/’)Cardinal Cardinal Accounts Payable Job Aid
V4 AP312 Processing PCard Vouchers (VDOT Only)

Processing PCard Vouchers Overview

PCard processing involves reviewing, verifying, and approving PCard transactions. At the end of each
monthly cycle, queries are run to ensure all transactions have been approved. The approved
transactions are then loaded to voucher staging tables for processing and payment. The PCard
process includes both PCard and ISSP transactions. This job aid focuses on the Accounts Payable role
in the PCard process as it relates to creating the PCard Voucher. Note that other parts of the process
are mentioned to set context and are not covered in detail.

Navigation Note: Please note that there may be a Notify button at the bottom of various pages utilized
while completing the processes within this Job Aid. This “Notify” functionality is not currently turned on
to send email notifications to specific users within Cardinal.
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Roles and Responsibilities in the PCard Process

Cardinal Accounts Payable Job Aid

AP312 Processing PCard Vouchers (VDOT Only)

The flow chart lists the PCard key roles and high-level responsibilities for PCard Voucher Transactions

to provide context for the Job Aid.
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Processing PCard Transactions
Identifying Unreconciled Transactions

Step | Action
1. At the end of the Billing Cycle (15" of the month), run the Unreconciled Transactions
query.

Navigate to this query using the following path:

Main Menu > Reporting Tools > Query > Query Viewer

The Query Viewer Search page displays.

Favorites = | Main Menu + » Reporting Tools » > Query + > Query Viewer

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

"Search BY [Query Name v] begins with
Search Advanced Search
2. Enter “V_PR_UNRECONCILED_TRNSCTNS” in the Query Name begins field.

#*
SearCh BY | Query Mame vl begins with % |

The PCard/ISSP UNRECONCILED TRNSCTNS query displays in the Search Results section.

Favorites » | Main Menu « > ReportingTools~ > Query~ > Query Viewer

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

*Search By beginsvith (PR UNRECONGILED TRNSCTNS ]

|W‘ Advanced Search

Search Results

“Folder View | —All Folders — hd
Query Personalize | Find | View All | (21 | [5 First (4 10of1 (b Last
Query Name Description Owner Folder E#E,Iio E:Se‘io ;‘:{tw Schedule Definitional References ?:\?o‘r?tes
V_PR_UNRECONCILED_TRNSCTNS ?gﬁ?mssp Un Reconciled 1, ;e HTML Excel XML Schedule  Lookup References  Favorite

Although the query description specifies ISSP Unreconciled Transactions, the Card Issuer
field value determines whether the results will include PCard or ISSP transactions. The
Card Issuer value for ISSP transactions is “ISSPO”.
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Step | Action

3. Select the output format for the query by clicking the appropriate link.

Run to Runto Runto

HTML Excel XML Schedule Definitional References ?g\{fjotr?tes

HTML | Excel XML  Schedule Lookup References Favarite

0 The XML format is not used in Cardinal Financials.

The PCard/ISSP Unreconciled Trans page opens in a new tab.

@ Query Viewer X @ Unreconciled Transactions x 4+

: > @ % fintm.cardinalvirginia.gov/psc/fintrn_1/EMPLOYEE/ERP/q/?| CAction=ICQryNameURL=PUBLIC.V_PR_UNRECONCILED_TRNSCTNS

a%x OB &4
V_PR_UNRECONCILED_TRNSCTNS - PCARD/ISSP Un Reconciled Trans

*Card Issuer Q
Name (% For All

District (% For All)

| View Resuts |

Short Card Transaction Sequence Transaction Billing Line Reference Supplier . Unit of _ | Unit Transaction Credit Credit |Invoice USe" UserData User UserData User UserData User UserData User UserData
Row Unit S0 Name Issuer (Cafd. Transaction Sequer NG ine Merchant Reference SUpDIer neciption ! Quantity WAL Transaction Credit @ Coedt o aroic® Da 1 ata 2 Daw 3  Dam
esc umber  Number  Number ate Number umber  ltem easure vice  Amount - Amount Colletod Number "3 p & 09 | Do ction

a al 5
4 Description 5 Description

4, Enter or select the applicable Card Issuer in the Card Issuer field.
*Card Issuer Q
5. Enter or select the applicable name in the Name field or enter “%” for all.
Name (% For All)
6. Enter or select the applicable district in the District field or enter “%” for all districts.
District (% For All)
7. Click the View Results button.
View Results

The query downloads to Excel.

@ v OB & @

B

V_PR_UMNRECONCILED_TRMNSCTNS_6382
5183 .xlsx
10.0 KB » Done
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Step | Action

8. Click the File to open it.

@ V_PR_UNRECONCILED_TRNSCTNS_6382
5183 .xlsx
10.0 KB = Done

The Unreconciled Transactions results display in Excel.

A B [ ) | E | F | 3 | H | o | K
1 [PCARDASSP]42
2 [unit " |'Short Desc [Name [issuer [card Number [ Transaction Number uence Numl| Transaction Date [Billing Date |Line NumbdMerchant [Refere]
3 (50100 BoAVDist1 [ S 7233 24801975052250863490450 7 212172005 311572025 0 BVU AUTHORITY
4 50100 BoAVDistt BAVIL 33 % 8 22112025 31572025 0 WASHINGTON COUNTY SERVICE
5 50100 BoAVDist1 BAVIL %682 2 3 3 22412025 311572025 0 APPLACHIANNATURALGASDIS
6 50100 BoAVDistl BAVIL 9682 2 70199913 5 22612025 311572025 0 MARSH LP GAS ABINGDON
7 (50100 BoAVDist1 BAVIL 82 2 20017020007 4 202602025 311572025 0 MARSH LP GAS ABINGDON
8 'SDIDD BoAVDist1 [ N . v g 4112 '2-\1]641&)5774-‘7823452&0 7 2/2612025 371572025 0 SPATCO ENERGY SOLUTIONS
9 50100 BoAVDist1 BAVIL s 4112 24116415057718782070437 9 20261205 311572025 0 SPATCO ENERGY SOLUTIONS
10 50100 BoAVDistt BAVIL 4112 34116415057 30 1 2612025 311572025 0 SPATCO ENERGY SOLUTIONS
11 50100 BoAVDist1 BAVIL 112 24116415057 8 22602025 3/15/2025 0 SPATCO ENERGY SOLUTIONS
12 50100 BoAVDist1 BAVIL 14 2 12 22612025 3/15/2025 0 MARSH LP GAS KINGSPORT,
13 50100 BoAVDistt BAVIL 988 % 70204291 3 22612025 31572025 0 MARSH LP GAS ABINGDON
14 50100 BoAVDIst! BAVIL % 2 22612025 3/15/72025 0 MARSH LP GAS KINGSPORT,
15 /50100 BoAVDist1 BAVIL 0354 6 22112025 311572025 0 IHSLC
16 50100 BoAVDistl | A 2509 74801975056257116431692 4 2272025 3/15/2025 0 BVU AUTHORITY
L shewt! JRNG) £ 4

9. Review the results and take the appropriate action based on the status (i.e., Reviewed,
Verified) of the transaction and may include notifying the appropriate PCard Administrator.

the current billing and previous billing cycle(s) to Voucher staging tables (around the 26™ of
the month). The Voucher Build Processes then creates Vouchers for regular and emergency
PCard Transactions.

0 The Cardinal PPS Team loads approved PCard transactions with valid ChartField status for
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Reviewing PCard Transactions

Step

Action

1.

The PCard Accountant/Voucher Processor runs the PCARD Transactions by Trans Dt

(V_PR_PCARD_TRANS BY TRAN_DT) query to review transactions by district, included on the
Voucher for the billing date specified.

Navigate to this query using the following path:

Main Menu > Reporting Tools > Query > Query Viewer

The Query Viewer Search page displays.

Favaorites « | Main Menu - > Heporting Tools + > Query« > Query Viewer

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

"Search By [Query Name v|

Search Advanced Search

begins with

Enter “V_PR_PCARD_TRANS_BY_TRANS_DT” in the Query Name begins field.

*.
Search BY [Query Nams ~| bagins with L I

The PCARD Transactions by Trans Dt query displays in the Search Results section.

Favorites = | Main Menu + » ReportingTools+ > Query» » Query Viewer
Enter any information you have and click Search. Leave fields blank for a list of all values.

Search ‘ Advanced Search

Search Results

“Search By beginswit  [V_PR_PCARD_TRANS_BY_TRANS DT

*Folder View ‘ -- All Faolders — hd
Query Personalize | Find | View All | (21 | [53 First (4 10of1 (» Last
Query Name Description Owner Folder E%R‘IED 2::;10 )I:;'r;to Schedule Definitional References ?:\?Gtr?tes
V_PR_PGARD_TRANS_BY_TRANS_DT E?ARD Transactions by Trans o HTML Excel XML Schedule  Lookup References  Favorite
3. Select the output format for the query by clicking the appropriate link.

E?&F E:geio E#‘T_m Schedule Definitional References ?g\.crjotr?tes

HTML |Exce| XML  Schedule Lookup References Favorite
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Step | Action

0 The XML format is not used in Cardinal Financials.

The PCard Transactions by Trans Dt query opens in a hew tab.

@ Query Viewer X @ Query X+

€ > C 25 fintrn.cardinal.virginia.gov/psc/fintrn_3/EMPLOYEE/ERP/q/?ICAction=ICQryNameExcelURL=PUBLIC.V_PR_PCARD_TRANS_BY_TRANS_DT

V_PR_PCARD_TRANS_BY_TRANS_DT - PCARD Transactions by Trans Dt

*Trans Date From [5)
*Trans Date To [31)
Card Issuer (% for all) Q

Name
Employee ID (% for all)
Billing Date (MM/DD/YYYY)
Status (% for all)
Voucher ID (% for all)

Account (% for all)

)

)

(
(

Cost Center (% for all
(

Jy Xy

Department (% for all
View Results ‘

Last

5 Budget Header Trans Sent evA Trans Jrans LastpgiLast Trans
Row BUSINEss Card Digits Cardholder Employee Trans [Budget | Header 'rngacqion  Trans pntereq SNt VA pang Trans pigiib posted Billing Trans = Supplier User Change Approved Approval Supplier  Trans | o Tran
Unit  Issuer of  Name D status Checking Chartfield “yy i Sequence Tpare - to Order pate Line Cline Date Date Amt D Date By Date  Kem Description &
card Nbr Modify Time

Nbr

5. Enter the applicable information for all fields with the applicable information. For some fields, a
“%” can be entered to search for all values.

*Trans Date From Bl
*Trans Date To B

Card Issuer (% for all) Q

Name

Employee ID (% for all)
Billing Date (MM/DD/YYYY)
Status (% for all)
Voucher 1D (% for all)
)
)
)

Account (% for all

(

( Q
Cost Center (% for all Q

{ Q

Department (% for all

6. Click the View Results button.

‘l View Results

The query downloads to Excel.

N = R =S )

‘3} V_PR_PCARD_TRAMNS_BY_TR! 5 &
9801021.xlsx
16.1 KB » Done
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Step | Action

7. Click the File to open it.

b? V_PR_PCARD_TRANS BY TR/ 4 [P
9801021.xlsx
16.1 KB » Dane

8. In the downloaded Excel document, sum the Trans Amount field. In this example, this total
represents the total billed to District Account BoAVDistl (Card Issuer: BAVI1) on 01/15/2025 and
will be needed for Voucher reconciliation. This total will include both reconciled and unreconciled
transactions. For this example, the total PCard Transactions is $280,415.96. The Voucher
Number for these transactions is 01736479. The Voucher Number(s) display on this query.

[Posted Date - nnl Amt_Merchant - [Supplier ID ~ [Cast User to Modify
1211712024 1/15/202) 1022.650@MARSH LP GAS ABINGDON 10000305859
1372025 1157202 1216.740MARSH LP GAS PRINCETON 000305659
162025 1157202} 706.150MARSH LP GAS ABINGDON 000305859
162025 1157209 716.520MARSH LP GAS ABINGDON 000305859
1972025 1/157202) 704.040JMARSH LP GAS PRINCETON 0000305859
1972025 1115202 3507.350JMARSH LP GAS PRINCETON 000305859
122112024 1/15120) 377370 oster Fuels Inc 000031469
1272712024 1151207 141,57 oster Fuels Inc 9000031469
162025 11151202 351.260Foster Fuels Inc 000031469
17212025 1/15/202] 45.33(EDOMINION OFFICE '030%25579
121972024 1/15/20) 159.50085Q *A&S SANITATION, INC 000029937
121772024 17151202 3000.00JBTS* CARTERMACHINERYCO2 ‘000018192
12/1772024 1715120 450.000BTS* CARTERMACHINERYCO2 000018192
121772024 17157202 2025.00JBTS* CARTERMACHINERYCO2 000016192

\CHINERYCO2 ?mmwmz
CHINERYCO2 ‘0000016192
ACHINERYCO2 ‘000018192

1211772024 1/15/202) 3276.0008TSC.
12/1772024  1/15/202f 1600.00(9BTS*C:
1211772024 1/15/20) 1966.0008TS"C.

12/18/2024  1/15/202 3039.00QUNITED RENTALS 0000002503
1211872024 17157202} 298, RENTALS 0000002503
1211812024 1/15/202) 633.07QJUNITED RENTALS ‘0000002503
12/1872024  1/157202f]  4077.770QUNITED RENTALS 0000002503
1211802024 1/15/202) 352. RENTALS 0000002503
1211812024 1/15/202) 633.07QJUNITED RENTALS 0000002503
1211872024 1715202} 406, RENTALS 0000002503
1211812024 1/15/202) 633.07QJUNITED RENTALS 0000002503

AT O 4

280415.980

9. The Voucher amount matches the the total.

Favorites + | Main Menu v > Accounts Payable v > Vouchers~ > Add/Update~ > RegularEntry

Summary Related Documents Invoice Information Bayments Voucher Attributes Error Summary

Business Unit 50100 Invoice Date 01/15/2025
Voucher ID 01735479 Invoice No BR_1/2025_BILL_0000000001
Voucher Style Regular I Invoice Total 280,415.96 USDI

Supplier Name Bank of America
1 Commercial Place
VAG-100-03-01

VA10023369
EVAAD44069
Morfolk, VA 23510
Entry Status Postable Pay Terms Dye Now PP
Match Status 1, jatch Approval History Voucher Source Procurement Cards
Annraval Statie Annroved Oricin Mkl

0 o If the total of the Billing Amount and Voucher match, no further action is required.
¢ If the total of the Billing Amount and Voucher do not match, continue to step 10.
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Step | Action

10. In the downloaded Excel document, sum the Trans Amount field. In this example, this total
represents the total billed to District Account BoAVDistl (Card Issuer: BAVI1) on 02/15/2025.
This total will include both reconciled and unreconciled transactions. For this example, the total
PCard Transactions is $454,549.13.

1
2 [Billing Date | erchant Supplier D [Last User to Modify [Last Change Date Time [Approved By [Approval Datd Supplier item [Trans Description
3| 1/15/2029 1022.650]]MARSH LP GAS ABINGDON 0000305859 12/19/2024 7:52 12/19/2024 INV 1755253; PROPANE SERVICES
4+ | 171520258 1216.740fMARSH LP GAS PRINCETON 0000305859 1/8/2025 12:50 1/8/2025 INV 1764391; PROPANE SERVICES
5 | 1/15/2029  706.150fMARSH LP GAS ABINGDON "0000305659 1/8/202512:51 1/8/2025 INV 1765132; PROPANE SERVICES
6 | 1/15/2029  716.520fMARSH LP GAS ABINGDON "0000305659 1/8/2025 12:50 1/8/2025 INV 1765134; PROPANE SERVICES
7 | 11520298 704.040fMARSH LP GAS PRINCETON "0000305659 1/13/2025 7:41 1/13/2025 INV 1771355; PROPANE SERVICES
s | 1/15/20298 3507.360fMARSH LP GAS PRINCETON "0000305859 1/13/2025 7:41 1/13/2025 INV 1771432; PROPANE SERVICES
o | 1152029 377.370fFoster Fuels Inc "0000031469 11212025 13:01 1/2/2025 INV #1896221, PROPANE, #CTRO14135, EXP 6/30/25
0| 1152029 1415708 oster Fuels Inc "0000031469 1/2/202513:01 1/2/2025 INV $1904501, PROPANE, CTRO14135, EXP 6/30/25
1| 11520298 351.280fF oster Fuels Inc "0000031469 1/9/2025 8:23 1/9/2025 INV $1909150,. PROPANE, #CTR014135, EXP 6/30/25
2| 11502029 45.330fPOMINION OFFIGE "0000025579 1/6/2025 8:34 1/6/2025 INV #167098, LAM. PAPER, MIGRO 6501565, EXP 2/7/28
3| 1/15/2029)  159.500BQ *ABS SANITATION, ING "0000029937 12/23/2024 9:00 12/23/2024 INV 73215, PORT TOILET, EVA E3405
4| 1/15/20259) 3000000 BTS*CARTERMACHINERYCO2 ‘0000018192 12/26/2024 9:34 12/26/2024 INV 00530569; RENTAL EQUIPMENT
bs | 11572020 250 0008BTS “CARTERMACHINERYCO2 "000018192 1212612024 9:35 12/26/2024 INV 00533587; RENTAL EQUIPMENT

11. | Sort the results by Voucher to determine the total amount included on the Voucher(s) created for
the billing period.

In this example, the Voucher Number that was created is 01747387 and the total amount is
$451,372.60. The difference between the Total billed amount ($454,549.13) and the Voucher
amount ($451,372.60) is $3176.53. The $3176.53 represents transactions that have either not
been reconciled or have been reconciled but not approved for that billing period.

The Voucher payment must match the total amount billed. Therefore, the Voucher will need to be
0 adjusted accordingly. These steps are completed by the PCard Accountant/Voucher Processor.

12. | To adjust the Voucher, navigate to the Voucher using the following path:
Main Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry

The Voucher Add a New Value page displays.

Favorites v | ManMenu~ > AccountsPayable~ > Vouchersw > AddlUpdate~ > Regular Entry
Voucher

Add a New Value [Q Find an Existing Value

*Business Unit 50100 |@y
*Voucher ID |NEXT

*Voucher Style | Regular Voucher v

Supplier Name Q
Short Supplier Name Q
Supplier ID Q
Supplier Location Q
Address Sequence Number oa
Invoice Number
Invoice Date &
Gross Invoice Amount 0.00
Freight Amount 0.00
Misc Charge Amount 0.00
Estimated No. of Invoice Lines 1

Add

13. | Click the Find an Existing Value button.

(), Find an Existing Value||
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Step | Action

Main Menu v

The Find an Existing Value page displays.

Favorites » ‘

Voucher

Find an Existing Value
Search Criteria

» Accounts Payable v > Vouchersv » AddMUpdatev > Regular Entry

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

;(-DiAdd aNew Valug|

@Recem Searches [ Choose from recent searches

Mg

Business Unit
Voucher ID
Invoice Number | begins with v ]
Invoice Date[=___ +]
Short Supplier Name
Supplier ID | begins with v ]
Supplier Name | begins with v ]

50100

[ Saved Searches [.Choose from saved searches

My

Q

B

Voucher Style [ =

v

Related Voucher

Entry Status =

¥

Voucher Source [ =

v

Incomplete Voucher [ =

¥

~ Show fewer options

(0 case Sensitive

‘ Search

Clear

14.

Enter the applicable Voucher Number in the Voucher ID field.

Voucher ID | begins with v| |

This is the Voucher Number from the Transactions by Transaction Date query.

15. Click the Search button.

| Search | Clear

Rev 06/12/2025
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Step | Action

The Voucher displays with the Voucher Summary tab displayed by default.

Favorites + ‘ Main Menu + > Accounts Payable + > Vouchersv > Add/Update~ > Regular Entry
Summary Related Documents Invoice Information Payments Voucher Attributes Error Summary
Business Unit 50100 Invoice Date 02/15/2025
Voucher ID (1747387 Inveice No SAL_2/25 BILL_00000000001
Voucher Style Regular Invoice Total 451,372.60 USD

Supplier Name Bank of America
1 Commercial Place
VAB-100-03-01

VA10023369
EVAAD44069
Norfolk, VA 23510
Entry Status Postable Pay Terms Dye Now PP
Match Status o match Approval History Voucher Source Procurement Cards
Approval Status Approved Origin ONL
Post Status Unposted Created On 02/24/2025 8:03PM

Created By AA_CARDINAL_BATCH_PR
Last Update 02/27/2025 12:47PM

Budget Status Valid Modified By
ERS Type NotApplicable
Budget Misc Status Valid Close Status Open
*View Related \ Payment Inquiry V| Go
[ah Returnto Search  ||[=] Notify || &% Refresh =4 Add = Update/Dis

Summary | Related Documents | Invoice Information | Payments | Voucher Attributes | Error Summary

16. Click the Invoice Information tab.

Summary || Related Documents || Invoice Information || Payments || Voucher Attributes || Emor Summary

The Invoice Information tab displays.

Favorites + ‘ Main Menu + > Accounts Payable ¥ > Vouchers > Add/Updatev > Regular Entry
1 Summary Related Documents | Invoice Information I Payments I Voucher Attributes Error Summary |
Business Unit 50100 Invoice No|SAL_2/25 BILL_00000000001 Invoice Total Nen Merchandise Summary
Voucher ID 01747387 Accounting Date [02/24/2025 ) Line Total 451,372 60 Session Defaults
Voucher Style Regular Voucher *Pay Terms |00PP Q 3l Due Now PP Currency usD|Q Comments(0)
Invoice Date [02/15/2025 B Basis Date Type Miscellaneous [ Attachments (0)
: Template List
i i Freight »d
02/24/2025
Inveice Receipt Date 0311513025 Eﬂ O Final Voucher Advanced Supplier Search
Goods & Services 5
Receint Dat. B Total 451,372.60 Approval History
eceipt Date Difference 0.00 Supplier Hierarchy
Bank of America Supplier 360
Supplier 1D 0000042877 a
ShortName BANK OF AM-001 |Q
Location MAIN Q
“Address 2 Q
Responsible Org 12011 Q
Customer Account #|4715200007150522
ROW Acquisition ID
[ Save | Action [ ~| ‘ Run | ‘ Calculate ‘ ‘ Print
Copy From Source Document
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Responsible Org|12011 Qﬂ

Step | Action
The PCard Accountant/Voucher Processor reviews the Customer Account # and Responsible
0 Org fields to verify this information is for their District. This Voucher will need to be updated so
that the amount matches the billing.
17. | Update the Responsible Org field as applicable.

o

o BILL —represents the current billing cycle Voucher
e ADJUST - represents a previous billing cycle Voucher

For this example:

Invoice No |SAL_2/25 BILL_00000000001

District: SAL = Salem
Bill Date: 02/15/2025
BILL: current billing cycle

The next step is dependent on the Invoice Number. The naming standard for PCard Voucher
Invoice Numbers follows a format as follows: [district] + [bill month/year] + [desc].

18. In the Invoice Lines section, click the Last link.
[ Save | Action | vl | Run || Calkulate || Print
Copy From Source Document
Invoice Lines (7 Find | View 100 First (4) 10f393 (»
Line 1 OJcopy Down SpeedChart Q (O One Asset ®=HE
“Distribute by[Amount ____ +] Ship To |MARTN RES a [ calculate |
Item 9713001000 Q
Quantity[1.0000 DescriptionHAMPTON INN, BELL ROAD 13
uom|[EA Q Packing Slip
Unit Price [511.64000
Line Amount 511.64
Multi-SpeedCharts
19. | Click the Add a New Row (+) icon to add a new Invoice line.
First 393 of 393 (» Last
(J One Asset —
Rev 06/12/2025
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Step | Action

A new row is added.

Invoice Lines (7

Line O Copy Down

Multi-SpeedCharts

Distribution Lines

GL Chart “ Exchange Rate ” Statistics ” Assets ‘

SpeedChart
*Distribute by[Amount_____+| Ship ToCNTRL OF1 Q
Item Q
Quantity Description
uom Q Packing Slip
Unit Price
Line Amount 0.00

Copy s u . o )
Down Line Merchandise Amt  Quantity GL Unit Account
B = O 1 0.00 50100

Find | View 100 First (4 394 0f 394 () Last

Q O one Asset HE

‘ Calculate ‘

Personalize | Find | View All | (2| [5] First (4 10of1 (b Last

Fund Program Department Cost Center Task FI

Q Q Q Q Q

20. | Enter “Remaining Balance Suspense” in the Description field to indicate this distribution

represents the remaining billing statement balance.

Description

21. | Enter or select the applicable SpeedChart in the SpeedChart field.

SpeedChart

q

o This populates the Fund, Program, and Cost Center fields.

22. | Inthe Merchandise Amt and Line Amount fields, enter the remaining balance between the total

amount billed and the amount Invoiced.

TN FTICE

I Line Amount 0.00 I
Multi-SpeedCharts

Distribution Lines

GL Chart Exchange Rate Statistics

SOPY Line [Merchandise Amt
own
+l = O 1 0.00
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(',;’/Cardinal Cardinal Accounts Payable Job Aid
V4

AP312 Processing PCard Vouchers (VDOT Only)

Step

Action

@

In this example, the total billing statement was $454,549.13 and the existing amount on the
Voucher is $451,372.60. This a total of $3176.53 ($454,549.13 — $451,372.60) that needs to be
added on Invoice Line 394 to make the total Voucher equal the billing statement. The $3176.53 is
therefore the amount for this example. This amount goes into the suspense account to be
released later.

23. | Enter “5013090” in the Account Number field.
Account
Q
24. | Enter the applicable Department in the Department field.

Department

Q

Example of a completed Invoice Line:

Invoice Lines (7 Find | View 100 First (4 393 0f 393 () Last
Line 394 (J Copy Down SpeedChart Q J One Asset HE
Distribute bV Ship To|CNTRL OF1 Q ‘ Calculate |
Item
iption | Remaining Balance Suspense
Quantity Description g P
ucm Q Packing Slip
Unit Price
Line Amount 3,176.53
Multi-SpeedCharts
Distribution Lines Personalize | Find | View All | (2| [& First (4 10f1 (b Last

GL Chart || Exchange Rate I Statistics || Assets |

Es";ﬁ Line Merchandise Amt  Quantity *GL Unit Account Fund Program Department Cost Center Task FI
= O 1 3,176.53 50100 5013090 Q (04100 Q [698001 Q (12000 Q (11120220 Q Q
3 »
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/Cardinal Cardinal Accounts Payable Job Aid

V4 AP312 Processing PCard Vouchers (VDOT Only)

Step | Action

Scroll to the top of the page.

Favorites ‘ Main Menu + > Accounts Payable v > Vouchersv > Add/Update~ > Regular Entry

Summary | Related Documents || Invoice Information | Payments H Voucher Attributes | Error Summary |

Business Unit 50100 Inveice No |SAL_2/25 BILL_00000000001 Invoice Total Non Merchandise Summary
Voucher ID 01747387 Accounting Date |02/24/2025 e Line Total 454,549.13 Session Defaults
Voucher Style Regular Voucher “Pay Terms 00FFP Q ﬂ Due Now PP “Currency usp|Q Comments(0)
Invoice Date |02/15/2025 El Basis Date Type Miscellaneous = Attachments (0}
. R Freight = Template List
I R t Date |02/24/2025 g
nvelee Recelpt bate o OFi Advanced Supplier Search
Goods & Services |02/15/2025 5] Final Voucher Total 251.372.60 Supplier Hierarchy
Receipt Date Difference 817653 Supplier 360
Bank of America
Supplier 1D 0000042877 Q
SheortName |BANK OF AM-001 | C
Location | MAIN Q
*Address |2 Q
Responsible Org | 12011 Q
Customer Account #|4715290007150522
ROW Acquisition ID
[ Save | Action vl | Run || calculate || Print

Copy From Source Document

25. | Update the Total field to the total amount of the billing statement.

Total 451,372.60

0 This should equal the sum of the existing Invoice Lines and the newly added Invoice Line.

26. Click the Calculate button.

Run Print
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%/ Cardinal

Cardinal Accounts Payable Job Aid

Ve

AP312 Processing PCard Vouchers (VDOT Only)

Step | Action

The page refreshes and the Difference field updates to “0.00”.

Favorites « ‘ Main Menu > Accounts Payable v > Vouchers» »> Add/Update~ > Regular Entry
Summary ” Related Documents I Invoice Information | Payments H Voucher Attributes ” Error Summary ‘
Business Unit 50100 Inveice No|SAL_2/25 BILL_00000000001 Invoice Total Non Merchandise Summary
VoucherID 01747387 Accounting Date 02/24/2025 el Line Total 454,549 13 Session Defaults
Voucher Style Regular Voucher *Pay Terms 00PP Q ) Due Now PP “Currency usDlQ, Comments(0)
Invoice Date 02/15/2025 El Basis Date Type Miscellaneous ol Attachments (0)
P = Template List
Invoice Receipt Date [02/24/2025 |[ii Freight il
. . Advanced Supplier Search
Goods & Services 02/15/2025 |[3i O Final Voucher Total 15454913 Supplier Hierarchy
: otal ,549.
Receipt Date Difference 0.00 Supplier 360
Supplier ID 0000042877 Q
ShortName |[BANK OF AM-001 |Cy
Location MAIN Q
“Address |2 Q
Responsible Org | 12011 Q
Customer Account # 4715290007150522
ROW Acquisition ID
sastsns SV s Action vl | Run || caluate || Print
Copy From Source Document

27. Click the Save button.

I Save I

A Message displays in a pop-up window.

Message

amounts into balance.

| OK Cancel |

Difference between voucher and total payment amounts is 3176.53 - apply to existing scheduled payment? (7030,379)

The sum of all scheduled and/or recorded payments' Gross Payment Amount differs from the voucher's Gross Amount by the indicated amount.
Press 'OK' if you wish to apply this difference to the existing scheduled payment (refer to the Payments tab to examine currently scheduled
and/or recorded payment amounts). Press 'Cancel' if you wish to make some other manual change to bring the voucher and total payment

28 Click the OK button.

OK Cancel
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/’)Cardinal Cardinal Accounts Payable Job Aid
V4 AP312 Processing PCard Vouchers (VDOT Only)

Step | Action

The Voucher Invoice Information tab redisplays.

Favorites « ‘ Main Menu > Accounts Payable v > Vouchers» »> Add/Update~ > Regular Entry
| Summary Related Documents Invoice Information Payments Voucher Attributes Error Summary |
Business Unit 50100 Inveice No|SAL_2/25 BILL_00000000001 Invoice Total Non Merchandise Summary
Voucher ID 01747387 Accounting Date |02/24/2025 Bl Line Total 454,549.13 Session Defaults
Voucher Style Regular Voucher “Pay Terms |00PP Q =l Due Now PP “Currency usD|q Comments(0)
Invoice Date|02/15/2025 ) Basis Date Type Miscellaneous T Attachments (0)
. = Template List
Invoice Receipt Date 02/24/2025 3 Freight =
. Advanced Supplier Search
Goods & Services|02/16/2025 [ij O Final Voucher Total 4545953 Supplier Hierarchy
. otal ,549.
Receipt Date Difference 0.00 Supplier 360
Bank of America
Supplier ID 0000042877 Q
ShortName |[BANK OF AM-001 |Cy
Location MAIN Q
“Address |2 Q
Responsible Org | 12011 Q
Customer Account # 4715290007150522
ROW Acquisition ID
| Save | Action v | Run || calculate || Print
Copy From Source Document

29. | The Voucher has successfully saved. From here, the Voucher is re-processed through batch
Budget Check. After passing Budget Check, the Voucher is re-routed to the PCard Voucher
Approver to review and approve.
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/Cardinal

Cardinal Accounts Payable Job Aid

V4 AP312 Processing PCard Vouchers (VDOT Only)

Clearing the Suspense Account

The Cardinal program will create an adjustment Voucher for the PCard transaction(s) that were missing
from the previous period bill that were charged to the suspense account. These actions clear the

suspense account and create a “0” dollar Voucher.

See the steps below:

e The Bill description will contain “DISTRICT_MONTH/YEAR_ADJUST” (e.g. SAL_2/25 ADJUST)

and the Voucher will need to be updated as follows:

o Insert an additional Voucher line to clear the amount previously recorded as a Suspense.

Enter the SpeedChart/Cost Center: 11120220
Account: 5013090
Department ID: XXXXX (District or Central Office)

O O O O

approved transactions to release the suspense account)
o Voucher Invoice Total amount must be $0.00

Merchandise Amount: - $XXX.XX (negative total of the Voucher line amounts created from

Sample Screenshot of Voucher and Voucher Line to Clear Suspense Account

Favorites Main Menu v 5> Accounts Payablew > Vouchersv » AddUpdatev > Regular Entry

Summary Related Documents Invoice Information | Payments Voucher Attributes | Error Summary

| New winaow | Help | Fersonaliize Fage |

Business Unit 50100 Invoice No SAL_12/2024 ADJUST_000001 Invoice Total Non Merchandise Summary
Voucher ID 01736482 Accounting Date 01/27/2025 Line Total 0.00 Session Defaults
Voucher Style Regular Voucher *Pay Terms 00PP *Currency usD Comments(0)
Invoice Date | 12/15/2024 Basis Date Type Miscellaneous ] Attachments (0)
. X Freight =) Template List
Invoice Receipt Date Advanced Supplier Search
Goods & Services Final Voucher Total 0.00 Approval History
Receipt Date Difference 0.00 Supplier Hierarchy
Bank of America Supplier 350
Supplier ID 0000042877
ShortName BANK OF AM-001
Location MAIN
*Address 2
Responsible Org 19000
Customer Account # 4715290007150522
ROW Acquisition ID
Save Calculate Print
Copy From Source Document
Invoice Lines (2 Find | View All First (4 50f5 (» Last
Line 5 Copy Down SpeedChart One Asset
*Distribute by Amount ~ I
tom Ship To CNTRL OF1 Calwato,
iption CLEAR SUSPENSE ACCOUNT
Quantity Description
uom Packing Slip
Unit Price
Line Amount -1,930.94
Multi-SpeedCharts
Distribution Lines Personalize | Find | View All | (1| [5§ First (4 10f1 (b Last
GL Chart Exchange Rate Statistics Assets | [N
g::i Line Merchandise Amt ~ Quantity *GL Unit Account Fund Department Cost Center Task FIPS Asset Agency Use 1
1 -1,930.94 50100 5013090 04100 18000 11120220
4 »
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/’)Cardinal Cardinal Accounts Payable Job Aid
V4

AP312 Processing PCard Vouchers (VDOT Only)

Processing ISSP Transactions (MANCON)
Purchasing — Review/Verify/Reconcile ISSP Transactions

1.
2.
3.

ISSP transactions are loaded daily from the supplier into Cardinal. (Batch Processor)
Correct Load errors if necessary (Procurement System Administrator)

Review, verify and reconcile (or dispute) ISSP transactions, apply distributions (if
necessary), and budget check (ISSP Reconciler)

Approve verified/reconciled PCard (ISSP) transactions (Supervisor for specific PCard
(ISSP) Location

Load approved PCard (ISSP) transactions to Voucher staging tables every day.

Accounts Payable - Review/Update/Approve ISSP Vouchers

Voucher Build Processes (Batch Processor)

Run the V_PR_PCARD_TRANS_BY_TRANS_DT to review transactions, by district,
included on the Voucher (PCard Voucher Accountant)

Update the Voucher with Responsible Org (10015: Fiscal Division) and approve Voucher
(PCard Voucher Accountant)
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