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Running a FIN Query Overview 

The purpose of this Job Aid is to walk through the processes used to run Cardinal Financials queries. 

Generally, the instructions included in this Job Aid can be used to run any of the Cardinal FIN Queries.  

However, the navigation path and the parameters available will differ based on the specific query being 

run.  Utilize these instructions along with the query-specific data provided in the FIN Reports Catalogs to 

run the applicable query.   

The FIN Reports Catalogs are 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. 

 



 
Cardinal FIN Reporting Job Aid 

NAV220_Running a FIN Query  
 

Rev 5/16/2025  Page 2 of 12 
 

  

Revision History 

Revision Date Summary of Changes 
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Running a Financials Query and Adding it to Favorites 

Step Action 

1. Log into Cardinal Financials. 

The Cardinal Homepage page displays. 

 

 

 

 

 

 

The Query Viewer can be accessed two ways: 

• Direct Navigation – Main Menu > Reporting Tools > Query > Query Viewer 

• Home page - Click the Financials Query-based Reports link in the Financials 
Report Execution section of the page   

 

This Job Aid demonstrates using the direct navigation path.   

2. Click the Main Menu. 
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Step Action 

The Main Menu displays. 

 

3. Scroll down as needed and click the Reporting Tools list item. 

 

The Reporting Tools menu displays. 

 

4. Click the Query list item. 
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Step Action 

The Query menu displays. 

 

5. Click the Query Viewer list item. 

 

The Query Viewer page displays. 

 

6. Enter the applicable query name in the Search By field. 

 

 

Alternately, enter a partial query name or leave the Search By field blank and perform a 
search or an advanced search for the applicable query. 
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Step Action 

7. Click the Search button. 

 

The Query Viewer page refreshes and the search result(s) display. 

 

8. Click the applicable query view link (HTML or Excel). 

 

 

XML format is not used in Cardinal for Financial Queries.   

The applicable Query page displays in a new browser window. 
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Step Action 

9. Enter or select the desired parameters for the query within the corresponding fields. 

 

 

Parameters are used to limit/define the specific data requirements for the query.  The 
parameter fields available will differ based on the FIN Query being run.  Refer to the FIN 
Reports Catalogs for a listing of parameters available for the specific query being run.  The 
FIN Reports Catalogs are located on the Cardinal Website in Reports Catalogs under 
Resources. 

10. Click the View Results button. 

 

Once complete, the query can be opened and viewed in the previously selected format. 

The sample query below is using the HTML option. 

 

 

If this is a query that is run frequently, add to it to your Favorites for easy access. Follow the 
steps below to add the query to your Favorites. 

11. Click the Query Viewer tab to return to the Query Viewer. 
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Step Action 

The Query Viewer page returns. 

 

12. Click the Favorite link under the Add to Favorites column for the query. 

 

The My Favorite Queries section appears and the selected query displays. 

 

 

Once a query is added to Favorites, the My Favorite Queries section displays when the 
user navigates to the Query Viewer page.   

 

 

 

To remove a query, click the Remove (-) icon next to the query name or click the Clear 
Favorite List button to clear all favorites. 
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Performing a Basic Search on the Query Viewer Page  

This section starts at the Query Viewer page.  See the Running a Financials Query and Adding it to 

Favorites section of this Job Aid for instructions on how to navigate to this page. 

Step Action 

The Query Viewer page displays. 

 

 

The basic search is the default when the page displays. 

1. For this scenario a search will be completed to identify queries that display errors. 

Enter “%ERROR” in the begins with field. 

 

 

When using the Description “begins with” on the Basic Search, it is best to use the wildcard 
(%) to narrow results since begins with is the only search option.   

2. Click the Search button. 
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Step Action 

All queries that contain “Error” in the name display in the Search Results section. 

 

3. If the desired query displays, select and run the query using the steps in the Running a 
Financials Query using the Query Viewer section of this Job Aid. 
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Completing an Advanced Search 

This section starts at the Query Viewer page.  See the Running a Financials Query and Adding it to 

Favorites section of this Job Aid for instructions on how to navigate to this page. 

Step Action 

The Query Viewer page displays. 

 

1. Click the Advanced Search link. 

 

The Advanced Search page displays. 

 

 

This page provides additional search fields that can be used to locate a query.   
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Step Action 

2. Enter the applicable search criteria.   

For demonstration purposes, search criteria is entered to locate Accounts Payable (AP) 
queries that contain Journal information in this example. 

 

3. Click the Search button. 

 

The search results display in the Search Results section at the bottom of the page. 

 

4. If the desired query displays, select and run the query using the steps in the Running a 
Financials Query using the Query Viewer section of this Job Aid. 

If the desired query does not display, click the Clear button and repeat Steps 1 - 4 in this 
section and adjust the search criteria utilized. 

 


