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@ Welcome to Cardinal Training
/

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

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

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

» Job aids on topics across all functional areas

» Variety of simulations

* Glossary of frequently used terms

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

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



#/ Course Objectives
/

After completing this course, you will be able to:

Recognize key General Ledger maintenance concepts
Understand the overall General Ledger maintenance process
Add or update Chart of Accounts values, and their associated attributes
Understand Tree Structures
Understand Combination Edits

Create and update SpeedTypes and SpeedCharts



g/ Course Objectives

After completing this course, you will be able to:

Create and maintain a Project

Understand Summary Projects

Understand Budget Structures



Agenda
b ns

General Ledger Maintenance Overview

ChartField Maintenance

Creating and Maintaining Projects

Budget Structures




}) Lesson 1: Introduction
Y4

” General Ledger Maintenance Overview

This lesson covers the following topics:

* General Ledger Overview
 Key Concepts

+ System Setup and ChartFields



}) General Ledger Overview
/

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

«  Accumulate the results of transaction processing
* Create budgets
+  Generate financial statements

«  Provide source financial data for reporting purposes

Cardinal Functional Areas

Payroll

Project
Accounting

Accounts
Payable

Accounts
Receivable

General
Ledger

Procurement

Module

General Ledger




/ Key Concepts
/

Some key concepts in General Ledger Maintenance include:

« The Chart of Accounts (COA) structure and values, maintained in General Ledger, aid in the recording and reporting of
accounting information.

» Belo is a comparison of the COA fields of the Commonwealth’s former Accounting and Reporting System (CARS) and

Cardinal

Current CARS Chart of Accounts

Cardinal Chart of Accounts

FIPS

Agency Business Unit
Cost Code* Department
Fund Fund
Program Program
General Ledger Account Account
Object Code FIPS
Revenue Source Code Project
Political Subdivision Task

Project/Task/Phase

Cost Center

Agency Reference No**

Asset

Multi Purpose Code **

Agency Use 1

Agency Use 2

*Agencies use Cost Code for multiple purposes; therefore, it may map to several agency maintained COA elements in

Cardinal. This diagram does not include all possible mapping combinations.
**These flelds are not true CARS COA elements; they are not summarized to the ledger. An agency will have Agency Use 1
or any of the other new COA elements to map to where necessary.




» Key Concepts (continued)

* Centrally controlled COA Elements are maintained by the Department of Accounts (DOA) in Cardinal.
« Agencies are responsible for maintaining Agency Controlled COA Elements in Cardinal.
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« The PC Business Unit is a required ChartField when using the Project ChartField on a transaction and is the same as
your GL Business Unit.

« The Project ChartField is agency controlled except for Capital Outlay and Commonwealth-wide initiatives.



/;/ Key Concepts (continued)
/

Other key concepts in General Ledger maintenance include:

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

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

«  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.



/;/ Key Concepts (continued)
/

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

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

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



@ Cardinal System Setup and ChartFields
/

One of the main processes in General Ledger is Cardinal System Setup and ChartFields.

The Cardinal System Setup and ChartFields process establishes some of the key data structures used to support General
Ledger processing in Cardinal.

During this process, Chart of Accounts (COA) ChartFields are added, updated and maintained. These ChartFields provide
the basic structure used to record and report financial and budgetary transactions. ChartFields are the key component in
defining the accounting distribution.

11



}) Lesson 1. Checkpoint
/

Now is your opportunity to check your understanding of the course material. Read the question and make note of your
answer below.

-

1. What agency is responsible for maintaining centrally owned COA fields?

Y4

2. Inwhat Cardinal module are SpeedTypes maintained?

AN

12



},) Lesson 1. Summary
/

‘ General Ledger Maintenance Overview

In this lesson, you learned:

«  Centrally controlled COA Elements are maintained by the Commonwealth’s Department of Accounts (DOA) in Cardinal.
« Agencies are responsible for maintaining Agency Controlled COA Elements in Cardinal.
« Tree structures are maintained in the General Ledger module by Cardinal Post Production Support (PPS).

* In Cardinal, SpeedTypes are maintained by agencies in the General Ledger functional area and SpeedCharts are
maintained by agencies in the Accounts Payable functional area.

« The Cardinal System Setup and ChartFields process establishes some of the key data used to support processing in
Cardinal.

13



}j Lesson 2: Introduction
Y4

‘ ChartField Maintenance

This lesson covers the following topics:

« Adding, updating, and maintaining Chart of Accounts values and their associated attributes
« Understanding tree structures
» Understanding combination edits

« Creating and updating SpeedTypes and SpeedCharts

14



/;/ ChartField Maintenance
Y4

ChartField maintenance includes the adding and updating of:
*  Chart of Accounts values and attributes

* Reporting Trees

+  Combination Edits

* SpeedTypes/SpeedCharts

15



s/ Adding, Updating, and Maintaining COA values
/

Below are the steps in the Cardinal System Setup and ChartFields process.

= Agency Maintained ChartFialds
e Depautment, Foojecl-MNon-
Caphal Cutlay, Cost Centar, Asset,
Task, Agency Use 1. and Agency

Li=e 2
MNOTIFY CARDINAL
FFPS OF MEW
AGENCY ENTER/UPDATE CHARTFIELD SETUP.
MAINTAINED Yes—w THE CHARTFIELD
CHARTFIELD? * WVALLE

REQLEST TREE

ANONODR COMBO

EDIT SETUP IF
MEEDED.

M

|

PREPARE AND
SEND CDA,
REQUEST T

EMTER/UPDATE THE
Doa,

CHARTFIELD WALLUE

This topic focuses on maintaining COA values.

Shaded sleps are shared
by DOA and Cardinal PPS
{Posl Production Suppart)

COMBOQ EDIT
IMPACT?

Yas

REQLESTOR
CHARTFIELD 15

MOTIFY

SPEEDTYPES
SPEEDCHART

SETUP

ACTION

EMDx
IMPAGT?
[
Yes YIE ‘r'Is
w SLA REQUEST UFDATE TREE UPDATE COMED UPDATE
AFPROVED? || Uiz SPEEDTYFES!
STRUCTURES SPEEDCHARTS
lﬂ
RETURN TO)
REQUESTOR FOR
CORRECTIVE
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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 SetID and associated with a Business Unit.

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

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

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.

17



#/ Adding a ChartField Value
/

To add a new Department ChartField value for the agency:

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 type of ChartField value being added.

In this example we are selecting Department.

ChartField Values
CharField Walues

Account
Fund

Frogram

Department

Cost Center
Task

FIPS

Asset

Agency Use 1
Agency lse 2
Froject

Book Code
Adjustment Type
Scenario

Statistics Code

18



Adding a ChartField Value (continued)

* Click the Add a New Value tab. Enter the SetlID, which is the Business Unit for your agency.
* Next, enter the ChartField value that you are creating in the Department field.
*  Click the Add button.

CARDINAL rome
ol Ny All  ~ | Search # | Advanced Search
Favorites « | Main Menu - » Set Up Financials/Supply Chain+ > Common Definitions » > Design ChartFields » > DefineValues » > ChartField Values
Department

| Find an Existing Value I Add a New Value |

SetiD|15100 |Q
Department 30000 a,

Find an Existing Walue | Add a New value




},\/ Adding a ChartField Value (continued)
/

The type of ChartField value that you are adding will determine what information you will be required to enter to create the
value.

» The Effective Date defaults to the current date. For Department values, the initial Effective Date should be updated to
01/01/1901. For other agency ChartField values, the current date can be used.

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

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

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

/’/ Cardlnal All v | Search » | Advanced Search
L
Favorites v Main Menu v > Set Up Financials/Supply Chain v > Common Definitions v > Design ChartFields» > Define Valuesv > ChartField Values
Department
SetiD 15100 Department 30000
Effective Date Find | View All First ¢ 10f1 (» Last
“Effective Date 01/01/1901 39 Aftributes Long Description FHE

*Status [ Active v ) Budgetary On

*Description Human Resources

*Short Description HR

Manager ID Q Manager Name

I;' Save I [=1 Notify [+ Add || 7] Update/Display || = Include History ||[» Correct History




}) Adding a ChartField Value (continued)
/

jf) Cardinal s

Favoritas = Main Menu = » Set Up Financials/Supply Chain =

Department

SetlD 15100

Effective Date

# | Advanced Search

» Common Definitions + > Dasign ChariFields = >

Department 30000

*Effective Date 01/01/1901 [3)
*Status | Active v |

*Description Human Resources

*Short Description HR

[i] Save |[=] Motify

=Y Add

Find | View All First

Attributes

| Budgetary Only

Manager ID Q Manager Name

#] Update/Display

1 Include History

Define Values =

1 1of1 (» Last

Long Description [+ [=]

| » Correct History

>

ChartField Values
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/;/ Updating a ChartField Value
/

To update Department 30000 for your agency:
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

* Click Department.

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

Click the Search button.

22



» Updating a ChartField Value (continued)

o,

V4

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

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

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

« To inactivate a ChartField value, select Inactive from the Status drop-down menu.

Once you have completed your updates, click the Save button.

All = | Search # | Advanced Search

/f) Cardinal

Favorites = Main Menu » Set Up Financials/Supply Chain = > Common Definitions » > Design ChartFields ~ >

Department

setlD 15100 Department 30000

Effective Date Find | View All First
*Effective Date |02/01/2017  [&]

*Status| Inactive W

*Description | Human Resources

Allributes
] Budgetary Only

*Short Description |HR

Manager ID Q Manager Name

[l Save ||=] Notify [Ee Add || 5] Update/Display || & Include History

Leng Description

Define Values =

1) 10f2 }) Last

(=

[%# Correct History

»

ChartField Values
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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, or click the View All link to view
all historical records at once.

ﬁcardinal All ~ | Search # | Advanced Search

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

Department

SetiD 15100 Department 30000

Effective Date

First () 1-20f2 (b Last |

"Effective Date 02/01/2017 |3 Attributes Long Description FHE

"Status [ Inactive v | [ Budgetary Only

*Description | Human Resources

*Short Description HR
Manager D ] Manager Name

"Effective Date 01/01/1901 |[s{ Attributes Long Description FHE

"Status[Active  v| [ Budgetary Only

*Description | Human Resources

*Short Description | HR
Manager ID ] Manager Name

[F] Save | [=] Motify =i Add | 5% Update/Display & Include History | |27 Cormrect 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.
« Use the ChartField Attribute page to create ChartField attributes.

« Use the ChartField Value Attribute Configuration page to delete an attribute value. After an attribute value is attached
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.
To create a generic ChartField attribute, navigate to the ChartField Attributes page using the following path:

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

25



Creating Generic ChartField Attributes

+ Click the Add a New Value tab.

« Enter the agency’s business unit in the SetID field.

«  Enter the ChartField type in the Field Name field.

« Enter a name in the ChartField Attribute field to uniquely identify the attribute.
*  Click the Add button.

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

CARDINAL |
E‘L Al ~ [ Search Z | advanced Search

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

Chartfield Attributes

Find an Existing Values | Add a New Value |

SetiD|15100 [y
Field Name|DEFPTID (&}
ChartField Attribute REGION

Find an Existing “Walue | Add a Mew “Value

Configure -

> Alftributes

26



},\/ Creating Generic ChartField Attributes (continued)
/

On the ChartField Attribute page, enter a description for the attribute.

Select the Allow Multiple Values per Attr checkbox if you want 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.

The ChartField Attribute Values grid is used to define values. Use the + button to add attribute values. In this example,
Western, Northern, and Central Regions are being added as new ChartField attribute values.

When all information is entered, click the Save button.

ﬁCARDI NAL-l All ~ | search l > l Advanced Search

Favorites « | Main Menu ~ > Set Up Financials/Supply Chain > Common Definitions « > Design ChartFields « > Configure - > Atftributes

ChartField Attribute

SetiD 15100 Field Name DEPTID Attribute REGION

Description |Region |F

I@ Allow Multiple Values per Attr I

ChartField Attribute Values Personalize | Find | View All | = | @ First ‘4’ 1-30f3 ‘»' Last
*ChartField Attribute Value Description
:]WESTERN | [western Region | E
:[NORTHERN | [Northern Region ] =]
[CENTRAL | [Central Region ] =]
LﬁﬂSave | |[=] Notify | |Ex Add || 51 UpdaterDisplay |

27



y Attaching a ChartField Attribute to a ChartField
J/

After defining the ChartField attribute, it can be attached to a

ChartField value. ChartField Wwalues

. . . . ChartfFi=ld walue=
Navigate to the ChartField Values page using the following

path: Account
Fund

Main Menu > Set Up Financials/Supply Chain > Common Program

Definitions > Design ChartFields > Define Values > Department

ChartField Values Cost Center
Task

Click the link for the ChartField type being of the attribute for S

being added, in this example, Department. P

Agency Llse 1
ASgency Ulsae 2
Fraoject

Booak <odde
Adiustrmi=nt Type
Scenaria

Statistics Code




»/ 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.
«  Search for the ChartField value using the Find an Existing Value tab.

« Enter the agency business unit in the SetlD field. Enter the Department ID in the Department field.

*  Click the Search button.

g E-CARDINAL All ~ | Search | > | Advanced search
Favorites - | Main Menu - > Set Up FinancialsfSupply Chain ~ > Common Definitions » > Design ChariFields - > Define Values - > ChartField Walues
Department

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

| Find an Existing Value || Adda New Value

w Search Criteria

SetiD[= v [15100 Q
Department | begins with s |(|230000 Q

Description | begins with s~

O include History [Jcase Sensitive
Limnit the number of results to (up to 300X

I] Search || Clear |Basi|: Search @.[?] Sawve Search Criteria

Find an Existing Walue | Add a Mew Yalue




;) Attaching a ChartField Attribute to a ChartField (continued)
/7

Click the plus (+) button to add a new effective dated row.

ﬁ) Cardinal Al

Department

SatiD 15100

Effective Date

*Effective Date |02/01/2017 |}

"Slatu5| Active W

*Description | Human Resources
*Short Description |HR
Manager 1D | Q,

[5] Save ||[=] Motify

Favorites = | Main Menu = » Sel Up Financials/Supply Chain ~ >

Search

Common Definitions « >

Department 30000

|
B | Advanced Search

Design ChartFields ~ >

Find | \View AL First

Aftributes

] Budgetary Only

Manager Name

[ 4 Add

& Update/Display

el Include History

Long Description

Define Values ~ > ChartField Values

1 1of2 (» Lasl

+l|=

i Correct History
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/;) Attaching a ChartField Attribute to a ChartField (continued)
/7

Cardinal automatically assigns today’s date as the Effective Date.

On the Department page, click the Attributes link.

ﬁcardinal All = | Search

Department
SetiD 15100
Effective Date

*Effective Date [02/01/2017 |

*Status | Activa [

*Description |Human Resources

*Short Description [HR

[5] Save ||=] Notify [} Add

Favorites - Main Menu = > SetUp Financials/Supply Chain » > Common Definitions = 3

Department 30000

* | Advanced Search

Design ChartFields = »

Find | View Al First

Aftributes

] Budgetary Only

Manager ID @] Manager Name

& Update/Display

sl Include History

Long Description

Define Values =

1 1ol2 (» Last

- Correct History

¥

+] (=]

ChartField Values
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Attaching a ChartField Attribute to a ChartField (continued)

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

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

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

Then click the OK button.
This takes you back to the Department page. Click the Save button on the Department page.

ChartField Attributes
Help

ChartField Attribute Values Personalize | Find | view an | G0 ] B2 First (0 10f1 (2 Last
SetliD ChartField Yalue Effective Date Field Name *ChartField Attribute ChartField Attribute Value Attribute Valus Description
15100 30000 02/02/2017 DEPTID REGION x|, [NORTHERN @, |Morthern Region [#] [=]
oK Cancel

32



;) Simulation: Adding ChartField Values
/

You will now view a simulation that demonstrates how to Add ChartField Values.
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http://www.cardinalproject.virginia.gov/Simulations/Statewide/General%20Ledger/General%20Ledger%20Maintenance/index.html?Guid=483c98b4-f036-4843-a086-9ef6efff4012&Mode=T&Back

.’/
/i

V4

F

The next topic covers tree structures.

AGEMCY
MAINTAINED
CHARTFIELD? *

PREPARE AND
SEMD T
REQUEST T

oA,

= Agency Maintained ChartFields
nclude Depatment, Project-Mon-

Caphal Cuilay, Cost Center, Asset,

Task, Agency Use 1. and Agency
LI 2

EMTER!UFDATE
es-» THE CHARTFIELD »

MNOTIFY CARDIMAL
PPS OF HEW
CHARTFIELD SETUP.

WALLE

ENTER/FPDATE THE
CHARTFIELD WALUE

Yas

REQUEST TREE

ANDVOR COMBO

EDIT SETUP IF
MNEEDED

Yas

COA RECUEST

AFPRONMED?

LPCATE TREE

STRUCTURES

o

COMEOQ EDIT
IMPACT?

s

UPDATE COMBED

Understanding and Maintaining Tree Structures

Shaded steps are s hared
by DOA and Cardinal PPS
{Post Production Support)

HOTIFY
REQUESTOR
CHARTFIELD IS

SETUP

EDITS

|

RETURM TO
REQLUESTOR FOR

CORRECTIVE
ACTION

SFEEDTYPES
SFPEEDCHART
IMPACT?

UFDATE
SPEEDTYFPESS
SFEEDCHARTS
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/;/ Understanding Trees
/

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 the tree and the underlying tables to which it refers.

All updates to tree structures in Cardinal are maintained by Post Production Support (PPS). Trees are viewable in Cardinal in
order to identify any needed updates.

35



7} Viewing Trees
/

To view trees in Cardinal, navigate to the Tree Viewer page using the following path:
Main Menu > Tree Manager > Tree Viewer

To view all available search fields on the Find an Existing Value tab, click the Advanced Search link.

%CARDI NAL Al - | search o
Favorites - | Main Menu - > Iree Manager - > Tree Viewer

Tree Viewer

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

| Find an Existing Value

-+ Search Criteria

Search by: [Tree Name v |begins with |
Limit the number of results to (up to 300):

Search Advanced Search

36



o,

¢/ Viewing Trees (continued)
/

Enter the agency business unit in the SetlD field to view trees for the agency or enter STATE to view statewide trees. Enter
any additional search criteria required and click the Search button. A list of trees matching the search criteria will display in
the Search Results section. Click the link for the tree to be viewed.

 CARDINAL |
QL Adl ~ | Bearch I = | Advanced Search
Fawvorites - | Main Menu - > Tree Manager - > Tree Vviewer

Tree Viewer

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

Find an Existing VYValues

= Search Criteria

T ins with -]l ]
SetlD| begins with s |[15100 (&} I

Set Confrol Walue | begins with s

Effective Date[= ~] | [En]
Description [ begins with ~]| |
Category | begins with ]| [=%
Tree Structure 1D | begins with ~]| =%
valid Tree[= ~] ~
Mode Field|[begins with s~ |,
Detail Field|[ begins with || =X

[Jcase Ssensitive

Lirnit the number of results to (up to 300):

I Search || Clear | Basic Search Sawe Search Criteria

Search Results

s Al First 4 13ora *) Lasi
Tree HName Setll Set Control Value Effective Date Drescription Categorny Valid Tree|

DEFPT_15100 15100 (lank) O150101 901 Department Fund Combo Edit DEFAULT alid

DEPT_BUDGET 15100 (blank) o1/0101 901 CoA Dept Budget COMMITMEMNMT_CTRL “Walid

DEFT_OWERALL 15100 (blank) o1/0101 901 oA Dept Owerall DEFAULT alid




74 Viewing Trees (continued)
/

The tree hierarchy is displayed using a folder structure. The top folder, in this example 99999 — DOA, is referred to as the
Root Node of the tree. The next level, in this example 10000 — DOA - All Non-GA Departments, is referred to as a Node.

To expand a Node and view the hierarchical values beneath it, click the folder + (plus sign).

|? CARDINAL
wcfa Al | Search | Z | Advanced Search  [2] Last Search Results
Favaorites - | Main Menu > Tree Manager - > Tree Viewer

Tree Viewer

SetlD 15100 Last Audit “alid Tree
Effective Date 01/01/1901 Status Active
Tree Name DEPT_OWERALL DOA, Dept Overall
Close Display Options Print Format
Collapse All | Expand All Find FirstPage ‘4 30f22 (* LastPage

[=] Motify




(L,

» Viewing Trees (continued)
/

The hierarchical values displayed below each Node vary
based on the type of tree.

Some trees may have multiple levels of folders that can be
expanded to drill down to a lower level of the hierarchy.

These levels are referred to as sub-nodes and detail
values/leaves.

487 CARDINAL
’_ Al ~ | Search |>> Advanced Search  [5] Last Search Results

Favorites + | Main Menu - > Tree Manager ~ > TreeViewer

Tree Viewer

SetlD 15100 Last Audit Valid Tree
Effective Date 01/01/1901 Status Active
Tree Name DEPT_OVERALL DOA Dept Overall
Close Display Options Print Format
993493 =10000
Collapse All | Expand All Find First Page "4 210f22 “* ' LastPage

(= 99999 - DDA
I 110000 T DOA - All Non GA Depariments %
[ 2 [60200] - Commonwealtn Health Research |
JZ [91100] - Compiroller

2 [91200] - EDI Prenotes

& [92100] - Admin Svcs & Public Records
2 [93100] - Personnel

2 [94100] - Internal Audit

2 [94400] - Disbursements Review .
£ [95100] - Enterprise Application Payroll Sam p | e Detal |
A2 [95200] - Financial Reporting Val ues / L eaves
£ [95500] - Cormmonwealth Vendor Group

2 [95700] - FSRI - Cardinal

= [95800] - FSRI - Performance Budgeting
S [95300] - SPCC and Quality Assurance

2 [97200] - Payroll Production

B2 [97500] - Payroll Service Bureau

S [98300] - Systems Analysis & Programming
#2 [93400] - Chief Technology Officer & DBA

| L2 1095001 Converted Blank Dept

: 10001 - DOA - GA Depariments

Collapse All | Expand All Find First Page ' 4 210f22 '*  LastPage
Close Display Options Print Format
[=] Motify
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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

Submit requests for tree maintenance updates to Cardinal PPS via a help desk ticket to the VITA Customer Care Center
(VCCCQ).

For example, every time a new Department value is added, a request should be submitted to PPS to add the Department
value to the Department tree(s).

When this request is made, the tree name(s) (e.g., DEPT_OVERALL) as well as the location where the new value should be
placed on the tree(s) must be provided.
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}) Understanding and Defining Combination Edits
/

The next topic in ChartField set up and maintenance is defining combination edits.

START

AGEMNCY
MAINTAIMED
CHARTFIELD? =

FREPARE AMND
SEND COA
REQUEST TO

DA

* fvgancy Maintained ChartFiakds
Include Depanment, Project-Mon-
Capital Cutlay, Cost Center, Asset,
Task, Agency Use 1, and Agency

Ulse 2
NOTIFY CARDIMAL
PPS OF NEW
ENTERIUFPDATE CHARTFIELD SETUP.

Yes-w THE CHARTFIELD REQUEST TREE
WALLUE ANDVOR COMBO

EDIT SETUP IF

NEEDED.

ENTER/IUPDATE THE
CHARTFIELD VALUE

Yas

TREE IMPACT?

Yas

COA REQUEST

L i

APPROVED?

UPDATE TREE
STRUCTURES

COMBO EDIT
IMPACT?

Yas

UPDATE COMBO
EDITS

Shaded steps are shared
by DOA and Cardinal PPS
(Post Production Support)

NOTIFY
o RECQUESTOR
CHARTFIELD 1S
SETURP

Ner

!

RETURN TO
REQUESTOR FOR

CORRECTIVE
ACTION

SPEEDTYPES
SPEEDCHART
IMPACT?

UPDATE
SPEEDTYFPES
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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 which ChartFields are:

* Required on a transaction;
« for example, Account, Fund, and Department must be defined on every journal line.

* 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.
« Three or fewer ChartFields are recommended for performance reasons.
Only define critical rules.

« The more rules implemented, the more time that it takes to edit the transactions and maintain the rules.



/;/ Combination Edit Configuration
/

There are three configuration components for combination edits:

« 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 are identified.
The first ChartField that is entered is the anchor ChartField.
The anchor ChartField is the driver of the Combination Edit.

« The Combination Editing process first searches for the anchor ChartField.
« Then it matches the other (non-anchor) ChartFields in the combination.

In the example, Account is the anchor ChartField, with Department and Fund as the other ChartField combinations that are
associated with the anchor.

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 STATE as your SetID and Click Search.

» Select ACCTFNDDPT.
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4/ Combination Edit Definition (continued)

ﬁcmm NAL

Favorites « | Main Menu -

SetlD STATE

Home

| Al ~ | search | » | Advanced Search (5] Last Search Resuits

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

ChartField Combination Editing Definition

Combination Definition ACCTFNDDPT

*Description

|Account/Fund/Department |

Long Description

Account, Fund, and Department are required on all fransactions. (]

Combination ChartFields

Personalize | Find [ View Al | 2| B First (40 130f2 (*) Last

*ChartField Anchor ChartField

[ Account v] ] (=]
[ Fund v] O (=]
[ Department w] ] =]

|[]save ||[at Return to Search

|[#] Previousin List |[s] NextinList |[[=]Notify ||« Refresh | |4 Add || ] Update/Display
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/;/ Combination Edit Rules
Y4

Combination Rules define the combinations of ChartField values that can be used on an accounting distribution.
The Combination Rule can define valid or invalid combinations.
Combination Edit Rules are defined on the Combination Rule page. To view this page, navigate to:

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

* Click Search and select a Combination Rule.
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/,j 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.

CARDI NA'__ | Home Worklist
PN All - | Search * | Advanced Search [Gl Last Search Resulis
Favoriies -« | Main Menu - > Set Up Financials/Supply Chain ~ > Common Definitions ~ > Design ChariFields - > Combination Editing = > Combination Rule
MNew Wir
Rule Definition || ChariField Combinations [
SetlD STATE Combination Rule ACCTFMDDFT
*Description |Account’Fund/Department =

Long Description [Account, Fund, and Department are reguired on all transactions.

Effective Date To 01/01/2099

Open Effective Date To

Effective Date From (01/01/1201
*Combination Definition |ACCTFNDDPT Effective Date for Prompting (02/01/2017
Non-Anchor ChartField Option
ChartField Value Required
Fund ¥
Department [
|4 Add Fl| Update/Displa

| |=] Motity |

[[Flsave |[[Ef Returnto Search |[1 | Previousin List ||+ ] MNextin List

Rule Definition | ChartField Combinations
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,} Combination Edit Rules: Rule Definition Tab
Y4

| Rule Definition | ChartField Combinations

SetlD STATE

*Description |Acc auntFund/Department ®

Combination Rule ACCTFMDDPT

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

- 5 Home Worklist
ﬁ‘CARDI NAL Al ~ | Search % | Advanced Search [ol Last Search Resulis
Favorites « | Main Menu - > SetUp FinancialsfSupply Chain ~ > Common Definitions = > Design ChartFields » > Combination Editing = > Combination Rule
Mew Wi

Effective Date From [01/01/1901

Open Effective Date To

Effective Date To [01/01/2099

*Combination Definition ACCTFNDDPT
Non-Anchor ChartField Option
ChartField

Fund

Department

[Flsave |[l@h RetumtoSearch |[+] Previousin List ||y ] Nextin List

|| =] Notify |

Rule Definition | ChartField Combinations

Effective Date for Prompting 02012017

Value Required

¥
¥

[} Add [ ] Update/Display
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/jj Combination Edit Rules: ChartField Combinations Tab
V4

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 application of combination edit rule to specific allowable values. The
Selected Tree Node radio button allows applying the combination edit rule to all valid values on a tree node.

= Home
= CARDINAL Al - | search |

> | Advanced Search [&] Last Search Results

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

Rule Definition || ChartField Combinations |

SetlD STATE Combination Rule ACCTFNDDPT Descr Account/Fund/Department

2®: Ascending J Descending

Rule Definition | ChartField Combinations

Sort Anchor |
Anchor ChartFields Find | View All First ¥ 1or1 @ 1ast
ChartField Tree ACCOUNT_CVERALL Q Level | xR | [=
Account Seq 1
How Specified Chartfield values / Tree Personalize | Find | View All | 2] ] =) First ‘4’ 1 of 1
O selected Detail Values nodes P Last
@) selected Tree Nodes Node/Value
ACCOUNTS_CAFR QU || =
Non-Anchor ChartFields Find | View All First ‘4’ 1 o0of2 '‘»' Last
Non-Anchor ChartField ee Level
Fund
How Specified Chartfield values / Tree Personalize | Find | View An | 2| B2 First ‘4’ 1o0f1
® Selected Detail Values nodes P Last
Selected Tree Nodes Node/Value
%
[T save - Return to Search | | 1] Previous in List | [s] Nextin List J":—' Notify | |L% Add 53] Update/Display
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»

V4

(continued)

,} Combination Edit Rules: ChartField Combinations Tab

[@l Last Search Results

>> | Advanced Search

|
| |

Home

| AN

p,‘CARDINAL' |

Favorites ~ | Main Menu ~

2t I Search

\

> Set Up Financials/Supply Chain + > Common Definitions v > Design ChariFields v > Combination Editing~ > Combination Rule

Rule Definition H ChartField Combinations |
SetlD STATE Combination Rule ACCTFNDDPT Descr Account/Fund/Departiment
Ascending O Descending | Sort Anchor |
Anchor ChartFields Find | View All First ‘Y 10of1 ‘®' Last
ChartField Tree ACCOUNT_OVERALL |Q Level| (s} [+ [=]
Account Seq 1
How Specified Chartfield values / Tree Personalize | Find | View All | I @ First ‘&’ 1 of 1
O selected Detail Values nodes P! Last
@ selected Tree Nodes Node/Value
[ACCOUNTS_CAFR i} [+] [=]
Non-Anchor ChartFields Find | View All First ‘4 10of2 '*' Last
Non-Anchor ChartField Tree Level
Fund
How Specified Chartfield values / Tree Personalize | Find | View All | @I @ First “4' 1 of 1
®) Selected Detail Values nodes P Last
Selected Tree Nodes Node/Value
%
[[f/save |[[oh Returnto Search ||+ | PreviousinList ||s | NextinList |[[=] Notify | |[Es Add || & Update/Display
Rule Definition | ChartField Combinations
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/;/ 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 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.
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’) Combination Edit Groups (continued)
/

Z’_CARmNAL'

Favorites v ‘ Main Menu v

All | Search » | Advanced Search [g] Last Search Results

Home

> Set Up Financials/Supply Chain v > Common Definitions v > Design ChariFields v > Combination Editing~ > Combination Group

ChartField Combination Editing Group

SetiD STATE Process Group DEPTREQ

Long Description

*Description |Account/Fund/Department \

Account, Fund, and Department are required on all fransactions. @

*Combination Definition ACCTFNDDPT

*Combo Editing Option [Combo Data Table v|  Ouser Defined

*Anchor Values Not In Rules | Mark Valid v|

*Combination Group Defines | Valid Combinations Vl

Combination Rule

Personalize | Find | View All | @] [ First (€ 10f1 » Last

*Combination Rule Description
ACCTFNDDPT 'Q_ Account/Fund/Department =]
[F]save ||[ah Returnto Search ||[=] Notify || Refresh | |[Es Add || JI] Update/Display
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@ Attach Combination Edit Group to Target Ledger
/

Once the combination edit group, has been 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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The final topic in ChartField set up and maintenance is maintaining SpeedTypes and SpeedCharts.

Shaded steps are shared
by DOA and Cardinal PPS
(Post Production Support)

,} Creating and Updating SpeedTypes and SpeedCharts
/
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@ SpeedTypes and SpeedCharts
/

A SpeedType/SpeedChart is a predefined value that can be entered to auto-populate some ChartField values on the
accounting distribution line (such as fund, program, and department). They allow defining 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 Expense transactions, General Ledger journal entries, Accounts Receivable direct journals, and
Commitment Control budget journal entries.

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

Please note that if a SpeedType is created (other than CIPPS related), a corresponding SpeedChart must be created as well,
and vice versa.
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,} Creating a SpeedType
/

Example: Create a SpeedType for Department 94100, Fund 01000, and Program 737002:

* Navigate to the SpeedType page using the following path:

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

« Click the Add a New Value tab.

CARDINAL | |
z _ Al ~ | Search | ® | Advanced Search [Gl Last Search Results
Favorites « | Main Menu -~ > Set Up Financials/Supply Chain ~ > Common Definitions ~ > Design ChariFields ~ > Define Values ~ > SpeedTypes

SpeedTypes

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

| 7F'i;1d7an VE;istinQVVall;le I Add arrr\liev»:r\/élue I

< Search Criteria

SetlD [sTATE (S §
SpeeaType Key[begins with ]| |
User ID ‘
Primary Permission List )
Type of SpeedType |One User ~

[Jcase sensitive o
Limit the number of results to (up to 300): |300

Search || Cilear | Basic Search [EF Save Search Criteria

Find an Existing Value | Add a New Value




7} Creating a SpeedType (continued)
/

. Enter the Business Unit in the SetID field.

« The SpeedType Key will be the value that is entered on transactions to select the SpeedType. Enter 94100 as the
SpeedType Key.

« IfaUser ID or Primary Permission List is listed, only the specified user(s) will have access to the SpeedType. Leave
these fields blank, as all SpeedTypes are universally accessible.

Click the Add button.

g “Ta | Al = | search [ = | Advanced Search  [Q] Last Search Results
Favortes - | Main Menu - > Set Up FinancialsfSupply Chain = 3 Common Definitions - > Design ChartFields = > Define Values ~ > Speedlypes
SpeedTypes

| Eind an Existing value || Add a New Value

SetliD[15100 |y
SpeedType Key([94100 |
User ID| |,
Primary Permission List| L=}

Find an Existing WYalus | Add a New Yalue




/;) Creating a SpeedType (continued)
/

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

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

* 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

Uy O O N Y Y P

Category L]

| 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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74 Creating a SpeedChart
/

Now that we have created the SpeedType we will create a corresponding SpeedCharrt.

* Navigate to the SpeedChart page using the following path:

Main Menu > Set Up Financials/Supply Chain > Product Related > Procurement Options > Management >
SpeedChart

» Click the Add a New Value tab.

+  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.

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

CARDINAL |
E‘k Adl - | Search I P | Advanced Search =l Last Search Results

Fawvorites - | Main Menu - >  Set Up Financials/Supply Chain = > Product Related = > Procurement Options = > kManagement - > SpeedChart

SpeedChart

Eind an Existing value || Adda Mew WValue

setiD|[hs100 | Ty
SpeedChart Key |94100

Oser D] [L=X

FPrimary Permission List L=}
Effaective Date |[02/01,/2017  |[EH] I

Find an Existing »alus= I Add a MNew walue




@ Creating a SpeedChart (continued)
/

On the SpeedChart page:

« Total Percent indicates the total of the proration percentages that selected for the SpeedChatrt 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.

* Inthe Definition section, there are two distribution options.
« The Enter Percentages option distributes cost by a percentage of the total amount.
« Enter a proration percent for each SpeedChart line.
« The Enter Weights option distributes cost by item unit of measurement weight.

« Enter a proration weight value for each SpeedChart line. Select a unit of measurement (UOM) for distributing cost by
weight.

* Inthe SpeedCharts section, select Department 94100, Fund 01000, and Program 737002.
*  Click the Save button.



;j Creating a SpeedChart (continued)
/

'CARDINAL o
T Al ~ | Search % | Advanced Search  [S] Last Search Resulis
Favorites | Main Menu » Set Up Financials/Supply Chain = > Product Related » > Procurement Oplions = > Management - > SpeedChart
SpeedChart
SetlD 15100 SpeedChart 94100 Eff Date 02/01/2017 “Status | Active v
| Description |Internal Audit | Total Percent  100.00
Security Option Definition
(®) Universal (All Users) (® Enter Pe rcentages
) One User ) Enter Weights
(O One Permission UOM Q
Description
\EL
Speed Charts Personalize | Find | View Al | 2] B First ‘&' 1 of1 ‘&' Last
Chartfields | [F==¢
Percent Weight GL Unit Account Fund Program Department Cost Center Task FIPS Asset Agen
1 100.00) 0.00000 &) 3 ||01000 [Cy (737002 Q. [p4100 = | ) & & o]
< >
[5)save |[=]Notiy | [ Add || 2] UpdateDispiay || & Include History |
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/;/ Updating a SpeedChart
/

To update a SpeedChart, both the same SetID and SpeedChart Key must be entered with a new Effective Date.

SpeedChart may need to be updated:

« Change the status (e.g., inactivate)

«  Update the Description

* 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)
/
* Click the Add a New Value tab.

« 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.

« The Effective Date defaults to the current date but can be changed.
*  Click the Add button.

CARDINAL
E‘L All - | Search ? | Advanced Search
Favorites - | Main Menu - »  Set Up Financials/Supply Chain - > Product Related = > Procurement Options - > Management- > SpeedChart
SpeedChart
Find an Existing Walus Add a New Value

SetiD 15100 |
SpeedChart Key 94100
User ID
Frimary Permission List
Effective Date 02022017 EJ_I

PL

o
o
a

Find an Existing Yalus | Add a New Walue




/;) Updating a SpeedChart (continued)
/

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

= Home
ﬂCARDI NAL All -~ | Search # | Advanced Search
Favorites - | Main Menu - > Set Up FinancialsfSupply Chain - > Product Related ~ > Procurement Options ~ > Management -~ » SpeedChart
SpeedChart
| setip 15100 SpeedChart 94100 | Eff Date 02/02/2017 [_-status [Active S|
Description |Internal Audit Total Percent  100.00

Security Option Definition

®) Universal {All Users) ®) Enter Percentages

) One User ) Enter Weighis

) One Permission UOM a

Description

Speed Charts Personalize | Find | view all | 2] B First ‘4' 1of1 “k' Last
Chartfields =7
Percent Weight GL Unit Account Fund Program Department Cost Center Task FIPS Asset Agen
1 100.00| 0.00000 1 G |(01000 (S [73F002 . (94100 (&) 1 1 Zy
< >

I:i_'EﬂSEl‘-‘E || =1 Notify | [k Add |[ %] UpdatemDisplay || & Include History |




/;/ CIPPS SpeedTypes
/

The Commonwealth’s Integrated Payroll/Personnel System (CIPPS) sends payroll data to Cardinal to record related
accounting entries.

CIPPS uses the CARS Chart of Accounts.

Cardinal SpeedTypes are used to translate CARS Cost Codes from CIPPS into the corresponding Cardinal ChartField values
for the accounting distribution.

In order for CIPPS data to be successfully uploaded into Cardinal, a SpeedType has to exist for any Cost Code used in
CIPPS.
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}) Lesson 2: Hands-On Practice
/

Now you have an opportunity to practice the lessons learned today in a training environment.

Your instructor will provide direction on how to log in and complete the exercise.

If you have any questions, please ask your instructor.

7
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g/ Lesson 2: Summary
f/
y 4

‘ ChartField Maintenance

In this lesson, you learned:

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

Maintenance includes the updating of ChartField values and attributes, reporting trees, combination edits, SpeedTypes,
and SpeedCharts.

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, reporting groups, account numbers) and determines rollup 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 being used for combination edit rules.

There are three components of combination edit configuration: Combination Definitions, Combination Rules, and
Combination Groups.
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}) Lesson 2: Summary (continued)
/

‘ ChartField Maintenance

In this lesson, you learned:

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

« SpeedCharts provide similar functionality for Accounts Payable, except that multiple accounting distributions can be
configured for an individual SpeedChart.
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}) Lesson 3: Introduction
/s

‘ Creating and Maintaining Projects

This lesson covers the following topics:

« Creating and Maintaining a Project

» Creating Reporting Categories

« Creating a Summary Project
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/;/ Creating a Project Overview
/

A project is a planned undertaking with a finite beginning and a finite end, usually crossing fiscal years.
Cardinal project IDs can be used to track project related expenditures/costs and revenue.
Projects are useful in tracking project and grant financial activity, which can cross budget years, funds, and departments.

Some Projects, including Capital Outlay Projects, are created and maintained in Cardinal by DOA. Other agency specific
Projects are created and maintained by the agency.
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/p/ Creating a Project

Click the Add a New Value tab. The fields on this page -
include: ACARD|NAL
p Al = | Search % | Advanced Search

* Business Unit: This value identifies the agency. If the
project is being set up for a different agency, be sure to
update to that agency’s business unit.

Favorites » MainMenu» > ProjectCosting» » Project Definitions» > General Information

- Project: This field defaults to NEXT. Cardinal assigns a General Information

project ID the project is created.

Find an Existing Value | Add a New Value

« Create: This field defines how the project is created. This
field defaults to Project From Template.

) Business Unit[15100
Click the Add button. 510 [Q
Project NEXT

Create Project fiom Template
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},\/ Creating a Project (continued)
/

The Create Project From Template page displays.
The fields in the Options section include:

* Project Template: This value identifies the
template used to create projects for the agency. If
the project is being set up for a different agency, be
sure to select the template for that agency.

* New Start Date: This value identifies the project
start date. Populate this field with an appropriate
date.

* Project Details to Include: The checkboxes default
as checked. The defaulted values remain in place.

Click the Create button.

PACARmNAL' e

Favorites

Create Project From Template

Project Business Unit 15100 Description Deparment of Accounts

Project NEXT

Options

% | Advanced Search

KEain Menu v ProjectCosting» > Project Definiions » 5 General Information

*Project Template T_STATE151 | T_STATE
*New Start Date 03222018 x i)

| cCrae | | Camel |

Project Details to Include:

M Activities

M Project Resource
M Activity Resource
Project Budget
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’j General Information Page
/

The General Information tab displays.

« Enter a description for the Project in the Description field.
« The Integration field is the Business Unit for your agency. This will default and should not be changed.
* The Project Type field defaults to STATE and should not be changed.

ﬁcnnnmm: |

Maln Monu -

| Al ']sm_mrm

Favorios - l

| » | Aavancea searen

> Projoct Costing ~ > Projoct Dofinions » > Gonorad Informaton

[ General Information -_ Project Costing DefiniSion | hlanager ” Projects |

Project NEXT

Add to My Projects

“integration [15100 I, pepanment of Acc
Project Type STATE =1
Percent Compleie [

project eaitn [ <]

[ Project Schedule (%)

PROJECT

AsOr
As OF

*Start Date [03/22/2015 |

Descnplion

DateThme Stamp 020N T 10039 0240
Dascriplion:

“Description Information Technology Upgrade BNT Program

Processing Stalus  Active

Project Status (A Q. Active

“End Date D3/22/2015 33

Aganonal Dates

Find | View Al Frst (4 10f1 2 Last

User ID FINUSERDS

Replace IT Equipmend

434 Characions romarung
Long Description:

Save as Templato Copy Project

[3save |[Z Retresh |

[Cs Age | [Z] updaterDisctay | [[E) inciude History

| [E3» Corroct Husiony

J
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}j General Information Page (continued)
/

« The Percent Complete and Project Health fields are not used in Cardinal.

« The Start Date defaults to the Create Project From Template page. The End Date field defaults to one year from the

Start Date. Modify the End Date as appropriate for the project.

 The Additional Dates link provides access to additional date fields that are used for informational purposes only.

Hormam
CARDINAL [ T
ﬂ-ﬂ | | Al = | sot_ovemide | | Advancea searcn
Farvorites - [ M Mdsn - > Project Costing ~ > Project Definibons ~ > Gendaral Infoomartion
[ General Intormation Project Costing Definiton || Manager Projects || Preosects Distribusion || Liser Fietss || Bates || Anachments |
Project MEXT Acd to My Progects
*Description [Information Technology Upgrade 100 Program Processing Status Acthve
“Integration 15100 X pepartmont of Azcounts Project Statusia I Aceve
Project Type =S=TATE =1 PROJECT
Parcent Complete | 0.0 As OT
Project mel S Aos O
| Project Schedule 1) —
*Start Date [0 22/20 18 (3 ~End Date [ D3/ 2220197 Aciticaraal Diades
Deascrption Finsd | Wit A2l Firat L' 7061 ‘B Last
Date/Time Stamp 0207 100390450 User ID FINUSEROS
Coescriplion:
Replace IT Equipment &1
L34 Charac o s remaineng
Long Description:
=1

Save ot Toemalale

[[ASave |[Z= Retresn |

Copy Project

Cs Aca | [ 7] UpoaterDaciay

| 53 wnciude History

|27 Correct History
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,) General Information Page (continued)
/

« The Description field in the Description section is used to capture a more detailed description of the project.
« The Long Description field is available to capture additional descriptive detail for the project.

Project MEXT

i adl - l ST oveTice l }_9* i Advanced Search

> Progect Costing = > Projecl Definibons ~ >  Ganeral Information

Agdd to My Projects

[ Generalinfarmation || Project Costing Definition || Manager || Projects || Projects Distribution || User Fistas || Rates || Agtachments |

“Integration [15100

Project Type |[STATE

| Project Schedute (%)

*Daescription [lnfumnmn Tee hinology Uparade

Percent Complete | 0.00]

Project Heatin [ /]

*Start Date [03/22/2018 |3

PFrocossing Status  Active
Project Status A

]D Program
I pepartment of Accounts
Q PROJECT

As OF

As OF

*End Date [03/22/2019[)

I active

Home

Additional Datos

Dascnplion

Doscriplion:

DatedTime Stamp D0000010 1003504800

User ID FINUSEROS

Find | Wiew Al

First 4

101 B Last

Replace IT Equipment

"

234 characters remaining
Long Description:

i

Savo as Toemplatoe

[fAsave |[= Retresh |

Copy Projoct

(LA Acd | [ 2] update/Display

| [E3 include History

| [[%# Correct History
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/;/ Project and Processing Status
/

A project’s Project Status can be Active (A), Pending (P), or Closed (C).

A project’s Processing Status can be Pending, Active, or Inactive.

The project status and processing status are connected.

«  For example, when a project is created, both the project status and processing status default to Active.
« When a project is Closed, its processing status is Inactive.

« As the project progresses, you can change project status accordingly, but the processing status automatically updates
based on the project status.

You should only set the project’s status to Closed when the project is complete and all transactions are completely

processed. When you close a project, Cardinal effective-dates the transaction, which makes it easy to track/report against.

Note: If a project needs to be re-activated, the new active date cannot be outside of the project end date.

+ Update the end date to the same day or greater than the project end date in order to re-activate the project.
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,) Projects Page
/

Use the Projects tab to provide additional project
details.

The Projects tab is divided into six sections:

* Project Information

 Project Reporting Categories

 Project Route (Not currently used Statewide)
 Budget Information

* Project Budget (Not currently used)

* Grant Information

Favorites - |

Main Menu -

| All

v | Search

| * | Advanced Search

> Project Costing ~ > Project Definiions ~ > General Information

General Information ” Project Costing Definition ” Manager || Projects || Projects Distribution ” User Fields ” Rates ” Attachments

Business Unit: 15100 Project: NEXT Information Project Type:
Technology Upgrade
Project Information
External Project [ R Dept [}
Di ]
[J pisaster Indicator O Property Damage Indicator
IP(OJECl Reporting Categories Find | View All First © 1of1 (* Last
=
Reporting Category I:lq
[Project Route Find | View Al First ‘1) 10f1 (*) Last
=
Route L &

B udget Information

| overall P roject Budget

Project A

[ Project Budget

Find [ View Al First 40 10f1 ») Last
Phase l:lQ Amount | | FHE=
Grant Information
Grant ID Prefix | | Progress Report Status|__ | [ Grant In/outbound Indicator
Sub-Grant Number [  progressReportDate [ | [ sub-Grant indicator
Fed Catalog Number I:l Obligation Date l:lE‘J Grantor Grant 1D I:l
Grant Amount Obligation D E  Fed Declaration Number| |

Grantor [ ]Q Grantee [ ]Q
|D Add ||_E| Update/Display ||J|;j Include History ||L} Correct History
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,) Projects Page (continued)
/

P,CARDINAI”

| Al

- | Search I ¥ | Advanced Search

> Project Costing - >

Project Definitions - > General Information

Fawvorites - | Main Menu ~
General Information ” FProject Costing Definition || Manager ” Projects ” Projects Distribution ” User Fields ” Rates || Aftachments
Business Unit: 15100 Project: MNEXT Information Project Type:
Jechnology Upgrads
Project Information
External Project Number | 1l Responsible Dept[ |
Disaster Number —
[ pisaster Indicator [ Property Damage Indicator
Projsct Reporting Categones Find | Wiew All First
Reporting Category | |
Project Route Find | Wiews Aldl First 1 of 1
=1
Route L =
Budget Information
Owverall Project Budget
Project Amount [
Project Budget Find | wiew All First
Phase [ =N Amount

Grant Information

Grant 1D Prefix

Progress Report Status [ | [JGrant In/Qutbound Indicator

] sub-Grant Indicator

Sub-Grant Number |

| Progress ReportbDate [ |E

Fed Catalog Number I:l

[ 150 Grantor GrantID —
[ I  Fed Declaration Number[ |

Obligation Date

Obligation Deadline

Grant Amount [

Grantor [ &

Grantee [ |&

[ =save |2 Refresh

||j.. Add ||_;Z| Update/Display ||_},j Include History ||L_‘}- Correct History
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/;/ Project Information Section
/

The Project Information section allows the capturing of the following identified information:

External Project Number - The project’'s number in an external system (for example, the project number used by the
federal agency that is providing funding).

Responsible Dept - Identifies the Department responsible for the management of the project, and is used as part of the
criteria on various reports.

Disaster Number - An externally generated disaster number that associates all projects related to that disaster. If this
field is populated, the Disaster Indicator checkbox must also be selected.

Disaster Indicator - This field facilitates disaster reporting. If this indicator is selected, a disaster number must be
entered in the Disaster Number field.

Property Damage Indicator - This field indicates that the project is related to property damage.
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/;/ Project Reporting Categories
/

The Project Reporting Categories section allows the to association one or more reporting categories to a project.

 Reporting Category - This field can be used to facilitate reporting. Agencies can create their own Reporting Categories
in Cardinal.

The Project Route section allows the association of one or more Agency Use 2 values to a project, if your agency uses this
field.

* Route: This field is not currently being used statewide.
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/;/ Budget Information Section
/

The Budget Information section allows the entry of project related budget data. The data entered here is for informational
purposes and does not relate to budget journal transactions.

« Overall Project Budget: Use the Project Amount field to enter the overall project budget.

 Project Budget: The fields in this section are not currently used.
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/;/ Grant Information Section
Y4

If a project relates to a grant, the Grant Information section allows the user to enter additional identifying information about the
grant.

« Grant ID Prefix: Use this field to enter the abbreviation of the grantor agency.
If you have the information, enter the values in the following fields or select the following checkboxes:

*  Sub-Grant Number

 Fed Catalog Number (CFDA)

* Grant Amount

« Grantor

« Progress Report Status

« Progress Report Date
 Obligation Date

* Obligation Deadline

« Grantee

 Grant In/Outbound Indicator checkbox
Sub-Grantor Indicator checkbox
 Fed Declaration Number

« Grantor Grant ID



;j User Fields and Attachments Pages
/

Click the Save button before navigating to the User Fields tab.

Use the User Fields tab to provide additional information about the project in several free form, user defined fields.

%, Home
Q&CARDI NAL | Al ~ | set_override ‘ #» | Advanced Search
Favorites » i Main Menu « > Project Costing v+ > Project Definitions + > General Information
} General Information W‘ Project Costing Definition H Manager ( Projects J Projects Distribution Attachments w
Project 00001093845 Description Information Technology Upgrade
User Fields
Field 1| User Currency | Q.
Field 2| ‘ Amount 1|
Field 3| ‘ Amount 2|
Field 4| ’ Amount 3|
Field 5 Date 1| JIE
Date 2| |
| save as Template | |  Copy Project |
My Projects Project Valuation Project Team Project Activities GoTo More
[]save || Refresh | Add || 2] Update/Display || &1 Include History |[[Z» Correct History |
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i/ User Fields and Attachments Pages (continued)

Use the Attachments tab to attach supporting documentation to the project. For a detailed listing of the file extensions that
are allowed as attachments in Cardinal, see the appendix section of this course.

|E§{|Saue | | += Refresh

CARDINAL reme

et | Al - | set_override | 2 | Advanced Search
Favorites - | Main Menu - » Project Costing ~ > Project Definitions = > General Information
General Information || Froject Costing Definition || Manager || Frojects || Projects Distribution || User Fields || Rates I Attachments I

Project 0000109846 Description Information Technology Upgrade

Document Attachments Personalize | Find | View Al | 2] = First ‘(1) 10of1 ‘F Last
Requests Attached File
1 4

Save as Template Copy Project
My Projects Project Waluation Project Team Project Activities GoTo More

|Eh Add || 5] Update/Display || & Include History  ||[ 7 Correct History |
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%/ Update Project Status

A project’s status can be updated from Active to Closed and from Closed to Active.

When updating the project status, it is important to correctly update the Effective Date and Sequence as this controls when

transactions can be posted to a project. A project status can be updated by navigating to the following path:

Main Menu > Project Costing > Project Definitions > General Information

Enter the Project ID in the Project field and click Search.

General Information

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

| Find an Existing Value || Add a Mew “Walue

 Search Criteria

Business Unit[=_~] [15100 =3
Project| begins with s | | k=%
Description [ begins with s~ | |
Program [= ~] [Detail Project |
Processing Status|[= ~|

[ include History Jcormrect Historny [OJcase Sensitive
Limit the number of results to (up to 300):

[ sSearch || Clear | Basic Search [E' Save Search Criteria

Find an Existing “alue | Add a New “alue

CARDINAL |
2& | Aldl - | set_owverride I by | Advanced Search
Favorites ~ | mMain Menu -

> Project Costing = > Project Definitions = > General Information
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Update Project Status (continued)

In the General Information tab, click the Active
link.

The Status page displays. Add a new effective-
dated row by clicking the add button (+).

After clicking the (+) button, the next sequence
number displays.

N Home:
r CARDINAL | All v‘set_uverlide

| % | Advanced Search  [g] Last Search Results

Favorites - ‘ Main Menu = 5 Project Costing = > Project Definitions ~ > General Information

General Information ” Project Costing Definifion ” Manager H Projects H Projects Distribution H User Fields H Rates H Attachments ‘

Project 0000109845 Add to My Projects

*Description Information Technology Upgrade | program Processing Stalu
! Project Status: Active
*Integration | 15100 Q. Depariment of Accounts

Project Type l:lq
Percent Complete AsOf

Project Health As Of

Project Schedule (7)

‘ *Start Date 02022017 |G *End Date 0210272017 |5 Additional Dales ‘
Description Find | View All First "4 1of1 '} Last
+
Date/Time Stamp 02/02117 10:53:28AM UserID FINUSEROS E
Description:
|Replace IT Equipment r@

r CARDINAL All  ~ | set override

] > | Advanced Search [gl Last Search Results

Favorites v | Main Menu v > Project Costing v > Project Definitions v > General Information > Status
Status
Project 0000109846 Description Information Technology Upgrade
Project Status Find | View All First 1 10f1 » Last
Effective Date 02/02/2017 Sequence 0
*Status A Active
Priority 0
Interest Calculation Factor 0.0
Comments =

Return to General Information

|[@save ||E" ReturntoSearch |[[=]Nofify || Refresh %3 Update/Display Dﬁ Include History |
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Update Project Status (continued)

Enter the Effective Date. This date must be prior to the
date the first expenditure must be posted to the project. If a
future date is added, the project status is not effective until
the date is reached.

Notice that a new Sequence defaults. The Sequence
allows you to enter multiple rows for the same Effective
Date. This number defaults to one greater than the
previous row.

Enter or select C (Closed) in the Status field to close a
project.

Click the Save button.

]g CARDINAL s

set_override

» ‘ Advanced Search  [g] Last Search Results

ManMenuv  » ProjectCosting v » Project Definifions  » General Information  » Stafus

Description Information Technology Upgrade

Find | View Al

ECOm

Closed

Fist W 102 'Y Lagt

]

Favoriles
Status
Project 0000105846
Project Status
Effective Date 02282017 |
*Status |C Q
w0
Interast Calculation Factor
Comments

Retum to General Informafion

Fl8ave \@* Return to Search H?D Previous in List ‘.] NextinList | |[=] Nofify || % Refresh Update/Display ﬁlncludeHistory
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7/

If the project is closed and needs to be temporarily
opened, a new sequence should be added to the
current Effective Date instead of adding a new
effective dated row.

Temporary changes to a project’s status should be
made by adding a new Sequence to the current
Effective Date.

For example, if a project status is closed effective
2/28/2017, Sequence 0, but charges need to be
processed for 1/31/2017, add Sequence 1 to the
2/28/2017 row.

To close the project after the expense finishes

processing, add Sequence 2 to the 2/28/2017 row.

7 Update Project Status (continued)

]l CARDINAL I

set_overmide

| Advanced Search  [g] Last Search Results

Main Menu -~ » Project Costing » » Project Definitions » » General Information > Status

Description Information Technology Uparade

Find | View Al

Sequence

Active

First ‘4 10f3 'V Last

HE]

Favorites »
Status
Project 0000109846
Project Status
Effective Date 02282017 |5
*Status A x|Q
pioiy 0
Interest Calculation Factor
Comments

Return to General Information

Save ||[ah Retunto Search |45 Previousin List ||JE NextinList | |[]Notify || Refresh Update/Display Include History
Esave ||
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/;/ Adding Projects to Project Trees
/

All projects in Cardinal must exist on project trees.
* The Project Reporting Tree is designed to capture all existing and future projects for a Business Unit.

* The Project Budget Tree must be updated, using a VCCC help desk ticket, if the Business Unit wants to associate a
project to a Capital Outlay Project.
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/;/ Creating Reporting Categories
/

Use the Reporting Category functionality to support reporting on Projects.

Reporting Categories are maintained by the agency on the Define Reporting Categories page.

Once a Reporting Category is defined, it is associated to a Project on the Projects tab of the General Information page.

Be sure to search the existing Reporting Categories before creating a new one. Once created, they cannot be deleted.

To create a new Reporting Category, navigate to the Define Reporting Categories page using the following navigation path:

Main Menu > Set Up Financials/Supply Chain > Product Related > Project Costing > Project Options > Define
Reporting Categories
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V4

Click the Add a New Value tab.

Accept the default SetID of STATE.

» Creating Reporting Categories (continued)

Next, enter the Reporting Category value to be created. For this example, enter TECH.

Click the Add button.

ﬁCARm NAL

Define Reporting Categories

Find an Existing Walus Add a New Value

SetlD|STATE |
Feporting Category TECH

Add

Find an Existing Value | Add a New Value

All

w | Search

Favorites - | Main Menu »  Set Up Financials/Supply Chain -

¥

Product Related

# | Advanced Search

¥

Project Costing -

¥

Project Options -

¥

Home

Define Reporting Categories
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}) Creating Reporting Categories (continued)
/

* The SetID and Reporting Category default from the previous page.
* Enter a Short Description.
« Enter additional identifying information for the Reporting Category in the Description and Comments fields.

» Click the Save button. The Reporting Category can now be associated with the appropriate projects for reporting
purposes.

Home
|? CARDINAL | - ;
«=Za All - | Search # | Advanced Search  [5 Last Search Results

Favorites » | Main Menu - »  Set Up FinancialsfSupply Chain~ > Product Related - > Project Costing~ > Project Options » >  Define Reporting Calegories

| Define Reporting Categories |

*$etiD [STATE |Q *Reporting Category TECH |

Details

Short Description | TELH

Description |IT Relaled Projects

Comments |This reponing category provides the ability 1o repart on all IT related [Li—'l
projects,

.‘;}‘“_Reu.lrn to Search | [[&] Notity | % Agd |[ ] UpdatemDisplay




s/ Associating Reporting Categories to Projects

To associate a Reporting Category to an existing Project, navigate to the General Information page using the following
path:

Main Menu > Project Costing > Project Definitions > General Information

« Search for the Project on the Find an Existing Value tab.

» If needed, enter the correct Business Unit for the project.

» Click the Projects tab.

» Click the Reporting Category look up icon in the Project Reporting Categories section and select the desired reporting

category.
|? CARDINAL |
P | Al ~ | search | » | Advanced Search  [G] Last Search Results
Fawvorites - | Main Menu - > Project Costing - > Project Definitions » > General Information
General Information ” Praject Costing Definition ” Manager || Projects || Projects Distribution ” User Figlds || Rates ” Aftachments
Business Unit: 15100 Project: 0000109246 Information Project Type:

Technology Upgrade
Project Information

External Project Number | | Responsible Dept| |3
Disaster Number |:|
[l pisaster Indicator ] Property Damage Indicator
Project Reporting Categories Find | Wisw All First 4 10of1 (*) Last

[+ [=]

Reporting Category TECH =N IT Related Projects




/;/ Creating a Summary Project
/

Summary Projects are used in Cardinal to identify project relationships and track costs.
Summary Projects are used for budgeting and reporting purposes and cannot be used on transactions.

Detail projects are created to enter expenditure transactions. Each detailed project is associated to a predefined Summary
Project through the use of trees. The project expenditures roll up to the Summary Project for reporting purposes.

An example of a Summary Project is Capital Outlay. In the case of Capital Outlay projects, DOA staff will have to create the
project in Cardinal because only DOA staff have the ability to override the NEXT Project ID when creating a project in
Cardinal.
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/) Creating a Summary Project (continued)
/

«  Summary projects are created by using a blank project, entering a description, and then selecting the Program checkbox
in the Project Definitions - General Information page. No other tabs need to be filled out.

* You cannot charge project expenditures to summary projects.

Association of each capital outlay project to the project budget tree is required for the budget checking process.

Home
I? CARDINAL |
ol Ay | All - | Search I * | Advanced Search [S] Last Search Results

Favorites - | Main Menu - > Project Costing -~ > Project Definitions ~ > General Information
General Information || Project Costing Definition || Manager || Projects || Projects Distribution || User Fields || Rates || Amachments
Project MEXT Add to My Projects
- L - Processing Status Active
Description [Construction | & Program
esaration fisTar— %] Projoct Status[A ] Act
integration 15100 * |, pepartment of Accounts A Active
ProjectType[

Porcent Complete| 000 ag0r
ProjectHeatn | ] asor

Project Schedule (%)

*Start Date (D2/02/2017 ) *End Date 02/02/2017 |[5) Additional Dates
Description Find | View Al First 4/ 10f1 *) Last
Date/Time Stamp 020217 2:46:12PM User ID FINUSERDS
Description:
254 characters remaining
Long Description:
1)

Save as Template Copy Project

[[Fsave |[= Refresh [Cs Agd || 2] UpdaterDisplay || & Include History | [E3# Correct History




Creating a Summary Project (continued)

L

CARDINAL | rome
e | Al ~|search | »> | Advanced search  [E] Last Search Resuits
Fawvorites - | Main Menu - > Project Costing = > Project Definitions - > General Information
General Information || Froject Costing Definition || Manager || FProjects || Projects Distribution || User Fields || Rates || Aftachments
Project MEXT Add to My Projects
. o - Processing Status Active
Description |Constmc:t|on Program

intogration [i5100 x| Project Status[a | |
Integration [15100 x| Department of Accounts R Active
Project Type[ |
Percent Complete_____000] g or
ProjectHealth[ ] asor

Project Schedule (%)

*Start Date D2f02/2017 [ *End Date |D2/02/2017  |[5] Additional Dates
Description Find | View Al First *) 10f1 () Last
Date/Time Stamp 0202117 2:46:12PM User I FINUSEROS

Description:
|

254 characters remaining

Long Description:
Ed|

Save as Template Copy Project

|[@save || Refresh |[Cx A0d || z] Update/Display || 23 Include History | |[Z# Correct History




}) Lesson 3: Summary
/

‘ Creating and Maintaining Projects

In this course, you learned:

* Projects are created and used to track expenditures / costs and revenue for a planned undertaking of something to be
accomplished or produced, having a finite beginning and a finite ending date.

* Reporting Category is an optional feature that supports reporting on projects.

«  Summary projects are created to identify project relationships, as well as to provide a way to track costs and represent a
single project to which one or more detail projects roll up.
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}) Lesson 4: Introduction
Y4

n Budget Structures

This lesson covers the following topics:

» Understanding budget structures

« Budget Definitions
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/;/ Understanding Budget Structures
/

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

The SW GL334 Processing Budget Journals course explains the creation, processing, and correction of budget journals.
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/;/ Statewide Budget Structures
/

Statewide budget structures are established as the parent budget level.

They are:

« 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 Commonwealth’s Official Revenue Estimate.
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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:

« 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.

« Agency Operational Budget (expenditure budget) is the detailed agency operating budget structure.
« Agency Project Budget (expenditure budget) is a project level budget, and optionally a task level budget.

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

Use the Budget Definitions page to view budget
definitions. Navigate to this page through the following
path:

Main Menu > Commitment Control > Define Control
Budgets > Budget Definitions

On the Find an Existing Value tab, select the
appropriate SetID Value. Enter the Ledger Group you
would like to view.

For example, to access the Agency Operational budget
structure enter CC_OPRL in the Ledger Group field.

Click the Search button.

ZCARD*N“L- Al ~ | Search

Favorites - |

Budget Definitions

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

Find an Existing Value Add a Mew Value

Search Criteria

SetlD Value = w0100 x |3
Ledger Group cC_OPRL a

Llinclude History L Icorrect History
Limit the number of results to (up to 300} | 300

T - =
Search Clear Basic Search [ Save Search Criteria

Search Results

Wiew All First ‘"% qor1 1

SetlD Value Ledger Group Description
10100 CC_OPRL CC Agency Operational

Last

Find an Existing “Values | Add a New Value

Main Menu - »  Commitment Confrol = > Define Control Budgets -
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/;/ 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 can
be overridden at lower definition levels.

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.
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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

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

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

» 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

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

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

Track Without Budget

» Track transactions even if there is no budget set up.
« All transactions pass without error.
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,) Budget Definitions: Control Budget Options (continued)
/

JA¥CARDINAL Ca

- | Search

Favorites = |

Main Menu = > Commitment Confrol » > Define Control Budgets « >  Budget Definitions

# | mdvanced Search

| Control Budget Options

SetlD 10100
Effective Date

*Effective Date |(01/01/1501 [&4)

Ledger Group CC_OPRL

Ruleset Chartfield || Keys and Translations || Expiration Ghartfield || Budaet Period Status | Cantrol ChartField || Ofsets | [P

Find | View All First ‘%' 10of1 "k Last

O EeT—

*Description :C C Agency Operational

Definition Status /slid

Budget Type Expense

Associated Expenditure Budget

[#] [=]
o

Toterance Percent] |

Parent Control Budget |

a

Ruleset and Control ChartField

*Ruleset CF|F'rcugrarr| V|

*Control CF [Fund “|

Commitment Control Options

*Control Option |Tla-:k:ing wi Budget

Tree Name | |
Expiration CF | |
L *Budget Status

[ Entries Must Balance
[ Enable Statistical Budgeting
O chilg Budgets Exceed Option

[[Flsave ||[EF Return to Search |[[=] Notify |

CJEnable Funding Source

T —

Default Rulezset DEFAULT

[[h Add

2] Update/Display |__E

Include History | ||:',.* Correct History

Conirol Budget Options | Ruleset Chartfield | Keys and Tranglations | Expiration Chartfisld | Budgst Pericd Status | Control ChariField | Offssts | Excluded Account Types
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,j Budget Definitions: Ruleset ChartField
/

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.

Ruleset: If there are no rulesets for specific ChartField values, the Default ruleset will display.

?“ All = | Ssarch # | Adwanced Search  [3] Last Search Resulis
Favorites - | Main Menu > Commitment Conirol - > Define Control Budgets = > Budget Definitions

Control Budget Options Ruleset Chartfield Keys and Translations ” Expiration Chartfisld ” Budget Pericd Status | [

SetiD 10100 Ledger Group <SG OPRL
Effective Date Find | Wiew All First ‘&' 1 of1 "B Last
*Effective Date [01/01/1801 = |[5) =Status [ Active | [+][=]
*Description |(CC Agency Operational Definition Status “wvalid L5 ]

Ruleset ChartField FProgram

Ruleset Find | Wisw Al First 'Y 1of1 "M Last
*Ruleset DEFAULT Default [+][=]
Ruleset Keys Perscnalize | Find | Wiew All | = First ‘4’ 10f1 ‘2 Last
=G5etlD *Ranges From *Range To
- Q Q = =
[F] Save | |E“ Return to Search ||E| Motify | m 4] Update/Misplay |_,'T°| Include History | ||__:,i' Correct History

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

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.

QCARDINAL I Al ~ | Search # | Aadwvanced Search  [@] Last Search Resulis
Favorites - | Main Menu - > Commitment Control - » Drefine Control Budgets - > Budget Defimitions
! Control Budget Opiions || Buleset Chartfi=ld I Keys and Translations I Expiration Chartfield (| Budget Feriod Status (| Control ChartField | E:'
SetlD 1D100 Ledger Group CC_OFPRL
Effective Date Find | “isw All First "4 1of1 ‘2 Last
*Effective Date [01/01/1801 > |[&) *Status [Active ~] = [=]
*Description |{CC Agency Operational Definition Status “alid (1] P
Ruleset Find | “Wisw Al First . 1o0f1 "2 Last
*Ruleset | DEFAULT B pefault [] Enable Cumulative Budgeting
I Calendar 1D |AMN [ I ] perive Dates Cumulative Calendar a
Keys and Translations Personalize | Find | view an | &2 | |~_T;'.' First 4 1-4 of 4 "' Last
*ChartField Tree Hame Level Hams *Walue Regquired
Account (&} C, Reguired [=] [=1
Program [Required ~r | ] [=]
Department <} <), [ Required ~r | =] =]
Fumnd <} - | Required v| ] [=]
[ save || Return to Search | =] Motify | [EL add |[E Update/Display '::__I Include History | ___/r Cormrect Histony
Confral Budgset Options | Rulesset Chartfisld | Keys and Translations | Expiration Chartfield | Budgst Pericd Status | Control CharnFisld | Offsets | Excluded Account Types
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#/ Budget Definitions: Budget Period Status
/

Budget Status: Indicates whether the Budget Period is Open or Closed.

Z_CARDINAI: [

= | Search | b | Advanced Search [l Last Search Resulis

Favortes - | Main Menu - > Commitment Confrol = »* Define Control Budgets = > Budget Definitions

Control Budget Oplions ” Buleset Chartfield ” Keys and Translations || Expiration Chartfield I Budget Pericod Status IIE'

SetiD 10100 Ledger Group CC_COPRL
Effective Date Find | Wiew All First ‘4’ 10f1 ‘&) Last
*Effective Date @l@ *Status [+ [=]
*Description |CC Agency Operational Definition Status “valid [} ]
Budget Period Calendars Find | Wiew All First ‘&' 10of1 ‘X' Last
Calendar]DEQ [*][=]
Budget Pericd Values Personalize | Find | Wview All | | & First ‘&' 1-50f5 ‘L' Last
Budget Period Budget Status
[2013 |@, [Closed V] (] [=]
[2014 |, [Closed ] = =]
[2015 |, [Closed v] [+] [=]
[2018 |C1, [Closed ] [#] [=]
[zo17 |, [Open < ==
|E| Save | |E*‘ Return to Search | | [&=] Motify | |W| JH] UpdateiDisplay |_/'5_'| Include History | | |__';? Correct History

Confrol Budget Options | Ruleset Chartfizld | Keys and Tranzlations | Expiration Chartfizld | Budgst Period Status | Control ChartField | Offsets | Excluded Account Types

109



SetIDs for Excluded Account Types and Excluded
Accounts

Budget Definitions — Excluded Account Types:

SetID - Select a SetlID for all accounts which will be excluded for an account type for budget processing.

Excluded Account Types - Select the account types to excluded from budget processing against this Commitment Control
ledger group.

Exceptions - Click this link to access the Exclude Account Type Exceptions page to identify ranges of account values
that are exceptions to the exclusion.

SetIDs for Excluded Accounts:

SetID - Select a SetlID for which some accounts will be excluded from among the included account types from budget
processing.

Excluded Accounts - Specify the ranges of account values for a particular SetID in the From Account and To Account
fields that are to be excluded from budget checking.
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) SetlIDs for Excluded Account Types and Excluded
Accounts (continued)

Z‘ I | Al - | Search | # | Advanced Search [2l Last Search Resulis
Favorites - | Main Menu - > Commitment Control -« - Define Control Budasts - > Budget Definiticns
@ | Kevy= and Translations ” Expiration Chartfield ” Budget Period Status || Confrol ChartFisld ” Offsets |I Excluded Account Types |.|
SetlDd 101030 Ledger Group <o OPRL
Effective Date Find | Wiew All First “4' 1 of1 ‘2 Last
*Effective Date [01/017/1801 [&] *Status [*][=]
*Description [CC Agency Opsrational Definition Status “walid [i]
“ SetlDs for Excluded Account Types Find | “isw All First '4' 1 of1 "' Last
==
*SetlD |STATE |[Cy
Excluded Account Types Personalize | Find | View Al | | B2 First ‘4’ 1-sof5 *' Last
*Account Type Description Exceptions
[a |CL assst Exceptions [=] [=1
L |CL Liability Excepfions [=] [=]
= |2y Equity Exceptions [#]|[=]
R |CL Revenue Exceptions [#] [=]
[T |2y Transfers Exceptions =] [=]
- SetlDs for Excluded Accounts Find | “isw All First &' 1 of1 “b' Last
[#][=]
*SetlD |STATE |[Cy
Excluded Accounts Personalize | Find | Wiew Al | | E‘ Firet ‘&' 1-20f2 ‘&' Last
| Accounts ” Status |
*From Account Descriptiomn *To Account Description
[s18110 |@, Fd Balance Adjustmnt-Pr T Dec 539280 1, Adv Refunding-Bymt Escrow Agt =] [=]
|saTEDF |2 TE system Default Account SOTEDF ), TE System Default Account [=] [=]
|[F]save ||[E- Return to Search | |[E] Motify | [Eh Aad || B updateiDisplay | 59 include History || » correct History
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}) Lesson 4: Summary
/

n Budget Structures

In this lesson, you learned:

«  The budget structure (ledger group) defines the processing rules for each budget ledger. The Commonwealth of Virginia
has Statewide and Agency budget structures that are used in Cardinal.

« The Cardinal budget structure uses parent / child budget relationships to link the various budget structures as
appropriate. The control option of each different budget structure is set depending on the purpose of the budget. Agency
budgets are established as a lower level budget to the statewide budget.
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}) Course Summary
/

m General Ledger Maintenance

In this course, you learned:

* Recognize key General Ledger maintenance concepts

* Understand the overall General Ledger maintenance process

« Add or update Chart of Account values, and their associated attributes
* Understand Tree Structures

* Understand Combination Edits

* Create and update SpeedTypes and SpeedCharts

* Create and maintain a Project

 Create a Summary Project

* Understand budget structures 113



}) Course Evaluation
/

Congratulations! You successfully completed the SW GL336: General Ledger Maintenance course.

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

« Key Terms
» Allowed Extensions on Attachments in Cardinal

* Flowchart Key
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s/ Key Terms
b e

Budget Ledger: A budget ledger defines the type of budget (i.e. expenditure or revenue) and the type of transactions (i.e.
budget, expense, or collected revenue) that will be recorded on the ledger.

Budget Structures: A budget structure defines the processing rules for each budget ledger.

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

Project: A planned undertaking with a finite beginning and a finite end. Typically, it requires both fiscal year and life to date
budget and actual reporting.

Tree: A tool used to set up hierarchical structures in Cardinal. Trees can depict the relationships of the business entities in a
hierarchical structure or represent a group of summarization rules (rollups) for a particular ChartField.

Tree Structure: A tree structure defines the groupings and hierarchical relationships between ChartField values in the same
database table.

SpeedType / SpeedChart: A predetermined Chart of Accounts value string which populates the accounting distribution line
when entered on a transaction
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;) Allowed Extensions on Attachments in Cardinal
Y4

The following is a list of file extensions that are allowed on attachments uploaded to Cardinal. You should only attach key

supporting documents that either enhance the electronic Cardinal transaction approval process or are instrumental as part of

the transaction history. The Cardinal system should not be relied upon to maintain agency documentation and should not be
considered the official retention source of the agency. Supporting documents, as required by all applicable
regulatory/governing bodies, should be maintained by the agency apart from the Cardinal attachment functionality.

Allowed Extensions on Attachments in

Cardinal
BMP .CSV .DOC
.DOCX JPE JPEG
JPG MSG PDF
PNG PST RTF
TIF TIFF TIXT
XLS XLSX XML
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» Flowchart Key

Step
Description

Batch
Process

Manual
Operation

Decision
QOutcome

Entity Name

Depicts a process step or interface.

Specifies a batch process.

Depicts a process step that is preformed manually.

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

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

Start

End

Document

O

Step/
Process

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

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

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

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

page.

Connects steps between business processes.
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