/;/Cardinal Project Accounting Job Aid
V4 PA354 Creating Customer Contract Products (VDOT Only)

Creating Customer Contract Products Overview

If a new amount-based or rate-based Product needs to be created, it is recommended to submit a
Help Desk ticket (vccc@vita.virginia.gov) with fiCardinal Project Accounting (PA)oin the subject line.
The Cardinal Post Production Support (PPS) PA team will work with the user to ensure that the
Product is created correctly. If the Product is not set up correctly, it will have downstream impacts to
the Contract, billing, and GL distribution and will require a Help Desk ticket to correct the errors.

Amount -Based Product

Amount-based Contracts are used to bill a fixed price Contract for varying amounts. An amount-
based Contract Line allows users to bill a fixed amount against a single Project/Activity combination.
Amount-based Products allow the same Project/Activity combination to be associated with more
than one Contract Line.

When creating an amount-based Contract Line, the user must use an amount-based Product.

If creating a new amount-based Product in Cardinal, first create the Product Definition, assign the
Product Group, and finally associate the new Product with a Distribution Set and Distribution Code.
The accounting distribution information on the Accounting Distribution  page defaults from the
Distribution Set and Distribution Code.

Once the Product has been created and associated with a Revenue Plan Template, a Billing Plan
Template, and a Distribution Code, it can be used on any amount-based Contract Line.

Rate-Based Product

Rate-based Contracts calculate amounts to bill each customer as costs are accumulated against the
Project/Activity combinations linked to the Contract. The customerds parti
costs based on the Rate Set associated to the Contract Line. Once the billable amounts are
determined, the billable transactions are sent to Billing. The user can set up Billing Limits for a rate-
based Contract Line to ensure that the limits related to an agreement are enforced. The revenue
and unbilled AR accounting distributions for rate-based Contract Lines are stored in the accounting

rules.

Once a Product has been created and associated with a Revenue and Billing Plan template, the
Product can be reused on any rate-based contract line.

Navigation Note : Please note that there may be a Notify button at the bottom of various pages
utilized while completing the processeswi t hi n t hi s Job Aid. This 0
turned on to send email notifications to specific users within Cardinal.
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Confirm ing an Amount -Based Product

Run the Customer Contract Products  query. Access this query by going to the Cardinal Financials
Homepage and clicking the Financial Based Query -based Reports link. Before creating an Amount-
Based Product, search to see if the Amount-Based Product already exists which contains the Chart of
Account (COA) string needed.

Step | Action

1. Begin by logging into Cardinal Financials.

The Cardinal Financials Homepage displays.

Home | Workist | AddtoFavortes | Sign Out

/5 Cardinal [ &1~ searn 5] Advances seach

7~ NON-PRODUCTION

Favorites ‘ Main Menu
Personalize Content | Layout 2 Help

Menu s ov myCardinal Messages < ov

My Favorites =

My ) Begin Date Message

myCardinal Financials

Data Expansion Tools myCardinal Financials < o~

Employee Self-Service (] Financials Gonversion (] Financials Report Execution ("] Financials Report Retrieval

Manager Self-Service L/ L L/

Supplier Contracls = Expense Attach Conversion [ AP Reports 5] FIN Report Manager

Customers [ AR Reports [ FIN Process Monitor

[ 6L Reports

Partners [ PAReports

Products 3 PR Reports

Catalog Management F Financials Query-based Reports

Customer Contracts 7] Finaneials Links

Order Management | =g

= Cardinal Fortal

Pricing Configuration
Customer Retums

Items

Cost Accounting
Suppliers

Procurement Contracts
Purchasing

Inventory

eProcurement

Services Procurement
Sourcing

Engineering
Manufacturing Definitions
Production Control
Quality

Supply Planning

2. Click the Financial s Query -based Reports link.

Financials Report Execution

AP Reports
AR Reports
GL Reports
PA Reports
PE Bepors
I'? Financials Query-based Reports I
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Step | Action

The Financials Report Execution Query Search  page displays.

Favortes v | Main Menu > myCardinal Financials + > Financials Report Execution

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 [ ]

3. Enter or select iv_PA_CUST_CONTRACT_PRODUCTSO0in the Search By field.

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

“Search By beginswin  [LPACUST CONTRACT PRODUCTS
Advanced Search

4, Click the Search button.

*Search By [ Query Name v|

Advanced Search

The search results display within the Search Results section.

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

*Search By begins with V_PA_CUST_CONTRACT_PRODUCTS
Advanced Search

Search Results

*Folder View [--All Folders — hd
Query Personalize | Find | View All | (21| E First (4 10of1 (b Last
T Runto Runto Runto o Add to
Query Name Description Owner Folder HTML  Excel xmL  Schedule Definitional References - o
V_PA CUST_CONTRACT_PRODUCTS Customer Contract Products Public HTML Excel XML  Schedule Lookup Referances Favorite
5. Click the HTML link to run the query.
Query Personalize | Find | View Al | (2] ] E‘ First (4) 10of1 (b Last
- Runto Runto Runto e Add to

Query Name Description Owner Folder HTML  Excel  xmL  Schedule Definitional References oo
V_PA CUST_CONTRACT_PRODUCTS Customer Contract Products Public HTML § Excel XML  Schedule Lookup References Favorite
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Step | Action

The Customer Contract Products  Query page displays in HTML format.

V_PA_CUST_CONTRACT_PRODUCTS - Customer Contract Products

*Business Unit Q
Product 1D(% for all) Q
Product Group(% for all) Q
Account(% for all) Q
Dept ID (% for all) Q
Fund (% for all) Q
View Resus |
Row Product D:;:?#g&n 5-;';: Pé?gt:;t Disgiobduetion Distribgg:? S Account Department Fund C%ﬂ‘tjetr Program Prnlaéect Activity

Enter the run criteria for the query. At a minimum, complete the Business Unit and Product ID
(prefix of MMT%0 fields. Enter other details (e.g., Product Group , Account , Fund, etc.) if
available. Otherwise,e nt er @ %0 i ramamiagdiglds.of t he

*Business Unit| 50100 |Q
Praduct ID(% for all) | AMT% Q
Product Group(% for all) | %

Account(% for all) | %

,(:J ,{:J ,{:J

Dept 1D (% for all) | %
Fund (% for all) | %

e

View Results

Click the View Results button.

View Results
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Step | Action

The page refreshes and the results display.

V_PA_CUST_CONTRACT_PRODUCTS - Customer Contract Products

*Business Unit 50100 | Q
Product ID(% for ally AMT%
Product Group(% for all) | %
Account(% for ally | %
Dept ID (% for all) | %
Fund (% for ally | %
“View Results |

Q
Q
Q
Q

Download results in :  Excel SpreadSheet CSV Text File XML File (44 kb)

10144

10144

View All First 1-100 of 117 (1 Last
Row Product Product Description E;.‘;':: Product Group Disgi:;:ion Distribution Code Desr Account Department Fund Ci‘;::r Program  Projectld Activity
1 AMT_FEDERAL  Federal - Amount Based AMT  RTE_FED GRANTGRT12  Federal Grabt - Local Assistan 4020205 10059 04010 603015

2 AMT_FEDGRT10 Federal Grant - NOVA AMT  AMT_FED  GRANTGRT10 Federal Grant - NOVA 4020205 19000 04010

3 AMT_FEDGRT1 E?:fﬁrgﬁns‘t Grant- AMT  AMT_FED GRANTGRT11  Federal Transit Grant-Richmond 4020507 14000 04010

4 AMT_FED_GRT10 Federal Grant-NOVA AMT  AMT_FED  GRANTGRT10 Federal Grant - NOVA 4020205 19000 04010

5 AMT_FED_GRT11 Federal Grant-Richmond AMT  AMT_FED  GRANTGRNT5 Federal Grant - Richmond 4020505 14000 04010

6 AMT_FED_PASS1 Federal PassThrough CO AMT  AMT_FED  FEDPASS1  Federal PassThrough CO 609650 10015 04010

7 AMT GENER!  Gener- HMO - East River AMT  AMT_HMOOTH GENERGEH10 g;”enc HuwyMaintOps EastRY - 4o010001 11009 04100

8 AMT GENER? gsss;ﬁ“"o'STA'Reseam“ AMT  AMT HMOSTA GENERGEN15 University of Virgina Generic 4003007 10029 04100 11210010 602002

9 AMT_GENER3  Gener - HMO - VCTIR AMT  AMT_HMOOTH GENERGEN1E Research Council HMO Private 40040001 10029 04100 602002

10 AMT_GENER4  Gener-CON- Location & Design AMT  AMT_CONOTH GENERGEN14 Location & Design CON Private 40040001 10021 04720 514008 0000108401

11 AMT_GENERS ?gfgjmh Council HMODep  »yir AMT HMOOTH GENERGEN1S Tgf:jmh Councl HMODep 40040001 10144 04100 602002

12 AMT_GENERg  Research Cnel HMO State AMT  AMT_HMOSTA GENERGEN2g Research Cnel HMO State 4003007 10144 04100 602002

Review the results to see if there is an existing Product that has the appropriate Product Group
and COA string which is needed to record the billing and revenue transactions for the Contract.

If the Product exists, see the Job Aid titled PA354_Creating a Non-Federal Amount
Based Contract (VDOT Only). This Job Aid is located on the Cardinal Website in Job
Aids under Learning

b. If the Product does not exist, the user will need to determine if there is an existing
Distribution Code that contains the appropriate COA string which can be used. Proceed
to the Confirming a Distribution Code section of this Job Aid

a.
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Confirm ing a Distribution Code

Before creating a new Distribution Code, verify whether an applicable Distribution Code already exists
by running the Distribution Code query.

Step | Action

1. Begin by logging into Cardinal Financials.

The Cardinal Financials Homepage displays.

Home | Worklist | AddioFavortes | Sign Out

f’j Cardinal [ Al ~searcn | Advanced Searcn

 #/~ NON-PRODUCTION

Favorites ~ ‘ Main Menu ~
Personalize Content | Layout % Help

Menu s o~ myCardinal Messages S o~
My Favorites
myCardinal Financials
Data Expansion Tools myCardinal Financials T ov
Employee Self-Service (] Financials Conversion (] Financials Report Execution (7] Financials Report Retrieval
Manager Self-Service [ L/ 4
Supplier Contracts = Expense Attach Conversion [ AP Reports =] FIN Report Manager
Customers [ AR Reports ] FIN Process Montor

[ GL Reports.

[ PAReports

Products LI PR Reports

Catalog Management = Financials Query-based Reports

Begin Date Message

Partners

Customer Contracts ) Financials Links
Order Management g
Pricing Configuration
Customer Retumns

Items

Cost Accounting
Suppliers

Procurement Contracts
Purchasing

Inventory

eProcurement

Services Procurement
Sourcing

Engineering
Manufacturing Definitions
Preduction Control
Qualiy

Supply Planning

-

[ Cardinal Portal

2. Click the Financial s Query -based Reports link.

Financials Report Execution

AP Reports
AR Reports
GL Reports
PA Reports
PR Repors

ISl Financials Query-based Reports

The Financials Query -based Reports Search page displays.

Favorntes v | Main Menu+ > myCardinal Financials ¥ > Financials Report Execution

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 ( )
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Step | Action

3. Enter iv_PA_DISTRBUTION_CODESOGin the Search By field.

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

*Search BY [Query Name v|
Advanced Search

begins with |V_PA_DISTRBUTION_CODES |

4, Click the Search button.

*Search BY [Query Name ~|

Advanced Search

The search results display within the Search Results section.

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

“Search By eginswi  [V_PA_DISTRBUTION_GODES

| Search | Advanced Search

Search Results

“Folder View |— Al Folders — v
Query Personalize | Find | View All | (& | @ First (4) 10f1 (b Last
Query Name Description Owner Folder ﬁ%th\_o Eigetlo ?,‘ﬂ_m Schedule Definitional References ?::‘otr?les
V_PA_DISTRBUTION_CODES Distribution Codes Public HTML Excel XML  Schedule Lookup References Favorite

5. Click the HTML link to run the Distribution Code query.

Query Personalize | Find | View All | & | [ First (4 10of1 (} Last
Query Name Description Owner Folder E%nMEO E:getlo Eﬂ:m Schedule Definitional References F:\?otr?les
V_PA_DISTRBUTION_CODES Distribution Codes Public HTML R Excel XML  Schedule Lookup References Favorite
The Distribution Code Query page displays in HTML format.
V_PA_DISTRBUTION_CODES - Distribution Codes
*SetlD Q
Account (% for all) Q
Fund (% for all) Q
Dept Id (% for all) Q
Cost Center (% for all) QQ
| View Results |
Row Distribution Code Effective Date Effective Status Long Description Short Description Account Dept ID Task  Fund Cost Center Program Project Activity
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Step | Action

remaining fields.

*SetlD 50100
Account (% for all} | 4%
Fund (% for all) 04720
Dept Id (% for all} %

Cost Center (% for all) | %

Q
Q
Q
Q
Q

View Results

6. Enter the run criteria for the query. At a minimum, complete the Set ID and Account fields.
Enter other details (e.g., Fund, Dept ID, etc.) if available. Ot her wi s e, enter

f

View Results

7. Click the View Results button.

The page refreshes with the results.

V_PA_DISTRBUTION_CODES - Distribution Codes
*SetlD |50100 |Qq
Account (% for all) [4% Q
Fund (% for all) 04720 |Q
Dept Id (% for all) |% Q
Cost Center (% for all) % Q
| View Results |
Download results in : Excel SpreadSheet CSV Text File XML File (24 kb)
View All
Row  Distribution Code Effective Date Effective Status Long Description
1 ADVANCON34 07/01/2016 A Prepaid - CON - STA
2 ADVANCON35 07/01/2016 A Prepaid - CON - OTH
3 AUDITAUDI2Z 01/01/1901 A Audit - CON - OTH
4 COALSCOALS 01/01/1901 A Coal Severance - CCT
5 GENERGECN1 01/01/1901 A Generic Construction AR
6 GENERGEN14 01/02/1901 A Location & Design CON Private
7 MG&SEGCNO1 01/01/1901 A Misc - CON - CCT/OTH-Bristol
8 MG&SECON02 01/01/1901 A Misc - CON - CCT/OTH-Salem
9 MG&SEGON03 01/01/1901 A Misc - CON - CCT/OTH-Lynchburg
10 MG&SEGONO4 01/01/1901 A Misc - CON - CCT/OTH-Richmond
11 MG&SECCNO5 01/01/1901 A Misc - CON - CCT/OTH-Suffolk
12 MG&SECCONO6 01/01/1901 A Misc - CON - CCT/OTH-Fredsburg
13 MG&SECONO7 01/01/1901 A Misc - CON - CCT/OTH-Culpeper
14 MG&SECON08 01/01/1901 A Misc - CON - CCT/OTH-Strunton
15 MG&SECON09 01/01/1901 A Misc - CON - CCT/OTH-NOVA
16 MG&SEGON30 01/01/1901 A Misc - CON - OTH - C Office
17  MG&SEGON31 01/01/1901 A Misc - CON - OTH - R_ Council
18 MG&SEGON32 01/01/1901 A Misc - CON - OTH - Fiscal

Short Description
ADVANCON34
ADVANCON35
AUDITAUDI2
COALSCOALS
GENERGECN1
GENERGEN14
MG&SECON01
MG&SECON02
MG&SECON03
MG&SECON04
MG&SECON05
MG&SECON06
MG&SECONOT
MG&SECON08
MG&SECON09
MG&SECON30
MG&SECON31
MG&SECON32

Account
4003007
4003007
4009060
40042013
4009060
40040001
40042011
40042011
40042011
40042011
40042011
40042011
40042011
40042011
40042011
40042011
40042011
4009060

DeptID  Task
10030
10055
10015
11000
99999
10021
11000
12000
13000
14000
15000
16000
17000
18000
19000
10015
10029
10015

Fund
04720
04720
04720
04720
04720
04720
04720
04720
04720
04720
04720
04720
04720
04720
04720
04720
04720
04720

Cost Center

12000010

12000010

12000010
12000010
12000010
12000010
12000010
12000010
12000010
12000010
12000010
12000010
12000010
12000010

First 1-80 of 80 Last

Program Project Activity

514008 0000108401

Amount Based Contract
in Job Aids under Learning

b. If the Distribution Code does not exist, proceed to the Creating a Distribution Code
section of this Job Aid

8. Review the results to see if there is an existing Distribution Code for the COA string which is
needed to record the revenue transactions for the Contract.

a. If the Distribution Code exists, see the Job Aid titled PA354_Creating a Non-Federal
(VDOT Only). This Job Aid is located on the Cardinal Website

Rev 10/16/2024
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Creating a Distribution Code

If creating a new Product, it is recommended that the user submit a Help Desk ticket
(vecc@vita.virginia.gov) with fiCardinal Project Accounting (PA)oin the subject line. The Cardinal Post
Production Support (PPS) PA team will work with the user to ensure that the Product is created
correctly. If the Product is not set up correctly, it will have downstream impacts to the Contract, billing,
and GL distribution and will require a Help Desk ticket to correct the errors.

Step | Action

1. Navigate to the Distribution Code page using the following path:

Main Menu > Set Up Financials/Supply Chain > Common Definitions > Distribution
Accounting > Distribution Code

The Distribution Code Find an Existing Value Search page displays.

Favorites + | Main Menu » Set Up Financials/Supply Chain + > Common Definitions + > Distribution Accounting + > Distribution Code

Distribution Code

@ Add a New Value
Find an Existing Value ('D_ ]

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

@Recem Searches | Choose from recent searches v‘ 7 | Saved Searches | Choose from saved searches V| Vi
*SetiD 50100 Q
Distribution Code Q,

#\ Show fewer options

[ Include History

| Search || Clear |

For more information pertaining to the Cardinal FIN Search pages, refer to the Job Aid titled
0 Overview of the Cardinal FIN Search Pages . This Job Aid is located on the Cardinal Website
in Job Aids under Learning .

2. Click the Add a New Value button.

@ Add a New Valuel
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Step | Action

The Distribution Code Add a New Value page displays.

Distribution Code

[, Find an Existing Value|
Add a New Value =]

*SetlD 50100 Q
*Distribution Code Q

[ Add |

The SetlD field defaultstothe Agency 6 s B uand shauld sot bg changed.

Add a New Value

0 | setb50100 o |

*Distribution Code Q

Add

3. Enter the Distribution Code name in the Distribution Code field. Use the Distribution Code
Look up icon to identify the next available Distribution Code name. The name of the Distribution
Code should contain the corresponding Source Type and Category.

Add a New Value

*SetlD 50100 Q)
*Distribution Code PROJEPR081 |Q

Add

4, Click the Add button.

Add
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Step | Action

The Distribution Code page displays.

Distribution Code
SetlD 50100 Distribution Code PROJEPR031
Distribution Code Definition Find First (4 10of1 (» Last
*Effective Date 06/23/2025 Status[Active ] [#H[=]
*Description ‘ ‘
Short Description l:l
*Distribution Type\ Accounts Receivable V| F\% Conftract Asset Dist Code Q
ChartField Values Personalize | Find | (2] | E First (4 10f1 (» Last
*Account Fund Program Department Cost Center Task FIPS Asset Agency Us
] | ] ] | ] | |
1 ‘ Iq ‘ \q | Iq | Iq ‘ \Q ‘ Iq ‘ \q | \O\ ‘
4 [ 4
|[Glsave ||=] Notify | [ Add || 7] Update/Display || &1 Include History ||[2# Correct History

5. Enteri 0 1/ 0 1 in h® Effdctive Date field.

Distribution Code Definition

*Effective Date|01/01/1901 |3

6. Enter the applicable description in the Description field.

*Description| Parfic - COM - STA - STAUNTON |

7. Enter the Distribution Code name in the Short Description field.

Short Description [PROJEPR081 |

8. Click the Distribution Type dropdown button and select fRevenueo .

*Distribution Type| Revenue v

0 The Status field defaults to fActivedand should not be changed.

*Statusl Active v |
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Step

Action

9.

Click the Contract Liability Dist Code Look up  icon and select the applicable Deferred
Revenue Distribution Code which should be used to book deferred revenue.

Contract Liability Dist Code [ADVANADCN5JQ,

Use the V_PA_DISTRBUTION_CODES query to determine the available values for selection in
the Contract Liability Dist Code field. Search using the Agency Business Unit in the SetID field
and complete the Account and Fund fields. All Deferred Revenue Distribution Codes start with
FADVANQ

V_PA_DISTRBUTION_CODES - Distribution Codes

*SetlD 50100 |Q
Account (% for all) |4% Q
Fund (% for all) (04720 | Q
Dept Id (% for all) |%
Cost Center (% for all) | %
View Results |

Q
Q

Download results in - Excel SpreadSheet CSV Text File XML File (24 kb)

View All First 1-80 of 80 Last
Row Disggo;etion Efg:tl;ve E;f:;:ﬂ;e Long Description D essci:?prlti o Account Dﬁ:';t Task Fund Cz?:;r Program  Project  Activity
1 ADVANCON34 07/01/2016 A Prepaid - CON - STA ADVANCON34 4003007 10030 04720
2 ADVANCON35 07/01/2016 A Prepaid - CON - OTH ADVANCON35 4003007 10055 04720

The Deferred Revenue Distribution Code is used when creating an amount-based deferred
Contract Line to default the Contract Liability Distribution. The Chart of Account (COA) values
are used to record the deferred revenue. The Deferred Revenue Distribution Code values
should be associated to all Project related Distribution Codes for the iPROJEQ ACOALQ
MG&SECONQ and iIMG&SEMGSonaming conventions.

10.

Complete the following fields in the ChartField Values section of the page:

a. Account : Select the Account which should be used to book revenue. In most cases, this
value will be a Revenue Account. In some cases, an Expenditure Account is used to
book revenue

b. Fund: Select the Fund Code which should be used to book revenue

c. Program : Only select the Program Code if an Expenditure Account is used instead of a
Revenue Account. The Program value should be the Program from the distribution
defined on the Project associated with the Contract

ChartField Values Personalize | Find | (2] ] E First (4 10f1 (b Last
“Account Fund Program Department Cost Center Task FIPS Asset Agency Us
15023230 Q04720 Q, 603023 Q Q Q Q Q Q
-} »
5] Save |[@" Return to Search | [=] Notify & Add |[A Updale/Display :D Include Histary ..D/' Correct History |
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Step

Action

11.

Click the Save button.

=]
ol Save

|&h Retumn to Search

= | Notify

Rev 10/16/2024
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Creating an Amount -Based Product

Step | Action

1. Navigate to the Product Definition page using the following path:
Main Menu > Products > Identify Product Details > Definition

The Product Definition Find an Existing Value Search page displays.

Favorites v ‘ Main Menu v > Products v » Identify Product Details ¥ > Definition

Product Definition

’ . (@ Add a New Value
Find an Existing Value oSt
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values

@Recent Searches | Choose from recent searches v [] Saved Searches [ Choose from saved searches v|#

*SetlD 50100 Q
Product ID | begins with v
Description | begins with v

Product Use [ = M v
Model Number

Catalog Number | begins with v
Tax Product Number

Product Kit O

Effective Status | = v | v|

ftem D Q

A Show fewer options

[J Case Sensitive

‘ Search | | Clear

For more information pertaining to the Cardinal FIN Search pages, refer to the Job Aid titled
0 Overview of the Cardinal FIN Search Pages . This Job Aid is located on the Cardinal Website

in Job Aids under Learning .

2. Click the Add a New Value button.

@ Add a New Value
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WCardinal Project Accounting Job Aid
V4 PA354 Creating Customer Contract Products (VDOT Only)

Step | Action

The Product Definition Add a New Value page displays.

Product Definition

‘OTFlnd an Existing Value
Add a New Value N

*SetlD 50100 Q
*Product ID |NEXT Q

| Add |

3. Enter the new Product ID in the Product ID field.

*SetlD 50100 Q

*Product IDJAMT_PROJEST |3

Add

4, Click the Add button.

Add

The Definition tab displays.

Favorites = Main Menu - > Producis = > [dentify Product Details = > Definition

Definition Contracts Options

SetlD 50100 Product D AMT_FROJED
*Product Use | Conlracts Only w|
O Produet kit

*Description |

Long Description Bl

253 CharaCciers remaining

Catalog Number
Model Humber “Status | Active w|
Product Brand ) Product Category | o
"Physical Nature | Goods | Where Performed | e
iegw Product Image VAT Default VAT Service Treatment Seiup
[l ®ave ||[=] Notify Ly Add || 2] Update/Display

Definition | Confracts Gptions
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//f) Cardinal

Project Accounting Job Aid

PA354 Creating Customer Contract Products (VDOT Only)

Step | Action
0 The Product Use fielddef aul t s t o fi Co n tupdatethissfieldOn | y o . Do
*Product Use| Contracts Only v|
5. Enter the Distribution Code in the Description field.
*Description| Partic - HMO - CCT - Richmond |
The Physical Nature f i el d def aul t s update fhi©feeld.d s o . Do not

*Physical Nature | Goods

v]

6. Click the Save button.
o Save | =] Notify
7. Click the Contracts Options tab.

Definition || Contracts Ogtions |

The Contracts Options tab displays.
Favorites = | Main Menu = » Froducts = > [dentify Froduct Details » > Definition
| pefnmion | Contracts options
SetlD 50100 Product ID AMT_PROJEST Pamit- HMOQ - CCT - Richrand

*Price Type [Amount

v

“Recognition Method [ Missione

v

I Renewabla

Percentage

Templates

[ Save | | Moty

Definition | Contracts Options

I Third Party Flag

Revenue Plan

Billing Plan

Bill Plan Datail Template D
Reneval Plan

iy of Total Contract Amount
e of Contract Lines

L 000

L% Agd || ¥ Upcate/Display

Rev 10/16/2024
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@Cardinal Project Accounting Job Aid
"4

PA354 Creating Customer Contract Products (VDOT Only)

Step

Action

.y

The Price Type fielddef aul t s t o i Recognitiont Methaal n fekld defawdts to
i Mi | est on apdate thede Gelda o t

*Price Type| Amount v

*Recognition Method| Milestone v|

Complete the following fields in the Templates section:

a. Revenue Plan i selecti MI LESTONEO
b. Biling Plan i selecti MI LESTONEDO
c. Bill Plan Detail Template ID i select the applicable Bill Plan Detail Template ID

Templates

Revenue Plan MILESTONE |

Billing Plan| MILESTONE |\ Q

Bill Plan Detail Template ID Q
Renewal Plan Q

The Bill Plan Detail Template selected defaults some of the Contract billing information to include
the Bill Source, Bill Identifier, and Bill Cycle Identifier.

9. Click the Save button.
5 Save | =] Notify
10. | Click the Identify Product Details dropdown button in the navigation path breadcrumbs at the

top of the page.

Favorites - Main Meanu - » Products - > Jlidentify Product Details - |>  Definition

Definition

Altributes by UOM

Deafinithon Contracts Oplions

501 MT_PR
Setid 50100 ProductiD AMT_PR Assign List Price

) (o) [ (]

Assign Product Group

*Price Type |r".rn:uu:".‘:
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“Cardinal Project Accounting Job Aid

PA354 Creating Customer Contract Products (VDOT Only)

Step | Action

11. | Click the Attributes by UOM link.

Identify Product Details = | * Definition

]  Definition
]| Attributes by UOM
|1 Assign List Price

The Attributes by UOM page displays.

Favorites v ‘ Main Menu v > Products v > Identify Product Details v > Attributes by UOM

Attributes by UOM

SetlD 50100 ProductID AMT_PROJES1 Partic - HMO - CCT - Richmond

Standard Unit of Measure

Uuom Find | View All First (4 10of1 ) Last
O Default ~uom! Q Minimum Order Quantity Prica) Loonaize [ Miew Al EISRETS!IY ==
1of1 (b Last
PricingOption | i i ini i
Maximum Order Quantity Minimum SeFl'lrlir;g *Currency
Pricing UOM Increment
Q [H[HE

}fl Save [_J\‘\ Return to Search | =] Notify

12. | Click the UOM Look up iconand selecti EAO ( eac h)

*UOM Q

13. Click the Save button.

‘5l Save |[Sh Retum to Search | |[=] Notify
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“Cardinal Project Accounting Job Aid

PA354 Creating Customer Contract Products (VDOT Only)

Step | Action
14. | Click the Identify Product Details dropdown button in the navigation path breadcrumbs at the
top of the page.
Favorites « ‘ Main Menu + > Products = > |ldentify Product Details = |> Atinbutes by UOM
. D Assign List Price
Attributes by UOM _
D Assign Product Group
SetlD 50100 Product ID AMT_PH D Attributes by UOM
D Definition
Standard Unit of Measure
15. | Click the Assign Product Group link.
|Ider1t'|fv Product Details + | > Attributes by UOM
EI Assign List Price
EI Assign Product Group
i [ Attributes by UOM
] Definition
The Assign Product Group page displays.
Favorites = ‘ Main Menu « » Products » > Identify Product Details » > Assign Product Group
Assign Product Group
SetlD 50100 Product ID AMT_PROJES1 Partic - HMO - CCT - Richmond
Groups Personalize | Find | View All | (2] | E’ First (4 10of1 (} Last
*Group Type *Product Group Descr F;{;n;gg' Primg?és:;icing
v Q 0O O [+] [=]
ff_l Save I_J\f‘ Return to Search | |[£] Notify |
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|Cardinal Project Accounting Job Aid
PA354 Creating Customer Contract Products (VDOT Only)

Step | Action

16. | Click the Group Type dropdown button and selectii Cont.r act 0O

*Group Type

Contract

[Convat ]

17. Click the Product Group Look up icon and select the appropriate Product Group.

* * Primary
Group Type Product Group Descr e
[ Contract v] |AMT_HMOCCT  |Q| Amt Based - HMO Cty Co Twn O

This value determines in which Product Group the Product will be found when searching for the
Product on the Contract.

18. Click the Save button.

5l Save ||ch Return to Search || =] Notify
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Job Aid

yCardinal Project Accounting
V4

PA354 Creating Customer Contract Products (VDOT Only)

Defining a Distribution Set

Step | Action

1. Navigate to the Distribution Sets page using the following path:

Main Menu > Set Up Financials/Supply Chain > Common Definitions > Distribution
Accounting > Distribution Sets

The Distribution Sets Find an Existing Value Search page displays.

Favorites « | Main Menu + > Set Up Financials/Supply Chain + > Common Definitions + > Distribution Accounting v > Distribution Sets

Distribution Sets

Find an Existing Value
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

@7:‘-\(1&1 a New Value/

@RECEN Searches [ Choose from recent searches v| & [] Saved Searches [Choose from saved searches

v|/

*Business Unit Botoo ]
Distribution Set ID

Document Type \ = v| | "|
Product ID
Product Group
Customer ID
Customer Group
Region Code
Order Group

Inventory Unit

Distrib. Type

~~ Show fewer options

OOPPLPLPL OP

[ Include History O correct History

| Clear |

| Search

0 For more information pertaining to the Cardinal FIN Search pages, refer to the Job

in Job Aids under Learning .

Aid titled

Overview of the Cardinal FIN Search Pages . This Job Aid is located on the Cardinal Website

2. Click the Add a New Value button.

@ Add a New Value
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Project Accounting Job Aid

/y Cardinal

PA354 Creating Customer Contract Products (VDOT Only)

Step | Action

The Distribution Sets Add a New Value page displays.

Distribution Sets

Add a New Value

*Business Unit 50100 Q
*Distribution Set ID |NEXT Q

Document Type |

| Add |

Favorites « | Main Menu + » Set Up Financials/Supply Chain + > Common Definitions + »> Distribution Accounting » > Distribution Sets

;Q_Flﬂd an Existing Value

3. If the Business Unit field does not default, click the Business Unit Look up

Agency Business Unit.

"Business Unit} 50100 Q

*Distribution Set ID |NEXT

Q

Document Type |

Add

icon and select the

The Distribution SetID fieldd e f aul t s . Donotfupt&etfisifield.

*Business Unit 50100 Q
0 *Distribution Set IDJNEXT Q

Document Type |

Add

4, Click the Document Type dropdown button and selectii Cont r act 0.

*Distribution Set ID |NEXT

*Business Unit |50100 Q

Q

Document Type | Contract

Add

5. Click the Add button.

Add

Rev 10/16/2024
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“Cardinal Project Accounting Job Aid

V4 PA354 Creating Customer Contract Products (VDOT Only)

Step | Action

The Distribution Sets tab displays.

Favorites v ‘ Main Menu « » Set Up Financials/Supply Chain v > Common Definitions v » Distribution Accounting v+ > Distribution Sets
. Distribution Sets || Distribution Percentages |
Unit 50100 GL Business Unit 50100
Distribution Set ID NEXT Document Type Contract
Distribution Set Description Find | View All First (4' 10of1 (b Last
“Effective Date |06/23/2025 |+ “Status | Active v] (] [=]
Product ID QFE
Product Group Q
Customer Q
Customer Group Q
Region Q
Order Group Q
Inventory Business Unit Q
Distribution Type Q
_-."-jjﬂSave_ m '_:.". Add ”_)J Update/Display ::l Include History rj’ Correct History
Distribution Sets | Distribution Percentages

6. Always enter L2/05/20110in the Effective Date field.

*Effective Date] 12/05/2011 |31

7. Click the Product ID Look up icon and select the Product ID previously created.

Product ID|AMT_PRO.JE91 Qld

8. Confirm that the Status field displaysit Ac t.i v e 0

*Status |Active vl

9. Click the Distribution Percentages tab.

Distribution Sets Distribution Percentages
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“Cardinal Project Accounting Job Aid

V4 PA354 Creating Customer Contract Products (VDOT Only)

Step | Action

The Distribution Percentages tab displays.

Favorites « | IMain Menu » » Set Up Financials/Supply Chain + > Common Definitions + > Distribution Accounting + > Distribution Sets
i Distribution Sets . Distribution Percentages .
Unit 50100 GL Business Unit 50100
Distribution SetID NEXT Document Type Contract
Distribution Percentages Find | View All First (4 10of1 (b Last
+ —
Effective Date 12/05/2011 Status Active HE]
i A 1 b
R_eve_nue_ Personalize | Find | View All | 1] [ First 10of1 Revenue Percentage Total
Distribution Last
Sequence *Revenue Code *Percentage 100.00
1 Y 100.00 (#] [=]
5] save || Notify [Ek Add || 5] Update/Display i:l Include History Fj’ Correct History
Distribution Sets | Distribution Percentages

10. | Click the Revenue Code Look up icon and select the appropriate Revenue Code (Distribution
Code) for the Product.

*Revenue Code

[PROJEHMO04 al

The General Ledger ChartFields are linked to the Revenue Code and default on the Revenue
0 Line on the Contract.

11. Click the Save button.

il Save ||[=] Notify
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/;)Cardinal Project Accounting Job Aid
V4 PA354 Creating Customer Contract Products (VDOT Only)

Confirm ing a Rate-Based Product

Before creating a Contract, users must first verify whether the Product exists for the Category needed
for billing. Products are defined by the following naming convention:

1 Source Type followed by Category followed by Participation Rate with an underscore between
the values (e.g., PROJE_PROO01 39

Step | Action

1. Navigate to the Product Definition page using the following path:
Main Menu > Products > Identify Product Details > Definition

The Product Definition Find an Existing Value Search page displays.

Favorites + | Main Menu + > Products v > Identify Product Details + > Definition

Product Definition

" T 'G-)_Add a New Valug|
Find an Existing Value D

Search Criteria

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

@RECEN Searches [ Choose from recent searches V4 [] Saved Searches [Choose from saved searches v] &
*SetlD 50100 Q

Product ID
Description

Product Use | = v v
Model Number
Catalog Number
Tax Product Number

Product Kit O

Effective Status | = M v

item D Q

- Show fewer options

[] Case Sensitive

| Search | | Clear

For more information pertaining to the Cardinal FIN Search pages, refer to the Job Aid titled
Overview of the Cardinal FIN Search Pages . This Job Aid is located on the Cardinal Website
in Job Aids under Learning .

2. If the Set ID field does not default, click the SetID Look up icon and select the Agency Business
Unit.
*SetlD [= {50100 | &}
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Project Accounting Job Aid

//;) Cardinal

PA354 Creating Customer Contract Products (VDOT Only)

Step | Action
3. Enter the Product ID in the Product ID field.
*SetlD 50100 Q
Product ID [ begins with v [PROJE_PRO01_3 |
4. Click the Search button.
I Search I Clear [] Save Search

The Product Definition Find an

Existing Value Search page refreshes with the search results.

Find an Existing Value
Search Criteria

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

v £

@Recem Searches [ Choose from recent searches

*SetiD 50100

Product ID PROJE_PRO01_3
Description

Product Use | =

Ivlodel Number

Catalog Number

Tax Product Number | begins with v |

Product Kit

Q

v ‘ ‘ v

O

v] |

Effective Status | =

Item ID

A Show fewer options

(] Case Sensitive

| Search Clear | [ Save Search

Search Results

No matching values were found.

:®7Add a New Value

[ Saved Searches | Choose from saved searches

~]

If the Product exists, see the Job Aid titled PA354_Creating a Non-Federal Rate -Based
Contract (VDOT Only). This Job Aid is located on the Cardinal Website in Job Aids

5. Review the search results.
a.
under Learning
b. If the Product does not exist (0 N o

mat ching v ad umeess sweegIeardiino
Results section), proceed to the Creating a Rate-Based Product section of this Job Aid
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/;)Cardinal Project Accounting Job Aid
V4 PA354 Creating Customer Contract Products (VDOT Only)

Creating a Rate-Based Product

It is recommended that the user submit a Help Desk ticket (vccc@vita.virginia.gov) with ACardinal
Project Accounting (PA)oin the subject line. The Cardinal Post Production Support (PPS) PA team will
work with the user to ensure that the Product is created correctly. If the Product is not set up correctly,
it will have downstream impacts to the Contract, billing, and GL distribution and will require a Help Desk
ticket to correct the errors.

Step | Action

1. Navigate to the Product Definition page using the following path:
Main Menu > Products > Identify Product Details > Definition

The Product Definition Find an Existing Value Search page displays.

Favorites + ‘ Main Menu = > Products v > Identify Product Details + > Definition

Product Definition

. . ®7Add a New Value|

Find an Existing Value )
Search Criteria

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

@Recem Searches | Choose from recent searches vl [] Saved Searches [ Choose from saved searches v| #

*Setd [= ] Bw — Ja
Product ID
Description
Product Use [= v v
Model Number
Catalog Number
Tax Product Number

Product Kit m]

Effective Status = v] v]

Item ID | begins with v Q

A Show fewer options

[ Case Sensitive

| Search | | Clear |

For more information pertaining to the Cardinal FIN Search pages, refer to the Job Aid titled
Overview of the Cardinal FIN Search Pages . This Job Aid is located on the Cardinal Website
in Job Aids under Learning .

2. If the SetID field does not default, click the SetID Look up icon and select the Agency Business
Unit.
*SetlD [= w {50100 | ]
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/’)Cardinal Project Accounting Job Aid
"4

PA354 Creating Customer Contract Products (VDOT Only)

Step

Action

3.

Enter the new Product ID in the Product ID field.

*SetlD 50100 Q
Product ID [ begins with v [PROJE_PRO01_3 |

.y

The Product ID is created by using the Distribution Code plus the Participation Rate with
underscores in between. For example, if the Distribution Code is PROJEPROO0L10and the
Participation Rate is f3qg the Product ID would be fPROJE_PROO01_3a

Click the Add a New Value button.

I_ Add a New Value

The Product Definition Add a New Value page displays with the previously entered Set ID and Product

ID.
Product Definition
Add a New Value ‘Q Find an Existing Value
“SetlD 50100 Q
*Product ID [PROJE_PRO01_|Q
[ Add |
5. Click the Add button.

Add
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WCardinal Project Accounting Job Aid
Ve

PA354 Creating Customer Contract Products (VDOT Only)

Step

Action

The Definition tab displays.

Favarites v | IMain Menu + > Products + » Identify Product Details + > Definition

Definition | Contracts Options |

SetlD 50100 ProductID PROJE_PROO01_3
“Product Use| Contracts Only v|
O Product Kit

*Description

Long Description

254 characters remaining
Catalog Number

Maodel Number *Status
Product Brand Q Product Category Q
*Physical Nature| Goods V\ Where F'erformed| v
View Product Image VAT Default VAT Service Treatment Setup
|Elsave ||=l Notity | |Ek Add || 2] Update/isplay

Definition | Contracts Options

The ProductUse f i el d defaults to fuRlatethigfielkt s Onl yo.

*Product Use | Contracts Only v

6. Enter the description in the Description field. This should be the same as the Distribution Code
description.
*Description[Prole_CON_CCT _Bristol |
o The Physical Nature f i el d def aul t s updatefhi©feeld.d s o . Do not
“Physical Nature| Goods v|

Click the Contracts Options tab.

Definition Contracts Options
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Cardinal Project Accounting Job Aid

/ PA354 Creating Customer Contract Products (VDOT Only)

Step | Action

The Contract Options tab displays.

Favorites « | Main Menu + > Products + > Identify Product Details + > Definition

Definition Contracts Options

SetlD 50100 ProductID PROJE_PRO01_3 Proje - CON - CCT - Bristol
*Price Type| Amount v \
*Recognition Method | Wilestone hd \

(J Third Party Flag
(J Renewable

Percentage O % of Total Contract Amount
O % of Contract Lines

Templates
Revenue Plan Q
Billing Plan Q
Bill Plan Detail Template ID Q
Renewal Plan Q
.EISave . .E] Natify | :". Add . | Update/Display

Definition | Contracts Options

8. Click the Price Type dropdown buttonands el ect A Rat eo.

*Price Type | Rate hd I
9. Click the Recognition Method dropdown buttonandse |l ect fAA& | ncurred
“Recognition Method| As Incurred v

10. | Click the Revenue Plan Look up icon within the Templates section and selecti RAT E 0

Revenue Plan| RATE Ql

11. | Click the Billing Plan Look up icon and selecti RA T E 0

Billing Plan|RATE Ql

12. | Click the Bill Plan Detail Template ID Look up icon and select the applicable Bill Plan Detalil
Template ID.

Bill Plan Detail Template IDl PROJE_CCT Q]
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Project Accounting Job Aid

PA354 Creating Customer Contract Products (VDOT Only)

Step | Action

13. Click the Save button.

il Save ||[=] Notify

14 | Click the Identify Product Details dropdown button in the navigation path breadcrumbs at the

top of the page.

Favarites + ‘ IMain Menu +

Definition Contracts Options

SetlD 50100

> Products + >

Identify Product Details v §> Definition

D Assign List Price
D Assign Product Group
Product D PROJE_ D Attributes by UOM
] Definition
*Price Type lRate—
vl

*Recognition Method | As Incurred

15.

Click the Attributes by UOM

link.

Identify Product Details | > Definition

Assign List Price
Assign Product Group
Attributes by UOM

(A P P T

Definition

The Attributes by UOM page displays. Verify the information for accuracy and update as needed.

Favorites v ‘ Main Menu v
|

Attributes by UOM

SetlD 50100

Standard Unit of Measure

uom

O Default *UOM Q

Pricing Option[ |
PricingUOM([Yes V]

|=] Notify

|[5]save ||[ah Return to Search

Product ID PROJE_PRO01_3

> Products v > Identify Product Details v > Attributes by UOM

Proje - CON - CCT - Bristol

Maximum Order Quantity

Find | View All
Minimum Order Quantity Price Personalize | View All | 2] First (4
10f1 (b Last
Minimum S?!Iriirég *Currency
Increment
Q HEE

First (4 10of1 (» Last

=]
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“Cardinal Project Accounting Job Aid

PA354 Creating Customer Contract Products (VDOT Only)

Step | Action
16. | Click the Save button.
‘ I 5 Save I [gh Return to Search | |[=] Notify
17. | Click the Identify Product Details dropdown button in the navigation path breadcrumbs at the
top of the page.
Favorites « | Main Menu + > Products = > Jlldentify Product Details + |> Attributes by UOM
. D Assign List Price
Attributes by UOM
D Assign Product Group
setiD 50100 ProductD PROJE_ D Attributes by UOM
D Definition
Standard Unit of Measure
18. | Click the Assign Product Group link.
|Idem'|fv Product Details + | > Attributes by UOM
D Assign List Price
D Assign Product Group
L] Attributes by UOM
] Definition
The Assign Product Group page displays.
Favorites « ‘ ain Menu v > Products v » Identify Product Details v+ > Assign Product Group
Assign Product Group
SetlD 50100 Product ID PROJE_PRO01_3 Proje - CON - CCT - Bristol
Groups Personalize | Find | View All | (2| [ First (4 10of1 (» Last
*Group T *Prod Primary Primary Pricing
p Type roduct Group Descr Report Group
v Q O O (#] =]
[5)save |/[G" Retun to Search |[=] Notify
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Project Accounting Job Aid

PA354 Creating Customer Contract Products (VDOT Only)

Step | Action

19. | Click the Group Type dropdown buttonandse |l ect @A Contract o
“Group Type
| Contract v

20. | Click the Product Group Look up icon and select the applicable Product Group.

= = Primary
Group Type Product Group Descr Report
| Contract v | IRTE_CONCCT QI Rate Based - Constr Cty Co Twn O

Primary Pricing
Group

O (& =]

This value determines in which Product Group the Product will be found when searching for the

Product on the Contract.

21.

Click the Save button.

5| save | |gh Return to Search

] Notify
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/;)Cardinal Project Accounting Job Aid
V4

PA354 Creating Customer Contract Products (VDOT Only)

Confirm ing a Source Type

Before creating a Source Type, search to see if the Source Type already exists.

Step

Action

1.

Navigate to the Source Types page using the following path:

Main Menu > Set Up Financials/Supply Chain > Product Related > Project Costing >
Transaction Options > Source Types

The Source Types Find an Existing Value Search page displays.

Favorites = | Main Menu v > Set Up Financials/Supply Chain + > Product Related v > Project Costing~ > Transaction Options + > Source Types

Source Types

@ Add a New Value
Find an Existing Value @7‘

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

i) Recent Searches [ Choose from recent searches vl [ Saved Searches [ Choose from saved searches ey
*SetlD [= v] 50100 Q
Source Type | begins with v Q

. Show fewer options

[ Include History

| Search || Clear |

For more information pertaining to the Cardinal FIN Search pages, refer to the Job Aid titled
Overview of the Cardinal FIN Search Pages . This Job Aid is located on the Cardinal Website
in Job Aids under Learning .

2. If the SetID field does not default, click the SetlD Look up icon and select the Agency Business
Unit.
*SetlD [= {50100 | &}
3. Click the Source Type Look up icon and select the applicable Source Type.
*SetlD 50100 Q
Source Type | begins with v || PROJE la
4. Click the Search button.

I Search I Clear [] Save Search
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Step | Action

The page refreshes with the search results in the Search Results section.

Source Types

. e [® Add a New Value
Find an Existing Value |\ oo seeeeirrsrrseees
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

@RECEH! Searches [ Choose from recent searches v| & [] Saved Searches [ Choose from saved searches v #

*SetiD 50100

Source Type PROJE

. Show fewer options

Q
Q

O Include History

| Search | | cClear | [ SaveSearch

Search Results

No matching values were found.

5. Review the search results.

a. If the Source Type exists, see the Job Aid titled PA354_Creating a Non-Federal Rate -
Based Contract (VDOT Only). This Job Aid is located on the Cardinal Website in Job
Aids under Learning

b. If the Source Type doesnotexist( i No mat ching values were
Search Results section), proceed to the Creating a Source Type section of this Job Aid
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Creating a Source Type

Once it has been confirmed that a Source Type does not exist, a Source Type can be created.

Step | Action

1. Navigate to the Source Types page using the following path:

Main Menu > Set Up Financials/Supply Chain > Product Related > Project Costing >
Transaction Options > Source Types

The Source Types Find an Existing Value Search  page displays.

Favorites = | Main Menu v > Set Up Financials/Supply Chain + > Product Related v > Project Costing~ > Transaction Options + > Source Types

Source Types

Find an Existing Value
Search Criteria

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

@7Add a New Value‘

vlf

i) Recent Searches [ Choose from recent searches vl [ Saved Searches [ Choose from saved searches
*SetlD [= v] 50100 Q
Source Type | begins with v Q

. Show fewer options

[ Include History

| Search || Clear |

in Job Aids under Learning .

For more information pertaining to the Cardinal FIN Search pages, refer to the Job Aid titled
0 Overview of the Cardinal FIN Search Pages . This Job Aid is located on the Cardinal Website

2. Click the Add a New Value button.

@ Add a New Valuel

The Source Types Add a New Value page displays.

Source Types

*SetlD (50100 Q
*Source Type Q

[ Add |

O\_F\nd an Existing Value|
Add a New Value = x|
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Cardinal Project Accounting Job Aid

PA354 Creating Customer Contract Products (VDOT Only)

Step | Action
3. If the SetID field does not default, click the SetlD Look up icon and select the Agency Business
Unit.
*SetlD [= {50100 | &}

4. Click the Source Type Look up icon and select the applicable Source Type.

*SetlD 50100 Q
Source Type [ begins with v |[PROJE la

5. Click the Add button.

Add

The Source Types page displays.

Favarites v ‘ Ivlain Menu + > Set Up Financials/Supply Chain + » Product Related + » Project Costing» > Transaction Options + > Source Types
Source Types
SetlD 50100 Source Type PROJE
Source Type Find | View Al First (4 1of1 '} Last
*Effective Date |06/24/2025 |5 “Status [+][=]
*Description
_'f_,jSave _\rj‘ Return to Search =] Notify -:'+ Add 7] Update/Display :ﬁ Include History

6. Click the Effective Date Look up iconandent er A01./ 01/ 19010

7. Confirm that the Status field displaysi Act i ve 0.

*Status |Active v
8. Enter the applicable description in the Description field.
*Description [Non-Fed Proj Participation |

9. Click the Save button.

I 5 save I [gh Returnto Search | |[=] Notify
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Confirm ing the Category

Before creating a Category, search to see if the Category already exists.

Step | Action

1. Navigate to the Categories page using the following path:

Main Menu > Set Up Financials/Supply Chain > Product Related > Project Costing >
Transaction Options > Categories

The Categories Find an Existing Value Search page displays.

Favorites « | Main Menu « > Set Up Financials/Supply Chain + > Product Related + » Project Costing» > Transaction Options v > Categories

Categories

. i ®7Add a New Value
Find an Existing Value St

Search Criteria

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

@RECEHI Searches [ Choose from recent searches v] & A Saved Searches | Choose from saved searches v &

*SetlD 50100

Q
Category I

~ Show fewer options

O Include History

| Search | | Clear |

For more information pertaining to the Cardinal FIN Search pages, refer to the Job Aid titled
Overview of the Cardinal FIN Search Pages . This Job Aid is located on the Cardinal Website
in Job Aids under Learning .

2. If the SetID field does not default, click the SetlD Look up icon and select the Agency Business
Unit.
*SetlD [= w {50100 Ja

3. Click the Category Look up icon and select the applicable Category.

“SetlD 50100 Q
Category | begins with v ||PRO01 IC{
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Step | Action

4, Click the Search button.

m Save Search

I Search I Clear

The page refreshes with the search results in the Search Results section.

Categories

Find an Existing Value
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values.

@_Add a New Valug|

v| &

| Saved Searches

Choose from saved searches

Vi

@Recent Searches | Choose from recent searches

*SetiD 50100 Q
Gategory PROOT la

. Show fewer options

[ Include History

Search [] Save Search

Clear |

Search Results

No matching values were found.

5. Review the search results.

If the Category exists, see the Job Aid titled PA354 Creating a Non-Federal Rate -

a.
Based Contract (VDOT Only). This Job Aid is located on the Cardinal Website in Job
Aids under Learning

b. Ifthe Category doesnotexist( A No mat chi ng

val ues weSeachf

Results section), proceed to the Creating a Category section of this Job Aid.
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Creating a Category

Step

Action

1.

Navigate to the Categories page using the following path:

Main Menu > Set Up Financials/Supply Chain > Product Related > Project Costing >
Transaction Options > Source Types

The Categories Find an Existing Value Search  page displays.

Favorites « | Main Menu = > Set Up Financials/Supply Chain + > Product Related + > Project Costing» > Transaction Options v > Categories

Categories

(@ Add a New Value
Find an Existing Value @7‘

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

@RECEHI Searches [ Choose from recent searches V] & n| Saved Searches | Choose from saved searches v &

*SetlD 50100

Q
Category I

~ Show fewer options

O Include History

| Search | | Clear |

For more information pertaining to the Cardinal FIN Search pages, refer to the Job Aid titled
Overview of the Cardinal FIN Search Pages . This Job Aid is located on the Cardinal Website
in Job Aids under Learning .

Click the Add a New Value button.

@ Add a New Value)

The Categories Add a New Value page displays.

Categories

Add a New Val IQTF\nd an Existing Value
a New Value e e |

*SetlD | 50100 Q
*Category Q
| Add |
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Step | Action
3. If the SetID field does not default, click the SetlD Look up icon and select the Agency Business
Unit.
*SetlD [= {50100 | &}

4. Enter the applicable Category value in the Category field.

*SetlD 50100 |Q

*Category| PRO01_JQ

5. Click the Add button.

Add

The Categories page displays.

Categories
SetlD 50100 Category PROO1
Category Find | View All First (4 10of1 (» Last
“Effective Date |06/24/2025 |5] “Status[Acive v = [=]
*Description
.EISave . .|3‘-“ Return to Search | .E] Notify . I:L Add | »:| Update/Display :_LI Include History .

6. Enteri 0 1/ 0 1 in h® Effdctive Date field.

Effective Date]01/01/1901

7. Confirm that the Status field displaysi Act i ve 0.

*Status | Active v
8. Enter the applicable description in the Description field.
*Description| Proje - CON - CCT - Bristol |

9. Click the Save button.

5| Save | |ch Returnto Search | |[Z] Notify
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Confirm ing a Rate Set

Before creating a Rate Set, search to see if the Rate Set already exists for the Source Type and
Category that will be used for billing.

Step | Action

1. Navigate to the Rate Sets page using the following path:

Main Menu > Set Up Financials/Supply Chain > Product Related > Project Costing >
Pricing Structure > Rate Sets

The Rate Sets Find an Existing Value Search page displays.

Favorites = ‘ Main Menu v > Set Up Financials/Supply Chain + > Product Related » » Project Costing » > Pricing Structure v > Rate Sets

Rate Sets

@ Add a New Value|
Find an Existing Value 67

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

@RECEN Searches [ Choose from recent searches V| & [ Saved Searches [ Choose from saved searches v £

*Business Unit 50100
Rate Set
Rate Set Type [ = v ] v]
Contract
Contract Line Num

A Show fewer options

5B PO

0 Case Sensitive O Include History ([ Correct History

| Search || Clear |

For more information pertaining to the Cardinal FIN Search pages, refer to the Job Aid titled
Overview of the Cardinal FIN Search Pages . This Job Aid is located on the Cardinal Website
in Job Aids under Learning .

2. If the SetID field does not default, click the SetlD Look up icon and select the Agency Business
Unit.
*SetlD [= w {50100 Ja

3. Enter the Rate Set value in the Rate Set field.

*Business Unit 50100
Rate Set [ begins with v |[PROJE_PRO01_3 |

00

The Rate Set naming convention is the Source Type, Category, and percent-to-be-billed together
as one string with no spaces (e.g., iPROJE_PROO019.
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Step | Action

4, Click the Search button.

Search | Clear [] Save Search

The page refreshes with the search results in the Search Results section.

Rate Sets

Find an Existing Value
Search Criteria

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

@RECEHI Searches | Choose from recent searches v Z R Saved Searches | Choose from saved searches v| Z

Search Results

No matching values were found.

(® Add a New Value

*Business Unit 50100
Rate Set PROJE_PRO01_3
Rate Set Type [= v] | v|
Contract
Contract Line Num

~\ Show fewer options

sP HP

[0 Case Sensitive Oinclude History [ Correct History

[ seach | [ cClear | [[J SaveSearch

5. Review the search results.

a.

If the Rate Set exists, see the Job Aid titled PA354_Creating a Non-Federal Rate -
Based Contract (VDOT Only). This Job Aid is located on the Cardinal Website in Job
Aids under Learning

If the Rate Setdoes notexist( " No mat ching val ues weSeachf
Results section), proceed to the Creating a Rate Set section of this Job Aid
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Creating a Rate Set

Step

Action

1.

Navigate to the Rate Sets page using the following path:

Main Menu > Set Up Financials/Supply Chain > Product Related > Project Costing >
Pricing Structure > Rate Sets

The Rate Sets Find an Existing Value Search page displays.

Rate Sets

Favorites = ‘ Main Menu v > Set Up Financials/Supply Chain + > Product Related » » Project Costing » > Pricing Structure v > Rate Sets

@ Add a New Value
Find an Existing Value 67

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

@RECEHI Searches [ Choose from recent searches v & [] Saved Searches [ Choose from saved searches v Z

*Business Unit 50100
Rate Set
Rate Set Type [= v v]
Coniract
Contract Line Num

A Show fewer options

PP PP

0 Case Sensitive O Include History ([ Correct History

| Search || Clear |

For more information pertaining to the Cardinal FIN Search pages, refer to the Job Aid titled
Overview of the Cardinal FIN Search Pages . This Job Aid is located on the Cardinal Website
in Job Aids under Learning .

Click the Add a New Value button.

@ Add a New Value

The Rate Sets Add a New Value page displays.

Rate Sets

Add a New Val ‘Q_Find an Existing Value
a New Value e N o S SRORR |

*Business Unit 50100 Q
"Rate Set

*Rate Set Type

| Add |
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Step | Action

3. If the Business Unit field does not default, click the Business Unit Look up icon and select the
Agency Business Unit.

*Business Unit} 50100 |

4. The Rate Set field populates from the search criteria entered on the Find an Existing Value
page. If it is not populated, enter it in the Rate Set field.

*Business Unit | 50100 Q
"Rate Set|PROJE_PRO01_3 I

5. Click the Add button.

Add

The Rate Sets tab displays.

Favorites « ‘ Main Menu « > Set Up Financials/Supply Chain + > Product Related + > Project Costing~ > Pricing Structure + > Rate Sets

| Rate Sets Target

| Copy from Rate Set |

Business Unit 50100 Rate Set PROJE_PRO01_3

Rate Set Type Standard *Rate Definition Type
*Description Rate Set Category
Define Rate Set Find | View All First (4 1of1 (b Last
==
Effective Date 06/24/2025 E

Status [Acive V]

0 Enable Variance

Define Criteria for Incoming Transactions Personalize | Find | View All | (2 | [58 First (4 10of1 (} Last

' Source Information | [

Target Analysis Type Source Type Category Subcategory Project Role Job Code EEZREPOM“Q Employee ID Unit of h

Target % Q [% Q [% Q [% Q [% Q [% Q [% Q [% Q [%

4 G

‘.',E]JSave Hi] Notify ||S Refresh 1:4- Add H_;_J Update/Display Hjil Include History ||[L-‘ Correct History \

Rate Sets | Target

0 The Rate SetType f i el d def aults to AStandardo. Do n

6. Click the Copy from Rate Set button.

| Copy from Rate Set |
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Step

Action

@

The Copy from Rate Set feature is used to copy an existing Rate Set as a template for the Rate
Set being created.

The Enter New Rate Set Keys page displays in a pop-up window.

| Copy from Rate Set |

Rate Set PROJE PRO01 3

Enter New Rate Set Keys
Help
Business Unit (50100 |Q
Rate Set Q

Rate Set Type Standard
OK Cancel Refresh

| .::I

7. Click the Rate Set Look up icon and select the Rate Set to be used as a template.
Business Unit 50100 |
Rate Set[PROJEPRO01_0.20 Q|
Rate Set Type Standard
8. Click the OK button.

Rate Set Type Standard
OK Cancel Refresh
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Step | Action

The Rate Sets tab redisplays with the values copied from the Rate Set template selected using the Copy
from Rate Set feature.

Favorites v | Main Menu + » Set Up Financials/Supply Chain v > Product Related » > Project Costing v > Pricing Structure v > Rate Sets
[ Bt Sate |
Rate Sets ’ITget‘
| Copy from Rate Set |
Business Unit 50100 Rate Set PROJE_PRO01_3
Rate Set Type Standard *Rate Definition Type| Billing ~
*Description |Proje - CON - CCT - Bristol Rate Set Category
Define Rate Set Find | View Al First (4 10of1 [} Last
=]
Effectve Date 01011601 Status (A ]
O Enable Variance
Define Criteria for Incoming Transactions Personalize | Find | View 4 | (2] [53 First (4 1-60f6 (» Last
Source Information ]
Target Analysis Type Source Type Category Subcategory Project Role Job Code Ei(r;r:jzREpurting Employee ID Unit of N
Target ACT Q [% Q [% Q % Q [% Q [% Q [% Q (% Q %
Target PAY Q [% Q [% Q [» Q [% Q [% Q [% Q [% Q [%
Target ATE Q [% Q [% Q [» Q [% Q [% Q [% Q [% Q [%
Target FDS Q |% Q (% Q (% Q % Q % Q [% Q |% Q (%
Target FDR Q [% Q (% Q % Q (% Q. [% Q (% Q (% Q %
Target CNV Q [% Q [% Q % Q [% Q (% Q (% Q (% Q %
-] b

9. Update the Description field to match the new Rate Set.

*Description| Proje - CON - CCT - Bristol |

All of the Analysis Types that will be used in the pricing process are available for review. The
Analysis Types include:

ACT: Actual Cost

PAY: Time and Labor Actual
o ATE: Account Type-Expense
FDS: State Distribution
FDR: Fund Distribution Reversals

CNV: Converted Expenditures

10. Click the Save button.

‘5 Save [ |2 Returnto Search | |[Z] Notify
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Step

Action

11.

Click the Target tab.

Rate Sets

The T

arget tab displays.

Rate Sets Target ‘

Favorites « ‘ Main Menu = > Set Up Financials/Supply Chain » > Product Related v » Project Costing » > Pricing Structure v > Rate Sets

Business Unit 50100 Rate Set PROJE_PRO01_3
Description Proje - CON - CCT - Bristol Rate Definition Type Billing
Rate Set Type Standard Rate Set Category
Source Criteria Find First (4 10f6 () Last
Analysis Type ACT Project Role 9 General Ledger Business Unit 9
Job Code % Time Reperting Code 9 Unit of Measure 9
Employee ID 9 Currency %

General Ledger Information
! General Ledger Chartfields ‘

Source Type  Category Subcategory Account Asset Fund Department FIPS Agency Use 2 Task Cost

% % % % % % % % % % %

L] b

Target

Define Target Rows Personalize | Find | View All | {7 | E First (4. 10f1 (» Last

o Ratt ey T t Analysi: [0} id T: t S T it

Rate Option Rate Name Arﬁnzunt Description T:ﬂ: LLL AL S‘f\;pc: T;;%e el e Target Category S?Jrlg;tegury To Currency

MUP ~ 0.002000| Billed @ .2% BIL Q PROJE Q_ |PROO1 Q % Q Q & =
I:Eﬂ Save Hi] Notify ||8 Refresh | !:‘+ Add H_/_j Update/Display IIjB Include History ||C-‘ Correct History |

12. | Review the Define Target Rows section and update the Description , Target Source Type , and
Target Category fields as applicable to match the rate amount:
Rate Option : verify or selectA MU P 0
Rate Amount : enterthe cust omer 6s participation rate i
Description : enter a description of the rate
Target Analysis Type : verifyorselecti B1 L 0
Override Source : defaults as selected. Do not update this field
Target Source Type : update to match the Source Type created
Target Category : update to match the Category created
Define Target Rows Personalize | Find | ViewAll | 2| [E]  First (¢ 10of1 (. Last
RateOption  RateName "% Description JorgetAnalysie - Querrds  Tergel SOUrCe  uuer Catogory [0S, o To Currency
L___o3]|Biea @ 3% | EB 81 QQ % Q Q HE
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Step | Action
13. | Review the Source Criteria section. Use the arrows in the top navigation bar to navigate
through each Analysis Type. Update each as needed.
Source Criteria Find Firsl 1 10of6 b Iasi
Analysis Type ACT Project Role o General Ledger Business Unit o
Job Code % Time Reporting Code 9 Unit of Measure 9
Employee ID 9 Currency 9%
14. | Click the Save button.
I 5 Save I [gh Return to Search | |[=] Notify
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Creating Product Rate Defaults

Step

Action

1.

Navigate to the Product Rate Defaults page using the following path:

Main Menu > Set Up Financials/Supply Chain > Product Related >  Contracts > Contracts
Product Options > Product Rate Defaults

The Product Rate Defaults Find an Existing Value Search page displays.

Favorites « | Viain Menu = » SetUp Financials/Supply Chain + > Product Related » > Coniracts + » Contracts Product Options + > Product Rate Defaults

Product Rate Defaults

Find an Existing Value

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

@Recent Searches | Choose from recent searches v] # " Saved Searches [Choose from saved searches v £

*SetD 50100 Q
Product
Description
Effective Status | = v v|
A Show fewer options

[0 case Sensitive [0 Correct History

| Search | Clear

For more information pertaining to the Cardinal FIN Search pages, refer to the Job Aid titled
Overview of the Cardinal FIN Search Pages . This Job Aid is located on the Cardinal Website
in Job Aids under Learning .

If the SetID field does not default, click the SetlD Look up icon and select the Agency Business
Unit.

*SetlD [= {50100 | &}

Enter the created Product in the Product field.

*SetlD 50100 Q
Product | begins with v |[PROJE_PRO01_3 |

Click the Search button.

Search Clear

Rev 10/16/2024 Page 52 of 61




“Cardinal Project Accounting Job Aid

PA354 Creating Customer Contract Products (VDOT Only)

Step

Action

The page refreshes with the search results.

Favorites » | Main Menu > SetUp Financials/Supply Chain v > Product Related~ > Confracts v > Contfracts Product Options v > Product Rate Defaults

Product Rate Defaults

SetlD 50100
ProductID PROJE_PRCO1_3

Description Proje - CON - CCT - Bristol

Effective Date Options Find | View All First (4' 10of1 (» Last
Effective Date [06/24/2025 5] (+][=]
Sets/Plans by Unit Personalize | View All | (2 First (4 1of1 (» Last
PC Business Unit Rate Selection Rate Set
a aQ HE
|[§) save | [h Returnto Search | 5] Update/Display 'T_'}‘W’

@

The search results populate on the same page below the search criteria or, if the full Product
name was entered along with the proper SetlD, the Product Rate Defaults page will display
automatically.

5. Verify and/or complete the following fields:
a. Effective Date : verify or enter fD1/01/19010
b. PC Business Unit : verify or select the Agency Business Unit
c. Rate Selection : verify or select fRate Setd
d. Rate Set: verify that the value is the Rate Set value previously created
Effective Date Options Find | View All First (4 10of1 (b Last
Effective DateEﬂ [+ (=]
Sets/Plans by Unit Personalize | View All | (7] First (4 10of1 (» Last
PC Business Unit Rate Selection Rate Set
| 50100 fa, | Rate Set v] |PROJE_PROD1_3 e, [#H =
5] save ||[Gh Return to Search F] Update/Display ||E3? Correct History
6. Click the Save button.
[ah Return to Search
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Confirm ing an Accounting Rule

Before creating an Accounting Rule, search to see if the Accounting Rule already exists.

Step | Action

1. Navigate to the Accounting Rules page using the following path:

Main Menu > Set Up Financials/Supply Chain > Product Related > Project Costing >
General Options > Accounting Rules

The Accounting Rules  Find an Existing Value Search page displays.

Favorites = ‘ Main Menu « > Set Up Financials/Supply Chain v » Product Related v > Project Costing v » General Options v > Accounting Rules

Accounting Rules

(@ Add a New Valug
Find an Existing Value ('97

Search Criteria

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

@Recem Searches [ Choose from recent searches v] Vi | Saved Searches | Choose from saved searches v| Va

*Project Business Unit 50100
Analysis Type
Analysis Group
Contract
Project
*Resource General Ledger Unit
Project Type
Activity
Source Type
ategory
Subcategory
Project Transaction Type
Project Transaction Code
Account
Department
Statistics Code

PPPAPOPOPPPOPOLD

For more information pertaining to the Cardinal FIN Search pages, refer to the Job Aid titled
Overview of the Cardinal FIN Search Pages . This Job Aid is located on the Cardinal Website
in Job Aids under Learning .
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Action

2.

Verify and/or complete the following search criteria fields:

a. Project Business Unit : verify or select the Agency Business Unit

b. Resource General Ledger Unit : verify or select the Agency Business Unit
c. Source Type : select the Source Type previously created

d. Category : select the Category previously created

*Project Business Unit IEUWOD
Analysis Type  begins with v |
Analysis Group
Contract

Project | begins with v

*Resource General Ledger Unit 50100
Project Type | begins with |
Activity | begins with v |

Source Type | begins with v | PRO.JE
Category | begins with v | PRO01 Q,

fely iy cpfelyelcliely -

Click the Search button.

| Search | Clear [] Save Search

The page refreshes with the search results in the Search Results section.

[ Case Sensitive

Search Clear [] Save Search

Search Resulis

No matching values were found.

Review the search results.

a. If the Accounting Rule exists, see the Job Aid titled PA354_Creating a Non-Federal
Rate-Based Contract (VDOT Only). This Job Aid is located on the Cardinal Website in
Job Aids under Learning

b. If the Accounting Rule doesnotexist( A No mat ching values wer
Search Results section), proceed to the Creating an Accounting Rule section of this Job
Aid
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Step

Action

1.

Navigate to the Accounting Rules page using the following path:

Main Menu > Set Up Financials/Supply Chain > Product Related > Project Costing >
General Options > Accounting Rules

The Accounting Rules Find an Existing Value Search

page displays.

Accounting Rules

Find an Existing Value
Search Criteria

Favorites + | Main Menu = > Set Up Financials/Supply Chain + > Product Related ¥ > Project Costing~ > General Options v > Accounting Rules

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

@Recem Searches | Choose from recent searches

v &

*Project Business Unit

*Resource General Ledger Unit

Source Type

Gategary

Subcategory

Project Transaction Type
Project Transaction Code
Account

Department

Statistics Code

Analysis Type
Analysis Group
Contract
Project

Project Type
Activity

50100

[® Add aNew Value|

m Saved Searches \ Choose from saved searches V| /

PLLLLLLLOLLLLLLLL

For more information pertaining to the Cardinal FIN Search pages, refer to the Job Aid titled
Overview of the Cardinal FIN Search Pages

in Job Aids under Learning .

. This Job Aid is located on the Cardinal Website
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Step | Action

2. Verify or complete the following search criteria fields:

Project Business Unit : verify or select the Agency Business Unit
Analysis Type : verify or select lBAJO

Resource General Ledger Unit : verify or select the Agency Business Unit
Source Type: verify or select PROJEO

Category : verify or select PRO0O

*Project Business Unit |50100 IQ
Analysis Type [ bagins with v |I§AJ | &Y
Analysis Group
Contract
Project
*Resource General Ledger Unit 150100 |
Project Type
Activity

Source Type [begins with v |[PROJE la,

Category | begins with v | PRO Jo

cooow

PHLOLPHP

3. Click the Search button.

I Search I Clear

The page refreshes with the search results in the Search Results section.

[E) search Results
34 results - Project Business Unit "50100" Analysis Type "BAJ" +3 more

g:fsj?::ss #“5'3‘5“ Analysis  contract Project Eii‘;";f" Project Activity Source Type  Category Subcategory Project ?:::I\Es‘:cﬂnn Account Alternate Departmd
uan Ype Group Ledgerunie  TPe Transaction Type ("o Account

50100 BAJ % % % 50100 % % PROJE PROO1 % % % % % %
50100 BAJ % % % 50100 % % PROJE PRO02 % % % % % %
50100 BAJ % % % 50100 % % PROJE PRO03 % % % % % %
50100 BAJ % % % 50100 % % PROJE PRO04 % % % % % %
50100 BAJ % % % 50100 % % PROJE PRO0S % % % % % %
50100 BAJ % % % 50100 % % PROJE PRO0B % % % % % %
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4, Click anywhere in the row for where the Analysis Type field is lBAJ0and the Category field
begins with iPROAG

Search Results
34 results - Project Business Unit "50100" Analysis Type "BAJ" +3 more
Project — — Resource o Ty Project
Business r“a YSIS) G"“ LELD Contract Project General T“’JE Activity Source Type  Category Subcategory T”"e” tion Type TTaNsaction Account
Unit ype L Ledger Uit 'YP® ransaction Iype coge
50100 BAJ % % % 50100 % % PROJE PROD1 % % % %
50100 BAJ % % % 50100 % % PROJE PRO02 % % % %
50100 BAJ % % % 50100 % % PROJE PRO03 % % % %
50100 BAJ % % % 50100 % % PROJE PROD4 % % % %
Favorites = ‘ Main Menu » > Set Up Financials/Supply Chain v > Product Related v > Project Costing» > General Options » > Accounting Rules

Accounting Rules
PC Business Unit 50100 D ipti |P_mje - CON - GCT - Lynchbg
Analysis Type o Q *Resource General Ledger Unit 50100 Q ~Status[Active  v|
; %
Analysis Group | Q Source Type|PROJE Q *Journal Template |[CA_REV Q
comrac & Category[PRO0Z_|Q,
Project Type % Q Subcategory | % Q
(o
Project| % o, Project Transaction Type |% Q
o
Activity | % Q Project Transaction Gode |% Q

Additional Selection Criteria

Account Fund Program Department Cost Center Task FIPS Asset Agency Use 1 Agency Use 2
% o [% la [ o [% o [ lafe  Jak o o [ oy [ e
4 4

Copy Accounting Entries To.

Organization Find | View All First (4 10of1 (b Last
“Inter-Organization Level Default v
Accounting Entries Personalize | Find | View All | (2 | [ First (4 1-20f2 (b Last
52‘: Debit/Credit *Account Type E’rl'iitr‘g Business <pccount Fund Program Department Cost Center
1 Debit Contract Asset v] [50100 | [112062 lq [0a720 ]Q | lQ [% la [%

s

5. ClicktheCopy Accountinglnkntries Toé

ICopy Accounting Entries To...

The copy feature is used to copy an existing Accounting Rule as a template for the Accounting
Rule being created.
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The As Incurred Acctg Distribution Add a New Value  page displays.

Favorites v ‘ Main Menu v > SetUp Financials/Supply Chain v > Product Related v » Project Costing v > General Options v > Accounting Rules
As Incurred Acctg Distribution

Add a New Val {Q Find an Existing Value|
a New Value —

PC Business Unit 50100 Q
Analysis Type (% Q
Analysis Group [%
Contract [
Project |9
Resource GL Bus Unit
Project Type |9
Activity |9
Source Type [%
Category | %
Subcategory [%
Project Transaction Type [g,
Project Transaction Code |9
Account | %
Department |g;
Statistics Code [g,

Asset o

PPPPPPPOPPAPPLPPPP

5. Verify or complete the following fields:

a. Analysis Type : verify or select iBAJO

b. PC Business Unit and Resource GL Bus Unit : verify or select the Agency Business
Unit

c. Source Type : verify or select PROJEO

d. Category : verify or select the applicable Category

Add a New Value

PC Business Unit Q
Analysis Type Q
Analysis Group | %
Contract | g4

Project | %

Resource GL Bus Unit|50100 I

Project Type |9

PODSHLHLH

Activity | %

Source TypelPRoJE Iq
Category [PROO1 |q

Subcategory | % Q

6. Click the Add button.

Add
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Step | Action

The Accounting Rules page displays with the values copied from the Accounting Rules template
selected using the Copy Accounting Ent r i e deatdre é

7. Enter a description in the Description field. Use the Description from the Distribution Code or
use the following: Source Type i Fund i Customer Type i Distribution Name.

8. Click the Resource General Ledger Unit Look up icon and select the Agency Business Unit.

9. Enter the first five characters of the naming convention of the Product/Distribution Code in the
Source Type field.

A

10. | Enter the next five characters of the naming convention of the Product/Distribution Code (after
the Source Type) in the Category field.

1]

11. |Ent er A CA_ Rama Templatet fiekl.
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