&)Cardinal General Ledger Job Aid
v 501 GL336: Applying Funding Sources

Funding Sources Overview

Funding sources include expenditure budget amounts and recognized or collected revenue from such
things as appropriations, bonds, grants, donations, and endowments. Funding sources help to track and
report on project budgets and expenditures.

Funding sources are distributed to projects as Funding Source Allocations. Cardinal allows you to
allocate funding sources to project ChartFields two ways:

1. Online through the delivered process.

2. Through a custom upload process using Excel. This process saves time and effort by applying
multiple funding sources to a project in an Excel macro, and then using a Run Control to upload
into Cardinal.

Funding sources in Cardinal are used to track transactions, but are not configured to control the
expenditures on the transactions, nor will they be entered on budget journals in Cardinal.
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To Apply Funding Sources Online

1. Log into Cardinal and navigate using the following path:
Main Menu > Commitment Control > Define Control Budgets > Funding Source Allocation

CARDINAL
?J. All ~ | Search # | Advanced Search
Favorites + Main Menu > Commitment Control » > Define Control Budgets ~ > Funding Source Allocation

Funding Source Allocation

Find an Existing Value || Add a New Value

Business Unit/50100 | Q
Ledger Group CC_PROJFSE |Q,
Project|0000109000 Q

Add

Find an Existing Value | Add a New Value

2. Click the Add a New Value tab.

3. Select Business Unit, Ledger Group, and Project (Chartfield Value), then click Add.
The Commitment Control Funding Source Allocation page displays.

Note: The Business Unit will default to your Agency (i.e., 50100 for VDOT), the Ledger Group will
be CC_PROJFSE, and the Project will be the Project ID to which you want to apply the Funding
Source.
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Homa Wiorkdist Add ba F
(# CARDINAL

= Al = | Sgareh % | Advanced Search  [5] Last Search Resulis
Favontes « M3 Manu » » Commetment Confrol » > Define Control Budgets » > Funding Source Alictation

New Wincow | Help
Commitment Centrel Funding Source Allocation

Business Unit 50100 Ladger Group CC_FROJFSE Project 0000108000
e Start Date 051302016 End Date 06202017
Overall Amount Pa5.544.00 % | ygp Manager D0247150400 COGNATADONNA P
Allacated Amaunt 335 54400 USD Funding Source Error Projicts
Allocation Meihod 'F---c--1::|f:|' |
Flaase review your ey charthedd setup for revenua types (o insure consistency wilth the allecations below
I mportant tha e populabed below if thir budget sefup requires them
Funding Source Allocation Details Personalize | Find | View Al | &= | i_-_i First 4 1-20f2 &' Last
Funding Source " Spend Cption Spending C2p Avrailable Amt % af Creerall Revenue %
PRF139 0, [Budpetes | 769,235 20, 0.00 £0,000000 # =]
PRE138 0, [Budgeted ] 67,308 &0] 0.00 0.000000 H =
Transfer to Budget Entry Review Fund Source Activities

I o San I 2 Retumn bo Seanch =] Ratify & Add

On the Commitment Control Funding Source Allocation page, enter the Overall Amount. This
is the amount of the spending cap approved for this allocation. The allocated amount cannot
exceed the overall amount.

Select an Allocation Method. Cardinal defaults to Percentage. The other option is Priority.

— Priority: Allocate and expend against the overall funding source amount by priority. Once a
funding source has been fully expended, the next funding source will start to be expended
against.

- Percentage: Define funding source amounts as a percentage of the overall spending amount
for the control ChartField or as a flat spending cap amount. The spending will be distributed
to each funding source based on the percentages.

Under Funding Source Allocation Details, select the Funding Source to apply.
Select the Spend Option:

— Budgeted: Amount is budgeted and available (posted) in the expenditure budget ledger.
VDOT will be using the Budgeted selection only.
Note: this is the default value.

- Collected: Amount is available when revenue is collected.
- Recognized: Amount is available when revenue is recognized.

Enter the Spending Cap amount.

Note: Determine and enter the maximum amount of the funding source that can be spent for this
allocation. When you are using the Percentage method and enter this amount, the system
calculates the % of Overall field amount. However, if you directly enter the % of Overall field
amount, the system calculates the Spending Cap amount.
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9. If using the Percentage Allocation Method, the % of Overall field is available. This is the
percentage of the overall funding source total amount that is funded by this funding source.

10. If you select the Collected or Recognized Spend Option, the Revenue % field is available. You
must enter the percentage of the funding source revenue amount that can be spent for the funding
source.

11. Click the Save button. The system checks all allocated funding source amounts on the page
against the total amount for each funding source to ensure that none of the funding sources are
over-allocated.
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To Apply Funding Sources using Excel

1. Download the two required files entitled Funding Source Spreadsheet Upload Excel Template
and Funding Source Spreadsheet Upload XLA Macro File (After Download, rename as
vfsallemcro.xla), located on the Cardinal website in Forms under Resources. These two files
must be saved to the same directory on your workstation. When downloading the vfsallemcro file
make sure that it has an extension of .xla.

2. Open the Funding Source Spreadsheet Upload Excel Template file. A security banner will
display within the file.

I SECURITY WARNING Some active content has been disabled. Click for more details, Enable Content

H27 - =

r General — 1 r Allocation Sheets ———7  — Import Allocations

0

Setup New Write File

3. Click the Enable Content box on the line that says, Security Warning — Some active content
has been disabled. Click for more details.
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Fund Source Allocation Upload

r General —————  Allocation Shests ——— — Import Allocations
0
Setup New Write File
- —_—
2 Microsoft Excel Security Notice l P
Edit

@ Microsoft Office has identified a potential security concern.
& Warning: It is not possible to determine that this content came from
Delete a trustworthy source. You should leave this content disabled unless

the content provides critical functionality and you trust its source.

B File Path: | coUsers\yu28232\Desktop\Change Leadership
Copy ‘“Rebranding\Draft\GL\Funding sources\wfsallcmero.xla

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

More information

I Enable Macros I [ Disable Macros

4. The Miscrosoft Excel Security Notice displays. Select Enable Macros.

‘(.'nm:unun.

Fund Source Allocation Upload

r General — 1 [ Allocation Shests ———  Import Allocations ———
2
0O Define Options and Defaults @
Setup New ‘Write File
Business Unit: 50100
- Date: 10f19/2017 Cancel
Edit
Ledger Group: CC_PROJFSE
= v AutoGen Lines
Delete
General Options
Copy Language:

5.  On the Main Menu, under the General section, click the Setup button. The Define Options and
Defaults pop-up window displays.

a. Enter the Business Unit, Date, and Ledger Group, then click the OK button. These fields
will default on all new sheets created.
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% Fund Source Allocation Upload
— General — Allocation Sheets ——— Import Allocations ——
‘ D
Setup New Write File
g
Edit
pe
Delete
Copy

6. Click the New button under Allocation Sheets. The Fund Source Allocations pop-up window
displays.

Fund Source Allocation Upload

——— r Allocation Sheests ——— [ Import Allocations
O
Setup New Write File
i Fund Source Allocations &

Edit
Fund Socurce Allocation Sheet Narme: | oK I
b

Cancel

Delete

Copy

Fund Allocation Test|

7. In the Fund Source Allocation Sheet Name, enter in a new Fund Source Allocation Sheet
Name. Then click the OK button.

Note: The Allocation sheet name does not correspond or will not transfer to anything within
Cardinal during the upload.
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E H I J K L M

'l Line Line # Amount Chartfield Value Alloc Method Rev Method Fund Source
11 v v L4

12| + | = [ +.| =]

13

14 |

Under Header, click the (+).

The Fund Source Allocation Header pop-up window displays.

Fund Source Allocation Header @

Unit: 50100 oK Cancel |
Ledger Group: CC_PROJFSE

The values entered from the Setup page (Step 5) should default on the Header.
Click the OK button.

2

3 Ledger Group

4 50100 CC_PROJFSE

5

g

Y | ine Chartfield Value Alloc Method Rev Method Fund Sourcel
11 rJ v v
12+ | = | +.| =]

13

14 |

The values enter appear in the Header section.
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E H I J K L M

2

3 EELE S Unit Ledger Group

4 50100 CC_PROJFSE

5

9

10 Line # Armount Chartfield Walue Alloc Method Rev Method Fund Source

1 v v 14

2+ - | +.| =]

13

14

15 e

16 Iﬂ]'I{H} 1 I—I I
Under Line, click the (+). A line should appear to enter the first allocation.

E H I J 24 L M

2

Kl Header AT Ledger Group

4 50100 CC_PROJFSE

5

g

10 Line # Amount Chartfield Value Alloc Method Rev Method Fund Source;

11 v H

12+ - |+.]|=]

13

14

15

16 I 50100 1 2o 00 Qoo0010s000 PERCENTAGE BUDGETED PRF139

On the first line, enter the Amount. This is the amount of the Fund Source Value that will be
applied to the project.

Enter the ChartField Value. The Fund Source will be applied to this Project ID.

Enter the Alloc Method as either Priority or Percentage.

Enter the Rev Method as Budgeted (used in Cardinal), Collected, or Recognized.
Enter the Fund Source value.

After you've successfully entered all the lines of the journal, select File, then Save the file.

Click the Home (house) icon.
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% Fund Source Allocation Upload
[T TN
— General ————  Allocation Sheets ———— [ Import Allocations ——
D
Setup New Write File
i Write Fund Source Sheetss to File | 2 |
Edit
Select Sheet: QK
_Fund Allocation Test
b Cancel
Delete —_—
all
Copy MNone
File name:
IC: Wsersiryu23232\Documents \Funding Source Sprel

21. Select the Write File button under Import Allocations.

22. Select the sheet name created. On the Write Fund Source Sheets to File pop-up window in the
File Name field, select the location to write the file. You can also rename the file in this field to a
logical name to easily sort many files. Then click the OK button.

23. Log into Cardinal and navigate using the following path:
Main Menu > Commitment Control > Define Control Budgets > Import Fund Source
Allocations
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Favorites « Main Menu - > Commitment Control = > Define Control Budgets ~ > Import Fund Source Allocations
Import Fund Source Allocation
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value || Add a New Value

Search Criteria

Search by:  Run Control ID begins witf FUND_SOURCE |

[ case Sensitive
Limit the number of results to (up to 300): |300

Search Advanced Search

Find an Existing Value | Add a New Value

Enter in the Run Control ID that has been set up for you to import fund source allocations.

CARDINAL ' T
?A&. Al - | Search # | Advanced Search [g] Last Se

Favorites - | Main Menu » Commitment Control « > Define Control Budgets ~ > Import Fund Source Allocations

Import Fund Source Allocation

Run Control ID FUND_SCURCE Report Manager Process Monitor | Run

Process Request Parameters :
File Attachment

Help

AiZchecLie. C:\Users\ryu28232\Desktop'V_FSALLC xml Browse... |

Upload | | Cancel

—

[l save | =] Natify 4 Add || 5] Update/Display

Click the Browse... button and select the .xml file that was saved in step 22. Then click the
Upload button.
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|?ACARDINAL'|

Favorites « Main Menu +

Import Fund Source Allocation

Run Control ID FUND_SOURCE

Process Request Parameters

Attached File: W_FSALLC xml

Delete View

> Commitment Control = > Define Control Budgets + : Import Fund Source Allocations

Al ~ | search # | Advanced Search  [G] Last Search Resuits

Run

Report Manager Process Monitor

s Add  |[ 5] Update/Display

26. Click the Save button. Then click the Run button.

Process Scheduler Request

User ID PPS1_RON.GOTSHALL
Server Name

Recurrence

Process List
JSelect  Description

Help

Run Control ID FUND_SOURCE

Import Fund Source Allocation

[~] Run Date |04/09/2019 El
ﬂ Run Time [3:52:37PM Reset to Current Date/Time
Time Zone &'}
Process Name Process Type ~Type ~Format Disfribution
V_GL5T2_FS Application Engine  [Web ] [TXT | Distribution

0K Cancel

27. Verify the Import Fund Source Allocation process is selected, and then click OK.
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|?ACARD| NAL -

Fawvorites « Main Menu +

Import Fund Source Allocation

Run Control ID FUND_SOURCE

Process Request Parameters

Attached File: V_FSALLC xml

Delete View

il Save | |[Z] Motify

- | Search

»  Commitment Control = > Define Control Budgets » > Import Fund Source Allocations

% | Advanced Search [G] Last S¢

Report Manager Process Monitor RU”

Process Instance: 9196882

|4 Add 2| Update/Display

28. You will be returned to the Import Fund Source Allocation page with a Process Instance
number displayed under the Run button. Document this number.

29. Click the Process Monitor link.

48 CARDINAL

All  ~ | sSearch

Favorites « Main Menu +

Process List Server List

View Process Request For

» Commitment Control » > Define Control Budgets » : Import Fund Source Allocations

Home

7 | Advanced Search [g] Last Search Results

» Process Monitor

User ID|PPS1_RON.GC/Q,  Type v [Last

Refresh

v| 6| [Days v

sever  v|  Name

3, Instance From

Instance To

Run Status Distribution Status 1 save On Refresh
Process List Personalize | Find | View Al | ) & First ‘& 10of1 &/ Last
Select Instance Seq. Process Type Process Mame User Run Date/Time Run Status Eii;:rui:ulion Details

I 9106282 Application Engine V_GL572_FS PP31_RON.GOTSHALL 04/09/2019 3:52:37PM EDT Success Posted Details I

30. Click the Refresh button until the process runs to Success and Posted.

31. Navigate using the following path:

Main Menu > Commitment Control > Define Control Budgets > Funding Source Allocation

32. On the Find an Existing Value tab, enter in the Business Unit, Ledger Group, and Chartfield
Value used in the spreadsheet (step 5 and step 15). The online screen will match the values used

in the spreadsheet.
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