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Generating Financials Reports and Inquiries Overview

The purpose of this Job Aid is to walk through the processes used to generate Financials Reports and
Inquiries in Cardinal.

There are different types of reports that can be run which include:

e Ad Hoc Reports: Reports that are run in real time that are run from the Cardinal Financials Home
page using hyperlinks from the Main Menu or in the myCardinal Financials section

o Bl Publisher Reports: A type of Ad Hoc Report that is retrieved from the Report Manager instead
of the Process Monitor page

¢ nVision Reports and Drilldowns: A reporting tool that generates reports each night in batch.
nVision reports use Excel 2007 or higher. Without Excel 2007 or higher, the report contents do not
display in a readable format. Users must also have the “DrilltoPIA Excel Add-In” to run Drilldowns.
See the Job Aid titled DrilltoPIA Add-In for nVision Drilldown for the instructions to download this
Add-In. This Job Aid and the downloaded file are located on the Cardinal Website in Job Aids
under Learning.

Inquiries are specific pages that are available to review details about a specific item or transaction.

For the purpose of the instructions contained in this Job Aid, reports/inquiries will be addressed using a
specific example. Generally, these instructions can be used to generate any of the Cardinal Financials
Reports or Inquiries. However, the initial navigation path, the parameters available, and the formats
available will differ based on the specific Report or Inquiry being generated.

Utilize these instructions along with the specific data provided in the FIN Reports Catalogs to generate
the applicable Report or Inquiry. The FIN Reports Catalogs can be located on the Cardinal Website in
Reports Catalogs under Resources.

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
5/16/2025 Added the sections pertaining to generating Inquiries.
3/1/2025 Updated the screenshots of the Search pages (Section 1, after Step 5). Added
reference information to the Overview of the Cardinal FIN Search Pages Job
Aid.
Rev 5/16/2025
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Generating an Ad Hoc Report

Step | Action

1. Log into Cardinal Financials.

The Cardinal Home page displays.

Favorites » Main Menu~
Personalize Content | Layout 2 Help

Menu T o- myCardinal Messages < o~

My Favorites -

v Begin Date Message

myCardinal Financials

Employee Self-Service myCardinal Financials c o~

Manager Self-Service ] Financials Report Execution *] Financials Report Retrieval #] Financials Links

Supplier Contracts | |

Customers AP Reports F= FIN Report Manager = Cardinal Portal

Products AR F= FIN Process Menilor

Customer Contracts
htems £3 PR Reports
Suppliers Financials Query-based Reports
Procurement Contracts
Furchasing
eProcurement
Senvices Procurement
Sourcing

Project Costing

Travel and Expenses
Billng

2. Click the Main Menu link.

Main Menu -

The Main Menu displays.

Favorites v Main Menu +
= myCardinal Financials v
Menu v s o
My Favorites 1 Employee Self-Service 4
myGCardinal Finaj —  Manager Self-Service 4
Employee Self-§ [ Supplier Contracts 4
Manager Self-Se Customers N
Supplier Contra
L Products 4
Customers
Products I Customer Contracts 4
Customer Contrg = Items »
ltems U suppliers 3
Suppliers ' Procurement Contracts L4
Procurement Cof
L Purchasing »
Purchasing
eProcurement | eProcurement '
Services Procurg = Services Procurement L4
Sourcing 3 Sourcing »
Project Costing | 3 Project Costing »
Travel and Expel
. L Travel and Expenses 4
Billing
Accounts Recei & Biling '
Accounts Payab] =) Accounts Receivable 3
Banking J Accounts Payable 3
Commitment Col [ Banking »
General Ledger
9 L Commitment Control 4
Allocations
»
Set Up Financial ' General Ledger
Enterprise Comg = Allocations 4
Worklist L Set Up Financials/Supply Chain L4
Tree Manager | [ Enterprise Companents »
Reporting Tools 1 VAfnrklict »
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Step | Action

The initial navigation path provided in Step 3 and following is used specifically to generate
the Cardinal Trial Balance Report.

0 Refer to the FIN Reports Catalogs and use the initial navigation path provided for the Report
being generated. The FIN Reports Catalogs are located on the Cardinal Website in Reports
Catalogs under Resources.

3. Click the General Ledger link.

L1 General Ledger »

The General Ledger menu displays.

Commitment Control

i v
Set Up Financial General Ledger

Enterprise Com|
Worklist

Allacations

Set Up Financials/Supply Ghain
Tree Manager

+ Reporting Tools .
PeopleTools -

Enterprise Compenents v

Favorites ~ hain Menu - |
= Personalize Content | Layout 2 Help
Menu j ohyCaNEnal P et ' S ov | myCardinal Messages s o~
+ My Favories Employee Self-Service v :
m:EardlnA\ Final (1 Manager Sef-Service O Begin Date Message
Employee Seil§ (1 Suppler Contarts » myCardinal Financlals T o~
Manager SeltSq 09 ¢y qiomers ials Report Execution Financials Report Retrieval
Supplier Contra
| uomers | C1 Products ’ 5 P Roport Mo
Products O cCustomer Contracts = FIN Procsss Monitor
Customer Conrd 1 ttems
Hems O suppiers v
» Suppliers C1 Procurement Contracts — -
Procurement Col =] Purchasing 0 Joumals »
Purchasing - - 0 GL Subsystem Reconciliation v
eProcurement -
n{ O Senvices Procurement J Ledgers
Ol Souweng CJ Summary Ledgers ’
0 Project Gosting f‘ Clese Ledgers '
:‘;\:; and Expe -J Travel and Expenses j g:ﬁ:"r:w Balance »
Accounts Receny ' BilnG £33 wlonitor Background Process ’
Accounts Payabf - Accounis Recesable | L Flnangca\ Informaticn »
Banking 01 Accounts Payable
a Banking O General Reponts
a
o
a
(=]
a
1

4, Click the General Reports link.

Monitor Background Process g

Review Financial Information b

g IR

General Reports ¥
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Step | Action

The General Reports Menu displays.

Favoriles + Main Menu |
M €3 Payment Cash Reports v Personalize Content | Layout ? Help
o al Financi » "
Menu N myCardinal Financials 2| [ Analysis of Approp_AGFR Class s ow
=] 2 » "
My Favorites Employee Self-Service: [ CARS Interface Summary Report Message
myGardinal Fina| CJ  Manager Selt Service B Govaanaiyss of spproprisbon
b Employee Sefiy B - Suppher Gontracts ' | Cardinal Trial Batance Report L L1
Manager SS9 ) Cuciomers o (] Financials Report Retrieval
SuppherContrad (] Expenditures by Agency Use 1 [
roducts -
Customers . £ FEMAReport P FIN Rep:
B CustomerG » > FEFIN Proc
Products - Customer Contracts ] Ledger by CONAfIibUE
=" 9
Customer Contg = llems ] stmt of Cash Position of Funds.
Htems o i -
N Suppliers I Summary of Pymis to Localities
upplers = Procurement Contracts. 3
Procurement Cof oy [ O Joumals 5 Track /o Budget - Exp oy CF
o urchasing , N
Purchasing i 1 GL Subsystem Reconc| ) Zefo Dollar Budget Combination
eProcurement |~ B i C1 Ledgers ] ControlTrack Budget-Exp by CF
Services Procurd =) Services Procurement | o Y
Sourcing & Sour C) Summary Ledgers Ll 6L Transaction Report
- o B3 Close Ledgers ] CARS-Cardinal Recanciliation
Project Costing | 1 project Costing - 1 suman
TavelandBoel o | C1 Average Daiy Batance | ) Summary Fuctualon Analyss
Billing & eiing pens C3 Openlitems ] Appr,Allot & Expense Report
i ! c [F  state Aid To Localities Report
=]
B Accounts e | £ Monitor Background Pr s
£ Accounts Payable u Review Financial Int
Commitment Col 3 Banking B General Reports ’
General Ledger | -
LEAIE 23 Commitment Conirol
Allocations =
,
Set Up Financial oo Ledpey
Enterprise Comgg &) Allocations »
Worklist C1 SetUp Financials/Supply Chain
Tree Manager | (3 Enterprise Components
Reporting Tools | oy ey »
PeopleTools -

5. Click the Cardinal Trial Balance Report link.

U Cardinal Trial Balance Report

The Cardinal Trial Balance Report Find an Existing Value page displays.

Favorites » | Main Menu ~ > General Ledger~ > GeneralReporis~ > Cardinal Trial Balance Report

Cardinal Trial Balance Report

[@® Add a New Valug|
Find an Existing Value {@ Add a New Valug|

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

@RECBHI Searches \ Choose from recent searches v| a | Saved Searches | Choose from saved searches v| &

Search by:  Run Control ID begins with
~ Show more options

|  search | |  Clear

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

If this is not the first time generating this report, always search for and use an existing Run
0 Control ID before creating a new one. Users cannot delete Run Control IDs once they are
created and saved. The instructions provided in Steps 6 - 8 assume that this is the first time
that this Report is being generated.
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Step | Action

0. Click the Add a New Value button.

&} Add a New Value

The Add a New Value page displays.

Favorites ~ | Main Menu ~ > Generalledger- > GeneralReporis~ > Cardinal Trial Balance Report

Cardinal Trial Balance Report

Add a New Value

*Run Control ID

| Add |

IQ_FIHG an Existing Value

7. Enter a Run Control ID in the Run Control ID field based on the following guidelines:

future use

e Upto 30 characters are allowed

¢ No blank spaces can be used. However, an underscore “ ”
spaces

e Do not use wildcard symbols (%)

*Run Control D

e The Run Control ID must be unique and should be descriptive enough to help locate for

can be used in lieu of

8. Click the Add button.

Add

Rev 5/16/2025
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Step | Action

The Trial Balance Report page displays.

Favorites v Main Menu v

Trial Balance Report

Trial Balance Report
Run Control ID  TRIAL_BALANCE_REPORT

Report Request Parameters

“Business Unit: (%for All BUs ) | 15100 la,
*Fiscal Year:
Accounting Period:

ChartField Selection

O By Fund

5l Save ||[=] Notify || Refresh

> GeneralLedgerv > General Reportsv >

Ledger Selection

O Full Accrual
(J By BUIFUND
O Modified Accrual (] Summary
J By BUIFund/Project
O cash Basis
@] By FundGroup [ petail
O O Actuals
By:All ccounts (All Ledgers selected will be summed
together)

Cardinal Trial Balance Report

Report Manager  Process Monitor Run i
Include Adjustment Periods
Adjustment Period
1 —_v =+ =]

Account Details

[% Add || 2] Update/Display

Enter the desired parameters

for the report using the corresponding fields.

parameter fields available will

Parameters are used to limit/define the specific data requirements for the Report. The

differ based on the FIN report being generated.

Refer to the FIN Reports Catalogs for a listing of the parameters available for the specific
Report being generated. The FIN Reports Catalogs are located on the Cardinal Website in

Reports Catalogs under Resources.

10. Click the Save button.

5l save | =] Notify

 Refresh

i
"
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Step | Action
The page refreshes.
Favorites | Main Menu + » General Ledger» » General Reporis~ > Cardinal Trial Balance Report
Trial Balance Report |
Trial Balance Report
Run Control ID  TRIAL_BALANCE_REPORT Report Manager ~ Process Monitor Run
Report Request Parameters
*Business Unit: (%for All BUs } | 15100 Q Include Adjustment Periods
*Fiscal Year: 2025 Adjustment Period
Accounting Period: L 1 =
ChartField Selection Ledger Selection Account Details
O Full Accrual
By BU/FUND Fund[01000 |Q

[ Modified Accrual Summary

By BU/Fund/Project
J cash Basis a

By FundGroup 4 i
Actuals Detail

By All Accounts (All Ledgers selected will be summed

By Fund together)

(5] save ||=]Notify || Refresh | |[Ck Add || 5] Update/Display

11. Click the Run button.

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

Process Scheduler Request

Help
UserID Run Control ID TRIAL_BALANCE_REPORT
Server Name v Run Date |02/04/2025 31
Recurrence v Run Time | 1:50:18PM | Reset to Current Date/Time
Time Zone Q

Process List

Select Description Process Name Process Type *Type *Format Distribution
Cardinal Trial Balance Report VGLRO01 SQR Report [web  ~][PDF | Distribution

OK || Cancel H Refresh

! ,:1!
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Step | Action

The Type field defaults to “Web”. Update to “Email”, “File”, or “Printer” as desired. If “Email”
is selected, use the Distribution link to identify the email address to send the Report to.

0 The Format field defaults based on the Report being generated. Update as needed if other
formats are available for the Report being generated.

Refer to the FIN Reports Catalogs to identify the formats available for each specific FIN
Report. The FIN Reports Catalogs are located on the Cardinal Website in Reports
Catalogs under Resources.

12. Click the OK button.

OK Cancel Refresh

The Trial Balance Report page redisplays.

Favorites = | IMain Menu + > General Ledger » General Reporis + > Cardinal Trial Balance Report

Trial Balance Report

Trial Balance Report

Run Contrel ID  TRIAL_BALANCE_REPORT Report Manager ~ Process Monitor l S RUN R |

Process Instance 22032569
Report Request Parameters

*Business Unit: (%for AllBUs ) |15100 Q Include Adjustment Periods
*Fiscal Year: 2025 Adjustment Period
Accounting Period: 1 1 (]| [=]
ChartField Selection Ledger Selection Account Details
O Full Accrual
By BU/FUND Fund 01000 |Q
[ Modified Accrual Summary
By BU/Fund/Project
8y FundG U cash Basis )
y FundGroup ol i
Actuals Detail
By All Accounts (All Ledgers selected will be summed
By Fund together)
5] Save ||[Z] Notify ||« Refresh [Z4 Add || 7] Update/Display
13. Notice that a Process Instance Number has been assigned to the report request and

displays right below the Process Monitor link (22032569 in this example).

Make note of this Process Instance Number.

14. Click the Process Monitor link.

Process Monitor
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Step | Action

The Process List page displays.

Favorites + ‘ Main Menu + > General Ledger~ >

Process List

View Process Request For

General Reports + >  Cardinal Trial Balance Report > Process Monitor

Process List

Process
Name

VGLROO1

Select Instance  Seq. Process Type

22032569 SQR Report

Go back to Cardinal Trial Balance Report

[§l save | [=] Notify

User ID Q  Type v [Lest ~] 1 | Refresh |
Server Name Q  Instance From Instance To ‘ Clear |
Run Status Distribution Status Save On Refrash Report Manager ‘ Reset |

User

Personalize | Find | View All | (21| [5d First (4. 10of1 (} Last

Distribution

Status Actions

Run Date/Time Run Status Details

02/04/2025 1:50:18PM EST Success Posted Details ~ Actions

15.
Number previously captured.

Locate the applicable Report within the Process List section using the Process Instance

Process List

Select]instance [Seq. Process Type

22032569

SQR Report

Process
Name

VGLROO1

User

The report can be viewed once the Run Status field updates to either “Success” or “Error’
and the Distribution Status field updates to “Posted”.

Distribution
Run Status Status
Success Posted

Periodically click the Refresh button until these two status fields update.

e The Clear button can be used to clear any defined view parameters
e The Reset button can be used to reset back to the last saved view parameters

Refresh

Clear

Reset

Rev 5/16/2025
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Step | Action
16. Click the corresponding Actions dropdown button.
[§  First 4 10of1 » Last
istribution . .
iatus Details Actions
osted Details = Actions

The Actions menu displays.

Actions
= Actinns
Update Process »
Details
Parameters
Message Log

View Log/Trace

17. Click the View Log/Trace list item.

View Log/Trace

If the report completed with a Run Status of “Error”, the Message Log list item can be used
to review why the error occurred.

Message Log
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Step | Action

The View Log/Trace page displays in a pop-up window.

View Log/Trace

Help
Report
Report ID 97496288 Process Instance 22032569 Message Log
Name YGLROO1 Process Type SQR Report

Run Status Success

Cardinal Trial Balance Report
Distribution Details

Distribution Node fintrn Expiration Date | 03/06/2025
File List
Name File Size (bytes) Datetime Created
SQR_VGLRO01_22032569.log 2,287 02/04/2025 1:52:59.823582PM EST
valr001_22032569 PDF 13,796 02/04/2025 1:52:59.823582PM EST
valr001_22032569 out 16,412 02/04/2025 1:52:50.823582PM EST
Distribute To
Distribution ID Type *Distribution 1D
User

Return

18. Click the .PDF link within the File List section to view the generated report in PDF format.

vglr001_22032569.PDF 13,796 02/04/2025 1:52:58.623582PM EST
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Generating a Financials Bl Publisher Report

Step | Action

1. Log into Cardinal Financials.

The Cardinal Home page displays.

My Favorites

myCardinal Fina
Employee Self-S
Manager Self-Sg

Customers L
Supplier Contraqg

Products. »
Customers
Products. Customer Contracts »
Customer Contra Items »
Items Suppliers »
Suppliers \

Procurement Co
Purchasing
eProcurement
Services Procurg
Sourcing
Project Costing
Travel and Expe!
Billing

Accounts Recei
Accounts Payabl
Banking
Commitment Co
General Ledger
Allocations

Set Up Financiall
Enterprise Comp
Worklist

Tree Manager
Reporting Tools
PeopleTools
Cardinal Interfac|

coococeocrocoeocoroooccocccobccococre D

» [P

Employee Self-Service
Manager Self-Service

Supplier Contracts

Procurement Contracts
Purchasing
eProcurement

Services Procurement
Sourcing

Project Costing

Travel and Expenses
Billing

Accounts Receivable
Accounts Payable
Banking

Commitment Control
General Ledger
Allacations

Set Up Financials/Supply Chain
Enterprise Components
‘Worklist

Tree Manager

Favorites » Main Menu~
Personalize Gontent | Layaut 2 Help
Menu c o myCardinal Messages o o~
My Favorites Begin Date Message
myCardinal Financials
Employee Self-Service myCardinal Financials c o~
Manager Self-Service ] Financials Report Execution ] Financials Report Retrieval ] Financlals Links
Supplier Contracts - I
Customers = FIN Report Manager = Cardinal Portal
Products F= FIN Process Menilor
Customer Contracts
htems £3 PR Reports
Suppliers Financials Query-based Reports
Procurement Contracts
Furchasing
eProcurement
Senvices Procurement
Sourcing
Project Costing
Travel and Expenses
Billng
Main Menu »
Favorites = Main Menu ~
myCardinal Financials >
Menu Y o ow

Rev 5/16/2025

Page 14 of 44




})Cardinal Cardinal FIN Reporting Job Aid
V4 NAV220_ Generating FIN Reports and Inquiries

Step | Action
3. Click the Accounts Payable link.
L Accounts Payable ’

The Accounts Payable menu displays.

Accounts Receivable L

Accounts Payable Vouchers 3

Banking Payments i’

Commitment Gontrol Batch Processes i’

General Ledger Review Accounts Payable Info r

cocroo

i

Reports 4

Allocations

cocoopo DO

Set Up Financials/Supply Chain »

4, Click the Reports list item.

1 Reports 4

The Reports menu displays.

Accounts Receivable LJ

Accounts Payable Vouchers

Banking Payments

Commitment Control Batch Processes

(I it

Review Accounts Payable Info
L3 Vouchers

General Ledger

C

Allocations Reports

Voucher Reconciliation
Set Up Financials/Supply Chain 4

Payments
Enterprise Components 4

Worklist 4

CCr

Supplier

Crooorroolo

Tree Manager 4
hd

5. Click the Vouchers list item.

LJ  Vouchers b
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Step | Action

The Vouchers Reports Menu displays.

[3
t .J Agency to Agency Vouchers
' =] Unreimb/Reimb Petty Cash Vchrs
[3
= voucher Listing by Chartfield
' El voucher & Expense Accrual Rpt
' 5l Match Exceptions
: =] Posted Voucher
I Vouchers 4
=1 voucher Register
- Payments 4
=l voucher Upload Error Report
- Batch Processes 4
L Review Accounts Payable Info L4
C3  Reports 1 Vouchers »
X 1 Voucher Reconciliation 4
ply Chain 4
' Payments 4
ts 4
N L Supplier 4
6. Click the Voucher Register link.
|  Voucher Reqister
The Voucher Register Find an Existing Value page displays.
Favorites + | Main Menu + > Accounts Payable+ > Reports» > Vouchers~ > Voucher Register
Voucher Register
. L '®7Add a New Value|
Find an Existing Value = ]
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values
@RECEN Searches | Choose from recent searches v Z [] Saved Searches [ Choose from saved searches v &

Run Control ID

~ Show fewer options

[J case Sensitive

| Search | ‘ Clear

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.

=

If this is not the first time generating this Report, 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 in Steps 7 - 9 assume that this is the first time
that this Report is being generated.

&
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Step | Action
7. Click the Add a New Value button.
(1) Add a New Value
The Add a New Value page displays.
Favorites + ‘ Main Menu » > Accounts Payablev > Reporisv > Mouchersw» > Voucher Register
Voucher Register
Add a New Value ;Q_Fmd an Existing Valug|
*Run Control ID
Add
8. Enter a Run Control ID in the Run Control ID field based on the following guidelines:
e The Run Control ID must be unique and should be descriptive enough to help locate for
future use
e Upto 30 characters are allowed
e No blank spaces can be used. However, an underscore “ ” can be used in lieu of
spaces
e Do not use wildcard symbols (%)
*Run Control ID | |
9. Click the Add button.
Add
Rev 5/16/2025 Page 17 of 44
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Step | Action

The Voucher Register page displays.

Favorites ‘ Main Menu = > Accounts Payable« » Reports+ » Wouchers~ > Voucher Register
Voucher Register
Run Control ID VOUCHER_REGISTER Report Manager Process Monitor Run
Language [English v
Report Request Parameters
Business Unit 15100 |Q
Date Range Print Options
From Date B (J Print Voucher Line
Through Date 1) (J Print Distribution Line
'Flsave ||[=] Notify % Add || 5] Update/Display
10. Enter the desired parameters for the Report using the corresponding fields.

Parameters are used to limit/define the specific data requirements for the Report. The
parameter fields available will differ based on the FIN Report being generated.

0 Refer to the FIN Reports Catalogs for a listing of the parameters available for the specific

Reports Catalogs under Resources.

Report being generated. The FIN Reports Catalogs are located on the Cardinal Website in

11. Click the Save button.

Gl Save | =] Notify

12. Click the Run button.

Run

Rev 5/16/2025
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Step | Action

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

Process Scheduler Request
Help
UserID Run Centrol ID VOUCHER_REGISTER
Server Name v Run Date |04/22/2025 5]
P Recurrence v Run Time | 11:14:2TAM | Reset to Current Date/Time
Time Zone Q

Process List

Select Description Process Name Process Type *Type “Format Distribution

Voucher Register APX1010 Bl Publisher [Web  ~|[PDF | Distribution

CK || Cancel
.:i

o The Process Type field displays “Bl Publisher” for these types of Reports.

The Type field defaults to “Web”. Update to “Email”, “File”, or “Printer” as desired. If “Email”
is selected, use the Distribution link to identify the email address to send the Report to.

0 The Format field defaults based on the Report being generated. Update as needed if other
formats are available for the Report being generated.

Refer to the FIN Reports Catalogs to identify the formats available for each specific FIN
Report. The FIN Reports Catalogs are located on the Cardinal Website in Reports
Catalogs under Resources.

13. Click the OK button.

OK Cancel
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Step | Action
The Voucher Register page redisplays.
Favarites = Main Menu » Accounts Payable + » Reports» » Vouchers+ > \oucher Register
Voucher Register
Run Control ID VOUCHER_REGISTER Report Manager Process Monitor fun
Language Process Instance:23460677
Report Request Parameters
Business Unit| 15100 |Q
Date Range Print Options
From Date 02/01/2025 [[34 Print Voucher Line
Through Date 02/28/2025 |[51) O3 Print Distribution Line
‘Tl save ||[=] Notify + Add || 2| Update/Display

14.
displays just below the Process Monitor link (23460677 for this example).

Click the Process Monitor link.

Notice that a Process Instance Number has been assigned to the report request and

Process Monitor

The Process List page displays.

Favorites Main Menu « > Accounts Payable v >

Process List

View Process Requests

Reports »+ > Vouchers+ > Voucher Register » Process Monitor

Go back to Voucher Register

'Fl Save | |[=] Notify

User ID Q Type | v] [Last v 1 Refresh
Server v] Name Q Instance Range Clear
Run Status Distribution Status Save On Refresh Report Manager Reset
Process List Personalize | Find | View All | (2 | & First (4' 10f1 (» Last
Select Instance  Seq. Run Control ID Process Type ﬁ;?;:kss User Run Date/Time Run Status Igl:gli:mioﬁ Details  Actions
23460677 VOUGHER_REGISTER Bl Publisher  APX1010 Q2ROSNZIAN Guccess  Posted  Detais  ~Actions
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Step

Action

15.

Locate the applicable Report within the Process List section using the Process Instance

Number previously captured.

Process List

Select Instance  Seq. Run Control ID

Process

Name Lse

Process Type

23460677

VOUCHER_REGISTER BI Publisher

APX1010

The Report can be viewed once the Run Status field updates to either “Success” or “Error”
and the Distribution Status field updates to “Posted”.

Distribution
Run Status Status
Success Posted

Periodically click the Refresh button until these two status fields update.

Refresh

Clear

Reset

The Clear button can be used to clear any defined view parameters
The Reset button can be used to reset back to the last saved view parameters

16. Click the Report Manager link.
| I
bn Status Save On Refresh Report Manager | Reset
Personalize | Find | View All | (7 | [ First 14" 1of1 (b Last
Process Type ::ra?ﬁsss User Run Date/Time Run Status g:gli:ulinn Details  Actions
R Bl Publisher APX1010 23’%2!2025 T14.27AM Success Posted Details ~ Actions.
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Step | Action

The Report Manager page displays.

Favorites v i Main Menu v > Accounts Payable v > Reportsw > Voucherswv > Voucher Register > Process Monitor > Report Manager
List Explorer f Administration ] Archives
View Reports For
Fnlder Instance to Efrgsh
Name Created On 5 1
Reports Personalize | Find | View All | (2] | @ First (4 1-20f2 [} Last
Report Report Description Folder Name gg{zﬁlier::gn Report ID l':;‘:gﬁz:
APX1010 - 04/22/125
1 APX1010.pdf APX1010 - APX1010.PDF General 11-20AM 104610441 23460677
Go back to Process Requests
‘5 Save
List | Explorer | Administration | Archives
17. Click the link in the Report column.

Reports Personalize | Find | View Al | 3| [&5  First (4 1-20f2 (b Last
Report Report Description Folder Name gg{g#?ﬂtjgn Report ID EE;ﬁz:
APX1010 - 04/22125
APX1010.pdf PX1010 - APX1010.PDF General 1120AM 104610441 23460677

The Report page displays.
Favorites v ‘ Main Menu v > Accounts Payable+ > Reportsv » Vouchers+ > Voucher Register » Process Monitor > Report Manager
Report
Report ID 104610441 Process Instance 23460677 Message Log
Name XMLP Process Type XML Publisher

Run Status Success

APX1010 - APX1010.pdf
Distribution Details

Distribution Node fintrn Expiration Date 05/22/2025

File List

Name File Size (bytes) Datetime Created

APX1010.pdf 1,415,423 04/22/2025 11:20:05.057211AM EDT
Distribute To

Distribution ID Type *Distribution ID

User

| Return ‘

18. Click the .pdf link within the File List section to view the generated Report in the PDF
format.

File List

Name

IAPX‘]U']D.pdf I
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Accessing nVision Reports and Using Drilldowns
nVision reports require Excel 2007 or higher in order to for the reports to display in a readable format.

Users must have the DrilltoPIA Excel Add-In to run Drilldowns. See the Job Aid titled DrilltoPIA Add-
In for nVision Drilldown for the instructions to download this Add-In. This Job Aid and the
downloaded file are located on the Cardinal Website in Job Aids under Learning.

Step

Action

1.

Log into Cardinal Financials.

The Cardinal Home page displays.

Favoritesw Main Menu v
Personalize Content | Layout 2 Help

Menu T ov myCardinal Messages T ov

My Favorit =

ty Favorites Begin Date Message

myCardinal Financials

Employee Self-Service myCardinal Financials T o~

Manager Self-Service (+#”] Financials Report Execution (=] Financials Report Retrieval ("] Financials Links

Supplier Contracis | L/ L

Customers 2) AP Reports El FIN Report Manager E Cardinal Portal

Products £ AR Reperts I FIN Process Manitor

GLReports
Customer Contracts ) PAReports

ttems
Suppliers

Procurement Contracts
Purchasing
eProcurement
Services Procurement
Sourcing

Project Costing

Travel and Expenses
Biling

| PR Reports
= Financials Query-based Reporte

Click the Fin Report Manager link in the myCardinal Financials section.

Financials Report Retrieval

| = FiN Report Manager |
=! FIN Process Monitor

The Financial Report Manager page displays with the List tab displayed by default.

Favorites + Main Menu + > myCardinal Financials + > Financials Report Retrieval

List Explorer Administration Archives

View Reports For

Fo\der Instance to Refresh
Name Created On 5 1
Reports Personalize | Find | View Al | (21| [53 First (4 10of1 (b Last
c Completion Report Process
Report Report Description Folder Name Date/Time D Instance
1 Report
Gl Save

List | Explorer | Administration | Archives

.y

If a “More than 1000 rows will be returned; this may take a long time” message displays, click
the Cancel button to continue.
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Step | Action

The Financials Report Manager displays tabs to view all of the reports that are in the
Cardinal system that the user is authorized to access. Tab descriptions:

for the nVision report desired
o Explorer: displays hierarchical view of the folders and reports by BU and Fiscal Year
¢ Administration: displays nVision and ad hoc reports. Click the Details link to access
the ad hoc reports
e Archives: Not used in Cardinal Financials

ﬂ e List: allows entry of report parameters such as the Folder, Instance range, and Name

3. Enter the applicable search criteria in the View Reports For section.
View Reports For
Folder v Instance to ‘ Refresh |
Name Created On \?ﬂ! Last v 1| Days v !

0 Folder: use this option to select the report to be retrieved (e.g., “APPROP BUD ACTUAL”)
Name: this is not a required field. It allows further narrowing of the search results

Last: use the dropdown options for the reports run time span in minutes, hours, days, or
years

Sample of a completed View Reports For section:

Favorites « ‘ Iviain Menu v » myCardinal Financials + > Financials Report Retrieval

List Explorer Administration Archives

View Reports For

Folder| APPROP BUDACTUfv]  Instance to | Refresh |
Name[BUT5100 Greated On e 1
Reporis Personalize | Find | View All | (2] | E First (4 10of1 (¥ Last
- Completion Report Process
Report Report Description Folder Name Date/Time D e
1 Report
4. Click the Refresh button.
Refresh
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Step | Action

The page refreshes and the search results display under the Reports section.

Favorites = | Main Menu + > myCardinal Financials + > Financials Report Retrieval
List || Explorer | Administration | Archives

View Reports For

Folder | APPROP BUD ACTUZ2 w Instance to | Refrash |

Name [BUT5100 Created On & 1

Reports Personalize | Find | View All | (] | Q First (4 1-50 of 68 (}  Last
Report Report Description Folder Name SEglai Report ID BrOCess
BU15100-
BUDVSACT BU15100-BUDVSACT 07/22124
FND/PRG. END/PRG-01000 APPROP BUD ACTUAL 12-02AM 98066660 22091105
01000
BU15100-
BUDVSACT BEU15100-BUDVSACT 04/23/25
FND/PRG- END/IPRG-01000 APPROP BUD ACTUAL 12:02AM 106083341 23780169
01000
BU15100-
BUDVSACT BU15100-BUDVSACT 04/22125
FND/IPRG- END/IPRG-01000 APPROP BUD ACTUAL 12-03AM 106044281 23772340
01000
BU15100-
BUDVSACT BU15100-BUDVSACT 04/19/25
FND/PRG. END/PRG-01000 APPROP BUD ACTUAL 12-04AM 106003863 23763167
01000
BU15100- BU15100-BUDVSACT 04/22125
5 BUDVSACT END/IPRG-02011 APPROP BUD ACTUAL 12:03AM 106044290 23772340
FND/PRG-02011 ’
BU15100-
5 BUDvsAcT 2 Tel10 BUDVEACT APPROP BUDACTUAL 3319/ 105003869 23763167

FND/PRG-02011 :

5. Select the applicable report by clicking the corresponding link within the Report column.
BU15100-
EHS};?:?;CET Eﬁgﬁg g[g}%l:‘lg[\]fﬂSACT APPROP BUD ACTUAL ?g%iﬁ; 106044281 23772340
01000

6. A Save Warning message displays.

Click the No button.

3l Save Warning

Do you want to save your changes? Click Yes to go back and save, or Mo to discard your changes.
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Step | Action

The Report page displays for the selected report.

Report
Report ID 106044281 Process Instance 23772340 Message Log
Name RPTBOOK Process Type nVision-ReportBook

Run Status Success

BU15100-BUDVSACT FND/PRG-01000
Distribution Details

Distribution Node finprd Expiration Date 09/06/2052
File List
Name File Size (bytes) Datetime Created
RGLOD3A-01000 xlsx 21,287 04/22/2025 12:03:59.673193AM EDT
Distribute To
Distribution ID Type *Distribution ID
Role V_COVA_CARDINAL_REPORTER
7. Click the .xIsx file under the File List section.
File List

Name
|RGLo03A-01000 x1sx |

Excel may display a warning message. Click the Yes button to continue. Sometimes the
message is hidden behind another screen and gives the illusion that that the report is still

0 downloading.

If there is no pop-up message and the report has not yet opened, click the Excel icon on the
toolbar at the bottom of the screen. The pop-up message should display. Click the Yes
button to open the Report.

A pop-up message may display asking what to do with the file. Click the Open button.

8. The Report downloads.
Click the file to access it.

Q % O & @

lize P
5 RGLOO3A-01000.xlsx nalize Fags

20.5 KB » Done
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Step | Action

The downloaded file displays.

File Home Insert Page Layout Formulas Data Review View Automate  Add-ins  Help
039 v b3
B | c D I o P Q |
2
3 Commonwealth of Virginia
4 COVA Standard Budget to Actual - Program, Fund
5
6 |Report ID: RGLO03A Run Date: April 22, 2025
7 |Layout ID: VGLROO3A Run Time: 12:03:59 AM
8 |Scope: FNDS_15100
9 |Period Ending: 2025-06-30
10 |Business Unit: 15100 Department of Accounts
11 |Fund: ‘01000 General Fund
12|
13
(Over) Under

14 | Program Description Appropriation Expenditures Appropriation % of Budget R
15

. 16 ALL_PROGRAMS

I Fin Sys Develp&Mgmt $ 3501,869.00 § 1,392,289.77 2,108,579.23 0.60

27 Accounting Services  $ 1229294800 $ 9,310,116.08 2,982831.92 0.24

30 | Admin&Support Sves _$ 1,512,160.00 $ 1,369,791.82 162,368.18 0.10
31 ALL_PROGRAMS $17,306,977.00 $12,062,197 67 $5,244,779.33 30.30%
32 |
33
34 |
35

analyze data.

The nVision term for this is nPlosion.

i B

,

4 COovA
5|
6 |ReportID: RGY
7 |Layout ID: VGL]
8 |Scope: FMNO|
9 |Peried Ending: 202§
10 |Business Unit:"151
11 |Fund: B10¢
12 |
13
14 | Program Deq
16

- 16

21

27|

30 |

[=] 31

32 |

nVision reports are in the Excel format which allows the use of Excel tools to help further

Use the numbered boxes in the top left-hand corner or the plus (+) and minus (-) icons to
enable the expansion and contraction of columns and rows to change the display options.
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Step | Action

Sample of a Report with all fields expanded.

[
iz]s B C D G J
z
3 g Commonwealth of Virginia
4 COVA Standard Budget to Actual - Program, Fund
5
6_|ReportID: RGLO0ZA
7 |LayoutID: VGLROO3A
8 |Scope: FNDS_15100
9 |Period Ending: _ 2025-08-30
10 |Business Unit 15100 Department of Accounts
11 |Fund: Bio0o General Fund
12
13
14 | Program Description 2028-1 2025-2 2025-3 20254 2025-5 20256
156
16 ALL_PROGRAMS
[rad 7240 Fin Sys Development & Mgmt ,501,869.00 0.00 0.00 0.00 0.00 0.00 0.00
[C14 724001 Financial System Development 0.00 48,455 44 71,808.31 44,288.61 33,867.46 66,422.02 56,669.20
- 19f 724002 Financial System Maintenance 0.00 72682.54 113,108.12 66,434.10 33,045.94 99,864.24 85,032.95
.ol 724004 Computer Services 0.00 0.00 0.00 0.00 0.00 0.00 0.00
[= 21 Fin Sys Develp&Mgmt _§ 350186900 $ 12113768 $ 19091743 $ 110,722 71 6683340 8 16628626 $ 141722 15
2l 370 Accounting Services 12,292,848 00 000 000 000 0.00 0.00 0.00
- af 737001 General Accounting 0.00 253,658.96 393,927.75 238,524 67 120,707.56 346,239.60 239, 447.11
1 737002 Disbursements Review 0.00 28,976.26 2752254 18,268 81 9,137.61 38,268.28 26,586 82
4 737003 Payroll Operations. 000 143,280 52 238,527 05 143,050 48 74,036 44 213,584 94 148,289 73
26 737004 Financial Reporting 0.00 475,908 30 741,675 68 506,066.35 261,449.05 760,762.31 605,767 .56
& o ‘Accounting Services | § 1220294800 § 001,637.04 § 140155293 § 004,899.41 46533066 § 1,356,865.13 S 1,020,111.22
- a8l 7980 Administrative & Support Svcs 1,5612,160.00 0.00 0.00 0.00 0.00 0.00 0.00
IJ; 14 799001 General Management & Direction 0.00 119,787.93 208,084.82 148,710.05 105,539.34 225192.76 161,696.44
= 30 Admin&Support Svcs _§ 151216000 $ 11878783 § 20606482 146,710.05 10553934 § 22519276 8 181,686 44
- k1] ALL $17,306,977.00 $1,142 762 85 $1,768,635.18 $1,162,332.17 $637,803.40 $1,750,344.15 §1,343 629 81
2|
1

The nVision Drilldown feature is useful to determine the transactions included in an amount
on the Report. To drilldown within an nVision report, the DrilltoPIA Add-In for nVision must

0 be configured within Excel and the user must be logged into Cardinal. If the DrilltoPIA is

SC

reen.

properly installed, the Add-Ins tab displays in the Excel menu ribbon located at the top of the

Drilldown does not work on a cell with a formula (e.qg., a total field) or on a cell in the
“Appropriation” column or any “Budget” column.

9. Select the applicable cell to drilldown by clicking in the applicable cell.

Program Description Appropriation 2025-1 2025-2 2025-]
ALL PROGRAMS

r 7240 Fin Sys Development & Mgmt 3,501,869.00 0.00 Q.00 0.00]
r 724001 Financial System Development 0.00 48 455 44) 77.808.31 | 44288 61
I 724002 Financial System Maintenance: 0.00 72682.54 113,109.1 66,434.10)
r 724004 Computer Services 0.00 0.00 0.00 0.00|

Fin Sys Develp&igmt = § 3,501,869.00 $ 121,137.98 % 180,917.43 § 110,722.71
r 7370 Accounting Services 12,292,948.00 0.00 0.00 0.00]
I 737001 General Accounting 0.00 253,658.96 3983,827.75 238,524.67|
I 737002 Disbursements Review 0.00 28,979.26 27,522.54 18,268.91
I 737003 Payroll Operations 0.00 143,280.52 238,527.05 143,050.48]

10. Click the Add-Ins menu and the nVisionDrill menu opens at the top of the page.

File Home Insert  Page Layout Formulas Data Review View  Automate Help

nVisionDrill ~

IMenu Commands
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Step | Action

11. Click the nVisionDrill dropdown button.

File Home  Inse

nVisionDrill ~

IMenu Commands
|

12. The Drill option displays.
Click the Drill option.

| nVisionDrill ~ |

Drill

The Run Drilldown page displays.

Favorites = | Main Menu > Drilldown
Run Drilldown
Report Instance: 23772340_106044281

Row: 18 Column: 3

“Type: Web A
Available Drilldown Layouts Personalize | Find | (3] [El First (4/ 1-190f19 (b Last
Description *Server Name Run Drilldown
Account by Business Unit [PSNT1__v]| | Run Drilldown |
Account by Period [PSNT1_v] | Run Drilldown |
Aceount by Product [PSNT1~] | RunDrilldown |
Business Unit by Period [PSNT1 _~]| | Run Drilldown |
Business Unit by Account [PSNT1 v | Run Drilldown |
Business Unit by Product [PSNT1_ ~| | RunDilldown |
Product by Account [PSNT1__v| | RunDrilldown |
Product by Business Unit [PSNT1 v | Run Drilldown |
Product by Period [PSNT1~] | RunDrilldown |
Drilldovin by Agency Use 1 [PSNT1 _~]| | Run Drilldown |
Drilldown by Task [PSNT1 _~]| | Run Drilldown |
Drilldown by FIPS [PSNT1__v]| | Run Drilldown |
Drilldown by Asset [PSNT1__v| | RunDrilldown |
Drilldown by Cost Center [PSNT1~] | RunDrilldown |
Drilldown by Department [PSNT1~] | RunDrilldown |
Drilldovn by Agency Use 2 [PSNT1 _~]| | Run Drilldown |
Drilldown by Journal [PSNT1 _~]| | Run Drilldown |
Drilldown by Voucher [PSNT1_v| | RunDrilldown |
Drilldown by Employee [PSNT1__v| | RunDrilldown |
[=] Notify

Drilldown is available by ChartFields such as Account, Department, and Task as well as by
Journal and Voucher.
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Step

Action

13.

Click the Run Drilldown button to the right of the applicable drilldown layout description to
run the Report.

Drilldown by Department PSMNT1 e Run Drilldown

@

A disclaimer message may display regarding the number of rows potentially being returned.
This Excel message screen may be hiding behind another screen. If the message is not
visible, click the Excel icon on the toolbar at the bottom of the screen.

Click the OK button on the message to continue. If performance issues with a drilldown are
experienced, consider modifying the scope of the drilldown.

Cardinal opens the Administration tab on the FIN Report Manager page.

List | Explorer | Administration | Archives

Favorites » \ Main Menu v > Drilldown

List Explorer Administration || Archives

View Reports For

User ID Typel v | Last v] 1 Hours v ‘ Refresh
Status| Bt | Folder| v | Instance to

Report List Personalize | Find | View All | (2] | [ First (4 10f1 (» Last
Report Prcs S Request g

Select |~ Instance  Description DateTime  Format  Status Details

Microsoft
(] 106092558 23780771 DR_23772340_23780771_RGLO03A-01000 xlsx g‘ﬂ’?gégﬁ E:ecse' Posted Details

(*xls)

"Select All ‘Deselect All
Delete | Click the delete button to delete the selected report(s)
[F] Save

Drilldown report file names begin with “DR” and end with “.xIsx”. The Report name in the
Description column is the link to the actual Excel Drilldown Report.

If the desired Report is not visible, click the Refresh button until the Report displays at the
top of the Report List section of the page.

14.

Click the Description link for the Report.

Description

DR_23772340_23780771_RGL003A-01000.xlsx
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Step

Action

The report downloads.

a * O & @

Sign Out|
Recent download history ® fon Bu

b} DR_23772340_23780771_RGLOO3A-01000

xlsx
16.9 KB » Done

Full download history (24

15.

Click the list item to open the downloaded file.

xlsx

16.9 KB » Done

|B=--. DR_23772340_23780771_RGLOO3A-01000

@

A pop-up message may display stating that results exceed 1,000 lines or that the file is in a
different format than the extension. If this message appears, click the OK or Yes button to
continue.

The Report opens in Excel.

Commonwealth of Virginia
Drilldown by Department

Dopartment of Actounts

Description Budget 20251 20252 20253 20254 20255 20255

Systems Analysis & Programming 0.00 16,360.41 25,783.51 12,267.32 17,869.50 18,357.18 23,618.33
Chiaf Technology OHficer & DBA 0.00 32,086.02 48,024.80 32,021.29 16,017.56 48,024.84 23,070.87
All Departments 50.00 $48,455.44 577,608.31 $44,288.61 $33,887.45 $66,422.02 $56,689.20

16.

Additional drilldown Reports can be initiated from this Report as needed.

In this example, the drilldown shows that the value was charged to two Departments (98300
and 98400) which total the “$77,808.31”.

Department Description Budget 20251 20252

93300 Systems Analysis & Programming 0.00 16,369.41 29,783.51

93400 Chief Technology Officer & DBA 0.00 32,086.03 48,024.80
[ All Departments $0.00 $48,455.44 $77,808.31

@

In some cases, the number in the Drilldown may not match the nVision. This is usually
caused by a transaction that occurred on the current date.

e nVisions are typically created nightly or generated when triggered by transaction activity
e DrillDowns are real time (based on the current date they are run)

If there is a discrepancy, typically the Drilldown by Journal can be run to identify the
transaction that occurred on the current date that was not included in the totals on the
nVision report.
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Using Explorer to Access nVision Reports

Explorer is one of the tabs on the FIN Report Manager page. The Explorer tab allows access to
nVision and other reports and displays an hierarchical view of the folders and reports by BU and Fiscal
Year.

This section of the Job Aid will walk through the steps for using the Explorer to access nVision
Reports.

Step | Action

1. Log into Cardinal Financials.

The Cardinal Home page displays.

Favorites Main Menu v
Personalize Content | Layout 2 Help
Menu T ov myCardinal Messages T ov
Wy Favores Begin Date Message
myCardinal Financials.
Employee Self-Service myCardinal Financials c o~
Manager Self-Service 7] Financials Report Execution (+#”] Financials Report Retrieval (7] Financials Links
Supplier Contracts. L | P g
Customers 3 AP Reports = FIN Report Manager B Cardinal Portal
Progucts £ AR Reports =] FIN Process Moritor
GL Reports
Customer Contracts ) PARsports
ltems _: PR Reperts
Suppliers E Financials Quary-basad Reports
Procurement Coniracis
Purchasing
eProcurement
Senvices Procurement
Sourcing
Project Costing
Travel and Expenses
Biling
2. Click the Fin Report Manager link in the myCardinal Financials section.

Financials Report Retrieval

| = FIN Report Manager |
= FIN Process Monitor

The Financial Report Manager page displays with the List tab displayed by default.

Favorites = Main Menu + » myCardinal Financials + > Financials Report Retrieval

List Explorer Administration Archives

View Reports For

Fo\der Instance to Refresh
Name Created On 5 1
Reports Personalize | Find | View All | (21| [53 First (4 10of1 (b Last
S _ Completion Report Process
Report Report Description Folder Name DatefTime D Instance
1 Report
‘Gl Save

List | Explorer | Administration | Archives

Rev 5/16/2025 Page 32 of 44



Cardinal FIN Reporting Job Aid

.

%/ Cardinal

V4 NAV220_ Generating FIN Reports and Inquiries

Step | Action

0 If a “More than 1000 rows will be returned; this may take a long time” message displays, click

the Cancel button to continue.

3. Click the Explorer tab.

List Explorer | Administration

0 The Explorer tab may take 2-3 minutes to display as it loads the reports which go back

several years.

The Explorer tab displays.

Favorites Main Menu ~

List Explorer || Administration

General

PROG BUD ACTUAL
CSC BUD ACTUAL
PROJ EXP ACTIVITY
PROJ EXP ACCOUNT
PRG CSC BUD ACTUAL
OPRL BUD ACTUAL
APPROP BUD ACTUAL
2014 Statewide Rpts
2015 Statewide Rpts
DEPT EXP ACCOUNT
CSC EXP ACCOUNT
PROJ EXP TASK

PROJ FIN SUMMARY
13600 Batch Rpts
50500 Batch Rpts

AGY PROMPT PAY RPTS
2016 Statewide Rpts
72000 Batch Rpts
99900 Batch Rpts
15600 Batch Rpts
60100 Batch Rpts
19900 Batch Rpts
72500 Batch Rpts

e

> myCardinal Financials v > Financials Report Retrieval

Archives

First | Previous | Next | Last | Left | Right

0 The Explorer tab displays a hierarchical view of the folders and reports by BU and Fiscal

applicable Folder.

Year. Use the buttons (First, Previous, Next, Last, Left, and Right) to navigate to the

4. Click the applicable Folder for the nVision Report to be accessed.

APPROP BUD ACTUAL

Rev 5/16/2025

Page 33 of 44



/Cardinal Cardinal FIN Reporting Job Aid

V4 NAV220_ Generating FIN Reports and Inquiries

Step | Action

The selected Folder expands.

[= APPROP BUD ACTUAL
BU10000
BU10100
BU10200
BU10300
BU10400
BU10500
BU10700
BU10800
BU10900
BU11000
BU11100
BU11200
BU11300
BU11400
BU11500
BU11600
BU11700
BU11800

MHHHAHIHEHIHEIHIHEIHEEMHE

5. Locate and click to expand the applicable Business Unit Folder.

I_EII BU15100

The Business Unit folder expands.

[= BU15100

FY2012
FY2013
FY2014
FY2015
FY2016
FY2017
FY2018
FY2019
FY2020
Fy2021
FY2022
FY2023
FY2024
FY2025

EP )+ EP 1 O (O (e (I O e O e

6. Locate and expand the applicable Fiscal Year (FY) Folder.
[+1 |FY2025
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Action

The Folder expands.

[= FY2025

[BU15100-BUDVSACT FND/PRG-01000 - 2025-05-03-00.04.55.617476]
[BU15100-BUDVSACT FND/PRG-02011 - 2025-05-03-00.04.55.593764]
[BU15100-BUDVSACT FND/PRG-02081 - 2025-05-03-00.04.55.593894]
[BU15100-BUDVSACT FND/PRG-02111 - 2025-05-03-00.04.55.617619]
[BU15100-BUDVSACT FND/PRG-02700 - 2025-05-03-00.04.55.594011]
[BU15100-BUDVSACT FND/PRG-02870 - 2025-05-03-00.04.55.617763]
[BU15100-BUDVSACT FND/PRG-02880 - 2025-05-03-00.04.55.594123]
[BU15100-BUDVSACT FND/PRG-02900 - 2025-05-03-00.04.55.617924]
[BU15100-BUDVSACT FND/PRG-06011 - 2025-05-03-00.04.55.594271]
[BU15100-BUDVSACT FND/PRG-06080 - 2025-05-03-00.04.55.618042]
[BU15100-BUDVSACT FND/PRG-06090 - 2025-05-03-00.04.55.618191]
[BU15100-BUDVSACT FND/PRG-06150 - 2025-05-03-00.04.55.594511]
[BU15100-BUDVSACT FND/PRG-09151 - 2025-05-03-00.04.56.593668]
[BU15100-BUDVSACT FND/PRG-09362 - 2025-05-03-00.04.56.617482]
[BU15100-BUDVSACT FND/PRG-10110 - 2025-05-03-00.04.56.593815]
[BU15100-BUDVSACT FND/PRG-12110 - 2025-05-03-00.04.56.593961]
[BU15100-BUDVSACT FND/PRG-15000 - 2025-05-03-00.04.56.617690]

Click the desired Report link.

[BU15100-BUDVSACT FND/PRG-01000 - 2025-05-03-00.04.55.617476)

The Report page displays.

Report

ReportID 106432228
Name RPTBOOK

Process Instance 23852545 Message Log
Process Type nVision-ReportBook

Run Status Success

BU15100-BUDVSACT FND/PRG-01000
Distribution Details

Distribution Node finprd Expiration Date 09/17/2052

Distribute To

Distribution ID Type *Distribution 1D

File List
Name File Size (bytes) Datetime Created
RGLO03A-01000.xlsx 21,478 05/03/2025 12:04:565.617476AM EDT

Role V_COVA_CARDINAL_REPORTER
8. Follow Steps 7 — 16 in the section of this Job Aid titled Accessing nVision Reports and
Drilldowns to access the Report and execute drilldowns.
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Using Explorer to Access Reports

The Explorer is one of the tabs on the FIN Report Manager page. The Explorer tab allows access to
nVision and other reports and displays a hierarchical view of the folders and reports by BU and Fiscal
Year.

The specific steps to access reports will vary depending on the Report that is being accessed.

Step | Action

1. Log into Cardinal Financials.

The Cardinal Financials Home page displays.

Favorites Main Menu~
Personalize Content | Layout 2 help
Menu s o~ myCardinal Messages c o~
My Favortes Begin Date Message
myCardinal Financials
Employee Self-Service myCardinal Financials T ov
Manager Self-Senvice (] Financials Report Execution (7] Financials Report Retrieval (7] Financials Links
Supplier Contracts. L L L
Customers 2) AP Reports i FIN Report Manager E Cardinal Portal
Products J E}Ez::grﬂ; FIN Process Monitor
Customer Confracts ) PAReports
lems ; PR Reports
Suppliers E Financials Query-based Reporis
Procurement Contracts
Purchasing
eProcurement
Services Procurement
Sourcing
Project Costing
Travel and Expenses
Biling
2. Click the Fin Report Manager link in the myCardinal Financials section.

Financials Report Retrieval

=] FIN Report Manager
= FIN Process Monitor

The Financial Report Manager page displays with the List tab displayed by default.

Favorites = Main Menu + » myCardinal Financials + > Financials Report Retrieval

List Explorer Administration Archives

View Reports For

Fo\der Instance to Refresh
Name Created On 5 1
Reports Personalize | Find | View All | (2 | [ First (4 10of1 (» Last
P _ Completion Report Process
Report Report Description Folder Name DateiTime D Instance
1 Report
5l save

List | Explorer | Administration | Archives

If a “More than 1000 rows will be returned; this may take a long time” message displays, click
0 the Cancel button to continue.
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Step | Action

o for the nVision report desired

The Financials Report Manager displays tabs to view all of the reports that are in the
Cardinal system that the user is authorized to access. Tab descriptions:

e List: allows entry of report parameters such as the Folder, Instance range, and Name

o Explorer: displays hierarchical view of the folders and reports by BU and Fiscal Year
¢ Administration: displays nVision and ad hoc reports. Click the Details link to access

the ad hoc reports
e Archives: Not used in Cardinal Financials

3. Click the Explorer tab.

List Explorer | Administration

0 The Explorer tab may take 2-3 minutes to display as it loads the reports which go back

several years.

The Explorer tab displays.

Favorites~ | Main Menu + > myCardinal Financials v > Financials Report Retrieval

List Explorer || Administration Archives

First | Previous | Next | Last | Left | Right

General

PROG BUD ACTUAL
CSC BUD ACTUAL
PROJ EXP ACTIVITY
PROJ EXP ACCOUNT
PRG CSC BUD ACTUAL
OPRL BUD ACTUAL
APPROP BUD ACTUAL
2014 Statewide Rpts
2015 Statewide Rpts
DEPT EXP ACCOUNT
CSC EXP ACCOUNT
PROJ EXP TASK

PROJ FIN SUMMARY
13600 Batch Rpts
50500 Batch Rpts

AGY PROMPT PAY RPTS
2016 Statewide Rpts
72000 Batch Rpts
99900 Batch Rpts
15600 Batch Rpts
60100 Batch Rpts
19900 Batch Rpts
72500 Batch Rpts

e e

o The Explorer tab displays a hierarchical view of the folders and reports by Business Unit

Selected folders are highlighted in yellow.

(BU) and Fiscal Year (FY). Adhoc and nVision reports can be accessed by clicking and
expanding the applicable Folders.
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Step | Action

4, Click applicable Folder to expand as needed to locate the desired Report.

AGY PROMPT PAY RPTS

The available reports display.

Favorites = ‘ Main Menu + » myCardinal Financials + > Financials Report Retrieval

50500 Batch Rpts

[= AGYPROMPT PAY RPTS

[VAPRO0525 - 2025-05-01-23.03.03.818326]
[VAPRO0525 - 2025-04-01-23.08.28.312555]
[VAPRO525 - 2025-03-04-00.55.07.108700]
[VAPRO0525 - 2025-02-03-23.50.23.661342]
[VAPR0525 - 2025-01-03-02.20.11.231432]
[VAPRO525 - 2024-12-02-23.36.28.831744]
[VAPRO525 - 2024-11-01-23.48.26.436618]
[VAPR0525 - 2024-10-02-00.16.02.303671]
[VAPRO0525 - 2024-09-04-00.44.40.467635]
[VAPRO525 - 2024-08-01-23.54.27.338011]
[VAPR0525 - 2024-07-02-01.24.38.141080]
[VAPRO0525 - 2024-06-03-23.02.23.335869]
[VAPRO525 - 2024-05-02-00.02.44.777122]
[VAPR0525 - 2024-04-01-23.36.22.506603]
[VAPR0525 - 2024-03-01-23.47.05.514373]
[VAPRO0525 - 2024-02-01-23.51.02.351197]
[VAPRO0525 - 2024-01-03-00.08.55.971139]
[VAPRO525 - 2023-12-01-23.40.39.504929]
[VAPR0525 - 2023-11-01-23.43.35.338146]
[VAPR0525 - 2023-10-02-23.38.47.065207]
[VAPRO0525 - 2023-09-01-22.48.11.511996]
[VAPR0525 - 2023-08-01-23.20.398.418757]
[VAPRO0525 - 2023-07-01-21.03.15.688759]

PRPRPPPRPRPPRPRPRPPRPRPRPD RO D @

5. The applicable folder is selected.
Click the applicable link.

[= AGY PROMPT PAY RPTS
| [VAPR0525 - 2025-05-01-23.03.03.918326] |
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Step | Action

The Report page displays with all the BU specific Reports for the selected Report.

Report

Report ID 106377566
Name VAPRO0S525

Run Status Success

VAPR0525
Distribution Details

Distribution Node finprd

File List
Name

SQR_VAPR0525_23843923.log

VAPRO0525_10000_ 23843923.PDF
VAPRO0525_10100_ 23843923.PDF
VAPRO0525_10200_ 23843923.PDF
VAPRO0525_10300_ 23843923.PDF
VAPRO0525_10400_ 23843923.PDF
VAPR0525_10500_ 23843923.PDF
VAPR0525_10700_ 23843923.PDF
VAPR0525_10800_ 23843923.PDF
VAPRO0525_10900_ 23843923.PDF
VAPRO0525_11000_ 23843923.PDF
VAPRO0525_11100_ 23843923.PDF
VAPRO0525_11200_ 23843923.PDF
VAPRO0525_11300_ 23843923.PDF
VAPRO0525_11400_ 23843923.PDF
VAPRO0525_11500_ 23843923.PDF
VAPRO0525_11600_ 23843923.PDF
VAPRO0525_11700_ 23843923.PDF
VAPR0525_11800_ 23843923.PDF
VAPR0525_11900_ 23843923.PDF

Process Instance 23843923 Message Log
Process Type SQR Report
Expiration Date |01/25/2028

File Size (bytes) Datetime Created

2,241 05/01/2025 11:03:03.918326PM EDT
17,216 05/01/2025 11:03:03.918326PM EDT
16,952 05/01/2025 11:03:03.918326PM EDT
16,802 05/01/2025 11:03:03.918326PM EDT
16,956 05/01/2025 11:03:03.918326PM EDT
16,799 05/01/2025 11:03:03.918326PM EDT
16,848 05/01/2025 11:03:03.918326PM EDT
16,955 05/01/2025 11:03:03.918326PM EDT
16,814 05/01/2025 11:03:03.918326PM EDT
17,236 05/01/2025 11:03:03.918326PM EDT
16,852 05/01/2025 11:03:03.918326PM EDT
16,957 05/01/2025 11:03:03.918326PM EDT
16,956 05/01/2025 11:03:03.918326PM EDT
16,951 05/01/2025 11:03:03.918326PM EDT
16,976 05/01/2025 11:03:03.918326PM EDT
16,977 05/01/2025 11:03:03.918326PM EDT
16,962 05/01/2025 11:03:03.918326PM EDT
17,309 05/01/2025 11:03:03.918326PM EDT
16,800 05/01/2025 11:03:03.918326PM EDT
16,938 05/01/2025 11:03:03.918326PM EDT

For this scenario, the Report is a PDF file and is broken out by Business Unit. The way a
Report displays will vary depending on the Report.

6. Click the .PDF link to open the desired Report.
VAPR0525 15100_23843923.PDF 17,220 05/01/2025 11:03:03.918326PM EDT
The desired Report displays.

CARDINAL

Report ID: RAP525

PROMPT PAY REPORT
Run Date: 05/01/2025
Run Time: 10:59 00

DOA

04/01

Mu:
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Generating Inquiries

There are a number of inquiries available to review details about specific items or transactions. See
the Cardinal Financials Reports Catalogs for a listing of inquiries by functional area. For this scenario,
Journal Inquiry Details page is used.

Step | Action

1. Log into Cardinal Financials.

The Cardinal Financials Home page displays.

Employee Sell-Service
Manager Self-Service
Supplier Contracts
Customers

Products

Gustomer Contracts
ltems

Suppliers
Procurement Contracts
Purchasing
ePracurement
Services Procurement
Sourcing

Project Casting

Travel and Expenses
Biling

myCardinal Financials

Financials Report Execution

AP Repors

Gl
P

parts
PR Reparts

AR Reparts
ports

= Financials Query-based Reports

] Financials Report Retrieval

= FIN Report Manager
= FIN Pracsss Monitor

Favorites = Main Menu +
Personalize Content | Layout ? Help
Menu S o- myCardinal Messages S o-
My Favorites Begin Date Message
myCardinal Financials
[+ ov

] Financials Links

= Cardinal Ponal

Main Menu »

2. Click the Main Menu link.

The Main Menu displays.

Favorites »

Main Menu ~

Menu
My Favorites
myGardinal Fina
Employee Self-S
Manager Self-Sel

Services Procurg
Sourcing

Project Costing
Travel and Expe
Billing

Accounts Recer
Accounts Payab
Banking
Gommitment Cor
General Ledger
Allocations

Set Up Financial
Enterprise Gomp]
Worklist

Tree Manager
Reporting Tools
PeopleTools
Cardinal Interfac

myCardinal Financials
Employes Self-Service
Manager Self-Service

Supplier Gontracts

Customers
Supplier Contra

Products
Customers
Products Customer Contracts
Customer Contrg Items
ltems Suppliers
Suppliers Procurement Contracts
Procurement Col

Purchasing
Purchasing
eProcurement eProcurement

Services Procurement
Sourcing

Project Costing

Travel and Expenses
Billing

Accounts Receivable
Accounts Payable
Banking

Commitment Control
General Ledger
Allocations

Set Up Financials/Supply Chain
Enterprise Components

Worklist

I I I A O I I O O I O A O I O I AL A

Tree Manager

¥y ¥y vy ¥y v v v vy v v v vy v vy vy vvvvvwvevwvvyovov v
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Step

Action

3.

Click the General Ledger link.

LJ  General Ledger

The General Ledger menu displays.

IR e i A i e i A Bt A

Commitment Control

»

General Ledger
Allocations

Set Up Financials/Supp
Enterprise Components
Warklist

Tree Manager
Reporting Tools
PeopleToals

Cardinal Interfaces

rrreroropoerbm

Change My Password

Journals

GL Subsystem Reconciliation

Ledgers

Summary Ledgers

Close Ledgers

Average Dally Balance

Open ltems

Monitor Background Process

Review Financial Information

General Reports

hilv Perennalizatinne

Click the Review Financial Information list item.

L] Review Financial Information

The Review Financial Information menu displays.

ht Control

» |

Hger

ncials/Suppl

Compaonents)

her
Dols
3

erfaces

PPDOPRDODRDRDEDD

Password

Journals

GL Subsystem Reconci
Ledgers

Summary Ledgers
Close Ledgers
Average Daily Balance

Open ltems

Journals

Ledger

Ledger Group

Ledger Period Comparison
Compare Across Ledgers
Payroll Accounting Entries

Generic Accounting Entries

Monitor Background Proeess

Review Financial Information

General Reports

Click the Journals

list item.

|_] Journals
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Step | Action

The Journals Find an Existing Value page displays.

Favorites » | Main Menu » > General Ledger + > Review Financial Information~ > Journals

Journals

[@® Add a New Value|
Find an Existing Value u@iu

Search Criteria

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

@Recem Searches [ Choose from recent searches vl [] Saved Searches [Choose from saved searches v|&#
icuiy Name

A Show fewer options.

‘ Search | ‘ Clear

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

6. Click the Add a New Value button.

{:—D Add a New Value

The Journals Add a New Value page displays.

Favorites v ‘ Main Menu » > GenerallLedger» » Review Financial Information~ > Journals
Journals

‘Q_Fmd an Existing Value|
Add a New Value e ———

*Inquiry Name

| Add |

7. Enter an Inquiry Name in the Inquiry Name field.

*Inquiry Namel I‘

0 The Inquiry Name field holds a maximum of 10 characters.
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Step | Action

8. Click the Add button.

Add

The Journal Inquiry page displays.

Favorites v | Main Menu > General Ledger v > Review Financial Information = > Joumnals

Journal Inquiry

Journal Criteria

Inquiry *Unit “Ledger “Year *“From Period *To Period Suspense Status
JOURNALS 15100 Q
Journal ID Date Status Source Currency Stat Document Type
Q B Q Q Q Q Q O Date Gode Adj
User Document Sequence SortB Max Rows Attachment Exist
Q Journal Id v 100
‘ Search ‘

[% Add || 7] Update/Display

(5l save ||[=] Notify

9. Enter the applicable search criteria in the applicable fields.

Sample of Journal Inquiry page with search criteria entered:

Favorites v Main Menu v > General Ledger » > Review Financial Information » 3>  Journals
Journal Inquiry
Journal Criteria
Inquiry “Unit “Ledger “Year “From Period *To Period Suspense Status
JOURNALS 15100 Q [acTuas  |@ | 2025/Q (s} 8lQ Q
Journal ID Date Status Source Currency Stat Document Type
Q 5 Q [ONL |Q Q Q Q 0 Date Code Adj
User Document Sequence Sort B Max Rows Attachment Exist
a 100
Search Delete Clear
‘5l save ||/[=] Notify + Add 2| Update/Display

10. Click the Search button.

| Search | Delete Clear
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Step | Action

The Journal Inquiry page refreshes and a list of Journals meeting the search criteria display in the

Journals section at the bottom of the page.

Favortes v Main Menu v > Generalledger+ 3 Review Financal Information~ > Joumals
Journal Inquiry
Journal Criteria

Inquiry “Unit "Ledger “Year "From Period *To Pericd Suspense Status

JOURNALS 15100 @ (ACTUALS @ | 2025 7lay 8 3

Journal ID Date Status Source Currency Stat Document Type

& Q [ONL |Q Q Q O Date Code Adj
User Document Sequence Sort B Max Rows Attachment Exist
aQ o —
Search Delete Clear
Journals
Journals Personalize | Find |2 | [} First (4 1-140f14 » Last
Journal ID Date Unitll  Status Source Suspense Status User Unpost Date Descr
0002901555  01/02/2025 16200 Posted ONL No Susp EMHG8748 01/02/2025 December 2024 visa allocations.
0002902687  01/03/2025 99700 Posted ONL No Susp TPR23426 01/03/2025 DOA (15100) WCA Drawdown Reque.
0002908372  01/16/2025 99700 Posted ONL No Susp 00836219100 0116:2025 Delaware (DE) state taxes with
0002913211 0116/2025 99700 Paosted ONL No Susp FQWBE434 0116:2025 DOA (15100) WCA Drawdown Reque
0002921180  01/31/2025 99700 Paosted ONL No Susp 00836219100 0173112025 Delaware (DE) state taxes with
0002921214  01/28/2025 15100 Posted ONL No Susp EMHG8T749 017282025 To correct cading from deposit
0002928108 02104/2026 15100  Posted ONL No Susp EMHG8T748 02/04/2025 Parking fees for December 2024
0002928162 021042025 99700 Posted ONL No Susp TPR23426 02/04/2025 DOA (15100) WCA Drawdown Reque
0002931458  02/06/2026 99700 Posted ONL No Susp TPR23426 02/06/2025 DOA (15100) WCA Drawdown Reque
0002934828  02/14/2025 99700 Posted ONL No Susp 00836218100 02/14/2025 Delaware (DE) state taxes with
0002928108 | 02/04/2026 15100 Posted ONL No Susp EMHB8749 02/04/2025 Parking fees for December 2024

Lines.

The Journal Inquiry — Journal Inquiry Details page displays showing detailed Journal

Favorites + Main Menu v

Journal Inquiry

Journal Inquiry Details

Ledger Criteria
Ga ToJournal Criteria
Journal Header

Journal ID 0002928108
Ledger Group ACTUALS Original Date
Source ONL Date Posted 02
Journal Status Posted Reversal Date
Balanced DR=CR Reversal None

Dec Seq Budget Status Valid

Date 02/04/2025

> Generalledger~ 5 Review Financial Information = 5 Joumals.

Schedule

Process No Reguest

Total Lines 12

UserID EMHBET40

InterUnit BU 15100

Date Code Adjustment N

Long Description [Parking fees for December 2024

=

@ All Lines

View Atachment (0}

D From/Ta From Line T Line Query Joumal Lines
Totals by Currency Find | View Al
Currency usD Debit Amount 13,450.50 Credit Amount 13,450.50 Net
Journal Line Personalize | Find | View All | G2 | [
Amount (in
Line #  Line Deser SpeedType Transaction Cumrency Account Fund  Program Department
Currancy)
1 parking 1224 15100 6,64160 USD 22061441 02700 53100
2 parking 1224 15100 5,713.00 USD 5015450 01000 799001 33100
3 unassigned spaces 2450 USD 5015450 01000 799001 23100

First 4 10of1 . Last
0.00
First (4 1-120f12 O Last

Cost Center Task

For more detailed information about the available financial inquiries, see the Financial
Reports catalogs located on the Cardinal website in Reports Catalogs under Resources.
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