/;/Cardinal Cross Functional Job Aid
V4 Performing a Mass Upload (FIN)

Mass Upload Process Overview

Agencies can load large volumes of data using an Excel-based Mass Upload tool. There are several
Mass Upload tools, some of which require DOA to perform the upload, while others can be performed
by Agencies.

From a Cardinal system standpoint, the Mass Upload process is the same, regardless of the upload.
This Job Aid covers the process to complete the following Mass Uploads:

Mass Upload Description Upload Upload
Prepared by | Loaded by
Budget Journal Spreadsheet Upload Excel Template | Agency Agency
Funding Source Spreadsheet Upload Excel Agency Agency
Template (VDOT Only) (VDOT) (VDOT)
GL Journal Spreadsheet Upload Excel Template Agency Agency
GL Journal Spreadsheet Upload Excel Template for | Agency DOA

ATA Journal Source

Note: Agency-to-Agency (ATA) Mass Uploads should be prepared by the Agency using the process
detailed below and then sent to DOA for processing.
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Agency Mass Uploads Loaded into Cardinal by the Agency
All files are located on the Cardinal website in Mass Upload Templates under Resources.

Mass Upload Template Name Navigation to Upload File

Description

Budget Journal Budget Journal Spreadsheet Upload | Commitment Control > Budget Journals > Upload
Spreadsheet (Excel) | Excel Template Spreadsheet Budget Jmnl

Funding Source — Funding Source Spreadsheet Upload | Commitment Control > Define Control Budgets >
VDOT (Excel) Excel Template (VDOT Only) Import Funds Source Allocations

GL Journal GL Journal Spreadsheet Upload General Ledger > Journals > Import Journals >
Spreadsheet (Excel) | Excel Template Import Spreadsheet Journals

Preparing a File

Step | Action

1. Navigate to the Cardinal website by clicking the following link:

https://www.cardinalproject.virginia.gov/

The Cardinal website displays:
/’)Cardinal APPLICATIONS | RESOURCES | LEARNING | USER SUPPORT | ABOUT
/

Q search (for job aids, videos, or other suf

Welcome to Cardinal.

How Can We Help You?

Core User Locality User Employee Self-Service User

Hi, Meet Henry!

Henry is a new HR Administrator. He is considered a Core user because he performs
his day-to-day job functions in Cardinal. If you are using Cardinal in an administrative ‘
capacity, check out the links for information on support resources and training

materials!

FIND A JOB AID

‘ TAKE TRAINING

CORE USER:

HR, benefits, time/absence, payrall, and financial professionals who are ‘ FORUMS
responsible for administration of business processes for their agency/locality.

2. Click on the Resources tab.

APPLICATIONS |[RESOURCES|| LEARNING | USER SUPPORT | ABOUT
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Step | Action

3. Select Mass Upload Templates.

Resources Overview

Security

Reports Catalogs

Agency Interface Layouts

Mass Upload Templates

Legislative Salary Increase
Tool

The Cardinal Mass Upload Templates page displays.

—_—
Find a Template
Start typing here...
User Group Application Module
-Any - = - Any - = -Any -

Search Results

Budget Journal Spreadsheet Upload Excel Template

MAY 6, 2026

Budget Journal Spreadsheet Upload XLA Macro File (After download. rename as BudMcro3.xla)

MAY 6, 2026

Funding Source Spreadsheet Upload Excel Template (VDOT Only}

MAY 6, 2026

Cardinal Mass Upload Templates

MAY 6, 2026

Funding Source Spreadsheet Upload XA Macro File (VDOT Only) (After download, rename as visallemcro.xla)

()
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Step | Action

4. Locate and download the applicable XLA Macro file.

Scenario: The name of the file is Budget Journal Spreadsheet Upload XLA Macro File.
Note: Do not open this file, only rename it.

5. Rename the file according to the directions in parentheses to the right of the file name on the
Cardinal website.
Budget Journal Spreadsheet Upload XLA Macro File (After download, rename as BudMcro3.xla) @
MAY 6, 2026
Date mod\ifﬁed Name Type Size
~ Today
@t | 6/30/2026 8:52 A... \BundroS.xla Microsoft Excel 97... 301 KB

> Yesterday

> Last week

» Earlier this month
> Last month

> Earlier this year

> Along time ago

Note: In File Explorer, change the file type from .xls to .xla by renaming the file in the “File
name Extensions” mode under View.

A pop-up message displays.

Rename

| If you change a file name extension, the file might become unusable.

Are you sure you want to change it?

Yes No
6. Click the Yes button.
Yes No
7. Return to the Cardinal Mass Upload Templates page of the Cardinal website.
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Step | Action

The Cardinal Mass Upload Templates page displays.

Cardinal Mass Upload Templates

Find a Template

Start typing here...

User Group Application Module

-Any - - - Any - ¥ -Any - Filter

Search Results

Budget Journal Spreadsheet Upload Excel Template

MAY 6, 2026

Budget Journal Spreadsheet Upload XLA Macro File {After download. rename as BudMcro3.xla)

MAY 6, 2026

Funding Source Spreadsheet Upload Excel Template (VDOT Only}

MAY 6, 2026

Funding Source Spreadsheet Upload XA Macro File (VDOT Only) (After download, rename as visallemcro.xla)

MAY 6, 2026

8. Locate, download, and open the applicable Excel Template file.
Scenario: The name of the file is Budget Journal Spreadsheet Upload Excel Template.
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Step | Action

The Budget Journal Spread Sheet Upload file opens in Excel.

message.

@ SECURITY WARNING Macros have been disabled. | Enable Content
K14 ~ i S~
/p)Cardinal Budget Journal Spread Sheet Upload
[ General ™ Journal Sheets [~ Import Journals
i
Setup New Write File
&
Notes Edit
*
Delete
Copy
9. When the Excel file opens, click the Enable Content button in the Security Warning

':J/-' SECURITY WARMING Macros have been disabled. | Enable Content
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Step | Action

A Microsoft Excel Security Notice message displays in a pop-up window.

Microsoft Excel Security Notice ? X
@ Microsoft Office has identified a potential security concern.

Warning: It is not possible to determine that this content came from
a trustworthy source. You should leave this content disabled unless
the content provides critical functionality and you trust its source.

File Path: |caUsers \Downloads\BudMcro3.xla

Macros have been disabled. Macros might contain malware or other
security hazards. Do not enable this content unless you trust the source
of this file.

Maore information

Enable Macros Disable Macros

10. Click the Enable Macros button.

Enable Macros Disable Macros

11. Click the New button to add a new Budget Journal Sheet.

~ General — | [ Journal Sheets = | [ Import Journals
O
Setup New Write File
g
Notes Edit
b ]
Delete
Copy
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Step | Action
The New Budget Journal Sheet message displays in a pop-up window.
New Budget Journal Sheet X
MNew Budget Journal Sheet Name: 0K
Cancel
12. Enter a name for the Budget Journal Sheet in the provided field.
New Budget Journal Sheet X
MNew Budget Journal Sheet Name: 0K
Cancel

13. Click the OK button.

OK

Cancel
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Step | Action

The newly created Budget Journal Upload Sheet displays.

Budget Journal Upload

Ledger Group Budget Entry Type  Description UserlD

Line # Unit Ledger Account Budget Period Fund Cost Center Program Dept ID
v Iv v v Iv Iv v Iv'
+ I = I +. I = I Select fields to copy from a previous line by marking the checkboxes under each field.

14. Enter the applicable data.

o In the Header section, use the provided buttons to enter data.

New Budget Journal Header: create new journal header by entering Business Unit,
Journal ID, Journal Date, Ledger Group, and Budget Entry Type

Select Journal: select a journal header to edit

Edit Journal Header: edit a selected journal header
Copy Journal: copy a selected journal header
EI Delete Journal: delete a selected journal header

Change Import Status: change the import status of a selected journal header

o In the Line section, use the provided buttons to enter data.
Insert Journal Line: add a journal line to the selected journal header
EI Delete Journal Line: delete a selected journal line from the selected journal header

+.. Insert Multiple Lines: add a specified number of lines to the selected journal header

EI Delete Block of Lines: delete a specified set of lines from the selected journal header
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Step

Action

@

Click the Home button to return to the homepage of the Mass Upload Template.

£

The homepage of the Budget Journal Spread Sheet Upload redisplays.

/ijardinal Budget Journal Spread Sheet Upload

- General ———— | [ Journal Sheets [~ Import Journals
O
Setup New Write File
g
Notes Edit
b
Delete
Copy

15.

Click the Write File button to create an XML file to be uploaded to Cardinal.

~ General — | [ Journal Sheets [~ Import Journals

5 D
Setup New Write File

&
Notes Edit

pec]
Delete

Copy
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Step | Action
The Write Budget Journal to File pop-up window displays.
Write Budget Journals to File *
Select Sheet: oK
New Budget Journal
Cancel
Al
Mone
File name:
_|C:‘~.User5‘\, \Documents\Budget Journal Spre
16. Click the sheet that is to be uploaded.
I New Budget Journal I
17. After selecting the correct location and renaming the file as applicable, click the OK button.
| ok |
Cancel |
Note: The created .xml file will default to your Documents folder.
If this file is an Agency-to-Agency Mass Upload, send the prepared file to DOA for
0 processing, rather than following the steps below for uploading a file.
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Uploading a File

Step Action

1. Navigate to the appropriate Mass Upload page within Cardinal.
Scenario: This example follows the Budget Journal Mass Upload.

NavBar > Menu > Commitment Control > Budget Journals > Upload Spreadsheet
Budget Jrnli

For a list of all Mass Upload navigation paths, see the Agency Mass Uploads Loaded into
0 Cardinal by the Agency section of this Job Aid.

The Budget Journal Upload Find an Existing Value Search page displays.

‘ & cardinal Financials ‘ Budget Journal Upload

Find an Existing Value @Add a New Value

v 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 vl f [] saved Searches | Choose from saved searches vl /
Search by: Run Control ID_begins with :
v Show more options
O Include History O correct History

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

O

If this is not the first time performing this upload, always search for and use an existing Run
Control ID before creating a new one. Users cannot delete Run Control IDs once they are
created and saved. The instructions provided below assume this is the first time that this
upload is being performed.

O

2. Click the Add a New Value button.

(HAdd a New Value
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Step Action
The Budget Journal Upload Add a New Value page displays.
Add a New Value Q,Find an Existing Value
Run Contrel ID ‘
Add
3. Enter a Run Control ID in the Run Control ID field based on the following guidelines:

* The Run Control ID must be unique and should be descriptive enough to help locate for
future use (once created Run Control IDs cannot be deleted)

* Up to 30 characters are allowed

* No blank spaces can be used; however, an underscore can be used in lieu of spaces

* Do not use wildcard symbols (%)

Run Ceontrel 1D

0 A Run Control ID only needs to be added once and can be reused once added.

4. Click the Add button.

Add
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Step

Action

The Upload Spreadsheet Budget Jrnl page displays.

" & cardinal Financials ‘ Upload Spreadsheet Budget Jrnl

Budget Upload

Run Control ID Budget_Jml Report Manager Process Monitor |__Run

Process Request Parameters

Journal ID Mask: S

Add Delete View Attached File:

Notify [ Add H Update/Display H Include History H Correct History

Click the Add button in the Process Request Parameters section.

Process Request Parameters

Journal ID Mask: S

Add Delete View Attached File:

Notify { Add H Update/Display H Include History H Correct History

The File Attachment page displays in a pop-up window.

File Attachment X

Choose File | No file chosen

Upload H Cancel ]

6. Click the Choose File button.
Choose File I Mo file chosen
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Step Action

The Open File window displays.

@ open x
L ~ > Documents > Mass Uploads v G Search Mass Uploads »r
Organize New folder =- 00 @

/\_ Home Name ” Date modified Type Size
E| Gallery |e Budget Journal Spreadsheet Upload Exce.. 7/2/2026 1:48 PM Microsoft Edge HT... TKB ‘
E Documents #
i Downloads  #
P Pictures »
@ Music *
ﬁ Videos »

_ Screenshots

_ Saved Pictures

File name: |Budget Journal Spreadsheet Upload Excel Templatexml V| All Files (%) v
Cancel

7. Navigate to and select the appropriate Mass Upload file saved during the Preparing a File
section of this Job Aid.
Scenario: This example demonstrates the Budget Journal Spreadsheet Upload.
Note: Upload the .xml file, not the downloaded .xlIsx file.

8. Click the Open button.

Open

Cancel

The File Attachment page returns.

File Attachment

Choose File | Budget Journal _._cel Template xml

Upload H Cancel ‘

X
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Step | Action

9. Click the Upload button.

| Upload ‘ Cancel ‘

The Upload Spreadsheet Budget Jrnl page refreshes.

" & Cardinal Financials ‘ Upload Spreadsheet Budget Jrnl

Budget Upload

Run Control ID Budget_Jml Report Manager Process Monitor Run

Process Request Parameters

Journal ID Mask: :]

Add [ Delete ] [ View ] Attached File: Budget Journal_Spreadsheet Upload_Excel_Template xml

Notify { Add H Update/Display H Include History H Carrect History

10. Click the Run button.

Report Manager Process Monitor Run
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Step Action

The Process Scheduler Request page displays in a pop-up window.

UserID PPS1_KIERAN.LARKIN

Server Name l v

Recurrence v

Process List

Process Scheduler Request X

Run Control ID  Budget_Jml

Run Date | 07/02/2026

Help

Run Time [4:38:59PM

I [ Reset to Current Date/Time

Select Description Process Name Process Type ~Type ~Format Distribution
GLO0B5 - Inbound Journal Upload V_GLO65_INT Application Engine l Web vl l TXT v] Distribution
=m
11. Verify that the Select checkbox is selected for the appropriate upload description. Select the
checkbox if it is not already selected.

Process List
Select Description Process Name Process Type “Type «Format Distribution
GLO65 - Inbound Journal Upload V_GLO65_INT Application Engine I Web v‘ [ TXT vl Distribution

12. Click the OK button.

Cancel

o
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Action

Step

< Process List

Budget Upload

The Upload Spreadsheet Budget Jrnl page redisplays.

Upload Spreadsheet Budget Jrnli

Run Control ID Budget_Jml

Process Request Parameters

Report Manager

Process Monitor

Process Instance:25558639

Journal ID Mask:

]

Add [ Delete

I ven

} Attached File: Budget Journal_Spreadsheet_Upload_Excel_Template.xml

{ Return to Search ] [ Notify J Add Update/Display { Include History } [ Correct History
13. Click the Process Monitor link.
Report Manager Process Monitor Run

The Process Monitor page displays with the Process List tab displayed by default.

Go back to Budget Journal Upload

| < Budget Upload ‘ Process Monitor 0
| New Window |
Process List Server List
View Process Requests
User ID ] Type I vl | Last v} I 1| Days
Server l v] Name I Q} Instance ‘:I Range
v
Run Status [ "] Distribution Status [ "]  save On Refresh Report Manager
v Process List
B O.} 1-10f1 v I ViewAl
Distribution
Select Instance  Seq. Run Control ID | Process Type Process Name | User Run Date/Time Run Status | oo o Details Actions
25558639 Budget Jmil Application Engine V_GLO65_INT 07/02/2026 4:41:59PM EDT Success Posted Details “VActions

Process List | Server List
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Step Action

14. Click the Refresh button until the Run Status field updates to “Success” and the
Distribution Status field updates to “Posted”.

Refresh

Vv Process List

@ 1-10f1 v | ViewAll ‘

Select | Instance Seq. Run Control ID | Process Type Process Name | User Run Date/Time Run Status 2;:&:“”0" Details Actions
‘25558639 ‘ Budget Jml ‘Auphcatlcn Engine V_GL065_INT PPS1_KIERAN.LARKIN 07/02/2026 4:41:59PM EDT Success Posted Details ‘ VActions
15. Click the Details link.
Distribution .
Run Status Details
Status
Success Posted Details
The Process Detail page displays in a pop-up window.
Process Detail X
Help
Process
Instance 25558628 Type Application Engine
Name V_GLOB5_INT Description GL0B5 - Inbound Journal Upload
Run Status  Success Distribution Status  Posted
Run Update Process

Held Request
Queue Request

Run Control ID  Budget_Journal
Lecation Server

Cancel Request
Server PSUNX2

Deleie Request
Recurrence Re-send Centent Restart Request
Date/Time Actions
Request Created On  06/30/2026 10:15:43AM EDT Parameters Transfer
IMessage Log View Locks

Run Anytime After 06/20/2026 10:13:02AM EDT
Began Process At 06/30/2026 10:15:46AM EDT
Ended Process At 06/30/2028 10:15:47AM EDT

Batch Timings
View Log/Trace

“ CanCE]
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Step

Action

16.

View Log/Trace

Click the View Log/Trace link.

The View Log/Trace page displays.

GLO65 - Inbound Journal Upload

Distribution Details

Distribution Node finptrn

File List
Name

AE_V_GLO65_INT_25558639.log

GL065_25558639.LOG

Distribute To
Distribution ID Type

User

Report
ReportID 114578649 Success
Name V_GLO65_INT
Run Status Success

View Log/Trace

Process Type Application Engine

Expiration Date |08/01/2026

File Size (bytes)
308

321

*Distribution ID

Process Instance 25558639

Help

[Message Log

Datetime Created
07/02/2026 4:42:07.680989PM EDT

07/02/2026 4:42:07.680989PM EDT

17. Click the link for the file with a “xxxx.log” extension.
Scenario: The link is AE_V_GL065_INT_25558628.log.
File List
Name File Size (bytes) Datetime Created
AE_V_GLOB5_INT_25558638.log 308 07/02/2026 4:42:07.680989PM EDT
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Step Action

The Error Log page displays in a new browser tab.

PeopleTools 8.62.89 - Application Engine
Copyright {c) 1988-2026 Oracle andfor its affiliates.
All Rights Reserved

Process completed successfully with 1 journals imported. (5825,103)

Process completed successfully with @ journals imported. (5825,103)
Application Engine program V_GL®65 INT ended normally

Correcting Errors
The Agency that ran the file is notified of any errors through the Error Log.

Step | Action

1. The Agency can create a new Mass Upload file with only the corrected lines or enter the
transaction online through online data entry in Cardinal.

To avoid duplicate transactions, the original file should not be re-run.
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