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Summary of Changes
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3/1/2025 Updated applicable slides with reference information to the new job aids
(GL332 Processing Manual Journal Entries, GL333 Approving Journal
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/;/ Welcome to Cardinal Training
y 4

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

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

Cardinal Reports Catalogs are located on the Cardinal website under Resources:
* Instructor led and web-based training course materials
» Job aids on topics across all functional areas

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

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



/;/ Course Objectives
/

After completing this course, you will be able to:

Understand the Overall Journal Entry Process

Process a Manual Journal Entry

Create and Upload Spreadsheet Journals



#/ Course Objectives (continued)
/

After completing this course, you will be able to:

o Approve Journal Entries
o Manage Journal Entries

o Review Online Inquiries for Ledger Information and Journal Status

Understand Cardinal Financials Insights



Agenda
b 4

Journal Overview

Creating Journals

Processing Journals

Managing Journals

Online Inquiries

Cardinal Insights




;) Lesson 1: Introduction
V4

This lesson covers the following topics:

* General Ledger (GL) Overview
* Integration and Interfaces Overview

+ Key Concepts



#/ General Ledger Overview
/

General Ledger is the functional area that
establishes the financial accounts used to:
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» Integration and Interfaces
/

Cardinal modules, other than GL, feed different types of financial data that become Journals in the General Ledger. The
General Ledger interfaces with external third-party systems that also generate Journals. This diagram depicts both interfaces
with external systems as well as integrations with Accounts Payable, Expenses, Accounts Receivable and Payroll. They all
provide Journal data to the General Ledger for financial reporting.
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@ Integration and Interfaces (continued)
y 4

External Journal interfaces and integrations to the General
Ledger:

Cardinal HCM: Sends payroll data to the General Ledger
via an integration between Cardinal HCM and Cardinal
Financials.

Agency Financial Systems: Cardinal receives Journal
data through the Journal Upload process from external
Agency financial systems through a nightly batch process.
Agencies receive Journal data from Cardinal through a
nightly batch process and can use the Journal data to
reconcile back to their Agency system. Excel
spreadsheets can also be uploaded into Cardinal to
create Journals. They are Edit and Budget checked once
they are uploaded.

Department of Planning and Budget: Creates
Appropriation, Allotment, Operating Plan, and Revenue
Estimate Budget Journals which are sent to Cardinal.

Fixed Asset Accounting System (FAACS): Sends asset
and depreciation financial activity to Cardinal for posting
to the General Ledger. These are used to produce the
capital asset financial disclosures for the Annual
Comprehensive Financial Report (ACFR).
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/,) Key Concepts
y 4

Key concepts in Journal entry processing:

«  Commitment Control enables the creation of Budgets and the ability to Budget check source transactions originating in
other Cardinal modules such as Accounts Receivable (AR) — Funds Receipt, or Accounts Payable (AP). Budget checking
checks the different Agency Budget Ledgers at the same time.

« Cardinal uses a double-entry accounting system. This means that every entry to a ChartField string requires an offsetting
Line. The double entry has two equal and corresponding sides known as a debit and a credit. This means that
every Journal transaction has at least 2 Journal Lines (i.e., Debit and Credit Lines).

« Cardinal uses various ChartField values that allow Agencies to classify transactions based on Commonwealth and
Agency defined rules. For detailed information on ChartFields, see the statewide course titled GL336 General Ledger
Maintenance on the Cardinal website in Course Materials under Learning.

« Cardinal allows the use of SpeedTypes to automatically populate ChartFields on Journal entries. A SpeedType:

« Is a single value that automatically populates a predetermined Chart of Accounts (COA) value string, such as Fund,
Program, and Department

» Provides a shortcut for frequently used ChartField combinations
« Allows users to enter additional COA values on the associated Distribution Line and/or modify populated values

« Can be used in General Ledger, Expenses, Accounts Receivable Direct Journals, Cardinal HCM, and Commitment
Control Budget Journal entries

Note: SpeedTypes are not utilized by all Agencies

10



/;/ Key Concepts (continued)
y 4

Combination editing defines rules about which ChartField values and combinations are valid for accounting entries posted
in Cardinal. Combination editing rules apply to all modules and help ensure the accuracy of the data.

Cardinal edits all General Ledger Journals to verify they balance by Business Unit (BU), Fund, and Project to ensure that
debits equal credits, and to ensure cash accounts and certain transfer accounts net to zero within the Journal.

Manual and spreadsheet Journals are routed through workflow for approval after they pass Edit check, Budget check,
and are submitted for approval. General Ledger Budget Journals (entered online or uploaded) are not routed through
workflow for approval.

An Audit Log provides users with the ability to audit documents and events that affect Journals. Example events include
“Create Journal”, “Delete Journal”, “Mark to Post Journal”, and “Update Journal’.

11



Summa
) summary

In this lesson, you learned:

* An overview of the General Ledger
« An overview of the Integrations and Interfaces

* General Ledger Key Concepts

12



}) Lesson 2: Introduction
/

” Creating Journals

This lesson covers the following topics:

* Types of Journals

» GL WorkCenter

* Processing Manual Journal Entries

* Processing a New Manual Journal by Copying a Journal

» Creating and Uploading Spreadsheet Journals

+ Completing Agency to Agency (ATA) Transfer Journals

13



/;/ Types of Journals
y 4

Journals may be created in several different ways:

* Manual: Manual Journals are created online under Journal Entry using the Header and Lines tabs.

« Other Cardinal Modules: For the modules below, accounting entries are created, processed, approved, edited (for
ChartField validation only), and Budget checked. Journals from these Cardinal modules are created and processed

through batch jobs and are fully edited before they post to the General Ledger.

« Accounts Payable

 Expense
* Accounts Receivable — Funds Receipt
« Payroll

The Journal Generator process formats the accounting entries, creates the Journal(s), edit checks, and posts the
Journals.

* Inbound External Third Party and External Agency Systems: External third-party systems and external Agency
systems create files that are staged for batch processing to create Journals in the General Ledger.

» Spreadsheet: Spreadsheets can be used to upload Journal data. Accounting data used to create Journals can be copied
into the spreadsheet template and an Excel macro creates a file that can be uploaded and used to create a Journal in
Cardinal.



}) Create Journals: Requirements
/

All Journal entries must meet certain requirements. Each Journal entry must:

Include a Header

Requirement Key Points

Contains the information that identifies the Journal
* Business Unit

 Journal ID

* Journal Date

Include at least two Journal
Lines

One debit Line and one credit Line at a minimum

Balance

The sum of the debit Line(s) must equal the sum of the credit
Line(s)

Include Account Information

Classifies the transaction

Be approved

Approval prior to posting to the General Ledger

15



}) GL WorkCenter
/

WorkCenters provide a central one-stop location for users to access daily tasks such as entering transactions, reviewing
transaction errors, and approving transactions.

WorkCenters also include links to frequently used pages, queries, and reports, which minimize navigation time through menus
and increase efficiency. Journal Processors & Approvers can complete most of the daily work using the GL WorkCenter.

Cardinal Financials v

Cardinal Message Board

0

Message(s) published today

0

Total active message(s)

Billing WorkCenter curemel r Projects WorkCenter

) M

JOB AID REFERENCE
Overview of the Cardinal Financials WorkCenters
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%) Creating Journal Entries Overview
/

A manual Journal is a Journal created directly online in Cardinal. Manual Journal entries are initiated from the Create/Update
Journal Entries page. These types of Journals are often referred to as online Journals.

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

GL WorkCenter > Links > Create Journals > Create/Update Journal Entries

Create/Update Journal Entries
o
- My Work Create/Update Journal Entries

Exceptions

Add a New Value Q,Find an Existing Value
Journals with Errors

Journals - Commitment Con

Joumal Processing

hd *Business Unit: |1510u Q
Incomplete Joumals [©)]
; — *Journal ID: NEXT
Journals Available to Edit (&)
Submit Journals for Approva. *Journal Date: [10/14/2026 ]|
Pushed Back / Denied Jour
Add

Journals Pending Approval

Journals Ready for Post
-~ My Approvals D

> My Insights

Links

[Create Journals

Copy Joumals

Create/Update Journal Entries

Spreadsheet Journal Import Request
Mark Preapproved Journals for Posti,,.
Other Links

> Queries

> Reports/Processes

JOB AID REFERENCE
GL332 Creating and Managing Journal Entries




/,) Creating a New Online Journal by Copying a Journal
/

Copy Journals

Copying a Journal can be completed two ways: c®
~ My Work
1. Processing an Online Journal by Copying a Journal from Exceptions .
GL WOI’kCenter Journals with Ermors
Journals - Commitment Con._..
Users can Copy Journals from the General Ledger : _
. oumal Processing w
WorkCenter under GL WorkCenter > Links > Create
Incomplete Journals (1)
Journals > Copy Journals. =
Journals Available to Edit '::E::'
2. Processing a New Online Journal by Copying a Journal Submit Journals for Approva.
from Create/Update Journal Entries Pushed Back / Denied Jour...
Journals Fending Approval
NavBar > Menu > General Ledger > Journals > Journal Journals Ready for Post
Entry > Create/Update Journal Entries D
~ My Approvals
> My Insights
~ Links
Create Journals “

Copy Journals

Create/Update Journal Entries
Spreadsheet Journal Import Request

Mark Preapproved Journals for Posti,,.

JOB AID REFERENCE Other Links y
GL332 Creating and Managing Journal Entries > Queries

> Reports/Processes




}) Creating and Uploading Spreadsheet Journals
/

Journals can also be created by uploading a spreadsheet Journal from an Excel spreadsheet.

The JRNL1_WS.xIsm workbook is the Cardinal Spreadsheet Journal Import user interface. This spreadsheet is used to
prepare and enter Journals, group and manage Journals in Journal sheets, and import Journals into Cardinal.

The Spreadsheet Journal Import document creates a text file that can be imported into Cardinal.

Users can Import Journals from the General Ledger WorkCenter under GL WorkCenter > My Work > Links > Create
Journals > Spreadsheet Journal Import Request.

Define/Edit Setup [EEEEES Create New Enter Header Enter Journal B Write File
Requirements Journal Sheet Information Lines

If Errors, Review Upload File into

Re-Upload File
into Cardinal GL Log

Correct Errors

Cardinal GL

JOB AID REFERENCE
GL332 Creating and Uploading Spreadsheet Journals

19



/;/ Agency to Agency (ATA) Transactions
y 4

Cardinal allows users with the necessary security access to transfer funds between Commonwealth of Virginia Business Units
(BUs) by entering ATA Journals to record the funds transfer. Originating Business Units that lack security access to transfer
funds between Business Units can create a spreadsheet Journal to record the transfer and send the text file to DOA for
uploading and processing into Cardinal.

Agency to Agency (ATA) transactions involve:

« Payments for goods/services received from another COVA Agency
» Funds transfer between COVA Agencies

For transactions involving goods/services, or Tier Il Higher Ed federal pass-through:

« If the Agency is disbursing funds, a Voucher is entered in Accounts Payable
» If the Agency is receiving funds, a Deposit is entered in Accounts Receivable

For transactions that do NOT involve goods/services or Tier lll higher education federal pass-through, online ATA Journals
are entered in General Ledger.

20



;) Lesson 2: Summary
/

In this lesson, you learned:

« Journal Types

» GL WorkCenter

« How to Create Manual Journal Entries

* How to Create a New Manual Journal by Copying a Journal

 How to Create and Upload Spreadsheet Journals

+ How to Complete Agency to Agency (ATA) Transfer Journals

21



}) Lesson 3: Introduction
/

‘ Processing Journals

This lesson covers the following topics:

Running the Edit Check Process

+ Reviewing and Correcting Edit Errors

* Running the Budget Check Process

* Reviewing and Correcting Budget Check Errors

«  Submitting Journals for Approval

22



/;/ Edit Check Process Overview
y 4

The “Edit Journal” process ensures that:

 The Fiscal Year and accounting period are open

*  ChartField values are valid

*  ChartField combinations are valid

« Journals balance by Business Unit, Fund, and Project

« Total debits equal total credits

» Cash accounts and certain transfer accounts net to zero

«  Control totals entered on the Totals tab match the actual totals for the Journal (debits, credits, number of lines)

Journals that fail the “Edit Journal” process (i.e., status of “E”) must be corrected before they can be Budget checked,
approved, and posted.

Whenever a Journal is updated/corrected, the Journal status will reset to "N“ and must be edit checked again to ensure that
all errors have been resolved, and the Journal is valid.

23



/;/ Edit Check Process Overview (continued)
y 4

Manual/Spreadsheet Journals: Manually entered and spreadsheet Journals are edited during the nightly batch process or,
manually, using the online “Edit Journal” process available on the Create/Update Journal Entries page.

Other Cardinal Module Journals: For the modules below, accounting entries are created, processed, approved, edited (for
ChartField validation only), and Budget checked. Journals from these Cardinal modules are created and processed through
batch jobs and are fully edited before they post to the General Ledger.

* Accounts Payable

« Expenses

*  Accounts Receivable — Funds Receipt
« Payroll

Interfaced Journals: Interfaced Journals are edited during the upload. They still go through batch edit to be updated to a “V”
(Valid) status. The Agency must fix errors online in Cardinal and re-run the “Edit Journal” process for any Journals that fail the
“Edit Journal” process.

24



»/ Edit Check Process Overview Option 1 — Journal Entry Page
/

Cardinal has automatic batch processes that run each night to Edit and Budget check Journal entries. Editing and Budget
Checking can also be performed manually online. All Journals must pass the Edit Journal process before journals can be
Budget checked. Users can click the Journals Available to Edit button and then click a specific Journal ID that opens the
Journal Entry page on the Lines tab to run the Edit Journal process for the selected journal. Click the Process button. If the
selected journal passes Edit check from the Lines tab then it automatically will Budget check the journal. Confirm the Journal
Status and Budget Status update to “V” for Valid.

General Ledger WorkCenter
(&3 ) ]
& Journals Available to Edit
I~ My Work I R __ Grows
‘Aclions.:: | | = ‘ | @ || N ‘
Exceptions - E— E— —
General Detail 1 Detail 2 Show All
Journals with Errors
1 Unit 11 Joumnal ID 11 Journal Date T UnPost Sequence T Line Unit 1} InterUnit 1. Description T, Status 1, Budget Status 7] Source | Lines 7| Attachments Action Status 71
Journals - Commitment Con.. o
—(0)
. O 15100 0003454915 10/14/2028 15100 No ABC Edit Req'd Mot Budget Checked ONL 2 ‘ -é’;\"l)
Joumal Processing " .
— R _‘\u/
Incomplete Journals I 0 15100 0003454916 10114/2028 15100 No ABC Edit Req'd Not Budget Checked ONL 2 ‘ &7
; N = —o
Joumals Available to Edit (s "I O 15100 0003454917 1011412026 =
— Journal Entry X
t n for Appri Help a
Submit Joumals for Apprava. .. o 15100 0003454018 10/14/2026 :
‘Header Lin Totals Errors Approval
Pushed Back / Denied Jour...
O 15100 0003454919 10/14/2026
Journals Pending Approval Unit 15100 Journal 1D 0003454914 Date  10/13/2026 Errors Only
— 15100 0003454920 10/14/2026 Template List Search Criteria Change Values View Audit Logs
Journals Ready for Post Inter/IntraUnit *Proc Edit Journal v Line ‘ 10‘
D Budget Check Journal
I My Approvals ~ Lines
T — Copy Journal
> My Insights B/[a]
L Links Select Line *Unit *Ledger Edit / Pre-Chack ant Fund Program Department Cost Center
Edit Chartfield
= 1 [15100 a] «as R - al [ooo0 Q] [7se001 Q| [az100 al ||
Post Journal
. . O 2 [15100 a actuas 120 Q| | o100 a| [7es001 a| ([s2100 al ||
Navigation: GL WorkCenter >
] — I Submit Journal
Journal Processing > Journals toestooss 1]+ ’
= = v Totals
Available to Edit BR
Unit Total Lines Total Debits Total Credits = Journal Status Budget Status
15100 2 1,250.00 1,250.00 N N
Add Update/Display

v

25



#/ Edit Check Process Overview Option 2 —
" Reports/Processes to Edit Journals

Users can select the Edit Journals option under Reports/Processes > Journal Processing. Create a Run Control ID the
first time the Edit Journals process is run and reuse it each time. The Edit Journal Request tab opens. Click the “Always’
radio button, select the applicable Process Request Parameters and click Run to process. Note: Users must check the
Budget Check box to run the Budget Check process for journals that pass the Edit Check process.

Navigation: GL WorkCenter >
Reports/Processes > Journal
Processing > Edit Journal

i

Edit Journals

EXCEPIONS -

Journals with Emrors .
Edit Journals

Journals - Commitment Con... ) e
Fingfan Existing Value

D Add a New Value

Journal Processing

~ Search Criteria
Incomplete Journals Enffr any information you have and click Search. Leave fields blank for a il Ed it Journals Req uest
Journals Available to Edit -~
) Recent Searches | Choose from recent searches Run Control I Edit Jmis Report Manager Process Monitor Run ‘
Submit Joumals for Approva -
Pushed Back / Denied Jour. .. Run Control ID | begins with v| |
. meti L] View Al
Journals Pending Approval ~ Show fewer options Process Request Para ETS - .
[ Case Sensitive

Journals Ready for Post B ~
~ My Approvals Once Request Number
S TRoleRey Always

nsights . -

y Insig ® Don't Run Description | |

~ Links
Business Unit |15100 Q, Ledger Group |ACT|.J.-’-'«LS Q, |
Create Journals -
q Source |ONL Q System Source | L |

Copy Journals

Create/Update Journal Entries Process Partition ID E
Mark Preapproved Journals for P
Other Links.
G aenes Edit Recale Exchange Rates Budget Check

-Edi Re-Edit CC Adjustment Joumnals

 Reports/Processes Re-Edit !
Joumal Processing Leave a fiedd blank to select all its values.

Budget Check Journals Autopilot Run Control

Edit Journals m | Maotify ‘ | Refresh | ‘ Add ‘ ‘ Update/Dizplay ‘
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#/ Edit Check Process Overview Option 2 (continued)
/

Select the GL Jrnl Edit and Error Rpt and Journal Edit checkboxes and click the OK button. Confirm the Run Status
processes to “Success” and the Distribution Status processes to “Posted”. Click the Actions button to view the Message

Log if needed.

Process Scheduler Request 4
Help
UserID  V_TRN_FINUSER002 Run Control ID  Edil_Jm|
Server Name Run Date |1IZIJ'1 972026
Recurrence Run Time | 11:55:27 AM Reset to Current Date/Time
Time Zone Q
Process List
Select Description Process Name Process Type «Format Distribution
GL Jmi Edit and Error Rpt V_JEDERR P3Job {Hone) V| | (Mone) Distribution
------------------------------------------------ Process List
Journal Edit
T View Process Requests
“| Cancel || Refresh userip |VTRNFINUS Q| | v| | Last | 1 [pays v
R — ype ——
Server | | Name | Q| | Range
Run Status | V| Distribution Status | "| Save On Refresh Report Manager
~ Process List
| B || Q | | Wiew All
Select Instance @ Seq. Run Control 1D Process Type Process Name | User Run Date/Time Run Status Igg::‘:utinn Detailzs | Actions
27232000 Edit_Jml PSJob V_JEDIT W_TRM_FINUSERO002 | 10/19/2026 11:58:27AM EDT || Success Posted Details ~ Actions
27231995 Edit_Jml PSJob V_JEDERR V_TRN_FINUSER00Z | 10/19/2026 11:58:2TAM EDT | Success | Posted Details “Actions

27



p Edit Check Process Overview Option 3
/

Users can click the Journals Available to Edit button, select the applicable checkboxes for the journals to Edit Check, click
the Actions button and select the Edit Journal option to Edit Check the selected journals. Make note of the Process

Instance Number to confirm the process completed. Once the selected journals pass the Edit Check process, the Budget
Check process must be run as the next step.

Actions * Your Cardinal User ID is - V_TRN_FINUSER002

Post Joumnal

General Ledger WorkCenter

EBudget Check

(&3
2 Journalsl oo pre creck

4 rows
— pl =

My Work

General Detail 1 Detal 2 Showall
Joumals with Errors @
0 it 1 Journal ID 1} Journal Date 7. UnPost Sequence %4 Line Unit 1. Interlnit 1; Description 1. Status 7, Budget Status 7 Source 7. Lines 1, Attachments Action Status 1|
| Journals - Commitment C... 5
0 fswe 0002454015 101412026 15100 No ABC Edit Regd Mat Budget Checked oML z E’)
Journal Processing .
Incomplete Journals a [suo 0002454016 10/1412026 15100 No ABC Edit Reg'd Mat Budget Checked ONL 2
| Journals Available to Edit @I = 5100 0003454017 D/14/2026

Submit Journals for Approva... (1) [ 15100 0002454018 1011412028
Pushed Back / Denied Jour..

Joumals Pending Approval @

Joumals Ready for Post

~ My Approvals

» My Insights

» Links D

> Queries

> Reports/Processes

Navigation: GL WorkCenter >
Journal Processing > Journals
Available to Edit eiEn ssmas-sunmssﬁ.lllyscheduled. Process Instance = 27231993,

gitor page to review the process status and output
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#/ Journal Status Values when Edit checking journals
/

The Journal Status field is updated once the “Edit Journal” process completes. Journal Status values include:

Status Description Functional Description
N No Status - Needs to be Edited | Journal has been saved but not yet edited.
Journal is incomplete, or the Journal failed the cash account or transfer
T Journal Entry Incomplete .
account net to zero edit.
E Error Journal has an error(s) from edit.
\% Valid Journal Journal has successfully completed edit and is ready for approval.
D Deleted Journal was deleted.
P Posted to Ledger(s) Journal has posted to the Ledger.
U Unposted Journal was unposted from the Ledger (not available).
, Journal posting is incomplete. A problem occurred and the Journal needs to be
I Posting Incomplete : )
resubmitted for posting.

29



/;/ Incomplete Journal Status Overview
y 4

There are two possible reasons for the Journal Status of “T” (Incomplete):
1. Journal is incomplete. In this situation, the Journal is partially entered and saved for later completion.

* To save a Journal as Incomplete:
» Return to the Header tab and select the Save Journal Incomplete Status checkbox option
» Click the Save button (The Journal Status updates to “T” upon save and the Journal is bypassed during batch
processing until the checkbox option is cleared)
* To complete the Journal:
* Reopen and complete the Journal
» Deselect the Save Journal Incomplete Status checkbox option
* Click the Save button (The Journal Status updates to “N”)
« Complete the normal Journal processing steps
2. Journal failed the cash account or transfer account net to zero edit or the invalid transfer account pairs edit. In this
situation, the cash accounts or transfer account pairs failed to net to zero or the transfer pair is invalid.
*  Correct the Journal and deselect the Save Journal Incomplete Status checkbox option
» Click the Save button (The Journal Status updates to “N”)
«  Complete the normal Journal processing steps

30



#/ Journal Upload Error Report: Interfacing Agencies
/

For interfacing Agencies, Cardinal generates a Journal Upload Error Report nightly. This report can be accessed on the
Agency's file server or can be run manually from Cardinal using the following navigation path:

NavBar > Menu > General Ledger > General Reports > Journal Upload Error Report
The Journal Upload Error Report can result in the following:

File Upload Successful:

» If the file processes successfully, the report provides the file name, upload date, and a file success status that states
that the File is Processed Successfully With No Errors

File Upload Errors:

» If the file has errors, the report displays details for all rejected transactions
» Prior to resubmitting the file to Cardinal, rejected transactions must be reviewed and corrected by the Agency

REPORTS CATALOG
Cardinal General Ledger Reports Catalog 31




/;/ Budget Check Process Overview
y 4

All General Ledger Journals (manual, spreadsheet, interfaced, or external third party) must pass Budget check against
established Commitment Control Budgets which are based on valid ChartField combinations and amounts. All Budget check
errors must be corrected online in Cardinal. The “Budget Check Journal” process runs as part of the “Edit Journal” process,
therefore, it is not necessary to run it separately unless the Journal Header Status field displays “V” (Valid) and the Budget
Checking Header Status field displays “N” (Not Checked), “E” (Error), or “P” (Provisionally Valid).

Transactions that exceed controlling Budgets, such as the Appropriation or Allotment Budget, or do not have a Budget
ChartField combination previously established, will not pass Budget check until the errors are corrected, or an authorized user
overrides the error. DOA General Accounting may need to do an override.

Manual/Spreadsheet Journals - Spreadsheet and manually entered Journals are Budget checked during the nightly batch
process, or manually online when the “Edit Journal” process is run (if there are no Edit Errors).

Other Cardinal Module Journals - Journals that originate in the modules below are Budget checked in their originating
Cardinal module prior to being Journal generated to the General Ledger and are not processed through another Budget check
again in General Ledger:

* Accounts Payable

« Expenses

* Accounts Receivable — Funds Receipt
*  Payroall

Interfaced Journals - Journals uploaded into Cardinal through the Journal Upload process are edited during the nightly batch
processing and Budget checked immediately after (if there are no Edit Errors).

32



2 Budget Status Values when Budget checking journals

The Budget Status field is updated to one of the following statuses once the “Budget Check Journal” process completes:

Status Description Functional Description
The entry failed to pass Budget checking. Errors are exceptions that have
failed Budget checking because they do not conform to the rules established
E Error for that control Budget. Some errors can be overridden.
Security permissions determine who has the ability to override Budget errors.
The “Budget Check Journal” process has not processed the entry, or the entry
N Not Checked has changed and has not been Budget checked again.
The Journal has successfully passed Budget checking, and the process
\% Valid updated the control Budget Ledger.
The Budget check is valid, but the funds are not reserved.
P Provisionally Valid This occurs when the “Edit / Pre-Check” process is run.
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V4

» Budget Check: Common Errors

The table below shows some common budget check errors and whether or not they can be overridden.

Exception

Can Exception be
Overridden?

Possible Action(s)

ChartField values may need to be changed, or Budget may

No Budget Exists N need to be created.

Budaet is Closed N ChartField values may need to be changed, or the Journal
udgetis Llose may need to be recreated with a different Journal Date.
Exceeds Budget Journal amount(s) may need to be changed, Budget may
Tolerance (i.e., Y need to be created, or the exception may need to be

budget) overridden.
Determine if the Budget hold can be changed, change
Budget is On Hold Y ChartField values on the Journal, or the exception may

need to be overridden.
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V4

» Budget Check: Common Warnings

Warnings are exceptions that do not conform to the rules of the established Budget Ledger but do not hold up Journal

processing. They are in place to provide alerts to certain situations that may adversely impact the Budget and Journal
processing.

Warning
Code

Warning Description

Notes

Exceeds Budget but is

Transaction exceeds available Budget balance but is within the tolerance allowed. (Not currently used in

Transaction

W1 within Tolerance Cardinal)
Transaction exceeds Budget, but the control option for the control Budget definition is “Tracking with
Budget” or “Tracking without Budget”.
Exceeds Budget, but is a ; . . ” . . .
W2 Track or Non-Initial For “Tracking without Budget”, no warning is issued for detail tracking Ledger Groups.

If it is not a detail tracking Ledger Group and a budget row exists, even if it is for a zero amount, a W2

warning is issued if the transaction exceeds the available spending. However, if no budget row exists, no
warning is issued.
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V4

Journals for Approval in Mass

Only Journals that pass both Edit and Budget check can be routed for approval. If an Agency has only one approver, the Agency

should have the Journal Processor submit Journals for approval. Click the Submit Journals for Approval button, select the

checkbox for the applicable journal(s) to submit, click the Actions button, click Submit Journal.

Journals cannot be submitted and approved by the same person.

Navigation: GL WorkCenter > Journal Processing > Submit Journals for Approval

<0 © ®

General Ledger WorkCenter

~ My Work

Exceptions

Joumals with Errors

Journals - Commitment Con..

Journal Processing
Incomplete Journals

Journals Available to Edit

o &

.
@)
R

w

ey
(8)
\_/

Submit Journals for Appro...

[’IE.\]

Pushed Back / Denied Jour...

Journals Pending Approval

Journals Ready for Post

~ My Approvals

Pending Approvals
Journal Entry

Delegation of Authority

Ry

.;"W";.

Fey)
(2)
Ly

| Q, Search in Menu

,} Submit Journals for Approval Overview Option 1 — Submit

Actions x ]

Submit J Submit Journal leal in Mass
Actions’ ) Email Notification

——Ceneral | Dean 1 Detail 2 Show Al
1§ Unit 11 Journal ID 1 Journal Date 1L
f 15100 0003454923 10/132026
28300 0003452760 09/1412026
50100 0003431949 09/15/2026
50100 0003431952 091512026
1 50100 0003441894 09/01/2026
1 50100 0003441902 09/07/2026
1 50100 0003445863 09/03/2026
o so100 0003449185 097032026
1 50100 0003450327 09/10/2026
1 50100 0003450329 09/10/2026
=

UnPost Sequence 11

Line Unit 71

15100

28300

50100

50100

50100

50100

50100

50100

50100

50100

InterUnit 7L

Description 1L

ABC

To reclassify S Romano's PR wi

Reclass District Equipment cha

Reclass district equipment cha

Move 518,311.20 from 16016 rou

Journal to move Helene Guardra

Making cormrections to Cynthia

FED ltem; FEDO04724, 510,6564,0

Grayson- 58E; BR25HRC445 - Pav

journal moving from UPC# 12713

Status 11

valid

Valid

Valid

Valid

Valid

Valid

Valid

Valid

Valid

Valid

Budget Status 1.

Valid

alid

Valid

alid

alid

alid

alid

Valid

alid

Valid

Source Tl

OMNL

ONL

ONL

ONL

OMNL

OMNL

OMNL

SR

OMNL

QML

Lines 1L
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/,) Submit Journals for Approval Overview Option 2 — From

the Journal Entry page Lines tab

Only Journals that pass both Edit and Budget check can be routed for approval. If an Agency has only one approver, the Agency

should have the Journal Processor submit Journals for approval. Navigate to the Create/Update Journal Entries Find an

Existing Value page, search for and select the applicable journal, click the Lines tab, click Submit Journal and then click the

Process button.

Journals cannot be submitted and approved by the same person.

Header Lines Totals Errors Approval
Unit 15100 Journal ID 0003231604 Date  06/16/2026 Errors Only
Template List Search Criteria Change Values View Audit Logs
l nter/Intralinit *Process | Edit Jounal A I Process I Line |?|
Budget Check Journal
~ Lines
— — Copy Journal
m]la]
| h Delete Journal
Select Line Category Subcategory =0t/ Pre-Check ite Amount stat Stat Amt Reference
Edit Chartfield
1 al | Edit Journal alll 125000 || alll | 1] |
Post Journal
2 E
Q | | Print Journal Q | | 1'250'0U| | Q | | | | |
4 Refresh Journal L]
A —_ I Submit Journal
nestonsa [ 7]+ m EX
~ Totals
B
Unit Total Lines Total Debits Total Credits | Journal Status Budget Status
15100 2 1,250.00 1,250.00
Header Lines Totals Errors Approval
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}) Submit Journals for Approval Overview Option 3 — From
7" the Journal Entry page Approvals tab

Only Journals that pass both Edit and Budget check can be routed for approval. If an Agency has only one approver, the Agency
should have the Journal Processor submit Journals for approval. Navigate to the Create/Update Journal Entries page, select

the applicable journal, click the Approval tab and then click the Submit button.

Journals cannot be submitted and approved by the same person.

| NewWindow | Help | Personalize Page

Header  Lines Totals

Unit Journal ID Date
15100 0003454923 10/13/2026

Approval Status
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;) Lesson 3: Summary
/

‘ Processing Manual Journal Entries

In this lesson, you learned:

How to Edit Check Journals

* How to Review and Correct Edit Errors

* How to Budget Checking Journals

* How to Review and Correct Budget Check Errors

* How to Submit Journals for Approval
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;) Lesson 4: Introduction
V4

” Managing Journal Entries

This lesson covers the following topics:

* Approving Journals
* Denying and Deleting Journals

* Posting Journals
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/,) Approving Journals Overview
y 4

Once Journals are manually submitted for approval, Cardinal Workflow routes the Journal to the appropriate approver(s) for
approval. All Journals must be approved before they can be posted to the General Ledger. Some Journals may require
multiple levels of approval.

« Journals approved through the Approvals Tile or GL WorkCenter (under My Approvals) will post automatically upon
approval.

« Journals approved directly on the Create/Update Journal Entries page (Approval tab) require manual posting or will post
during the nightly batch process.

Manual/Spreadsheet Journals - Manual Journals and spreadsheet Journal uploads must be approved by an Agency
approver in the General Ledger.

Other Cardinal Module Journals - Journals from Accounts Payable, Expenses, and Accounts Receivable — Funds Receipt
are pre-approved in their modules. As a result, they do not need to be approved again in General Ledger unless they are
modified online in the General Ledger.

Interfaced Journals - Interfaced Journals are assumed to have already been approved in the Agency external system per
the Agency’s specific business processes. As a result, they generally do not need to be approved again in the General Ledger
unless they are modified online in Cardinal.

« If the Journal contains capital outlay or non-exempt legal service values as identified below, the Journal routes to DOA for
online approval:

« Capital outlay Projects with a Program value of “998000” that have not received their environmental impact study

« Journals with a non-exempt legal services Account value of “5012430”
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’) Approving Journals: Option 1 — Approvals Tile
/

Journals can also be approved, denied, or placed on hold by navigating to the Approvals tile from the Cardinal Financials
homepage. Click the Journal Entry button to display the list of journals to approve. Select the applicable journal to approve.

Navigation: GL WorkCenter > Approvals tile > Journal Entry

Cardinal Financials

Cardinal Message Board Cardinal Portal Cardinal HCM Approvals Query Viewer

0 Sor s
Message(s) published today E L — :@

0

Total active message(s)

Report Manager

Journal Entry
2 rows

Journal Entry vPay Return 50265485 Axon Ente - 99700 / 0003451472 / 2026-08-11 WILEY,CHANTELL RENAY Routed
6117522 USD 0971112026
Journal Entry vPay Return 50263850 Brodart C - 99700 / 0003451521 / 2025-09-11 WILEY,CHANTELL RENAY Routed
27879 USD 09/11/2026
Journal Entry vPay Return 50265582 Enerpris - 99700 / 0003452620 / 2026-09-14 WILEY,CHANTELL RENAY Routed

£ Travel Authorzation 1220 USD osr42026

12 Voucher Journal Entry August 2026 Healihcare Recon - 15200 / 0003453793 / 2026-08-11 RICKS, JANIE MORNING Routed K
961.00 USD 0911512026
Journal Entry August 2026 Healthcare Recon - 19400 / 0003453844 / 2026-09-11 RICKS, JANIE MORNING Routed R
962.00 USD 091512026
Journal Entry vPay Return 50243611 Colonial - 89700 / 0003454903 / 2026-09-16 SHEARIN AMY CHRISTINE Routed N
1,13670 USD 09/16/2026
Journal Entry ABC - 15100 / 0003454821/ 2026-10-15 V_TRN_FINUSER002 Routed
100000 USD 101572026
Journal Entry ABC - 15100 /0003454822 / 2026-10-15 V_TRN_FINUSER002 Routed K
125000 USD 1011512026

JOB AID REFERENCE
GL333 Approving and Posting Online Journal Entries 49




}) Approving Journals: Option 1 — Approvals Tile (continued)
/

Once the applicable journal is selected, Approve, Deny or click the More button to put the journal on Hold. Consider adding
Approver Comments or click the arrow button to see the Approval Chain. Approvers can also click the Edit Journal link or the View
Journal Lines link.

Journal Entry
vPay Return 50265485 Axon Enterprise Inc
6117522 USD
n In Process
Summary
Business Unit 99700 Journal | ID 0003451472
Journal Date 0911726 Year / Period 2027/3
Ledger Group ACTUALS Entere don 09/11726
Entered by Edit Journal
Lines
Line Amount Stat Amount Stat Code An Type Ledger Accoun t Fund Program Department
198700 vPay Retum 50265485 61,175.22 USD o ACTUALS 220543 07570 95900
2 21300 vPay Retum 50265485 6117522 USD o ACTUALS 5022720 03000 106040 213
321300 Cash With The Treasurer Of VA 61,175.22 USD o ACTUALS 101010 03000 ‘99999
4 99700 Cash With The Treasurer Of VA -61,175.22USD o ACTUALS 101010 07570 99989
Approver Comments
4
Approval Chain >

Pushback

Hold




] Approving Journals: Option 2 — My Approval
/

Click My Approvals > Pending Approvals > Journal Entry to see the list of journals to approve. Select the applicable
journal to approve.

Navigation: GL WorkCenter > My Approvals > Pending Approvals > Journal Entry

Pending Approvals

@& & Journal Entry

~ My Work Pending Approvals.

Excepfions ~ E

Journals with Ermors

Erows
Jourals - Commitment Con.. () Journal Entry vPay Return 50265485 Axon Ente - 99700 / 0003451472 / 2026-09-11 WILEY.CHANTELL RENAY Routed
= 61,175.22 USD 09/11/2026
pomTl Praces =) v Journal Entry vPay Return 50263850 Brodart C - 99700 / 0003451521 / 2026-09-11 WILEY,CHANTELL RENAY Routed
Incompizte Journals 27879 USD 09/11/2026
Joumat Avaiiable o £di — Journal Entry vPay Return 50265562 Enterpris - 99700 / 0003452620 / 2026-09-14 WILEY,CHANTELL RENAY Routed X
ournals Available to \\:f/\ 1220 USD 09/14/2026
Submit Journals for Approva Journal Entry August 2026 Healthcare Recon - 15200 / 0003453793 / 2026-09-11 RICKS JANIE MORNING Routed X
96100 USD 0911572026
Pushed Back / Denied Jour...
Journal Entry August 2026 Healthcare Recon - 19400 / 0003453544 / 2026-09-11 RICKS,JANIE MORNING Routed 5
Journals Pending Approval (101 962.00 USD 0911572026
Journals Ready for Past Journal Entry vPay Retumn 50243611 Colonial - 99700 / 0003454903 / 2026-09-16 SHEARIN AMY CHRISTINE Routed ,
113670 USD 0911672026
~ My Approvals Journal Entry ABC - 15100/ 0003454921 / 2026-10-15 V_TRN_FINUSER002 Routed X
D 1.000.00 USD 1011512026
Pending A I
SIS pEESAL - Journal Entry ABC - 15100 / 0003454922 / 2026-10-15 V_TRN_FINUSER002 Routed ,
Journal Entry 123000 UsD 1011512026

Delegation of Authority

> My Insights

> Links

> Queries

» ReportsiProcesses




}) Approving Journals: Option 2 — My Approval (continued)
/

Once the applicable journal is selected, select Approve, Deny or click the More button to put the journal on Hold. Consider adding
Approver Comments or click the arrow button to see the Approval Chain. Approvers can also click the Edit Journal link or the View
Journal Lines link. Note: this is the same process as in Option 1.

Journal Entry
vPay Return 50265485 Axon Enterprise Inc
61,175.22 USD
ﬂ In Process
Summary
Business Unit 99700 Journal | ID 0003451472
Journal Date 09/11/26 Year / Period 2027/3
Ledger Group AGCTUALS Entered on 09/11/26
Entered by Edit Journal
Lines
Line Amount Stat Amount Stat Code An Type Ledger Accoun t Fund Program Department
195700 vPay Retum 50265485 61,175.22 USD o ACTUALS 220543 07570 95900
2 21300 vPay Retum 50265485 -61,17522 USD o ACTUALS 5022720 03000 106040 213
321300 Cash With The Treasurer Of VA 61,175.22 USD o ACTUALS 101010 03000 99999
4 99700 Cash With The Treasurer Of VA -61,175.22USD o ACTUALS 101010 07570 99999
Approver Comments
P
Approval Chain >

Pushback

Hold




} Approving Journals: Option 3 — Create/Update Journal
Entries page Approvals tab

Journals can also be approved, denied, or placed on hold by navigating to the Create/Update Journal Entries page for the

applicable Journal. Navigate to the Create/Update Journal Entries page and search for the applicable journal and click the
Approval tab.

Navigation: GL WorkCenter > Links > Create Journals > Create/Update Journal Entries

Create/Update Journal Entries
Find an Existing Value
parohet | Croose rom saved searchas v| &
n Rsaul
L - E morn
uuuuuu
uuuuuuu t  |Line Joumal Journal Het
"""""""""""""""""""""""""""""""""""""""""""""""""""""""""""" tistioal Decaription o S
1t e Seguenee | oo | phatye | Header Tot Tedal Dabits 4
NNNNNN E units
attu
o hack 1250.00 _TRN_FINUSERDOZ
hack 1.000.00 _TRN_FINUSERDOZ
hack 1250.00 _TRN_FINUSERDOZ
valid 1zoo0|  a|aBc | v_TRN_FINUSERDOZ
i 1250.00 v_TRN_FINUSERDO:
hack 1250.00 _TRN_FINUSERDOZ
roct 1250.00 v_TRN_FINUSERDOZ




} Approving Journals: Option 3 — Create/Update Journal

Entries page Approvals tab (continued)

The Header tab displays. Click the Approval tab and then click the Approval Action dropdown arrow. Select Approve, Deny or
None.

To approve the Journal, select the “Approve” list item in the Approval Action field and then click the Submit button.
The Approval Status field updates to “Approved”.

| Header I Lines Totals Errors Approval

Unit 15100 Journal ID 0003454917 Date  10/14/2026
Long Description | ABC Header Lines Totals Errors Approval

251 characters remaining

“Ledger Group | ACTUALS Adjust Unit 15100 JournallD - 093454917 Dt 101412026

Ledger Fid
— Approval Status
*Source |ONL Q|
Reference Number | | A Unit 15100
Journal Class | Q| Approval Check Active Y
Transaction Code |GENERAL Q | Approval Status  Pending Approval
Approval Action | Approve v
SJE Type v
| Comments &
Currency Defaults: USD / CRRNT / 1
Attachments (0) Commitment Control =
Deny g
Reversal: Do Not Generate Reversal N
one
Entered By V_TRN_FINUSER002 Jrnl Approval
Entered On  10/14/2026 4:34:42PM Unit 15100, ID 0003454917, Date 2026-10-14, Line Unit 15100:Pending @View/Hide Comments
Last Updated On  10/19/2026 3:45:00PM Jmi Approval
Pending
Return to Search Previous in List Mext in List Motify I Refi ® Multlple Approvers
:::::::::
Header | Lines | Totals Errors | Approval Comment History
> Approval History
l Return to Search Previous in List l Next in List ] l Notify l l Refresh
Header | Lines | Totals Errors | Approval
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/,) Denying/Deleting Journals Overview
y 4

An approver can deny and/or delete a Journal as appropriate.

Denying Journals:

« Denying a Journal does not release the funds that were reserved during the Journal’s initial budget check process.
* Be sure that denied Journals are either corrected and re-submitted or deleted.

When denied Journals are corrected, the “Budget Check Journal” process runs automatically when the Journal is saved
and this process releases the previous amounts. Funds are reserved for the corrected amounts, if appropriate.

Deleting Journals:
*  When deleting a Journal, the “Budget Check Journal” process runs automatically and releases the funds reserved.

« Journals that have passed the “Budget Check Journal” process but have not posted can be deleted. Journals cannot be
deleted once they have posted.

« Journals can be deleted by the originator (creator) or the approver.

* The system creates an audit trail of the deletion.
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/,) Posting Journals Overview
/

Once approved, Journals can be posted to the General Ledger.

The “Journal Post” process:

» Posts valid (edited/budget checked) and approved Journals to the General Ledger

* Posts each Journal and summarizes in the appropriate Ledger

« Updates the Journal Header Status for each posted Journal to “P” (Posted to Ledger(s))

Most Journals are posted during the nightly batch process. However, Journals can also be posted manually if they are time
sensitive or posting sequence is required.

Only the Approver can Post the Journal.

JOB AID / COURSE REFERENCES )
% Job Aid: GL333 Approving and Posting Online Journal Entries
?’ Course: GL333 Approving and Posting Online Journal Entries
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#/ Manually Posting a Journal
/

To manually post an individual Journal:
* Navigate to the Create/Update Journal Entries page for the applicable Journal.

e Click the Lines tab.

 Select the “Post Journal” list item in the Process field and then click the Process button.

& Cardinal Financials Create/Update Journal Entries

Header Lines Totals Errors Approval
Unit 15100 Journal ID 0003454917 Date  10/4/2026 Errors Only
Template List Search Criteria Change Values View Audit Logs
[ Inter/IntraUnit *Process | Post Journal - II Process I Line ‘ 10‘
Budget Check Journal
v Lines
—— Copy Joumal
‘ i || Q | Delete Journal 20f2 v
Edit / Pre-Check
Select Line *Unit *Ledger Edit Chartfield nt Fund Program Department Cost Center

Edit Journal

O 1 [15100 Q| |acTuats 10 a| ||ot000 Q| ||7ea001 Q| |s2100 al ||

Print Journal

O 2 i[15100 Q| {acTuaLs 20 Q| i[o1000 Q| {79001 a | {92100 al |
H | Refresh Journal } i H }
4 — Submit Journal L]
Lines to add ‘ 1 | + - ™
v Totals
B|lQ | Aofl v | View Al

Unit Total Lines Total Debits Total Credits | Journal Status Budget Status
15100 2 1.250.00 1.250.00 v v

l Return to Search l

Header | Lines | Totals | Ermors | Approval

Previous in List H MNext in List H Notify H Refresh I Add Update/Display




,} Manually Posting Journals by Batch
/

A group of Journals can also be posted manually in batch. To post a group of Journals, navigate to the Post Journals
Request page using the following navigation path:

Navigation: NavBar > Menu > General Ledger > Journals > Process Journals > Post Journals

« Enter of create a Run Control ID to Post Journals

* Enter a description in the Description field

« Enter valid parameters to specify the group of Journals to be posted (e.g., Journal ID range, Journal date range, Source)
*  Click the Run button.

| & Cardinal Financials | Post Journals

' & Cardinal Financials Post Journals Request

Find an Existing Value

" Search Criteria

Enter any information you have and click Search. Leave fields blank for a list of all values. Run Control ID Post_Joumnals Report Manager Process Monitor

) Recent Searches | v| [1 Saved §
\) Choose from racent searches / Process Request Parameters ‘ Q | of 1 v | View All
Run Control 1D | begins with v| | | Process Frequency ‘ + H — |
- C Once
 Show fewer options @ Atways Request Number
) Don't Run .
— *Description | Post Journal |
[J Case Sensitive escription | Post Journals
_ Business Unit [ 15100 al Ledger Group | ACTUALS Q|
Source |ONL Q | System Source ‘ v|
Process Partition ID | Q |
Journal ID From | Qa | Journal ID To ‘ Qa |
Journal Date From | | Joumal Date To ‘ |
From Year | ‘ To Year ‘ |
From Period | ‘ To Period ‘ |
& Skip Open Item Reconciliation Skip Summary Ledger Update Skip Essbase Incremental Load
Leave a field blank to select all its values 5 1
O Autopilot Run Control

Motify Add Update/Display




;) Lesson 4: Summary
/

” Managing Journal Entries

In this lesson, you learned:

* How to Approve Journals
* How to Deny and Delete Journals

e How to Post Journals
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}) Lesson 5: Introduction
/

‘ Journal and Ledger Inquiries

This lesson covers the following topics:

« Journal Status Inquiry

« Journal Audit Log Inquiries

« Journal Inquiry Details

« Journal Inquiry Details with Drill to Source

* Ledger Inquiries
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#/ Journal Status Inquiry — Option 1
7/

Two ways to perform a Journal Status Inquiry is
to navigate to the Create/Update Journal
Entries page using the following navigation
path:

Create/Update Journal Entries

1. GL WorkCenter > Links > Create/Update
Journal Entries

2. NavBar > Menu > General Ledger >
Journals > Journal Entry > Create/Update
Journal Entries

* Onthe Find an Existing Value tab, click the
Clear button to clear the default values in
the search criteria fields.

« Enter the desired search criteria. Use the
Journal Header Status or Budget
Checking Header Status field to enter a
specific edit or Budget check status with a
search condition of equals (=).

eeeeee
nnnnnnnn

* Click the Search button.

The search results display at the bottom of the
page. View a specific Journal as needed by
clicking the corresponding Journal ID link.
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#/ Journal Status Inquiry — Option 2
/

The Review Journal Status page can also be
used to perform Journal Status Inquiries.
Navigate to this page using the following
navigation path:

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

« Onthe Find an Existing Value tab, click
the Clear button to clear the default values
in the search criteria fields.

* Enter the desired search criteria. Use the
Journal Header Status field to enter a
specific status with a search condition of
equals (=).

* Click the Search button.

The search results display at the bottom of the
page. View a specific Journal as needed by
clicking the corresponding Journal ID link.

| 4 Cardinal Financials |

Find an Existing Value

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

Review Journal Status

T) Recent Searches Choose from recent searches v| / [ saved Searches | Choose from saved searches v| f
*Business Unit |E| |ﬁ| Journal 1D | begins with w | | |
Journal Date | = v| | | UnPost Sequence | = v‘ | |
Document Sequence Number | begins with v| | | I Journal Header Status | not = v‘ | Posted to Ledger(s) ‘ I
~ Show fewer options
’ Clear ] ’ L1 5ave Search ]
“ Search Results
11 results - Business Unit "15100" Journal Header Status "Posted to Ledger(s)"
| view an
Bueress  soumaiip  fourel Ureest  Soclence  Header gégtgf;t"s Ledger Group
us
15100 0003454914 | 10/14/2026 0 | (blank) Errors Mot Chk'd ACTUALS >
15100 0003454915 | 10/14/2026 0 | (blank) E‘;ﬁd Mot Chk'd ACTUALS >
15100 0000124707 | 06/30/2015 0 | (blank) WValid Walid CC_PROJ ¥
15100 0003454916 | 10/14/2026 0 | (blank) Valid Mot Chk'd ACTUALS >
15100 0003454917 | 10/14/2026 0 | (blank) Valid Valid ACTUALS >
15100 0003454918 10/14/2026 0 | (blank) WValid Valid ACTUALS ¥
15100 0003454919 | 10/14/2026 0 | (blank) Valid Mot Chk'd ACTUALS >
15100 00034549790 | 101417076 0 | thlanky Valid Nt Chi'd ACTIIALS >
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#/ Journal Audit Log Inquiries — Option 1
/

When a Journal entry is saved for the first time, Cardinal creates an audit trail of Journal events such as Journal creation,
deletion, edit, post, etc.

From the Create/Update Journal Entries page, Lines tab, click on the View Audit Logs link.

‘ & Cardinal Financials ‘ Create/Update Journal Entries
Header Lines Totals Errors Approval
Unit 15100 Journal ID 0003454917 Date  10/14/2026 Errors Onl
Template List Search Criteria Change Values View Audit Logs
l Inter/IntralUnit *Process | Post Journal hd Process Line | 1[]|
Budget Check Journal
v Lines
Copy Joumnal
|| Q | Delete Journal 1-20f2 v
Edit / Pre-Check
Select Line *Unit *Ledger Edit Chartfield it Fund Program Department Cost Center
.. LB Edit Journal
O 1 115100 Q| |actuais 110 a | o100 Q| ||799001 Q| [s2100 al ||
- 0000000 Paost Journal
. ] Print Journal
m) 2 15100 Q | iacTuaLs 120 Q| {01000 Q| {|799001 Q| {/s2100 al i
= Refresh Journal
< I g hmit Journal »
Lines to add | 1 | + -
v Totals
5, Q| 110f1 v | ViewAl
Unit Total Lines Total Debits Total Credits | Journal Status Budget Status
15100 2 1,250.00 1,250.00 v v
l Return to Search l l Previous in List l Mext in List l Motify l l Refresh l Add Update/Display
Header | Lines | Totals | Errors | Approval




}) Journal Audit Log Inquiries — Option 2
/

The Search Audit Logs page can also be used to review Journal Audit Logs. Navigate to this page using the following path:

Navigation: NavBar > Menu > Set Up Financials/Supply Chain > Common Definitions > Audit Logging > Search Audit
Logs

* Choose the “General Ledger” list item in the Application Name field and then click the Search button.

| ¢ Cardinal Financials | Search Audit Logs

Find an Existing Value

~ Search Criteria

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

'T) Recent Searches | Choose from recent searches V| f [l saved Searches | Choose from saved searches V| JP

Application Name | = v| | General Ledger V| Document Code | begins with w | |
Document Mame | begins with | |

# Show fewer options

[ Case Sensitive

-

S7



}) Journal Audit Log Inquiries — Option 2 (continued)
/

The Search Audit Logs page displays.

» Enter search criteria (i.e., Business Unit and GL Journal ID)

* Click the Search button

The Audit Log entries for the applicable Journal display in the Search Results section at the bottom of the page. Review as
needed.

| € Cardinal Financials | Search Audit Logs

Application Name General Ledger Document Name  GL JOURMAL

Search Criteria

*Business Unit |isequa|lo V| | 0.|

GL Journal ID |isequa|lo V| | Q‘|

Journal Date = | |

Journal Process | is equal fo V| |

Event Code |isequaltu Vl | O~|

Event Date | iz equal to Vl | |

User ID |isequaltu vl
Process Instance | iz equal to vl

Oinclude Archive
B Include Batch Changes

Llinclude Purge Logs

l Retum to Search ” Motify l




,} Journal Inquiries: Journal Inquiry Details
/

View details for Journal Headers and Journal Lines
using the Journal Inquiry — Journal Inquiry Details

page.
Navigate to this Inquiry using the following path:

NavBar > Menu > General Ledger > Review
Financial Information > Review Journals

« If this is the first time using this Inquiry, use the
Add a New Value tab and create an Inquiry
Name. Otherwise, use an existing Inquiry Name.

The Journal Inquiry page displays.

 Enter Journal criteria and then click the Search
button.

A list of Journals meeting the criteria displays at the
bottom of the page in the Journals section.

* Open the Journal Inquiry Details page for the
desired Journal by clicking the Journal ID link.

‘ & General Ledger WorkCenter |

lAdd a New Value

“Inquiry Name \JRNUNQ

Add

Journals

I Q,Find an Existing Value ]

Journal Inquiry

| 4~ Cardinal Financials ‘

Journal Criteria

User Document Sequence Sort B;
| Q ‘ Joumnal Id v 100

Inquiry *Unit *Ledger *Year *From Period *To Period Status
JRNL_ING [15100 a EEEALS af[aeral | +Q] | +Q] a
Journal ID Date Status Source Currency Stat Document Type
al | ] a][_af | a] [ a
Max Rows Attachment Exist

v

[0 Date Code Adj

’ Search ] [ Delete ] [ Clear ]

Journals

Journals
Joumnal ID Date Unit IU Status Source g;stzznse User
0003454914 10/14/2026 15100 Emors ONL Mo Susp V_TRN_FINUSER(0Z
0003454915 10/14/2026 15100 Edit Req'd ONL Mo Susp V_TRN_FINUSER002
0003454916 10/14/2026 15100 Walid ONL Mo Susp V_TRN_FINUSER00Z
0003454917 10/14/2026 15100 Valid ONL Mo Susp V_TRN_FINUSER002
0003454918 10/14/2026 15100 Valid ONL Mo Susp V_TRN_FINUSER002
0003454919 10/14/2026 15100 Valid ONL Mo Susp V_TRN_FINUSER002

Unpost Date

1014/2026

10/14/2026

101472026

101472026

10/14/2026

101472026

Descr

ABC

ABC

ABC

ABC
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#/ Journal Inquiries: Journal Inquiry Details (continued)
/

The Journal Inquiry Details page for the selected Journal displays. Review the details information as needed.

Review Journals

| 4= Cardinal Financials

Journal Inquiry
Journal Inquiry Details

» Ledger Criteria

Go To Joumal Criteria

Joumnal Header

Journal ID 0002454012 Date 1041472026 Schedule
Ledger Group ACTUALS Original Date  10M14/2026 Process Mo Request
Source ONL Date Posted Total Lines 2
Journal Status  Valid Reversal Date User D V_TRMN_FINUSERODO2
Balanced DR=CR Reversal Mone InterUnit BU 15100
Doc Seq Budget Status  alid Date Code Adjustment N

@

Long Description |ABC

4

\iew Attachment (D)

® All Lines

Totals by Currency 1w Wiews All
Currency usoD Debit Amount 1,250.00 Credit Amount 1.250.00 Het 0.00
lournal Line
2w Wil

Amount {in

Line # Line Descr SpeedType Transaction | Currency Account Fund Program Department Cost Center Task FIPS Asset Agdncy |

Currency)
1 Apparel Supplies 1,250.00 | USD 5013110 01000 792001 e2100
2 Office Supplies -1,250.00 | USD 5013120 01000 790001 22100
o »

Update/Display

E| Returmn to Search || Matify |




/) Journal Inquiries: Journal Inquiry Details with Drill to
7~ Source

Drill to Source can only be used when P T— Journal Inquiry

searching for Journals from modules other
than GL (AP, Expenses, AR). The search is
the same, but the Journals begin with the

Journal Criteria

. . . . Inquiry *Unit *Ledger *Year  *From Period *To Period Suspense Status
prefix identifying the module (e.g., AP, AR). (s o] forwws  Q[awa] [ va] [ eq] L 9
o ) | al | By | afl=_alf | aj | al | Q]  peecosead
hd Enter Jou rnal Crlterla to InCIude the |User o‘||Dcn:ument Segue||1ce |Sort By | |MaxRows| iAttachmentT)(ist
source (originating module such as “AP”.
. I Search I l Delete ] [ Clear ]
+ Click the Search button. —

Journals

A list of Journals meeting the criteria [
displays at the bottom of the page in the o

Journal ID Date Unit IU Status Source g:';lﬂes"se User Unpost Date Descr
J I ti
o u rn a s Se C IO n - APD3385383 07/01/2026 15100 Posted AP Mo Susp AA_CARDINAL_BATCH_GL 07/01/2026 Accounts Payable
= = AP03386101 07/01/2026 15100 Posted AP Mo Susp AA_CARDINAL_BATCH_GL 07/01/2026 AP Paymenis
* Open the Journal Inquiry Details page
fo r th e d eS i red J O u rn a I by CI i C ki n g th e AP03333256 07/01/2026 15100 Posted AP Mo Susp AA_CARDIMAL_BATCH_GL 07/01/2026 Accounts Payable
J o u rn a I I D I i n k AP03333992 07/03/2026 15100 Posted AP Mo Susp AA_CARDINAL_BATCH_GL 07/03/2026 AP Paymenis
) AP03390216 07/01/2026 15100 Posted AP Mo Susp AA_CARDINAL_BATCH_GL 07/01/2026 Accounis Payable
07/02/2026 15100 Posted AP Mo Susp AA_CARDIMAL_BATCH_GL 07/02/2026 Accounts Payable
APO03380871 07/06/2026 15100 Posted AP Mo Susp AA_CARDINAL_BATCH_GL 07/06/2026 AP Paymenis
AP03391502 07/07/2026 15100 Posted AR Mo Susp AA_CARDIMAL_BATCH_GL 07/07/2026 AP Paymenis

AP03393930 07/0772026 15100 Posted AP Mo Susp AA_CARDINAL_BATCH_GL 07/07/2026 AP Payments

[




Y

Source (continued)

The Journal Inquiry Details page displays
for the applicable Journal.

» Click the Drill to Source icon for a
specific Journal Line in the Journal
Line section of the page to drilldown to
the original transaction.

Note: There is no Drill to Source icon for
Journals created in GL.

| € General Ledger WorkCenter |

Journal Inquiry
Journal Inquiry Details

» Ledger Criteria

Journal 11D AP03300217
Ledger Group  ACTUALS

Date 07/02/20256
Original Date  07/02/2026
Source AP Date Posted 07022026
Joumal | Status  Posted Reversa | Date
Balanced DR=CR Reversal Mene

Doc Seq Budget Status  Valid

Date Code Adjustment N

Schedule
Process

Total Lines

UserID  AA_CARDINAL_BATCH_GL

No Request

2

InterUnit BU 15100

Long Description |Accnur|t5 Payable

Currenc: Yy uso Debit Amount 40.00 Credit Am
Journal Line
(=]
T Amount (in
o Line # Line Deser SpeedType Transaction | Currency
urce Currency)
- Accour
-] 1 Payabl -40.00 | USD
: P

background
4

40.00  USD

205025

5015410

‘L”—'—l
4
nment (0]
000
Fund Program
01000
01000 780001

Journal Inquiries: Journal Inquiry Details with Drill to

Review Journals

Department Cost Center Task FIPS Asset

oooed

83100
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/;) Source (continued.)

The Drill to Source page displays for the applicable
Journal Line. Review the details information as
needed. The information displayed varies based on
the source module for the Journal.

 For AP Journals, click on the Voucher ID link in

the Details section to view additional information.

The Voucher Accounting Entries page displays.

* Click on the various tabs (Main Information,
ChartFields, and Journal) to review additional
information.

Drill to Source

Journal 11D
Ledger ACTUALS
Chartfields
Account Fund Program
5015410 01000 700001

Department

83100

mmmm

Vehr Line

Journal Inquiries: Journal Inquiry Details with Drill to

Distrib Line

Voucher Accounting Entries

*Business Unit | 15100 Q

*Accounting Line View Option

Supplier ID  0o0D052253

Supplier Name

Commonwealth of Virginia State Police

Voucher ID |00006774 Q| *

Invoice Date  g7/01/2028

nvoice Number |CJIS-90H6 Q |

Show Foreign Currency

Accounting Information

Posting Pracess AP Accrual GL Dist Status  Distributed
LI
Main Informati Chartfieids dournal I I
Description Monetary Amount | Currenc; y Code Ledger G
Accounts Pa yable 4000 (USD | ACTUALS
June 2029 background 40.00 | USD ACTUALS 15100

(o]

Pasting Date  07)02/2028

Accounting

O7/02/2026

Date
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;} Ledger Inquiries
/

The Ledger Inquiry page is used to review Ledger information. Navigate to this Inquiry using the following path:
NavBar > Menu > General Ledger > Review Financial Information > Ledger

The Ledger Find an Existing Value page displays.
+ Click the Add a New Value tab.
+ Create a new Inquiry Name if this is the first time using this Inquiry.

- Use the Find an Existing Value tab to search for an existing Inquiry if this Inquiry has been used before.

Click the Add button.

| = Cardinal Financials

Add a New Value

1 Find an Existing Value |

*Inquiry Hame || DGRING

Ledger
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#/ Ledger Inquiries (continued)
/

The Ledger Inquiry page displays.

. |<—t:arnina|ancia|s | Ledger Inquiry
Please note that Commitment Control and 7
Summary Ledgers are not available from this - o
page. Ledger Criteria
Enter the applicable Ledger criteria: S A R
° U n it Show YTD Balance Include Closing Adjustments Max Ledger Rows
Show Transaction Details Only in Base Currency 100
 Ledger
° Fiscal Year I Search I| Clear | | Delete
° From PeriOd Chartfield Criteria Include Adjustment Periods
e To Period sl |peiod
ChartField Value ChartField Value Set Update/New 5;;" R:::ifed Order-By o
*  Click the Show YTD Balance checkbox [m [soraa0 a { Q| {upcaenien :
option to see the YTD balances for the e | o] | Q] |Upcstemew
specified ChartFields. The From Period o | a || Q] | pomaniew
muSt — 1. Task | C\| | C\| Update/Mew
Fund | C\| | C\| Update/Mew
«  Click the Show Transaction Details : Q: : Q:
. . Agency Use 2 Q Q | | Update/New
checkbox option to view Ledger data along . = ———

with the Journal transactions that contributed
to the balance.

* Enter the applicable ChartField criteria and

then click the Search button. 65



%/ Ledger Inquiries (continued.)
7/

In the Ledger Criteria section, enter the required field values. Additional fields and controls in the Ledger Criteria and
ChartField Criteria sections are available and can help narrow the search results or provide additional summarization. See
the chart below for field descriptions.

Field Description

When selected, inquiry returns year-to-date balances for specified ChartFields for the defined period(s), including
period 0. Results are ordered by ChartField as selected in the criteria. If this box is not selected, the inquiry returns
individual balances for the period(s) and ChartFields that are displayed ordered by Period, then ChartField. If Show
YTD Balance check-box is selected, From Period in the criteria must = 1.

Show YTD Balance

Show Transaction Details View ledger data along with the journal transactions that contributed to the balance.
Include Closing Adjustments| Include closing balances (period 998) along with the current open period amounts.

Max Ledger Rows Indicates the maximum number of rows to display. Override the default of 100 with any number <=300 rows.
Delete Deletes the inquiry, cancels the page, and returns to a blank Ledger Inquiry page.
ChartField Enter a ChartField value for one or more ChartFields to review specific ChartField data in a ledger.

One ChartField must be selected in order to sum by. If one is not selected an error message will display after
selecting the Search button. The accounting period is always included in the sum by and is always the first column
in the inquiry results.

Sum By
If ChartFields are selected in the ChartField Criteria for Sum By and the Show Transaction Details check-box is
not checked, the results is a display of each row in the ledger that meets the criteria for business unit, ledger, fiscal
year, accounting period, currency, and statistics code.

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

Order By The results sort order of the ChartFields is based on the order in which Sum By is selected for each ChartField.




%/ Ledger Inquiries: Ledger Summary
/

The Ledger Summary displays after clicking the Search button on the Ledger Inquiry page.
The Transaction Details page displays and shows the Journal IDs associated with that transaction.

Click on a Journal ID link to see specific details within the Journal.

Review Ledger information

Transaction Details

> Ledger Criteria

GoTo Inquiry Criteria _ _ _
ransaction Criteria

I Transaction Details I Review Ledger information

Ledger by Period and Chartfields Journal Inquiry
Journal Inquiry Details
> Ledger Criteria
Period Account Account Description Stat _
GoTo Inauiry Crteria ransaction Details
1|5011230 Salaries, Classified Journal Header
Journal ID 0003406721 Date 07/22/2026 Schedule
. ”L@dgeerun ACTUALS Original Date  O7/2202028 Process  No Request
Amount {in Transaction Currency) 1,547.631.35 USD Amount (in Base Currenc Source SPJ Date Posted  OT/222026 Total Lines 17
Journal Status  Posted Reversal Date UserID  RIC38556
Journals Balanced DR=CR Reversal None InterUnit BU 15100
Do< Seq Budget Status  Valid Date Code Adjustment N
Long Description | To transfer PB payrall charges for July payrall from agancy 122 to agency 151 | =
. l
. Amnurlt_{ln View Attachment (0)
Journal 1D Line Descr Seq StatAmt MNR Transaction | Currency
Currency)
® All Lines
Fi ur - - -
0003406721 PB PR Transfer Debit 071222026 0.00|N 16,300.00 | USD reme Fomne [ | o Line | | | Cuery oumelnes
PY03300082 Salaries, Classified 07012026 0.00 | N 20,302.70 | USD Totala by Curency S Ve Al
. - N . C usp Dehit As it 28.226.00 Credit Am: t 28.226.00 Net 0.00
03200002 Salaries, Classified 07012026 0.00 N 10,314.54 | USD e e e e °
Journal Line
FY03300082 Salaries, Classified aTI012026 0.00 [N 1,083.67 | USD . o
e y . Amount (in
Py33e0082 Salaries, Classified 0712026 0.00 | N 14,085.33 | UsD Line # Line Descr SpeedType Transaction | Currency Account Fund Program Department Cost Center Task FIPS Asset Agency |
Currency)
PG R A Laz i AT RS coon b 1E08 70 e 41 ;S;RT"’"SM 16,308.00 USD 5011230 06150 711007 05800
- ;
. >
=




;) Lesson 5: Summary
/

‘ Journal and Ledger Inquiries

In this lesson, you learned:

« Journal Status Inquiry

« Journal Audit Log Inquiries

« Journal Inquiry Details

« Journal Inquiry Details with Drill to Source

* Ledger Inquiries
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}) Lesson 6: Introduction
/

n Overview of Cardinal Financials Insights

In this lesson, we will cover:

* An Overview of Cardinal Financials Insights

* An Overview of the General Ledger Tiles
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}) Overview of Cardinal Financials Insights
/

Insights is an analytics engine leveraging OpenSearch Dashboards to provide fast, interactive,
and actionable data visualizations (e.g., charts, graphs, tables) directly within PeopleSoft Fluid
pages.

It can be accessed by clicking the Financials Insight tile on the Cardinal Financials Homepage

Message(s) published today

0

Total active message(s)

JOB AID REFERENCE
Job Aid: Overview of Cardinal Financials Insights
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/,) Financial Insights Benefits
y 4

Some benefits of Cardinal Financial Insights include:

Improved Decision-Making & Analytics: Provides rich, visual analytics for better
understanding of data trends.

No Operational Performance Impact: Analytics run against search indexes rather than the
transactional database, ensuring system performance is not compromised.

Intuitive Visualization Tools: Features include interactive charts and tables, allowing for easy
data interpretation and trend identification.

Filter Capability: Users can easily navigate from high-level visualizations to detailed,
actionable records. Multiple filters are available to allow users to focus on the data elements of
interest (e.g., Agency, Fund, Supplier).

Users must have a Cardinal Reporter role (V_COVA_ CARDINAL REPORTER for
Statewide agencies or V_CARDINAL_REPORTER for VDOT Only) to access Insights.

Users will have access to all Business Units.
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,/ Insights Tiles
/

Insights contains six tiles.

Q, Search in Menu

< |0 O ®

g

Financials Insights

GL Trend Analysis State Budget to Actuals Revenue Budget to Actuals Project Budget to Actuals Supplier Spend Analysis Employee Expenses

A = : = @~®
m‘l; H_ﬂ ®) f§ r)’Q@
GL Trend Analysis State Budget to Revenue Budget Project Budget to = Supplier Spend Employee
visualizations for FY Actuals to Actuals Actuals Analysis Expenses

Expenditures and
Revenues to easily
compare one fiscal
year to another

visualizations
related to
Appropriation
Budget to Actuals
and Expenditure
details, with filters
for Business Unit,
Account, Program
and Fund

visualizations
related to the
Official Revenue
Estimate Budget to
Actual Revenue
collections, with
filters for Business
Unit, Fund and
Account

visualizations for
the life-to-date
Project Budget to
Actual
Expenditures, with
filters for Business
Unit, Project,
Effective Status,
Project Start and
End Date

visualizations for
the life-to-date
Project Budget to
Actual
Expenditures, with
filters for Business
Unit, Project,
Effective Status,
Project Start and
End Date

visualizations for
reimbursements to
Employees
processed through
Expenses for
various travel and
other miscellaneous
items (e.g., tuition,
supplies, safety
equipment).
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/,) General Ledger Insights Overview
/

Filters are key to accessing detailed information in Insights. For the General Ledger tiles, some
key filters include Year, Business Unit, Account, Fund and Program.

Users can access General Ledger Insights through the Homepage or by accessing the
General Ledger Insights pages within the GL WorkCenter using the following path:

GL WorkCenter > My Insights > Financial Insights > (select 1 of 4 GL pages)

[ % FY Remaining }

Appropriation to  |s2.30 $51,630,883,337.41 $55,562 Approp.ri?tion 5204 " 0.00%
Actuals Metric Remaining

Appropriation by i
Business Unit =

; I [ By Fund - Chart }

I [ By Program - Chart }
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}) Key Reminders
/

Use Filters | Apply Changes

Use Dropdowns

Focus on relevant data by Always click the “Apply Select values from dropdown

selecting only the filters you Changes” button after menus whenever possible to

need. selecting filters to update prevent case-sensitive errors.
your view.

Search Values | * Export Data Masked Data

If an expected value is not Export raw data to Excel if Be aware that sensitive

listed, start typing the exact you need additional custom information may appear

name (case-sensitive) or the. calculations for deep-dive redacted with asterisks.
analysis.
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;) Lesson 6: Summary
/

‘ Cardinal Financials Insights

In this lesson, you learned:

* An Overview of Cardinal Financials Insights

* An Overview of the General Ledger Tiles

<0 O ®

Financials Insights

GL Trend Analysis State Budget to Actuals Revenue Budget to Actuals Project Budget to Actuals

Supplier Spend Analysis

Employee Expenses
@,Q
®®
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}) Course Summary
/

m Processing Journal Entries

In this course, you learned:

The Key Concepts for Journal Entry

*  The Overall Journal Entry Process

How to Copy a Journal

 How Journal Processing Integrates with other Cardinal modules and Interfaces with External Systems
* How to Create Journal Entries in Cardinal

 How to Create and Upload a Spreadsheet Journal

« How to Complete Agency to Agency (ATA) Transfer Journals

«  Cardinal Insights
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}) Course Summary (Continued)
/

m Processing Journal Entries

In this course, you learned:

How to Review and Correct Edit Errors

* How to Review and Correct Budget Check Errors
*  How to Submit Journals for Approval and Monitor Journal Statuses
« How to Approve, Deny, or Delete Journals

How to Perform Journal and Ledger Inquiries

44



g/ Appendix
/@ PP

Key Terms
Business Process Flows
Allowed Extensions on Attachments

Flowchart Key
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//;/ Key Terms

Budget Checking: The process of comparing transactions to budget ledgers to ensure that amounts do not exceed the
controlling budget. Transactions may pass, fail, or pass with a warning. The budget check process is run via a batch process.
Once a valid budget check status is achieved, the budget balances are updated.

Business Unit: An operational subset of an organization. In Cardinal, each state Agency is a Business Unit.

ChartField: A field on the Chart of Accounts. It represents one category of data (e.g., Fund, Department, Account) with
various values that further define a transaction. A combination of ChartFields defines an accounting distribution used on a
transaction.

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

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

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

Journal ID: A sequentially generated number for online journals, other module journals, and interfaced transactions.
Interfacing Agencies can change the Journal ID to be in agreement with their existing systems.
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/@ Key Terms (continued)

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

Ledger and Ledger Group: A Ledger is a record of monetary transactions by account (e.g., Budget, Actuals, Modified
Accrual, Full Accrual, and Cash). A Ledger Group is a group that includes ledgers that have a common physical structure.
Each Ledger within the Ledger Group shares a common physical structure based on the ledger template.

Run Control: An identifier that, when paired with the user's User ID, uniquely identifies the process the user is running. The
Run Control ID defines parameters that are used when a process is run.

Workflow: A tool in Cardinal that routes a transaction electronically for approval via a Worklist. Journals cannot be submitted
and approved by the same person.
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#/ Create Journals: Manual
yd

START

ENTER JOURNAL
HEADER AND LINE
DATA ONLINE

JOURNAL ENTR

Yes

COMPLETE?

No

v

MARK JOURNAL AS
INCOMPLETE

COMPLETE JOURNAL
DATA ENTRY

Uncheck the ‘Save Journal as Incomplete
Status’ once journal entry is complete.
This will allow the journal to continue

processing.
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Create Journals: Batch

Journal Generator process

upload and create spreadsheet journals.

Accounts Accounts generatgﬁ all module
@ Payabls Srnence Receivable P transactions to the
= - Journals | Joumas S\ Joumals oumas General Ledger.
o ’ o ’ ’ EXECUTE f
= | | | [ > JOURNAL » B
.% GENERATOR
wl
£ [
o
e
s
w
§ v _
—
7 IMPORT FILE FROM RUN PROCESS . _
@ START EXTERNAL SYSTEM | TOCREATE b WASAJOURNAL o No- o CORRECT CREATION Invalid ChartFields can cause a
= AND STAGE ENTRIES : Jjournal creation error
c
e
o . Yes
™ Journal Uploads allow for the staging, v
w upload and creation of journals. This "'
g includes Agency interfaces of journals into A
i Cardinal,
o
m P
= v
3 -, 5 CREATE RUN PROCESS TO Invalid ChartFields can
- START L Ny % CREATEIMPORTFILE - » UPLOADIMPORTFILE | g WWASASOURNAL ™ g, CORRECE ERCATION cause a journal creation
[ / AND CREATE JOURNAL ' arror.
@ LINES
= _
Z I
m Yas
o _ A 4
GQJ- Spreadsheet Journal Upload process will




» Process Journals: Overview
V4

Journal must be successhilby Journal must be successfully Al unaporoved ioumals
edited before posting. budget checked before are rpl::l:ted tru!nugh
posting workTowto an appmover.
END
r
EDIT CHECK BUDGET CHECK SUDGET ERFD 75 N DOES JOURNAL yege] FOUTEJOURNAL FOR
JOURNAL(S) JOURMNAL(S) EQUIRE APPROV APPROVAL
y x DELETE JO URNAL
Yes Yes
Accounting entries +
from external CORRECT EDIT CORRECT BUDSET s
systems will typicaly ) " ERRORS
be edited and budget ERRORS "
checked during the Y e
nighthy batch | A journal that is
processing. denied by the
approver is sent to Mo
the orginators X
worklist o be deleted
CORRECT JOURNAL
orcomectediadjusted. LIMES
MNo
No
Carinal requires the edit process The joumal post process -~
e un on everyjournal, including updatesthe target ledger. AP PROVE JOURNAL
sub-module journals.
A journal fom Accounts Payable, “
Expense, and Accounts Receivable - 1
is pre-appmoved since the
originating transa dion is appmoved EDIT CHECK CORRECT EDIT ¥
inthe source module. The JOURNAL(S) ERRORS .
transactions have also been - PO ST JOURNAL i R”Eﬁ“.:%'g‘.r‘“
successfulty budget checked in the
submodule. T
No




/p/ ATA Transactions: Process Flow

Enter AP Voucher to pay agency
that provided goods/services or Follow the AP Enter Vouchers
Is ATA for goods/ Is Yes  to transfer federal cash AP process. The Vendor would be the
START services or federal pass- agency paying for goods, > State Agency being paid.
thru? services or disbursing
federal funds?
No Enter AR Deposit to record payment from

agency that received goods/services or to
record receipt of federal cash

AR Follow the AR Enter Deposits

» process. The Customer would be the State

Agency that sent the payment.
) 4
Follow the GL Create Journals
Agency enters GL Journal to record process.
Yes
Does agency have security ATA Funds Transfer GL
L

to access other agency(s)?

v

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

DOA-General Accounting
P uploads, approves, and posts
ATA journal

END




}) Allowed Extensions on Attachments
V4

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

Allowed Extensions on Attachments in

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

V4

»/ Flowchart Key

Step
Description

Batch
Process

Manual
Operation

Decision
QOutcome

Entity Name

Depicts a process step or interface.

Specifies a batch process.

Depicts a process step that is preformed manually.

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

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

Start

End

Document

"

Step/
Process

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

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

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

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

page.

Connects steps between business processes.
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