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Running and Schedule FIN Queries 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 and/or schedule 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.
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Revision History

Revision Date Summary of Changes

2/9/2026 Added a new section for Scheduling a FIN Query using the Schedule Query Page.

5/16/2025 Baseline.
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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.

Favorites v ‘ Main Menu v
Personalize Content | Layout ? Help

Menu [ N2 4 myCardinal Messages T o~

My Favorites Begin Date Message

myCardinal Financials

Employee Self-Service myCardinal Financials C ov

Manager Self-Service -] Financials Report Execution ~#| Financials Report Retrieval ~#°] Financials Links

Supplier Contracts [ ~ [‘ [

Customers [ AP Reports =] FIN Report Manager = Cardinal Portal

Products : 1 gﬁf Sﬁﬁfﬁ FETFIN Process Monitor

Customer Contracts [ PAReports

Items [ PR Reports

Suppliers = Financials Query-based Reparts

Procurement Contracts

Purchasing

eProcurement

Services Procurement

Sourcing

0 The Query Viewer can be accessed two ways:

¢ 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

myCardinal Financials

Financials Report Execution Fi

Iiil

AP Reports
AR Reports =
GL Reports

PA Reports

PR Reports

|.T- Financials Query-based Reports |

This Job Aid demonstrates using the navigation path.

2. Click the Main Menu.

Main Menu
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Step | Action
The Main Menu displays.
Main Menu +
] myCardinal Financials 4
C1  Employee Self-Service 4
al i Manager Self-Service 4
§ (3 supplier Contracts 4
Pe 3 Customers 4
s Products 4
03 customer Contracts 4
d O ltems 3
] Suppliers 4
©3  Procurement Contracts 4
°l & Purchasing »
00 eProcurement 4
red 03 services Procurement 4
03 sourcing 4
5] Project Costing 4
N O Travel and Expenses 4
o & Biling v
b 3 Accounts Receivable 4
O Accounts Payable 4
o -
3. Scroll down as needed and click the Reporting Tools list item.
4 Reporting Tools 4
The Reporting Tools menu displays.
TTEE WialageT ™
1 Reporting Tools 1 Query g
1 PeopleTools 1 Connected Query b
] Cardinal Interfaces I PS/nVision g
| Change My Password | —1 Bl Publisher g
| My Personalizations 1) Report Manager
i A [
4, Click the Query list item.
Query *
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Step | Action
The Query menu displays.
re [0 Tree Manager b
3 Reporting Tools B Query Ij Query Manager
! ™M PeopleTools 1 Pps/nVision Ij Query Viewer
e . : )
3 cardinal Interfaces 1 BI Publisher ' sohedule Queries
HE Change My Password = Report Manager
b D My Personalizations
D My System Profile
o
5. Click the Query Viewer list item.

Ij Query Viewer

The Query Viewer page displays.

Favorites = | Main Menu + > ReportingTools~ > Query~ > Query Viewer

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

*Search By | Query Name v begins with

Search | Advanced Search

Enter the applicable query name in the Search By field.

Favorites v ‘ Main Menu + > Reporting Tools~ > Query~ > Query Viewer

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

*Search By [ Query Name v] begins with 1

Search | Advanced Search

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.

Favoritesv | Main Menu > Reporting Tocls»= > Query > Query Viewer

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

*Search By

Query Name v] begins with V_AP_VCHR_ERROR
I Search Advanced Search

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

Favorites + | Main Menu + > ReportingTools~ > Query~ > Query Viewer

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

“Search By begnswity VAP VCHR_ERROR

| Search | Advanced Search

Search Results

“Folder View |—All Folders — hd
Query Personalize | Find | View All | (2| [
Query Name Description Owner Folder ﬁ#&;_g E:getln ;};ﬁ[m Schedule Definitional References
V_AP_VCHR_ERRCR Voucher Error Report Public HTML Excel XML  Schedule

Lockup References

1of1 (b Last

Add to
Favorites

Favarite

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

Query

Personalize | Find | View All | (21| [

Query Name Description Owner Folder E'LFmMII_D E:Setln )I}]{\quln_tm Schedule Definitional References ?:jutﬁtes
V_AP_VCHR_ERROR Voucher Error Report Public HTML Excel #XML  Schedule Lookup References Favorite

First (4 10of1 (b Last

0 XML format is not used in Cardinal for Financial Queries.

Job Aid.

The Schedule link can be used to schedule a Query. For more details about scheduling
Queries, see the Scheduling a FIN Query using the Schedule Queries Page section of this

The applicable Query page displays in a new browser window.

V_AP_VCHR_ERROR - Voucher Error Report
*Business Unit Q
Responsible Org (% for All) Q
‘ View Results ‘
Row Business Unit Responsible Org Current Date Voucher ID Entry Status Budget Status
Rev 2/9/2026
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Step | Action

9. Enter or select the desired parameters for the query within the corresponding fields.
*Business Unit Q
Responsible Crg (% for All) Q

Parameters are used to limit/define the specific data requirements for the query. The
0 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.

*Business Unit | 15100 |Q
Responsible Org (% for All) | % Q

View Results

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

The sample query below is using the HTML option.

V_AP_VCHR_ERROR - Voucher Error Report

*Business Unit 15100 |Q
Responsible Org (% for All) % Q
View Restlts ‘

Download results in - Excel SpreadSheet CSY Text File XMLFile (1 kb)

View All First 1-30f 3 Last
Row Business Unit Responsible Org Current Date Voucher ID Entry Status Budget Status
1 15100 10000 0412312025 00006070 P E
2 15100 10000 0412312025 00006072 R N
3 15100 10000 0412312025 00006071 R N

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

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

q Query Viewer x & Voucher Error Repart x
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Step | Action

The Query Viewer page returns.

Favorites = ‘ Main Menu = > myCardinal Financials~ > Financials Report Execution

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

)
Search By begiswity  V_AP_VGHR ERROR

‘ﬂ‘ Advanced Search

Search Results

*Folder View (- All Folders — hd

Query Personalize | Find | View All | (2] | E First (4 10f1 (b Last
Query Name Description Owner Folder E%f E:II:-':IO )Sl\uilrll_to Schedule Definitional References ﬁ:f;?tes
V_AP_VCHR_ERROR Voucher Error Report Public HTML Excel XML  Schedule Lookup References Favorite

12. Click the Favorite link under the Add to Favorites column for the query.
Personalize | Find | ViewAll | (21| [ZJ  First (4 10of1 (b Last

Runto Runto Runto - Add to

HTML Excel XML Schedule Definitional References EavOrites

HTML Excel XML Schedule Lookup References Favorite

The My Favorite Queries section appears and the selected query displays.
Favorites » Main Menu v » myCardinal Financials » > Financials Report Execution
Search Advanced Search
Search Results
*Folder View |—All Folders — ~

Query Personalize | Find | View All | &1 | E First (4 10f1 (} Last

Query Name Description Owner Folder Rurlo Bunto RUMO  schedule Definitional References  pocio

V_AP_VCHR_ERROR Voucher Error Report Public HTML Excel XML  Schedule Lookup References Favorite

My Favorite Queries Personalize | Find | 2| E First (4 10f1 (» Last
Query Name Description Owner Folder E{I'JF&!LD E:Qe'lo ?:,Rm Schedule  Definitional References Remove
V_AP_VCHR_ERROR Voucher Error Report Public HTML Excel XML  Schedule Lookup References E
Clear Favorites List

Once a query is added to Favorites, the My Favorite Queries section displays when the
0 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.

Runto Runto Runto

0 My Favorite Queries Personalize | Find | (2] [ ~ First ¢ 10f1 } Last

Query Name Description Owner  Folder HTML  Excel XML Schedule  Definitional References Remove
V_AP_VCHR_ERROR Voucher Error Report Public HTML  Excel XML  Schedule Lookup References E]
Clear Favorites List
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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.

Favorites = ‘ Main Menu « > Reporting Tools«~ > Query~ > Query Viewer

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

*Search BY [Query Name v]

| Search " Advanced Search

begins with

o 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.

*Search By [Query Name v begins with | %ERROR ]

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

2. Click the Search button.

Search
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Step | Action

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

Favorites = | Main Menu « > Reporting Tools» > Query~ > Query Viewer
“Search By begins with %ERROR
| Search | Advanced Search
Search Results
*Folder View [ All Folders v
Query Personalize | Find | View All | (2 | [ First (4" 1-150f15 (b Last
Query Name Description Owner Folder 5#&{0 E;'gefo )F({ltl‘lrl‘_m Schedule Definitional References ?g\?otrci,tes
AM_IT_PRE_LOAD_ERRORS IT Assets Pre-load Errors Public HTML Excel XML  Schedule Lookup References Favorite
AR_DB_POSTING_ERRORS Posting Errors by Type Public HTML Excel XML  Schedule Lookup References Favorite
BI_CRCARD_ERRORS Credit Card Errors Public HTML Excel XML  Schedule Lookup References Favorite
BI_FINALIZATION_ERRORS Finalization Errors Public HTML Excel XML  Schedule Lookup References Favorite
BI_INTFC_BI_ERROR INTFC_BI Errors Public HTML Excel XML  Schedule Lookup References Favorite
Bl_ WORKSHEET_ERRQORS Billing worksheet errors Public HTML Excel XML  Schedule Lookup References Favorite
CM_ACCTG_LN_ERROR CM ACCTG LINE ERROR Public HTML Excel XML  Schedule Lookup References Favorite
INV_BCT_ERRORS INV_BCT_ERRORS Public HTML Excel XML  Schedule Lookup References Favorite
IN_SDWC_BI_INTFC_ERRORS  Billing Interface Errors Public SUP_DMD_WC HTML Excel XML  Schedule Lookup References Favoarite
IN_SDWC_IN_BCT_ERRORS Inventory Transaction Errors Public SUP_DMD_WC HTML Excel XML  Schedule Lookup References Favorite
IN_SDWC_OM_EDI_ERRORS EDI Order Errors Public SUP_DMD_WC HTML Excel XML  Schedule Lookup References Favorite
MG_BCT_ERRORS Manufacturing BCT Errors Public HTML Excel XML  Schedule Lookup References Favorite
V_AP_VCHR_ERROR Voucher Error Report Public HTML Excel XML  Schedule Lookup References Favorite
V_PA_BILL_INTFC_ERROR_COA Billing Interface Errors Public HTML Excel XML  Schedule Lookup References Favorite
V_VEND_EVA_ERRORS Count eVA Errors by Error Code  Public HTML Excel XML  Schedule Lookup References Favorite

3. When 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.

Favoritesv | Main Menu « > Reporting Tools«~ > Query~ > Query Viewer

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

*
Search By [Query Name v| begins with
I Search ' Advanced Search
1. Click the Advanced Search link.
Favorites v | Main Menu > Reporting Tools + > Query + > Query Viewer

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

*Search By [Query Name v| begins with

| Search [[~dvanced Search

The Advanced Search page displays.

Favorites v Main Menu + > Reporting Tools + > Query v > Query Viewer

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

Query Name
Description
Uses Record Name
Uses Field Name
Access Group Name Q

Folder Name

*Query Type =

Owner =

When using the IN or BETWEEN operators, enter comma separated values without quotes. i.e. JOB,EMPLOYEE,JRNL_LN.

Search Clear Basic Search

0 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.

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

|Quen:Name begins with v [V_AP

Description begins with v
Uses Record Name | P€gins with v

Uses Field Name

contains v | |[JOURNAL

Access Group Name [Pegins with _v] [QUERY TREE AP Q

*Query Type

Owner

Folder Name |Dbegins with v

When using the IN or BETWEEN operators, enter comma separated values without quotes. i.e. JOB,EMPLOYEE,JRNL_LN.

= User v
-

Click the Search button.

| Search I

Clear Basic Search

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

Search Clear

Search Results

*Folder View |- All Folders -
Query
Query Name
V_AP_ACCRUAL_ACCOUNT_BAL
V_AP_POSTED CANCEL PYMNTS

V_AP_POSTED_PYMNTS
V_AP_POSTED_VCHR
V_AP_SEFA_LOCALAID
V_AP_VCHRS_HCM_PAYROLL

V_AP_VCHRS_PSTD_AP_NOT_JGEN

Fees MainMenu~ > ReporingTools~ > Query~ > Query Viewer
Access Group Name | DEQINS Wi | TUUERY_IREE_AF Q
Folder Name | begins with  ~
*Query Type = User -
Owner = ~

When using the IN or BETWEEN operators, enter comma separated values without quotes. i.e. JOB,EMPLOYEE,JRNL_LN.

V_AP_POSTED_PMTS_BY_BU_PAY_MTH

Basic Search

Personalize | Find | View All | &2 | First (4 1-80f8 » Last

Description Owner Folder E%‘Lﬂ E;‘(";I“ ’;m“’ Schedule  Definitional References ?:fn'r“’m
Balance in Accrual Account Public HTML Excel XML Schedule Lookup References Favorite
AP Posted Cancelled Payment Public HTML Excel XML Schedule Lookup References Favorite
AP Manual, Wire & Treasury  p HTML Excel XML Schedule  Lookup References  Favorite
P,Q,,'A,’le“j EEYmens Gueryiwk Public HTML Excel XML Schedule Lookup References Favorite
Posted Voucher Extract Query Public HTML Excel XML Schedule Lookup References Favorite
SEFA Local Aid Public HTML Excel XML Schedule Lookup References Favorite
Payroll Vouchers Public HTML Excel XML Schedule Lookup References Favorite
Vi ted

j(s‘lr: AT Public HTML Excel XML Schedule Lookup References Favorite

GE

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.
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Scheduling a FIN Query Using the Schedule Queries Page

Utilize the steps contained in this section of the Job Aid when users have attempted to run the query
using the Query Viewer and it timed out prior to running to completion due to the volume of data being
requested.

For the purpose of the instructions contained in this section, the steps used to run the Posted Voucher
query are provided. Generally, these instructions can be used to run any Cardinal FIN Query. However,
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 can be located on the Cardinal Website under
Resources.

Step | Action

1. Log into Cardinal Financials.

The Cardinal Homepage page displays.

Favorites ‘ Main Menu v

Personalize Content | Layout ? Help

Menu
My Favorites

[¢]
o
4

ov

[¢]

myCardinal Messages

Begin Date Message
myCardinal Financials
Employee Self-Service myCardinal Financials C oy
Manager Self-Service (77| Financials Report Execution (7] Financials Report Retrieval (+#’] Financials Links
Supplier Contracts L | |
Customers AP Reports = FIN Report Manager [ Cardinal Portal
AR Reports = FIN Process Monitor

Products

GL Reports
Customer Contracts

PAReports

Items PR Reports

o
o
=]
c
Suppliers = Financials Query-based Reports
Procurement Contracts
Purchasing
eProcurement

Services Procurement

Sourcing

2. Click the Main Menu.

Main Menu
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Step | Action

The Main Menu displays.

Main Menu

myCardinal Financials

Employee Self-Service
Manager Self-Service
Supplier Contracts
Customers

Products

Customer Contracts
ltems

Suppliers

Procurement Centracts
Purchasing
eProcurement

rd Services Procurement
Sourcing

Project Costing

Travel and Expenses
Billing

Accounts Receivable

N A O I O I I O I R R
v ¥ ¥ v ¥ ¥ v v v v wv v v wv v v v v v A4

Accounts Payable

-

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

] Reporting Tools b

The Reporting Tools menu displays.

TTEE VAT TaUeT 1

Query b

Reporting Tools
Connected Query b

PS/nVision >

Bl Publisher 4

PeopleTools

Cardinal Interfaces

DOCC

Change My Password

My Personalizations | Report Manager

o e I

D I I I B R

4. Click the Query list item.

J Query 4
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Step | Action

The Query menu displays.

3 Project Costing 3
(3 Purchasing b

(3 Reporting Tools (3 Bl Publisher b

(3 services Procurement (3 Connected Query 3

(3 set Up Financials/Supp (3 Ps/nvision _ b

(3 sourcing 0 Query g Query Viewer
(3 supplier Contracts E| Report Manager L Schedule Queries
(3 suppliers » :
(3 Travel and Expenses »

(3 Tree Manager >

3 worklist >

5. Click the Schedule Queries list item.

Schedule Queries

Users can also access the Schedule Queries page by clicking the Schedule link on the Query
0 Viewer page next to the desired Query. For more information on accessing the Query Viewer
page see the section of this Job Aid titled Running a Financials Query and Adding it to
Favorites.

Favorites » ‘ Main Menu + > Reporting Tools » > Query» > Query Viewer

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

*Search By begswitn  V-AP_POSTED_VCHR

\ﬂ| Advanced Search

Search Results

*Falder View [~ All Folders - v
Query Personalize | Find | View All | {2 | E First (4" 10f1 (b Last
er™ Runto Runto Runto Add to
Query Name Description Owner Folder HTML Excel XML Schedule Definitional References Favorites
V_AP_POSTED_VCHR Posted Voucher Extract Query Public HTML Excel XMLJ Schedule Lookup References Favorite
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Step | Action

The Schedule Query Find an Existing Value page displays.

Favorites = | Main Menu + > Reporting Tools» > Query~ > Schedule Queries

Schedule Query

. . @ Add a New Value
Find an Existing Value & e T

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

®Recent Searches | Choose from recent searches v £ | Saved Searches | Choose from saved searches v £

Search by: [Run Control ID v | begins with

~ Show more options

| 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.

0. Click the Add a New Value button.

@ Add a New Value

The Schedule Query Add a New Value page displays.

Favorites « ‘ Main Menu + > Reporting Tools» > Queryv > Schedule Queries
Schedule Query

Add a New Val Q Find an Existing Valug
a New Value e e

*Run Control ID
| Add |

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

* The Run Control ID must be unique and should be descriptive enough to help locate for
future use

» Up to 30 characters are allowed

* No blank spaces can be used. However, an underscore can be used in lieu of spaces

* Do not use wildcard symbols (%)
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Step | Action

8. Click the Add Button.

*Run Control ID |'v_AP_POSTED_V(C

Add

The Schedule Query page displays.

Favorites = ‘ Main Menu > Reporting Tools + > Query ~ > Schedule Queries

Schedule Query

Run Control ID V_AP_POSTED_VCHR Report Manager  Process Monitor Run

Query Name SN

*Description

(5] save £} Add || 7] Update/Display

9. Enter the applicable query name in the Query Name field.

Query Name I |

10. Click the Search button.

Search
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Step | Action

The Scheduled Query Search Page displays in a pop-up window.

Scheduled Query Search Page

Help
*Query Type:  LQuerles v]
Query: V_AP_POSTED_VCHR | Search
Query Personalize | Find | View All | (2] E First (4 10f1 (» Last
|V_AP_POSTED_VGHR Posted Voucher Extract Query Public

Return

11. | Click the Query Name link in the Query field.

Query
V_AP_POSTED VCHR

The Parameters page displays in a pop-up window.

Help
V_AP_POSTED_VCHR

*Business Unit Q

i
*Journal Date From [
*Journal Date To [
. OK || cancel |
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Step | Action

12. | Enter the applicable parameters in the corresponding fields then click the OK button.

Help
V_AP_POSTED_VCHR

"Business Unit Q
*Journal Date From [
*Journal Date To [z1)

OK I | Cancel |

The Schedule Query page redisplays with the values displayed in the Update Parameters section of
the page.

Favorites = ‘ Main Menu « » Reporting Tools » > Query + > Schedule Queries

Schedule Query

Run Control ID  V_AP_POSTED_VCHR Report Manager  Process Monitor Run

Query Name V_AP_POSTED_VCHR ﬂ
*Description |Posted Voucher Extract Query

Update Parameters

Prompt Name Value

BUSINESS_UNIT |15100

JOURNAL_DATE_FROM |2026-01-D‘I

JOURNAL_DATE_TO |2026-01-30

4 L

|El save | |k Add | 7] Update/Display |

13. Click the Save button.

5 Save

14. Click the Run button.

Run
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Step | Action

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

Process Scheduler Request

UserID PPS1_ANGELA.WARD

Help

Run Control ID V_AP_POSTED VCHR

Server Name |

v] Run Date 01/27/2026 3

Recurrence

Time Zone Q
Process List
Select Description

PSQUERY

OK Cancel

Process Name
PSQUERY

v Run Time 4:08:53PM Reset to Current Date/Time

Process Type *Type *Format Distribution

Application Engine  (Web  ~|[TXT | Distribution

o The Run Date and Run Time fields default to the current day and time.

Note: The Recurrence field is disabled and queries cannot be scheduled to run on a
designated recurring basis in Cardinal.

15. | 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.

Process List
Select Description

PSQUERY

Process Name

PSQUERY

Process Type “Type “Format Distribution

Application Engine || Web v || TXT v | Distribution

available for the query.

16. | The Format field defaults based on the query being run. Update as needed if other formats are

Note: For this scenario, the Format was updated to “Excel”.

Process List
Select Description

PSQUERY

Process Name
PSQUERY

Process Type “Type “Format Distribution

Application Engine  [Web v J[XLS  v|[Distribution

Refer to the FIN Reports Catalogs for the list of output formats available for each specific query.
0 The FIN Reports Catalogs can be located on the Cardinal Website under Resources.

Rev 2/9/2026

Page 20 of 24



) Cardinal Cardinal FIN Reporting Job Aid
V4 NAV220 Running and Scheduling FIN Queries

Step | Action

17. Click the OK button.

Cance

The Schedule Query page redisplays with the assigned Process Instance Number.

Favorites = Main Menu = > Reporting Tools » > Query » > Schedule Queries

Schedule Query

Run ControlID V_AP_POSTED_VCHR Report Manager  Process Monitor Run

Process Instance:25647040

Query Name V_AP_POSTED_VCHR Search

*Description Posted Voucher Extract Query

Update Parameters

Prompt Name Value

BUSINESS_UNIT [15100 :
JOURNAL_DATE_FROM [2026-01-01 :
JOURNAL_DATE_TO [2026-01-30 :
.} >
M _+ Add 22| Update/Display

18. | Make note of the Process Instance Number for use later in this process.

19. Click the Process Monitor link.

Report Manager | Process Monitor Run

Process Instance:25647040
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Step

Action

The Process Monitor page displays.

Favorites = | Main Menu + > Reporting Tools + > Query~ > Schedule Queries > Process Monitor

Process List

View Process Requests

User ID AQ Type | v [Last v| 1 Days v | Refresh |
severl ~]  Name Q Instance Range [ clear
Run Status Distribution Status Save On Refresh Report Manager |  Reset |
Process List Personalize | Find | View All | (21 | [ First (4' 10f1 (b Last
Select Instance  Seq. Run Control ID Process Type :2};:55 User Run Date/Time Run Status [sJiszLi:ution Details  Actions
25668435 V_AP_POSTED_VCHR Application Engine PSQUERY ) OEg.?O'QO% 11:58:47AM Success Posted Details ~ Actions

Go back to Schedule Query

[5] save

[=] Notify

20.

Locate the applicable query within the Process List section using the Process Instance
Number previously captured.

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

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

21.

Click the corresponding Actions dropdown button.

Process List Personalize | Find | View All | (2] | E First (4 1of1 (» Last
Select Instance  Seq. Run Control ID Process Type ::3;::55 User Run Date/Time Run Status 2:::[::ution Details  Actions
25668435 V_AP_POSTED_VCHR Application Engine PSQUERY ) OEg_?OfQOQG 11:58:47AM Success Posted Details - Action|
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Step | Action

The Actions menu displays.

f1 b Last

Actions

w Actions
Update Process »
Details
Parameters
Message Log
Batch Timings
View Log/Trace

22. | If the query completed with a Run Status of “Success”, click the View Log/Trace list item.

If the query completed with a Run Status of “Error”, use the Message Log list item to review
why the error occurred.

f1 b Last

Actions

» Actions
Update Process
Details
Parameters
Message Log

Batch Timings

View Log/Trace

Click the View/Log Trace list item.
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Step | Action

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

View Log/Trace

Report

| ReportID 115137408
Name PSQUERY

I Run Status Success

Bl
Posted Voucher Extract Query
Distribution Details
Distribution Node finprd
13

File List

Name
AE_PSQUERY_25668435.log
V_AP_POSTED_VCHR-25668435.xIsx

Distribute To
Distribution ID Type

User

| Retun |

Process Instance 25668435 Message Log

Process Type Application Engine

Expiration Date 03/01/2026

Datetime Created
01/30/2026 11:59:04.036860AM EST
01/30/2026 11:59:04.036860AM EST

File Size (bytes)
4,814
51,150

*Distribution ID

Help

24.

V_AP_POSTED_VCHR-25668435.xIsx

51,150

Click the .xlIsx link (or the applicable file extension based on the format selected when the
query was run) within the File List section to view the generated report.

The file displays or downloads to the user’'s computer.

©)~ = VAP POSTED VCHR-25668435.dsx (&) No Label v P Search
file  Home Insert Draw Pagelayout Formulas Data Review View Automate  Add-ins Help
fxm Aprostorow 1T | A A = =[5 ¥ 2 Wrap Text [General . @ = =B = AutuSum - /i\? /O @
Paste LB Copy ~ v == o g | Conditional Formatas T| | nsert Delete Format | EFl- Sort& Find&  Sensifvity Add-inz | Copilot
" Sromapame | B 7 LT IE- S A== MegesCemer ~ | $ - % 9 |G S I R Good Neutral O T e o ity P
Clipboard = Font. & Alignment & Number ) Styles. Cells Editing Sensitivity | Add-ins N
Fi v K fev
A | 8 | c | o | € | 3 | 4 H ! J

1 [Posted Voucher Extract Query |[215 I | |

2 [Business Unit= 15100

3 |Journal Date From - 2026-01-01

4 |Journal Date To - 2026-01-30

5 [AP Business Unit [Voucher Iinvoice ID Jinvoice Date|[Supplier ID [ Supplier Name [Supplr Address Sequence [Supplier Location [VLIN | ing D

5 | 00006566 December2025PCC 12/15/2025 0000042877 Bank of America 5 MAIN 172721
00006567  AR0D4BE553 12/16/2025 1000022627 Computer Aid Inc 2 MAIN VAL0044441 1/5/21
00006567  AR0D485553 12/16/2025 1000022627 Computer Aid Inc 2 MAIN VAL0044441 1/5/21
00006567  AR0D48E553 12/16/2025 1000022627 Computer Aidl Inc 2 MAIN VAL0044421 1/5/21
00006567 | AR0D48E553 12/16/2025 1000022627 Computer Aidl Inc 2 MAIN VAL0044421 1/5/21
00006567 | AR0D48E553 12/16/2025 1000022627 Computer Aidl Inc 2 MAIN VAL0044421 1/5/21
00006567  AR0D48E553 12/16/2025 1000022627 Computer Aid Inc 2 MAIN VAL0044421 1/5/21
00006567  AR0D48E553 12/16/2025 1000022627 Computer Aid Inc 2 MAIN VAL0044421 1/5/21
00006567  AR0D4B5553 12/16/2025 1000022627 Computer Aid Inc 2 MAIN VAL0044431 15121
00006567  AR0D4B5553 12/16/2025 1000022627 Computer Aid Inc 2 MAIN VAL0044421 15121
00006567  AR0D4B5553 12/16/2025 1000022627 Computer Aid Inc 2 MAIN VAL0044421 15121
00006567  AR0D485553 12/16/2025 1000022627 Computer Aid Inc 2 MAIN VAL0044441 /5021
00006567  AR0D485553 12/16/2025 1000022627 Computer Aid Inc 2 MAIN VAL0044441 /5021
00006567  AR0D4B5553 12/16/2025 1000022627 Computer Aid Inc 2 MAIN VAL0044441 15124
00006567  AR0D4B5553 12/16/2025 1000022627 Computer Aid Inc 2 MAIN VAL0044441 15124
00006567  AR0D4B5553 12/16/2025 1000022627 Computer Aid Inc 2 MAIN VAL0044441 15124
00006567  AR0D485553 12/16/2025 1000022627 Computer Aid Inc 2 MAIN VAL0044441 15124
00006567  AR0D485553 12/16/2025 1000022627 Computer Aid Inc 2 MAIN VAL0044441 15124
%00006567 _ AR00485553 12/16/2025 1000022627 Computer Aid Inc. 2 MAIN VAL0044441 vsra]
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