%/ Cardinal

GL332
Processing Journal Entries (VDOT)

Instructor Led Training

Rev 1/8/2023



&) 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

* 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:

|ldentify key journal entry concepts

Understand the overall journal entry process

Enter Agency to Agency (ATA) transfer journals

Understand how journal processing integrates with other Cardinal modules and
interfaces with external systems

Create journal entries in Cardinal

Use the journal entry template



g/ Course Objectives (continued)

Create and upload a spreadsheet journal
Review and correct edit check errors
Review and correct budget check errors

Submit journal entries for approval and monitor journal status

Review online inquiries for ledger information and journal status



A d
/}) genda

Understanding Journals

Creating Journal Entries

Processing Journal Entries




}j Lesson 1: Introduction
V4

‘ Understanding Journals

This lesson covers the following topics

* General Ledger Overview

+ Key Concepts

 Create and Process Journal

* Integration and Interfaces



&) General Ledger Overview
/

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

Payable
*  Accumulate the results of transaction processing

Accounts Procurement*
*  Create budgets Receivable
«  Generate financial statements
- Provide source financial data for reporting purposes //l) Cardinal MODULE

General Ledger

Project
Accounting*

*not used by all state agencies



/,) Key Concepts
/

Some key concepts in journal entry processing include:

Commitment Control enables the ability to create budgets and to budget check source transactions originating in
various Cardinal modules, such as Accounts Receivable or Accounts Payable. Budget checking checks multiple ledgers
at the same time.

Cardinal allows for full accrual, modified accrual, and cash bases of accounting for the Annual Comprehensive
Financial Report (ACFR). Funds that operate on a statutory basis must convert their accounting activity to the modified
accrual and/or accrual basis of accounting for the ACFR. Proprietary and Fiduciary funds that do not operate on a
statutory basis use the accrual basis of accounting throughout the year.

Cardinal allows users, with the necessary security access, to transfer funds across agencies i.e., Business Units (BU),
by entering Agency to Agency (ATA) transfer journals. An ATA transfer journal is entered when the funds transfer is not
for goods or services received or rendered between agencies. Users who lack security access to transfer funds between
business units can create a spreadsheet journal and send it to the Commonwealth’s Department of Accounts (DOA) for
upload into Cardinal.

A journal can be saved in an incomplete status if it is not ready to be posted. Select the Save Journal Incomplete
Status checkbox to save journal transactions and complete them later. Incomplete journals cannot be batch edited or
budget checked.

Cardinal uses SpeedTypes to auto populate ChartFields on journal entries. A SpeedType is a single value that auto-
populates a predetermined Chart of Accounts (COA) value string (such as Fund, Program, and Department). A
SpeedType provides a shortcut for frequently used ChartField combinations. When a SpeedType is entered, users can
still enter additional COA values on the associated distribution line and/or modify populated values.



&) Key Concepts (continued)
/

In Cardinal, SpeedType values are created for project and cost center combinations.

SpeedTypes can be used in General Ledger, Expenses, Payroll Time and Labor, Accounts Receivable Direct Journals,
and Commitment Control Budget Journal entries.

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

Combination edits are rules that determine which ChartField values and combinations are required for accounting
entries posted in Cardinal. Combination editing rules apply to all module transactions. Combination editing helps to
ensure accuracy of data.

Cardinal also edit checks all General Ledger journals to verify that they balance by Business Unit, Fund, and Project, and
to ensure that cash accounts and certain transfer accounts net to zero within the journal.

General Ledger journal entries that are not pre-approved must be manually submitted for approval after they pass edit
check and budget check.

After they pass edit check, budget check, and have been submitted for approval, regular online and spreadsheet journals
are routed by Cardinal through Workflow for approval. Approvers can run queries to identify items not yet approved, or
review their Worklist. General Ledger budget journals are not routed through Workflow for approval.

Denied journals should be corrected or deleted. Deleting a journal prompts Cardinal to update budgets automatically.
An Audit Log is a list of events related to a journal. This log provides users with the ability to audit documents and

events that affect journals. Example events include Create Journal, Delete Journal, Mark to Post Journal, and Update
Journals.



&) Create and Process Journals
V4

Create and Process Journals is one of the main functions within General Ledger. During this process, transactions post to the
General Ledger.

This process involves:

* Create Journals

+ Edit Check Journals

» Budget Check Journals

* Submit Journals for Approval

* Run Journal Post



/,) Create and Process Journals (continued)
/
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/,) Create Journals
/

Journals can be created in several different ways in Cardinal:

Manually - Manual journals are created online using the journal header and journal line pages.

From Inbound External Third Party Systems - External third party systems create files that are staged for batch
processing to create journals in General Ledger. External third party system journals are created and processed through
batch jobs.

From a Spreadsheet - Spreadsheets can be used to load journal data into Cardinal. Accounting data used to create
journals can be copied into the spreadsheet template. After entering the journal header and journal lines into a
spreadsheet, an Excel macro is run to create a file that can be loaded into Cardinal. The build process uploads this
spreadsheet and creates a journal within Cardinal. The journal can then be edit and budget checked in General Ledger.

From other Cardinal Modules - Journals from other modules are created and processed through batch jobs. Some
journals processed in other modules are sent to General Ledger having been budget checked. Other journals are budget
checked in General Ledger, since this functionality is not available in their module. The Journal Generator process
takes the accounting entries from Cardinal modules, formats them, edit checks, and creates journal entries in General
Ledger.

11



&) Edit Check Journals
/

The Edit Check process ensures that ChartField values and combinations are valid, that journals balance by Business Unit
and Fund, that debits equal credits, and that cash accounts and certain transfer accounts net to zero within the journal.

A journal must pass edit check before it can be budget checked.
Journals from the following are edit checked in General Ledger:

* Accounts Payable module

+ Expenses module

* Accounts Receivable module

«  Billing module

« Journals created from project split and revenue and billing transactions in the Project Costing module
»  Customer Contracts module

*  Purchasing module

« Payroll

»  General Ledger

Journals that fail combination editing or have invalid values must be corrected before they can be budget checked. Once
corrected, journals are edit checked again.
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/,) Budget Check Journals
/

Journal lines from the Purchasing, Project Costing (revenue
and billing), and Payroll must pass checks against the
established Commitment Control budgets in General Ledger
for valid combinations and amounts. Online journals,
allocation journals, journals created from external third party
systems, and spreadsheet journals are also budget checked in
General Ledger.

Journals from the following modules are budget checked in
their originating modules prior to being journal generated to
General Ledger:

* Accounts Payable

« Expenses

* Accounts Receivable
« Billing

*  Project Costing

*  Customer Contracts

Once they pass budget check in the originating Cardinal
module, these journals are not budget checked again before
going to General Ledger.

Originating Module

General ledger

Edit Budget Edit Budget
Check Check Check  Check
Accounts Payable X X X
Expenses X X X
Accounts Receivable X X X
Billing X X X
Project Costing X X X
Customer Contracts X X X
Purchasing X X
Payroll X X
General Ledger X

13



/,) Submit Journals for Approval
/

Only journals that pass edit and budget check are routed for approval.

Cardinal Workflow routes journals entered or updated online to the worklist of the appropriate approver(s) for approval.
Workflow determines the appropriate approver(s) based on the profile of the user who created the journal, and the type of
expense. The approver can view items awaiting approval by checking their workilist.

Some journals may require multiple levels of approval. Once all necessary approvals are complete, journals can be posted to
the ledger by a batch process. Posted journals are summarized and the ledger table is updated.

14



}) Integration and Interfaces
/

Each Cardinal module feeds financial data that becomes journals to General Ledger. Various modules use Commitment
Control, which resides in General Ledger, for budget check.
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/,) Integration and Interfaces (continued)
7/

General Ledger journal processing also interfaces daily with several external systems:

« Automatic Fuel Management Program (AFMP) - Detailed fuel ticket data is sent from AFMP to FleetFocus M5
(Equipment Management System). AFMP then sends balanced journal entries to Cardinal.

« Annual Budget Development System (ABDS) - Creates a budget at the beginning of each budgeting cycle. Cardinal
sends financial data to ABDS.

« Operational Planning Division - Transportation Maintenance and Operations Committee (TMOC) database:
Cardinal sends financial data to TMOC.

« Spreadsheet Upload - Excel spreadsheets can be uploaded into Cardinal to create journals.

16



#/ Lesson 1: Summary
/

‘ Understanding Journals

In this lesson, you learned:

Create and Process Journals is the main function within General Ledger. During this process, financial and statistical
transactions post to the General Ledger.

Commitment Control enables the user to create budgets and to budget check source transactions originating in various
Cardinal modules, such as Accounts Receivable or Accounts Payable.

Some journals in General Ledger must pass either edit check-only or pass both edit check and budget check in order to
post to the ledger.

General Ledger journal entries that are not pre-approved must be manually submitted for approval after they pass edit
check and budget check. General Ledger journal entries that are not pre-approved are routed for approval after they pass
edit check, budget check, and have been submitted for approval.

General Ledger journal processing interfaces with external systems such as AFMP (Automated Fuel Management
Program), Spreadsheet Journals, ABDS (Annual Budget Development System), and TMOC (Traffic Management
Operations Center) as well as agency financial systems. General Ledger journal processing interfaces with external
systems and agency financial systems.
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}j Lesson 2: Introduction
V4

” Creating Journal Entries

This lesson covers the following topics:

+ Creating a Manual Journal Entry
* Using a Journal Entry Template
* Uploading a Spreadsheet Journal

* Processing Agency to Agency (ATA) transfer journals

18



/) Creating a Manual Journal Entry
y 4

When creating any journal entry, a number of elements are necessary:

At a minimum, a journal in General Ledger consists of a header and entry lines.

- The header contains the information that uniquely identifies the journal (Business Unit, journal ID, and journal date).
Journal entry lines record the monetary and statistical codes and the ChartField values associated with each
transaction.

— A single journal entry must have at least two lines because total debits must equal total credits for a single journal
entry.

— Journal entries must balance debits and credits by Fund and Business Unit.

- The account numbers entered on the journal classify the nature of the transaction.

In Cardinal, the journal process is defined by workflow, which is department specific. Once submitted, the journal routes
to the approver for that department for review and approval.

Workflow routes journals with capital outlay or legal services-related transactions for additional approval from DOA.

19



&) Creating a Manual Journal Entry (continued)
7/

A manual journal entry is a journal entry entered by a user directly in Cardinal.

Manual journal entries are initiated from the Create/Update Journal Entries page. This page allows the Journal Processor

to create manual journals online using the Header and Lines tabs.

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

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

Favorites = Main Menu - > General Ledger» > Journals+= > Journal Entry =

Create/Update Journal Entries

Find an Existing Value || Add a New Value

Business Unit|50100 | Q
Journal 1D NEXT
Journal Date | 11/22/2019  |[»]

L

Add

Find an Existing Value | Add a New Value

>

Create/Update Journal Entries

20



#/ Creating a Manual Journal Entry (continued)
/

The following fields are entered on the Add a New Value tab:

Business Unit identifies the Agency.

Journal ID defaults to NEXT and cannot be changed. After saving the journal, Cardinal automatically updates the NEXT
value to a sequentially assigned number.

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

Favorites» |  Main Menu » » General Ledger~ > Journals~ > Joumal Entry v > Create/Update Journal Entries

Create/Update Journal Entries

Find an Existing Value Add a New Value

Business Unit|50100 |3
Journal 1D NEXT
Journal Date|11/22/2019  |[31]

Add

Find an Existing Value | Add 2 New Value

21



»/ Creating/Updating Journal Entries Page: Header Tab
/

Key items of the journal Header tab include:

Favorites = | Main Menu ~ > General Ledger= > Journals+ > Joumnal Entry » > CreatefUpdate Journal Entries

« Journal ID - Cardinal assigns a sequentially generated
number for online journals, journals from other modules, Lnes || Tombs || Erors || Approva

and interfaced transactions.
Long Descriptior 4
: . T
¢ Date -The date prOVIdeS a means Of determlnlng the I *Ledger Group [ACTUALS QI ’ Adjusting Entry | Non-Adjusting Entry ~
accounting period and fiscal year to which the system Ledger a fcalYear 2020
posts the jOU rnals. | *Source [ONL al Period 5
Reference Number ADB Date 11/22/2019
. . . . Journal Class Q
¢ Long Descrlptlon = Thls teXt fleld a”OWS the user to Transaction Code |GENERAL Q [ Auto Generate Lines
provide a description/purpose for the journal entry. I/ Save Journal Incomplete Status
SJE Type v [J Autobalance on 0 Amount Line

Currency Defaults: USD / CRENT /1

* Ledger Group - Cardinal auto-populates the Ledger

] . i Attachments (0) Commitment Control Octa
Group with default information based on User ID. The Reversal: Do Not Generats Reversal
Ledger Group defines where the journal posts. Entered B WALLAGE ROBERTS Robert, Wallce ot (VDOT)
Last Updated On
+ Source - The Source field defaults to the journal’s sl (Eon [isseeen BN e

originating location. If entering a journal online, the field
defaults to ONL, indicating that this entry is for an online
journal entry.



y.

y Creating/Updating Journal Entries Page: Header Tab

(continued)

« The Transaction Code defaults to General and should
not be changed.

« SJE (Standard Journal Entry) Type - Leave this field
blank unless creating a model journal. Select Model if
this is a model journal used to create other standard
journals. There are several process restrictions on a
Model journal. It cannot be budget checked, posted, or
submitted to workflow approval. In addition, once
validated by the journal edit process, the Model journal
cannot be changed or deleted.

* Reversal: Do Not Generate Reversal - Cardinal can
create automatically reversing entries in a pre-defined
period.

« Save Journal Incomplete Status - Save incomplete
journals with the status of T- Journal Entry Incomplete
and the journal will be bypassed during batch processing
until the checkbox is cleared.

« CTA - This field should remain unchecked.

> General Ledger+ > Journals~ > Joumnal Entry = > CreatefUpdate Journal Entries

Lines Tofals Errors Approval

Unit 50100

Favorites ~ | Main Menu +

Journal ID NEXT Date 11/22/201%

Long Description rﬁ\

254 characters remaining

*Ledger Group ACTUALS a, Adjusting Entry|Non-Adjusting Entry v|
Ledger Q Fiscal Year 2020
*Source |CNL Q Period 5
Reference Number ADB Date |11/22/2019
Journal Class Q

I Transaction Code |GENERAL QI [ Auto Generate Lines

I Save Journal Incomplete Status I
L Autobalance on 0 Amount Line

Roberts, Wallace 'Rob' (WVDOT)

I SJE Type v] I

Currency Defaults: USD / CRRNT /1

Attachments (0) Commitment Contral

I Reversal: Do Not Generate Reversal I
Entered By WALLACE.ROBERTS
Entered On
Last Updated On

[E]save ||[=] Noti i Refres| EW %] Update/Display
5 [=] Motify % Refresh Add 27 Update/Displ

23



/p/ Journal Attachments

« Attachments: Allows the attachment of necessary or relevant documents associated with a journal entry.
The Attachments feature does not substitute for retention requirements of original documentation that may be required by
statute or policy. For security reasons, Cardinal allows only certain file types. For a detailed listing of the file extensions allowed
as attachments in Cardinal, see the appendix section of this course

Update the fields and add the attachments if desired by clicking the Attachments link.

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

Lines Totals Errors Approval

Unit 50100 Journal ID NEXT Date 11/22/2018

Long Description \El]

254 characters remaining

*Ledger Group ACTUALS Q Adjusting Entry | Mon-Adjusting Enfry v|
Ledger Q Fiscal Year 2020
*Source |ONL &} Period 5
Reference Number ADB Date 11/22/2019
Journal Class Q
Transaction Code |GENERAL Q [ Aute Generate Lines

Save Journal Incomplete Status
SJE Type| V| [J autobalance on 0 Amount Line

Currency Defaults: USD FCRRENT /1

| Atizchments (0) Commitment Contral | Lera

Reversal: Do Not Generate Reversal
Entered By WALLACE ROBERTS Roberts, Wallace 'Rob’ (WDOT)
Entered On
Last Updated On 24

[5]Save ||[]MNotify ||&* Refresh [Ek Add || 5 Update/Display




#/ Create/Update Journal Entries Page: Lines Tab
/

Journal entry lines record the monetary amounts, statistical amounts, and the ChartField values associated with each transaction.

Journal lines can use SpeedTypes to automatically populate some ChartFields in a predefined accounting string. SpeedTypes
can be defined for any number of valid ChartField combinations and help reduce data entry errors.

Select the SpeedType from the list, and click OK, the scroll bar moves to the right. Scroll left to view the populated ChartFields.

A single journal entry must contain at least two lines and total debits must equal total credits.

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

© DO NOT TOUCH THIS RADIO BUTTON.

If executed processing issues may occur.

Header Totals Errors Approval

Lines to add 1 =l

Totals

Unit Total Lines

50100 1

| save ||[=] Notify * Refresh

Header | Lines | Totals | Errors | Approval

Favorites - | Main Menu - > General Ledger+ > Journals~ > Joumnal Entry » > CreatefUpdate Journal Entries

MNEXT Date 11/22/2019

Change Values

Inter/intraUnit ® *Process [Edit Journal - | Process

Unit 50100 Journal ID
Template List
Lines
Select Line *Unit *Ledger
[} 1 50100 Q. ACTUALS
<

= e

SpeedType Account Fund Program Department Cost Center

Q Q Q Q Q Q
>

Personalize | Find | View All | B2 | = First ‘&' 10f1 &' Last

Total Debits Total Credits  Joumnal Status Budget Status
0.00 0.00 T M

=+ Add 2| Update/Display
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/,) Standard Journal Entries (SJEs)
/

The SJE Type field is available on the Create Standard Journals page. In General Ledger, standard journal entries (SJEs)
enable the ability to automate the entry of similar or identical journals.

There are three types of SJEs:

* Arecurring journal entry is any entry that is periodically generated according to a schedule, such as monthly rent, lease
payments, and depreciation expenses.

« Atemplate journal entry is a data-entry model for other journals that automatically reproduce on a fixed schedule - like
recurring SJEs - or use on request.

* A spread journal entry is an entry in which the entire journal's amount is spread proportionately across the different
periods.

26



f) Lesson 2: Creating a Manual Journal Entry 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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/,) Using a Journal Entry Template
7

Journal entry templates assist with creating a journal by limiting the fields displayed to only those used by the agency. A
journal entry template is used to define and maintain the fields that are displayed on the Journal Entry page grid.

The Journal Entry Template List page contains specific ChartField elements needed for the journal entry. Selecting the
appropriate checkbox on this page identifies which fields are displayed on the Journal Entry page.

28



7 Using a Journal Entry Template (continued)
/

To display the Journal Entry Template List page, navigate to the Create/Update Journal Entries page using the following path:
Main Menu > General Ledger > Journals > Journal Entry > Create/Update Journal Entries

The Journal Entry Template List page can be accessed from the journal Lines tab by clicking on the Template List link.
Although the journal entry template itself can not be changed, information can be copied from one journal line to another, which

speeds up journal entry. Copying a journal will be covered later in this course.

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

Header Lines Totals Errors Approval

Unit 50100 Journal ID NEXT Date 11/22/2019
Template List Change Values
Interfintralnit @ ' *Process | Edit Journal L | ' Process
Lines Personalize | Find | 2] E
Select Line *Unit *Ledger SpeedType Account Fund Program Department Cost Center
O 1 0100 % |C ACTUALS Q Q Q Q Q Q
< >

Lines to add 1 (=]

Totals Personalize | Find | View All | B | = First ‘4 10f1 ‘* Last
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
50100 1 0.000 0.000 M M
[]Save ||[Z]Notify ||&% Refresh 54 Add 7| Update/Display

29
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4/ Using a Journal Entry Template (continued)

Journal Entry Template List

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

Selected Template Type Template ID Default Unit Ledger

il Al STANDARD Wi M Wi
<
Journal Line Copy Down - Copy Journal Line Columns to New Lines
| Chartfield | Amount | Miscellaneous |

Selected Action Template Type Copy Down 1D Default

¥ | v| Al STANDARD ¥
{
OK || Cancel || Refresh |

x

Help
Personalize | Find |WEWHII|IE—|| @ First “ 10f1 " Last
Speed Type Event Account Fund Program Dej
¥ [] V] vl ]
>
Personalize | Find I‘ﬂewﬂlllﬁl @ First " 1of1 " Last
Unit Ledger Event Account Fund Progran
¥ ¥ ] ] [] ]

>
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#/ Create/Update Journal Entries Page: Other Tabs
/

The Totals tab allows verifying of amounts in a journal entry. In the Totals section, Cardinal displays a running total of the
actual debits, credits, and lines, as well as the net difference between the amounts entered and the control totals.

The Errors and Approval tabs are not used during the create a journal entry process. These tabs are used only when a
journal is ready for processing.

Favorites « | Main Menu - » General Ledger~ > Journals -~ » Joumnal Entry = > CreatefUpdate Journal Entries
' Header Lines I Totals Errors ﬁpprt}vall
Unit 50100 Journal ID 00012359150 Date 11/22/201%
Template List Search Criteria Change Values View Audit Logs
| Interfintralnit ()| *Process | Edit Journal v | Process = Line| 2
* Lines Personalize | Find | @| @
Select Line *Ledger SpeedType Account Fund Program Department Cost Center Task
O 1 i) Q ACTUALS 2 (5011230 Q01000 |3 724001 Q Q Q
[ 2 10 Q1 ACTUALS 2, (5011230 Q01000 |3 (724001 ') (o'} o)
{ >
Lines to add 1 (=]
w Totals Personalize | Find | View Al | (2| ] First ‘4’ 10f1 ‘b’ Last
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
50100 2 £, 000.00 5,000.00 M M
[[Tsave ||= Notify |72 Refresh 4 Add || 5] Update/Display
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y Uploading a Spreadsheet Journal
/

Another way to create a journal is by uploading a spreadsheet journal from an Excel spreadsheet.

The JRNL1.XLS workbook is the Cardinal Spreadsheet Journal Import user interface. Itis used to prepare and enter journals,
group and manage journals in journal sheets, and import them into the Cardinal database using various pages, dialog boxes,
and buttons. This interface helps create large journals more efficiently.

The Spreadsheet Journal Import document creates a flat file, in a Microsoft Excel format, which can then be imported into
Cardinal. After importing a journal from a spreadsheet, it must be edited before it can be viewed. When entering data offline
in the spreadsheet, there is no validation of the values that are entered. The Journal Edit process validates spreadsheet

journals after being imported. If there are any issues with the spreadsheet upload, contact the System Administrator for
assistance.

Create
ey
Jourmal
Shest |/

Define/Edit
Setup /
Reqguiremenis |

Enter
Header J
Irfarmation

v

Write File

Upbzad —
R:E?.lﬁgd : File intee [/,
) J ; i
Cardinal GL [ Cardinal |

GL
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y Prerequisites
/

Before a spreadsheet journal can be uploaded, set up Microsoft Excel to accept macros in security settings.

There are two files used to import spreadsheet journals into General Ledger. These files must be copied into the same
directory anywhere on the user’s workstation:

 JRNL1.XLS - This is the journal workbook that is used to create and import journals. If desired, the file can be renamed.

« JRNLMCRO.XLS - This is the Visual Basic code library and dialog control. It must be copied and pasted. Note that the
user will need to change the extension from .XLS to .XLA.

Additional workbooks can be created by using the save as function and assigning a new file name to the new workbook.
However, the macro sheet file, JRNLMCRO.xla, must not be changed or renamed.

For more detailed information about uploading spreadsheet journals, see the job aid entitled SW GL332: Uploading
Spreadsheet Journals located on the Cardinal website in Job Aids under Learning.
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/,) Define/Edit Setup Requirements
/

To begin creating the journal spreadsheet, access the
Spreadsheet Journal Import control page by opening ORACLE' Spreadsheet Journal Import

JRNL1.XLS.
r General ——————— 1 Journal Sheets — Import Journals

* Upon opening this folder, a security banner will display O +6

within the file. Setup Dew, Tmport Now
+ Click on the options box on the line that says, “Security i e

Warning — Some active content has been disabled” at the Notes Edit WriteFile

top of the screen.
« Select Enable this content; click OK. Click on Enable Dﬁe

Macros in the second box displayed. -

By
Copy

Use the Setup button to access the Define Options and
Defaults dialog box where the user sets the journal header
defaults, message logging options, document sequencing
options, and online import controls. Options set here will
default to journal sheets and journals created within this
workbook.
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y Creating a New Journal Sheet and Journal Header
/

Pl Spreadsheet Journal Impart

Create a new Journal Sheet to begln enterlng data il Journal Header Bl uNN T QR ) Date Description

4B N0 S000 " HERT: 1 202011
_ s+ [0 g |m - [&]
* Insert as many journal sheets as needed. 3 Journal Lines
. . . 7 |SysD Joumsl D Line# Unit Leoer Account Ayl 2 H

« Each journal sheet can contain only one journal. 5] B i L1t Journal Heade |
g+t l x l +| —l l Select fields to copy from g System ID; 0 Description:
0]

Lnit: 50100

Use the spreadsheet Edit Journal Header to populate journal
header fields.

007 NEXT 1 S0100 ACTUALE S012120

Journal 10 WEXT

Journal Date: 42011 I” Autoaen Lines oK

Reference Munber:

. - I™ adiusting Entry:
* The values from the Setup page (Business Unit, Journal O v —

Date, Ledger Group, and Source) default to the journal Lo e
header. Source: 2l Adjustment Type: l_
Vser ID; Carmitrent Cantral Amaunt Twpe:

* The Journal ID defaults to Next.
« Select the Commitment Control Amount Type of

fictuals, Recognize and Colhd
Journal Class:

AT

1 Transaction Code: AQE“FV Locatiorn
Actuals, Recognize and Collect from the drop-down s
Currency Information Reversal
m e n u ' Foreign Eurrency: & None

Effective Date: 12}4j2011 (" Begrring o e Fariod

{ End of Next Pevind
RazType: I  Next Day

Exchange Rate: ID {" Specied Date

co oo ool oo ool w |t fralea | rolba bl oo = = = = == ==
o] =l vl o) sl P ] = e ] ) EE ) B ) e R ) ) ol ) e ) ) e Py e
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7 Creating Journal Lines
/

Use the Journal Lines section to enter the debit and credit lines. Enter in Unit (Business Unit, e.g., 50100) and Ledger (e.qg.,
ACTUALS in capital letters). Next, enter all the applicable ChartField values.

Data from another Excel spreadsheet can be copied and pasted into this Excel file. For more detailed information about copy
requirements, such as formatting, see the job aid entitled Uploading Spreadsheet ACTUAL and Budget Journals located
on the Cardinal website in Job Aids under Learning.

Use the + or — button to add or remove a journal line. Be sure to conduct a manual balance check to verify the totals equal
zero. To do so, simply manually calculate the total for the amount column and make sure the amounts net to zero.

Note: If entering a project, entering the GLJ in the ANALYSIS_TYPE field (scroll right to column AT) on the relevant line is

required.
Spreadsheet Journal Import
ALITGETNGEEGETM Sy=s 1D Unit Journal ID Date Description
1001 50100  NEXT 182020
+ | [y | & | = |5
Journal Lines
Sys D Journal ID Line # Unit Ledger Account SpeedType Fund Program Department Cost Center Task FIFS Asset Agy Use 1 Agy UseZ PC Bus Unit Project Activity AnType  Source Type Category  Subcategory Affiiate Fund Affiliate
i r r r r r r r r r r r r r r r r r r r r r
+ | = | +.. | —l ] Select fields to copy from a previous line by marking the checkboxes under each field.
1001 NEXT 1 50100 ACCTUALS 5011230 01000 724001 93300
1001 NEXT 2 50100 ACCTUALS 5011230 01000 724001 53400
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y Writing File and Uploading File into Cardinal GL
J/

ORACLE' Spreadsheet Journal Import \

Once all required information is entered on the Excel
spreadsheet, select File-Save from the Excel Menu to save
the workbook.

Then click the Home icon to return to the Spreadsheet
Journal Import page and click the Write File button to create
the file to be uploaded into Cardinal General Ledger.

— General

— Journal Sheets

0

New

g

Edit

b

Delete

E)

Copy

— Import Journals

+)

Import Now

+2

WriteFile
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y Uploading File into Cardinal GL
/

Upload the spreadsheet journal into Cardinal by using
the batch Spreadsheet Journal Import process.

Once the Excel SpreadSheet flle IS ready for Upload, Favorites = | Main Menu = > General Ledger= > Journals~ > ImportJournals~ > Spreadsheet Journals
close the Excel application and log into Cardinal.
Spreadsheet Journal Import Request

Navigate to the Spreadsheet Journal Import Request

page USing the fOIIOW|ng path Run Control ID 123456789 Report Manager  Process Monitor Run

Report Request Parameters
Main Menu > General Ledger > Journals > Import *Number of Data Files| Single data file v Journal Processing Options
Journals > Spreadsheet Journals “Character Set[150_8858-1 _|Q it Journal(s)

“If Journal Already Exists[Skip /] Recalc Exchange Rates

Enter the Run Control ID to run the Spreadsheet “if Journal is Invalid[Skip______ /] H Approval Option
Journal Import process. The Spreadsheet Journal [Ada T Detete Attached File
Import RequeSt page IS dlsplayed’ WhICh aIIOWS [§]save ||[EF Return to Search | Previous in List 45| Nextin List [=] Motify [Ey Add ¥ Update/Display

specifying of the parameters for the batch import of the

journal worksheet. Click the Add button and select the
file created earlier in Excel in order to upload it into
Cardinal.

Edit Journal(s): This field should remain unchecked.
Approval Option: This field should remain unchecked.



/,) Reviewing and Correcting Errors
/

Spreadsheet journal validation is limited and is not as broad as the validation provided with journal entry using the Journal
Entry page.

For batch import, error messages are provided in a separate log file and are not part of the message log. However, the
message log provides reference to the log file and incorporates the Reference ID field value in all the messages logged.

After importing a journal from a spreadsheet, the Journal Edit process must be run on the journal before making corrections
using the Create Journal Entries page.

Spreadsheet journals imported into Cardinal must be edited. This is important because imported journals do not yet have all
journal lines and values populated by the various automatic features. If journals are opened immediately after importing them,
a warning message displayed telling the user to edit the entry first. It is only after the edit process that imported journals
display final entries for such things as balancing by fund.
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/,) Reviewing and Correcting Errors (continued)
/

The most common errors are listed below.
* Journal header validation errors. Example - the header does not contain a valid Business Unit.
« Journal line validation errors. Example - a journal line contains an invalid ChartField value.

« Skipped journal headers. Example - the Journal ID and date already exist (Skip would need to be selected on the
Spreadsheet Journal Import Request page from the If Journal Already Exists field drop-down menu).

» Skipped invalid journals.
» Specified SpeedType value does not exist.

After errors are corrected, the previous file can be deleted and the corrected file can be uploaded into Cardinal General
Ledger.
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f) Lesson 2: Uploading a Spreadsheet Journal 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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/,) Agency to Agency (ATA) Transactions
/

Agency to Agency (ATA) transactions involve:

« Payments for goods/services received from another Commonwealth of Virginia (COVA) agency
* Funds transfer between COVA agencies

Online ATA journals are entered in General Ledger when the transaction does not involve goods/services, or federal pass-
throughs.

For transactions involving goods/services, or federal pass-throughs:

» If disbursing funds, a voucher is entered in Accounts Payable
» If receiving funds, a deposit is entered in Accounts Receivable

For transactions not involving goods/services, or federal pass-throughs:
» If security access has been granted to other agencies, enter a journal to record the funds transfer.

» If security access has not been granted to other agencies, the originating agency creates a spreadsheet journal to record
the transfer and sends the file to DOA for uploading and processing.

42



g/ Processing ATA Journals

START

N

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

Yy

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

v

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

Yes Is Yes
g agency paying for goods/
L

to transfer federal cash

services or disbursing =
federal funds?

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

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

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

DOA-General Accounting

P uploads, approves, and posts
ATA journal

END

AP

AR

GL

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

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

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

” Creating Journal Entries

In this lesson, you learned:

A single journal entry must contain at least two lines, and total debits must equal total credits.

The attachment link allows you to attach copies of documents associated with a journal entry. For a detailed listing of the
file extensions that are allowed as attachments in Cardinal, see the appendix section of this course.

Journals can be marked and saved as incomplete.
A journal entry template identifies which fields are displayed on the journal entry page.

Spreadsheet journal import streamlines the journal import process and simplifies journal data entry by using Microsoft
Excel.

Agency to Agency (ATA) transaction journals are entered in General Ledger for funds transfers when the transfer does not
involve goods or services received or rendered between agencies, or federal pass-through.
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}j Lesson 3: Introduction
V4

‘ Processing Journal Entries

This lesson covers the following topics:

Review and correct edit check errors

Review and correct budget check errors

Submit journal entries for approval and monitoring

Review online inquiries for ledger information and journal status
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/,) Reviewing and Correcting Edit Check Errors
/

Automatic batch processes run each night to edit and budget check journal entries. Edit and budget checking can also be
performed manually online.

A journal must pass the Edit Journal process before it can be posted. The Edit Journal process ensures that the ChartField
values and combinations are valid, that the journal balances by Business Unit, Fund, that debits equal credits, and that cash
accounts and certain transfer accounts net to zero within the journal.

Budget checking also occurs, after a journal has a valid edit status, for journals not already budget checked in their own
modules.

If errors are identified during the edit/budget checking processes, they must be corrected before the journal can be posted.
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y Three Edit Check Processes
/

On the Lines tab of the Create/Update Journal Entries page select from several journal processes using the Process drop-down
menu.

There are three edit check processes available:
» Edit/Pre-Check: Checks the availability of funds but does not reserve them.
« Edit ChartField: Initiates the journal ChartField Edit process to identify any ChartField and combination edit errors.

« Edit Journal: Initiates the Edit Journal process and then the Budget Check Journal process as long as there are no edit errors.

Favorites | Main Menu « » General Ledger~ > Journals~ > Joumal Enitry + > Create/Update Journal Entries
ﬁeade Totals Errors Approval
Unit 50100 Journal ID 0001289128 Date 10/24/2019 Errors Only
Template List Search Criteria View Audit Logs
| Inter/IntraUnit Q| *Process | Edit Journal v | Process | = Line| 10 =
Budget Check Journal
Lines Copy Journal Personalize | Find | (2] | E
Delete Journal
Select Line *Unit *Ledger Celis i I mnl Fund Program Department Cost Center
Edit Chartfield
(] 1 50100 Q. ACTUALS| IET@LIED Q02010 |G [101060 Q10012 aQ, aQ
Post Journal
O 15 50100 G ACTUALS [ Print Journal QL 02010 |G [101060 G (10012 QL QL
q Refresh Journal D
Submit Journal
Lines to add 1 =
Totals Personalize | Find | View All | (2] | E First (4 10f1 (+ Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
50100 2 5,000.00 5,000.00 M M
[§lsave ||[Gh Returnto Search ||[] Motify | &% Refresh Es Add Update/Display 47




y Run Edit Journal Process
V4

The Edit Journal process initiates both edit check and budget check. To run the Edit Journal process:

 Select Edit Journal in the Process field.

» Click the Process button. The Edit Journal process runs both an edit and budget check on the entry. The Journal Status
and Budget Status then update. If the Journal Status or Budget Status is anything but Valid (V), check the Errors tab
and return to the Lines tab to correct the errors. Each time a change is made, save and re-run the Edit Journal process.

« If the journal has a Journal Status of V, but fails the Budget Check Journal process, correct the budget check error and
rerun Budget Check Journal process.

* When the Journal Status and Budget Status are both Valid, i.e. V, click the Save button. The edited journal is saved
with its new status.

Favorites + | Main Menu > General Ledger~ > Journals~ > Joumal Entry ~ > CreatefUpdate Journal Entries
Header Lines Totals Errors Approval
Unit 50100 Journal ID 0001289151 Date 11/25/2019 Errors Only
Template List Search Criteria Change Values View Audit Logs
Inter/intralnit Q "Process|Ed\tJuuma| ~|l I Process I = = Line| 10| [F] [=]
Lines Personalize | Find | 2]
Select Line *Unit *Ledger SpeedType Account Fund Program Department Cost Center
O 1 E0100 % |Gy ACTUALS Q, 5013550 Q_ [04100 |Q (604003 Q [16016 Q, [11160000 |Gy
O 2 50100 Q, ACTUALS Q [5013550 @ [p4100 @ (604003 Q, [15008 o, [11160000 |y
< >
Lines to add 1 =
Totals Personalize | Find | View All | (2 | First 4/ 10of1 B/ Last
Unit Total Lines Total Debits Total Credits J§ Joumnal Status Budget Status
50100 2 500.00 500.00 v v
I 5] save l\il Notify ||&¥ Refresh [EL Add || Z] Update/Display 4 8
Header | Lines | Totals | Errors | Approval




’j Run Edit Journal Process (continued)
/

Favorites - | Main Menu - > General Ledger- > Journals - > Joumnal Entry » > Create/Update Journal Entries
Header || Lines || Totals || Errors || Approval
Unit 50100 Journal ID 00012359151 Date 11/25/2019 [ Errors Only
Template List Search Criteria Change Values Wiew Audit Logs
| Interfintranit Q)| *Process | Edit Journal v Process =] Line| 10| =]
W Lines Personalize | Find | (Ed | @
Select Line *Unit *Ledger SpeedType Account Fund Program Department Cost Center
] 1 FD100 x| ACTUALS 2, 5013850 (04100 |y |(GD4003 1 [16016 2 (11160000 ')
0o =2 50100 |Q, ACTUALS | Q (5013550  |Q [D4100 |Q 604003 @, [15006 |Q (11160000 |Q
L4 >
Lines to add [=]
w Totals Personalize | Find | View All | 2] | B First “4/ 10f1 ‘b’ Last
Unit Total Lines Total Debits Total Credits | Journal Status Budget Status
50100 2 £00.00 500.00 A W
[{lsave ||[=]Notify || Refresh | \E¥ Add || 5] Update/Display
Header | Lines | Totals | Errors | Approval
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s

7/ Run Edit Journal Process (continued)
/

From the journal lines tab click on Process for Edit Journal. After a brief pause, the following message appears:

Favorites - | Main Menu - = General Ledger -~ > Journals - > Journal Entry -~ = CreatefUpdate Journal Entries
| Header l Lines I Totals Errors Approval |
Unit 50100 Journal ID 0001229151 Date 11/25/201% Errors Only
Template List Search Criteria Change Values Wiew Audit Logs
interfintraunit )| I'Process Edit Journal v|| | Process | Line 10
- Lines = PP - I == |
Select Line *Unit *Ledger rﬂessage
[ 1 50100 x |G ACTUALS
[ 2 50100 G, ACTUALS Would you like to wait for confirmation that the Edit process has completed? (5010,465)
<
Lines to add 1 =1 Your request is currently in process. If you choose to wait, once the process has completad, you will be returned to the
updated Journal. If you choose not to wait, please check the Process Monitor to verify that the scheduled process has
- Total .
oS completed before accessing the Joumnal,
Wit Total Lines
50100 2 Mo |
[1save ||=1mMotity |[£* Refresh | L Add || =] UpdateiDisplay
Header | Lines | Totals | Errors | Approval

There are three possible actions the user can take to complete the action:

 Click Yes
* Click No
* Do Nothing



,} Run Edit Journal Process (continued)
/

If the user clicks Yes the Journal Entry action is completed and the page will display as shown below.

Edit page will be display as:

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

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

Unit 50100 Joumnal ID 0001239151 Date 11/25/201% Errors Only
Template List Search Criteria Change alues Wiew Audit Logs

| InterfintraUnit Q| *Process | Edit Journal ~ Process Line| 10

w Lines Personalize | Find | IE—'I @
Zelect Line *Unit *Ledger SpeedType Account Fund Program Department Cost Center
[l 1 50100 0 ACTUALS 4, [5013850 i |D4100 |Gy 604003 1 |16016 Q. (11160000 1
[l 2 50100 0 ACTUALS 4, (5013850 i |04100 |Cy 604003 1 |15006 Q. (11160000 L
< >

Lines to add 1 =]

w Totals Personalize | Find | View Al | B | B First ‘4’ 1o0f1 ‘B Last
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
50100 2 500.00 500.00 A A
|[f]save ||[at Returnto Search | |[=] Notify ||£4 Refresh E: Add || F Update/Display

Header | Lines | Totals | Errors | Approval




;j Run Edit Journal Process (continued)
/

If the user clicks No when completing the EDIT process the Journal Entry action will create a message. Make a note of the

process instance number.

Firvtid = MM 5 GAtaeNiLBOgM = 5 Rumlie 5 CuMMERYy~ > CreswLoaus Joomsl EnTws
Heacer | Lines | Iotals | Enom | appeova
Umt 52100 Seurnal IR 000121126 Date 081122013 Eroes Oty
Tasmpiate L SiER Cribaria Ik Vit W AL LA
Interniraling =Process| Eo Jou = Process T & Line| 1% E &
+ Lings Personaize | Fna | 0] R
Solecie  bia “urat *Lagar
m] 7 Gl O ACTUALS
| 8 50100 0 ACTLALS
- 103
m] o] 0w
O ] o 0, ACTUALS
o] 2 i O, ACTUALE 7 =
=] 3 50100 0 ACTUALS O, =120 Lo 01 h - L e ] 0, (00 2, L=}
m] 0100 G lmnzn e, T o see Q, [£2000 Q =
- 553 0 dorzasn (O mara 0 ogoz Q mea a =1
| 4 ER 0 &0 L T e B QL0 a o
< >
umsmasa] 7] [ = B
w Totals Poessnnizs | Fina v A1 | DI B Femt 0 vatt 2 L
et Totl Lines Total Dctits Tolsl Croita  Monirral Siakus Bdget Stabus

Click ok and navigate to the Process Monitor to
referenced process instance 10648794.

Faveries = ManMecuw  » Genprallodgers ¢ loumae o JownalEniyw : CrealrUpdate Joumal Eniries
Create/Update Journal Entries
Enter any information you have and chck Saarch Laave Seics blank for 3 st of all values

Finid & Existieg Valus | A0 5 M VLS

¥ Search Criteria

Ui Gegvedd Search. | > %

et for et The process isstance number is 10025871 (5010,486)

Aorrior I werfy Tl the schedules process has compieied Belore acorssing T Joumal

o
= wih | WALLACE ROBERTS |0,
Atacrmant Exist[s ~] ~|
LCase sensmve
Lismat e romitser o retusts 1o (g e 3003 D00
Seanh Cloar  Biasic Search 5F Savs Search Criena Delein Saved Saarch

Find an Existng Value | Add a New Value
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#/ Run Edit Journal Process (continued)
/

Main Menu > General Ledger > People Tools > Process Scheduler>Process Monitor

In the Instance From field enter the Instance number referenced in the prior message.

Click Refresh. The Run Status should display if the transaction is successful.

Process List

View Process Request For

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

User IDPPS1_KAREN.(Q.  Type |

v || Last v 100 | Days v . Refresh

sever.  v]  MName

Process List

Select Instance  Seq. Process Type

106458794 Application Engine

Runstatus]  ¥| Distribution Status |

Process

21| Instance From 106487094 Inslan{:e To Report Manager

v | ¥ save On Refresh

s

Personalize | Find | View All | (2] | @ First (4) 10f1 () Last
Distribution

Name Uszer Run Date/Time Run Status Sfatus Details
GL_JEDIT_0 PPS1_KAREN.GHOLSON 1E[g$1;2019 124Z48PM 1 occess  Posted Details

Click on Details link
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#/ Run Edit Journal Process (continued)
/

Click on View Log link. The LOG will display under the name field. Click on the LOG and validate the process is completed
successfully.

Process Detail

Process
Instance 10645794 Type Application Engine
Name GL_JEDIT_O Description PS/GL Online Journal Edit
Run Status Success Distribution Status Posted
Run

Run Control ID ONLJEPPS1_KAREN GHOL0OD0000D004
Location Server
Server PSUNX2

Recurrence

Date/Time

Request Created On 10/31/2019 12:42:48PM EDT
Run Anytime After 10/31/2019 12:42:48PM EOT
Began Process At 10/31/2019 12:43:00PM EDT
Ended Process At 10/31/2019 12:43:25PM EDT

oK || cancel |

Update Process

Hold Request
Queue Request
Cancel Request
' Delete Request
Re-send Content

Actions

Paramsters
Message Log

Batch Timings

View Log/Trace

Transfer

View Locks

Restart Request

View Log/Trace
Report
Report ID 47310734
Mame GL_JEDIT_O

Run Status Success

P5/GL Online Journal Edit
Distribution Details

Distribution Node fintrn

File List
MName

AE_GL_JEDIT_0_10642704. log

Distribute To
Distribution ID Type

ser

Feturn

Process Instance 105845794 Message Log

Process Type Application Engine

Expiration Date 11/30/201%9

File Size {bytes) Datetime Created
G643 0312019 12:43:29.723635PM EDT

*Distribution ID
PP31_KAREMN.GHOLSON
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%/ Run Edit Journal Process (continued)
/

The following is displayed on the LOG

PeopleTools 8.57.84 - Application Engine

Copyright {c) 1988-201% Oracle and/or its affiliates.

All Rights Reserved

Begin reguest number 1 for User ID "PPS1 KAREM.GHOLSON™ and t?n Control ID “OMLIEPPS1 KAREM.GHOLBOGE2EEG04". (5368,5)
& Row(s) Processed (1312@,8)

Commitment Control Budget Processing has begun. (18821,58)

Request  Statistics. Documents Processed: 1, Errors: 8, Warnings: @ (18821,59)

Commitment Control Budget Processing Complete. (13821,52)

End request 1 for "PPS1_KAREM.GHOLSON" / "OWLIEPPS1_KAREM.GHOLO@GE228004". Header errors: @3 Line errors: 8. (5860,7)
Application Engine program GL_JEDIT_8 ended normally

NOTE: When the user initiates the Edit or Post process and receives the warning message but does not respond to the
message and instead closes the browser tab and returns to the journal in Cardinal, the journal entry WILL NOT PROCESS
AN EDIT OR POST.



/,) Run Edit Journal Process (continued)
/

During the online Journal Edit process, Cardinal verifies that:

« ChartField values are valid

» ChartField combinations are valid

* Journals balance by Business Unit and Fund

« Debits equal credits

« Cash accounts and certain transfer accounts net to zero within the journal
* The accounting period is open

* The entry does not exceed budget



/,) Journal Status
/

Following the Edit Check process, the Journal Status field is updated. Journal statuses include the following:

Status Description Functional Description

T Journal Entry Incomplete Journal is incomplete, or the journal failed the cash account or transfer account net to zero
edit.

N No Status - Needs to be Edited Journal needs to be edited.

E Errors Journal has errors from edit check.

\% Valid Journal Journal has successfully completed edit check.

D Deleted Journal was deleted.

P Posted to Ledger(s) Journal has posted to the ledger.

U Unposted Journal was unposted from the ledger.

I Posting Incomplete Journal posting is incomplete. A problem occurred and the journal needs to be
resubmitted for posting as soon as possible.

M Valid SJE Model - Do not Post As mentioned earlier, a SJE Type field (Standard Journal Entry Type field) indicates
the standard journal entry type. A Model journal is a journal that was used to create
other standard journals. There are several process restrictions on a model SJE
journal. It cannot be budget checked, posted, or submitted to workflow approval.

In addition, once validated by the journal edit process, the model journal cannot be
changed or deleted.
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&) Reviewing Edit Check Errors
/

There are two different functional descriptions for Journal Status value of T (Journal Entry Incomplete):

The journal is incomplete - In this situation, a journal is partially entered but cannot be completed. In this case the journal

processor will save the journal using a T status, and when the journal is reopened to be finished the processor will remove the
T status.

The journal failed the cash account or transfer account net to zero edit - In this situation, the journal failed the edit check

and was assigned a T status. In this case the journal processor will correct the journal, then the processor will remove the T
status.
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» Reviewing Edit Check Errors (continued)
/

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

The Errors tab on the Create/Update Journal Entries page allows viewing of edit check errors by journal header and journal
line.

Correcting all errors is required before the journal is budget checked. Once the journal is corrected, it will be edit checked

again.
Favorites = ‘ IMain Menu « » General Ledger~ > Joumals~ > Joumal Entry » > Create/Update Journal Entries
| New Window
Header Lines Totals Approval
Unit 50100 Journal ID 0001239155 Date 11/27/2019
Header Errors Personalize | Find | £ [ First ‘4" 10f1 '} Last
Unit Field Name Field Long Name Set Msg Message Text
JRNL_HDR_STATUS Journal Header Status 5860 53 Journal line errors exist for this header.
Line Errors Personalize | Find | L?'| E First ‘4 1-20f2 'P' Last
Ling #a Field Name Field Long Name Set Msg Message Texta
1 ACCOUNT Account 9600 31 Combo error for fields Account/Project/Cost Center in group PRJ_OR_CSC.
2 ACCOUNT Account 9600 31 Combo error for fields Account/Project’Cost Center in group PRJ_OR_CSC.
[GlSave |/ MNotify | &% Refresh 4 Add || 7] Update/Display
Header | Lines | Totals | Errors | Approval




/,) Reviewing Edit Check Errors (continued)
/

A journal will not proceed to budget check if:

The accounting period is not currently open

It does not balance by Business Unit or Fund

Total debits do not equal total credits (for a ledger defined as a balanced ledger)

Control totals entered on the Totals tab do not match the actual totals for the journal (debits, credits, number of lines)
Cash accounts do not net to zero

Certain transfer accounts do not net to zero

A journal line contains an inactive or invalid ChartField

A journal line contains an invalid ChartField combination
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fj Lesson 3: Viewing and Correcting Edit Errors Hands-On
7~ 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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/,) Reviewing and Correcting Budget Check Errors (Journal
7" Budget Check)

Online Journals

All journal lines must pass a check against the established commitment control budgets. Some journals are budget checked
in their own modules, and do not need to pass budget check again in the General Ledger module. Others need to pass
budget check in the General Ledger module.

Because the Budget Check process is also run as part of the Edit Journal process, there is no need to run the Budget Check
process separately. Only run the Budget Check process if the Journal Status field displays Valid (V) and the Budget Check
Status field displays Not Checked (N) or Error (E).

Transactions that exceed controlling budgets, such as the Appropriation or Allotment budget, or do not have a budget
combination previously established, cannot pass Budget Check until the errors are corrected, or an authorized user overrides
them.
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/,) Journal Budget Check
/

From the Lines tab on the Create/Update Journal Entries page check the budget journal entry. Only run the Budget Check
Journal process when the entry passes Edit Journal process, but fails budget check.

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

Main Menu > General Ledger > Journals > Journal Entry > Create/Update Journal Entries > Find an Existing Value

To run the Journal Budget Check process:

Click the Lines tab.

Select Budget Check Journal in the Process field.

Click the Process button. The Budget Check Journal process runs and the Budget Status changes.

If the Budget Status on the Lines page is E, click the E link to view the error. Correct the error and save the journal. The
Journal Status and Budget Status will then be updated to N.

Re-run the Edit Journal process, which will perform an edit and budget check again.

When the Journal Status and Budget Status are V, click the Save button. The budget checked journal is saved with its
new status.
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’j Journal Budget Check (continued)
/

Favorites - | Main Menu ~ 5

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

Unit 50100 Journal ID

Template List

| Inter/intraUnit @ “Process
¥ Lines
Select Line *Unit *Ledger
] 1 50100 QL ACTUALS
] 2 (50100 (G ACTUALS
<

Linestoadd| 1| [=]

- Totals
Unit Total Lines
50100 2

General Ledger- >

Journals = > Journal Entry - >

Budget Check Journal

Create/Update Journal Entries

Copy Journal Date 11/25/2019 (| Errors Only
Delete Journal
Edit f Pre-Check Change Values Wiew Audit Logs
Edit Chartfield
Edit Joumal Process = & Line[ 10| [F] &
Post Joornat .
Print Journal i ]
Refresh Journal Personalize | Find | (Ed] | @
S UDmlt.,JEH.Tﬂ! T oo Fund Program Department Cost Center
| | Q [5013550  |Q (04100 |Q (604003 \Q@, [15006 @ [11160000 Q@ |
| | Q [5013550 |Q [04100 |@, |G04003 |@, [18016 | [11160000 |Q
>
Personalize | Find | View All | B | B First ‘4 10f1 '} Last
Total Debits Total Credits | Journal Status Budget Status
500.00 50000 M M

|[{flsave ||[@h Return to Search

||[=] Notify || &4 Refresh

Header | Lines | Totals | Errors | Approval

EL Add || .F Update/Display
|
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y Journal Budget Check: Interfaced Journals
/

To review interfaced journals in Cardinal, navigate
to the Create/Update Journal Entries page using
the following path:

Main Menu > General Ledger > Journals >
Journal Entry > Create/Update Journal Entries
> Find an Existing Value

« Select the Clear button

* Enter Business Unit

+ Select Journal Header Status:
- Select Not =
- Select Posted to Ledger(s)
- Select Search

Review the search results for transactions with a
Journal header Status of Posted to Ledger (s) and
a Source of ONL.

Favontzs = Main Menu = » Genersl Ledpers

Create/Update Journal Enfries

3 Journzle » > JoumalEntry w2

Enter any information you have and click Search. Leave fizlds blank for = list of a1l valees.

e E:isu:ng“\u'al ey ﬁdd = NewWalvs |

Search Criteria

Business Unit[= ~] [o100
Joumal ID
Joumnal Datz
Document Sequence Nurr.ba.r

Licy sioges Uil

I Joumsl Header Status [=

| [Fested to Ledgeris)

~]

|

Budget Checking Hazdar Statie = sl |
Sourcs (= W ToNL

—
\Uzer 10 [begins with v][

Attachment Exist = ]

]

[case Sensitive
Limit the nember of results to {up to 300): (300

'_Seqcl:l_f ;___.-Cla?__' Basic Szarch [ Save Search Criteria

Search Resuliz
300 of 44354 resulis are displayed.

View All

Buzinese Unit Journal ID  Jowmnal Date UnPost $aquenca Document Sequence Humber Line Buelneee Unlt Joumal Header §fatus Budget Checking Header Stafus Lecger Group Scurcs Currency Code Jowrnal Total Lines Joumal Total Debdts)

50100 2
50100
50100

50100 0000000031 1208:2011 0
0100 0000000071
0000000074
50100
Enen i

50100
EETal)

CraatafUpdats Joumal Entriss




/,) Budget Check Status
/

The budget checking line status values include:
* E (Error) - The entry failed to pass budget check.

* N (Not Checked) - The budget check process has not processed the entry or the entry has changed and has not been
budget checked again.

« V (Valid) - The entry passed budget check and the process updated the control budget ledger.

« P (Provisionally Valid) - The budget check is valid but the funds are not reserved.
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/;j Reviewing Budget Check Errors
/

One of two methods can be used to review budget check errors. Either click the E in the Budget Status box, or use the

Review Budget Check Exceptions page.
Navigate to the Review Budget Check Exceptions page using the following path:

Main Menu > Commitment Control > Review Budget Check Exceptions > General Ledger > Journal

_lem L [ Main Mafd = - Corwmlifreant Coakial - - Fliwwbind® Eiiicigat O hack EXCcafloni = > Chimibd fl L gar = > vl
[ GL Jowrnal Dacoptions || Lne Exceptions |
Businoss Undi 50100 Jowmnal 1D $00004702 5] doumal Date G4EL02
*Excaption Typa [Emor ] [ owerrice Transaction =
Maximum Roves [ 100] ] more Budgets Exist
| Saareh | Acvanced Budgat Cntaria
| Budgets with Exceptions Porsonalize | Find | view A | 0J | D Firsl % 1-50f5 “* Last
Budget Ovarride || Budget Chartfields | [F8
Catnile Daisiness Unli  Ledger Group Encapticn Miors Darinil Dunpal  Trenwter
1 & SO 100 Co_PROJFEE Furd Crodit Cvar Crvarall Asmit bdorer Chatail | 0 Go Ta ... 5
zx & psh Li] CC_PROJUFEE Furd Croedit Cwvar Owvarall amt Mg ot (| Go To ... 2
3 = E-Tul L] CC_PROJFSE Furd Cireedit CGar Oavarall Sumt A cirie Ol B | [ Go Ta ..._ﬂ
4 {7 Tl 1] S _PROIFSE Furnd Creal Cear Oarail sumit h el Dbt | o Ta ...
4 L S0 G PRI ST P rudl Criel Orvirt Orearall Aumit PAcw Datal | O e To .. 0
[[Eigsve ||k Reum o Seach | |52 e |
AL Joumal Excaption | Lins Excaplions
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/) Common Budget Check Errors

Common budget check error messages are No Budget Exists and Exceeds Budget Tolerance. Security permissions
determine who has the ability to override budget errors.

Overridable? Error Description Notes
Y Exceeds budget tolerance. N/A
N No budget exists. N/A
N Budget is closed. N/A
Y Budget is on hold. N/A
Warning Code Warning Description Notes

Exceeds budget but is within

Transaction exceeds available budget balance, but is within the

Wi tolerance. tolerance allowed. (This is not currently used in Cardinal.)
Transaction exceeds budget, but the control option for the control
budget definition is Tracking with Budget or Tracking without Budget.

W2 Exceeds budget, but is a track or |For tracking without budget, no warning is issued for detail tracking

non-initial transaction.

ledger groups. Ifitis not a detail tracking ledger group and a
budget row exists, even if it is for a zero amount, a W2 warning is
issued if the transaction exceeds the available spending. If no
budget row exists, no warning is issued.
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g/ Correcting Budget Check Errors
y 4

Correct the journal lines that create a budget error, or if the COA distribution is correct, have the budget modified.
Example of corrections that can be made to a journal are:

« Correct a transaction amount

* Modify ChartField values

* Request an override

* Request additional budget (Appropriation or Allotment)

Once corrected, the journal needs to complete edit check and budget check processes again.
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}) Lesson 3: Reviewing and Correcting Budget Check Errors
-~ 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.

[ SRS
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/,) Submitting Journals for Approval
/

Journals from Accounts Payable, Expenses, Purchasing, Payroll, Accounts Receivable, Billing, Contracts, and Project
Costing (journals from split transactions and revenue and billing) are pre-approved, since the originating transactions are
approved in their modules. As a result, they do not need to be approved again in General Ledger.

Allocation journals, journals from external sources, spreadsheet journals, and online journals will need to be approved in
General Ledger via Workflow.

Journals successfully created have a status of Valid until the journal is posted in General Ledger. Once posted, the Journal
Status changes to Posted.

Some journals require multiple approvals. Examples include:

» Approval from DOA is required on capital outlay projects with a Program Code of 998000 that have not received their
environmental impact study.

» DOA approval is required for journals with an Account value of 5012430 (Legal Services).
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%/ Submitting Journals for Approval (continued)
/

After a journal successfully completes the edit check and budget check processes, it must be submitted for approval and
posting. The Journal Status and Budget Status must be V (valid) before submitting the journal for approval.

Journals are submitted for approval from the Lines tab on the Create/Update Journal Entries page using the following path:

Main Menu > General Ledger > Journals > Journal Entry > Create/Update Journal Entries > Find an Existing Value

Favorites v ‘ Main Menu - > General Ledger~ > Journals+ > Joumal Entry + > CreatefUpdate Journal Entries
Header Totals Errors Approval
Unit 50100 Journal ID 00012358151 Date 1172572012 Errors Only
Template List Search Criteria Change Values “iew Audit Logs
[ InterfintraUnit ) | *Process [Edit Journal V] | Process | = & Line| 10| F] [=
Lines Personalize | Find | @I @
Select Line *Unit *Ledger SpeedType Account Fund Program Department Cost Center
O 1 Fo100 » |3, ACTUALS 2 (5013550 Q1 04100 |y 504003 1 15006 1 (11160000 o'}
Il 2 A0100 1 ACTUALS 2 (5013550 Q. 04100 |Cy (604003 Q. [16016 Q1 (11160000 &'}
L4 >

Lines to add 1 (=]

Totals Personalize | Find | View Al | &Y | ] First ‘4 10f1 ‘' Last
Unit Total Lines Total Debits Total Credits | Journal Status Budget Status
50100 2 500.00 500.00 A W

[/ Save ||[ah Return to Search [Z] Motify % Refresh =4 Add A2 Update/Display

Header | Lines | Totals | Errars | Approval




;j Submitting Journals for Approval (continued)
/

To run the Submit Journal process:
+ Select Submit Journal from the Process drop-down menu.

* Click the Process button.

Favorites = | Main Menu = > General Ledger-= > Journals+ > Journal Entry = > CreatefUpdate Journal Entries

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

Unit 50100 Journal ID 0001239151 Date 11/25/201% Errors Only
Template List Search Criteria Change Values “iew Audit Logs
| Interfintralnit ®_| *Process [Submit Journal W | Frocess Line 10
w Lines Personalize | Find | @I E
Select Line *Unit *Ledger SpeedType Account Fund Program Department Cost Center
[l 1 50100 1 ACTUALS 2, (5013550 . |D4100 |Gy (604003 2 |15008 (11160000 QR
O 2 50100 1 ACTUALS Q, 5013550 C |D4100 |Gy |604003 1 |[18016 i (11160000 L
£ >

Lines to add 1 =]

w Totals Personalize | Find | View All | 2] | L First ‘4/ 10f1 '}/ Last
Unit Total Lines Total Debits Total Credits | Joumal Status Budget Status
50100 2 500.00 50000 W W
|[flsave ||[a Returnto Search | |[Z] Notify ||£% Refresh |Ex Add || B Update/Display

Header | Lines | Totals | Errors | Approval




%/ Submit Journals for Approval (continued)
/

Notice the original user is skipped as part of the approval process because he/she submitted the journal. Reminder: the user who
submits the entry can not also approve the submission. This can be avoided by having another user submit the journal and then the
journal creator would be able to approve the journal.

Fawvorites « Main Menu - » GeneralLedger= > Joumalz~= > Joumnal Entry » > CreatefJpdate Journal Enfries

Header Lines Totals Emors Approval
Submit

Unit 50100 Journal ID 0001289151 Date 11/25/2018
Approval Status

Unit 50100
Approval Check Active
Approval Status Pending Approval

Approval Action

Deny Comments \Ell

254 characters remaining

Jml Approval

Unit 50100, ID 0001289151, Date 2019-11-25, Line Unit 50100:Pending (> ViewHide Comments
Jmnl Approwval

Skipped
o1 FRoberts, Wallace "Rob’ (VDOT)
=+ GL Journal Approver
11426/9 - 10:35 AM
Pending

@ Multiple Approvers
Sl Journsl Approver

Comments
Approval History

[Flsave ||[G* Retum to Search =] Motify || % Refresh

Header | Lines | Totals | Errors | Approval 74




% Journal Post
/

Once approved, a journal is eligible to post to the ledger.
The Journal Post process:

« Posts valid, edited, and budget checked journals

« Posts each journal and summarizes in the appropriate
ledger

+ Changes the journal's status to Posted

Request posting at entry time of the journal entries or at a later
time. Most journal entries will be posted in a background
batch process that typically occurs on a daily basis.

General Ledger verifies that there are no edit or budget errors
that would render the journal invalid for posting. If the journal
has passed edit and budget check successfully and has been
approved, it can be sent for posting.

There are times when an immediate request to post is
warranted. Posting from the Journal Entry - Lines page
provides flexibility. A journal must be approved before it can
be posted. To initiate a journal post without going to the Post
Journals Request page, select Post Journal in the Process
field on the Journal Lines page.

Favorites = Nfain Menu

Header Lines Totals Errors Approval

Budgst Check Joumal
‘Copy Journal

Unit 50100 Journal 1p|Delste Journal
Edit / Pre-Check
Templste List Edit Charificld
Inter/IntraUnit @ *Procesdf SRS T |
= Refresh Journal
Lines Submit Journal
Select  Line *Unit *Ledger SpeedType Account
O 1 0100 C, ACTUALS Q (5013550
O 7 50100 Q, ACTUALS Q, 5013550
<
Lings to add 1 = [
Totals
Unit Total Lines Total Debits
50100 2 500.00

|§/8ave ||[ch Retumn to Search [=] Notify || £% Refresh

Header | Lines | Totals | Errors | Approval

» General Ledger+ > Joumnals» > JoumalEniry v > Create/lUpdate Journal Enfries

Date 11/25/2019 Errors Only

Change “alues Wiew Audit Logs
Process ] [ Line| 10 [Z] [7]
Personalize | Find H—'i_ﬂl =
Fund Program Department Cost Center
Q04100 |y |BO4003 Q. [15008 . [11160000 Q
Q, [n4100 |@, [Eo4003 a, 18018 Q, [t11e0000  |Q

>

Personslize | Find | View il | B | = First ‘4" 10f1 ‘}' Last

Total Credits  Journal Status Budget Status

500.00 W W

Ey Add || B Update/Display
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,} Create/Update Journal Entries: Post
/

From the journal lines select Post Journal and click on process. After a brief pause, the following message appears:

Favorites + | Main Menu - » General Ledger~ » Joumals = »  Joumnsal Entry » > Create/Update Journal Entries
Header Lines Totals Errars Approval
Unit 50100 Journal ID 0001239151 Date 11/25/2019 Errors Only
Template List Search Criteria Changs Values Wiew Audit Logs
Inter/IntraUnit ‘Sﬂ *Process [Post Journal v | Frocess & & Line[ 70 = =
Lines Perzonalize | Find | I"-5_'|| =
Select Line *Unit *Ledger Bm— - = — o SE—
O 1 20100 Q. ACTUALS M EESEQ e
O 2 50100 Q. ACTUALS
<

Would you like to wait for confirmation that the Post process has completed? (5010, 467)
Lines to add 1 =l El

Totals “Your request is curently in process. If you choose fo wait, once the process has completed, you will be retumed to the updated Journal. If you choose not to wait,
it Tt please check the Process Monitor to verify that the scheduled process has completed before accessing the Joumal.
S0100 2 r_.._..._.._,_.._._ —
: Yes | Mo
&) Save ||[Eh Retum to Search =] Notify || £ Refresh H

Header | Lines | Totals | Errors | Approval

There are three possible actions the user can take to complete the action:

 Click Yes
* Click No
* Do Nothing
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V4

If the user clicks Yes the Journal Entries action is completed and the page will display as shown below and the transaction

will complete successfully.

7/ Create/Update Journal Entries: Post (continued)

Favorites - | Main Menu - » General Ledger- > Jourmals = > Joumal Entry « Create/Update Journal Entries
. Header . Lines Totals Ermors Approval |
Unit 50100 Journal ID 0001277026 Date 07/26/2019 Errors Only
Search Criteria View Audit Logs
*Process | Edit Journal v Process Line| 10
w Lines Personalize | Find | (Ed] | @
Select Line Unit Ledger SpeedType Account Fund Program Department Cost Center Tazk FIPS
1 &0100 ACTUALS 2, 5013550 04100  G04002 15034 11150000 70006 199
2 50100 ACTUALS 2, 5013550 04100  &04002 15017 11150000 70010 ngs
L4 >
w Totals Personalize | Find | View Al | 22 | = First ‘4’ 10f1 '}’ Last
Unit Total Lines Total Debits Total Credits | Journal Status Budget Status
S0100 2 31580 3590 '
[|save |[[2* Returnto Search ||[=]Nofify ||{* Refresh [EL Add || B Update/Display

Header | Lines | Totals | Errors | Approval
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4/ Create/Update Journal Entries: Post (continued)

If the user clicks No when completing the POST process the Journal Entry action will create a message. Make a note of the
process instance number.

Message

Would you like to wait for confirmation that the Post process has completed? (5010, 457)

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

oyes I mo

Message

Journal has been scheduled for post. The process instance number isf1 0643912 5010 4583)

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

Click ok and navigate to the Process Monitor to referenced process instance10648912.



#/ Create/Update Journal Entries: Post (continued)
/

Main Menu > General Ledger > People Tools > Process Scheduler>Process Monitor
In the Instance From field enter the Instance number referenced in the prior message.

Click Refresh. The Run Status will display the transaction is successful.

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

Process List

View Process Request For

User ID PPS1_KAREN.IC, Type | v | [Last v | 100 |Days v :  Refresh
Server. Y| Name | Instance From| 10548784 Inslance To Report Manager
Run Status\jl Distribution Status | v | save On Refresh
Process List Personalize | Find | View All | (2] | @ First (4) 10f1 () Last
Select Instance  Seq. Process Type :raomc:ss User Run Date/Time Run Status gg:m:ution Details
10648794 Application Engine  GL_JEDIT_0 PPS1_KAREN.GHOLSON é[g%uzmg 124Z48PM 1 occess  Posted Details

Click on Details link



#/ Create/Update Journal Entries: Post (continued)
/

Click on View Log link. The LOG will display under the name field. Click on the LOG and validate the process is completed

successfully.

Process Detail
Process

lnstance 10842705
Name GL_JP
Run Status Success

Run

Location Server
Server PSUNX2

Recurrence

Date/Time

Request Created On  10/31/2018 1:33:46PM EDT
Run Anytime After 10/31/2019 1:33:45PM EDT
Began Process At 10/31/2018 1:34:03PM EDT
Ended Process At 10/31/2018 1.3417PMEDT

OK [ cancel |

Run Control ID ONLJPWALLACE.ROBERTS0000000001

Type Application Engine

Description GL Journal Posfing
Distribution Status Posted

Update Process

Hold Reguest
Queue Request
Cancel Request

i iDelete Request

Re-send Content Restart Request

Actions
Parameters Transfer
Message Log View Locks

Batch Timings

Vigw Log/Trace

View Log/Trace
Report
ReportID 47310732
Hame GL_JP

Run Status Success

GL Journal Posting
Distribution Details

Distribution Node fintrn

File List

MName

IE._"—&E_G L_JP 10845795 logi

Distribute To
Distrbution ID Type

ser

Feturn

Process Instance 10648795

Process Type Application Engine

Expiration Date 11/20/2019

File Size [{bytes)

Message Log

Datetime Created

526 10312019 1:34:17. 78447 1PM EDT

*Distribution ID
WALLACE . ROBERTS
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7 Create/Update Journal Entries: Post (continued)
/

The following is displayed on the LOG

PeopleTools 8.57.84 - Application Engine

Copyright (c) 1%85-221% Oracle and/or its affiliates.

111 Rights Reserved

Begin Posting at 2819-10-31-132.34.87.204585. (5330,1)

Begin processing Journal Posting Reguest number 1 for User ID "WALLACE.ROBERTS" and Run Control ID "ONLIPWALLACE.ROBERTSE2SRO028881". (5830,4)

Unit "Selee", Ledger Group “"ACTUALS": Journals Posted: 1; UnPosted: @; Reversals Created: @. (5838,6)

Finished Posting at 2819-18-31-13.34.17.387386. (5338,2)
Wpplication Engine program GL_JP ended normally

NOTE: When the user initiates the Edit or Post process and receives the warning message but does not
respond to the message and instead closes the browser tab and returns to the journal in Cardinal, the journal
entry WILL NOT PROCESS AN EDIT OR POST.
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&) Journal Post (continued)
/

A journal cannot post if one or more of the following have occurred:

Total debits do not equal total credits.

The accounting period is closed.

Any control totals entered with the journal header do not match the actual totals for the journal.
One or more journal lines use inactive or invalid ChartFields.

The edit check and/or budget check process fails.

The journal status is Denied.
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/,) Deleting Journals
/

Denied journals need to be corrected or deleted by the originator to update the commitment control amount that was reserved
during the budget check process.

Deleting of journal entries that have passed the budget check process but have not successfully posted is also allowed.
The budget check process runs automatically as part of the delete process.
Deleting a journal after it has posted is not allowed.

To delete a journal, select Delete Journal in the Process field on the Journal Entry Lines page and click Process. The
system prompts the user with a message before deleting the journal.

Cardinal creates an audit trail of the deletion, along with other enabled journal events.
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#/ Deleting Journals (continued)
/

Fawvorites - | Main Menu - » General Ledger~ >

Hezder || Lines || Totals || Errors || Approval

Joumals = > Journal Entry = >

Create/Update Journal Entries

Header | Lines | Totals | Ermors | Approval

Unit 50100 Journal ID 0001239151 Date 1172572012 [ | Errors Only
Template List Search Criteria Change Yalues Wiew Audit Logs
| Inter/intraUinit @ | *Process [Delete Journal v| | Process = & Line[ 10 ] =]
* Lines Personalize | Find ||E|| E‘
Select Lime *Unit *Ledger SpeedType Account Fund Program Department Cost Center
] 1 (50100 |Q ACTUALS | | Q (5013550 |y [p4100 |y (504003 |@L [15006 @ [11160000 |
O 2 50100 Q, ACTUALS | | Q |5013550 |, |D4100 |Q |BO4003 |Q, 16016 Q [111e0000 @ |
< >
Lines to add E|
+ Totals Perzonalize | Find | View A1l | 12 ] E First "Y' 1 of1 “*' Last
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
SD100 2 20000 =00.00 W W
|[FlSave ||[@h Retun to Search ||[=] Notify || i Refresh | |E% Add || B Update/Display
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Copying J
/f) opying Jou

Cardinal enables the copying of information in an existing journal to be used for a new journal entry. Copying of posted or

rnals

unposted journals and changing of the header and lines is allowed.

Favorites - | Main Menu » GeneralLedger+ > Joumals+= > Joumnal Entry » > CreastefJpdate Journal Entries
Header Lines | Totals || Errors || Approval
Unit 50104 Journal I 000125359131 Date 11/25/201% Errors Only
Template List Search Criteria Change Values Wiew Audit Logs
| inter/Intralnit ) | *Process [Copy Journal v | Process & F Line[ 10/ [Z] [=
Lines Personalize | Find | Ii-"_'|| E-"l
Select Line *Unit *Ledger SpeedType Account Fund Program Department Caost Center
O 1 20100 QL ACTUALS Q, |5013550 2y 04100 |G (604003 QL 15006 i, 11160000 e
O 2 20100 0 ACTUALS 2, 5013550 Oy 04100 |Cy (604003 16016 i, 11160000 QL
< >
Lines to add 1 [=] El
Totals Personalize | Find | View anl | 2] & First "4/ 10f1 "2/ Last
Uit Total Lines Total Debits Total Credits  Jowrnal Status Budget Status
20100 2 500.04 SD0.00 W W
|[FSave ||[&f Retumto Search ||[=] MNotify || &% Refresh |E% Add || B Update/Display
Header | Lines | Tofals | Errors | Approval
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7 Copying Journals (continued)
/

The Journal Date will default to the current date but can be changed to a date within an open accounting period. After

reviewing the Journal Entry Copy page, click OK to access the newly copied journal.

Journal Entry Copy

Busines= Unit 50100

Ok | Cancel || Refresh

Journal ID MEXT
Journal Date [11/25/2019 |[w
ADE Date
Currency Effective Date [z
Reversal Date
®) Do Not Generate Reversal
) Beginning of Mext Period
() End of Next Period
O Next Day
O Adjustment Pericd
Z) On Date Specified By User
Adjustment Period Q.
Reversal Date =]

Copy From ID 0031285151

Ledger
New Ledger

Document Type

ADB Reversal Date

% Same As Journal Reversal
On Date Specified By User
ADE Reversal Date

Copy From Date 11/25/2018

U reverse Signs
~'| Recalculate Budpet Date

[ save Journal Incomplete Status

Help
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On the Header page, the value in the Source field defaults to reflect the correct type of journal entry, which is ONL.

% Copying Journals (continued)

Favorites - | Main Menu - 3

Header Lines Totals Errors

Unit 50100

Long Description

General Ledger~ > Joumals» >  Journal Entry = @ CreateflUpdate Journal Enfries

Approwval

Journal I 0001239132 Date 11/25/201%

Caomecting Entry i

238 characters remaining

*Ledger Group ACTUALS Adjusting Entry | Mon-Adjusting Enfry v|
Ledpger Fiscal Year 2020
I *Source | QML a I Period s

Reference Number
Journal Class

Transaction Code

SJE Type

[5]5ave ||2h Returnto Search | |[=]

Entered By WALLACE ROBERTS
Entered On 11/253/2019 11:13:224M
Last Updated On 117252019 11:13:224M

ADB Date 11/25/201%
o,
GEMERAL ) Auto Generate Lines

[ save Journal Incom plete Status

d U Autobalance on 0 Amount Line

Curmency Defauliz: USD J CRREMNT £1

Aftachments (D) Commitment Control Lcta

Reversal: Do Mot Generate Reversal
Roberts, Wallzce 'Rob' (WDOT)

Motify ||i® Refresh [T Add 3 Update/Display

Header | Lines | Totals | Errors | Approval
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%/ Monitoring Journal Status
/

Searching for and reviewing of the status of journals after they have been entered and saved in Cardinal is allowed. To do
this, access the Review Journal Status page.

Navigate to this page using the following path:

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

Favorites « | Main Menu

» General Ledger » * Journals » > Process Journals » > Review Journal Status

Review Journal Status

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

Find an Existing Value

Search Criteria

Business Unit 50100 a,
Journal ID | begins with %

Journal Date|= [
UnPost Sequence (=

Document Sequence Mumber|bagins with »

Journal Header Status|= N

| w

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

-3
|| Search I| Clear |Basic Search Lf. Save Search Criteria

Search Results
300 of 37166 results are displayed.

Wiew All First "4’ 1-100of300 ! Last
Business Unit Journal I Journal Date UnPost Sequence Document Sequence Mumber Journal Header Status Budget Checking Header Status Ledger Group
E0100 0000000051 12/08/2011 0 {blank)
50100 DOJDOODO71 12M1/2011 O (blank)

50100 DOODDODO74 12M12/2011 0O (blank)

Posted alid ACTUALS
Posted Walid ACTUALS
Posted Walid ACTUALS




»/ Audit Logs
/

View the audit log by accessing the Search Audit Logs page.

Navigate to this page using the following path:

Main Menu > Set Up Financials/Supply Chain > Common Definitions > Audit Logging > Search Audit Logs

| Find an Existing Value |

| w Search Criteria |

Application Name|= v | [General Ledger v
Document Code | begins with v || |
Document Name | begins with v || |

O case Sensitive

Limit the number of results to (up to 300}

| Search || Clear |BasicSearch E’J Save Search Criteria

Application Name General Ledger
Search Critari

Favorites = | Main Menu » > SetUp Financials/Supply Chain v > Common Definitions + > Audit Logging v > Search Audit Logs
Search Audlf LDQS Favorites = | Main Menu « > Set Up Financials/Supply Chain » > Common Definitions » > Audit Logging ~ > Search Audit Logs
Enter any information you have and click ‘Search. Leave fields blank for a list of
Search Audit Logs

Document Name GL JOURMAL

Business Unit [ is equal o ¥ | 50100 Q
GL Joumnal Ip [is equalto v | [PG00000002 Q
Joumnal Date =
Journal Process | s equal to ] 7]
is equal to v
Event Code | g | Q
Event Date [is equal to v] [
User D LS eaualto v
Process Instance |15 2348l 0 v]
U Include Archive
¥ Include Batch Changes
L Include Purge Logs
= | &= Only the first 300 results can be displayed.
Search Results
Business Unit  GL Journal ID Journal Date g:;f:;ce ‘é?gé::; Event Code Event Name Event Date Time User 1D
50100 PC00000002 2010-08-30 0 01 UPDATE Update Joumnal 11/21/2011 1:42:40.000000AM PPS_CHRISTINE ELAM

The Search Audit Logs page displays.

Enter valid Search criteria and click the Search button. The Search Results, with

the Audit Trail of the selected Journal, displays at the bottom of the page.
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%/ Journal Inquiry
/

View details for journal header and journal lines using the Journal Inquiry — Journal Inquiry Details page.

Navigate to this inquiry using the following path:

Main Menu > General Ledger > Review Financial Information > Journals

Favorites = ‘ Main Menu » > General Ledger = Review Financial Information = * Journalz
Journal Inquiry
Joumnal Criteria

Inguiry *Unit *Ledger *Year *From Period *To Period Suzpense Status

JRMLING 20100 Q, ACTUALS aQ, 2019(Q, 1|Q, 4Q Q

Journal 1D Date Status Source Currency Stat Document Type

Q [ a AP G Q aQ Q [ pate code Adij
User Document Sequence Sort By Max Rows Attachment Exist
Q [Jeurnal 1 ) 100 W
Delate | clear |

Journals
Journals Personalize | Find | C7 | [d First ‘4 1400 of 100 '}’ Last
Jourmal ID Date Unit I Status Source Suspense Status User Unpost Date Descr
APOD941162 07012018 50100 Posted AR Mo Susp Ab CARDINAL_BATCH_GL a7i201e Accounts Payath
APOD941616 070220158 50100 Posted AR Mo Susp Ab CARDINAL_BATCH_GL a7M022018 AP Payments
APODS42030 07012018 50100 Posted AR Mo Susp Ab_ CARDINAL_BATCH_GL 07012018 Accounts Payat
APODS4ZE50 071032018 50100 Posted AR Mo Susp Ab_ CARDINAL_BATCH_GL 07/032018 AP Payments
APO0943161 a701/2018 50100 Posted AP Mo Susp A4 CARDINAL_BATCH_GL a712018 Accounts Payat
APO0943152 07022018 50100 Posted AR Mo Susp A8 CARDINAL_BATCH_GL 07022018 Accounts Payat
APODS43153 07012018 50100 Posted AR Mo Susp Ab_ CARDINAL_BATCH_GL 07012018 AP Cancelled P
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%/ Journal Inquiry Details (with Drill to Source)
/

To navigate to the Journal Inquiry Details page, while on the Journal Inquiry results page click on the desired Journal ID.

For further detail, while on the Journal Inquiry Details page click on the Drill to Source icon in the Journal Line section in
the table below.

Fawvorites = Main Menu = » General Ledger = > Review Financial Information = »  Joumals

Journal Inquiry

Journal Inguiry Details
Ledger Criteria

Go ToJoumal Criteriz
Journal Header

Journal I APO0S343161 Date Q7/01/2018 Schedule
Ledger Group ACTUALS Original Date 07/01/2018 Process Mo Reguest
Source AP Date Posted 07/02/2018 Total Lines 5943
Journal Status Posted Reversal Date UserlD A4 _CARDIMAL_BATCH_GL
Balanced DR=CR Reversal Maone InterUnit BU 50100
Doc Seq Budget Status “valid Date Code Adjustment N
Long Description |Accounts Payable (|

Wiew Attachment ()

®) All Lines
) FromiTo From Line To Line Query Journal Lines |
Totals by Currency Find | Wiew All First ‘4 10f1 '} Last
Currency usD Debit Amount 7.100,543.56 Credit Amounmnt 7.100,543.585 Net D.0D
Journal Line Personalize | Find | Wiew Al | (2] ] &= Firet ‘4" 1-250f100 '*' Last
Drill to Amount {in
Source Line # Line Descr SpeedType Transaction Currency Account Fund Program Department Cost Cents
Currency)

] 1 WA UST FEE 20.50 UsD 153300 04100 10103 11DDD$A
2 2 FED UST FEE 3.42 UsD 153500 D4100 10108 110008
B 3 FED QIL SPILL FEE 16.24 USD 153500 04100 10103 110008




Drill to Source

Favorites - | Main Menu « » GGeneral Ledger» > Rewview Financial Information = >  Joumals » Joumal Dnll Diown

Drill to Source

Journal 1D
Business Unit 50100 Journal APTI243161 Date O7/01/2018 GL Joumal
]_edger ACTUALS Line 1 Line Descr YA UST FEE
Chartfields Personalize | Find | View Al | (2] L First ‘4’ 10f1 "2’ Last
Account Fund Program Department Cost Center Task FIP5 Acset Agency Use 1 Agency Use 2 PC Business Unit Project A
153500 02100 10105 11000500
< >
Base Currency USD Base Amount 5050
Currency UZD Transaction Amount s0.50
Statistics Code Statistic Amount
Details Personalize | Find | View All | 2] L First ‘4 410of4 "}/ Last

Chartfields ” Voucher Information || Document Information | E'*)

Voucher ID Descr Wehr Line Distrib Line
00592055 Expanse Distribution 4 1
4 >

Gl Save ||[gh Return to Search ||[=] Notify |




%/ Ledger Inquiry Page
7

The Ledger Inquiry page is used to review ledger information. Please note that commitment control and summary ledgers
are not available on this page.

Navigate to this inquiry using the following path:

Main Menu > General Ledger > Review Financial Information > Ledger

Favorites = Main Menu = » General Ledger= > Rewview Financial Informatiocn = > Ledger

Ledger Inguiry

Enter ledger, period, CharFisld and rest of the criteria. Click on Search button to executs the query.

Ledger Criteria

Inquiry Name *Unit *Ledger *Figcal Year *From Pericd *To Period Currency

JRMLING ED10D  |Q, |ACTUALS Q | 2019|Q, 1|3, 43 ]

Stat Code Date Code View
Q 1 | Trade Date
[ show ¥TD Balance [ Include Closing Adjustments Max Ledger Rows
[ show Transaction Details [ only in Base Currency 100
Search | | Clear | | Dalete
Chartfield Criteria Personalize | Find | (2] B First (4 1440f14 0 Last Include Adjustment Periods
Sel Period
ChartField Valus ChartField Value 5=t Update/Mew Sum By Value Required Order-By
O 933

Arccount a ), Update/Mew R ] 1
Department @& 0, Update/Mew O
Asset Q. 0, Update/Mew O
Task @& ), Update/Mew O
Fund v} 0, Update/Mew [
FIPS a, 0, Update/Mew [l




V4

» Ledger Inquiry Page (continued)

The Ledger Inquiry page fields are explained below:

Fields

Description

Show YTD Balance

If selecting this checkbox, the inquiry returns year-to-date balances for specified ChartFields for a period. If not
selecting this checkbox, the inquiry returns individual balances for period and account that are displayed in order by
period.

Show Transaction Details

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

Include Closing
Adjustments

Select this option to include closing balances (period 998) along with the current open period amounts.

Max Ledger Rows

Indicates the maximum number of rows to display. The user can override the default of "100" with any number
<=300 rows of data that can be displayed in a scroll area.

Delete Deletes the inquiry, cancels the page, and returns a blank Ledger Inquiry.
ChartField Enter a ChartField value for one or more ChartFields to review specific data in a ledger.
ChartField Value Set | Select a predefined set of selection criteria for a given ChartfField.
Sum By Requires at least one ChartField be selected to sum by. If not, an error message is displayed when selecting the

Search button. Period is always included in the sum by and is always the first column in the inquiry results. If
selecting all ChartFields available in the ChartField Criteria for Sum By, and the Show Transaction Details
checkbox is not checked, the result is a display of each row in the ledger that meets the criteria for business unit,
ledger, fiscal year, accounting period, currency, and statistics code.

Value Required

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

Order By Determine the sort order of the ChartFields in the result page by the order in which Sum By for each ChartField was|
selected.
Sel (select) Select specific adjustment periods by checking its checkbox from the list of adjustment periods that are available
based on the selected Ledger and Fiscal Year.
Period Adjustment periods are displayed based on those available for the selected ledger and fiscal year.
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;j Ledger Inquiry: Ledger Summary Page
/

When clicking on the Search button on the Ledger Inquiry page the Ledger Summary displays results.

Favorntes - Main Manu -

Ledger Inguiny

Ledger Summary

pertinent to your ngquiny.
Ledper Criteria

Go To

Ledger Summary
Ledger Amount by Currency

Pericd Puctivity Crztail
1 Activity Diedail
1 Activity Detail
1 Activity Detail
1 Activity Dietail
1 Activity Detail
1 Activity Detail
1 Activity Diedail
1 Activity Dietail
1 Activity Dedail

Bccount

101013
111220
182720
183670
183580
183ca0
183730
205023
205025

* General Ledger = * Rewview Financial Information -

Account Description

Cash With The Treasurer Cf WA
Parking Fea Suspense Account
Construction In Progress

Loom Dep-Infrastructure
nirastruciure

foom Depreciation - Bldgs
&oom Depreciation - Equipmant
focounts Payabie-Retsinags

foois Payablz-APEX Accruzls

* Ledger

Before clicking on Datail hypsr link, you can cick on "Ledger Detzil Drill-Down Shartfield Display” to display the chartfslds that are

Ledger Detail Drl-Cown Chartfield Display
Find | view Al First ‘4 1of1 Lk Last

Personalize | Find | (21| [ First (4 1-1000f 100 (b La=t
Period Balancs Period Balancs

{in Transaction Currency (in Base Basel
Currency] Currency]

10,353, 737,13 USD 10,383, 73713 | -

-3, 111.50 UsSD -3, 11150 1
-54,020,572.54 UsD 54,020, 57284 |
-G42 133.54 USD 542, 13354 |

G4,020. 57284 USD G4,020. 57254 |

-2,163.07 UsD -2, 163.07 |
-3.493.58 UsD -3.493.58 |
-41,000.00 USD ~41,000.00 |
1,457 25882 USD 1,457 25882\
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4/ Ledger Inquiry: Ledger Summary Page Fields

The Ledger Summary page fields are explained below.

Fields

Description

Ledger Detail Drill - Down ChartField Display

Click this link to select the ChartFields to display when drilling into the Ledger
Detail.

Activity Click this link to view transaction details on the Ledger Inquiry - Transaction
Details page.
Detail Click this link to view ledger details on the Ledger Inquiry - Ledger Details page.
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#/ Lesson 3: Summary
/

‘ Processing Journal Entries

In this lesson, you learned:

Journals from Accounts Payable, Expenses, Payroll, Purchasing, Accounts Receivable, Billing, Contracts, and Project
Costing (journals from split transactions and revenue and billing) are pre-approved, since the originating transactions are
approved in their modules.

Journals from Accounts Payable, Expenses, Accounts Receivable, Billing, Contracts, and Project Costing (journals from
split transactions) do not have to go through budget check in General Ledger, since they have already been budget
checked in their respective modules. They will be edit checked again in General Ledger.

Journals created manually online, journals created from external sources, spreadsheet journals, and allocation journals
must be both edit and budget checked in General Ledger. Journal lines from the Purchasing, Project Costing (revenue
and billing), and Payroll modules must also be edit and budget checked in General Ledger.

Journals may be approved or denied. Only journals without errors that have been edited and budget checked can be
approved.

Denied journals need to be corrected or deleted to release the funds reserved during the budget check process.
Cardinal allows you to copy journal information from an existing journal to a new journal.

Cardinal allows you to review online inquiries for ledger information and journal status.
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/,j Course Summary
/

m Processing Journal Entries

In this course, you learned:

Identify key journal entry concepts

Understand the overall journal entry process

Enter Agency to Agency (ATA) transfer journals

Understand how journal processing integrates with other Cardinal modules and interfaces with external systems
Create journal entries in Cardinal

Use the journal entry template

Create and upload a spreadsheet journal

Review and correct edit check errors

Review and correct budget check errors

Submit journal entries for approval and monitor journal status

Review online inquiries for ledger information and journal status
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}) Course Evaluation
/

Congratulations! You successfully completed the 501 GL332: Processing Journal Entries course.

Your instructor will provide instructions on how to access the evaluation survey for this course.
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g/ Appendix
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« Key Terms
* Allowed Extensions on Attachments in Cardinal

* Flowchart Key
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s/ Key Terms
2 ver

Business Unit: A business unit is an operational subset of an organization. In Virginia, each state agency is an operational
subset (or business unit) of the Commonwealth. The business unit number identifies each operational subset or agency of
the Commonwealth. For example, VDOT is Business Unit 50100.

Business Unit, Journal ID, and Journal Date: These three fields uniquely identify a journal in Cardinal. They can be found
in the journal header.

Combination Edit: Defines rules about which ChartField values are required in combination for all accounting entries.
Combination editing happens before the transaction is posted to Cardinal.

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

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

Journal ID: A sequentially generated number for online journals, sub-module journals, and interfaced transactions.

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

Ledger and Ledger Group: A Ledger is a record of monetary transactions by account (e.g. Budget, Actuals, Modified
Accrual, Full Accrual, and Cash). A Ledger Group is a group that includes ledgers that have a common physical structure.
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}) Allowed Extensions on Attachments in Cardinal
/

The following is a list of file extensions that are allowed on attachments uploaded to Cardinal. You should only attach key
supporting documents that either enhance the electronic Cardinal transaction approval process or are instrumental as part of
the transaction history. The Cardinal system should not be relied upon to maintain agency documentation and should not be
considered the official retention source of the agency. Supporting documents, as required by all applicable
regulatory/governing bodies, should be maintained by the agency apart from the Cardinal attachment functionality.

Allowed Extensions on Attachments in

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

Step
Description

Batch
Process

Manual
Operation

Decision
QOutcome

Entity Name

Depicts a process step or interface.

Specifies a batch process.

Depicts a process step that is preformed manually.

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

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

Start

End

Document

"

Step/
Process

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

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

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

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

page.

Connects steps between business processes.
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