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Using Pay Terms Overview

Per Commonwealth Accounting Policies and Procedures (CAPP) Manual Topic 20315, the required
payment due date is established by the terms of the contract; or if no contract exists, the required
payment due date shall be thirty calendar days after receipt of a proper invoice, or thirty days after
the receipt of goods or services, whichever is later.

When creating a Cardinal voucher, it is imperative the correct Pay Term is selected on a voucher to
ensure:

o Disbursement of state funds are processed timely and in accordance with the requirements
of the Prompt Pay Statutes
e Accurate prompt payment reporting out of Cardinal

This Job Aid provides information on using the correct Pay Term in Cardinal. It does not include the
details steps for entering a Voucher in Cardinal.

Navigation Note: Please note that there may be a Notify button at the bottom of various pages
utilized while completing the processes within this Job Aid. This “Notify” functionality is not currently
turned on to send email notifications to specific users within Cardinal.
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Revision History
Revision Date Summary of Changes

3/1/2025 Updated the screenshots of the Search pages (Section 3, after Step 1; Section
4, after Step 1). Added reference information to the Overview of the Cardinal
FIN Search Pages Job Aid.

Rev 3/1/2025 Page 2 of 20



//)Cardinal Accounts Payable Job Aid
7 AP312 Using Pay Terms Overview

Cardinal Payment Due Date Processing

Every voucher in Cardinal requires a scheduled payment date which is populated based on the
selected Pay Term. In Cardinal, there are three Pay Terms configured to facilitate processing vouchers
with the correct Payment due date. Two are subject to prompt payment policy and one is not.

Subject to Prompt Payment Policy:

. 30: Net 30 (Net 30). This term is used when there is no specified payment date in the contract
and payment is due thirty days after the receipt of the invoice, or the goods or services, whichever
is later.

. OOPP: Due Immediately Prompt Payment (Due Now PP). This term is used when there is a
specified payment date in the contract.

Not subject to Prompt Payment policy:

. 00: Due Immediately (Due Now). This term is used when the voucher does not require a due
date and is not subject to Prompt Payment statutes.

Cardinal Prompt Payment reports and the interface to send prompt payment statistics to Department of
Accounts (DOA) include vouchers using Pay Terms 30 and O0PP. The reports and interface
automatically omit payments to suppliers classified as State Agencies, Local Governments, or Federal
Government.
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Entering Pay Terms on a Voucher

Each Pay Term is slightly different. This section will review what you must do in Cardinal for each Pay
Term. Note that Pay Terms are only changed on the Invoice Information page, not on the Payments

page.
Using Pay Term 30 — Net 30

The Net 30 Term defaults on all Cardinal Vouchers.

Favorites Main Menu ~ » Accounts Payable v > Vouchers» > AddUpdate » > Regular Entry
Invoice Information Payments Voucher Attributes
Business Unit 15100 Invoice No [12345 Invoice Total
Voucher ID NEXT Accounting Date 11/28/2016 [+] Line Total 576.23
Voucher Style _Regular\oucher *Pay Terms |30 Q5 net30 *Currency UsD|Q,
Invoice Date 11/24/2016 El Basis Date Type Prompt Payment Miscellaneous =
Invoice Receipt Date (112312016 |3 Freignt Gl
int 111772016 [IFinal Voucher
Goods & Services Receipt [11/17/2018 Eﬂ Total 576.23
Date Difference 0.00

When using Net 30, the Invoice Receipt Date and/or the Goods & Services Receipt Date are used
to calculate the payment due date. It is critical that these two date fields are entered accurately.

The later of the two dates is used as the start date and 30 days from that date is calculated as the
Scheduled Due date on the Voucher which displays on the Payments tab.

The Basis Date Type field specifies the business rule for due date calculation. This field defaults to
“Prompt Payment”.

The calculated Scheduled Due date displays on the Voucher’'s Payments tab.

Favorites « Main Menu - > Accounts Payable~ > Vouchers~ > Add/Update~ > Regular Entry
| New Window | Help | Person)
Invoice Information Payments Voucher Attributes
Business Unit 15100 Invoice No |12345
Voucher ID NEXT Invoice Date [11/24/2016 Action| ] Run
Voucher Style Regular Voucher Incomplete Voucher
Total Amount 57623 “Pay Terms 30 QL Net30 L Sehedule Paymens |
Supplier Name LEARNING RESOURCE GROUP, LLC
Payment Information Find | View All First ‘4 10f1 ‘) Last
F[=
Payment 1
*Remit to [0000055236 | QL Gross Amount Payment Inquiry
Location [MAIN Q Discount Express Payment
*Address |2 QQ Discount Due Payment Comments(0)

Accounting Date Holiday/Currency
LEARNING RESOURCE GROUP, LLC
2361 LONICERA WAY
CHARLOTTESVILLE, VA 22911

Note: The Scheduled Due field reflects the calculated due date even if that date is in the past. This
ensures accurate prompt pay reporting.

Once the Voucher is approved, it will be selected for payment based on the scheduled due date.
Payments are selected by the Cardinal Pay Cycle, two business days prior to the scheduled due date
(as displayed on the Payments tab) except for a Voucher that has a payment method of “EPAY”, which
is processed approximately 15 business days before the due date.
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Using Pay Term O0OPP — Due Immediately Prompt Pay

To use “00PP” as the Pay Term on the Voucher, follow the steps outlined below.

Step

Action

1.

Navigate to the Voucher page using the following path:

Main Menu > Accounts Payable > Voucher > Add Update > Regular Entry

The Voucher page displays with the Add a New Value page displayed by default.

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

Voucher

Add a New Value

;Q_F\nd an Existing Value|

*Business Unit| 15100 Q
"Voucher ID |NEXT

"Voucher Style | Regular Voucher A

Supplier Name Q
Short Supplier Name Q
Supplier ID Q
Supplier Location Q
Address Sequence Number 0jQ
Invoice Number
Invoice Date [
Gross Invoice Amount 0.00
Freight Amount 0.00
Misc Charge Amount 0.00

Estimated No. of Invoice Lines 1

| Add |

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

Enter the data as appropriate based on the Invoice received.

Click the Add button.

Add
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Step | Action

The Invoice Information tab displays.

Favorites « ‘ Main Menu + > Accounts Payable v > Vouchers» > Add/Update > Regular Entry
Invoice Information || Payments I Voucher Attributes |
Business Unit 15100 Invoice No | 12345 Invoice Total
Voucher ID NEXT Accounting Date | 09/30/2024 En Line Total 57216
Voucher Style Regular Voucher *Pay Terms |30 Q ) Net 30 “Currency usD|Q
Invoice Date | 09/23/2024 54 Basis Date Type Prompt Payment Miscellaneous |
Invoice Receipt Date 5 Freight &
Goods & Services [34 U Final Voucher
Receipt Date .
Difference 0.00
4, Enter or select the date the Invoice was received in the Invoice Receipt Date field.
Invoice Receipt DatJ )
5. Enter or select the date that the goods or services were received in the Goods & Services
Receipt Date field.
Goods & Servicesl 3 I

Receipt Date

While these fields do not impact the payment due date on the Voucher, they are still required
for accrual reporting.

6. Click the Transfer to Pay Terms Detail icon to access the Payment Terms page.

*Pay Terms 30

d=

A=

Net 30
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Step | Action

The Payment Terms page displays.

Favaorites » | Main Menu = » Accounts Payable v > Vouchers» > Add/Updatew > Regular Entry
Payment Terms
Back to Invoice
Business Unit 15100 Invoice Number 12345 VAT Entity
Voucher ID NEXT Supplier 0000055806 Amsterdam Printing and Litho Inc Invoice Date 09/23/2024
*Payment Terms ID |30 Q Net 30
“Due Date Control \ Terms hd |
Basis Date Type\ Prompt Payment hd |
Basis Date 09/30/2024 e
Discount Due Date
Due Date
*Discount Amount Control \ Terms hd |
Account At\ Gross hd |
Discount Amount 0.00
Basis Amt 57216
7. Click the Payment Terms ID lookup icon.
2 e
*Payment Terms ID |30 Q Net 30

The Look Up Payment Terms ID page displays in a pop-up window.

Look Up Payment Terms ID
Help
SetlD STATE
Payment Terms ID [ begins with v |
Short Description [ begins with |
Description | begins with ~
Payment Terms Type[= ~] <)
Terms Applicability[ = ~1 ~]
Look Up Clear Cancel | Basic Lookup
Search Results
View 100 First (4 1-30f3 b Last
Payment Short " it Payment Terms Terms
Terms ID Description B Type Applicability
00 Due Nowr Due Immediately Single Supplier
QOPP Due Now PP Due Immediately Prompt Pay Single Supplier
30 Net 20 Net 30 single Supplier
8. Select “O0PP” by clicking the corresponding list item.
Payment Short L. Payment Terms Terms
e Description .
Terms ID Description Type Applicability
0o Due MNow Due Immediately Single Supplier
0oPP Due Now PP Due Immediately Prompt Pay Single Supplier I
30 Net 30 MNet 30 Single Supplier
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Step | Action
9. Click the Due Date Control dropdown button.
“Due Date Control| Terms v ||

The Due Date Control options display.

Terms

| User
L s L i e

10. Select “User” by clicking the corresponding list item.

Terms W

User

0 This value allows entry of a specific due date for the Voucher.

11. Enter or select the appropriate scheduled payment date in the Due Date field.

Due Date (1]

This field is only populated by the processor when Pay Term “O0PP” is used. The date
0 entered/selected will be set on the Voucher as the scheduled due date.

12. Click the Back to Invoice link at the top of the page to return to the Invoice Information
page for the Voucher.

Back to Invoice |‘

The Invoice Information page redisplays.

Favorites = | Iain Menu = > Accounts Payable= > Vouchers» » Add/Update > Regular Entry
Invoice Information H Payments H Voucher Attributes
Business Unit 15100 Invoice No 12345 Invoice Total
Voucher ID NEXT Accounting Date |09/30/2024 IE Line Total 572.16
Voucher Style Regular Voucher *Pay Terms 00PP = Due Now PP “Currency|  USD|Q
Invoice Date 08/23/2024 E] Basis Date Type Miscellaneous |
Invoice Receipt Date|09/30/2024 |31 Freight|:| ]
Goods & Services 09/15/2024 |[3] O Final Voucher
. Total 572.16
Receipt Date )
Difference 0.00
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Step | Action

13. Click the Payments tab.

Invoice Information Payments Voucher Attributes

The Payments page displays.

Favorites= | Main Menu = > Accounts Payable ~ > Vouchersw > Add/Update~ > Regular Entry

Invoice Information || Payments || Voucher Attributes

Business Unit 15100 Invoice No|12345

Invoice Date|08/23/2024 [ Astion[ v

Incomplete Voucher

Voucher ID NEXT Run |
Voucher Style Regular Voucher

Total Amount 572,16 “Pay Terms |00PP Due Now PP | schedute Payments |

Supplier Name Amsterdam Printing and Litho Inc
Find | View All First (4 1of1 (» Last

Payment Information

Payment 1

*Remit to| 0000065806 |Q & Gross Amount 0.00| usp Scheduled Due 10/18/2024 Payment Inquiry

Q Discount 0.00| UsD Net Due [10/1872024™ 15 Express Payment
Discount Due ]

Accounting Date

+ (=]

Location |MAIN

*Address|3 s} Payment Comments(0)

Haliday/Currency
Amsterdam Printing and Litho Inc

166 WALLINS CORNERS ROAD
AMSTERDAM, NY 12010

Payment Options

“Bank| 1100 Pay Group =% “Netting | Not Applicable v | Supplier Bank
“Account TRO1 *Handling [Regular Payments v Lic ID Messages
. O Hold Payment
“Method [CHK Q Check HoldReason ]
~ Actions () separate Payment
Message

Message will appear en remillance advice

Terms page. Once the Voucher is approved, it will be selected for payment based on this
date.
Payments are selected by the Cardinal Pay Cycle, two business days prior to the scheduled

due date (as displayed on the Payments page) except for a Voucher that has a payment
method of “EPAY”, which is processed approximately 15 business days before the due date.

0 The Scheduled Due field displays the date that was entered/selected on the Payment
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Using Pay Term OO — Due Immediately

To use “00 Due Immediately” as the Pay Term, follow the steps outlined below.

Step | Action

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

Main Menu > Accounts Payable > Voucher > Add Update > Regular Entry

The Voucher page displays with the Add a New Value page displayed by default.

Favorites + ‘ Main Menu + > Accounts Payable v » Vouchers~ > Add/Update~ > Regular Entry
Voucher

Add a New Val ;Q_F\nd an Existing Value|
a New Value |

*Business Unit| 15100 Q
"Voucher ID |NEXT

"Voucher Style | Regular Voucher A

Supplier Name Q

Short Supplier Name Q

Supplier ID Q

Supplier Location Q

Address Sequence Number 0jQ

Invoice Number

Invoice Date 51
Gross Invoice Amount 0.00
Freight Amount 0.00
Misc Charge Amount 0.00
Estimated No. of Invoice Lines 1

| Add |

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

2. Enter the data as appropriate based on the Invoice received.

3. Click the Add button.

Add
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Step | Action

The Invoice Information tab displays.

Favorites « ‘ Main Menu + > Accounts Payable v > Vouchers» > Add/Update > Regular Entry
Invoice Information || Payments I Voucher Attributes |
Business Unit 15100 Invoice No | 12345 Invoice Total
Voucher ID NEXT Accounting Date | 09/30/2024 En Line Total 57216
Voucher Style Regular Voucher *Pay Terms |30 Q il Nat 30 “Currency usDl@,
Invoice Date | 09/23/2024 54 Basis Date Type Prompt Payment Miscellaneous |
Invoice Receipt Date [+ Freight a3
Goods & Services [34 O Final Voucher
Receipt Date .
Difference 0.00
4, Enter or select the date the Invoice was received in the Invoice Receipt Date field.
Invoice Receipt Dafel E I |
5. Enter or select the date that the goods or services were received in the Goods & Services

Receipt Date field.

Goods & Servicesl [51] I

Receipt Date

0 While these fields do not impact the payment due date on the Voucher, they are still required

for accrual reporting.

6. Click the Transfer to Pay Terms Detail icon to access the Payment Terms page.

*Pay Terms 30

6

A=l

Net 30
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Step | Action

The Payment Terms page displays.

Favaorites » | Main Menu = » Accounts Payable v > Vouchers» > Add/Updatew > Regular Entry

Payment Terms

Back to Invoice

Business Unit 15100 Invoice Number 12345

VAT Entity
Invoice Date (09/23/2024

Voucher ID NEXT Supplier 0000055806 Amsterdam Printing and Litho Inc

*Payment Terms ID |30 Q

“Due Date Control \ Terms

Basis Date Type\ Prompt Payment

Basis Date |09/30/2024 e
Discount Due Date

Due Date

*Discount Amount Control \ Terms

Account At\ Gross

Discount Amount

Basis Amt 57216

7. Click the Payment Terms ID lookup icon.

*Payment Terms ID |30 Net 30

The Look Up Payment Terms ID page displays in a pop-up window.

Look Up Payment Terms ID
Help
SetlD STATE
Payment Terms [D
L Short Descr\pt\oh
Descr\pt\oh
Payment Terms Type| = ~ | | ~ \
TermsApp]l:abihly| = ~ | | ~ \
Look Up Clear Cancel Basic Lookup
Search Results
View 100 First (4 1-30f3 (» Last
Payment Short . Payment Terms Terms
Terms ID Description  eScription Type Applicability
0o Due Now Due Immediately Single Supplier
Q0PP Due Now PP Due Immediately Prompt Pay Single Supplier
30 Net 30 Net 30 Single Supplier
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Step | Action

8. Select “00” by clicking the corresponding list item.
Payment Short L Payment Terms Terms

L. Description .

Terms ID Description Type Applicability
0o Due MNow Due Immediately Sinale Supplier |
0oPP Due Now PP Due Immediately Prompt Pay Single Supplier
30 Net 30 MNet 30 Single Supplier

9. Click the Basis Date Type field dropdown button.
Basis Date TyperF'rompt anment |

The Basis Date Type field options display.

i Prompt Payment v
|
Acct Date
Doc Date
| Inv Date
| Recpt Date |
Ship Date
| User Date
11. Select the “Inv Date” option by clicking the corresponding list item.
] Prompt Payment W E
|
Acct Date
| Doc Date
Inv Date
Prompt Payment
| Recpt Date |
Ship Date
| User Date
The “Inv Date” (Invoice Date) option is used in conjunction with “00 Pay Terms” only. The
0 Invoice date entered on the Voucher header page is the basis for the due date, even if the
Invoice date is in the past.
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Step | Action
12. Click the Back to Invoice link at the top of the page to return to the Invoice Information tab
for the Voucher.
Back to Invoice |‘
The Invoice Information page redisplays.
Favorites « | IVain Menu + > Accounts Payable + > Vouchers» > Add/Update~ > Regular Entry
Invoice Information Payments Voucher Attributes |
Business Unit 15100 Invoice No |12345 Invoice Total
Voucher ID NEXT Accounting Date 09/30/2024 34 ) Line Total 572.16
- =
Voucher Style Regular Voucher Pay Terms 00 Q- Due Naw “Currency usD Q.
Invoice Date 09/23/2024 [#] Basis Date Type Prompt Payment Miscellaneous Pl
Invoice Receipt Date | 09/30/2024 Eﬂ Freight ad
Goods & Services 08/15/2024 |3 O Final Voucher
R Total 572.16
Receipt Date )
Difference 0.00
13. Click the Payments tab.
Invoice Information Payments Voucher Attributes
The Payments tab displays.
Favorites v ‘ Main Menu v > Accounts Payable v > Vouchers~ > Add/Updatev > Regular Entry
1 Invgice Information Payments Voucher Attributes |
Business Unit 15100 Invoice No| 12345
Voucher ID NEXT Invoice Date |09/23/2024 EJ Actien v] ‘ (Rro J
Voucher Style Regular Voucher Incomplete Voucher
Total Amount 572.16 “Pay Terms |00 Q_ Due Now | Schedule Payments |
Supplier Name Amsterdam Printing and Litho Inc
Payment Information Find | View All First (4 10of1 (» Last
Payment 1 #H[=]
*Remit to 0000055806 | Cy 53 Gross Amount 572.16| USD Scheduled Due Payment Inquiry
Location |[MAIN Q Discount 0.00 usD MNet Due Express Payment
“Address 3 Q Discount Due Payment Comments(0)
Accounting Date Holiday/Currency
Amsterdam Printing and Litho Inc
166 WALLINS CORNERS ROAD
AMSTERDAM, NY 12010
Payment Options
*Bank | 1100 Pay Group Q “Netting Supplier Bank
“Account TRO1 “Handling [ Regular Payments v] Lic D Messages
“Method | CHK Q, Hold R [ <] O Hold Payment
ethe Check ° eason ~ Actions O Separate Payment
Message
Message will appear on remittance advice.
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Step | Action

14, Click the Schedule Payments button to view the due date for the Voucher.

Schedule Payments

The Payments page refreshes.

Favarites v | Main Menu = > Accounts Payable v > Vouchers» » AddMUpdate= > RegularEntry

| Invaice Information Payments | Voucher Attributes

Business Unit 15100 Invoice No| 12345
Voucher ID NEXT Invoice Date 09/23/2024 [3 Action | Run ‘
Voucher Style Regular Voucher Incomplete Voucher
Total Amount 572.16 “Pay Terms 00 Q, Due Now | Schedule Payments ‘
Supplier Name Amsterdam Printing and Litho Inc
Payment Information Find | View All First (4) 10f1 (» Last
+|[=
Payment 1 =
“Remit to 00000558068 | Q52 Gross Amount 57216/ UsD ISchsduIed Due 08/23/2024 I Payment Inquiry
Location MAIN Q Discount 0.00 usD et Due o2oi2027 Express Payment
*Address |3 Q Discount Due Payment Comments(0)
Accounting Date Holiday/Currency

Amsterdam Printing and Litho Inc
166 WALLINS CORNERS ROAD
AMSTERDAM, NY 12010

Payment Options

*Bank 1100 Pay Group Q “Netting | Not Applicable v Supplier Bank
*Account TRO1 “Handling [ Regular Payments v] Lcin Messages
O Hold Payment
“Method |CHK Q Check Hold Reason| v|
~ Actions m] Separate Payment
Message

Message will appear on remittance advice.

The Scheduled Due field displays the value that was entered/selected on the Payment
0 Terms page. Once the Voucher is approved, it will be selected for payment based on this
date.

Payments are selected by the Cardinal Pay Cycle, two business days prior to the scheduled
due date (as displayed on the Payments tab) except for a Voucher that has a payment
method of “EPAY”, which is processed approximately 15 business days before the due date.

Payments with “00 Pay Terms” are not included in the Prompt Payment reports or
calculations, so they will not be reported as late, even if the payment date is after the
scheduled due date.
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Pay Term Summary
The following Chart summarizes the options for each Pay Term as outlined in the previous section:

PAY TERM DUE DATE BASIS DATE DUE DATE
CONTROL PE
30 Terms Prompt BLANK
Payment
00 Terms Inv Date BLANK
O0PP User BLANK Actual Due
Date
EXAMPLES:
Utility Bill

Due date of “03/05/2024”
Due date determined by the terms of the contract.

PAY TERM DUE DATE BASIS DATE DUE DATE

CONTROL TYPE

00OPP User BLANK 3/05/2024

Regular Voucher
Due date is not specified in related contract terms.

PAY TERM DUE DATE BASIS DATE DUE DATE

CONTROL TYPE

30 Terms Prompt Payment *BLANK

Board Member Reimbursement
Paid upon receipt of acceptable reimbursement request.

PAY TERM DUE DATE BASIS DATE DUE DATE

CONTROL TYPE

00 Terms Inv Date *BLANK

* The Due Date field is blank. The Scheduled Due Date field (on the Payments tab) populates
when the Voucher is saved or when the Scheduled Due button is clicked.
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Interfacing Agencies:

Interfacing Agencies use the same three payment terms:
e 00: Due now
e 0OPP: Due now (Prompt Pay eligible)
o 30: NET30 (Prompt Pay eligible)

Payment for goods and services and contractual agreements with nongovernmental and privately-
owned businesses are subject to prompt pay reporting.

The table below includes the date fields used in conjunction with the payment terms in Cardinal.
It provides a description of the field and whether it is required as part of the Voucher upload.

DATE FIELD DESCRIPTION REQUIRED IN
UPLOAD?

Invoice Date The date the Invoice is issued for the Yes
goods or services.

Invoice Receipt The date the Invoice is actually received Yes
Date by the Agency.

Goods & The date the goods or services are Yes
Services received.

Receipt Date

Scheduled Due The date the payment is due to the Yes

Date supplier. (Except when

using NET30)

o Important Note: Vouchers will fail the upload if a required field is not populated.
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Due Date Calculation
Payment Term of “NET30”: 30 days after the Goods & Services receipt date or Invoice receipt date,
whichever is later.
Payment Terms of “00” or “O0PP”: Scheduled due date is required in the interface with these Pay
Terms:

¢ When due date cannot use the NET30 calculation

¢ Payments with Payment Term “00” will NOT be included in prompt pay

e Payments with Payment Term “00PP” will be included in prompt pay
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Other Pay Term Clarifications

Payments to Bank of America for SPCC or ATC should use the “O0PP” Pay Term with a scheduled due
date of the 7" of the month. Ensure the Voucher is entered in time to go through edit, budget check,
approvals, and payment processing in time to meet this date.

Payments are dated two business days in the future once they are pulled for payment in Cardinal, so
the related Voucher must be fully validated and approved in Cardinal before 6:30 p.m. at least two
business days prior to the 7™ of the month.

When using the “O0PP” Pay Term:
o Be sure to enter the correct due date on the Payments Terms page
e Do not let the date default to the current date
¢ Do not add extra days to the actual due date to allow for processing time

Remember, the Voucher must be fully validated and approved in Cardinal before 6:30 p.m. at least two
business days prior to the scheduled payment due date.

. Once the Voucher is saved, go to the Payments tab and verify the date in the Scheduled Due
field is correct. The scheduled due date populates when the Voucher is saved. To view it prior to
saving the Voucher, click the Scheduled Payments button

. While only the Pay Term “30” (Net 30) utilizes the Goods & Services receipt date and Invoice
receipt date to calculate the scheduled payment date, these fields should be entered accurately
for all Vouchers in Cardinal to facilitate accurate accrual reporting for the Department of Accounts

. Currently, payments to state Agencies are not included in prompt payment reports. If your
payment to another Agency has a specified due date, use “O00PP” and the required payment date;
otherwise, use “00” as the Pay Term and pay immediately

. CAPP Manual Topic 20315 (Prompt Payment) covers the process for Agencies to request
adjustments to late payments where processing errors occurred
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CARS to Cardinal Pay Terms Crosswalk

Cardinal Voucher Processes and/or Transaction Codes to Pay Term in Cardinal:

CARS Voucher Processes and/or Pay Term in Cardinal

CARS Transaction Code

CARS Transaction Code 334 00
CARS Transaction Code 324 — no date specified by contract. 30
CARS Transaction Code 324 — date specified by contract. 00PP
CARS Batch Type 2’s (example: board member reimbursement) 00
Vouchers with contract terms of monthly due date 16" of every month. 00PP
Utility Vouchers 00PP
Payments to Localities with set disbursement schedule (e.g., 16" and 00PP
end of month).

Refunds 00
Vouchers subject to Prompt Payment policy 30 days after receipt of 30
goods/services or invoice date.
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