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Managing Accounts Receivable Funds Receipts Overview

The Accounts Receivable (AR) Fund Receipts process includes creating, processing, and finalizing a
Deposit in Cardinal. A Deposit is a collection of one or more payments, also referred to as Cash
Receipts. Deposits are entered online in Cardinal or can be interfaced through the Fund Receipts
Upload process for interfacing Agencies. During the processing of Deposits, accounting entries are
entered and ultimately post to the General Ledger.

There are two roles involved in the AR Fund Receipts process; the processor and the approver.
There is no approval workflow in Cardinal for Accounts Receivable. The processor must follow
Agency guidelines regarding how to notify the approver that items are awaiting their review and
approval. Below is a diagram depicting the recommended process for the online entry method.

Processor Approver

A A
! | \

Create i Acst:i\Sr?:ivng Budget Egtrtei;ic?aeigo#s’ist Approve
; — Accounting || Entriesand P> " —> . > .
Deposit Entries Mark Check a?d [')I'le Th_tem Deposit
Complete* 0 Deposits

*Agency policy determines whether the Processor, or the Approver, will mark the entries complete
and perform the manual Budget Check.
Once the accounting entry is marked “Complete’, the Deposit is:

* Automatically edit checked (ChartField values and combinations are verified)

* Placed in the queue for nightly Budget Check (budget check can also be initiated manually)
Once a Deposit has been successfully budget checked, the Deposit or the accounting entry cannot
be modified in the AR module.

Once the Deposit has been approved, two batch processes run:

e Deposit Post Processor: posts the Journal Entries in Accounts Receivable
¢ Journal Generator: picks up the posted transactions and sends them to the General Ledger
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Entering Regular Deposits
1. Navigate to the Regular Deposits page using the following path:
Main Menu > Accounts Receivable > Payments > Online Payments > Regular Deposit

The Regular Deposit page displays.

Regular Deposit

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

Find an Existing Value I Add a New Value I

Search Criteria

Deposit Unit[ = v | 15100 Q

Deposit ID| begins with v |

User ID| begins with v |

Assigned Operator ID

(J case Sensitive
Limit the number of results to (up to 300): (300

pelpe

Search Clear Basic Search [& Save Search Criteria

2. Click the Add a New Value tab.
The Add a New Value tab displays.

Regular Deposit

Eind an Existing Value Add a New Value

Deposit Unit 15100 |Q
Deposit ID NEXT

Add

3. The Deposit Unit defaults based on your Organization but can be overridden if you have access to
multiple Business Units.

4.  The Deposit ID field defaults to “NEXT” and cannot be changed.
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Click the Add button.

The Regular Deposit page displays with the Totals tab displayed by default.

10.

11.

12.

otae

Unit 15100 Deposit ID NEXT Delete Deposit
* il 2/19/2022
Accounting Date _ l Control Currency Q I
Bankcode[ Q
Format Currency Q
*Bank Accountl:lq
DepositType . 1Q Rate Tvpe
Exchange Rate
Control Totals Control Data
| controt Total Amount ~count 0] | “Received [12/19/2022 |5
Entered Total Amount 0.00 Count “Entered | 12/19/2022 |[5j

Difference Amount 0.00 Count Posted

Assigned|V_TRN_FINUSER003 o

Posted Total Amount 0.00 Count

o o 4 4

Journalled Total Amount 0.00 Count User V_TRN_FINUSERO03

Note: The information on this tab, including the Unit, Deposit ID, Accounting Date, Bank
Code, Bank Account, and Deposit Type fields must be the same for every payment included in
the Deposit.

The Accounting Date field defaults to the current date but can be updated if needed using the
Calendar icon.

Note: The Accounting Date field determines which Fiscal Period that the batch will post to. The
accounting date is not necessarily the same as the Deposit date.

Select the applicable Bank Code using the Bank Code Look Up icon.

Note: For information about Cardinal Bank Codes, see the Job Aid titted SW AR326: Bank
Code Crosswalk. This Job Aid is located on the Cardinal website in Job Aids under Learning.
Select the applicable Bank Account using the Bank Account Look Up icon.

Note: The Bank Code previously selected determines which Bank Account is available for
selection.

Select the Deposit Type using the Deposit Type Look Up icon.

Click the Control Currency Look Up icon and select “USD”. This is currently the only valid
value.

Sum all the payments to be included in the Deposit and enter the total amount in the Control
Total Amount field.

Enter the total number of payments in the Count field.
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The information in the Control Data section defaults and should only be changed if needed. The
Received Date is the date that the funds were received by the Agency or Bank and the Entered
Date is the date the Deposit ID is created in Cardinal. The user ID of the person entering the
transaction defaults in the Assigned and User ID fields.

Click the Payments tab.

The Payments tab displays. This tab is where specific information about each payment in the Deposit is
entered.

15.

16.
17.
18.
19.

20.

Totals Payments

Unit 15100

Payment Information

DepositID NEXT

Date 12/19/2022 Balance Balanced

Find | Wiew All First (4 30of3 (b Last

Totals | Payments

Payment Seq |3 *Payment ID [CRESS I *Accounting Date | 12119/2022 |[z]
Amount|300.32 Currency |USD
Rate Type | CRRNT Exchange Rate 1.00000000
(J Payment Predictor Journal Directly (J Range of References
Payment Method [Chack = Attachments (0) Apply Payment
Customer Information Find First (4 10of1 (k' Last
I Customer ID Q I Business Unit Q, [+][=]
Remit From Remit SetlD
Name
Corporate Corporate SetlD
SubCust1 SubCust2
MICR ID Q Link MICR
Detail References
Reference Information Personalize | Find | View All | 21 | [ First (40 10f1 () Last
Qual Code Reference To Reference Event
1 a Q Q [} El =
(5] save | =] Motify | &% Refresh [ Add || %] Update/Display

The Payment Seq (sequence) field is read-only. This number is assigned by Cardinal to track the
order in which payments are entered when there is more than one payment in the Deposit.

Enter a unique identifier (such as the Check Number) for the payment in the Payment ID field.

Enter the payment amount in the Amount field.

De-select the Payment Predictor checkbox option.

Select the Journal Directly checkbox option.

Note: If this checkbox option is not selected, accounting entries cannot be created.

The Payment Method field defaults to “Check”. Update as needed using the dropdown button

provided.
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21. The Customer Information section is only used for Agency to Agency (ATA) transactions. These
are payments received for goods and/or services provided by one Commonwealth of Virginia
(COVA) Agency to another. For ATA transactions, enter/select the Customer ID for the Agency
making the payment in the Customer ID field. The remaining required fields within this section will

automatically default based on the Customer ID selected.

Note: For additional information about ATA transactions, see the Job Aid titled SW Agency to
Agency (ATA) Transactions Information Sheet. This Job Aid is located on the Cardinal
website in Job Aids under Learning.

22. To add another payment to the Deposit, click the Add a New Row icon (+) in the Payment
Information section and repeat Steps 15 — 21 as applicable.

Sample completed Payments tab.

Totals Payments

Unit 15100

IDepcSil ID 1548 I

Date 12/19/2022

I Balance Balanced I

Payment Information

Find | View All First (4 3of3 (b Last |

Payment Seq |3 “Payment ID [CRES9 *Accounting Date | 12/19/2022 | =
Amount|300.32 Currency | USD
Rate Type CRRNT Exchange Rate 1.00000000
O Payment Predictor Journal Directly [J Range of References
Payment Method Attachments (0) Apply Payment
View Audit Logs
Customer Information Find First (4 1of1 (b Last
customer[Jq Busimessunt[_ ]Q S
Remit From Remit SetlD
Name
Corporate Corporate SetlD
SubCust1 SubCust2
merip[ Q Link MICR
Detail References
Reference Information Personalize | Find | View ANl | & | 5] First (4) 10f1 (b Last
‘ Qual Code Reference To Reference Event
Kl Q| | | Q & =]

[ save |[|E notity | [£% Refresh

Totals | Payments

|Es Acd |[ 5 update/Dispiay |

23. Once all payments have been entered for the Deposit, ensure that the Balance field displays as

“Balanced”.

Note: If the Balance field does not display as “Balanced”, check your individual payment amounts
against the amount you entered in the Control Total Amount field on the Totals tab. An
unbalanced Deposit can be saved but cannot be processed further until it is balanced.

24. Click the Save button.
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25. The Deposit ID field is systematically populated with the next available Deposit ID by Cardinal.
Take note of the assigned Deposit ID for further processing of this Deposit.

Note: Once Deposits have been entered, accounting entries will need to be created for each

payment in the Deposit. See the next section of this Job Aid, Creating Accounting Entries
(Processing Direct Journals), to proceed.
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Creating Accounting Entries (Processing Direct Journals)
1. Navigate to the Create Accounting Entries page using the following path:

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

The Create Accounting Entries Search page displays.

Create Accounting Entries

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

Find an Existing Value

Search Criteria

Deposit Unit[= w | [15100
Deposit ID[ begins with v |
Fayment Sequence| = "

Payment ID
User ID
Assigned Operator ID

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

5 0

Clear | Basic Search [0 Save Search Criteria

2. The Deposit Unit defaults based on your Organization but can be overridden if you have access to
multiple Business Units.

3. Enter or select the applicable Deposit ID in the Deposit ID field.
4, Click the Search button.
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The search results display at the bottom of the page with each payment associated with the Deposit ID.

Note: If the Deposit only has one payment, Cardinal will open the Create Accounting Entries page

directly and will not display search results. In this case, proceed to Step 6.

Create Accounting Entries
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value
Search Criteria
Deposit Unit[= v | 15100 Q
Deposit ID[ begins with v |[1548 Q
Payment Sequence
Payment ID
User ID
Assigned Operator ID
(J case sensitive
Limit the number of results to (up to 300): | 300
) I L
| Search || Clear |PBasicSearch o7 Save Search Criteria
Search Results
View All First (41 130f3 (b Last
Deposit Unit Deposit ID Payment Sequence Payment ID User ID Assigned Operator ID  Non Customer Dist Balanced Entered Date
45100 1548 1 AGYH08  V_TRMN_FINUSERO03 V_TRN_FINUSER003 No Dist 12/19/2022
15100 1548 2 CHB3 V_TRN_FINUSEROO3 V_TRN_FINUSEROO3 No Dist 1201972022
15100 1548 3 CREBS V_TRMN_FINUSEROO3 V_TRN_FINUSEROO3 No Dist 1201972022

5.

Rev 1/27/2023

Accounting Entries will need to be individually created for each payment in the Deposit. Open the
first payment by clicking the Deposit Unit link for the corresponding row.
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[ Accounting Entries || Deposit Control |

| ChartFields || Cumency Deteils | Budget | Joumal Reference Information | Distibution Creation / Update Details | [F5)

Unit 15100 DepositID 1548 Payment AG303 Seq 1
Currency Details
Amount 2,000.00 USD g =
U complete EntryEvent.  |Q
Budget Status
Distribution Lines Personalize | Find | ViewAll | (2] [l Fist (4 10f1 (b Last

Accounting Entries | Deposit Control

‘ [;Ls;ﬂg:éj: n *3L Unit Speed Type Line Amount  Currency *Account Fund Program Department g
‘ 1 115100 Q| SpeedType | [ JusD la| la | la [ la [
‘ 4| »
Total

Lines 0 Total Debits 0.000 Currency Total Credits 0.000 Currency Net 0.000
@Save HI_E‘“ Refum to Search ‘ 5] Previous in List |.LD Nextin List HE Notify HS Refresh

6. Enter the amount of the payment as a credit (negative number) in the Line Amount field.

Note: The line amount must offset the payment (deposit) amount. Enter the amount as a credit (-)

to record either an increase in revenues or a decrease in expense

S.

7. Enter the applicable accounting information in the ChartField fields. If your agency uses Speed
Types, you can click the Speed Type button to populate the corresponding ChartField fields.

Note: If more than one distribution needs to be created, scroll to the end of the row and click the

Add a New Row icon (+) and then repeat Steps 6 and 7.

Rev 1/27/2023
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! Accounting Entries || Deposit Control |

Unit 15100 DepositID 1545 Payment AGZ08 Seq 1
Currency Details
Amount 2.000.00 UsD =
U complete Entry Event Q
Budget Status
Distribution Lines Personalize | Find | View All | ] E‘ First (40 10of1 (b Last

ChartFields ‘ Currency Details H Budget H Journal Reference Information || Distribution Creation / Update Details |

Distribution C

Sequence *GL Unit Speed Type Line Amount  Currency =Account Fund Program Department d
1 1 (15100 Q. [ spesaType | -2,000.00] USD 009060 |@ (01000 | Q_ [91100 Q
< >
Total
Lines 1 Total Debits 0.00 Currency USD Total Credits 2,000.00 Currency USD Net -2.000.00
|E) save |[[@ RetumtoSearch ||+ Previous inList |[4F] Nextinlist || Notiry || % Refresh

Accounting Entries | Deposit Control

8. Once all of the distributions are entered for this payment, click the Lightning Bolt icon to create
the system generated cash and interunit Lines for the accounting entry.

| Accounting Entries || Deposit Control |

Unit 15100 Deposit ID 1548 Payment AG208 Seq 1
Currency Details
73 =
Amount 2,000.00 USD ¥
O complete Entry Event Q,
Budget Status
Distribution Lines Personalize | Find II\flewAIII @] B Fist (4 1-20f4 (b Last
ChartFields || Currency Details || Budget || Joumnal Reference Information || Distribution Creation / Update Details |
oistihuion GL Unit Speed Type  Line Amount  Currenc Account Fund Program Department Cost
Sequence P yp i g P Cente
1 115100 Speed Type -2,000.00 USD 4009080 01000 91100
2 2 TREAS Speed Type 2,000.00 USD 101010 01000 99999
4 3
Total
Lines 4 Total Debits 4,000.00 Currency USD Total Credits 4,000.00 Currency USD Net 0.00

@ save ||[Gh Retumto Search ||+ PreviousinList  |45] NextinList || Notiiy ||£ Refresh

Accounting Entries | Deposit Control

9. Click the View All link to view all the lines that were created.

Note: Interunit accounting entries are automatically created for direct Journal transactions where
the Deposit is processed using a bank account that reflects a General Ledger Business Unit
(“TREAS” in this example) that differs from the General Ledger Business Unit where the revenue is
recorded. This is the case for all Deposits except petty cash.
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Accounting Entries Deposit Control
Unit 15100 DepositID 1548 Payment AGS08 Seq 1
Currency Details
Amount 2,000.00 USD # =
O complete Entry Event Q
Budget Status
Distribution Lines Personalize | Find | (EN| L-‘_;‘ First (4 1-d4ofd4 (b Last
ChartFields Currency Details Budget Joumal Reference Information Distribution Creation / Update Details | °H
DiSHibunos GL Unit Speed Type Line Amount  Currenc: Account Fund Program Department cost
Sequence P yp ¥ el P Cent
1 1 15100 -2,000.00 USD 4009060 01000 91100
2 2 TREAS 2,000.00 USD 101010 01000 99999
3 3 15100 Speed Type 2,000.00 USD 101010 01000 99999
4 4 TREAS Speed Type -2,000.00 USD 101010 01000 99999
4 3
Total
Lines 4 Total Debits 4.000.00 Currency USD Total Credits 400000 Currency USD Net 0.00
[§) Save [J[ch Retumn to Search | Previousin List ||45] MextinlList ||[=] Notify ||2¥ Refresh
Accounting Entries | Depaosit Control

Note: Follow your Agency guidelines regarding who (Processor or Approver) will complete the
following steps for marking the accounting entry “Complete” and performing the Budget Check as

outlined in the overview of this Job Aid.
10.
11.

Select the Complete checkbox option.

Click the Save button.

The Create Accounting Entries page refreshes with the Budget Check icon in the Currency Details

section.

| Accounting Entries H Deposit Control

Payment AGS0S

Unit 15100

Currency Details

DepesitID 1548

‘ Amount 2,000.00 USD Z

Seq 1

Complete EntryEvent|  |Q
Budget Status
Distribution Lines Personalize | Find | view2 | (21| [

‘ ChartFields H Currency Details || Budget || Joumal Reference Information || Distribution Creation / Update Details ‘

First (4 1-d40f4 (b Last

|
Cost)

Distribution . -
| Sequence GL Unit Speed Type Line Amount Currency Account Fund Program Department Centl
1 1 15100 Speed Type -2,000.00 USD 4008060 01000 21100
| 2 2 TREAS Speed Type 2,000.00 USD 101010 01000 99999 |
| 3 3 15100 Speed Type 2,000.00 UsSD 101010 01000 89899 |
| 4 4 TREAS Speed Type -2,000.00 USD 101010 01000 29999 |
| 4 »
Total
| Lines 4 Total Dehits 4,000.00 Currency USD Total Credits 4,000.00 Currency USD Net 0.00 |

[@Save |[[EF Returnto Search | [+[] Previousin List |[s] Nextin List |[[=] Notity |[£3 Refresh

Accounting Entries | Deposit Contral

12. Click the Budget Check icon.

Note: Once the payment is budget checked, it cannot be changed.

Rev 1/27/2023
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The page refreshes once the budget check completes.

| Accounting Entries || Deposit Control |

Unit 15100 DepositID 1548 Payment AG208 Seq 1

Currency Details

‘ Amount 2,000.00 USD
Complete Entry Event|:|Q
I Budget status valid I
Distribution Lines Personalize | Find | View2 | (| Ed  First (4 1-40f4 (> Last

‘ ChartFields || Currency Details || Budget H Journal Reference Information || Distribution Creation / Update Details | ‘

Spe— |
‘ E;‘S::é’;m GL Unit Line Amount  Currency Account Fund Program Department gg:{-er Task F‘
1 1 15100 -2,000.00 USD 4009060 01000 91100
| 2 2 TREAS 2,000.00 USD 101010 01000 99999 ‘
‘ 3 3 15100 2,000.00 USD 101010 01000 99959
‘ 4 4 TREAS -2,000.00 USD 101010 01000 99999 ‘
‘ 4] | 3
Total
| Lines 4 Total Debits 4,000.00 Currency USD Total Credits 4,000.00 Currency USD Net 0.00 ‘

[Esave |[h Retum to Searcn |_f-j Previous in List |¢[| Next in List I =] Notiiy || Refresh

Accounting Entries | Deposit Control

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

Note: If the Budget Status field displays as “Error”, see the Reviewing and Correcting Budget
Check Errors section of this Job Aid.

14. Click the Next in List button if you have more than one payment for this Deposit and repeat Steps
6 - 13 until all payments are processed.

Rev 1/27/2023 Page 13 of 27



ﬂ Cardinal Accounts Receivable Job Aid
4 AR326_Managing Accounts Receivable Funds Receipts

Correcting Accounting Entries (Before Budget Check)

1. Corrections can be made to accounting entries that have not already been budget checked. First,
navigate to the Modify Accounting Entries page to de-select the applicable payment as
“Complete”. Navigate to this page using the following path:

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

The Modify Accounting Entries Search page displays.

Modify Accounting Entries

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

Find an Existing Value

Search Criteria

Deposit Unit 15100
Deposit ID[ begins with + |
Payment Sequence[= v |

Payment ID| begins with v |
User 1D

Assigned Operator 1D

(J case Sensitive

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

Jelye

Search Clear Basic Search |_3LI':] Save Search Criteria

2. The Deposit Unit field defaults based on your Organization, but, can be updated using the
Deposit Unit Look Up icon if you have access to multiple Business Units.

3. Enter the Deposit ID associated with the payment that requires accounting entries correction in the
Deposit ID field.

4. Click the Search button.
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The Modify Accounting Entries Search page refreshes with the search results at the bottom of the

page.

Search Results

) BV e Nl TN TN

Wiew All First (4) 1303 (b Last
Deposit Unit Deposit ID Payment Sequence Payment 1D User [D Assigned Operator ID - Non Customer Dist Balanced Entered Date
15100 1548 1 AGA0S  V_TRN_FINUSER003V TRN_FINUSER003 Complete 121192022
15100 1548 2 CHE3 V_TRN FINUSER0D3 V TRN FINUSERO03 Complete 12/19/2022
15100 1548 3 CRE8Y V TRN FINUSER003V TRN FINUSERQO3 Complete 12/19/2022

5.  Open the applicable payment by clicking any of the links in the corresponding row.

The Modify Accounting Entries page displays with the Directly Journalled Payments tab displayed
by default. Notice that the Budget Status field displays as “Not Checked” (Not Chk’d).

| Directly Journalled Payments H Deposit Conirol ‘

Unit 15100 DepositID 1548 Payment CREB9 Seq 3
Currency Details
Amount 300.32 Currency USD Rﬁ
Base 300.32 Currency USD
CGomplete Bugget Status o chid I
Accounting Line Display
‘ @ standard O supplemental (Entry Event) O Both Display ‘

Distribution Lines

Personalize | Find | &0 | F§  First (4 1-4of4 (b Last

| chartFietds || Cumency Details | Budget || Journal Reference Information || Distribution Creation / Update Details | [E=9)

Type E;‘L‘;’:&D” GLUNit  Dehit Amount Credit Amount Line Amount Foreign Currency  Account Fund Pr|
E la 115100 300.32 -300.32 USD 4009050 01000 ‘

|

[s o 2 TREAS 300.32 300.32 USD 101010 01000

|

[E Y 315100 300.32 300.32 USD 101010 01000 ‘

|

[E <Y 4 TREAS 300.32 -300.32 USD 101010 01000

|

‘ 4| 4
Total

‘ Lines 4 Total Debits 600.64 Currency USD Total Credits 600.64 Currency USD Net 0.00 ‘

‘@Sa\{e |||§-‘* Retumn to Search ||r[| Previous in List ‘ 45| Next in List

6. De-select the Complete checkbox option.

Rev 1/27/2023
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A Message (Warning) displays in a pop-up window.

[ Directly Journalled Payments || Deposit Control ‘

Unit 15100 Deposit D 1545 Payment CRES9 Seq 3
Currency Details
Amount 300.32 Currency USD
Base 300.32 Currency USD
=
Complete Budget Status o cricd

Accounting Line Display

@ standard O'supplen Message

‘ Distribution Lines

|| ChartFields || Currency Detais | Budget. || Joumal Reference lnform 1Vaming — Please use Difect Joumal Enty panel o update ihe complete accounting entries, (6040,727)

Type gﬂ:g;is:éi:n GLuUnt | DebitAmount CreditA lncomp\f:te direct Journal accounting entries can be updated in the Direct Journal Eniry panel. Direct Journal Review panel is used for reviewing complete
accounting entries only.
Ca 1 5t o]
l:lQ 2 TREAS 300.32 USD 101010 01000
2 315100 3003 100, N e VU S

7.  Click the OK button to close the Warning message.

The Modify Accounting Entries page redisplays.

AN AUEM%AM‘\MMWM”W“WM%

(1] Save I [ Return to Search ||‘r: ] Previous in List ] MextinList |[E] Netify

8.  Scroll down to the bottom of the page as needed and click the Save button.

9. Next, navigate to the Create Accounting Entries page to modify the accounting entry using the

following path:

Main Menu > Accounts Receivable > Payments > Payments > Direct Journal Payments >

Create Accounting Entries

Rev 1/27/2023
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The Create Accounting Entries Search page displays.

Create Accounting Entries

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

Find an Existing Value |

 Search Criteria

Deposit Unit[ = v | [15100 la
Deposit ID| begins with v |[1548 Q
Payment Sequence| = hd | |

Payment ID| begins with » || |

User ID| begins with » || |

Assigned Operator ID| begins with v || |

U case Sensitive
Limit the number of results to {up to 300):

&
I Search || Clear |Basic Search (& Save Search Criteria

10. The Deposit Unit field defaults based on your Organization, but, can be updated using the
Deposit Unit Look Up icon if you have access to multiple Business Units.

11. Enter the Deposit ID associated with the payment that requires accounting entries correction in the
Deposit ID field.

12. Click the Search button.

The Create Accounting Entries Search page refreshes with the specified Deposit and associated
payments that have not been marked complete or budget checked in the search results.

Note: If there is only one payment, it may open directly to the Accounting Entries tab on the Create
Accounting Entries page.

J”\\PMMWJ“A““/\W“M““\/\“\/HM\Mm/H\f)\W TN

[ searcn ][ Ciear | Basicsearch (& Save Searcn Crieria

Search Results

View All First (40 1of1 (b Last
Deposit Unit Deposit ID Payment Sequence Payment [D User 1D Assigned Operator ID__Non Customer Dist BEalanced Entered Date
15100 1545 3 CRESS WV TRN FINUSERCO3Y TRM FINUSERQOS Balanced 12/19/2022

13. Open the applicable payment by clicking any of the links in the corresponding row.

Rev 1/27/2023 Page 17 of 27



Accounts Receivable Job Aid

//j Cardinal

AR326_Managing Accounts Receiva

ble Funds Receipts

The Create Accounting Entries page displays with the Accounting Entries tab displayed by default.

[ Accounting Entries || Deposit Control |

Unit 15100 DepositID 1548 Payment CRES9

Saq 3

Currency Details r—

Amount 300.32 USD éf‘l = I

EntyEvent[ JQ

O Complete
Budget Status Not Chk'd

‘ Distribution Lines Personalize | Find | iew Al | & | 53 First (1) 1-20f4 () Last
| chartrietes || Curency Detalls || Budget || Joumal Reference Information || Distrioution Creation / Upcate Details | [E=)
Distribution § . Cost
Sequence GL Unit Speed Type Line Amount  Currency Account Fund Program Department Cent
1 1 15100 | Speed Type | -300.32 USD 4009060 01000 92100
2 2 TREAS Speed Type 300.32 USD 101010 01000 99985
4] 3
Total
Lines 4 Total Debits 600.64 Currency USD Total Credits 600.64 Currency USD Net .00
@Save H@“ Retum to Search HEI Notify HS Refresh ‘
14. Click the Delete icon to remove the cash and/or interunit Lines.
The Create Accounting Entries page refreshes.
‘ Accounting Entries || Deposit Control |
Unit 15100 DepositiD 1548 Payment CRESY Seq 3

Currency Details

Amount 30032 USD =

EnmyEvent  |Q

O complete
Budget Status Not Chk'd

| Distribution Lines Personalize | Find | ViewAll | (2 | [

First (4 10of1 (» Last

ChartFields || Currency Details || Budget || Journal Reference Information H Distribution Creation / Update Details ‘
—
ELS.ELES:;ZJ" *GL Unit Speed Type Line Amount Currency *Account Fund Program Department
1 1[15100 o | SpeedType | [ -300.32] USD 4003060 |y [o1000 Jay | e [92100 e ]
«| | 3
Total
| Lines 1 Total Debits .00 Currency USD Total Credits 300.32 Currency USD Net -300.32 ‘

@Sa\re |[Gh Retum to Search |[=] Notity | [ Refresn |

15. The Line(s) within the Distribution Lines section are now editable. Make the necessary updates

to the accounting entries.

16. Click the Lightning Bolt icon to create the system generated cash and/or interunit Lines.
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The Create Accounting Entries page refreshes.

[ Accounting Entries || Deposit Cortrol |

Distribution Lines

unit 15100 DepositID 1548 Payment CRES2 Seq 3
Currency Details
Amount 300,32 USD 7 =
|Dcomp[ele I Entry Eventl:lq
Budget Status Not Chik'd
Personalize | Find | View Al | &2 | First (4 1-20f4 (b Last

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

2;3?:::2‘" GL Unit Speed Type Line Amount  Currency Account Fund Program Department ggfﬂ
1 113100 Speed Type -300.32 USD 4009060 01000 92100
‘ 2 2 TREAS Speed Type 300.32 USD 101010 01000 §9999 |
4 »
| |
Total
Lines 4 Total Debits 60054 Currency USD Total Credits 500.64 Currency USD Net 0.00 |
1
@Save ||Ef‘ Retum to Search HEI Notify HS Refresh ‘
17. Select the Complete checkbox option.
18. Click the Save button.
The Create Accounting Entries page refreshes.
| Accounting Entries || Deposit Control |
Unit 15100 DepositID 1548 Payment CRESY Seq 3
Currency Details
‘ Amount 30032 USD it
Complete EntryEvent| |
Budget Status Mot Chkd
Distribution Lines Personalize | Find | View All | &2 | First (4' 1-20of4 (+ Last
| ChartFields || Currency Details || Budget || Journal Reference Information || Distribution Creation / Update Details ‘
|
Distribution = = Cost
‘ sequence GL Unit Speed Type Line Amount  Currency Account Fund Program Department Ceml
1 1 15100 Speed Type -300.32 USD 4009050 01000 92100
|
1 S, NGRSl TN | PN INIINGUTNA, | o, gen e, el

19. Click the Budget Check icon.
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The Create Accounting Entries page refreshes once the Budget Check completes.

[ Accounting Entries || Deposit Control |

uUnit 15100 DepositID 1548 Payment CRESY Seq 3
Currency Details

Amount 300.32 UsD

Complete Entry Event |:|Q

Budget Status valid

Distributicn Lines
| ChartFields || Currency Details || Budget H Journal Reference Information H Distribution Creation / Update Details |

Personalize | Find | View Al | &2 | First (4) 1-20f4 (b Last

Cost

Distribution q o
Sequence GL Unit Line Amount  Currency Account Fund Program Department. Center Task F
1 115100 -300.32 USD 4002060 01000 92100
2 2 TREAS 300.32 USD 101010 01000 99999
4| 3
Total
Lines 4 Total Debits 600.64 Currency USD Total Credits 600.64 Currency USD Net 0.00

ESave ||E1“ Retum to Search HEI Notify ||C Refresh |

Once the Budget Check completes, the Budget Status field will display one of the following statuses
(“Valid” in this example):

* Error - The entry failed to pass budget checking. The transaction must be corrected before it will
post to the commitment control ledger and the General Ledger.

* Valid - The entry passed budget checking and the process updated the commitment control
ledger.

* Warning - The budget check process issued a warning, but also updated the commitment control
ledger.

Refer to the next section of this Job Aid titled Reviewing and Correcting Budget Check Errors if the
Budget Check results in an “Error” status.
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Reviewing and Correcting Budget Check Errors

1. Toreview and correct Budget Check Errors, navigate to the Modify Accounting Entries page

using the following path:

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

Entries

The Modify Accounting Entries Search page displays.

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

Find an Existing Value

Search Criteria

Deposit Unit| = w 15100
Deposit ID| begins with | 566

Jelyel

Payment Sequence|= ~
Payment ID
User ID
Assigned Operator ID[begins with |
[case Sensitive
| Limit the number of results to (up to 300): 300

Search " Clear | Basic Search @Eﬂ Save Search Criteria

Eavorites + | Main Menu ~ > Accounts Receivable v > Payments ~ > Direct Journal Payments ~ > Modify Accounting Entries

2.  The Deposit Unit field defaults based on your Organization, but, can be updated using the

Deposit Unit Look Up icon if you have access to multiple Business Units.

3.  Enter the Deposit ID associated with the applicable payment in the Deposit ID field.

4. Click the Search button.
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The Modify Accounting Entries page displays with the Directly Journalled Payments tab displayed
by default. Note the Budget Status of “Error”.

Favorites - | Main Menu ~ > Accounts Receivable ~ > Payments ~ > DirectJournal Payments ~ > Modify Accounting Entries
Directly Journalled Payments Deposit Control
Unit 15100 Deposit ID 558 Payment CHKSCH26 Seq 1

Currency Details

Amount 11,730.00 Currency USD
Base 11,730.00 Currency USD
Complcte IBudget Status: Error I
Accounting Line Display
@) standard O supplemental (Entry Event) O Both | Display
Distribution Lines Personalize | Find | 2 | = First ‘4) 1-4o0f4 ‘) Last

ChartFields Currency Details Budget Journal Reference Information Distribution Creation / Update Details

Distribution

Type Sequence GL Unit Debit Amount Credit Amount Line Amount Foreign Currency Account Fund Pro
S (e} 115100 11,730.00 -11,730.00 USD 4002060 01000
S Q, 2TREAS 11,730.00 11,730.00 USD 101010 01000
< >
Total
Lines 4 Total Debits 23,460.00 Currency USD Total Credits 23,460.00 Currency USD Net 0.00

5] Save |[2* Return to Search =] Motify
Directly Journalled Payments | Deposit Control

5.  Click the Budget Check icon to view additional information pertaining to the error.

The Direct Journal page displays with the Misc. Payment Exceptions tab displayed by default.

Favorites ~ | Main Menu ~ > Commitment Control ~ > Review Budget Check Exceplions ~ > Revenues ~ > DirectJournal
Misc. Payment Exceptions Line Exceptions
Deposit Unit 15100 Deposit ID 5656 & Payment Sequence 1
~Exception Type Override Transaction e & m— &
Maximum Rows 100 More Budgets Exist
Search Advanced Budget Criteria
Budgets with Exceptions Personalize | Find | View All | ] E First ‘&' 1011 ‘b’ Last
Budget Override Budget Chartfields
- = = Override
Details Business Unit  Ledger Group Exception More Detail Budgot Transfer
1 (==} 15100 CC_APPROP Mo Budget Exists More Detail Go To... &
[§]Save |[[E" Return to Search 1| Previous in List Next in List [=7] Motify

Misc. Payment Exceptlions | Line Exceptlions

6. Review the Exception field to identify the reason for the Budget Check Error.
One of the following actions may be required to correct the Budget Check Error:

» Correct the direct journal distribution Lines that caused the error. If the distribution is incorrect,
refer to the Correcting Accounting Entries section of this Job Aid

*  Work with your Budget Officer to have the Budget modified if the ChartField distribution is correct

Note: For agencies that do not have control budgets for revenues, this Budget Check Error applies to

ChartField combinations for Expenditure accounts. A Budget must exist in Cardinal for all Expenditure
accounts.
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Approving and Finalizing Deposits
Only users with the appropriate security roles can approve a Deposit.
1. Navigate to the Create Accounting Entries page using the following path:

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

The Approve Deposits Search page displays with the Add a New Value tab displayed by default.

Approve Deposits

| Eind an Existing Value | Adda New Value

Deposit Unit | Q
Deposit contral Ticket Number

Bank Deposit Date 51

2. Select your Business Unit using the Deposit Unit Look Up icon if it does not default.

3. Enter the applicable Deposit control Ticket Number per your Agency guidelines in the Deposit
control Ticket Number field.

4, Select the applicable date using the Bank Deposit Date Calendar icon.
5. Click the Add button.
The Approve Deposits page displays.

Approve Deposits

Approve Deposits

Deposit Unit: 15100

Deposit control Ticket Number: DC100AG

Control Total Amount: .000]  Control Count: 0
Bank Deposit Date: 122772022

D T I e Ve W NP RPN L Ve

6. Enter the total sum amount for all of the Deposits being included in the Control Total Amount
field.

7. Enter the total number of Deposits (Deposit IDs) being included in the Control Count field.
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Sample Approve Deposits page with the Header section completed.

Approve Deposits

Approve Deposits

Deposit Unit: 15100

Deposit control Ticket Number: DC100AG

Control Total Amount: 3300.32
Bank Deposit Date: 1212772022

WS Posted By:
Approved By:

Deposit ID Deposit Amount

Q

Control Count: 1

Status

WS Posted Date:
Approved Date:

Find | ViewAl | 11| [id  First (4 10f1 (b Last

View Detail Status

8. Enter the applicable Deposit ID in the Deposit ID field. The Deposit Amount field will default
based on the Deposit ID.
Note: If you are including more than one Deposit, click the Add a New Row (+) icon and then
enter the additional Deposit IDs.
| Approve Deposits |
Approve Deposits
Deposit Unit: 15100
Deposit control Ticket Number: DC100AG
Control Total Amount: | 3.300.320]  Control Count:
Bank Deposit Date: 12127/2022
WS Posted By: WS Posted Date:
Approved By: Approved Date:
Personalize | Find | ViewAll | )| @  First (4 10of1 (p Last
Deposit ID Deposit Amount Status View Detail Status
R 3200320 B & &
Set WS to Post Approve
9. Click the View Detail Status icon for the applicable Deposit ID to view the payments associated

with the Deposit ID with status information.
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Approve Deposits

Approve Deposits
Deposit Unit:

Control Total Amount:
Bank Deposit Date:

WS Posted By:
Approved By:

Deposit ID

1[1548

|5 save

=] Notity

15100

Deposit control Ticket Number: DC100AG

12127/2022

Deposit Amount

=

3,300.320

F‘ersonaIT

3300.3

Depost Detail Status

Payments

Deposit ID:
Bank Code: 1100

1548

Payments Personaiize | Find | view All | (7 | 5

First (4 1-30f3 (' Last

Help

Budget
formert, - ovment [ eaesiows check
1 1 2,000.00( Complete Valid
2 2 1.GOO.DG] Complete Valid
3 3 300.32( Complete Valid

Payment Status

Journalled

Journalled

Journalled

—

Deposit.

to approve the Deposit.

Review the status information to ensure that:

order to approve the Deposit.

10.
a.
approve the
b.
C.
11.

Rev 1/27/2023

Once your review is complete, click the Return button.

The Edit Status for each payment is “Complete”. All payments must be complete in order to
The Budget Check Status for each payment is “Valid”. All payments must be valid in order

The Payment Status for each payment is “Journalled”. All payments must be journalled in
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The Approve Deposits page redisplays.
Approve Deposits
Approve Deposits
Deposit Unit: 15100
Deposit contrel Ticket Number: DC100AG
Control Total Amount: | [3.300.320] Control Count:
Bank Deposit Date: 12/27/2022

WS Posted By:

Approved By: Approved Date:
Personalize | Find | ViewAll | | & First (4. 1of1 (b Last
Deposit ID Deposit Amount Status View Detail Status
1 [1548 Q 3300.32q Complete =3 = =
Setwstopost | || Approve |

WS Posted Date:

|§) save |[[&h Retum to Search

|[#5] PreviousinList |[+F] NextinList |[E]Notiy | [Ek Add |[H Update/Display

12. Repeat Steps 9 — 11 for
13.
14. Click the Approve butto

A Message displays in a pop-

each additional Deposit ID as applicable.

Verify that the Status field for each Deposit ID is “Complete”.

n.

up window confirming that the Deposit is approved.

Approve Deposits
Approve Deposits

Deposit Unit:

Deposit control Ticket Number:
Control Total Amount:

Bank Deposit Date:

WS Posted By:

Message

Deposit is approved (25007,4)

o190
DC100AG

3,300.320| Control Count: 1
1212712022

WS Posted Date:

Approved By:  V_TRN_FINUSERO003 GETENCR Ry, i
Personalize | Find | View Al | &1 First (4' 10of1 (} Last
Deposit ID Deposit Amount Status View Detail Status
11548 3300.320 Approved Fé,

Set WS to Post Approve

|E save ||t RetumioSearcn |[4F] Previous inList |[4F NextinLlist |[=] Notiy |

|E'+ Add |E| Update/Display
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15. Click the OK button to close the Message.

The Approve Deposits page redisplays.
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Approve Deposits
Approve Deposits

Deposit Unit:

Control Total Amount:

Bank Deposit Date:

WS FPosted By:

Deposit control Ticket Number: DC100AG

13100

3,300,320,  Control Count: 1

12/27/2022

WS Posted Date:

I Approved By: V' TRN_FINUSER003

Approved Date:  12/27/2022 |

Depaosit ID

11548

Personalize | Find | View All | (21] E3 First (4' 1of1 (} Last

Deposit Amount

3300.32

Status

Approved

View Detail Status

FI‘E_‘I

Set WS to Post

Approve

|ﬁ| Save ||5f“ Return to Search | HZ] Previous in List

[¢5 NextinList |[E]Notiy |

||:-';~ Add | 4 Update/Display

The Approved By and the Approved Date fields are automatically populated with the approval

information and the Status field is updated to

“Approved”.

Once the Deposit is approved, it will be processed further during nightly batch processing.

+ The Deposit Post Processor prepares the batched and approved direct journal Deposits for

posting to the General Ledger.

* A subsequent nightly batch process, Journal Generator, then creates journal entries from the
Accounts Receivable module and posts them to the General Ledger.
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