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@ Welcome to Cardinal Training
/

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

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

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

A Job aids on topics across all functional areas

A Variety of simulations

A Glossary of frequently used terms

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

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



/;/ Course Objectives
/

After completing this course, you will be able to:

Recognize key General Ledger maintenance concepts

Understand the overall General Ledger maintenance process

Explain how General Ledger maintenance integrates with other Cardinal modules and
interfaces with external systems

Add or update Chart of Accounts values, and their associated attributes
Create and update SpeedTypes and SpeedCharts

Understand tree structures



},\/ Course Objectives (continued)
/

Understand combination edits

Understand budget structures
Define allocations and allocation groups

Configure the journal entry template



Agenda
b ns

General Ledger Maintenance Overview

ChartField Maintenance

General Ledger Setup




}j Lesson 1: Introduction
Y4

” General Ledger Maintenance Overview

This lesson covers the following topics:

A General Ledger Overview
A Key Concepts
A General Ledger Process

A Integration and Interfaces



}) General Ledger Overview
/

The General Ledger functional area is composed of one
module which establishes the financial accounts used to:

A Accumulate the results of transaction processing Accounts
Payable

Create budgets

Accounts
Receivable

Payroll

A
A Generate financial statements
A

Provide source financial data for reports

General
Ledger

Project
Accounting

Module

I General Ledger I I

Procurement




/ Key Concepts
/

A The Chart of Accounts (COA) structure and values, maintained in General Ledger, aid in the recording and reporting of
accounting information.
A Each COA element is called a ChartField.

A Thi
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» Key Concepts (continued)

A Centrally controlled COA Elements are maintained by the Department of Accounts (DOA).

A Agencies are responsible for maintaining Agency Controlled COA Elements.
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A The Project ChartField is agency controlled except for Capital Outlay and Commonwealth-wide initiatives.

A The PC Business Unit is a required ChartField when using the Project ChartField on a transaction.



/) Key Concepts (continued)
y 4

A Trees are used to group ChartFields for various purposes, such as reporting, budgeting, etc.

A Tree structures are maintained in the General Ledger module by Cardinal Post Production Support (PPS).

A Various types of reports use reporting trees to roll up values to desired data levels. Trees are validated when COA
values are created or modified, using tree audit functionality. The tree audit process compares the value table with the

associated tree and identifies missing values.

A Maintaining tree structures is required for both Cardinal Financials and Cardinal Human Capital Management (HCM)
appl i cat i o nPayroll Euactiothal Area lis ibsated in the HCM application.



/;/ Key Concepts (continued)
/

A

A SpeedType is a code that auto-populates specified ChartFields on an accounting distribution line. SpeedTypes can be
used in General Ledger, Payroll Time and Attendance, Expenses, Accounts Receivable Direct Journals, and
Commitment Control Budget Journal entries.

SpeedCharts provide similar functionality for Accounts Payable and Purchasing except that multiple accounting
distributions can be configured for an individual SpeedChart.

SpeedTypes are maintained in the General Ledger module and SpeedCharts are maintained in the Accounts Payable
module.

Commitment Control is used in Cardinal to track and control expenditures against budgets and revenues against
estimates.

10



/;/ General Ledger Process
/

Two of the main processes in General Ledger are:

A Cardinal Setup and ChartFields

A Perform Allocation

The Cardinal Setup and ChartFields process and the Perform Allocation process establish some of the key data used to
support General Ledger processing in Cardinal.

11



74 Cardinal Setup and ChartFields
/

During the Cardinal Setup and ChartFields process, fields that store the Chart of Accounts (COA) and provide Cardinal with

the basic structure for transactional and budget data are added, updated, and maintained.

Add/
Ipdate
COA Table

Add)
Updata
Tree
Structures

Speed Type!
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V4

y Perform Allocation

During the Allocation process, journal transactions, ledger balances, or statistical quantities within a business unit or across
business units are distributed so the appropriate entities (i.e., departments, divisions, cost centers) recognize a reasonable
share of the amounts (i.e., overhead).

Defina
Allocation

Type

Defina
Allocation
Step
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Define
Allocation
Groups

Reacaive
and Verify
Allocation
Request
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Allocation

Setup

Delete

Journal(s) - Execute
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Ledger Data Frocass

Mo

¥

Process
Joumals
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;) Integration with Commitment Control
/

Each Cardinal module feeds financial data to General Ledger. Various modules use Commitment Control, which resides in
General Ledger, for budget check.

When a document passes budget check, it is marked with a Valid status and processing continues. If there are errors,
further processing is suspended until the error is corrected.
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}) Integration with Accounts Payable and Expenses
7/

General Ledger maintenance integrates with Accounts Payable in many different ways, including the following:

A Accounts Payable and Expense transactions are edit checked using General Ledger combination edits and budget
checked against Commitment Control.

A The Accounts Payable and Expenses modules create accounting entries that are journal generated to General Ledger
for posting to the appropriate ledgers.
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}) Integration with Purchasing
/

General Ledger maintenance integrates with Purchasing in many different ways, including the following:

A Inventory requisitions are edit checked using General Ledger combination edits and are budget checked against
Commitment Control. This budget check only validates budget combinations, but does not reserve the budget.
Inventory requisitions are journal generated to General Ledger for posting to the appropriate ledgers.
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;) Integration with Accounts Receivable and Billing
/

General Ledger maintenance integrates with Accounts Receivable and Billing in many different ways, including the
following:

A Accounts Receivable and Billing transactions are edit checked using General Ledger combination edits and budget
checked against Commitment Control.

A The Accounts Receivable and Billing modules create accounting entries that are journal generated to General Ledger
for posting to the appropriate ledgers.
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}) Integration with Project Costing & Customer Contracts
/

General Ledger maintenance integrates with Project Costing and Customer Contracts in many different ways, including the
following:

A Project split transactions are edit checked using General Ledger combination edits and budget checked against
Commitment Control. Customer Contract transactions are edit checked using General Ledger combination edits and
budget checked against Commitment Control.

A Project Costing revenue billing is edit and budget checked in General Ledger. Project Costing and Customer Contract
transactions are journal generated and sent to General Ledger for posting to the appropriate ledgers.

A Project budget journal entries and General Ledger project adjusting entries are sent to Project Costing and Customer
Contracts. T — s
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/’) Integration with Payroll
/

General Ledger maintenance integrates with Payroll in many different ways, including the following:
A Payroll transactions are edit checked using General Ledger combination edits and budget combinations.

A Payroll transactions are journal generated and sent to General Ledger for posting to the appropriate ledgers after being

budget checked.
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y

General Ledger maintenance also interfaces daily with several
external systems:

A

T T

Operational Planning Division - Transportation
Maintenance and Operations Committee (TMOC)
database: Cardinal sends COA values to the Operational
Planning Division database called TMOC.

Operational Planning Division Budgeting System
(OPDBS) - Cardinal sends COA values to OPDBS.

Utility - Cardinal sends COA values to Utility.

Pontis - Cardinal receives structure values from Pontis, an
FHWA (Federal Highway Administration) software
application used to manage highway bridges and other
structures.

Annual Budget Development System (ABDS) - Creates a
budget at the beginning of each budgeting cycle. This
budget is extracted and loaded into Cardinal as budget
journals. Cardinal sends ABDS financial data, budget
data, and COA values.

y Interfaces with TMOC, OPDBS, Utility, Pontis, and ABDS
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}) Lesson 1: Summary
/

” General Ledger Maintenance Overview

In this lesson, you learned:

A Chart of Accounts Values and Attributes
A SpeedTypes and SpeedCharts

A Reporting Trees
A

Combination Edits

21



}) Lesson 2: Introduction
Y4

‘ ChartField Maintenance

This lesson covers the following topics:

A General Ledger Overview
A Key Concepts
A General Ledger Process

A Integration and Interfaces

22



y Maintaining Chart of Accounts Values and Attributes
V4

In this lesson, we will discuss each step in the Cardinal Setup and ChartFields process.

This topic focuses on maintaining COA values.

Receive
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@ Chart of Accounts Values and Attributes
J

A ChartField is an element within the Chart of Accounts. It represents one category of data (e.g., Business Unit, Department,
Account, etc.), with various values that further define a transaction. A combination of ChartFields defines an accounting
distribution used on a transaction.

ChartField values can be identified either as specific values or as a range of values using trees.

ChartFields are added and maintained by SetlD and associated with a Business Unit.

Attributes are characteristics, or features, of a ChartField that allow further classifying or defining of a ChartField. For
example:

A The Department ChartField may have an attribute to identify its location (Western Region, Northern Region, Tidewater
Region, Southern Region, Central Region).

A A Cost Center may have an attribute that determines whether it is Human Resources or Buildings & Grounds.

Each ChartField can have its own attributes for maximum efficiency and flexibility in recording, reporting, and analyzing its
intended category of data.

24



7 Adding a ChartField Value
/

To add a new Department ChartField value for the agency:
A Navigate to the ChartField Values page using the following path:

Main Menu > Set Up Financials/Supply Chain > Common Definitions >
Design ChartFields > Define Values > ChartField Values

A Click the link for the type of ChartField value being added. In this example
Department is selected.

ChartField WValues

ChartFisld Wwalues

Acocount
Fund

Frogram

Department

Cost Center

Agency Use 1
Agency Lse 2
Froject

Book Code
Adjustment Type
Scenario

Statistics Code

25



},) Adding a ChartField Value (continued)
/

A Click the Add a New Value tab. Enter a SetID, which is the Business Unit for the agency.

A Next, enter the ChartField value being used to create the Department field.

A Click the Add button.

|? CARDINAL

PN Al ~ | Search * | Advanced Search [Tl Last Search Resulis
Favorites - | Main Menu - > Set Up Financials/Supply Chain-= > Common Definifions ~ > Design ChariFields ~ > DefineValues ~ >
Department

Find an Existing Walug

Add a New Value

SetlD (50100 |y
Department [30000]

xQ,

Add

Find an Existing Valus | Add a New Value

ChariField Values

26



@ Adding a ChartField Value (continued)
/

The type of ChartField value added will determine what information will be required to enter to create the value:

A The Effective Date defaults to the current date. For Department values, the initial Effective Date should be updated
to 01/01/1901. For Project values, the initial Effective Date will default to 01/01/1901 and should not be changed.
For other agency ChartField values, the current date can be used.

A The Status defaults to Active.
A For a new Department, enter values in the Description and Short Description

A If the Budgetary Only checkbox is selected, the ChartField value will not be available for recording actual transactional
entries.

A After entering all required information for the value, click the Save button.

27



’) Adding a ChartField Value (continued)
/

f) Cardlnal All = | Search # | Advanced Search  [g Last Search Resulls
/ .

*Description Human Resources

=Short Description HR

Manager ID Q Manager Name

= Save | =] Metify Es Add || 5] UpdateDisplay || Include History | [5# Cormect History

Favoriles = | Main Menu « » Set Up Financials/Supply Chain+ > Common Definiions = »> Design ChartFields= » Define Values= »> CharlField Values
Department
SetlD 50100 Department 30000
Effective Date Find | View All First (4, 10f1 (») Last
"Effective Date 01/01/1901 [ Attributes Long Description [+ =]
=Status | Active v () Budgetary Only
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@ Updating a ChartField Value
/

To update Department 30000 for an agency:
A Begin by navigating to the ChartField Values page using the following path:

Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define Values >
ChartField Values

A Click Department.

A Onthe Find an Existing Value tab, enter the SetID (an agency Business Unit) and search criteria. In this example, enter
the Department value, which is 30000.

A Click the Search button.

29



V4

The fields displayed are determined by the type of ChartField being updating.

A Click the Add a new row (+) button to add a new effective dated row for this value.

A The Effective Date for the new row defaults to the current date.

» Updating a ChartField Value (continued)

A Toinactivate a ChartField value, select Inactive from the Status drop-down menu.

Once updates are completed, click the Save button.

All = | Saarch

jf) Cardinal

Department

SetlD 50100

Effective Date

*Effective Date 02232017 |[)

*Status | Inaciive A

*Description |HUman Resources

*Short Description |HR
Manager ID a,

=] Ssave ||=] Naotify [Ey Add

Favorites = | Main Menu « » Set Up Financials/Supply Chain + » Common Definitions =

Department 30000

Aliributes

[J Budgetary Only

Manager Name

27| Updaie/Display

3 | Advanced Search

» Design ChariFields «

59 Include History

> Define Values + > ChartField Values

First ‘4 10of2 (} Last

Long Description -~

'+ Cormect History
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#/ ChartField History
/

Cardinal uses the Effective Date and Status fields to maintain a complete history of ChartField additions and changes. To
view the history for the ChartField value, click the arrows to move from one record to another.

For the Department ChartField, the Effective Date is automatically assigned a default value of 01/01/1901.

@Cardinal All = | Search | advanced Search
rd

Favorites - Main Menu + » SetUp Financials/Supply Chain ~ > Commen Definitions + > Design ChanFields~ > Define Values~ >  ChariField Values
Department
SetlD 50100 Depantment 30000
Effective Date Find [View 1 First (4 12072 () Last |

Aftributas Long Description [+[=]

*Effective Date 022372017 |?_1:
cti [ Budgetary Only

*Short Description |HR

Manager ID Q Manager Name

*Effective Date 01/01/1901 ([

*Status | Active w

*Description |[Human Resources

Altributes Long Description [+ [=]
[ Budgetary Only

*Short Description |HR

Manager ID Q, Manager Name

=] Save || Motify [k Agd || 7] Update/Dispiay || ' Include History | |72 Comect History




/* Creating a ChartField Attribute and Attaching to a
/ ChartField

Generic ChartField attributes are optional features that support such things as reporting and payment processing.

A Use the ChartField Attribute page to create ChartField attributes.

A Use the ChartField Attribute Value Configuration page to delete an attribute value. After attaching an attribute value to
a ChartField value, it cannot be deleted using the ChartField Attribute page.

Attributes share the effective dating of the ChartField values to which they are attached.

Project ChartField attributes are automatically assigned a default effective date of 01/01/1901.

32



},) Creating Generic ChartField Attributes
/

Navigate to the ChartField Attributes page using the following path:

Main Menu > Set Up Financial/Supply Chain > Common Definitions > Chartfield Attributes
Design ChartFields > Configure > Attributes > ChartField Attributes

A Click the Add a New Value tab. Find an Existing Value Add a New Value
A Enter the agencyodsSetlDdiddi ness unit i
SetiD|50100 | Q
A Enter the ChartField type in the Field Name field. Field Name DEPTID aQ
A Enter a name in the ChartField Attribute field to uniquely identify the ChartField Aftribute| REGION| *
attribute.
A Click the Add button. Add

In this example, REGION is being added as an attribute to the DEPTI
ChartField value.

Find an Existing Valus | Add a Mew Value




},) Creating a Generic ChartField Attribute (continued)
/

A Onthe ChartField Attribute page, enter a description for the attribute.

A Select the Allow Multiple Values per Attr checkbox if wanting to allow multiple values of the same attribute to be
attached to a ChartField value. If this checkbox is not selected, only one attribute value can be attached to a ChartField
value for a given attribute.

A Define values in the ChartField Attribute Values grid. Use the + button to add attribute values. In this example,

Western, Northern, and Central Regions are being added as new ChartField attribute values.
A When all information is entered, click the Save button.

ChartField Attribute
SetlD 50100 Field Name DEPTID Attribute REGIOM
Description |Region \Ell

W1 Allow Multiple Values per Atir

ChartField Attribute Values Personalize | Find | View All | | = First ‘&' 1-30of3 '/ Last
*ChartField Attribute Value Description
WESTERN Westarn Region (+]|[=]
NORTHERN Northern Region [+ [=]
CENTRAL Central Region [+ [=]
IMI [=] Motify E, Add 22| Update/Display
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},) Attaching a ChartField Attribute to a ChartField
/

After defining the ChartField attribute, attach it to a ChartField
value.

Navigate to the ChartField Values page using the following
path:

Main Menu > Set Up Financials/Supply Chain > Common
Definitions > Design ChartFields > Define Values >
ChartField Values

Click the link for the ChartField type that the attribute is being
added for, in this example, Department.

ChartField Values
CharfField Walues

Frogram

I Department I

Cost Center
Task

FIPS

Asset

Agency Use 1
Agency Use 2
Fraoject

Book Code
Adjustment Type
Scenario

Statistics Code
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};} Attaching a ChartField Attribute to a ChartField (continued)
/

In this example, we are adding REGION (the attribute) and NORTHERN (the attribute value) to the DEPTID ChartField value

A Search for the ChartField value using the Find an Existing Value tab.
A Enter the agency business unit in the SetID field. Enter the Department ID in the Department field.

A Click the Search button.

|? CARDINAL
. Al ~ | Search * | Advanced Search  [2] Last Search Resulis

Favorites - | Main Menu - » Set Up Financials/Supply Chain = > Common Definitions » > Design ChariFields » > Define Values » > ChariField Values
Department

Enter any information you have and click Search. Leave fields blank for 2 list of all values.

Find an Existing Value Add a New Value

w Search Criteria

SetiD 50100 Q

Department | begins with ¢ |[30000| x| QL
Description | begins with s
U Include History L correct History [l case Sensitive
Limit the number of results to (up to 300). |300

| Seach || Clear | Basic Search B save search Criteria
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/jj Attaching a ChartField Attribute to a ChartField (continued)
/7

A Click the plus (+) button to add a new effective dated row.
A Cardinal automatically ENectsvelDares t odayds date as the

A On the Department page, click the Attributes link.

/’)Cﬂrdinal All ~ | Search # | Advanced Search
rd

Favorites - Main Menu « » Set Up Financials/Supply Chain = > Common Definitions » > Design ChartFields » > Define Values ~ » ChariField Values
Department
SetlD 50100 Departiment 30000
Effactive Date Find | View Al First (4 10f3 (b Last
*Effective Date 02/24/2017  |[i] Altributes Long Description +| =]
“Slatus ,!':‘E.t.'.L 'ﬁ.ﬁ.._....:'.'j || Budgetary Only

*Description Human Resources
*Short Description HR

Manager ID Q, Manager Name

[a] Save | [=] Motify % Add || 7] Update/Display . » Include History [_;,.- Correct Histary




},) Attaching a ChartField Attribute to a ChartField (continued)
/

A Use this page to select one or more of the ChartField attribute and attribute value combinations that apply to a specific
ChartField value.

A Click the magnifying glass next to the ChartField Attribute field and select the REGION attribute.

A Click the magnifying glass next to the ChartField Attribute Value and select the relevant attribute value. In this
example, NORTHERN was selected.

A Then click the OK button.

A The Department page is displayed. Click the Save button on the Department page.

IGhartField ;&tributes - - | X
Help
ChartField Attribute Values Personalize | Find | View All | 21| Es  First O 101 ) Last
SetlD ChartField Value  Effective Date Field Name *ChartField Attribute ChartField Attribute Value Attribute Value Description
50100 30000 02242017 DEPTID REGICN Q. NORTHERN % | [Northern Region 4] [=]
OK Cancel




}) Lesson 2. Adding ChartField Values Hands-On Practice
7

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

If you have any questions, please ask your instructor.

7
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74 Maintaining SpeedTypes and SpeedCharts
/

The next topic in ChartField set up and maintenance relates to maintaining SpeedTypes and SpeedCharts.

Addf
Lipdate
COA Table

AddUpdate
i SpeedTypes/
SpeedCharts

SpeedTypef
SpeedChart
Imgact?

No
Add!
Update Tres
Tree € Impact?
Structures
[+
Combination {:-ﬁ-ddtﬁ'pd{:i\;a
Edit Impact? & I:H'I'IE I:;II:: n
Build
Outhound External fild
- 3 pary Syems [ | gl




@ SpeedTypes and SpeedCharts
/

A SpeedType/SpeedChart is a predefined value that can be entered to auto-populate ChartField values on the accounting
distribution line (such as fund, program, and department).

They allow the ability to define codes for frequently used ChartField combinations. When a SpeedType is entered, users still
have the ability to add or modify additional COA values on the associated distribution line.

SpeedTypes can be used in Payroll Time and Attendance, Expense transactions, General Ledger journal entries, Accounts
Receivable direct journals, and Commitment Control budget journal entries.

SpeedCharts provide similar functionality for Accounts Payable and Purchasing, except that multiple accounting distributions
can be configured for an individual SpeedChart.

Note If a SpeedType is created, there is a need to create a corresponding SpeedChart as well, and vice versa.
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}) Creating a SpeedType
7/

In the following example we will create a SpeedType for Department 10003, Fund 01000, and Program 737002:

A Navigate to the SpeedType page using the following path:
Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define Values >
SpeedTypes

A Click the Add a New Value tab.

SpeedTypes

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

Find an Existing Value Add a New Value

Search Criteria

SetiD[= v| 0100 x|Q,
SpeadType Key| begins with s

User ID

Primary Permission List
Type of SpeedType |One ser v|

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

Search Clear Basic Search @ Save Search Criteria




},) Creating a SpeedType (continued)
/

A Enter the Business Unit in the SetID field.

A The SpeedType Key will be the value entered on transactions to identify the SpeedType. In the example below, 94100
was entered as the SpeedType Key.

A If entered as a User ID or Primary Permission List, only the specified user(s) will have access to the SpeedType.
Leave these fields blank so that the SpeedType is universally accessible within the business unit.

A Click the Add button.

; =t | All ~ | Search # | Advanced Search  [Z] Last Search Results
Favorites - | Main Menu - > Set Up Financials/Supply Chain ~ > Common Definifions ~ > Design ChartFields ~ > Define Values ~ > Speedlypes
SpeedTypes
Find an Existing Walue Add a New Value

SetlD|50100 |3

SpeedType Key|24100| »
User D
Primary Permission List

pp

Add

Find an Existing Walue | Add a New Value




/;) Creating a SpeedType (continued)
/

The SpeedType page displays.
A Enter a Description.
A Enter Fund 01000, Program 737002, and Department 10003

A Check the Publish Data checkbox i this ensures the SpeedType is sent to the Human Capital Management (HCM)
application.

A Click the Save button.

CARDINAL |
?A A - | Search 2 | Adwvance d Search =l Last Search Resulis

Fawvorites - | Main Menu - = Set Up Financials/Supply Chain ~ > Common Definitions -~ > Design ChartFields - > Define WValues - > Speedlypes

SpeedType

SetlD S0100 [+ Publish Data

SpeedType Key 94100

Type of SpeedType Univarsal (All Usears)

I Description |[Internal Audit I

Fumnd 01000 Genearal Fund

Program T37002 Disbursements Review

Department 100032 Administrative Services

Cost Center
Task

FIPS

Asset
Agency Use 1

Agency Use 2

Activity
Source Type

Category

Uy O O N Y Y P

b

| save ||=1 MNotity |[2 Refresh | |Ex Add || 21 Update/Display
=




’) Creating a SpeedType (continued)
/

Aldl

Favorites - |

?,’_cnnnl NAL

- | Search

I 2 | Advanced Search

Main Menu - =

SpeedType

SetlD 50100
SpeedType Key 94100

Set Up Financials/Supply Chain ~ >

Type of SpeedType Universal (All Users)

Common Definitions ~ > Design ChartFields -

[« Publish Data

I Description |Internal Audit

Account [ |,

Fund |[o1000 |, =eneral Fund
Program [Fa7002 |, Disbursements Review
Department [10003 |, Administrative Services

Cost Center

<

S ——

I|E§{]Save ||=1 Notity || &% Refresh

|
Task [ =}
FIPS [ (=1
Asset [ =}
Agency Use 1 [ L=}
Agency Use 2 [ =}
PC Business Unit [ L=}
Project [ =}
Activity [ L=}
Source Type [ =}
Category | <

T

T

[Z Last Search Resulis

> Define Values ~ > Speedlypes

|[Ee Aqd || .5 update/Display
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/;/ Creating a SpeedChart
/

Now that we have created the SpeedType we will create a corresponding SpeedChart

A Navigate to the SpeedChart page using the following path:
Main Menu > Set Up Financials/Supply Chain > Product Related > Procurement Options > Management >
SpeedChart.

A Click the Add a New Value tab.
A Enter the Business Unit in the SetID field. The SpeedChart Key used should match the corresponding SpeedType Key
for consistency. Leave the User ID and Primary Permission List fields blank.

A The Effective Date defaults to the current date, but this can be changed to an earlier date.
A Click the Add button.

Fawvorites - | Main Menu - >  Set Up FinancialsfSupply Chain - > FProduct Related ~ > Procurement Options - > Management- > SpeedChart

SpeedChart

Find an Existing Walus Add a New Value

SetlD 50100 .
SpeedChart Key 94100
User ID
Primary Permission List
| Effective Date |02/23/2017  |[H] |

hp

Add

Find an Existing “alus | Add a Mew “Walue




@ Creating a SpeedChart (continued)
/

On the SpeedChart page:

A
A
A

T T

Total Percent indicates the total of the proration percentages selected for the SpeedChart lines.
Enter a Description for the SpeedChart.

The Status field defaults to Active. Once the SpeedChart is saved, it cannot be deleted. The Status can be updated to
Inactive if the SpeedChart is no longer needed.

Select Universal as the Security Option so all users can access the SpeedChart. The One User option allows access
to a single user. The One Permission option allows access to users who are on a specific Permission List.

In the Definition section, there are two distribution options. The Enter Percentages option distributes cost by a
percentage of the total amount. When selecting this option, enter a proration percent for each SpeedChart line. The
Enter Weights option distributes cost by item unit of measurement weight. When selecting this option, enter a proration
weight value for each SpeedChart line. Select a unit of measurement (UOM) for distributing cost by weight.

In the Speed Charts section, select Program 737002, Fund 01000, and Department 10003.
Click the Save button.
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,} Creating a SpeedChart (continued)
/

5 PN All - | Search | 3 | Advanced Search [Gl Last Search Results
Favorites - | Main Menu - » Set Up FinancialsfSupply Chain = > Product Related » > Procurement Options = > Management- » SpeedChart
SpeedChart
SetlD 50100 SpeedChart 94100 Eff Date 02/23/2017 *Status | Active hd
Description |Internal Audit | Total Percent  100.00
Security Option Definition
®) Universal {All Users) ® Enter Percentages
) One User ) Enter Weights
) One Permission UOM I:lox
Description
=
Speed Charts Personalize | Find | View Al | £ L First ‘&' 1 of1 ‘“*' Last
| Chartfields [Z=2F
Percent Weight GL Unit Account Fund Program Department Cost Center Task FIPS Asset Agen
1| 100.00| 0.00000 | Q| | 01000 |Q (737002 |, 10003 (& (@ | (@ | Q| (@ |
< >
||E|Save |||E| Motify | |[% Add || %] Update/Display || & Include History ||[# Correct History |




/;/ Updating a SpeedChart
/

To update a SpeedChart, enter the same SetID and SpeedChart Key with a new Effective Date.
There may be a need to update a SpeedChatrt to:
A Change the status (e.g., inactivate)

A Update the Description
A Change ChartField value(s)

Navigate to the SpeedChart page using the following path:

Main Menu > Set Up Financials/Supply Chain > Product Related > Procurement Options > Management > SpeedChart
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/;) Updating a SpeedChart (continued)
/

A Click the Add a New Value tab.
A Enter the Business Unit in the SetID field. The SpeedChart Key used should match the existing SpeedChart Key.
Leave the User ID and Primary Permission List fields blank.
A The Effective Date defaults to the current date but can be changed.
A Click the Add button.
Favorites - | Main Menu » Set Up Financials/Supply Chain ~ > Product Related ~ » Procurement Options ~ > Management = > SpeedChart
SpeedChart

! Find an Existing Valus [ Add a New Value |

SetlD|50100 |y
SpeedChart Key 94100
User |ID
Primary Permission List
| Effective Date |02/23/2017 |3 |

Lo

Add

Find an Existing Walue | Add a New Value




}) Updating a SpeedChart (continued)
/

A Onthe SpeedChart page, make updates and click the Save button.

|? CARDINAL —
PN | Al ~ | Search # | Advanced Search [5] Last Search Results
Favorites - | Main Menu - > Set Up FinancialsfSupply Chain = > Product Belated » » Procurement Options = = Management- > SpeedChart
SpeedChart
SetlD 50100 SpeedChart 94100 Eff Date 02/23/2017 “Status | Active hd
Description |Internal Audit | Total Percent  100.00
Security Option Definition
@ Universal {All Users) @ Enter Percentages
) One User ) Enter Weights
) One Permission vom[ @
Description
(EL]
Speed Charts Personalize | Find | View All | 2] @ First ‘&' 1of1 “*' Last
Chartfields [F=T K
Percent Weight GL Unit Account Fund Program Department Cost Center Task FIPS Asset Agen
1 100.00) 0.00000 (&' oy f(01000 |y (TAT002 1 (10003 (&' (&'} (&'} (&' (&'}
< >
I [Flsave |||g| Motify | |4 Add || 2] Update/Display || %1 Include History | |[» Correct History |




})‘ Lesson 2. Adding SpeedTypes and SpeedCharts
7~ Hands-On Practice

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

If you have any questions, please ask your instructor.

[ SEEEE T
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4/ Maintaining Tree Structures

The next topic covers tree structures.

Addf : o AddiUpdate
Lipdate SpeedCha Yz SpeedTypes!
oA Table Imgact? SpeadCharts

Add!
Update Tree
Tree € Impact?
Structures
No
Combination édd'fé’.lpd;f
Edit Impact? € ”TEE;'I:: 4
Build
Outhound External A
End 3 Party Systems [ ‘:E‘EIE'S?S“
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o,

y Understanding Tree Types and Hierarchy
/

A tree is the graphical hierarchy in Cardinal that displays the relationship between all accounting units (for example,
departments, reporting groups, account numbers) and determines rollup hierarchies. Trees use rollups to sum values based
on hierarchies.

Trees are built from the highest level of the hierarchy (root node) to the lowest level of the hierarchy (leaves). Every tree is
based upon a structure. The structure defines the links between a tree and the underlying tables to which it refers.

All updates to tree structures in Cardinal are maintained by PPS. The users can view trees in Cardinal in order to identify any
needed updates.

Eiﬂi"’”s‘ — = Root Node
2% GOVERMMENTAL - Governmiental
| &5 GENERAL - General
2101 000] - Genoral Fund I\
I sR_conu_TRANSPORT - St Comm Transgeg
[ R _WvDOT - SR VA Dept of Transporation Hode
=25 HMO - Hwy Maintenance & Operating
A 04000] - Commonwealth Transporation
A [04100] - Hwy Mainlenance & Operating Fd
2 TRAM_FED - Federal
A (04010] - Highway Federa
=F COMSTRUCTH - Construction
- [04710] - Transportation Trust Fund
A 047 20] - Highway Construction Fund
.ra'-' FRIOEITY - P:mrll.",.' Tran Epﬂ!ﬂalll}l'l Fund
A 047 30] - Priority Transportation Fund
% TOLL - Toll Faciliies Revohing
A 04TED - Tell Facilities Revolving Fund

Sub-nodes

Sample Detail
Values/Leaves




@ Understanding Tree Types and Hierarchy (continued)
/

Every tree is based upon a structure. The structure defines the links between a tree and the underlying data tables to which it
refers. There are two main kinds of tree structures.

Detail tree structures:
A Summer tree
A Winter tree
A Spring tree

Summary tree structures:
A Summary trees are not currently used in Cardinal.

All updates to tree structures are performed by PPS.
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V4

/,j Summer Trees

A Summer tree is a detail tree in which the lowest level consists of detail values which are represented by leaves.

The next level above the detail values is made up of tree nodes that group together the detail values, using the
PSTREENODE table.

Each subsequent level of the tree defines a higher grouping of the tree nodes.

Favorites
-

MainvMenu > Tree Mvanager > Tree Viewwer
Tree Hame: FUMD_CAFR Fund CAFR Tree

Close Display Options Print Format

pllapze Expand Al Find

= ol o F ooy - |

Tt
! OO O s e e e
- =g=an,

= SR_VDOT - SR VWA Dept of Transparation

l‘s“" HMZ - Hwy Maintenance & COperating

H S [04000] - Commonwealth Transpartation
b B2 [04100] - Hwy Maintenance & Operating F

i [ TRAM_FED - Federal

i g2 [04010] - Highway Federal

o [ CONSTRUGCTNM - Construction

i B2 [04710] - Transportation Trust Fund

; J= [04720] - Highway Construction Fund
I—E'@' PRIORITY - Priarity Transportation Fund
i ' g2 [04720] - Pricrity Transportation Fund
I—E'“ TOLL - Toll Facilities Revolving

Root Node

Node

Sub-nodes

Sample Detail

Values/Leaves

i+ p= [04760] - Toll Facilities Revalving Fund
b B [04766 - 04769]

¥ ROUTE_S8 - Route 58

{ - @2 [0F580 - 07581]
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V4

,} Winter Trees

Winter trees use the detail value table and are node-oriented
trees, and therefore have no leaves.

In standard detail trees, the detail values represent data
values from a database field, and the tree nodes represent
roll-up points for detail values. The nodes have no meaning
outside the context of the tree. However, there is also the
ability to create node-oriented trees.

Node-oriented trees are based on a detail structure, but the
detail values are not used. For this type of tree, the tree
nodes represent the data values from the database field. The
system uses node-oriented trees for special purposes. For
example, the DEPT_BUDGET tree is a winter tree in Cardinal.

Fa\fo'r'rtes i Main Lv'lenu = Tree Mvanager = Tree Viewer

Tree Viewer

SetlD:

Effective Date:

Tree Name:

50100
01/01/19

DEPT_B

Last Audit: Valid Tree
o1 Status: Active

UDGET VDOT DEPT BUDGET

Display Optia

ns Print Format

[ 999994 - All Orgs

= qp112-
E= 10111 -
= 10110 -
= 10109 -
= 10108 -
= 10107
= 10106
= 10105
= 10104 - State Infrastructure Sys Mar

= 10101 - Asset Management - Regulations
= 10099 - Asst Mgmt - Land Use Permits

= 10098 - State Land Development Manager

T = o10040 - Mamienance wide

.~ @ 910109 - State Infra
== 910108
= 910103 - State Infra
= 91009% - State Infra
E= 10113

structure Mgr-\Wide

- State Equipment Manager - Wide

structure Sys Wide
structure Manager

-Asst Mgmt - Special Facilities

State Equip

Asst Mgmt - Roadside Operation
Maintenance Services & Perfarm
Performance Improvements
State Infrastructure Manager

ment Manager

- Asst Mgmit-Infrast Metwark Anal

- Asst Mgmt -Highway Safety Magmt
- Asst Mgmt - Infrastructure Sys

e

Ligision

Root Node

910012 - Civil Rights Wide

o

g T TN
= 10089 -
| "= 10090-
= 10091 -
= 10092 -
b= 10093 -
! b= 1p094-
B 10095 -

Civil Rights -
Civil Rights -
Civil Rights -
Civil Rights -
Civil Rights -
Civil Rights -
Civil Rights -

Bristol Section
Salem Section
Lynchburg Sect
Richmond Sect
HamptonRd Sect
Fred'burg Sect
Culpeper Sect

Eigh )
= 10058 - Investigation Division
i 25 910056 - OperationsSecurityDivsionWide
= 10086 - Cyberadmin&Personnel Security
= 10085 - Infrastructure&Faclty Security
" = 10056 - Operations & Security Division
(=4 10043 - Inspector General
b’b 910044 - IFRO Reporting
= 10044 - Innovative Finance & Revnue Op
= 10087 - Powhite Parkway Extension

= 10088 - Coleman Bridge

910003 - Administrative Services Wide

i L= 10075 - Admin Serv - Field Procurement

Node

Sub-node
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Spring Trees
/@ pring

A spring tree is a hybrid between a node-only winter tree and
a summer tree.

A spring tree uses a detail value table for the nodes as well as
the leaves.

Favorites Main Menu > Tree Manager > Tree Viewer

Tree Viewer

SetlD:

Effective Date:

Tree Hame:

50100 Last Audit: Valid Tree
01/01/1801  Status: Active

ACCT_BUDGET_KIM

ACCOUNT BUDGET

Clase Display Options Print Format
Collapse All | Expand All Find First Page 60 0f266 M LastPage

[ 59559990 All Accounts
L= 4099999 - All Revenue Accountd

JE 4001000 - 4001999]
= 4002100 - 4002172]
S [4002173] - Highway Permit Fees

S [40021731] - Public RAW Use Fees

£2 14002200 - 4002399]
= 4002400 - 4002499]
/= (4002500 - 4002506]
JZ 140025071 - Highway Toll Revenue
JE 40025071 - 40025079]

JZ [4002508] - Bridge & Ferry Talls

JE 400250871 - AV Bridge & Ferry Toll
JE 4002509 - 4002599]

= 4002600 - 4002659]

S [4002660] - Administrative Fees
JZ 400266071 - 40026604]

/= [4002661 - 4002699]

B [4002700] - Fees For Admin Senvices

* A [40027001] - Pri Sector Adm Street Recovery
B 4002701 - 4002799]

* #2 [4003000 - 4003012]

" /= [4003013] - Sales Of Land And Buildings

" B (40030131 - 40030132]

" B 4003014 - 4002019]

" 2 [4003020] - Miscellaneous Sales

A2 [40020201 - 40030202]

Root Node

Node

Sample Detail
Value/Leaf
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/;/ Creating or Editing a Tree Structure
/

Creating and/or editing tree structures is performed by PPS.

When a tree structure is defined, specify the pages and record definitions that the Cardinal Tree Manager uses to store data
about the parts of a tree.

When adding a new node, level, or detail value to a tree, Cardinal Tree Manager uses this information to determine the
component (pages) to capture the relevant application data.
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%/ Creating or Editing a Tree Structure (continued)
/

To access the Tree Structure Properties page, navigate using the following path:
Main Menu > Tree Manager > Tree Structure

A Search for an existing tree structure or create a new one.

Q‘CARDI NAI: Al w | Search Z

Favoriies - | Main Menu - » Tree Manager = > Tree Structure

Tree Structure

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

Find an Exisfing Tree Structure Create Mew Tree Structure

Search Criteria

Search by: |Tree Structure ID v |begins with ACCOUNT

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

Search Advanced Sesarch

Find an Existing Tree Structure | Create New Tree Structure




/;) Creating or Editing a Tree Structure (continued)
/

The Tree Structure Properties page appears.

ﬁcanm NAL

Additional Key Field

(®) Setld Indirection
) Business Unit
() User Defined

) None

[G]save ||[Gh Return to Search [&F] Notify

Structure | Levels | Modes | Details

All = | Search B
Favoriies - | Main Menu - > Tree Manager - > Tree Structure
Structure Levels Modes Details
Tree Structure Properties
Structure ID: ACCOUNT
*Description: Ftcn:u:uunt Trees b
“Type: Detail

Mavigation Options

[ INode Multi-Mavigation
[] Detail Multi-Navigation

[ Add 71 Update/Display
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g/ Creating or Editing a Tree Structure (continued)
/

Click on the Levels tab.

When creating a new level in a tree, Cardinal Tree Manager displays the specified page in the Page Name field on the Tree
Levels page and stores the application entered using the record definition in the Record Name field. The default values for
these fields come from the standard Tree Manager page.

When using standard pages, do not need to enter anything in the Menu Name or Menu Bar Name fields. However, if
wanting to store level information using something other than TREE_LEVEL_TBL, then create a page and component that
use that new record definition. Ensure that the component has been defined on a menu somewhere in the system and

specify all of this information on this page.

?,_CARDI AL |

Fawvorites —

Fiain hMi=smnu -

Levels rodes

Tree Levels
Structure 1D:
Record MNarmme:
Page Name:
Component Name:

Rlenu MNarme:

RMenu Iterm Mame:

Fl =sawve 2 Return to Search

= Tree Manager - = Trese Structurs

Details

ACCOURNT
[TREE_LEWVEL _TBL

TREE_LEVEL

=] MNotify

Structure | Lewvels | Nodeaes | Details

A = Search

="
<=z

ESs Add ==] Jpdatel/Displa

-
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»/ Creating or Editing a Tree Structure (continued)
/

Click on the Nodes tab.
On the Tree Nodes page, enter a value in the Record Name, Field Name, and Page Name fields to use for entering and
storing information about tree nodes.

JAP CARDINAL] s -
Fawvoriies - [ Main Menu > Tree Manager ~ > Tree Structure
Structure Levels Nodes Details

Tree Nodes

Structure 1D: ACCOUMNT

*Record Name: [TREE_NODE_TBL  x|Q

*Field Mame: TREE_MODE (G}

~Page Name: TREE_MODE e}
Component Mame:
Menu Name:
Menu Bar Name:
Menu ltem Name:

[F] save [ar Return to Search [=] Notify = Aadd FE Updats

Structure | Levels | Nodes | Details




4/ Creating or Editing a Tree Structure (continued)

Click on the Details tab.

The Tree Details page is used to define the application data and component used to maintain the detail values for a tree. This
page is completed only for spring and summer trees.

Enter the name of the page, component, record name, and key field name that will be used when adding or updating the
application data for a detail value. For example, if each detail value represents a department, use a page, component, and
menu path that enables the ability to create and update department information.

chRol NA'-: I Al — Search >

Favorites - nMain Menu - > Tree Manager -~ > Iree Structure

Structure Levels Nodes Details

Tree Details

Structure 1D: ACCOUNT

Record Name: ISL_ACCOUNT_TBL x|

Field Name: ACCOUNT <

Page Name: GL_ACCOUNT 2

Component Name: SGL_ACCOUNT 2

Menu Name: DESIGN_CHARTFIELDS <

Menu Bar Name: USE 2

Menu Item Name: ACCOUNT <

ol Save o™ Return to Search El Notify &% Adga Z=] Update/Display

Structure | Levels | Nodes | Details
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@ Creating a New Tree
/

To create a new tree:

A

To T T

o o

To T To

T T

Navigate to: Main Menu > Tree Manager > Tree Manager.
Click on the Create New Tree tab, name a new tree and click the Add button.
On the Tree Definition and Properties page, name the tree to create.

Choose a tree Structure ID. The Structure ID defines the field or ChartField upon which the tree is based. The user
can define structures using the Tree Structure Properties page shown earlier in this topic.

Fill in all remaining information.

Category is a user-defined way of organizing trees so that they are easier to find when using the tree search pages.
Most trees are Default or Commitment Control.

Select a method for enforcing levels. Choose between Strictly Enforced or Loosely Enforced to enforce levels.

When the All Detail Values in this Tree checkbox is selected, all values in the detail value table are included in the tree.

Select the Allow Duplicate Detail Values radio button if the user wants to skip the audit that checks for duplicate detalil
values in the tree. When selected, the user can have the same detail value appear under different parent nodes. This
option is not available for use with winter trees.

Enter the Business Unit in the SetID field.
Click the OK button.
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’j Creating a New Tree (continued)
/

HCARDI NAL e

Fawvorites - | Main Menu - = Tree Managser - > Trese Manager

Tree Definition and Properties

*Tree Name: TESTING
*Structure 1D: FUMND_DTL 3
*Effective Date: |D2/08/2017  |Ekgtatus: [Active o
*Description: Testing
*Category: DEFAULT Y
=Use of Levels: | Strictly Enforced “""| Performance Options
*SetlD: 50100 Ly
Audits Item Counts
[w1 Al Detail Values in this Tree Node Count: 0
] anow Duplicate Detail Values
Leaf Count: 0
Level Count: 0
Branch Count: 0
[ OK _ | Return to Search |

e
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¢/ Creating a New Tree (continued)

o,

V4

Clicking the OK button displays the Enter Root Node for Tree page. On this page, add levels as needed, and define a root
node for the tree.

Add levels by clicking the Add Level button and choosing the appropriate level. Click the Save button.

 CARDINAL | i ‘
?—& L All ~ | Search >> | Advanced Search [Gl Last Search Resuits

Favorites v | Main Menu ~ > Tree Manager ~ > Tree Manager

Enter Root Node for Tree

Tree Name: ACCOUNT
Step 1: Set Up Tree Levels

Tree Levels Personalize | Find | Vie
Level Name All Values Description

Look Up Level Name

Help

Search by: begins with||

LookUp || Cancel | Advanced Lookup
Search Results
View 100 First ‘4 1-120f12 “®) Last
Level Name Description
LEVEL 3 LEVEL_3
e LEVELO LEVEL O
A |
|_zAddibevel | LEVEL1 LEvel 1
LEVEL2 LEvel 2
Step 2: Define Root Node LEVEL_D LEVEL_O
LEVEL_1 LEVEL_1
! LEVEL_2 LEVEL_2
Root Node: | =Y LEVEL_3 LEVEL_3
LEVEL_4 LEVEL_4
LEVEL_S LEVEL_S5
[ OK | [ Cancel |

LEVEL_7 LEVEL_7

‘1 LEVEL_& LEVEL_6




’) Creating a New Tree (continued)
/

Insert the tree nodes that define the hierarchy of the tree by clicking on the magnifying glass next to the Root Node field and

by selecting the appropriate value.

Click the OK button to finish completing the page.

Z;CARDINAI: |

Favoriies ~ | Main Menu ~

Enter Root Node for Tree

Tree Name: TESTING

Step 1: Set Up Tree Levels

Tree Levels
Level Name All Values

LEVEL 1

)]

K

Add Level

Step 2: Define Root Node

All

~ | Search

Description
LEVEL 1

*Root Node: |

Cancel

> Tree Manager ~ > Iree Manager

Personalize | Find | VieJ

Look Up Root Node
Help

Search by: begins with||

| LookUp || cancel | Advanced Lookup

Search Resulis
Only the first 300 results of a possible 452 can be displayed.

View 100 First 4 1-200 of 200 P oLast
Tree Node Description

04460 Fund 04460 Assoc CSC

40999399 All Revenue

5011000 Personal Services

5012000 Contractual Svcs

5013000 Supplies and Materials

5014000 Transfer Paymenis

5015000 Continuous Charges

5021000 Property and Improvmnt

5022000 Equipment

5023000 Plant and improvement

5030 Land and Resource Management

5031000 Obligations

5140 Environmental Monitor/Evaluatn

6020 Grnd Transporiain Plan & Rsrch

5030 Hwy Sys Acquisitn & Construcin

5040 Hwy Sys Maintenance & Operatns

6050 Grnd Transporiatn Sys Safe Svc

5060 Commonwealth Toll Facilities

8070 Fin Asst-Locality Grnd Trnspri

6120 Non-toll Supp Trnsprit Debt Svc

59250 Administrative & Support Svcs
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/;/ Maintaining Trees
/

The activities in maintaining trees include:

Adding, updating, and deleting rollup values
Adding, updating, and deleting detail values

Adding, updating, and viewing a range of detail values

o To Do Do

Copying and deleting trees

Tree maintenance is performed using the Tree Maintenance page. To display this page navigate to:

Main Menu > Tree Manager > Tree Utilities > Copy/Delete Tree
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,} Maintaining Trees (continued)
/

QCARD' NAL I ! An % I Search | > \ Advanced Search [S] Last Search Results
Favoriies - | Main Menu - > Tree Manager - > Tree Ultilities - > Copy/Delete Tree
Tree Maintenance || Tree Structure Maintenance
Tree Maintenance
Tree Definitions Personalize | Find | View 100 | &2 | =2 First S 1-20 of 607 "»' Last
Select Key Type User Key Tree Name Effective Date wvalid Tree
: Setld 50100 ACCNT ALLOWUNALLOW 01/01/1901 Valid Tree
— Setld STATE ACCOUNT_BUDGET 01/01/1901 Valid Tree
— Setld STATE ACCOUNT_OVERALL 01/01/1901 Valid Tree
— Setid 50100 ACTIVITYEQUIPALLOC 01/01/1901 Valid Tree
— Setld 50100 ACTIVITY_ALL o1/01/1901 Valid Tree
— Setld 50100 ACTIVITY_BUDGET 01/01/1901 VWalid Tree
— Setld 50100 ACTIVITY_BUDG_RPRT 01/01/1901 Valid Tree
— Setid 50100 ACTIVITY_CE O01/01/1901 Valid Tree
— Setid STATE ALL PURCH_ITEMS O1/01/1901 Valid Tree
1 Setld STATE APS64_BU_EXCPTN 01/01/1901 Valid Tree
— Setld STATE BUS_UNIT 01/01/1901 Valid Tree
|-} Setid STATE BU_PETTY_CASH 01/01/1901 Valid Tree
— Setld STATE BU_TREE_AR 01/01/1901 Valid Tree
— Setld STATE BU_TREE_EXTRT_EXCPFP O01/01/1901 Walid Tree
— Setld STATE BU_TREE_INTFC 01/01/1901 Valid Tree
— Setld STATE BU_TREE_INTFC_GL O01/01/1901 YWalid Tree
1 Setld 50100 COST_CENTER_COMBO O1/01/1901 Valid Tree
— Setld 50100 COST_CENTER_EDITS 01/01/1901 Valid Tree
— Setld 50100 CSC_NVISION 01/01/1901 Valid Tree
— Setld 12700 DEPT NVISION 01/01/1901 Valid Tree
| Perform Audits || Copy j&) Delete | | View |
[E=1 Notity |
Tree Maintenance | Tree Siruciure Mainienance




/;/ Maintaining Trees (continued)
/

The Tree Maintenance page is used to perform tree audits.
A Tree audit is a process that compares the value table with the associated tree and identifies missing values.

To perform a tree audit, the All Detail Values in this Tree checkbox must be selected on the Tree Definition and
Properties page.

The Copy button on this page can be used to copy the tree and will speed up the tree creation process.

The Delete button can be used to delete a tree.
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,} Maintaining Trees (continued)
/

CARDINAL |

?"A ! An ~ ! Search l >2 \ Advanced Search [&] Last Search Results
Favoriies - | Main Menu - > Tdree Manager - > Tree Ulilities - > Copy/Delete Tree
Tree Maintenance H Tree Structure Maintenance

Tree Maintenance

Tree Definitions Personalize | Find | View 100 | = ] @ First 4 1-20 of 607 L2 Last
Select Key Type User Key Tree Name Effective Date Valid Tree
T Setld 50100 ACCNT ALLOWUNALLOW 01/01/1901 Valid Tree
— Setld STATE ACCOUNT_BUDGET 01/01/1901 Valid Tree
— Setld STATE ACCOUNT_OWVERALL 01/01/1901 Valid Tree
—1 Setid 50100 ACTIVITYEQUIPALLOC 01/01/1901 Valid Tree
— Setld 50100 ACTIVITY_ALL 01/01/1901 Valid Tree
— Setld 50100 ACTIVITY_BUDGET 01/01/1901 Valid Tree
— Setld 50100 ACTIVITY_BUDG_RPRT 01/01/12901 Valid Tree
— Setid 50100 ACTIVITY_CE 01/01/7/1901 Valid Tree
— Setid STATE ALL PURCH_ITEMS 01/01/1901 Valid Tree
— Setld STATE APSG64_BU_EXCPTN 01/01/1901 Valid Tree
— Seitld STATE BUS_UNIT 01/01/1901 Valid Tree
— Setid STATE BU_PETTY_CASH 01/01/1901 Valid Tree
— Setld STATE BU_TREE_AR O01/01/1901 Valid Tree
— Setld STATE BU_TREE_EXTRT_EXCP 01/01/1901 Valid Tree
— Setld STATE BU_TREE_INTFC 01/01/1901 Valid Tree
1 Setld STATE BU_TREE_INTFC_GL 01/017/1901 Valid Tree
— Setld 50100 COST_CENTER_COMBO 01/01/1901 Valid Tree
— Setld 50100 COST_CENTER_EDITS 01/01/1901 Valid Tree
— Setld 50100 CTSC_NVISION 01/01/1901 Valid Tree
—1 Setid 12700 DEPT NVISION 01/01/1901 Valid Tree

' Perform Audits i I Copy ||| Delete I n View l

|1 Notity |

Tree Maintenance | Tree Siruciure Mainienance




’] Auditing a Tree
7

When using the Perform Audits button from the Tree Maintenance page, trees that contain errors remain in Draft format
and an error message pops up. The message displays information that allows the user to obtain more detail on the reasons
for the error.

Message

5031000 has no specified range. (25,11)

The specified leaf-node does not contain a range value specification.
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#/ Auditing Trees: Tree Auditor Page
/

To view the error(s) for the tree(s) audited, navigate to the Tree Auditor page through the following path:

Main Menu > Tree Manager > Tree Auditor

Click the Add a New Value tab, enter a Run Control ID and click the Add button.

ﬁcanm NAL Al ~ [ search

Favoriies - [ Main Menu - > Tree Manager ~ > Tree Auditor
Audit Tree
Eind an Existing Walue Add a New Value

Run Condrol 1D

Add

Find an Existing Walus | Add a New Walue

# | Advanced Search
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@ Auditing Trees: Tree Auditor Page (continued)
/

This opens the Tree Auditor page. To run the Tree Auditor, use the following steps.

A

A

T>

To audit a single tree, select the Single Tree radio button in the Audit Scope box. Then click the magnifying glass next
to the Tree Name field and select the desired tree to audit.

To audit multiple trees, select the Multiple Trees radio button in the Audit Scope box.
Select relevant date. Available options are:

Effective Date of Tree - Select an effective date to run the audit on a single instance of the tree.

As of Current Date - Select to audit trees that have the most recent effective date. If Single Tree is selected in
the Audit Scope box and select a specific tree, only the instance of the tree with the most recent effective date is

audited. If Multiple Trees option is selected in the Audit Scope box, all trees whose effective dates are current
are audited. This option is only available for the Tree Audits utility.

As of Specific Date - Select to enter a specific date. If the Single Tree option is selected in the Audit Scope box
and select a specific tree, only the instance of the tree whose effective date matches the specified date is audited.

If Multiple Trees option is selected in the Audit Scope box, all trees whose effective dates match the specified
date are audited. This option is only available for the Tree Audits utility.

All Trees - Select to audit all trees. If Single Tree option is selected in the Audit Scope box and select a specific tree,
all instances of this tree are audited, regardless of effective dates. If Multiple Trees option is selected in the Audit
Scope box, all instances of all trees are audited. When Multiple Trees are selected, fields in the Tree Definition box
become unavailable. This option is only available for the Tree Audits utility.

Click the Run button.
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,) Auditing Trees: Tree Auditor Page (continued)
/

£CARDINAL'

Favorites v ’ Main Menu v

Tree Auditor

Audit Scope

Tree Definition

Date Selection

@ Effective Date of Tree
O As of Current Date

O As of Specific Date

O All Trees

View Results

[F)save ||=]Notify |

All

- \ Search

| » | Advanced Search [&] Last Search Results

> Tree Manager ~ > Tree Auditor

Run Control ID Audit_Tree

® Single Tree O Multiple Trees

Tree Name TESTING

02/08/2017

02/03/2017

Report Manager Process Monitor [ Run i

Setld [50100 <}

|[Es Add || 7] Update/Display |
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},) Auditing Trees: Tree Auditor Page (continued)
/

The Process Scheduler Request page opens

. Click the OK button.

Process Scheduler Request

UserID FINUSERDS

Server Name
Recurrence

Time Zone o)

Process List
Select Description

[ TREEMAINT

OK || cancel |

Run Control ID Audit_Tree

Run Date [02/08/2017
Run Time [10:57:31AM

Process Name

TREEMAINT

Process Type

Application Engine

% |
| Resetto Current Date/Time
*Type *Format Distribution
Web S| [TXT s | Distribution

Help
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V4

The Tree Auditor page is displayed.

To access the report regarding audited tree, click the View Results link at the bottom of the Tree Auditor page.

The Batch Report page is displayed.

7} Auditing Trees: Tree Auditor Page (continued)

Click the Open Report link in the Report List box to open the report regarding the errors in audited tree.

wcannlﬁnul

User ID: FINUSERDOS

Show Reports Criteria

% Reports with Data D oAll Reports

Report List
O pen Report
I O pen Report

Report Corvbervi

a2 Return to Search

=] Motify

Al - | Search 2
Fawvoriies - | iain hMienu - = Tree Manager - = Trese Auditor = Repair Tree Reports
Batch Report
Process Instance: FIOz=3201 Fun Comtrol 1D Audit. Tres

Rumn DatesTimme: OZ2MEM 7T 10593340

Personalize | Find | “Wiew an | 2 E& First “3' 1 of 1 <&’ Last

Total Roww Count

INode has mno child nodes or detail values specified 1
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/;/ Auditing Trees: Analyzing Results
/

This page helps when analyzing the audit results.
Select a repair program as indicated by the audit results.

In this example, the tree contains one error.

Access the tree directly and correct the error, or use the Repair Tree program to repair the tree.
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I} Auditing Trees: Analyzing Results (continued)
/

Mode has no child nodes or detail values specified

Help

Reports on nodes on a detail value tree (summer) that has neither child nodes under it, nor detail values. For
summer trees, all nodes should either hawve child nodel(s) andfor child detail value(s).

Results

| Mode Name

Audit Heport

Find | wiew All First ‘4 1 of1 “&' Last

Setld: 50100 SetCntrvalue: =NONE= Tree Mame: TESTIMNG ET Date: 2017-02-03

Personalize | Find | View an | & | E& First ‘4 1of1 ‘“®) Last

|5D31DUD

Cancel
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;) Simulation: Maintaining a Tree Structure
/

You will now view a simulation that demonstrates how to Maintain a Tree Structure.
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4/ Defining Combination Edits
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//;/ Combination Editing

ChartField combination editing is a feature in Cardinal that helps to maintain data integrity across all modules. Combinations
of ChartField values can be edited to determine such things as:

A Which ChartFields are required on a transaction; for example, Account, Fund, and Department must be defined on every
journal line.

A Which ChartFields are not allowed based on values entered in other ChartFields; for example, defining which accounts
are valid/invalid with a specific fund or program.

The number of ChartFields in a combination rule should be kept to a minimum.
A Three or fewer ChartFields are recommended for performance reasons.
Only define critical rules.

A The more rules implement, the more time that it takes to edit the transactions and maintain the rules.
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/;/ Combination Editing Process
/

Post Production Support (PPS) establishes and maintains combination edits using the following steps:

Set up a Combination Definition that specifies the ChartFields to edit
Define the Combination Edit Rules

Define the Combination Edit Groups

Attach the Combination Edit Group to a Target Ledger

Run the Build Combination Edit Process

o To Io Do Do I

Run the Extract Budget Combination Process
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@ Combination Edit Configuration
/

There are three configuration components for combination edits:

A

Combination Definition - defines the ChartFields involved in the combination edit. For example, a Combination
Definition may require an Account, Fund, and a Department be defined on each journal line.

Combination Rule - defines the ChartField values for the Combination Definition. In our example, the Combination Rule
might list the allowable Account, Fund, and Department values so incorrect combinations will not pass combo edits.

Combination Group - links the Combination Rules that are to be applied as a group during the edit process. All rules
within a group must have the same Combination Definition.

ChartField combination editing compares the values entered on accounting distributions to the Combination Definitions and
Combination Rules that are defined.

In this example, the editing process reviews the Account/Fund/Department code combinations (included in the
Combination Definition) that are specified (in the Combination Rule).
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/) Combination Edit Definition
V4

To create a Combination Definition, two or more ChartFields Combination Definition

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

The first ChartField that is entered is the anchor ChartField.

Find an Existing Value | Adda Mew Value

The anchor ChartField is the driver of the Combination Edit.

Search Criteria

A The Combination Editing process first searches for the
anchor ChartField. SetiD[= /| 50100] x Q)

Combination Definition | beging with s

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

A Then it matches the other (non-anchor) ChartFields in the
combination.

] . . Search Clear | Basic Search @Eﬂ Save Search Criteria
In the example, Account is the anchor ChartField, with

Department and Fund as the other ChartField combinations
that are associated with the anchor.

Find an Existing Value | Add a New Value

To view the ChartField Combination Editing Definition

page, navigate to:

Main Menu > Setup Financials/Supply Chain > Common
Definitions > Design ChartFields > Combination Editing >
Combination Definition

Enter 50100 as the SetID and Search.

Select ACCTFENDDPT.
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#/ Combination Edit Definition (continued)
/

ﬂCARDI NAL

Favorites - | Main Menu -

SetlD 50100

All | gearch

# | Advanced Search  [Zl Last Search Resulis

> Set Up Financials/Supply Chain » > Common Definitions » > Design ChariFields » > Combination Editing~ > Combination Definition

ChartField Combination Editing Definition

Combination Definition ACCTFMNDDPT

*Description

|‘-.FDGT AccountFund/Department

Long Description

Account, Fund, and Department are reguired on all DOT transactions. =]
Combination ChartFields Personalize | Find | View Al | | 8 First ‘4/ 1-3of3 '/ Last
*ChartField Anchor ChartField
| Account v| W =]
[ Fund v| O =]
| Department v| ] (=]
|[if|save ||[a" Returnto Search ||4(] PreviousinList ||+ ] NextinList ||[%] Notify ||&% Refresh | |[% Add || J] Update/Display
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/jj Combination Edit Rules
V4

Combination Rules define the combinations of ChartField Combination Rule

values that can be used on an accounting distribution. _ _ _ o
Enter any information you have and click Search. Leave fields blank for a list of all values.

The Combination Rule can define valid or invalid FinanExistinniahiel] Add a New Value
combinations.

Search Criteria

Combination Edit Rules are defined on the Combination Rule
page. To view this page, navigate to:

SEtID-: e 50100 o]

Combination Rule| begins with » |

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

Main Menu > Set Up Financials/Supply Chain > Common
Definitions > Design ChartFields > Combination Editing >
Combination Rule

Search Clear | Basic Search 5 Save Search Criteria

Click Search and select a Combination Rule.
Find an Existing Valua | Add a New Value




#/ Combination Edit Rules (continued)
/

For example the Combination rule ACCTFNDDPT states that Account, Fund, and Department are required on all
transactions.

The Combination Rule page has two tabs, Rule Definition and ChartField Combinations.
On the Rule Definition tab, the Effective Date range determines the time frame for which the rule is valid.

If the Value Required checkbox is selected, the rule does not have to specify values or tree nodes.

Favoriies « | Main Menu - > Set Up Financials/Supply Chain ~ > Common Definitions -~ > Design ChariFields - > Combination Editing ~ > Combination Rule

! Rule Definition | ChartField Combinations

SetlD 50100 Combination Rule ACCTFMNDDPT

*Description VDOT AccountFund/Department

Long Description | Account, Fund, and Department are reguired on all DOT transactions. ]

Effective Date From [01/01/1901 Open Effective Date To Effective Date To [01/01/2099

*Combination Definition ACCTFNDDPT Effective Date for Prompting 02/23/2017

|[Flsave ||[Eh Returnto Search ||4=] Previousin List |[|45] MNextin List ||[&] Notify |

Rule Definition | ChartField Combinations

MNon-Anchor ChartField Option
ChartField Value Required
Fund &1
Department [«
|[Es Add || B Update/Display
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/,j Combination Edit Rules: ChartField Combinations Tab
Y4

On the ChartField Combinations tab:
The Anchor ChartFields section shows the relevant anchors and associated values.
The Non-Anchor ChartFields section shows valid values for the other ChartFields associated to the combination edit rule.

The Selected Detail Values radio button allows the combination edit rule to be applied to specific allowable values. The
Selected Tree Node radio button allows the combination edit rule to be applied to all valid values on a tree node.

| Rule Definition || ChartField Combinations |
SetlD 50100 Combination Rule ACCTFMNDDFT Descr “WDOT AccountFund/Department
i@ pscending ) Descending [ Sort Anchor |
Anchor ChartFields Find | View All First ‘&' 1 of1 “®' Last
ChartField Tree [ACCOUNT_CVERALL |Gy Level <, =1
Account Seq 1
How Specified Chartfield values / Tree Personalize | Find | Wisw All | @] E First ' 1 of 1
2 Selected Detail Values nodes B Last
®) Selected Tree Nodes Hodealue
ACCOUNTS_CAFR [&"} =1
Mon-Anchor ChartFields Find | Wiew All First ‘4 1 of2 “k' Last
Mon-Anchor ChartField Tree Lewvel
Fund
How Specified Chartfield values | Tree Personalize | Find | wiew an | ) B First (4) 1 of 1
® Sglected Detail Values nodes b Last
Selected Tree Modes ModeNalue
-1
[l Ssave ||[ar Return to Search | |1 | Previous in List | [4 | MNextin List | |[=] Motify | [Es ~dd |[.5] Update/Dispia
B Defnition | CRAEeld C I




/;/ Combination Edit Groups
/

The Combination Edit Group links the Combination Rules that
are to be applied as a group during the edit process. All rules
within a group must have the same Combination Definition.

The ChartField Combination Editing Group page allows
associating of combination rules with a combination group
definition. Cardinal applies the rules as a group during the edit
process.

This page is also used to indicate whether the combination
edit is specifying valid or invalid combinations.

To view the ChartField Combination Editing Group page,
navigate to:

Main Menu > Setup Financials/Supply Chain > Common
Definitions > Design ChartFields > Combination Editing >
Combination Group.

Click the Find an Existing Value tab.

Enter DEPTREQ in the Process Group field.

Click Search.

Combination Group

Enter any information you have and click Search. Leave fields blank for 2 list of all values

Find an Existing Value || Adda Mew“Value

Search Criteria

getlD 50100 Q
Process Group| beging with | DEFTREQ

Limit the number of results to (up to 300} |300

[l
Search Clear | Basic Search & Save Search Criteria

Find an Existing Walue | Add a New Value
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,) Combination Edit Groups (continued)
/

|?'CARDI NAL e
P Al = | Search # | Advanced Search  [Z] Last Search Resulis

Favorites = | ain Menu » Set Up FinancialsfSupply Chain = > Common Definitions » > Design ChartFields » > Combination Editing » > Combination Group

ChartField Combination Editing Group

SetlDd 50100 Process Group DEPTREQ

*Description :i'JDCJT AccountFund/Department ®

Long Description |Account, Fund, and Department are reguired on all DOT transactions. (Ed

*Combination Definition ACCTFNDDPT

*Combo Editing Option [Combo Data Table v|  Ouser Defined
*Anchor Values Not In Rules | Iark Valid v|
*Combination Group Defines |Walid Combinations d
Combination Rule Perscnalize | Find | View All | 2] L First ‘4 1of1 '} Last
*Combination Rule Description
ACCTFNDOPT |G, VDOT Account/Fund/Department [=]

\[flsave ||[2" Returnto Search ||[&] Notify || Refresh | |y Add || B Update/Display




fp/ Attach Combination Edit Group to Target Ledger
y 4

Once the combination edit group is established, attach it to a Ledger. Attaching the combination edit group to a ledger
designates which Combination Editing rules apply to specific transactions.

During the edit process, Cardinal looks to the ledger group on the source transaction to see which rules apply. Typically,
combination edit groups are only linked to the ACTUALS Ledger by Business Unit.
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7/

4/ Lesson 2: Summary

‘ ChartField Maintenance

In this lesson, you learned:

A
A

ChartField maintenance facilitates reporting on all transactions within the financial system.

Maintenance includes the updating of chart of accounts values and attributes, budget structures, reporting trees,
SpeedTypes, SpeedCharts, and combination edits.

ChartField attributes are optional features that support such things as reporting and payment processing.

A tree is the graphical hierarchy in Cardinal that displays the relationship between all accounting units (for example,
departments, projects, reporting groups, account numbers) and determines roll-up hierarchies. A tree allows for
ChartField values to roll up in both reporting and commitment control.

The use of ChartField Combination Editing helps to maintain data integrity across all modules. It is best to limit the
number of ChartFields you are using for combination edit rules.

There are three components of combination edit configuration: Combination Definitions, Combination Rules, and
Combination Groups.

SpeedTypes can be used in Payroll Time & Attendance, Expenses, General Ledger journal entries, Accounts Receivable
direct journals, and Commitment Control Budget journal entries.

SpeedCharts provide similar functionality for Accounts Payable and Purchasing, except that multiple accounting 94
distributions can be configured for an individual SpeedChart.



}) Lesson 3: Introduction
/s

‘ General Ledger Setup

This lesson covers the following topics

A Understanding Budget Structures
A Defining Allocations

A Amending the Journal Entry Template
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// Understanding Budget Structures
y 4

The budget structure (ledger group) defines the processing rules for each budget ledger.
The Commonwealth of Virginia has Statewide and Agency budget structures used in Cardinal.
Agency budgets are established as the lower level/child budget to the Statewide budget.

For more detailed information about the creation, processing, and correction of budget journals, see the course entitled
501 GL334: Processing Budget Journals located on the Cardinal website in Course Materials under Learning.

In this topic, we will focus on understanding budget definitions for different budget structures.
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@ Statewide Budget Structures
/

Statewide budget structures are established as the parent budget level. They are:

A

Appropriation budget structure - The appropriation budget structure is the highest level of budgetary control
established for the Commonwealth. The Appropriation budget is established at a summary level of the ChartFields, while
agency budgets are typically established at a lower level of detail. All appropriations authorized by the General Assembly
are controlled by this budget structure and include the executive budget, capital budget, and other special appropriations.
This budget structure assures that spending does not exceed the amount authorized by the General Assembly.

Allotment budget structure - The allotment budget structure limits spending level authority. The structure is configured
as a child of the appropriation budget so that the total of the allotment budget lines cannot exceed the parent budget. The
difference between the appropriation budget and the related allotment budgets is the unalloted amount.

Operating Plan budget structure - The Operating Plan budget structure is used to budget to a lower level than the
Appropriation budget structure, and agencies are required to submit their Operating Plan Budget to DPB.

Statewide Revenue Estimate - The Statewide Revenue estimate budget is used to track the recognition and collection
of revenues against the Commonwealthoés Official Revenue
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/;/ Agency Budgets
/

Agency budgets are established at a more detailed level than the statewide budgets. Agency annual budget calendars are
aligned with the fiscal calendar.

Agency budgets are created and maintained by the agency and may include:

A Agency Lower Level Budget (expenditure budget) is a breakdown of the appropriation budget that can be used by
agencies to manage or control agency budgets. This budget level is created as a child to the statewide appropriation
parent budget.

A Agency Operational Budget (expenditure budget) is the detailed agency operating budget structure.

A Agency Project Budget (expenditure budget) is a project level budget, and optionally a task level budget.

A Agency Revenue Estimate Budget (revenue budget) is used to track the recognition and collection of revenues against
a revenue estimate at an agency level.

A Funding source budget (expenditure budget) establishes funding sources to allocate to specific projects.

A Transfer budget (transfer budget) tracks amounts of ingoing and outgoing transfers against an estimated amount
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y Budget Definitions

o,

V4

Use the Budget Definitions page to view budget definitions. Navigate to this page using the following path:
Main Menu > Commitment Control > Define Control Budgets > Budget Definitions

On the Find an Existing Value tab, enter the Set ID and Ledger Group to view. For example, to access the Appropriation
budget structure enter CC_APPROP.

Click the Search button.

CARDINAL |
Pﬁ Al ~ Search > Advanced Search
|

Eavoriies — nMain Menu -~ > Commitment Control ~ > Define Control Budgets -~ > Budget Definitions

Budget Definitions
Enter any information you have and click Search. Leave fields blank for & list of all values.
Find an Existing Value Add &2 New “Value
Search Criteria
SetlD Value 50100

=
Ledger Group|[= < |[CC_AarPPROP <3

1] mmciude History []correct History
Limit the number of resuits to (up to 300): |[300

= —=
Search i Ciliear | Basic Search =: Save Search Criteria

Find an Existing Yalues l Adcd a New “Vvalue




@ Budget Definitions: Control Budget Options
/

Some key fields on the Control Budget Options tab are explained below.

Tolerance Percent: The percentage variance over budget allowed before the system creates an exception. This value at
lower definition levels can be overridden if necessary.

Parent Control Budget: If this budget definition is a child in a hierarchy of budget definitions, select its parent budget
definition here. This establishes the connection between the two budget definitions, enabling the system to enforce the
relationship.

Ruleset CF: Used to define rules for the budget calendar, budget key ChartFields, and translation trees. RuleSets provide
flexibility without creating additional budget structures and ledgers.

Control CF: Used to determine whether or not transactions will be subject to a Budget Structure. For example, for an Agency
Operational Budget Structure, Fund may be the Control ChartField.

Associated Expenditure Budget: For a revenue ledger group, select the expenditure ledger group whose limits are
increased by revenue budgets in this budget definition (optional). Associated revenue and expenditure budgets can be
specified on the Associated Budgets page.
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@ Budget Definitions: Control Budget Options (continued)
/

Control Options define how restrictive budget structures are with respect to transactions. The following options are available:
Control

A Verifies transactions based on valid ChartField combinations and monetary amounts.

A If the ChartField combination does not exist or the budget amount is exceeded, the transaction will generate an error.

A No further processing can be performed until the error is corrected by an authorized agency user or the budget is
overridden by an authorized user.

Track with Budget

A Verifies transactions based on valid ChartField combinations and not on monetary amounts.

A Tracks transaction amounts against available budgets and issues warning messages when they exceed budget amounts.
A However, if the budget combination does not exist, the transaction will generate an error.

Track Without Budget

A Tracks transactions even if there is no budget set up.
A All transactions pass without error.
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’) Budget Definitions: Control Budget Options (continued)
/

I? CARDINAL - : -
== | A~ | Search ] ¥ | Advanced Search  [gl Lasi Search Resulis
Favoriles - |_ Main Menu = > Commitment Control = > Define Confrol Budgets ~ >  Budgel Definitions

ﬁmunl ﬁudumﬁp:mns l Ruleset Chartfield " Keys and Translatons || Expiration Chartfield ” Budgel Perod Status || Controd ChartField ” Offsels ||E|

SetlD S0100 Ledger Group CC_APPROP
|Effective Date Find | View Al Fist & 1001 & Lagt |
“Effective Date 07/01/2010 |} “Status (=]
*Dascription |CC Appropriation Definition Status walid (3]

Budgetl Type Expanse
Toleranca Peruant| |

| Ruleset and Contral ChanField

*Rulesat CF | Frogram |

*Control CF [ Fund |

| Commitment Contral Options

Aszzociated Expenditure Budget |

Parent Centrol Budpget | [T,

Level Name LEVEL_1 |y,

Default Ruleset DEFAULT

Tre: Hame PROGRAM_BUDGET |0

Explration CF | w|

*Control Optlon | Control

< "Budget Status [Spen V]

O entries Must Balance
Ol Enable Statistical Budgeting
Child Budgets Exceed Option

[dsave ||lah Rewm to Search | |[=] Notity |

[ Enable Funding Source

[Cs Aga || 5] updatemispiay || &9 inciusge History | [E5 Corect History |

Control Budget Options | Rulesel Chartfield | Keys and Translations | Expiration Chartfield | Budget Period Status | Control ChanfField | Osets | Excluded Account Types
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» Budget Definitions: Ruleset ChartField

Ruleset: Rulesets are used when there are different processing rules for a budget definition that are dependent on specific
ChartField values. For example, Project is required for the Capital Outlay Program in the Appropriation and Allotment
budgets.

Enter the ruleset name. Select Default for the ruleset to be used as the default for any ruleset ChartField values that are not

specify on this page. If only one ruleset is required for the budget definition, there is no need to enter any values on this page.

Ruleset Keys: Enter the SetID for each range of Ruleset ChartField values to which the Ruleset applies.

CARDIMNAL T
ﬁ- | | Ll — | Search I = I Achvancoed Soarch [ Last Scarch Resolts
Faworitos - I Flain BAorng - > CorremiEmaend Sonhrod - > Doefing Conirol Budgobs - = Budgol Doefinilions
I ertral Budget Opticns I RLilosat O hartfiae o 1 Foeys and Transiations ” Expiraticrn CShoartfeid II Budgel Poericad Seoatues I =
Sotlly S0 0 Lodgor Sroup OO _aP PR
Effactive Date Finc | wiewr S0 First 40 1 ora B Lot
~Effective Date DTr0/2010 = |[E) ~Status ==l
“Description [CC Appropriation | efinition Status Salid L5-)
Rulesat CharntField FProgramn
Rulersaest Find | “weass Al Firat ©4 1orz “F Last
“Rulosot [CAPIT.AL ] terawn ==
Rulosaet Hoys Porsarnatize | Find | e o | 220 ) L& First %' 1 of 13 B st |
gLt =] "Rango From “Range To Healam
[ETaTe < [gea0 < [g980 < wana =1
Ll Save ||[ES Returnio Search | (=] Moty | [Ex &~oa | [F1 UpdaaterDispioy | =9 wnciede Histony | [(Zr Cosract Histony |

Canirod Budgel Optlons | Ralaesel Chartfiebd | Keys arnd Tramslations | Expiration Charfiaid | Budget Paread Status | Condred ChardField | Offsels | Exclhuded Sccaouni Typas
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g/ Budget Definitions: Keys and Translations

Reset: Click the Reset button, all existing budget key and translation, ruleset, and control ChartField data is overridden on
the child budget definition and replaced with data from the specified parent budget definition. If a parent has been changed
since establishing the parent and child relationship, the children must be updated as well. Also, click Reset if changing the
child but wanting to set it back to the definition values of the parent.

Calendar ID: The primary budget period calendar used to specify the budget periods that are valid for the ruleset. If a
calendar ID is not specified for the ruleset, the entire budget is viewed as a single period.

ChartField: A row displays for each key ChartField for the ruleset. ChartField values that are valid for budgeting can be
limited on the Control ChartField page and the Excluded Account Types page.

CARDINAL I
R A - | Search 3 | Advance d Search [=] Last Search Resulis
Fawvorites — | riain Menu — > Commitment Control — > Define Control Budgets — > Budget Definitions
Control Budget Options Ruleset Chartfield I HKeys and Translations I Expiration Chartfield Budget Period Status Control ChartFieid =
SetiD S0O100 Ledger Group CC_AaPPROP
Effective Date Firnd | wiees Al First 4 1 of 1 L= Last
=Effective Date [D7F /012010 > |[=0 ~Status [ Active ~1] [+1[—1
~Description [CC Appropriation Definition Status “alid -

Rules=t

Find [ “iew <0 First ! 1 of 2 o Last
IRuleser [Coan T ol [0 Default [ Enable Cumulative Budgeting
Calendar 1D LAar I [ Derive Dates Cumulative Calendar L
Tiews and I ranslations Eorsonalize 1 Bind | oo Sal 1 o | First o 13 of Last

“ChartFicsld T ree NMame Lewel Narmnme "wWalue Reqguired

A C oL T ACCOUNT_BUDGE T <, [LEVWEL_Z=Z 2, Required =1 [=1
Program PROGRAN_BUDEET LEWEL_ 1 [FE=guirea ~] =1 [—=1
Fund (-1 <. [Required ~] [=1 [=1
Froject FPROJEC T _BUDGET < [LEWwEL_1 < [Eeauired ~] == | (=1

Bl Sawe [ Return to Search ] MNIOTiTw [ ~aa ] UpdaterDisplay =9 imcilude History o Correct Historny
Control Budget Options | Ruleset Chartfield | Kews and Translations | Expiration Chartield | Budget Fericod Status | Control ChartField | Offsets | Excluded Accoun t Twpes
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#/ Budget Definitions: Keys and Translations (continued)
/

All

ﬁCARDI NAL

| Search

[El Last Search Results

hain Menu - b2

Favoriies - | Commitment Conirol = =

Control Budget Options ” Ruleset Chartfield || Keys and Translations

Define Control Budgeis - >

% | Advanced Search

Budget Definitions

Expiration Chartfield || Budget Period Status || Control ChartField | [

SetlD 50100 Ledger Group CC_APFROP

Effective Date
*Effective Date ]II?ID‘I.-'ED‘ID :-ci [z
*Description §CC Appropriation
Ruleset

*Ruleset [CAPITAL

| Calendar ID |AN | |

] Default

] Derive Dates

Find | View All First ‘&' 10of1 “&' Last
*Status [Active ~] [=]
Definition Status “alid 5 ] E
Find | Wiew All First ‘&' 1 of2 k' Last

[ Enable Cumulative Budgeting

Cumulative Calendar|  |C
Keys and Translations Personalize | Find | View All | (=t | b First ‘4 1-4of4 “®' Last

*ChartField Tree Name Level Name *Value Required

Account [ACCOUNT_BUDGET |G, [LEVEL_Z |Q, Required =
Frogram FPROGRAM_BUDGET LEVEL_1 [Required ] [=]
Fund [ L= |Q, [Required ] [=]
Project PROJECT _BUDGET 1 [LEVEL_1 Cy, [Required ~| [=]

|[§lsave ||[@h Returnto Search ||[&] Notify | !-i_.'.. Add || Update/Display | 5 Include History | |[7* Correct History

Control Budget Options | Ruleset Chartfield | Keys and Translations | Expiration Chartfield | Budget Pericd Status | Control CharfField | Offsets | Excluded Account Types
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,} Budget Definitions: Expiration ChartField
/

The Expiration ChartField tab is not used in Cardinal. There is no need to enter anything on this page.

|? CARDINAL ' =
<=2 | Al ~ | Search | ® | Advanced Search [&] Last Search Results
Favorites l Main Menu « > Commitment Control + > Define Control Budgets v > Budget Definitions
Control Budget Options || Ruleset Chartfield || Keys and Translations | Expiration Chartfield | Budget Period Status | [P
SetiD 50100 Ledger Group CC_APPROP
Effective Date Find | View All First ‘4 10f1 ®/ Last
*Effective Date P7/01/2010  x |[5]) =Status [Active ™ [+1[=]
*Description [CC Appropriation Definition Status Valid ]
Expiration ChartField No Expiration ChartField Specified
\:’%_']_Save E jrﬁ;ﬁgqufoﬁéaérAl |[=] Notify | Hj;k;iéak] 5 Update/Display l_};_"] Include History | \[:‘7 Correct History |
Control Budget Options | Ruleset Charifield | Keys and Translations | Expiration Chartfield | Budget Period Status | Control ChartField | Offsets | Excluded Account Types
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Calendar ID: Select the budget period calendar encompassing the budget periods for which a manual budget status is set.

Budget Status: Indicates whether the budget period is open or closed. Set the budget status manually on the Control

» Budget Definitions: Budget Period Status

Options page, the Budget Period Status page, the Control ChartField page, or the Budget Attributes page.

ﬁcnnmwnu |

Favorites - |

ain Menu -

Control Budget Options
SetlD 50100
Effective Date

*Effective Date |[07/01/2010

Budget Period Calendars

Budget Period
2011
2012
2013
2014
2015

& Save

Ruleset Chartfield

Budget Period VWalues

[ Return to Search

Adl - | Search

>  Commitment Control - >

Keys and Translations

Ledger Group CC AFPPROPFP

= |[E]

*Description (CC Appropriation

Calendar ID AR [

2 | Advanced Search

[E] Last Search Results

Define Control Budgeis - >| Budget Definitions I
Expiration Chartfield Budget Period Status [®
Find | Wisw All First ‘4 4 of 1 "“&) Last
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Definition Status “walid [i ]
Find | “isw All First 4 1 of 1 EoLast
Personalize | Find | Wiew Al | 52 | = First ‘%' 1-5of7 "*' Last
Budget Status
&y, [Closed ~ | =1 =]
<y, [Closed ~] =1 =]
<y, [Closed ~ ] =1 =]
<, [Closed ~ | =] =1
1, [Closed ~ =1 =1

| [I=2] Notify

Es ~dd || B Upd

tefDisplay

-. ,'r_r'l Include History

-L__L}-" Correct History

Control Budget Options | Ruleset Chartfield | Keys and Translations | Expiration Chartfield | Budget Period Status | Control ChartField | Offsets | Excluded Account Types
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@ Budget Definitions: Control ChartField
/

Enter ChartField values to specify values for budget checking (if deselected the All Control Values checkbox), and to
override the default tolerance, status, or other attributes for a specific ChartField value, whether or not selected All Control

Values.

The options selected here override the defaults defined on the Control Budget Options page. There is an ability to override
these values if needed for specific business unit or budget combinations in the Budget Attributes component.
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;} Budget Definitions: Control ChartField (continued)
/

CARDINAL Home Waorklist Add to Favorites Sign out
cai All  ~ | gearch # | Advanced Search 2] Last Search Results
Favorites = | Main Menu - »  Commitment Control = > Define Control Budgets = > Budget Definitions

New Window | Help | Personalize Page | B

@| Keys and Translations || Expiration Chartfield || Budget Period Statusl Control Eharﬂ-:ield 'l Offsets || Excluded Account Types

SetlD 50100 Ledger Group CC_APFROP
Effective Date Find | View All First
*Effective Date 07/01/2010  x |[5] *Status (=]
*Description :CC Appropriation ' Definition Status valid 0
Control ChartField Fund [ a1l Control Values Bypass Blank Values
SetlDs for ChartField Find | View All First
*SetiD | (e}
ChartField Values Parsonalize | Find | View All | | @ First ‘%' 1
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[lsave |[[h Retum to Search _|[[=] Notity | [Ch Add || J] Updatemisplay || & Include History |

Control Budget Options | Ruleset Chartfield | Keys and Translations | Expiration Chartfield | Budget Period Status | Control ChartField | Offsets | Excluded Account Types
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,) Budget Definitions: Offsets
/

The Offsets tab is not used in Cardinal. Do enter anything on this page.

CARDINAL ' —
ﬁ | Al ~ | Search | | Advanced Search  [g] Last Search Results
Favorites + l Main Menu v > Commitment Control~ > Define Control Budgets v > Budget Definitions
@ | Keys and Translations || Expiration Chartfield || Budget Period Status || Control ChartField [COffsets ]] Excluded Account Types
SetlD 50100 Ledger Group CC_APPROP
Effective Date Find | View All First ‘' 10f1 ‘®/ Last
*Effective Date [P7/01/2010  x |[5]) *Status [Active v| (] [=]
*Description |CC Appropriation ) Definition Status Valid (]
No Offsets Required
\[Flsave ||@ Return to Search || =] Notify | [E‘:Aa—c;—l 53 Update/Display ]V_,Tflwlvnclude History ||[22 Correct History |
Control Budget Options | Ruleset Charifield | Keys and Translations | Expiration Chartfield | Budget Period Status | Control ChartField | Offsets | Excluded Account Types
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/) Budget Definitions: Excluded Account Types and Excluded
Accounts

SetIDs for Excluded Account Types
A SetlD: Select a SetID to exclude all accounts for an account type for budget processing.

A Excluded Account Types: Select the account types exclude from budget processing against this Commitment Control
ledger group.

A Exceptions: Click this link to access the Exclude Account Type Exceptions page including ranges of account values
that would otherwise be excluded from budget checking.

SetlIDs for Excluded Accounts
A SetlD: Select a SetID to exclude just some accounts from among the included account types from budget processing.

A Excluded Accounts: Specify the ranges of account values for a particular SetlD in the From Account and To Account
fields that are to be excluded from budget checking.
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) Budget Definitions: Excluded Account Types and Excluded

Accounts (continued)

CARDINAL | ‘ -
z | ANl S } Search ! > | Advanced Search [l Last Search Results
Favorites ~ | Main Menu -~ > Commitment Control ~ > Define Control Budgets ~ > Budget Definitions
«] \ Keys and Translations H Egpirétion Chartfield H Budget Period Status H Control ChartField H Offsets [I Excluded Account Types l
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*Description |CC Appropriation 1 Definition Status “alid (5]
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*Account Type Description Exceptions
A | Asset Exceptions
[C | Liability Exceptions
Q | Equity Exceptions
R | Revenue Exceptions
T | Transfers Exceptions +]| [=]

- SetlDs for Excluded Accountis Find | View All First ‘4’ 1o0of1 “®’ Last

=SetlD [STATE |
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/ Allocation Process
V4

During the Allocation process, journal transactions, ledger balances, or statistical quantities within a business unit or across
business units are distributed so the appropriate entities (i.e., departments, divisions, cost centers) recognize a reasonable

share of the amounts (i.e., overhead).

In this topic, we will focus on each step of the Allocation process.
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/;/ Defining Allocations
/

Most businesses have some expenses or assets that are held or accumulated by one entity, but must be shared by more than
one business unit, department, or other entity.

Typically, the user allocates these balances and statistical quantities across the entities within the organization so that they
recognize an appropriate share of the amounts.

Using the Cardinal Allocation process, the user can define multiple allocation steps or step-down allocations when amounts
must be applied according to a hierarchy and in a precise order.

Step-down allocations are used to determine not only how much general and administrative expense to charge to each
business unit and department, but also what portion of that expense to attribute to individual projects or products.
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g/ Prerequisites
B prece

When the user defines an allocation, first determine the desired end result.

For example, the cost of renting an office building might be shared among the departments that are housed in that building. If
rent is paid as a single amount and is initially charged to one department, there is an ability to allocate the expense to each
department in proportion to its share of office space, personnel head count, or any other fixed percentage or statistical criteria.

After determining the purpose of the allocation, gain a working knowledge of the records or tables that are involved and
identify which ChartFields are affected.
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/;/ Allocation Concepts
/

Basic elements of allocation include:

A

Allocation type - This is the calculation method for the pool and basis and describes how the basis is used to distribute
the pool amounts to the target.

Pool - The amount or amounts to be allocated. This amount can originate from a ledger or table, or can specify a fixed
amount. If it comes from a ledger, allocations use the ledger definition to determine its table name and other
characteristics (such as calendar, multibook, and base currency). If the pool record is a table, specify the table name.
Basis - Determines how and in what proportion the pool amounts are distributed to the various targets.

Target: This is the destination where the amounts are allocated.

Offset - Entries that balance the targets. These entries reflect the clearing of pool amounts as they are transferred to the
targets or amounts that offset the target.

Amount fields - Determine the mapping of the amount fields between the pool, basis, and target records.
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Define an allocation step before starting the Allocation process and use any account type, i.e., asset, liability, revenue,

expense, or equity, in an allocation step.

i/ Defining an Allocation Type and Step

Use the Define Allocation Step page to define an allocation step.
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,) Define Allocation Step
/

Navigate to the Define Allocation Step page using the following path:

Main Menu > Allocations > Define and Perform Allocations > Define Allocation Step

|? CARDINAL = ;
P2\ All  ~ | Search | > | Advanced Search  [g] Last Search Results
Favoriies » ‘ Main Menu v > Allocations v > Define and Perform Allocations v > Define Allocation Step

Define Allocation Step

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

{ Find an Existing Value H Add a New Value

w Search Criteria

SetiD[= V| 50100] x|Q

Allocation Step|begins with || Q.

Include History
Limit the number of results to (up to 300): ;@’.DO \

=[]
| Search || Clear |Basic Search B save Search Criteria

Find an Existing Value | Add a New Value
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’) Defining an Allocation Type
/

To define the allocation type, on the Type tab:
A Enter an effective date.

Select a status.

Enter a description.

To Do o

Select an allocation type in the Allocation Type field.

E Al = | Search A 0 Advanced Search [l Last Seasch Resulis
Fawonbes - Miain ke - * Allecaticns ~ »  Define and Perfcem Alocations - > Defing Allocation Slep
Pocl Basis Targed Cfsel Cutput Opbons Bound Opiions Batch Records Amouni Fialds
- - by O
SerD 50100 Siep VRS _RETIRI
Effective Dale Find || Wiew Adl First & qofd4 B Last
(=]
*Effective Dale DAD12012 |7 Status | gefve W

*Description VRS Rebrement 3

Allocation Type [Prorata with Recoed Basis | Exiension opcode Add ]

Transaction Code GENERAL |0 rocmeal Transaction Code

WSave || G Rehem o Search # ] Presious in List d] Mexd in List = Matify b Agd o1 UpdabeiDisplay

Typs | Pool | Easts | Target | Ufsat | Owutput Opbons | Round Options | Batch Fecords | Amount Fiedds
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@ Defining an Allocation Type (continued)
/

The Allocation Type field selects a calculation option to determine the pool amounts that are going to the targets from one of
the following allocation types:

A Copy - Copies pool amounts to the target or offset with possible percentage changes.

A Spread Evenly - Divides pool amounts equally by the specified basis fields to derive the target amounts. For example,
this type can be used to divide the pool equally in thirds among department IDs 0100, 0200, and 0300.

A Allocate on Fixed Basis - Allocates on a fixed basis and percentage of pro rata allocation. It is based on the fixed
allocation percentage specified in the % field in the Value/Node scroll area on the Basis page.

A Prorata with Record Basis - Divides the pool amount among the targets based on amounts that are stored in the basis
record.

A Arithmetic Operation - Defines the allocation calculation as a mathematical operation between the pool and basis.
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}) Defining an Allocation Type (continued)
/

CARDINAL
z Al = | Search }3'| Advanced Search  [@ Last Search Resulis

Favorites - | Main Menu »  Allocations - > Define and Perform Allacalions - > Define Allacation Step

| Type | Pool || Basis || Target || Offsel || Qutput Options | Round Options | Batch Records | Amount Fields |

SetiD S0100 Step VRS_RETIR3 Mn
Effective Date Find | View Al First ‘Y 10of4 '» Last
[+1[=]
*Effective Date 03012012 i) Status | Active v

Allgcale on Fixed Basis
"Description | Arithmetic Operation
Copy
et e 01 YL (Prrorata with Record Basis
Spread Evenly

Transaction Code |GENERAL | Cardinal Transaction Code

Extension opcode | Add

|[@Save || RetumtoSearch ||40] Previousinlist ||J] MextinLlist | 7] UpdateDisplay || 5 Include History

(=] Natity | | Add

Type | Pool | Basis | Target | Offset | Output Options | Reund Options | Batch Records | Amount Fields
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@ Defining an Allocation Type: Example Spread Evenly
/

For example, assume that a user wants to allocate office expense that is originally debited against the office supplies account
640000 to four departments (Departments 14000, 28000, 36000, and 43000) in equal amounts. The pool is the sum of the
amounts that are in the ledger rows for that ChartField combination.

The pool is divided among the ChartField values that are specified as the target according to the basis. As the target
accounts are debited, Cardinal generates an offset to balance them.

Note: The user would exclude an offset when the ledger being allocated is not balanced. Cardinal ledgers are balanced
except for Commitment Control budget ledgers.

Pool: $15,000 (Rent Expense)

Basis: Department 14000 (25%)
Department 28000 (25%)
Department 36000 (25%)
Department 43000 (25%)

Target: Rent Account (640000 Account)

Offset: Rent Account, Fund 04100, Department (Pool), Cost Center (Pool)
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/p/ Defining an Allocation Pool
y 4

After the Allocation Type has been defined, specify the pool on the Pool tab:

A

If specifying the pool record for General Ledger, select a table value in the Pool Record Type field (such as JRNL_LN,
or Any Table) or select the Ledger table (in the Table field).

If defining the pool record for Project Costing, select Any Table and enter the table name. Note: If specifing the value

Any Table in the Pool Record Type field, add any additional fields that might be required to the ALC_GL_P_TAO table.

In order to pool a specific amount, select Fixed Amount. While the pool amount is typically based on amounts from the
ledger, choose to base it on any fixed amount, such as equipment cost of 40000.00 USD allocated across departments.
Specify the fixed amount on the Amounts Field page.
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@ Defining an Allocation Pool (continued)
/
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