Task
95700
95700
>
[F4 Add || % Update/Display

121



/~ Source

Drill to Source can only be used when
searching for Journals from modules other
than GL (AP, Expenses, AR). The search is
the same but the Journals begin with the
prefix identifying the module (e.g., AP, AR).

 Enter Journal criteria to include the

source (originating module such as “AP”.

* Click the Search button.

A list of Journals meeting the criteria
displays at the bottom of the page in the
Journals section.

* Open the Journal Inquiry Details page
for the desired Journal by clicking the
Journal ID link.

Journal Inquiries: Journal Inquiry Details with Drill to

Favorites + |

Journal Inquiry

Main Menu

> General Ledger » > Review Financial Information ~ > Joumnals

| Journal Criteria

Inquiry *Unit *Ledger *Year *Froem Period *To Peried Suspense Status
JRNLINQU 15100 Q,  |ACTUALS Q |27 Q 11Q 4Q Q
Journal ID Date Status Source Currency Stat Document Type
Q ) Ql AP 1 Q Q Q U Date Code Adj
User Document Sequence Sort By Max Rows Attachment Exist
Q Journal Id v 100 v
Delete | | Clear |
Journals
Journals Personalize | Find | 2| = First ‘1 1-920f92 '} Last
Journal ID Date UnitIU  Status Source Suspense Status User Unpost Date Descr
AP00315241 07/06/2018 15100 Posted AP No Susp AA_CARDINAL_BATCH_GL 07/06/2018 AP Payments
APD0316184 07/05/2018 15100 Posted AP No Susp AA_CARDINAL_BATCH_GL 07/05/2018 Accounts Payat
AP00316420 0710712018 16100 Posted AP No Susp AA_CARDINAL BATCH_GL 071072018 AP Payments
AP00317092 07/05/2018 15100 Posted AP No Susp AA_CARDINAL_BATCH_GL 07/05/2018 Accounts Payat
AP00317934 07/08/2018 15100 Posted AP No Susp AA_CARDINAL_BATCH_GL 07/08/2018 AP Payments
AP00319517 07/08/2018 15100 Posted AP No Susp AA_CARDINAL_BATCH_GL 07/08/2018 Accounts Payat
AP00320028 07/12/2018 15100 Posted AP No Susp AA_CARDINAL_BATCH_GL 07/12/2018 AP Payments
07/08/2018 15100 Posted AP No Susp AA_CARDINAL_BATCH_GL 07/08/2018 Accounts Payat
‘AP00322692 07/14/2018 15100 Posted AP No Susp AA_CARDINAL_BATCH_GL 07/14/2018 AP Payments
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/ﬂ Source (continued)

The Journal Inquiry Details page displays
for the applicable Journal.

» Click the Drill to Source icon for a
specific Journal Line in the Journal
Line section of the page to drilldown to
the original transaction.

Note: There is no Drill to Source icon for
Journals created in GL.

Journal Inquiries: Journal Inquiry Details with Drill to

Favorites v | Main Menu ~
Joumnal Inguiry

Journal Inquiry Details

Ledger Criteria

GoToi
Journal Header

Journal ID AP00322079
Ledger Group ACTUALS
Source AP
Journal Status Posted

Balanced DR=CR
Doc Seq

Date

Original Date
Date Posted
Reversal Date
Reversal

Budget Status

07/08/2016
07/08/2016
071272016

None

Valid

> General Ledger ~ > Review Financial Information » > Journals

Schedule
Process Mo Request
Total Lines &
UserID AA_CARDINAL_BATCH_GL
InterUnit BU 15100
Date Code Adjustment N

Long Description |Accounts Payable

® All Lines

C FromiTo From Line
Totals by Currency

Currency usD Debit Amount

Journal Line

To Line

46,554.69

Credit Amount

View Attachment {0)

Query Journal Lines

Find | View All

First ‘4" 10f1 '»/ Last

46,554.69 Net

Personalize | Find | View All | @I E

0.00

First 4/ 160f6 '*' Last

Drill to

Source Line # Line Descr SpeedType
Fé. 1 Accounts Payable
Fé. 2 Accounts Payable
Fé. 3 Accounts Payable

Amount (in
Transaction Currency
Currency)

-3,724.37 USD

-21,415.16 USD

-21,415.16 USD

Account Fund Program Department
205025 06090 99999
205025 06090 99999
205025 06090 99999

Cost Center
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Source (continued.)

The Drill to Source page displays for the applicable
Journal Line. Review the details information as
needed. The information displayed varies based on
the source module for the Journal.

* For AP Journals, click on the Voucher ID link in

the Details section to view additional information.

The Voucher Accounting Entries page displays.

» Click on the various tabs (Main Information,
ChartFields, and Journal) to review additional
information.

Journal Inquiries: Journal Inquiry Details with Drill to

Favorites = ‘ Main Menu ~

Drill to Source
Journal ID

Business Unit 15100

> General Ledger v > Review Financial Information = > Journals

> Journal Drill Down

urnal AP00322079

Ledger ACTUALS Line 2
Chartfields
Account Fund Program Department Cost Center Task
205025 06090 99989
<

Base Currency USD Base Amount

Currency UsD Transaction Amount

Statistics Code Statistic Amount

Date 07/08/2016

GL Journal

Line Descr Accounts Payable

Personalize | Find | View All | (2| [ First

FIPS Asset

-21,415.16
-21,415.16

Agency Use 1

Agency Use 2 PC Business Unit

Personalize | Find | View All | = 1 E First

4 10of1 & Last

Project

4 10f1 b Last

A

Chartfields | Voucher Information || Document Information
Voucher ID Descr Vchr Line Distrib Line
Accounts Payable 3 1
>
[F]8ave ||[2h Return to Search [+] Notify
Favorites ~ ‘ Main Menu ~ > General Ledger v > Review Financial Information ~ > Joumals > Joumal Diill Down > Accounfing Entries
Voucher Accounting Entries
*Business Unit| 15100 |Q Voucher ID 00001593 |Q= Invoice Number 15100010716 Q

“Accounting Line View Option Standard Invoice Date 07/01/2016
Supplier ID 0000031103
Supplier Name Department of General Services

Accounting Information

Posting Process AP Accrual GL Dist Status Distributed

| Main [nformation | Chartfields || Joumnal ‘l

Description

Monetary Amount Currency Code Ledger

Accounts Payable -3,724 37 USD ACTUALS
JULY LEASE 3,72437 USD ACTUALS
Accounts Payable -21,41518 USD ACTUALS
JULY LEASE 21,41516 USD ACTUALS
Accounts Payable -21,41516 USD ACTUALS
JULY LEASE 21,415.16 USD ACTUALS

Personalize | Find | View All | £ | [

‘GL Unit

15100

15100

15100

15100

15100

15100

O show Foreign Currency

*Sort By | Posting Process v

Resel

Search

Find | View All

Posting Date 07/12/2016

First 4/ 10f2 ‘" Last

First 4 1.60f6 »' Last

Accounting Date
07/08/2016
07/08/2016
07/08/2018
07/08/2016
07/08/2016

07/08/2016
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#/ Ledger Inquiries
/

The Ledger Inquiry page is used to review Ledger
information. Navigate to this Inquiry using the
following path:

Main Menu > General Ledger > Review Financial
Information > Ledger

The Ledger Find an Existing Value page displays.

 Click the Add a New Value tab.

»  Create a new Inquiry Name if this is the first
time using this Inquiry.

- Use the Find an Existing Value tab to
search for an existing Inquiry if this Inquiry
has been used before.

Click the Add button.

Favorites - Main Menu + > General Ledger ~ > Review Financial Information ~ > Ledger

Ledger

Eind an Existing Valus | Add a New Value |

Inquiry Name|LDGRING

Add

Find an Existing Valus | Add a New Value
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4/ Ledger Inquiries (continued)

The Ledger Inquiry page displays.

Please note that Commitment Control and

Summary Ledgers are not available from this Favores = | Wamens~ > GenealLadoer~ 5 Revew Finanoal iomatin~ 5 Ladoe

page.
Ledger Inquiry

. . . . Enter ledger, period, ChariField and rest of the criteria. Click on Search bution io execute the query.

Enter the applicable Ledger criteria: e

Inquiry Name *Unit *Ledger *Fiscal Year *From Period *To Period Currency
U .t LDGRINQ 15100 |Cy |ACTUALS Q| 2017|Q 1S, 6/, usD |G
°
n I Stat Code Date Code View
® Ledger Q 1| Trade Date
- Show YTD Balance inciuge Closing Adjustments Max Ledger Rows

L4 F lscal Yea r Show Transaction Details [ only in Base Currency 100

*  From Period [Cseaen || cear | [ peeto |

° To Period Chartfield Criteria Personalize | Find | | B First (0 1440f14 ) Last Include Adjustment Periods
ChartField Value ChartField Value Set Update/New Sum By Value Required Order-By 2 peky

0 998
* Click the Show YTD Balance checkbox ocourt I e Z ‘
. | Department | EN | Update/New (i =
option to see the YTD balances for the

Asset Q ) Update/Mew |

specified ChartFields. The From Period
must = 1.

* Click the Show Transaction Details
checkbox option to view Ledger data along
with the Journal transactions that contributed
to the balance.

*  Enter the applicable ChartField criteria and

then click the Search button. 126
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%/ Ledger Inquiries (continued.)

In the Ledger Criteria section, enter the required field values. Additional fields and controls in the Ledger Criteria and

ChartField Criteria sections are available and can help narrow the search results or provide additional summarization. See

the chart below for field descriptions.

Field

Description

Show YTD Balance

When selected, inquiry returns year-to-date balances for specified ChartFields for the defined period(s), including
period 0. Results are ordered by ChartField as selected in the criteria. If this box is not selected, the inquiry returns
individual balances for the period(s) and ChartFields that are displayed ordered by Period, then ChartField. If
Show YTD Balance check-box is selected, From Period in the criteria must = 1.

Show Transaction Details

View ledger data along with the journal transactions that contributed to the balance.

Include Closing Adjustments

Include closing balances (period 998) along with the current open period amounts.

Max Ledger Rows

Indicates the maximum number of rows to display. Override the default of 100 with any number <=300 rows.

Delete Deletes the inquiry, cancels the page, and returns to a blank Ledger Inquiry page.

ChartField Enter a ChartField value for one or more ChartFields to review specific ChartField data in a ledger.
One ChartField must be selected in order to sum by. If one is not selected an error message will display after
selecting the Search button. The accounting period is always included in the sum by and is always the first column
in the inquiry results.

Sum By

If ChartFields are selected in the ChartField Criteria for Sum By and the Show Transaction Details check-box is
not checked, the results is a display of each row in the ledger that meets the criteria for business unit, ledger, fiscal
year, accounting period, currency, and statistics code.

Value Required

Select this check-box to filter out ChartFields with blank values. This check-box is available only when the Sum By
check-box is selected. lItis also unavailable for selection but is automatically selected by Cardinal if the ChartField
Account has Sum By selected.

Order By

The results sort order of the ChartFields is based on the order in which you select Sum By for each ChartField.
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%/ Ledger Inquiries: Ledger Summary

The Ledger Summary displays after clicking the Search button on the Ledger Inquiry page.

Click on a Journal ID link to see specific details within the Journal.

The Transaction Details page displays and shows the Journal IDs associated with that transaction.

Favorites = | Main Menu » General Ledger » > Review Financial Information - > Ledger

Ledger Inquiry
[Transaction Details |

¥ Ledger Criteria

Inquiry Name Unit Ledger Figcal Year
LDGRING 15100 ACTUALS 2017

Date Code View

Trade Date

Show YTD Balance
+/| Show Transaction Details

Go To

Transaction Details

Ledger by Period and Chartfields

Period Account

15011230

Amount (in Transaction Currency)

Journals
Journal ID Line Descr
AR00331923 16-07-21AR_DIRJRNL548
CIP0312236 15116032 2016-07-01
CIP0312236 15116032 2016-07-01
CIP0312236 15116032 2016-07-01

From Peri
1

Include Closing Adjustments

od

To Period Currency stat
6 usD

Max Ledger Rows 100

Only in Base Curmrency

Account Description

Salaries, Classified

1,174,432.07 USD

Date

071252016

070172016

070172016

0710172016

Amount (in Base Currency)

Seq

Transaction Criteria
Find | View All First

Personalize | Find [ ] [ 101

Stat

1,174,432.07 USD

1

10f6

Personalize | Find | &Y | = First '/ 1-40 of 40 '}

Amount {in Amount {in
Stat Amt N/R Transaction Currency
Currency) Currency)
0.00 N -417.00 USD -417.00 USD
0.00 N 30,610.74 USD 30,610.74 USD
0.00 N 7,614.34 USD 7,614.34 USD
0.00 N 32 84886 USD 3284886 USD

Base Base Currency

b Last

Last
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f) Lesson 4: Review
V4

Key Learning Points:

Only Journals without errors that have been edited and Budget checked can be approved.

Journals may be approved or denied. Denied Journals must be corrected or deleted.

Deleting a Journal releases the funds that were reserved during the Budget check process.

Cardinal allows the copying of information from an existing Journal to a new Journal.

Cardinal provides online Inquiries for Ledger information and the status of Journals.
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f) Lesson 4: Summary
/

In this lesson, you learned:

* How to Deny Journals
 How to Delete Journals
 How to Approve Journals
* How to Post Journals

* How to Copy Journals

* How to Perform Journal and Ledger Inquiries
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f) Course Summary
/

m Processing Journal Entries

In this course, you learned:

« The Key Concepts for Journal Entry

The Overall Journal Entry Process

« How to Complete Agency to Agency (ATA) Transfer Journals

* How Journal Processing Integrates with other Cardinal modules and Interfaces with External Systems
* How to Create Journal Entries in Cardinal

 How to Create and Upload a Spreadsheet Journal

. How to Review and Correct Edit Errors
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f) Course Summary (Continued)
/

m Processing Journal Entries

In this course, you learned:

« How to Review and Correct Budget Check Errors

How to Submit Journals for Approval and Monitor Journal Statuses

How to Approve, Deny, Delete, and Copy Journals

How to Perform Journal and Ledger Inquiries
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9/ Appendix
/ﬂ PP

« Key Terms
 Allowed Extensions on Attachments

* Flowchart Key
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//;/ Key Terms

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.

ChartField: A field on the Chart of Accounts. It represents one category of data (e.g., Fund, Department, Account) with
various values that further define a transaction. A combination of ChartFields defines an accounting distribution used on a
transaction.

Combination Edits: Rules that determine which ChartField values are required, or not allowed, in combination, in order for
an accounting entry to be posted.

Commitment Control: Enables the tracking or controlling of expenses against budgets and revenues against estimates.
Journal: An entry used to post accounting entries to a ledger.
Journal Date: The date of the journal transaction which drives the accounting period and fiscal year.

Journal Header: Includes the overall journal information such as the ledger, the journal source, long and short descriptions,
and more.

Journal ID: A sequentially generated number for online journals, other module journals, and interfaced transactions.
Interfacing agencies can change the Journal ID to be in agreement with their existing systems.
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/@ Key Terms (continued)

Journal Lines: A reference to each accounting line entered in the General Ledger Create/Update Journal Entries page,
consisting of appropriate ChartField and accounting values.

Ledger and Ledger Group: A Ledger is a record of monetary transactions by account (e.g., Budget, Actuals, Modified
Accrual, Full Accrual, and Cash). A Ledger Group is a group that includes ledgers that have a common physical structure.
Each Ledger within the Ledger Group shares a common physical structure based on the ledger template.

Run Control: An identifier that, when paired with your User ID, uniquely identifies the process you are running. The Run
Control ID defines parameters that are used when a process is run.

Workflow: A tool in Cardinal that routes a transaction electronically for approval via a Worklist. Journals cannot be submitted
and approved by the same person.
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f) Allowed Extensions on Attachments
J

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 IXT
XLS XLSX XML
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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

"

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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