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About Extract GL Journals 
Cardinal interfaces transactions to the Commonwealth Accounting and Reporting System 
(CARS) for processing.  The Extract GL Journals process will be run nightly in the batch 
process.  The results of the interface will be reviewed the following morning and necessary 
manual processing will be completed. 

 

To Review Cardinal interface errors: 
1 Navigate Reporting Tools > Report Manager. 

The Report Manager page appears. 

2 Click on the Explorer tab.   

 

3 Expand the General Folder.   
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4 Locate and click on the Extract GL Journals line for the date and process instance needed. 

Note:  A report is generated only when there are errors.    

 

5 The Report Detail page will be displayed.  Click on the vgli324a_XXXXXX.PDF link to access the 
report.  (where XXXXXX = the process instance of the interface). 
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The report will open in a new window as a PDF document.  Print and or save the report and research the 
journals that went to error.  

 

To Manage DOA Journals: 
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1 Navigate Cardinal Interfaces > GL Interfaces >Manage DOA Journals. 
The Manage DOA Journals page appears.  Cardinal includes a page to be used to manage 
transactions that error during interface processing.  This page can be used to change the status of a 
journal or lines within a journal to “Do Not Send to CARS”. 

2 Enter the Search criteria for the Journal or Journal Date Range that you need to access and click on 
the Search button. 

 

 

3 Journals meeting the search criteria are returned in the grid.  The current CARS Indicator is shown.   

4 To mark an entire journal as “Do Not Send to CARS”, change the CARS Indicator to “Do Not Send to 
CARS “using the dropdown in the grid.  Click on Save.  The entire journal has now been saved with 
the updated CARS Indicator. 

5 To mark specific lines within a journal as “Do Not Send to CARS”, click on the View Lines button on 
the row for the Journal ID. 
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6 To mark individual lines within a journal as “Do Not Send to CARS”, change the CARS Indicator to 
“Do Not Send to CARS” using the dropdown in the Send column in the grid.  Click on Save.  The 
lines in the journal have now been saved with the updated CARS Indicator.  (Note:  You may need to 
click on the View All link or use the forward arrow to get to the lines you need.) 

 

To Prepare the CARS Interface Transmittal Listing: 
1 Navigate Reporting Tools > Report Manager. 

The Report Manager page appears. 
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2 Click on the Explorer tab. 

 

3 Expand the General Folder.   
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4 Locate and click on the CARS Interface Summary Report line for the date and process instance 
needed. 

5 The Extract GL Journals Report will be listed.  This report lists by Batch ID the batches created for 
interface to CARS (MIFF Report).  Click on the link for the Request Date/Time needed (batch 
processing time from the previous run). 
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6 The Report Detail page will be displayed.  Click on the vglr0002_XXXXXX.PDF link to access the 
report.  (where XXXXXX = the process instance of the interface). 

 

7 The report will open in a new window as a PDF document.  Print the report for the CARS Interface 
Transmittal package. 
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8 Navigate Reporting Tools > Query > Query Viewer. 
The Query Viewer page appears. 

9 Enter V_GL_CARS in the Search box and click on Search. 

10 Queries meeting the search criteria are returned.  Click on the HTML link for the 
V_GL_CARS_INTERFACE_DTL_BY_BAT query. 
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11 The query will open in a new window.  Enter the query prompt data to match the CARS Interface from 
the previous Extract GL Journals interface.   

DOA Agency: % 

DOA Batch Date - From: MM/DD/YYYY (earliest batch date on the VGLR0002 Report) 

DOA Batch Date – To:  MM/DD/YYYY (latest batch date on the VGLR0002 Report) 

DOA Batch Number 100 to 999:  100 

To DOA Batch Number 100 to 999:  999 

Batch Creation Date – From:  MM/DD/YYYY (run date from the VRGL002 Report) 

Batch Creation Date – To:  MM/DD/YYYY (run date from the VRGL002 Report) 

Batch Type:  % 

Click on the View Results button. 
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12 The Interface transactions from the date entered are returned.  Click on the Excel SpreadSheet link, 

click Open when prompted with “Do you want to open or save this file?”   
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13 The Interface transactions are exported to Excel format.   

14 Open the Cardinal CARS Interface Transmittal Form.  This is a preset template to be used to 
“dump” the query results and print the necessary fields for the CARS Interface Transmittal Listing. 
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15 Copy the data rows (not the column headings in rows 1 and 2) and paste into the Cardinal CARS 
Interface Transmittal Form (Listing tab).  The Form will have the columns hidden that are not 
needed and have print ranges set for printing of the Transmittal Listing. 

16 Print the Interface Transmittal Listing and note the Interface Creation Date on the printed copy. 

 

17 Click on the Certification tab within the Cardinal CARS Interface Transmittal Form to access the 
needed certification.  Print the Certification Statement. 

18 Continue with other manual validation and preparation steps for the interface and complete the 
Certification statement when the interface file has been approved for transmission to CARS. 
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