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Financial Certification Website Overview

Introduction

Access
Requirements

Web Address

The Financial Certification Website is a web-based system that provides
localities the ability to record their deposits of state revenues and to certify to
DOA monthly that they have reconciled their internal accounting records to
CARS, the official accounting system for the Commonwealth until June 30,
2016, and Cardinal the official accounting system beginning with Fiscal Year
2017,

Along with the Certification, localities should provide notification of any
processing irregularities (exceptions) that need to be corrected by DOA.
Treasurers and their designees may access the Financial Certification
Website at http://certification.doa.virginia.gov.

This website has been designed to be as user friendly as possible and require
little intervention from outside resources. However, DOA realizes that there
may be functions individuals may need assistance with and has developed this
administrative manual to aid website users. A Contact Us link is also
available throughout the website, where a user can email DOA and receive a
response.

e Browser must be enabled for Java Script.

e Browser must be enabled for Cookies.

e Browser must be enabled for Secure Socket Layer (SSL) Security (128-bit
version).

e |f connecting to the site from behind a firewall or proxy server it must
allow SSL (port 443) communication.

e Internet Explorer or Netscape browsers, version 4.0 or higher.

e Designed to be viewed at a screen resolution of 800 by 600 or greater,
with a minimum of 256 colors.

e Connection speed of 56k modem (or higher) is highly recommended.

http://certification.doa.virginia.gov
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Financial Certification Website Security

Authority

Gaining Access
to the Website

Completing the
Locality
Security
Maintenance
Form

Each Locality is required to certify to the State Comptroller that its internal
records have been reconciled to CARS, the official accounting system for the
Commonwealth until June 30, 2016, and Cardinal the official accounting
system of the Commonwealth beginning with Fiscal Year 2017. In addition,
the information on the CARS ACTR1623 Deposit Verification Report and the
Cardinal RAR 729 Deposit and Revenue Summary for Local Treasurers has
been reviewed to determine compliance with Section 2.2-806 and 58.1-3168
of the Code of Virginia regarding the prompt deposit of state revenues to the
State Treasury. Each Treasurer may designate a maximum of two alternates
to submit the certification on the website.

In order to gain access to the Financial Certification Website, the Treasurer
will need to complete the Locality Security Maintenance Form.

The automated Financial Certification Security Maintenance Form - Locality
is located on DOA’s website at www.doa.virginia.gov under the DOA Forms
link. The form should be completed online by the Treasurer using the
instructions below. Once all information is entered, click the ‘Submit to
DOA’ button (top of the form), which will populate the Date field and
generate an email from the Treasurer. The email will be sent to the
appropriate DOA staff at certification@doa.virginia.gov. If there are
questions, they should be directed to this email address. After receipt of the
form the user will be emailed a temporary password.

The Treasurer enters their Name, Locality (from the drop down menu),
Phone Number and E-mail Address. The Function is entered based on the
purpose of the form. If access needs to be established for a user, the function
should be ‘Add’. If a change is being made to the user’s current access, the
function should be ‘Change’. And finally ‘Delete’ if the access of the user
needs to be deleted.

User ID is standard and begins with a T and continues with the three digit
FIPS Code. Alpha character A, B, or C should follow (i.e. TO01A, TO01B, or
TOO01C) for the users authorized to enter a Certification. The Treasurer and
two alternates are allowed access to enter the Certification. Alpha characters
D-Z should follow for users authorized to view reports and/or enter deposits.

Continued on next page
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Financial Certification Website Security, Continued

Completing
the Locality
Security
Maintenance
Form
(continued)

User Type 1 is an Administrator. The administrator receives all system-
generated emails (i.e. late notices, extensions) and requests deadline extensions
from the Department of Accounts. Preferably the Treasurer would be set up as a
User Type 1 but may designate other personnel as an administrator.

User Type 2 is a General User. All other users will be general users.

Both a User Type 1 and 2 can have any combination of Security Access as
detailed below.

Information pertaining to the user should be entered in the remaining fields under
User Information. They include First Name, Last Name, Locality, Phone
Number and E-mail Address. Each of these fields is required.

Security Access defines the roles that can be assigned to a user. Select the
appropriate option from the drop down menu.

Role Description
Certifications This role allows the user to certify and/or view
previously entered Certifications. Available options
are Update, View or None.

Note: Update is restricted to User 1Ds assigned the
Alpha character A, B, or C.

Reports This role grants the user access to view CARS and
Cardinal reports. Available options are View or None.
Deposits This role allows the user to enter deposits and /or view

previously entered deposits. Available options are
Update, View or None.

Please select None when the user should not have access to a particular role.

Access Localities are selected from the drop down menu. Select the FIPS Code
for your locality and any additional localities to which the user requires access.

Please leave blank the portion below the Department of Accounts Use Only bar.

Continued on next page
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Financial Certification Website Security, Continued

Completing the SbmtioDOA  PrntFom

Local Ity Financial Certification Website
Security Certification of Locality Reconciliation to CARS Reports

. Security Maintenance Form
Maintenance
I bareby request to have security to the Finaneial Certification Website set up for my locality as specified below. I cartify that thic
Form locality mamtams a system of imternal control over on-line access to the Finanewal Certification Webate adsquate to prevent
unzuthorized access to or changes m the data contaned therem, and that the use of this form constitutes an imtegral part of that mternal

(continued) control system.

Name: | = l
Loeality: ;I

Phone Number: |Emnsicm:

E-mail Address: | Date Submitted:

Function:

User Information

Uszer ID:: | Uzer Type: | = l
First Name: | Laszt Name: | |
Locality: =2 I

Phone Number: ht(nmsinn:

E-mail Address: |
Security Access

Certifications: | 2 I

Reports: | - I

Deposits: | - |

Access L

|
~1 [ -]
|
—~1 [=]

D of Accounts Use Ouly
The secunfy mamtenance specified above:

e el
gaon
gagn
e el
e el
el
e el
gaon

{7 Meets requirements specified in the CAPP Manual.
0 Does not meet CAPP Manual requirements and will be retumed to locality.

Data Entry by: Diate:
DA Review: Date:
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Accessing the Website

Access the Perform the following steps to access the website.
Website

Step Action

1 Go to the DOA website: www.doa.virginia.gov

2 Under Links in the right-hand margin select Financial
Certification.

Note: Users may also type in the direct link in the address bar on
their internet browser http://certification.doa.virginia.gov/.

Log On ViIrginia. gov online Services | Commonwealth Sites | Help | Governor

Financial Certification Website Login

Welcome to the Financial Certification Website!!

Ploase enter your User 1D and Password:

The security of your persenal information is important to us!

Step Action
1 Enter the User ID assigned by DOA.
2 Enter the User Password.
3 Click on the Log On button or press Enter.

Continued on next page
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Accessing the Website, Continued

Log On
(continued)

This links the user to the Broadcast Messages page for important information
and other menu selections.

Financial Certification
Virginia Department of Accounis

b
= | R © ..

Broadcast Messages

Login Su stul

Welcome back, Locality Manual

This is for it . Have a nice day.

Continued on next page
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Accessing the Website, Continued

First Access for
New Users

After logging on the first time, a user should change their password to a
personalized password and set up their personal options. The user edits their
Personal Options by selecting:

Step Action

1 Select Main Menu in the left margin

2 Select Personal Options in the left margin. This brings the user
to the View Personal Options screen

3 Select Edit Personal Options

VIrginia. oV  onsline Services | Commonwealth Sites | Help | Governor

%OA Virginia Department of Accounts

Edit Personal Options

ToRRA

VIRGIMIA
i

Continued on next page
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Accessing the Website, Continued

First Access for At the Edit Personal Options screen, create a personalized Password that
New Users meets the site’s six security standards as follows:
(continued)
Passwords must:
1. be at least eight characters in length
2. Uutilize at least three of the following four:
a. special characters ($'@ {}&~+?[]),
b. upper case alphabetical characters (A - Z),
c. lower case alphabetical characters (a - z),
d. numerical characters (0-9),
not contain spaces or ('), (<), (>),or (#)
not match last 24 passwords
not match assigned temporary password
not be changed more than once per day.

s

Enter a valid e-mail address (enter twice for verification) and two challenge
questions of your choice and a password hint. After you have entered all
of the required data on the Edit Personal Options screen, click Accept. If
all criteria have been met, the screen returns with Record Updated.

Continued on next page
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Accessing the Website, Continued

Forgot
Password

If a user enters their User ID and an invalid password, you receive the
message: Invalid Password (#Violations).

Virginia.gov online Sarvices | Commonwaalth Sitas | Halp | G

@OA Virginia Department of Accounts

Financial Certification Website Login

Welcome to the Financial Certification Website!!

Please enter your User ID and Password:

Usar iD

It you have forgotten your password click Forgot Password
invalid Password (1 Violations)

The security of your

[ 1 3
Cnling Protection Glossan

Continued on next page
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Accessing the Website, Continued

Forgot The user may attempt to enter the User 1D and password again or click the

Password Forgot Password button.
(continued)

Virginia.gov  osline Services | Commonwealth Sites | Help | Governor

Financial Certification ot Password

Financial Cenification User 1D imust oe 58 characters):

Financial Conification Usar 10

Clicking Forgot Password links the user to the Forgot Password page.
Here, the user is asked to enter their previously-assigned User ID and then
click Submit. Additionally, if the user has set up answers to the challenge
questions, the next screen will prompt the user to answer the questions. If
answered correctly, the user is allowed to change their password and other
personal information.

If the user cannot remember the challenge question answers, they can enter
their email address in the box provided and then click Send. If the email
address matches the one previously entered, the user is asked to enter a
personal phrase. A temporary password is then emailed to the email address
entered. The user can then use the temporary password, along with the
personal phrase to log in. The user would then have to establish a permanent
password. A password may not be changed more than once in a 24-hour
period.

Continued on next page
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Accessing the Website, Continued

Forgot
Password
(continued)

Virginia. gov  acwsies | govemor

ﬁ)o i Financial Certification
| Virginka Depariment of Accounts
Financlal Cartificatios > Leain
_ Financial Certification - Forgot Password
veuoe P Y 05
PasiwardHine:
g Poswer pm Moters maden name:
2 , o Cityin which you wate Bern ‘Suyami Challenge Arwers
28 V= S p—
(it Camrario (oot tmars

After 5 (five) failed logon attempts, the following message is displayed
Account suspended due to security violations. A user that suspends their
Password will need to contact DOA through the Contact Us button and
request their 1D be reset.

If a user decides to have his password e-mailed, the e-mail address has to be
entered into the box provided and then click Send.

If the e-mail address does not match the one stored in the security record, the
message Email address (treasurer@virginia.gov) did not match displays.
The user then has the option of entering the response to the two challenge
questions, if previously answered, or entering the correct email address.

11
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Navigating the Website

Navigation

Navigation buttons located in the left-hand margin of the page link the user to
other Certification screens or perform requested functions as described below.
The list of navigation buttons varies depending on the page and the function
that is available from that particular location.

Button Description
Broadcast Links the user to the Broadcast Messages screen where
Messages important messages and updates can be viewed.
Special If the button appears, it links the user to a Special
Announcement Announcement regarding the Certification process.
Help Links the user to detailed information about the current screen

and the selections available on the screen.

Main Menu Links the user to the Main Menu screen. This is the central

navigation screen for the Financial Certification Website.

Add Certification

Links the user to the screens used to certify that the locality
has reconciled as well as to notify DOA of corrections that are
needed.

View
Certification

Links the user to screens used to view certification
information that has been previously entered and to make
changes up to the due date of the current month’s certification.
Also able to Print a certification.

Local Treasurer
Deposits

Links the user to screens used to enter, view, and search for
deposit certificates that interface into Cardinal.

CARS Reports

Links the user to the CARS Reports page where monthly
CARS reports can be accessed.

Cardinal Reports

Links the user to the Cardinal Reports page where monthly
Cardinal reports can be accessed.

Personal Options

Links the user to a screen containing their personal data such
as name and email address. Changes to personal information
are made on this screen.

Request
Extension

Links the user to a screen that allows them to request an
extension beyond the prescribed due date. The user must have
security access with Administrator capability to have this
selection.

Printer Friendly
Version

Provides a summary of the Certification that can be printed by
the locality for their records.

Contact Us Allows the user to send an e-mail with suggestions and/or
questions to DOA.
Log Off Returns the user to the Log On page and signs the user out of

the Financial Certification Website.

12
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Broadcast Messages

Review The Broadcast Messages screen provides pertinent information to website
Broadcast users. DOA will place messages regarding the Certification and/or Deposit
Messages process or other important information on this screen.

The Locality should review the Broadcast Messages periodically to be
aware of updates or changes to the process.

13
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Special Announcement

Special
Announcement

If any special announcement needs to be communicated to the locality, the
statement “There is a special announcement” will appear at the bottom of the
Broadcast Messages screen and the Special Announcement button will
appear in the list of choices in the left-hand margin. Click on the statement or
button, read the announcement, and delete the message when appropriate.

Virginia.gov osline Services | Commonwealth Sites | Help | Gowernor

%OA Virginia Department of Accounts

Broadcast Messages

The June Certification is due Tussday May 25, 2010,

To99a
Locality Manual

This is for Have a nice day.

The certification is due the last business day of the month.

There is a special

14
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Main Menu
Access Main The Main Menu is the central navigation screen for the Certification process.
Menu To access, the user would select the Main Menu button from the list of

choices in the left-hand margin on the Broadcast Messages screen.

Virginia, gov — Agesdes | Goverssr

£Oov
W)A Financial Certification
Virginda Department of Accounts

saciad Cartih

Main Menu

i :
IR

15
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Adding a Certification

Add
Certification

Treasurers are required to certify to DOA that the locality has reconciled their
internal records to CARS, the official accounting system for the
Commonwealth until June 30, 2016, and Cardinal, the official accounting
system beginning with Fiscal Year 2017, transactions/balances. The
certification due date is posted on the Broadcast Messages screen, but is
generally the last business day of the month. The following steps detail how
to enter a Certification using the website application. A Treasurer may
designate a maximum of two alternates to certify via the Financial
Certification Website.

Step Action

1 Select Add Certification from the Main Menu. This links the
user to the New Certification — Responsibilities screen.
2 On the New Certification screen, select the locality being certified
as reconciled from the drop down menu (only if the user is
responsible for more than one locality, otherwise this option is not
available and the correct locality will automatically display).

3 Read the Locality Responsibility and Certification statement.
Select I understand and accept or Decline if the Treasurer cannot
attest to these statements.

Financial, Excellencc. -
@0 A Financial Certification s
epartment of Accounts il
4 Ne ation Contact Us | O rure st @ care oniy B

New Certification - Responsibilities

lundesstand and accept [ Decline |

Certification of Locality Reconciliation to CARS Reports

[ TR e e v WINCHESTER - Treasurer (LBAD) for b period of 12-2015 | izt be reonciled to your inlemal reconts, All necessary comeclons should ba

submitted on the "Add Exceplions™ page with a descapltive explanation. B i not necessary to nofe items. selated to timing difierencas. These tems should be documented and kipt
with your working papers for audi parposes

e Cerifications must be submited no later than 5:00 pm. on the last business day of the month in which you receive your repors. Any comections received afier this date will be
s 3: addressed with the folawing monin's certrication
‘,—_— ‘ ! v
Conmected Get dnwery Locality Responsibility and Certification

Our locality's managemant aceapts responsibity fr the inlegrty and obyectialy of the financial transactions peosided to the State Comploler. We believe the data provided am
accumte in 2l matend mspects. The besis bor these concusions relates fo our essessmend of the infemal confrls operafing within cur Locality. The establishmert of such infemal
controls requines estimaies end judgments from management so that, in attaining reesonable asswrance as to the edequacy of such controls, te cost of controls should nof erceed
the benafits obtained. | beleve the Localiy's intemal contrals adequately safeguand &5 assels and provide mescreble assurence 25 1o the proper recording of finencial frensections

Adcitionally, | cedify that, for the localty listed above, the accounting records represanted in CARS, the official ecord of the Commonwealth, are accurle in all materal mspects

Continued on next page
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Adding a Certification, Continued

Add
Certification
(continued)

Step Action
4 Read To the Comptroller statement.
5 Select the respective radio button that corresponds to whether

the locality has corrections:

* | do not have exceptions

* | have exceptions (locality has corrections that require
DOA journal entry).

6 Select Accept.

Financial Certification

tact Us | O intien site

New Certification - Reconciliation

Certification of Locality Re conciliation to CARS Reports
WINCHESTER - Treasurer (Locality L840)

Accept || Back

accoudng records for WINCHESTER - Treasurer ALB40) for v month ended Decemped 3015 idue on 01/22016) have bean enbad (reconciled), and shen e ilems
@ exception register (f any) are processed, owr intemal meonds will be in Bgreement with your ¢ cords for Taxes and Assesamens Receastis. | sddtion, e
. NCTR 1623 Doposit Vorficaton Report has boon rviewod to deformne our comphance with Soctons 2.2 806 o '\dsslalsﬁ ftha Code of Viging roganding tha
e Conmecies, Get Atiwers nNm[IW it of state mvenuss 1 the State Trassury

Continued on next page
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Adding a Certification, Continued

Add
Certification If Then
(continued) The Locality selected ‘1 do | The next screen reads:

not have exceptions’ Record successfully added and a
View Certifications button appears.
Click on View Certifications,
Details, select Printer Friendly
Version in the left column, and
finally click on Print. This allows
the user to print the Certification for
their records. The Certification has
now been submitted successfully
and the user may log off.

Financial Certification

tact s | O iatire

New Certification - Result

Locality WINCHESTER Period; 122015 Dete Submited: OIS Submitted by: Loalily Manissl
rrrrrrrr

“iew Cerficabons

Continued on next page
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Adding a Certification, Continued

Add
Certification
(continued)

tus O i site

View Certification Detail

Lacalty: WINCHESTER - Tranaurss ALRLD - Transurer] ) Pariod: 122015
Date Subm e 1RO Submetied by- Locaity Marual
Excaptions:

There were no exceptions submitted for this register.

Continued on next page
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Adding a Certification, Continued

Add
Certification
(continued)

If Then
The Locality selects ‘I The screen reads
have exceptions’ Record successfully added and
the following buttons appear:
View Certifications and Add
Exception.
Continue with Step 7 below.

Search Virgini a.Gov

Financial Certification

New Certification - Result

Lacality: WINCHESTER -Period: 1335 Dt Suibmitte OB 2016 Submitted by Locality Manual

| Parioell lew Cortiicatons A Excaption

Step Action
7 | Select Add Exception.

8 | Select the Exception Type that applies to the Locality’s situation
by clicking on the associated radio button.

9 | Enter Exception Details as required. Shaded fields indicate which
information is required. There is also a Description field where
you can add an explanation (500 character maximum).

10 | Select Accept.

Continued on next page
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Adding a Certification, Continued

Add Step | Action
Certification 11 | The next screen reads: Exception successfully added, screen
(continued) will show current exceptions submitted.

Agendes | Governor

ﬁ)O A Financial Certification
Virginia Department of Accounts

ina ation > Main Menu > Vie ¥ Certification Detail
Pril Friendly Versio " sre . o
View Certification Datail
m Locality: WNCHESTER - Treasurer (LE40 - Treasurer) Period: 12.2015
m Date Submitisd: DVIBZO16 Submitted by: Localty Manual
o | —
-
R
THSA Hems
[Bank Code Revenue Source Cocument Number [Document Amount

Edl || Delele

Description: Hesd spesadshael from Carol

Continued on next page
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Adding a Certification, Continued

Add Step Action
Certification 12 | At this point, the user has several options as follows:
(continued)
Option Description
Printer Friendly Provides a summary of the certification
Version submitted by the Locality to print. This
is required for audit purposes.
Add Exception Links to the Add Exception screen and
allows the user to add another exception
up to the due date.

Delete Certification Allows the user to Delete the entire
Certification and any related exceptions
previously entered into the system up to
the due date.

View Certification Displays a listing of Certifications
previously entered into the system.
Edit/Delete Exceptions | Located to the left of the exception
listed on this screen; the user can update
an existing exception or delete it up to
the due date.

Continued on next page
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Adding a Certification, Continued

Add - Che
Certification Coumone bt of Vg

Certification of Locality Keconcilistion 1o CARS Reports

(Contlnued) CARS tassausios halinces o L840 fx he pesiod of Decenmber, 2018 mst dedto I moords. All  comections shaoud be submited o the “Add Excepons” page wiha descriptive explrmsion, Itis
" bted 0 tiving diffrences. These doms shoud be d d and key “}-prmdrqp:p:n&-dtpwpcn
Cerications mut be sibmiied no liter thn 5400 pan on the et busmess day of the month o whach e ) Am x fved afier this date wil be addressed with the following months cetificaion.
Lowcality Responsibity and Certifeation
Orar bocabity's awcepts ry for the imegriny jectiviy of the Snancial ransactions provided 1o the State Conpiroler. We beleve the data provided are accursie i & The basis for fese

conchsions relates to wmmmo{hnuﬂmk mnﬂ-‘wmmmmamdmmcm mequines estimtes and judgments fom menagement so that, in attaning ressomble assumance 2 to
the edequacy of such confro’, the cost of contro's should ot exceed the benefits obtained. 1 believe the Localty's imemal cortrok adequatedy safguand i assets and provide reasonable sssurance as o the proper reconding of

il ransactions.

Additioraly, T cert thee, o the bocality Bsed above, the aceoursing records represented in CARS, the ofivial recond of e € , are acowie i)

To e Compiroller:

Ourlocsity aceourtng reconds bir WINCHES TER (1820) fr the moneh ended Decerrber, 2015 (due o 01202016) hve been veriied (reconciled), and vwhen the 2ers o the sxception rege ) are 4 our
el records will be i agreemvest o yous reocrds for Taves e Assessanents Recenable. I addtion, the informesion on e ACTR 1623 Depast Verification Report hus been revievied o determe e vt Sersies

120806 ame 55,1 3168 of te Code of Vigria egariing the provaps deposi of sate reverars 10 the State Tremey.

Locality Manual on 01162016

Fxee ptions:
Tters submited with supporting documentation:
Bark Code Accoist Document Neber Document Amoart

S0.00
Deseription: Nead spreadsbeet fiomn Carel
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Deleting a Certification

Delete If at some point it is determined the Certification should not be added and the

Certification user is in the process of adding the Certification, there are selections
throughout the process that allows the user to cancel the certification. They
are as follows:

Decline Choose this selection from the first
screen for Add Certification. This
will take you to the Main Menu.
Back This selection is available on the
page with the statement To the
Comptroller. It will take the user to
New Certification-Responsibilities.
Select Decline to go back to Main
Menu. The certification has not
been accepted by the system.

Delete Certification Available when the user has
completed adding a certification and
is on the View Certification screen.
Click on Details then Delete
Certification in the left column.

Only available if Certification due
date has not passed.
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View Certification

View
Certification

The View Certification screen allows the user to view current and previous

months’ Certifications. Current-month certifications can be updated using
this selection up to the due date.

The following steps explain how to view a certification and the update
options available:

Step Action

1 At the Main Menu, select View Certification.

2 Select the period and Locality of the Certification to be viewed
from the drop down menu or choose directly from the list that
appears automatically with the screen based upon user access.
3 Click on the Details button next to the selected Certification.

Financial Certification

View Certifications

E — =

Togan
Locality Manual

GCert Period Due Date. Locality Submisted

¥ Exceptions or Adustments
Cetals 12-2015 0292016 LB40 - Treas 062018 1

Continued on next page
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View Certification, continued

View If Then
g:i;ttlizﬁeelg)o n The Certification is from a | The user can view the Date

prior month and the due Submitted, the Submitted By
date has passed information and Exceptions, if any.
Also the user can select Printer
Friendly Version to print a copy of
the Certification.
The Certification is for the | The user can select from Printer
month currently due and | Friendly Version, Add Exceptions,
the due date has not passed | Delete Certification and View
Certification. The Edit/Delete
option is also available to the user.

Step Action

4 | Select Main Menu to return and select other functions or Log Off
to return to the Financial Certification Website Log In screen
where you will be logged off.

Financial Certification
epartment of Accounts

Main Menu

Treasure: i Y
New certifications and cormections are baing accepted for the following period(s]

142015

Torequest an Extension Date for a Cartification, sebect Request Extension on the left menu.
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Entering a Deposit Certificate

Entering a The following steps explain how to enter a Deposit Certificate:

Deposit

Certificate

Financial Certification ‘ . *’j
n ren 1)

Lt % [r— ] | (] [ Asate Dot
Jvrsoe e
Step Action
1 Select Local Treasurers Deposits from the Main Menu.
2 Select Add New Deposit button.
3 Enter appropriate information from Deposit Certificate into the
fields as described below.
Element Description
Deposit Unit Business Unit 99800 is automatically populated

for all deposits.

Deposit Date

The date the locality made the deposit at the bank.

Deposit Amount

The net of the individual transactions per deposit
certificate that have been authorized by the
locality for receipt. (Include decimal point.)

Bank Code Four-digit code identifying the bank account into
which a deposit is made.
DC Number Eight-digit field that is the deposit certificate

number on the deposit certificate.

Accounting Date

Defaults to the current date but can be changed.
This date determines the accounting period in
which the deposit posts to the General Ledger.
(Open period dates are shown above data entry
fields.)

Continued on next page
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Entering a Deposit Certificate, Continued

Entering a

DepOSit Financial Certification
Ce rtlfl cate 0 \'Ingll mw. ul.\ncln -
(CO nti n UEd) Local Treasurers Deposits - Add New Deposit

5300

Step Action
4 Select Accept after all data has been entered and verified.
5 Select the Add Distribution button to enter deposit details.

Financial Certification

" atioa >
m Local Treasurers Deposits
CEN oo s ] e ]
Loty Maniat
. raty o
| \ - | Dnponit Ut 99600 I Dt DUEHE LC Amount 10000
Bank Code: 1210 0 tember: Brsse Accountieg Duse awsaue
Saten
Distributs A i Derien

Total Am cunt Entered: ono| Deewece 100

Continued on next page
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Entering a Deposit Certificate, Continued

Entering a Step Action
Deposit 6 Using the provided drop-down menus, select the appropriate
Certificate, coding for the distribution of deposited funds. Key dollar

(continued) amount of distribution including a decimal point followed by

two digits (.xx).

Note: The FIPS value displayed will default to the FIPS code
that was marked on the security form for the Username that is

logged in.

7 Once the distribution information is entered, select Accept.

8 Repeat steps 5-7 until all distribution lines for the DC have been
entered.

9 Once all distributions have been keyed, verify coding and that the

Total Amount Entered (summed and displayed at the bottom of
the screen) equals the DC Amount that was keyed in Step 3,
displayed above the distribution lines.

Financial Certification

St ke - Flbdniyin e G Eut b Ceranal.

i Comnecied Gt Aesesrt

Totsl Am ount Entered: 10008

Continued on next page
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Entering a Deposit Certificate, Continued

Entering a
Deposit

Certificate,

(continued)

If

Then

Distribution information is correct,
and the Total Amount Entered
equals the DC Amount

Select Submit to Cardinal and
proceed to Step 10.

Distribution information is not
correct

Select the Edit button on the
distribution line requiring changes,
enter changes, then select Accept.

The Total Amount Entered does
not equals the DC Amount

User will need to identify why
difference exists, and correct by
adding/deleting a distribution,
editing one or more distributions, or
correcting the DC Amount by
selecting Edit Deposit.

Financial Certification

10 Select Accept to mark deposit ready to be uploaded to Cardinal.

11 Verify that Status displayed is Pending Upload to Cardinal.

12 This Deposit is complete and ready to upload to Cardinal

further needs.

though the nightly processing. Select Add New Deposit,
Return to Search, Main Menu, or Log Off depending on
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Entering a Deposit Certificate, Continued

Entering a
Deposit

Certificate
(continued) : s el ot

Financial Certification

Local Treasurers Deposits

Fetumta Saaro A b Degost M Dopoad | Delete Decost

X St Updated

Pt I Depent Lk 99800 OC Date: IS 00 Ameosss: 10000
D Centnt 1200 O Museer: ansLx Accounting Dater, 01455016

WLy St Prmdng splasd s Cardina
2‘!"
T Eorried Gt e Distributions A 8 Dertion
ggeeey b - et - Amou
| 55600 01600 4201305 o 5000
E i 0  p—| uo o
Totsl dm et Erared: 10000
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Financial Ack

Searching Deposits

Searching
Deposits

The following steps explain how to search previously entered Deposit

Certificates:

Step Action
1 Select Local Treasurers Deposits from the Main Menu.
2 Enter search criteria which could include DC date, DC
Number and/or Status.
3 Select View.
4 Deposits matching the search criteria will display. Select Details
to the left of the deposit to be viewed.

Financial Certification

If

Then

Deposit Status is Pending Upload
to Cardinal

User can Edit/Delete a distribution
or Edit Deposit/Delete Deposit.

Deposit Status is Incomplete

Select Details to view deposit details
and make necessary edits, and return
to Entering Deposits: Step 9.

Deposit Status is Complete

User can view deposit certificate
details.
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CARS Reports

CARS Reports  The CARS Reports page allows users to view monthly deposit reports
created by CARS. There are three reports available to Treasurers to assist
with monthly reconciliation and certification. They are:

ACTB1643 — Tax Assessments/Collections City/County Treasurers
ACTB1623 — Deposit Verification Report
ACTB1624 — Revenue Detail Report by Agency

The following steps explain how to view and CARS reports:

Step Action
1 At the Main Menu, select CARS Reports.
2 The most recent month’s reports will display for the users

locality. To open a report, select the txt or pdf button to the
right of the report title.
3 The selected report will open in the web browser window.

4 Use the web browsers Back button to return to the Main Menu.

Financial Certification

CARS Reports

|||||

C— e e o - =
TROGA
Locasty Mamual
TR W

=
[EIE
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CARS Reports, continued

Viewing Step Action

Previous Period 1 At the Main Menu, select CARS Reports.

CARS Reports 2 The most recent month’s reports will display for the users
locality. Use the Report Run drop down menu to select the
desired month/year report.

3 Select View.

4 The report for the selected month and year will display. To open
the report, select the txt or pdf button to the right of the report
title.

5 The selected report will open in the web browser window.

6 Use the web browser Back button to return to the Main Menu.
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Cardinal Reports

Cardinal
Reports

The Cardinal Reports page allows users to view monthly reports created by
Cardinal. Beginning with February 2016 fiscal month close, Cardinal report
RAR729 — Deposits and Revenue Summary for Local Treasurers (formerly
the CARS ACTR1623/ACTR1624) will be available to Treasurers.

Beginning with July 2016 fiscal month close, Cardinal report RAR721 — Tax
Assessments and Collections Summary for Local Treasurers (formerly the
CARS ACTR1643) will be available to Treasurers.

The following steps explain how to view Cardinal reports:

Step Action
1 At the Main Menu, select Cardinal Reports.
2 The most recent month’s report(s) will display for the users

locality. To open a report, select the txt or pdf button to the
right of the report title.

3 The selected report will open in the web browser window.

4 Use the web browsers Back button to return to the Main Menu.

ginia.gov  a % P SR
F . ¢ ;.%
ﬁ)OA Financial Certification .. .4 t
Vir \um unm ||||| t of Accoun s . 2 A
in . ardinat wepans emte s1e @ care ony

A Locaity Amport
"t w0 o0k FUARTIS Dapost ant Reverus Summarylor Lost Treasurers Bl [=

35



Financial _' T
ﬁ) OA Virginia Department of Accounts

Financial Certification Website Admlnlstratlve Manual

Cardinal Reports, Continued

Viewing Step Action
Previous Period 1 At the Main Menu, select Cardinal Reports.
Cardinal 2 The most recent month’s reports will display for the users
Reports locality. Use the Report Run drop down menu to select the
desired month/year report.
3 Select View.
4 The report will display, to view the report, select the txt or pdf
button to the right of the report title.
5) The selected report will open in the web browser window.
6 Use the web browsers Back button to return to the Main Menu.
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Personal Options

View Personal  The Personal Options page allows users to view and update account

Options information. Users can change their password, update their phone number, or
e-mail address in Personal Options. There are also options to enter
“Challenge Questions” and a “Hint” that would be available if a user forgets
their password. To access the Personal Options screen, select the Personal
Options button from the Main Menu.

Edit Personal The Personal Options screen allows the user the ability to change any one or
Options all of the following:

Password (the actual password is not displayed).

E-mail address (s)

Phone Number

Challenge Question (s)

Hint (to help user in remembering their current password).

The following steps explain how to change personal options.

Step Action
1 To make changes, select the Edit Personal Options button on the
Personal Options screen.

Continued on next page
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Personal Options, Continued

Edit Personal
Options
(continued)

Step Action

2 | Enter desired changes to Required or Optional fields. Required
fields are shaded.
3 | Select Accept to submit changes. Select Cancel to exit and not
save changes.

Gevornar

Edit Personal Options

Name Change  To change the name of the employee assigned to a User 1D, the Locality
is required to submit to DOA a Financial Certification Security
Maintenance Form — Locality found on the Financial Certification
Website (see Website Security) indicating a change for the User ID and
provide the new name to be assigned to the User ID.
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Request an Extension

Request an Situations may arise at a Locality that will prevent the timely reconciliation to

Extension CARS balances/transactions. In the event the locality can foresee not being
able to meet the monthly deadline, an extension should be requested. Only a
user with Administrator security can request an extension. Localities may
request an extension online only up to the due date. After the due date has
passed, the Locality contacts DOA directly by emailing
certification@doa.virginia.gov.

The following steps detail the procedures for the Administrator to request an
online extension.

Step Action

1 | Select Request Extension from the Main Menu. Only users with
Administrator security will have access to this feature.
2 | The locality FIPS code and period for which extensions are being
accepted will appear. If the user is responsible for multiple
localities, select the appropriate Locality and period.
Enter the Extension Date Requested in mm/dd/yyyy format.
4 | Enter the Request Details (up to 500 characters). If the
explanation is too long, please note that additional details can be
emailed to certification@doa.virginia.gov.
5 | Click Submit. A summary of the request will immediately appear
on the screen and a system-generated email will be sent to the
Administrator as confirmation your request was received. The
email address from the Administrators security record appears in
the email address field.

w

Continued on next page
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Request an Extension, Continued

Request an
Extension
(continued)

Extension
Request Status

Virginia, gov  acemies | Govemor

||||| vl . Excalionnr | -
ﬁ)o ! Financial Certification _ R
| Virginia Department of Accounts Y T
Financlal Cortification > Main Menu » Reguest ©xbension oad act Us. Q totre sae CARP Oy

E Request Extension

CE s crioai v Gt i

e vt WANCHESTER - Treasurer (L840} for the period of 0212018

The following conditional table provides how the status of an extension
request is generated.

If Then
Extension Request is | A system-generated email will be sent to the
approved Administrator stating the request was approved.

The new due date will appear to all users with
access to the Locality at the Main Menu.

Extension Request is | A system-generated email is sent to the
not approved Administrator stating the request was denied.

A statement as to why the request was denied will
be included in the email.

Continued on next page
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Request an Extension, Continued

Extension
Request Status
(continued)

Financial Certification

HMain Menu

]

0IR01E L84 0AITOE IREGOIE
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Using Help Screens

Help Screens These screens provide detailed information about the current page and the
selections available on that page. Help Screens are accessible on every page
of the web application. To access the Help Screens, select the Help button

located in the left-hand margin of the page.

Financial Certification Help

Main Menu
The Lain e plge 15 The ¢eniral nangation page for the Financial Cormficanon appic ation
e ated i the o8 e page bk 10 oiher Finand, ‘al Cortiticaion pRgES of prlorm requested Lnc ons &3 dESc Ded belw
Link | Desc |m|nl|
| Links 1o fuw Add New Cartfcaton page. Thia page daplays he

Add
e system

[ Cortification dates be extended NOTE The wswr must have Ad= ik sccess b

View Camfcalion page. This page displays alising

........ | Optiorm divss Chinges 18 personal miormation sre made on s page
users sither agency NOTE. The vaer mast have Adminsrabor scoss fo have

Cloar Viciations

Bucadeant M sages
mggestans, oe problems wih he Fnanc ! Centification sie

Links to e Conlact Us page where you can eledinnica )‘wbm gquestans
napplication

Contact Us
Rletiems 8 e Log On page a=d #1gns yees ot of e Frnciad Cartiica

Log O
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How to Contact Us

Contact Us Provides the user with the ability to contact DOA for assistance with the web
application and/or to send comments regarding the site.

Step

Action

1

Select Contact Us from the list in the left-hand margin of the page
or at the top of each website page.

Note: This selection is available on all pages of the web application.

N

Under Category, select the reason for contacting DOA.

w

Insert your comments for the help needed in the comment box.

E-Mail address used in Personal Options appears.
Note: DOA must have your correct e-mail address to be able to
respond.

Enter User ID. Although optional, this helps to facilitate a
response to your guestion.

Select Submit.

Financial Certification

nent of Accounts

Contact Us

E-Mail Address requesd]
focaireasurerigna gov
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Log Off

Log Off Once all transactions have been completed on the web application, select Log
Off from the list of selections located in the left-hand margin of the screen.
When Log Off has been selected, the user is returned to the Welcome page.

Note: This selection is available on all pages of the web application.

VIrginia.gov online Services | Commonwealth Sites | Help | Governor

Financial Certification Website Login

to the Fi ial Certifi

Please enter your User 10 and Password:

User 1D

LogOn

It yous hanae forgamien your password dick Forgol Password

The security of your personal Infermation Is Important to us!
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