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The Reports Catalogue lists some of the more frequently used
Cardinal Inquiries, Queries and Reports. They are grouped by functional area (i.e.,
Accounts Payable, Accounts Receivable, General Ledger, General Ledger-System
Setup, and Security). Each functional area contains Inquiries, Queries, and/or Reports
specific to that area.

For each Inquiry, Query or Report, the catalogue lists:

e Name and/or number — ldentifies the item in Cardinal

e Last revision date — Reflects the most recent update in the catalogue

e Loaded into Catalogue - Dates the item’s initial entry into the catalogue
e Description — Provides a brief synopsis of the item’s contents

e Purpose / Use — Lists ways you can use the data extracted

¢ Navigation Path — Identifies one way of accessing. There may be more.
e Parameters — Lists criteria that limit the data pulled

e Sample — Shows an example

If you are using an electronic version of the catalogue:

e The page number in the Table of Contents provides a link to each item. Click
Control + Click on the page number to go to the item page.

e The Find feature (under Editing on the Home tab) can be used to find an item if
you are not sure of the exact name or number.

Inquiries — Most inquiries access information on a Cardinal page or component, where
you can view details about a specific item or transaction.

Queries — Queries access the database directly, and are best used for defined
information requests. Custom designed queries for COVA users typically begin with V_,
followed by the abbreviation for the functional area, e.g. AP_, AR_, GL_, etc, followed
by a descriptive name. For example, if you are searching for an AP query, you can use
V_AP_ as your search criteria and select from the results that display.



Reports — Reports may be the best choice when you need higher volumes of data or
data that is summarized across one or more functional areas. For example, if you need
summary ledger or business unit information, a report may be your best resource.

There are two types of Cardinal reports: ad hoc and nVision. Ad hoc reports run real
time. You can run ad hoc reports from the Main Menu or from myCardinal Financials.
nVision reports are generated automatically during batch processing, either periodically
or based on some predetermined criteria. You can access nVision reports via FIN
Report Manager.

Refer to the NAV220 — Introduction to Reporting in Cardinal course materials on the
Cardinal website for details on inquiries, queries, ad hoc reports and nVision reports.
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AP - Cash Advance Request View Inquiry
<Previous Quick Links Next>

LAST REVISION: 10/18/12

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:
This inquiry displays detail information about Cash Advances including:
e Employee Name, the Advance ID, Status, Accounting Date, Post Date, approval
information
e Various amounts including the Advance Amount, Payments Received, Amount
Applied to Expense Reports, Report Balance, and Amount Due Company
e Pending Action data including the Employee Profile: Name, Action

e Date/time and Action History including the Employee Profile: Name, Action, and
Date/Time

PURPOSE / USE:
This inquiry provides detail information about employee cash advances.

NAVIGATION PATH:

Main Menu > Employee Self Service > Travel and Expense Center > Cash Advance
> View

You must be set up as a proxy to view the cash advance data using this navigation
path.

PARAMETERS:
e Advance ID
¢ Advance Description
e Name
° Empl ID
e Advance Status
e Creation Date

FORMAT:
Online
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AP - Cash Advance Request View

Favovntes Main'Menu »  Employee §erf—Service

Travel & Expenses - Cash Advance Report
View Cash Advance Report ~ Ggdiven

Attachmen
KENT, CLARKE Advance ID: 0000000378 User Defaults

+ General Information

Description: Business Writing Seminar Comment: (L
Business Purpose: Training
Status: Submitted for Approval Reference:
Accounting Date: 01/27/12016 Post State: Mot Applied
Last Updated: 0142712016

By: Cardinal, Carl

@ »

Details Customize | Find | L |
*Source Description *Amount Currency Apply Tax
System Check Seminar related expenses 350,00 USD O
Advance Amount: 350.00 USD Report Balance
Applied To Expense Reports: 0.00 USD
o pe pe Due Company: 350.00 USD
Payments Received: 0.00 UsD
Customize | Find | |
Profile Name Action DatelTime
Supenvisor DOE, JOHN
~+ Action History

Customize | Find | El | Firat
Profile Name Action Date/Time
KENT, CLARKE Submitted 0112712016 7:35:50AM
Return to Cash Advance

[& Returnto Search | =] Notity |
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AP - Employee Expense History Inquiry
<Previous Quick Links Next»>

LAST REVISION: 10/18/2012

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:

This inquiry displays employee expense type transactions (either Cash Advances,
Expense Reports, Travel Authorization or all) for a specified period of time. The
Expense History reported includes the Expense Type, ID, Description, Status, From and
Through Dates, and Submitted Amount. The selection criteria can be modified on the
page and the Search re-executed. The inquiry includes a breakdown of Action History
as well as a link to the Expense Report Project Summary. In addition, the Expense ID
is hyperlinked. When clicked, the system displays the Expense Report Detail page
which is expandable by Expense Detail Type.

PURPOSE / USE.:
This inquiry is used to research and review employee expense transactions.

NAVIGATION PATH:

Main Menu > Travel and Expenses > Process Expenses > Review Payments >
Employee Expense History

PARAMETERS:
e Employee ID or
e Employee Name

FORMAT:
Online
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AP - Employee Expense History Inquiry

Favorites Main Menu > Employee Self-Service > Travel and Expenses > Review Expense History

Employee Expense History
Clark S Kent

From Date: 01/20/2015 [

Through Date: 01/20/2016 [+
Transaction Type: | Al v|
| Search |
Expense History
s - Through Submitted
Type D Description Submitted Date  Status From Date Date Amount
Expense Report 0000055165 meeting 0311812015 aid 03M1/2015 |03/11/2015 9.78 USD
Expense Report 0000056145 meeting 03/30i2015 aid 03i26/2015 032612015 9.78|UsD
Expense Report |0000059710 meeting 050712015 aid 041312015 |04/23/2015 29.34|USD
Expense Report 0000066089 meeting 0712212015 aid 0762015 07162015 2415 UsSD

You can click the hyperlinked number in the ID field to access the Expense Report.
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AP - Expense Report Budget Exceptions Inquiry
<Previous Quick Links Next>

LAST REVISION: 10/23/12

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:
This inquiry identifies employee Expense Report budget exceptions. You can view
information at a summary or detailed level.

PURPOSE / USE:
The report is used to:
¢ |dentify employee Expense Reports that have budget exceptions for a specific
date
e Identify all budget exceptions with a specific Process Status (e.g., Warning or
Error)
e Drill down to view the accounting distribution, Expense Report, etc.

NAVIGATION PATH:

Main Menu > Travel and Expenses > Manage Accounting > Expense Rpt Budget
Exceptions

PARAMETERS:
e Commitment Control Trans ID
e Commitment Control Trans Date
e Report ID
e Process Instance
e Process Status

FORMAT:
Online/ CSV
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AP - Expense Report Budget Exceptions Inquiry

Favuvr'rtes Mainyenu »  Travel and Expenses » Manage Accounting > Expense Rpt Budget Exceptions

Expense Report Exceptions

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

Maximum number of rows to return (up to 300): | 300

Commitment Control Tran ID: begins with |

Commitment Control Tran Date:| = e |D']."2'].l'2|:|15 [5)

Report ID: begins with || @,

Process Instance: - A |

Process Status: | = V| | Errors Exist L

Search Clear |Basic Search [gF Save Search Criteria

Search Results

Wiew All First [q] 1-5ofs ] Last

Commitment Control Tran ID|Commitment Control Tran Date Report ID Process Instance Process Status
01/21/2016 WDH9011111 3087723 Error

0001973487 01/21/2016 VDH9011234 3087723 Error

0001973490 01/21/2016 WDHA016546 3087723 Error

0001973491 017212016 WDHS019999 3087723 Error

0001973492 01/21/2016 VDHI01E111 /3087723 Error

This inquiry lists all items with a process status of Error that were identified when the
commitment control process ran on 1/21/2016. Click on any of the items to open the
Expense Sheet Exceptions page to view details of the budget check error.



AP - Expense Report Budget Exceptions Inquiry (continued)

Favgtes MainvMenu > Traveland'Expenses > Manage Avccounting » Expense Rpt Budget Exceptions

Expense Sheet Exceptions Line Exceptions

Expense Sheet Exceptions | Line Exceptions

Report ID: VDH3011111 2
*Exception Type: ] override Transaction 7 M
Maximum Rows: 100 More Budgets Exist
Search | Advanced Budaet Criteria
Customize | Find | View &0 | B | 2 First B q2052 T ast
Budget Chartfields
Details Business Unit Ledger Group Exception More Detail %Uue;;i:te Transfer

1 & 60100 CC_ALLOT Exceeds Budget Tolerance More Detail O GoTo .. &

2 @l 60100 CC_APPROP Exceeds Budget Tolerance More Detail O GoTo E
[5) save | [Gh ReturnteSearch | ] Previousinlist | 5] NewtinList | [ Ntify |

Once you access the Expense Sheet Exceptions tab, you can:

¢ Click on the magnifying glass R under the Details column to see transaction

line details.

o Click on the link & beside the Report ID to review the actual Expense Report.

e Click on the Budget Check Details link &5

to see an explanation.
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AP — Review Vendor Inquiry
<Previous Quick Links Next>

LAST REVISION: 01/09/2015

LOADED INTO CATALOGUE: 01/12/2015

DESCRIPTION:
This online inquiry allows you to search for a vendor in Cardinal and view the vendor
record.

PURPOSE / USE:
The purpose of this online inquiry is to verify a vendor exists in Cardinal and review the
vendor record.

NAVIGATION PATH:
Main Menu > Vendors > Vendor Information > Add/Update > Review Vendors

PARAMETERS:
Several parameters are available, including:
e Vendor Name
e Address
e Tin Type (EIN, SSN, or Other)
e Payment Alt Name (DBA Name)

FORMAT:
Online
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AP - Review Vendor Using TIN

Favgrites  Main Menu » Ve ﬂvd ors > Vendor Irlformatmn > Addf va date » Review Vendors
E ew Window (3
Review Vendors
(SearchCriteria
*SetID: STATE Q Vendor ID: Q,
Name: Equalto \a ShortName: Equal to Ml @
‘Withholding Name: Equalte M | Classification: M
Vendor Status: - Type: M
Sanctions Status: M Persistence: M
Alternate Payee Name Eaqualto v | City: |
Address: Equalto - | Country: a,
Customer Number: | State: @
D Type: (Invalid Value) - | Postal:
istration 1D: Bank Account #: |
VAT Registration 1D: Adoption Taxpayer ID
Withholding Tax ID: Employer ID Number
Individual Taxpayer ID
Other
Social Security Number | Search | | Clear | Add Vendor
‘W& |dentification Number
(Invalid Value)
Favorites | Main Menu > Ve ngors > Vendor Invformation > Ad de_pdate > Review Vendors
& New Win
Review Vendors
(searchCriteria
*SetiD: STATE a, Vendor ID: Q,
Hame: Equalto \ ShortName: Equalto Ml @,
Withholding Name: Equalto - | Classification: -
Vendor Status: h Type: v
Sanctions Status: T Persistence: h
Alternate Payee Name Equalto M | City: |
Address: Equal to - | Country: @,
Customer Humber: ‘ State: @
1D Type: Employer ID Number ~ [108455540 Postal:
VAT Registration ID: \ Bank Account #: |

Withholding Tax ID:

Addtional Vendor Info

|| Audit Information

rch Results
'
SetlD Vendor ID
STATE 0000002114
STATE 0000002114 &
STATE 0000002114 F
STATE 0000002114 F

Hame 1

Case Paper Co Inc

Case Paper Co Inc

Case Paper CoInc

Case Paper CoInc

ShortName

CASE PAPER-
o001

CASE PAPER-
001

CASE PAPER-
001

CASE PAPER-
001

Alternate Payee
Name

Case Paper Co.nc.

Case Paper Co.Inc.

Address City

3624 Century Place Charlotte

3624 Century Place Charlotte
3624 Century Place Charlotte

3624 Century Place Charlotte

State

NC

NC

NC

NC

Country

UsA

UsSA

USA

UsA

Effective Status

Active

Active

Active

Active
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AP - Review Vendor Using Name and Address

Favcgtes : Ma\nvl‘v'lenu > Ven'dors > Vendor Illforn'nat»on > Adde'pdate > Review Vendors

@ Mew Window
Review Vendors

*SetiD: STATE @ Vendor ID: @,

Hame: Contains - |F'arks|ey Town Treasurer ShortHame: Equalto hd | @,
Withholding Name: Equalto e | Classification: -
Vendor Status: e Type: -
Sanctions Status: M Persistence: h
Alternate Payee Hame Equalte v City: Parksley

Address: Equalto - Country: usa @

Customer Number: | State: VA @,

ID Type: (Invalid Value) - Postal:

VAT Registration 1D: | Bank Account #: ‘

Withholding Tax 1D: |

Main Information 'ﬁdditinnal\!endnr Info [ Audit Information

SetlD Vendor ID Name 1 ShortHame Alternate Payee Hame  Address City State Country Effective Status
= PARKSLEY TOWN PARKSLEY T- |PARKSLEY TOWN
STATE 0000105728 § TREASURER 001 TREASURER PO BOX 256 PARKSLEY VA USA Active
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AP - View Travel Authorization Status Inquiry
<Previous Quick Links Next>

LAST REVISION: 10/19/2012

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:
This inquiry displays information about Travel Authorizations including:
e General identifying information such as Employee Name, the Authorization ID,
Description, Business Purpose, Status, Dates From and To, Last Updated and
By Whom
e Detail information such as Travel Expense Type and related Date, Amount,
Payment Type, and Billing Type
e Totals including Amount Due Employee calculated as Authorized Amount less
Non-Approved
e Action History including the employee Profile (e.g., HR Supervisor), Name,
Action (e.g., Submitted, Approved, etc.), and Date/Time

PURPOSE / USE:
This inquiry provides descriptive and status information used to review travel
authorizations.

NAVIGATION PATH:

Main Menu > Employee Self Service > Travel and Expense Center > Travel
Authorizations > View

You must be a proxy for an employee to view their cash advance data.

PARAMETERS:
Any one of the following:
e Travel Authorization ID
e Name
e Creation Date
e EmplID
e Status

FORMAT:
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Online
AP - View Travel Authorization Status

Favarites Main Menu > Employee Seff-Service

Travel Authorization

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

isting Value

Maximum number of rows to return (up to 300) (300
Search by: |Authorization ID ™ |begins with 0000003609

~ Search :|Adu'ar1cedSearch

Favovrites Main_Menu > Employee §e|f—5ervice

View Travel Authorization

Travel Authorization Details Atiachment

CLARK KENT User Defaulls Authorization ID: 0000003609

w General Information

Description: Business Writing Seminar Comment:

Business Purpose: Training

Status: Submitted for Approval Last Updated: 09/16/2015  By:  BAPUSERO04
Default Location: Virginia Beach

Date From: 09/23/2015  Date To: 09/24/2015

Accounting Defaults More Options: v|| co |
Details Customize | Find | E | L

Date *Amount Currency *Payment Type *Billing Type
Lodging 09/23/2015 94.00|USD Check Billable *Detail
Authorized Amount: 94.00 USD
Project Summary Printable View
~ Pending Actions Customize | Find | B | #
Profile Name Action DateiTime
Supervisar DOE, JOHN
~ Action History Customize | Find | 2 |
Profile Name Action Date/Time
Kent, Clark Submitted 09/16/2015 3:05:35PM
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AP Queries
Quick Links

AP — Expenses in Process Query

AP — Payment Cash Check Results Query

AP — Posted Cash Advance Extract Query

AP — Posted Expense Report Extract Query

AP — Posted Payments Query

AP — Posted Voucher Extract Query

AP — Potential Duplicate Expense Transactions Query

AP — Vendor Payment Hold Query

AP - Vendor Payment Hold with Unpaid Vouchers Query

AP — Voucher Worklist Query

AP - Voucher Error Query

AP - Voucher Payments Awaiting Due Dates Query

AP — Vouchers Denied Not Deleted Query

AP - Vouchers Not Paid — Vendor Location Address Query

AP — Vouchers Not Posted to AP Query

AP — Vouchers on Payment Hold Query

AP — Vouchers Posted to AP Not JGEN (GL) Query

AP Reports
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AP — Expenses in Process Query
<Previous Quick Links Next>

LAST REVISION: 08/25/2015

LOADED INTO CATALOGUE: 08/28/2015

DESCRIPTION:
This query returns detail expense data for travel expenses, authorizations and
advances that are NOT Paid, Approved, Closed or Reconciled.

PURPOSE / USE:

e This query allows you to monitor and take action on travel expenses,
authorizations and advances that are NOT Paid, Approved, Closed or
Reconciled.

NAVIGATION PATH:

Main Menu > Reporting Tools > Query > Query Viewer >
V_AP_EXPENSES_IN_PROCESS

PARAMETERS:
e Business Unit (% for ALL)
e DeptID (% for ALL)

FORMAT:
HTML, Excel
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V_AP_EXPENSES_IN_PROCESS - Expenses In Process

Business Unit (% for all}: |15100

Dept 1D (% for all): %

View Results

Download results in: Excel SpreadSheet CSVTextFile XiLFile (2kb)

First [§] 1-3.0f3 [} Lest

View Al
Report (Business Department e Approver Report Report | Total |AmtDue (Budget|Accounting| Submit Qut of | Duplicates PRETEIL Associated LT
Type Unit D Aﬂgmg[ Type EH Status Hpkseel g npkopectark Description| Amt |Employee|Status | Date Date LBy Een Policy| Exist valel\)Autll Advance ID Ad;;:ltce
1|Advance (15100 (92100 0000000112(PD (00252010200 Kent, Clark lleeting 202.00( 20200 0913/2013 |0913/2013|VPHB27 37 0.00
2?&3915100 o100 |VPHAZ737|REVIEWER|0000028959|SUB  |00045915400 Kent Clark g‘z:fg“ngh“: 1207.93| 129793V |08/2812013 |08/2812013 | BA3979 N 0.00
Egense PeapleSoft
Repor 15100 {95700 VPH82737 [REVIEWER | 0000029063 [SUB 00570951900 Kent, Clark Trainingin | 776.38| 776.38|V 11/08/2013 |11/08/2013|PPS_ELIZABETHLAKE (N |Y 0.00
Orlando
|
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AP — Payment Cash Check Results Query
<Previous Quick Links Next>

LAST REVISION: 08/25/2015

LOADED INTO CATALOGUE: 08/28/2015

DESCRIPTION:
This query will give the ledger cash balance for a given date and also the
vouchers/expenses that passed or failed the cash check.

PURPOSE / USE:

e This query is used to monitor ledger cash balance as well as the pass / fail status

of vouchers / expenses.
NAVIGATION PATH:

Main Menu > Reporting tools > Query > Query Viewer >
V_AP_PYMNT_CASH_CHECK_RESULT

PARAMETERS:
e Run Date
e GL Unit
e Fund (% for ALL)
e View By
e DeptID (% for ALL)
e Report Option

FORMAT:
HTML, Excel
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AP — Payment Cash Check Results Query

V_AP_PYMNT_CASH_CHECK_RESULT - Payment Cash Check Results

Run Date: pazan0ts @

6L Unit: o100 @

Fund (Enter % for all values): ’%—

View By: All Transactions -

Repart Option; Summary A
ViewResufts

Download results In:  Excel SpreadSheet CSVTetFile XMLFile (7 kb)

View Al First [§] 113 of 13 [ Last
P Batch End Schd
Row Run Date GL Fund |Account Fiscal Bypass|Override |Apply| CY Ledger | Ledger | Cash Check C(;SII" Processed| Failed | Source |Transaction |Document Pa Payment Pa
Identifier Unit Year | Cash | Cash | FY BegBalance| Beg |BegBalance Amount |Amount Transaction|  BU 1] V| Methog |"2YEE
Balance Balance Date

Summary| 042312015 70100{01000|101010 | 2015
Summary| 042312015 70100{02320 101010 | 2015
Summary| 042312015 70100|02550 101010 | 2015
Summary| 042312015 70100|02570 101010 | 2015
Summary|04/23/2015 70100|02700| 101010 | 2015

22313313.04|  0.00(22313312.04 22309629.26| 457029 0.00
2057807.48|  0.00| 2057807.48 205780748 0.00)  0.00
376057.30)  0.00| 376057.30 376057.30 0.000  0.00

1386385.20|  0.00| 1386385.20 | 1386385.20 0.000  0.00
0.00(  0.00 0.00 0.00 0.000 0.00

N e | G | RO s
=|l=z|==|=
Zl====
=l ====
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AP — Posted Cash Advance Extract Query
<Previous Quick Links Next>

LAST REVISION: 07/02/2014
LOADED INTO CATALOGUE: 07/02/2014

DESCRIPTION:
This query displays posted cash advances for a selected journal date range.

PURPOSE / USE.:

This query can be used to review posted cash advance data for a specific journal date
range. The query returns Cash Advance transaction lines. The query does not include
the accrual and cash lines of the transaction.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >V_AP_POSTED_ADV

PARAMETERS:
e Business Unit
e Journal From Date
e Journal To Date

FORMAT:
HTML, Excel
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AP — Posted Cash Advance Extract Query

V_AP_POSTED_ADV - Posted Cash Advance Extract

Business Unit: 17200 (&,
Journal From Date:: |01/07/2016 [
Journal From Toz:  |01/21/2016 i}

View Results

Download results in©  Excel SpreadSheet CSVTextFile XULFile (2kb)

View Al

GL Associated
Business| Advance ID | Employee ID | Employee Name B Comments SEHIETER (HERD || SVt LRERTI K emEs [T Travel Auth |Balance o=t Line WTs Descr
Unit Name | Purpose ID Date Date Date Status | Status D Amt Amt
Government Government
117200 |VALOODOO0OS | 00524071200 KENT, CLARKE Video Expo 00011 01/14/2016|01/14/2016 | 011442016 |Paid Posted 97.50(597.50| 1(597.50 Video Expo
2[17200  [VALODOD0DS| 00524071200 KENT, CLARKE gfd:éngsgt 00011 01119/2016 | 011912016 011912016 |Paid  |Posted 50750(50750)  1[50750 g?dséngzggt
V V

Use the scroll bar to see the columns on the right.

F\rstﬂ1-2c|f2ﬂLast

Distrib

Distrib| Fund Cost Agency | Agency |, . ; Fund Journal | Jourmal |Journal Unpost
I I;rr:; Account Code Program | Department i Task [FIPS | Asset Used | Use? Project | Affiliate Affilate Journal ID Date PostDate | Line | Seq.
1/597.50 131050 05172 (811006 |80200 EX00150895|01/19/2016 |01/19/2016 2 0
1/597.50 131050 05172 (811006 |80200 EX00151059 |01/20/2016 |01/2012016 2 0
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AP — Posted Expense Report Extract Query
<Previous Quick Links Next»>

LAST REVISION: 07/02/2014
LOADED INTO CATALOGUE: 07/02/2014

DESCRIPTION:
This query displays posted expense reports for a selected journal date range.

PURPOSE / USE:

This query can be used to review posted expense report data for a specific journal date
range. Only the expenditure lines of the Expense Report will be returned in the query.
The query does not return the accrual or cash lines of the transaction.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >V_AP_POSTED_EXPN

PARAMETERS:
e GL Business Unit
e Journal Date From
e Journal Date To

FORMAT:
HTML, Excel
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AP — Posted Expense Report Extract Query

V_AP_POSTED_EXPN - Posted Expense Report Extract

GL Business Unit: 17100 @,

Journal Date From: |01/07/2016 [3)

Journal Date To:  [01/21/2016 {5
View Results

Download results in©  Excel SpreadSheet CSV TextFile XMLFile (25 kb)

View Al

GL Expense . . " . . Associated
Business| Report Employee 1D | Employee Name Sheet Business T Creation | Submit Entered by Userid Approval |Accounting | Sheet |Associated e Expense [Expense
Unit e Name | Purpose Date Date Date Date Status | Advance ID Amt Line Type
1 [17100  |SCC0277263 00636956000 | KENT, CLARKE 00011 :\59;%595-\ 01/06/2016 |01/07/2016 |V_INTERFACE_TESTER|01/07/2016 |01/07/2016 |Paid 1{InTC
2 [17100  |SCC0277263 00636956000 KENT, CLARKE 00011 -%A.;asigusgsa 0110612016 | 0110712016 [v_INTERFACE_TESTER |01/0712015 | 010712016 | Paid 1|INTC
Use the scroll bar to see the columns on the right.
Expense Distrib PC . E Project
Eprenese Exé}:tr;se i Ezg:gii DE:E?infi?}n D‘S;{;b Line |Account El;r;de Program | Department C[;:r Task |FIPS|Asset Aug:;‘? Aﬁ::czy Business p[TIIJECt Acltg'“ AnTaWS‘S Resource |Category
P Amt P Amt Unit i Type
Interfaced
INTC ~ |12/18/2015| 1049.97 Expense 1(109.00 5012850 02205 599003 (6000362
Report
Interfaced
INTC 1211812015 | 1049.97 Expense 2(109.00 5012850 02205 599003 |6000362
Report
First 4] 1-15 of 15 [r] Last
_ Fund Journal Journal |Journal |Unpost
Subcategory | Affiliate |, riate [ JOUMAlD | “note | PostDate | Line | Seq
EX00150555 |01/07/2016 |01/07/2016 1 o
EX00150555 |01/07/2016 |01/07/2016 3 o
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AP — Posted Payments Query
<Previous Quick Links Next»>

LAST REVISION: 08/25/2015

LOADED INTO CATALOGUE: 08/28/2015

DESCRIPTION:
This query provides users with posted Payments data for a specific journal date range.

PURPOSE / USE:
e This query is used to monitor payments.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >V_AP_POSTED_PYMNTS

PARAMETERS:
e Business Unit (% for ALL)
e Journal Date From
e Journal Date To

FORMAT:
HTML, Excel
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AP — Posted Payments Query

V_AP_POSTED_PYMNTS - Posted Payments Query with VW

Business Unit GL (% for Allj: 17200 OJ
Journal Date From: 010712016 5
Joumnal Date To: 0112112016 [

View Results

Download results in: Excel SoreadShest CSVTextFile XMLFile (11 kb)

View Al

Payee Payee

APIGL Payment | Remit | Vendor Vendor or Payee Address .
BusinessUnit| IDRef | VendorID |Location D Employee Name Line 1 Ad_dress Ad_dress gty
Line 2 Line 3
APPALACHIAN
6 17200 90036140 0000050494 | MAIN POWER CO F.0. Box 24400 Canton
L 1620 E BAYVIEW
T 17200 20166662 0000166939 | MAIN PRODUCTIONS : NORFOLK
e BLVD

Iip
State Code Country Date

OH (44701 |USA  |01/25/2016| 1000.00|EFT P

VA |23503 (USA  [01/21/2016| 52.28|CHK P

Payment |Payment Payment Payment Bank
Amount | Method | Status  Code

1100

1100

Use the scroll bar to see the columns on the right.

Cancel |Cancel

First ] 1-10 of 10 [ Last

Source Document Paid Payment - Journal Unpost

Date |Action |Transaction D Amount | Message TEEED | EISTITEr AERLTEET | ST Date Sequence
M YCHR YIoo0o18 1000.00 |Remittance | Power-1 AP00151329 |01/21/2016 0

M YCHR YI000023 52.28 Remittance | 1116151 AP0O0151020 |0119/2016 0
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AP — Posted Voucher Extract Query
<Previous Quick Links Next»>

LAST REVISION: 07/02/2014
LOADED INTO CATALOGUE: 07/02/2014

DESCRIPTION:
This query displays posted Vouchers for a selected journal date range.

PURPOSE / USE.:

This query can be used to review posted voucher data for a specific journal date range.
The query returns the voucher distribution transaction lines. It does not return the
accrual and cash lines of the transaction.

NAVIGATION PATH:

Main Menu > Reporting Tools > Query > Query Viewer >V_AP_POSTED_VCHR

PARAMETERS:
e Business Unit
e Journal Date From
e Journal Date To

FORMAT:
HTML, Excel

36



AP — Posted Voucher Extract Query

V_AP_POSTED_VCHR - Posted Voucher Extract Query

Business Unit: 15400 @,
Journal Date From: |01/07/2016 @

Journal Date To:  |01/21/2016

View Results

Download results in . Excel Spreadsheet CSVTextFile XMLFile (5120 kb)

View Al
5 Voucher Invoice :dednrdezg
Buil\:;ss Invoice ID Date Vendor ID Vendor Name S
Number
1 [15400 |40020163|16012 019 011132016 | 0000050212 |City of Virginia Beach 9
2 |15400  |40020164|13-JAN-2016 01/13/2016|0000050813 | City of Virginia Beach 21

Vouch Inv ds & Customer| Send
Vendor VLN Accounting gl‘ms:[ Voucher R”;‘:;T; Services |Responsible :CSC(;T;[ i:
Location Date status Origin Date Rgt;zpt Organization Number |CARS
MAIN 01/14/2016 |0 AGY 01/13/2016| 15400 Y
MAIN 01/14/2016 |0 AGY 01/13/2016| 15400 810 Y

Use the scroll bar to see the columns on the right.

Voucher| . Description . |Distribution]  GL PC
Gross Unit Voucher Line ; Merchandise - Fund Department| Cost Agency |Agency|Accounting Project
Amt Line Price Quantity Description 254 Mixed - s Line Business | Account Code Program Center Task |FIPS |Assel Used | Use?2 Date Business D
Number ltem Number Unit Unit
RETURN
19.50 1| 0.00) 0.0000 CHECKS 19.50 115400  |4002620|02690 15400 011472016
758058.37 1| 0.00| 0.0000|LVRDEC 2015 758058.37 115400  |4002122|07251 15400 0114/2016
First 4] 1-100 of 2761 ﬁ Last
. - - Future [Future Dsth Journal
Project | Activity | Analysis | Source i ; Journal Date B Unpost
Category | Subcategory |Affiliate| Use | Use |Merchandise| Journal ID Line
D D Type Type Field | Field ‘Amount Date Posted Number Sequence
0.00 19.50 |APOD150807 |01M14/2016 | 011472016 169 0
0.00) 758058.37 |AP0O0150807 |01/14/2016 |0114/2016 115 0
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AP — Potential Duplicate Expense Transactions Query
<Previous Quick Links Next»>

LAST REVISION: 08/25/2015

LOADED INTO CATALOGUE: 08/28/2015

DESCRIPTION:

This query identifies potential duplicate expense transactions based on the Expense
Line record. Results display based on the same expense type, same transaction date
and same transaction amount within the same expense report or within another
expense report for the same employee.

PURPOSE / USE:
e This query is used to monitor duplicate expense transactions.

NAVIGATION PATH:

Main Menu > Reporting Tools > Query > Query Viewer >
V_AP_EXPENSES_POTENTIAL_DUPS

PARAMETERS:
e Business Unit (% for ALL)
e Department (% for ALL)
e Employee ID (% for ALL)
e Transaction From
e Transaction To

FORMAT:
HTML, Excel
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V_AP_EXPENSES_POTENTIAL_DUPS - Identify Duplicate Expenses

GL Business Unit (% for ALL): 16600 Od

Department (% for ALL): % @,

Employee ID (% for ALL): % @,

Transaction Date From: 01/01/2015 |[5

Transaction Date To: 01/30/2015 [
View Results

Download results in ©  Excel Spreadsheet CSV TextFile XxMLFile (1 kb)

View All First ﬂ 1-10f1 ﬂ Last

Busllsl:_ess Department Employee ID | Employee Name Transaction Report ID Rep_or? Report| Entered | § isSi Expense |Ti ion | T T i %‘,jl( Aul;;?:’zzluon Duplicate
Unit D Date Description | Status By Date Type Amt Location | Description Policy D Comments
Expense line
isa
1/16600 10100 00290021000 (CARDINAL, JANE (01/18/2015 0000051675 |LEADERS |Paid |ISV76299|01/27/2015 |LODGING 87.00 [NORPO N duplicate,
BREAKFAST Sheetld
0000051543,
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AP — Vendor Payment Hold Query
<Previous Quick Links Next>

LAST REVISION: 08/25/2015
LOADED INTO CATALOGUE: 08/28/2015

DESCRIPTION:
This query identifies vendors with a location on hold.

PURPOSE / USE:

e This query is run by CVG to determine if a vendor’s payment hold status requires
update due to an internal payment offset request. See the job aid entitled
Processing Internal Payment Offsets for more information.

NAVIGATION PATH:

Main Menu > Reporting Tools > Query > Query Viewer >
V_AP_VNDRS_ON_PYMNT_HOLD

PARAMETERS:
e Vendor Set ID
e Payment Handling Cd (% for ALL)

FORMAT:
HTML, Excel

V_AP_VNDRS_ON_PYMNT_HOLD - Vendors on Payment Hold

Vendor SetD: STATE @,
Pymnt Handling Cd (% for ALL): |% OJ

\iew Results

Download resufts i Excel SoreadSheet CSVTexFile XWLFie (1kb)

View Al First 1 1-20f2 H Last
SetiD Vendor 1D Vendor Name Location Description Payment Mathod Payment Handling

1 \GTATE 0000002751 GroundDown ConstructorsLLC WAIN GROUNDDOWN CONSTRUCTORS ACH RR

2 \STATE 0000024354 R &3 STONE INC IRSLEWY  IRSLEWY RR
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AP - Vendor Payment Hold with Unpaid Vouchers Query
<Previous Quick Links Next>

LAST REVISION: 08/25/2015

LOADED INTO CATALOGUE: 08/28/2015

DESCRIPTION:
This query identifies vendors with a location on hold with unpaid vouchers.

PURPOSE / USE:

e The agency Fiscal Officer should run this query daily to determine if unpaid
internal offsets-related vouchers exist for their agency.

NAVIGATION PATH:

Main Menu > Reporting Tools > Query > Query Viewer >
V_AP_VNDR_PYMNT_HOLD

PARAMETERS:
e Vendor Set ID
e AP Business Unit
e Vendor ID (or % for ALL)

FORMAT:
HTML, Excel
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AP —Voucher Worklist Query

<Previous Quick Links

LAST REVISION: 08/25/2015
LOADED INTO CATALOGUE: 08/28/2015

DESCRIPTION:
This query is used to report on vouchers pending approval.

PURPOSE / USE:

Next>

e This query is used to research posted vouchers pending approval by Business

Unit, Voucher ID, and Approver ID.

NAVIGATION PATH:

Main Menu > Reporting Tools > Query > Query Viewer >V_AP_WF_VOUCHER

PARAMETERS:
e Business Unit
e Voucher ID (% for ALL)
e Approver ID (% for ALL)

FORMAT:
HTML, Excel

V_AP_WF_VOUCHER - Voucher related worklist entry

Business Unit (% for all): {19200 3,

VoucherID (% forall  [% @,
Approver ID (% for all): % @,
View Results

Download results in - Excel SpreadSheet CSVTextFile ¥WLFile (1kb)

View Al

Voucher
Entered

Business | Voucher Worklist

Unit ID

VOUCRET it Workist

Accounting VIR Approval
Created Approval "t |Instance

Approver Submitter

Date ale By Status Time
Approval 101912075
1XDE38864 19200 (00000410 101912015 101192015 8v7629| o0 P 0 0 022016 1SVTE299 | 4oy
. [approal . 1ome2015
22760219200 (00000410 101812015 101192015 [SV75298| ot [P 0 0012812016 SV76299 | 1 cocn

Waorklist

SySDATE | APRrOVal | oilable  Processed

Time

First [§] 1-2 0f2 [§] Last

Worklist Voucher| Voucher |Voucher
Comments | Amount | Due Date | Origin

89.490 [1112/2015 |ONL

99.490|1112/2015|ONL
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AP - Voucher Error Query
<Previous Quick Links Next>

LAST REVISION: 08/25/2015
LOADED INTO CATALOGUE: 08/28/2015

DESCRIPTION:

This query provides the ability to track vouchers containing errors and includes the type
of error (i.e. budget errors and edit errors).

PURPOSE / USE:
e This query is used to monitor the status of vouchers with errors.

NAVIGATION PATH:

Main Menu > Reporting Tools > Query > Query Viewer >V_AP_VCHR_ERROR

PARAMETERS:
e Business Unit
e Responsible Org (or % for ALL)

FORMAT:
HTML, Excel

V_AP_VCHR_ERROR - Voucher Error Report

Business Unit: 15100 @,
Responsible Org (% for All): % OJ
View Results

Download results in - Excel SpreadSheet CSVTestFile xuLFie (1kb)

View All First [§] 1-5 of 5 [jf] Last

Business Unit Responsible Org Current Date Voucher ID Entry Status Budget Status
1 [15100 10000 01/2712016 00000954 P E
2 15100 10000 01/2712016 00000953 P E
3 [15100 10000 01/2712016 00000958 R N
4 15100 10000 01/27/2016 00000872 R N
5 15100 10000 0112712016 00000956 R N
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AP - Voucher Payments Awaiting Due Dates Query
<Previous Quick Links Next»>

LAST REVISION: 08/25/2015

LOADED INTO CATALOGUE: 08/28/2015

DESCRIPTION:

This query displays voucher data for a selected scheduled pay date range by a
specified AP Business Unit, and fund. It also includes voucher detail, vendor ID, vendor
name, Scheduled Pay Date, voucher amount, and total voucher amount by fund

PURPOSE / USE:
e This query is used to track vouchers by due date range and fund code.

NAVIGATION PATH:

Main Menu > Reporting Tools > Query > Query Viewer >
V_AP_PYMNT_DUE_DATE

PARAMETERS:
e AP Business Unit
e Fund Code (% for ALL)
e Scheduled Due Date From
e Scheduled Due Date To

FORMAT:
HTML, Excel
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V_AP_PYMNT_DUE_DATE - Voucher Pymnts Awaiting Due Dt

AP Business Unit:
Fund Code (% for All):

5100 @,
TR

Scheduled Due Date From: |07/01/2015 [5]
08/31/2015 [

Scheduled Due Date To:

View Results

Download results in . Excel SpreadSheet CSV TextFile XMLFile (2 kb)

View All First E 1-100f10 m Last
AP Business Unit | Voucher ID Scheduled Pay Date GL Business Unit Fund Vendor ID Vendor Name Voucher Distrib Amt Approval Status

1 |15100 00001053 08i06/2015 15100 01000 0000031103 |Department of General Senvices 0.42|Approved

2 |15100 00001053 08/06/2015 15100 01000 |0000031103 |Department of General Services 0.72 |Approved

3 |15100 00001053 08i06/2015 15100 01000 (0000031103 |Department of General Senvices 29.51|Approved

4 15100 00001053 08/06/2015 15100 01000 (0000031103 |Department of General Senices 2.53 | Approved

5 |15100 00001053 08i06/2015 15100 01000 (0000031103 |Department of General Senices 0.81|Approved
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AP —Vouchers Denied Not Deleted Query
Quick Links

<Previous Next>

LAST REVISION: 08/25/2015

LOADED INTO CATALOGUE: 08/28/2015

DESCRIPTION:
This query displays vouchers that have been denied but have not been deleted.

PURPOSE / USE:
e This query is used to monitor vouchers that have been denied but not yet

deleted.
NAVIGATION PATH:

Main Menu > Reporting Tools > Query > Query Viewer >
V_AP_VCHRS_DND_NOT_DLTD

PARAMETERS:
e Business Unit (% for ALL)

FORMAT:
HTML, Excel

V_AP_VCHRS_DND_NOT_DLTD - Vouchers Denied NOT Deleted

Business Unit (% for all): %

View Results

Download results in© Excel SpreadSheet CSV TextFile XMLFile (1kb)

122300 00001092 {30300 Denied No Match
2|T7700 00002881 |50513 Denied No Match

ZYH75389
HCR93592

0412212015
041612013

042412015
0418/2013

10B97282
NDX29748

View All First [§] 1-2 0f2 [§] Last

Business Unit | Voucher | Responsible Org | Approval Status | Match Status | Entered By Userid | Entered Date | Last Updated Date | Last Updated Userid | Voucher Gross Amount

20.00
208.24
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AP - Vouchers Not Paid — Vendor Location Address Query
<Previous Quick Links Next>

LAST REVISION: 08/25/2015

LOADED INTO CATALOGUE: 08/28/2015

DESCRIPTION:
This query is used to help agencies monitor vouchers pending payment and includes
vendor information for the vouchers.

PURPOSE / USE:

For the vouchers to be picked up by pay cycle, regular vendors must have Vendor
Status of Approved and one-time vendors must have a vendor status of Inactive. The
Vendor Address and Location statuses must also be Active.

NAVIGATION PATH:

Main Menu > Reporting Tools > Query > Query Viewer >
V_AP_VCHR_NOTPAID_VEN_LOC

PARAMETERS:
e Business Unit (% for ALL)
e Vendor Set ID
e Voucher ID (% for ALL)

FORMAT:
HTML, Excel

V_AP_VCHR_NOTPAID_VEND_LOC - Vchrs Not Paid - Vndr Loc/Addr

Business Unit (% for ALL): PSSDD OJ
Vendor SetiD: STATE (@,
Vendor ID (% for ALL): %% @,

Wiew Results

Download results in: Excel SpreadSheet CSV TextFile xMLFile (12 kb)

Wisw All First [ 1-20 of 20 [ Last
Vendor Vendor Vendor Vendor
Bui""zss Voucher SE(”:W Aglpr[ova\ Suchegu\leu Vendor ID Vendor Name P VE"?M \ﬁn:ﬂor Address Address Remit Location IT'i:ylth:l
ni atus atus ue Date ersistence atus Seq Nbr Statms neerie Status Metho
1 23300 00000061 |Postable |Denied 01/28/2015 0000002304 |Pitney Bowes Inc Regular Approved 3 |Active MAIN Active CHK
y GLEMN FELDMANN » y

2 |23200 00000076 |Postable |Approved |02/19/2015 0000113471 DARBY GOODLATTE Regular Approved 2| Active MAIMN Active CHK
3 |23300 00000078 Postable |Approved |02/19/2015 0000050498 ggg\ﬁgEPARCEL Regular Approved 2 |Active MAIN Active CHK
4 23300 00000079 |Postable |Approved |02/19/2015 0000018083 |Quill Corp Regular Approved 3 |Active MAIN Active EFT
5 (23300 00000080 Postable |Approved |02/19/2015 0000016083 |Quill Corp Regular Approved 3 |Active MAIN Active EFT
6 (23300 00000081 |Postable |Approved |02M9/2015 0000016083 [Quill Corp Regular Approved 3 |Active MAIN Active EFT
7 [22300  |00000095|Postable [Pending 031172015  |0000003204 | S2NON Business Regular Approved 3 |Active EPAY Active cE

Solutions Inc
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AP —Vouchers Not Posted to AP Query

<Previous

Quick Links

LAST REVISION: 08/25/2015

LOADED INTO CATALOGUE: 08/28/2015

DESCRIPTION:
This query provides AP vouchers, by Business Unit, that have not posted to AP.

PURPOSE / USE:

NAVIGATION PATH:

Main Menu > Reporting Tools > Query > Query Viewer >
V_AP_VCHRS_NOT_POSTED_TO_AP

PARAMETERS:

Business Unit

e Accounting Date From

FORMAT:

HTML,

Excel

Accounting Date To

Next>

This query is used to monitor AP Vouchers that have not posted to AP.

V_AP_VCHRS_NOT_POSTED_TO_AP - Vouchers Not Posted To AP

Business Unit (% for all): %

Accounting Date From: |07/01/2015 {3

Accounting Date To:

View Results

081212015 [H)

Download results in - Excel SpreadSheet CSVTextFile xuLFile (1709 kb)

View Al

Business
Unit

110000

2 [12100

3 [13200

Voucher
D

Acctg Date | Account | Fund
00000248 |08/07/2015 | 5012430 | 01000
00000265 |08/07/2015 501273001000

00000556 | 08/07/2015 501244001000 901

Cost
Center

Responsible | Approval| Entry
Org Status | Status

Budget |Match Distribution
Program Status  |Status| Amount Entered By Userid

Provisionally [No

782004 |1100 Pending Postable 88163.50 |OFT54983

Valid Watch
799001 [10100 Pending |Postable |Valid :ﬁ!alcn 450.00 |AHT27897
723012 (132 Pending |Postable |Valid :::Im 6140.19 HFO47530

First ] 1-100 012714 [y] Last

Enterad Last
r:}etre Updated | LastUpdated By Userid
ate Date

08/0712015 | 08/07/2015 |OFT54983

08/07/2015|08/07/2015 | AA_CARDINAL_BATCH_AP

08/07/2015|08/07/2015 | AA_CARDINAL_BATCH_AP
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AP —Vouchers on Payment Hold Query
<Previous Quick Links Next>

LAST REVISION: 08/25/2015
LOADED INTO CATALOGUE: 08/28/2015

DESCRIPTION:
This query displays vouchers that have a hold on the payment.

PURPOSE / USE:

e The query is used to monitor payments on hold. The query results include AP
Business Unit, Voucher ID number, Vendor Name, Vendor ID, Scheduled Due

Date, Date Entered, Hold Reason and the number of days it has been on hold.

NAVIGATION PATH:

Main Menu > Reporting Tools > Query > Query Viewer >
V_AP_VCHR_ON_PYMNT_HOLD

PARAMETERS:
e AP Business Unit (or % for ALL)
e Payment Handling (% for ALL)
e Number of Days Payment on Hold

FORMAT:
HTML, Excel

V_AP_VCHR_ON_PYMNT_HOLD - Voucher en Payment Hold

AP Business Unit (% for All): i @,
Payment Handling (% for All): % O‘
Number of Days Paymenton Hold:| 10

View Results

Download results in . Excel SpreadSheet CSVTextFile XMLFile (6 kb)

Wiew Al First [§] 1-28 of 28 [§] Last
AP Business Unit Voucher ID Vendor Name VendorID | Scheduled Due Date | Accounting Date Entered Date | Payment Handling | Hold Reason |Days on Hold

1 (22200 00001039 |CARRINGTON REAL ESTATE SERVICES (US) LLC |0000121024 | 0114/2015 01M14i2015 0114/2015 |RE OTH 210

2 24500 00000208 |NEWPORT NEWS PUBLIC SCHOOLS 0000124489 03/23/2015 03/23/2015 0312312015 |RE OTH 142
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AP —Vouchers Posted to AP Not JGEN (GL) Query
<Previous Quick Links Next>

LAST REVISION: 08/25/2015
LOADED INTO CATALOGUE: 08/28/2015

DESCRIPTION:

This query displays vouchers that posted to Accounts Payable but did not go to GL to
generate a journal entry.

PURPOSE / USE:
e This query identifies vouchers that have been posted to AP but not GL.

NAVIGATION PATH:

Main Menu > Reporting Tools > Query > Query Viewer >
V_AP_VCHRS_PSTD_AP_NOT_JGEN

PARAMETERS:
e Business Unit (or % for ALL)
e Accounting Date From
e Accounting Date To

FORMAT:
HTML, Excel

V_AP_VCHRS_PSTD_AP_NOT_JGEN - Vehrs Psted to AP but Not JGEN

AP Business Unit (% for All): {16200
Accounting Date From: 10/01/2015
Accounting Date To: 10/30/2015 [

View Results

Download results in . Excel SpreadSheet CSV TextFile xMLFile (1 kb)

First [§] 1-10f 1 [§] Las
B Payment R bie| A Distribution Entered Last
uiln_iss Voucher |Acctq Date |Reference| Date Select |Account | Fund |Program espgnﬂ e Stplp[ Line Entered By Userid TJEt[E Updated Last Updated By Userid
n Status 0 S | pmount Date
1/16200 00000013 [10i22/2015 | 20141322 |10/22/2015 | Paid 5012820|01000 511002 {95400 Approved|  7200.00|  vgd98098 1012212015 | 1012212015 |V_AP_COVA_VOUCHER_APPROVER]
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AP Reports
Quick Links

AP — Agency to Agency Vouchers Report

AP - AP/GL Open Liability Account Reconciliation Report

AP — Budget Check Exceptions Report

AP - Cash Advance Ading by Business Unit Report

AP — Cash Advance Report

AP - Cash Advance Worklist Report

AP - Due Date Monitoring Report

AP — Expense Report

AP — Expense Report Upload Error Report

AP - Expense Transaction by Dept Report

AP - Payables Open Liability Report

AP — Payment History by Vendor Report

AP - Payment Reqister Including Offsets Report

AP — Posted Payments Extract Report

AP — Posted Voucher Listing Report

AP — Report of Federal Tax Payments Made Through EFTPS

AP — Schedule of Expenditures of Federal Awards (SEFA)

AP — Travel Authorization Report

AP - Unreimbursed Petty Cash Voucher Report

AP — Voucher Reqgister Report

AP — Voucher Listing by ChartField Report

AP — Voucher Payments Awaiting Due Dates Report
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AP — Voucher Upload Error Report

AP - Voucher Worklist Report
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AP — Agency to Agency Vouchers Report
<Previous Quick Links Next»>

Rpt ID: VAPR0990
LAST REVISION: 08/25/2015

LOADED INTO CATALOGUE: 08/28/2015

DESCRIPTION:
This report provides details on agency to agency vouchers created during a specified
time period with associated payments if the voucher has been paid.

PURPOSE / USE:
e This report is used to monitor ATA transactions.

NAVIGATION PATH:

Main Menu > Accounts Payable > Reports >Vouchers > Agency to Agency
Vouchers

PARAMETERS:
e AP Business Unit
e From Journal Date (AP Accrual)
e ToJournal Date (AP Accrual)

FORMAT:
PDF
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AP — Agency to Agency Vouchers Report
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AP - AP/GL Open Liability Account Reconciliation Report
<Previous Quick Links Next»>

Rpt Nbr: APY1400
LAST REVISION: 09/26/12

LOADED INTO CATALOGUE: 10/18/2012

DESCRIPTION:
This report can be run either for detail or summary information about vendor invoices,
related vouchers, and journals.

PURPOSE / USE:
This report is used for reconciliation purposes.

NAVIGATION PATH:

Main Menu > Accounts Payable > Reports > Voucher Reconciliation > Open
Liability Reconciliation

PARAMETERS:
e Report ID
e As of Date
e Business Unit Option

FORMAT:
PDF
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AP/GL Open Liability Account Reconciliation — Detail

AP/GL Open Liability Account Reconciliation — Summary
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AP — Budget Check Exceptions Report
<Previous Quick Links Next>

LAST REVISION: 08/25/2015

LOADED INTO CATALOGUE: 08/28/2015

DESCRIPTION:
This report lists all budget check exceptions on vouchers.

PURPOSE / USE:
e This query is used to monitor budget check exceptions on vouchers.

NAVIGATION PATH:

Main Menu > Commitment Control > Review Budget Check Exceptions >
Accounts Payable > Voucher

PARAMETERS:
e Business Unit
e Voucher ID (% for ALL)

FORMAT:
PDF

Voucher Exceptions Line Exceptions

Business Unit: 50100 Voucher ID: 00000005 &
*Exception Type: - Override Transaction i) L=
Maximum Rows: 100 More Budgets Exist
Search Advanced Budget Criteria
Budgets with Exceptions Customize | Find | View 41| BV B Fret T 15016 1 Last
Budget Chartfields
. Business . . Override . Override
Details Unit Ledger Group Exception More Detail Budget Override User 1D Date Tran
1 @l 50100 CC_ALLOT Translation Tree error More Detail CHARLOTTE . HANEY 225153{521: Go T
2 @l 50100 CC_APPROP Translation Tree error More Detail GoT
3 &) 50100 CC_CASH Required key CF is blank More Detail Go T
4 & 50100 CC_LOWLVL Translation Tree error Mare Detail Go T
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AP - Cash Advance Aging by Business Unit Report
<Previous Quick Links Next>

Rpt Nbr: EXC5701
LAST REVISION: 10/04/12

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:
The report provides aging information for outstanding cash advances. You can run this
report by Business Unit.

PURPOSE / USE:
The report is used to:
¢ Identify all outstanding advances for the Business Unit ID.
e List the number of days each advance has been outstanding, so you can track
compliance with State / Agency policy.

NAVIGATION PATH:

Main Menu > Travel and Expenses > Manage Accounting > Print Reports > Cash
Advance Aging by Bus Unit

PARAMETERS:
e Business Unit

FORMAT:
PDF

59



AP - Cash Advance Aging by Business Unit

Cash Advance Aging by Business Unit PeopleSoft Expenses - EXCHTOT
ORACLE: [ Bunes Unt Descrpton Report Print Date Fage Number

15100 VA Department of Accounts 9/25/2012 1of 1

Employee ID / Name Advance ID ‘ Business Purpose Department | Payment Dat Advance Amount Days Outstanding
EMPLID11 SUN SUMMER 0000000052 Conference 85400 8/9/2012 300.00 UsD a7

Employee ID / Name Advance ID Business Purpose Department Payment Dat Advance Amount Days Outstanding
EMPLID11 SUN,SUMMER 0000000051 Other 95400 afsr20$12 2565 uso 48

Employee ID / Name Advance ID Business Purpose Department | Payment Dat Advance Amount [ Days Outstanding
EMPLID11 SUN SUMMER 0000000048 Conference 85400 8712012 2234 UsD 48

Employee 1D / Name Advance ID Business Purpose Department Payment Dat Advance Amount | Days Outstanding
EMPLID14 MOUSE,MICKEY 0000000045 Other 92100 8162012 190.99 uso 50

Employee ID / Name Advance 1D Business Purpose Department Payment Dat Advance Amount | Days Outstanding
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AP — Cash Advance Report
<Previous Quick Links

LAST REVISION: 08/25/2015
LOADED INTO CATALOGUE: 08/28/2015

DESCRIPTION:
This is used to print the Cash Advance Report.

PURPOSE / USE:
The Cash Advance Report is available in printable format.

NAVIGATION PATH:

Next>

Main Menu > Employee Self Service >Travel and Expense Center > Print Reports

> Cash Advance

PARAMETERS:
e Advance ID
e EmplID

FORMAT:
PDF
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Fawvorites Main Menu > Travel and Expenses

To print this report, please use your browsers print feature

A BZCR Pl

Cash Advance

Report Date: 0B/17/2015
SUMMER SUM Report Time: 10:39:3TAM
Advance ID: 0000000428 Empl ID: 00446170800
Description: Quarterly Team Meeting Status: Paid
Business Purpose: Meeting
Reference Number:

Comment:
Advance Source Description

Armount

System Check Cruarterly Team Meeting A75 00 USD

Cash Advance Total:

175.00 USD
Less Nonpayable Amount:

Q.00 UsSD
Aumount Due EmMployee: AFTS.00 UsSD
We certify that the advance requested Is necessary to conduct business on behalf of the Commonwealth. Ve
understand that the total amount of any advance received is subject to deduction from the travelers salary if not repaid
within 60 days of issuance, and that all payments are subject to debt setoff. We agree to the travelers submission of a

travel Reimbursement Request within 5 workdays of returning from the trip and the supervisors prompt review of the
submission requested.

Employee Signature Date

Approved By Date

Return to Travel and Expense Center
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AP - Cash Advance Worklist Report
<Previous Quick Links Next»>

Rpt Nbr: n/a
LAST REVISION: 09/26/12

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:
For each cash advance worklist item meeting search criteria, the results identify:
e Employee name and ID, business unit, cash advance ID, origin, created by,
workflow instance, and amount
e Dates including submit, accounting, approval, and current
e Approval type, comment, and status

PURPOSE / USE:
The report is used to:
e Track advances requiring approval
¢ Analyze the time required to obtain approval

NAVIGATION PATH:

Main Menu > myCardinal Financials > Financials Report Execution > AP Reports >

Cash Advance Worklist

PARAMETERS:
e Bus Unit
e EmplID (or %)
e Trans ID (or %)
e Approval ID (or %)
e From and To Dates

FORMAT:
HTML
CSV to Excel
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AP - Cash Advance Worklist

V_AP_WF_EXPENSE_CA - Cash Advances

Business Unit: [15100 ‘@,
Emplid (% for all): ]
Transaction ID (% for all): ’%7
Approval ID (% forall: ~ [%

From Date: [070122015 |3
To Date: [o12712016 1)

View Results

Download results in - Excel Spreadsheet C8VTextFile XMLFie (3 kb)

View Al First [ 1-5 of & ] Last
Cash Cash Cash Cash
Business Anprover Cash Emplid Employee |Accounting| Submit Cash Advance Approval | Advance |Workflow| Current Comment | Advance Advance Advance
Unit PP Advance ID P Name Date Date Created By Type |Approval | Instance | Date Approval .
Amount Origin
Status Date
Submitted
2115100 UHK37558 0000000373|00210543300 |DOE, JOHN  |08/24/2015 |08/24/2015 | VPHE2737 Supenvisor |for 0(01/27/2016 350.000 w
Approval
Submitted
3/15100 UHK37558 0000000374 00210543300 |DOE, JOHN  (08/24/2015 |08/24/2015 | VPHB2737 Supenvisor |for 0(01/27/2018 150.000 w
Approval
Submitted
415100 UHK37558 0000000375|00210543300 |DOE, JOHN  |08/24/2015 |08/24/2015 | VPHE2737 Supenvisor |for 0(01/27/12016 450.000 w
Approval
Submitted
5115100 UHK37558 0000000377 00252010200 |DOE, JOHN  [10/31/2015 | 11/09/2015 |VPHB2737 Supenvisor |for 0(01/27/2016 150.000 w
Approval
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AP — Cash Advance Upload Error Report
<Previous Quick Links Next>

LAST REVISION: 01/26/2016
LOADED INTO CATALOGUE: 2/1/2016
DESCRIPTION:

This report displays details about errors identified during the Cash Advance Upload
process for interfacing agencies.

PURPOSE / USE:

This report is used by interfacing agencies to view Cash Advance Upload errors created
when loading data from agency systems into Cardinal. These errors will need to be
corrected in the agency system and re-sent to Cardinal.

The Cash Advance Upload Error Report can be viewed after the nightly process has
been run to pot the report. The nightly batch process posts the report to the Report
Manager within the agency specific folder and the file server for the agencies to retrieve
automatically. The report can also be manually generated using the navigation path
noted below.

NAVIGATION PATH:

Main Menu > Travel and Expenses > Manage Accounting > Print Reports > Cash
Advance Upload Error Rpt

PARAMETERS:

e From Date

e ToDate

e Sequence

e Tree Name —select BU_TREE_INTFC

e How Specified — select Selected Detail Values
e Business Unit — enter your Business Unit(s)

FORMAT: PDF
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AP — Cash Advance Upload Error Report
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AP - Due Date Monitoring Report
<Previous Quick Links Next»>

Rpt Nbr: VRAPO750
LAST REVISION: 10/04/12

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:

This report provides the number of payments made relative to their due date, by
number, percent, and amount. Payments with no due date are listed separately. The
report also calculates the average variance from due date and the percent of payments
and dollars in compliance with prompt pay.

PURPOSE / USE:

The report is used to:
e Determine the business unit’s compliance with prompt pay during a period
e Identify total number (dollars) paid during a period
e |dentify trends in compliance rates and variances

NAVIGATION PATH:
Main Menu > Accounts Payable > Reports > Payments > Due Date Monitoring Report

PARAMETERS:
e Business Unit
e From Date
e ToDate

FORMAT:
PDF
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AP - Due Date Monitoring Report
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AP — Expense Report
<Previous

Quick Links
LAST REVISION: 08/25/2015

LOADED INTO CATALOGUE: 08/28/2015

DESCRIPTION:

Next>

The Expense Report is available in a printable format.

PURPOSE / USE:
This is used to print the Expense report.

NAVIGATION PATH:

Main Menu > Employee Self Service >Travel and Expense Center > Print Reports

> Expense Report

PARAMETERS:
e Business Unit
e EmplID

FORMAT:
PDF

Favorites Main Menu
& Expense Receipt
To print this report, please use your browser's print feature.
PeopleSoft.
Expense Report
SUMMER SUN
Report Date: O7FM62012 11:49:164M
Description: Conference Travel
Business Purpose: Conference
Comment:
Date Expense Type Merchant
Personal Mileage
D7ioz2i2012 Convenience
Employee Expenses: 17.22
Hon-Reimbursable Expenses: .00
Prepaid Expenses: 0.00
Employee Credits: 0.00
Vendor Credits: 0.00
Cash Advances Applied: o.00
Total Due Employee: 17.22
Total Due Vendor: .00

Employee ID:

0000007388

EMPLIDAA

Status: Approved for Payment

Location Amount
Charlottesville

(Albemrl/Grm)

usoD
uspo
uso
uspo
uso
uso

uso
uspo

17.22 UsSD
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AP — Expense Report Upload Error Report
<Previous Quick Links Next»>

LAST REVISION: 07/02/2014
LOADED INTO CATALOGUE: 07/02/2014

DESCRIPTION:
This report displays details about errors identified during the Expense Report Upload
process for interfacing agencies.

PURPOSE / USE:

This report is used by interfacing agencies to view Expense Report Upload errors
created when loading data from agency systems into Cardinal. These errors will need
to be corrected in the agency system and re-sent to Cardinal.

The Expense Report Upload Error Report can be viewed after the nightly process has
been run to post the report. The nightly batch process posts the report to the Report
Manager within the agency specific folder and to the file server for the agencies to
retrieve automatically. The report can also be manually generated using the navigatio
path noted below.

NAVIGATION PATH:

Main Menu > Travel and Expenses > Manage Accounting > Print Reports >
Expense Report Upload Err Rpt

PARAMETERS:
e From Date
e ToDate
e Sequence
e Tree Name —select BU_TREE_INTFC
e How Specified — select Selected Detail Values
e Business Unit — enter your Business Unit(s)

FORMAT:
PDF

n
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AP — Expense Report Upload Error Report
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AP - Expense Transaction by Dept Report
<Previous Quick Links Next»>

Rpt Nbr: EXC4600
LAST REVISION: 10/04/12

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:
This report lists all employees’ expense transactions for a department during a specified
period, in Account Number order.

PURPOSE / USE:
The report is used to:
e Track employees’ expenses by account (e.g. mileage, food service) for a given
period
e Monitor expenditures by account

NAVIGATION PATH:

Main Menu > Travel and Expenses > Manage Accounting > Print Reports >
Expense Transaction by Dept

PARAMETERS:
e GL Unit
e Department
e Submission From Date
e Submission Through Date

FORMAT:
PDF
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AP - Expense Transaction by Department

73



AP — Employee Profile Upload Error Report
<Previous Quick Links Next»>

LAST REVISION: 01/26/2016
LOADED INTO CATALOGUE: 2/1/2016
DESCRIPTION:

This report displays details about errors identified during the Employee Profile Upload
process for interfacing agencies.

PURPOSE / USE:

This report is used by interfacing agencies to view Employee Profile Upload errors
created when loading data from agency systems into Cardinal. These errors will need
to be corrected in the agency system and re-sent to Cardinal.

The Employee Profile Upload Error Report can be viewed after the nightly process has
been run to pot the report. The nightly batch process posts the report to the Report
Manager within the agency specific folder and the file server for the agencies to retrieve
automatically. The report can also be manually generated using the navigation path
noted below.

NAVIGATION PATH:

Main Menu > Travel and Expenses > Manage Accounting > Print Reports >
Employee Profile Upld Err Rpt

PARAMETERS:

e From Date

e ToDate

e Sequence

e Tree Name —select BU_TREE_INTFC

e How Specified — select Selected Detail Values
e Business Unit — enter your Business Unit(s)

FORMAT: PDF
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AP — Employee Profile Upload Error Report
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AP — Employee Profile Upload Error Report
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AP - Payables Open Liability Report
<Previous Quick Links Next»>

Rpt Nbr: APY1406

LAST REVISION: 10/19/12

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:
This report lists open liabilities for specified Business Unit(s).

PURPOSE / USE:
The report is used to:
Identify all outstanding liabilities for one vendor — either for a particular business

unit or agency, or Statewide
View all vendor liabilities for one or more business units

NAVIGATION PATH:

Main Menu > Accounts Payable > Reports > Voucher Reconciliation > Payables
Open Liability

PARAMETERS:

As of Date

As of Date Type (i.e., Accounting Date or Invoice Date)

You may elect to include Unrecorded Liabilities, Prepayments, Un-matured
Drafts Paid and/or Available Discount

Business Unit Option: You may select All or run for one Business Unit

Vendor Select Option: For all or specified vendors

Currency: Use Base Currency, USD, CRRNT and today’s date

Report Format Options: Allows different presentation, for Reporting by Invoice
vs. Remit Vendor, Business Unit vs. Vendor order, and Detail vs. Summary

FORMAT:
PDF for both the Summary and Detail formats
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AP - Payables Open Liability — Summary

AP- Payables Open Liability — Detail
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AP — Payment History by Vendor Report
<Previous Quick Links Next»>

Rpt Nbr: APY2000
LAST REVISION: 01/04/2013

LOADED INTO CATALOGUE: 01/04/2013

DESCRIPTION:

This report can be run either in a detail or a summary format. In both formats the data
is grouped by Payment Reference Number and Date for the Vendor specified on the
report Run Control.

e The summary format is summarized at the Payment Reference Number level.

e The detail format provides additional detail lines within the Payment Reference
number reporting line the Business Unit, Voucher ID, Invoice ID, Invoice Date,
Discount Taken, and Paid Amount.

0 There will be at least one detail line within each Payment Reference
Number row on the Detail format.

o Typically, there are multiple detail lines within a single Payment Reference
row.

If you run the report in both the detail and the summary format using the same date
range on the Run Control for the same Remit Vendor, the totals at the end of the reports
(i.e., Totals for Check Payments, Totals for Bank Account, and Totals for Currency)
reconcile. This is demonstrated in examples below.

PURPOSE / USE.:
e The report is used to research vendor payment detail and summary information.

NAVIGATION PATH:
Main Menu > Accounts Payable > Reports > Vendor > Payment History by Vendor

PARAMETERS:
e From Date and Through Date
e Print Options: Detail or Summary
e Remit SetID: STATE
e Remit Vendor
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FORMAT:
PDF for both the Summary and Detail formats

Run Control:
Under Print Options choose Detail or Summary

Detailed Payment History by Vendor:

Note total Payment Amount 46,717.11 (the sum of all detail lines) for Payment
Reference 20022350.
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AP - Summary Payment History by Vendor:

Note Payment Amount 46,717.11 for Payment Reference 20022350.

Payment Reference 20022350 on the Detail and the Summary Reports reconcile.

Report Totals:
Detailed Payment History by Vendor, last page
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Summary Payment History by Vendor, last page
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AP - Payment Register Including Offsets Report
<Previous Quick Links Next»>

Rpt Nbr: RAP581
LAST REVISION: 10/10/12

LOADED INTO CATALOGUE: 10/10/2012

DESCRIPTION:

This report provides information from the payment register including any offset
payments. Information included is the Voucher, Vendor, Payment Reference (check or
EDI number) and payment date.

PURPOSE / USE:
The report is used to review payments made, including offsets. This is helpful if you
want to view payments made on a day for a range of dates.

NAVIGATION PATH:

Main Menu > Accounts Payable > Reports > Payments > Payment Register Incl
Offsets

PARAMETERS:
e Report Request Parameters: From Date, To Date
e AP Business Unit Parameters: Business Unit (or %)

FORMAT:
PDF
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AP - Payments Register Including Offsets
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AP — Posted Payments Extract Report
<Previous Quick Links Next»>

LAST REVISION: 07/02/2014
LOADED INTO CATALOGUE: 07/02/2014

DESCRIPTION:
This query displays voucher, expense report, and cash advance payments in Cardinal.

PURPOSE / USE:
e This query can be used to review payment information for a specified date range.
0 The query doesn’t return any chartfields affected by payment post but it
does include payee and payment reference identification (check, EDI, or
ePayables numbers) information.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >V_AP_POSTED _PYMNTS
PARAMETERS:

e Business Unit

e Date From
e DateTo

FORMAT:
HTML, Excel
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AP - Posted Payments Extract Report

_AP_POSTED_PYNINTS - Posted Payments Query

Date From:
Date To:

Business Unit:|13500 O,

03012014
n33t014 [

View Results

Download results in - Excel SoreadSheet CSVTedFle YULFle (4 kb)

[View Al First ﬂ 1-40fd ﬂLaet
APIGL Remit \endoror| Payee | Payee | Vendor - Customer
Payment Viendor Tip Payment |Payment|Payment|Payment|Cancel|Cancel| Source | Document | Paid (Invoice Journal | Unpost
e )] [pLm Location e B v Ad_dress Es e Gy e Code Gy Date | Amount | Method | Status | Date | Action [Transaction D [Amount| D SE || dETEL Date  |Sequence
Unit i1} Name | Linet | Line2 |ldentification Number
6600
1[13600 20079238 00859153957 |Blue Bell Paragon Richmond|VA  [23060{USA  |03/06/2014| 600.000(CHK  |P N EXAD (000000128 |100.000 EX00029396 0412112014 0
Place
6800
2|13800  |20079238 00859153957 |Blue Bell |Paragon Richmond|VA  [23080{USA  |0306/2014| B00.000(CHK  |P N |EX4D 0000000129 {200.000 EX00029396 | 0412172014 0
Place
6800
3[13600  |20079238 00859153957 |Blue Bell Paragon Richmond|VA  [23060{USA  |03/06/2014| 600.000(CHK  |P N EXAD (0000001301300.000 EX00029396 0412112014 0
Place
6800
4|13600  |20079239 (0859153957 |Blue Bell Paragon Richmond|VA ~ [23060{USA  |03/07/2014| 100.000|CHK  |P N EXPN (000031981{100.000 EX00029396 0412112014 0
Place
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AP — Posted Voucher Listing Report
<Previous Quick Links Next»>

Rpt Nbr: APY1020
LAST REVISION: 08/25/2015

LOADED INTO CATALOGUE: 08/28/2015

DESCRIPTION:

This report lists posted vouchers for a specific date range and all or specific vendor(s).

PURPOSE / USE:
e This report is used to monitor posted vouchers by date and vendor(s).

NAVIGATION PATH:
Main Menu > Accounts Payable > Reports > Vouchers > Posted Voucher

PARAMETERS:
e Business Unit
e For the period (i.e., From through To)

FORMAT:
PDF
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AP — Report of Federal Tax Payments Made Through EFTPS
<Previous Quick Links Next»>

Rpt Nbr: RAP611

LAST REVISION: 07/02/2014

LOADED INTO CATALOGUE: 07/02/2014

DESCRIPTION:

This report displays certain types of Federal tax payments such as payroll, backup
withholding, Federal excise, interest payments, and tax penalties remitted to the IRS.
PURPOSE / USE:

This report can be used to review payments made to the IRS that needed to be process
using the EFTPS payment method.

NAVIGATION PATH:

Main Menu > Accounts Payable > Reports > Payments > EFTPS Payments
PARAMETERS:

e From Date and To Date
e Business Unit

FORMAT:
SQR Report
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AP - Report of Federal Tax Payments Made Through EFTPS
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AP — Schedule of Expenditures of Federal Awards (SEFA)
<Previous Quick Links Next»>

LAST REVISION: 07/02/2014
LOADED INTO CATALOGUE: 07/02/2014

DESCRIPTION:

This query displays AP Business Unit, Voucher ID, Account, Project, Fund, Task,
Voucher Description, Monetary Amount, Vendor ID, Vendor Class, Vendor, Payment
Date and Federal Catalog Number.

PURPOSE / USE:

This query is used to assist with the preparation and submission of the various
spreadsheets that comprise the Schedule of Expenditures of Federal Awards (SEFA)
schedule that is submitted to the Department of Accounts (DOA) for the Single Audit
Report.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >V_AP_SEFA

PARAMETERS:
e AP Business Unit
e Payment Date — From and To
e CFDA Number—From and To

FORMAT:
HTML, Excel
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AP - Schedule of Expenditures of Federal Awards (SEFA)

V_AP_SEFA - SEFA expenditures

Payment To Date:

CFDA Number To:

View Results

Payment From Date:

CFDA Number From:

Download results in :

AP Business Unit(% for all): 15100 QJ

09/01/2013 [

09/30/201 H
oja,

150/,

Excel SpreadSheet

CSV TextFile XMLFile (7 kb)

First ﬂ 1-150f18 ﬂ Last

AP Federal
Business WITELE Account| Project Fund |Task Voucher Description —ITEET Vendor Id LI Vendor (R Catalog
- Id Amount Class Date
Unit Number
1 [15100 00000265 |5012850 | 0000103772 06090 LODGING AND TAXES 126.000|0000001217 R ;‘;’;Z?:’CL I |09/1812013 123
2 [15100 00000265 |5012830|0000103772 |06090 ARFARE TAX TOLLS 586.100{0000001917 |R Forrester 091812013 123
PARKING Research Inc
3 [15100 00000265 |5012880| 0000103772 05090 SoEUERIITIRES 102.000 [000000117 |R FETEERT 09/18/2013 123
IE Research Inc
4 [15100 00000266 |5012830 | 0000103772 06090 AIRLINE AND TAX 867.200|0000001217 R ;‘:zr;:t% e |0818i2013 123
5 [15100 00000266 |5012850| 0000103772 |06090 LODGING & TRAVEL 126.000{0000001917 |R ;‘:;Z:‘rec; e |09118/2013 123
5 [15100 00000266 |5012880| 0000103772 05090 CONSULTING TRAVEL 57.850{0000001917 |R Forrester 09/18/2013 123
MEIE Research Inc
COMSULTANT TRVL Forrester
7 |15100 00000267 |5012830 | 0000103772 06090 e hore 1047.430|0000001917 R e e | 0912712013 123
8 [15100 00000267 |5012880|0000103772 05090 CONSULTANT TARAVEL 51.000{0000001917 |R Forrester 00/27/2013 123
MEIE Research Inc
9 [15100 00000268 |5012880 | 0000103772 06090 CLABERITTREENEL 101.080 0000001217 R AT 091712013 123
M&IE Research Inc
CONSULTANT TRVL Forrester
1015100 00000265 |5012530 | 0000103772 [06090 SRFARE & T 1617.160 0000001217 R e e |09r1712013 123
CONSULTANT TRVL Forrester
1115100 00000268 |5012850 | 0000103772 06090 e 252,000 0000001217 R R e |09r1772013 123
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AP —Travel Authorization Report
<Previous Quick Links Next»>

LAST REVISION: 08/25/2015

LOADED INTO CATALOGUE: 08/28/2015

DESCRIPTION:
This is the Travel Authorization Report in printable format

PURPOSE / USE:
e The Travel Authorization Report is available in printable format.

NAVIGATION PATH:

Main Menu > Employee Self Service > Travel and Expense Center > Print Reports
> Travel Authorization

PARAMETERS:
e Business Unit (% for ALL)
e EmplID (% for ALL)

FORMAT:
PDF
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AP — Travel Authorization Report

Favorites © Main Menu > Employee Self-Service

To printthis report, please use your browser's print feature.

and include only such expenses necessary in the conduct of business.

Employee Signature Date

Approved By Date

| certify that the travel or business expenses identified in this document have been reviewed and
approved and will be necessary for conduct of business for the Commonwealth of Virginia.

el
CARDIMNAOL
Travel Authorization
Report Date: 01/26/2016
Micah Bradley Report Time: 1:14:34PM

Authorization ID: 0000003606 Employee ID: 00987620161

Description: Business Writing Seminar Status: Submitted for Approval

Business Purpose: Training

Date From: 01/28/2016 To:  01/29/2016

Comment:

Date Expense Type Merchant Amount Currency Description

01/29/2016 Lodging 94.00 USD Virginia Beach

Lodging Fees and R
01/29/2016 Taxes 13.28 USD Virginia Beach
01/20/2016 ';”a:f‘eals - Travel 39.00 USD Virginia Beach
Per Diem Incidentls— S

01/28/2016 Travel Day 375 UsSD Wirginia Beach
Total: 150.03 USD
Non-Reimbursable Expenses: 0.00 USD
Total Authorized: 150.03 UsSD

| certify that the expenses listed will be incurred by me on official business ofthe Commonwealth of Virginia
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AP - Unreimbursed Petty Cash Voucher Report
<Previous Quick Links Next>

Rpt Nbr: RAP481
LAST REVISION: 09/26/12

LOADED INTO CATALOGUE: 10/16/2012

DESCRIPTION:
This report provides a list of vouchers which have already been included for
replenishment. This report is used by Voucher Processors who handle petty cash.

PURPOSE / USE:
This report is used to identify vouchers that require petty cash replenishment.

NAVIGATION PATH:

Main Menu > Accounts Payables > Reports > Vouchers > Unreimb/Reimb Petty
Cash Vchrs

PARAMETERS:
e Vouchers Begin Accounting Date,
e Vouchers End Accounting Date
e Unreimbursed Vouchers or Reimbursed Voucher
e Petty Cash Business Unit (Used for Unreimbursed Vouchers only)
e AP Business Unit (Used for Reimbursed Voucher only)

Note that when running the report for Reimbursement Voucher, you must enter a
specific voucher ID number.

FORMAT:
PDF
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AP- Unreimbursed Petty Cash Voucher Report

AP - Reimbursed Petty Cash Voucher Report
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AP —Voucher Register Report
<Previous Quick Links Next>

Rpt Nbr: APY1010
LAST REVISION: 08/25/2015

LOADED INTO CATALOGUE: 08/28/2015

DESCRIPTION:
This report lists vouchers for a selected data range with or without invoice line and
distribution information.

PURPOSE / USE:
e This report is used to monitor vouchers.

NAVIGATION PATH:
Main Menu > Accounts Payable > Reports > Vouchers >Voucher Register

PARAMETERS:
e Business Unit
e For the period (i.e., From Date through To Date

FORMAT:
PDF
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AP —Voucher Listing by ChartField Report
<Previous Quick Links Next>

Rpt Nbr: AP38003
LAST REVISION: 08/25/2015

LOADED INTO CATALOGUE: 08/28/2015

DESCRIPTION:

This report lists vouchers that include specific ChartField(s) that are specified in the
report request parameters. For this example, this report can be run for all vouchers
posted to a specific account.

PURPOSE / USE:
e This report has flexible selection criteria used to return voucher data based on
different combination of chartfields.

NAVIGATION PATH:

Main Menu > Accounts Payable > Reports >Vouchers > Voucher Listing by
Chartfield

PARAMETERS:
e Business Unit
e Various chartfields

FORMAT:
PDF
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AP —Voucher Listing by ChartField Report
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AP — Voucher Payments Awaiting Due Dates Report
<Previous Quick Links Next>

LAST REVISION: 07/02/2014
LOADED INTO CATALOGUE: 07/02/2014

DESCRIPTION:
This query displays voucher data for a selected due date range by a specified Business
Unit, and fund.

PURPOSE / USE.:
This query can be used to review voucher data and invoice due dates for a specific date
range, Business Unit, and Fund in order to assist with draw down.

NAVIGATION PATH:

Main Menu > Reporting Tools > Query > Query Viewer >
V_AP_PYMNT_DUE_DATE

PARAMETERS:
e Business Unit
e Fund Code

e Due Date Fromand To

FORMAT:
HTML, Excel

V_AP_PYMNT_DUE_DATE - Vcher Pymtns Awaiting Due Dt

Business Unit: 15100 (@,
Fund Code: 01000 @,
Due Date From: [01/01/2014 |[5)
Due Date To:  [03/04/2014 [[)

View Results

Download results in - Excel SpreadSheet CSVTextFile XMLFile (1 kb)

View All First 4] 1-10f1 [¥] Last

VoucherID | Due Date Fund Vendor ID Vendor Hame Voucher Amount | Approval Status
00000434  (03/03/2014 (01000 |0000000049 |DTC Communications Inc 1.000|P

jury
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AP —Voucher Upload Error Report
<Previous Quick Links Next»>

LAST REVISION: 07/02/2014
LOADED INTO CATALOGUE: 07/02/2014

DESCRIPTION:
This report displays details about errors identified during the Voucher Upload process
for interfacing agencies.

PURPOSE / USE:

This report is used by interfacing agencies to view voucher upload and One Time
vendor upload errors created when loading data from agency systems into Cardinal.
These errors will need to be corrected in the agency system and re-sent to Cardinal.

The Voucher Upload Error Report can be viewed after the nightly process has been run
to post the report. The nightly batch process posts the report to the Report Manager
within the agency specific folder and to the file server for the agencies to retrieve
automatically. The report can also be manually generated using the navigation path
noted below.

NAVIGATION PATH:

Main Menu > Accounts Payable > Reports > Vouchers >Voucher Upload Error
Report

PARAMETERS:
e [From Date
e To Date
e Tree Name
e How Specified
e Business Unit

FORMAT:
PDF
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AP - Voucher Upload Error Report

This sample report contains 3 pages.
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AP- Voucher Upload Error Report (continued)
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AP - Voucher Worklist Report
<Previous Quick Links Next>

Rpt Nbr: n/a
LAST REVISION: 10/02/12

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:
This query lists vouchers with Approval Status of D (denied) or P (pending) and
identifies:
e Business unit, voucher ID, created by, worklist available and processed time,
worklist status, instance, dates including system, entered, and accounting
e Approval information including type, approver and approval submitter, status
e Voucher amount, voucher due date, and origin

Purpose / Use:
The query is used to:
¢ Identify outstanding vouchers requiring review for an approver who is
unexpectedly out of the office
e |dentify items that have been denied and need to be deleted
¢ Identify all items at the end of an accounting period that need to be worked

NAVIGATION PATH:

Main Menu > myCardinalFinancials > Financials Report Execution > AP Reports >
Voucher Worklist

PARAMETERS:
e Bus Unit (or %)
e Voucher ID (or %)
e Approver ID (or %)

FORMAT:
CSV to Excel
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AP - Voucher Worklist Report

V_AP \VF VOUCHER - Voucher related worklist entry

Business Unit (% for all):| 15100 ':)J

VoucherID Poforally  |% Q

Approver D (%forall; %
‘iewResuls

View Al

LRI Unit
1 |RRsasett 15100
2 |sTPaaTa 15100
3 |RIC3ES% 15100
¢ |RuKeszst 15100
5 |UgKkaTSES 15100

Download resulfs in: Excel SpresdShest CSVTeFie WILFie (B kb)

h Voucher B
Busiess Voucher | oo "““5'&"1';““9 Voucher Created By

]

00000951 041272015 | 041272015 | VPHB2T3T

00000951 | 040272015 | D427 2015 |VPHBZT3T

00000951 041272015 | 041272015 | VPHB2T3T

00000951 041272015 | 041272015 | VPHB2T3T

00000951 0412712015 | 04127 2015 | VPHB273T

Frst ] 13 13 Last

Workiist = Worklist

Voucher : ’
"“%‘;“' Stargsm ‘mﬂ':‘ ’l‘::t'a':'_'f; SYSDATE | Approval Submiter A»;ir\::e Prc.-r:;;sed Cgﬂ“;;‘s mm’ ;"S:“D';: Vg:'icc_’h:r
mm' : 0 001R0E HETH Kt 2455000 05162015 | ONL
’me:;' 0 000016 \PHERTT miﬁ% 2495000 D5HER015|ONL
mf:;' P 0 00RO VPHERTST ;”";92%31”5 2485.000 05HE2015 | ONL
’Fmﬂ:’;' 0 0017202015 | \RHE2T37 }mfﬁg:: 2495000 05/162015 | ONL
ml”;z' 0 00102016 \VeHB2TIT ;”";92%21”5 2495000 0562015 |ONL
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Accounts Receivable

Quick Links

AR Queries

AR Reports
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Accounts Receivable

AR Queries
AR — ATA Receiving Agency Query

AR — COVA Cash Management Improvement Query

AR - Cash Receipts Deposits Query

AR — Deposit by Accounting Entries Query

AR — Deposit by Dollar Amount Query

AR - Deposit Reconciliation Query

AR - Deposits Not Approved Query

AR — Deposits Not Posted to GL Query

AR — Deposits Not Sent to CARS Query

AR — Journal Line Reference Query

AR — Posted Deposit Extract Query

AR Reports
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AR — ATA Receiving Agency Query
<Previous Quick Links Next>»

LAST REVISION: 07/02/2014
LOADED INTO CATALOGUE: 07/02/2014

DESCRIPTION:

This report provides payment information for Agency to Agency (ATA) transactions
based on Customer ID and Business Unit. It also provides customer names, accounting
distributions, accounting date, deposit ID, and deposit control ticket number.

PURPOSE / USE:
This query can be used by COVA agencies to assist with ATA documentation.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >
V_AR_ATA RECEIVING_AGENCY

PARAMETERS:

e Deposit BU

e Customer ID
Accounting Date From
Accounting Date To

FORMAT:
HTML, Excel
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AR — ATA Receiving Agency Query

V_AR_ATA_RECEIVING_AGENCY - ATA Receiving Agency Query

Deposit BU (% to run for all):  [s0100 @,
Customer ID (% to run for all): l%—OJ
Accounting Date From: [11/0112013 |5
Accounting Date To: W

View Results

Download results in - Excel SpreadSheet CSVTextFile XMLFile (20 kb)

[« | i

Unit De||)[t; sit Custlgmer NC a“rﬁte Payment ID SF;EQYUZﬁEL A[;;Ei Account| Dept | Fund (Program C{::azf;r FIPS Aﬁ: : ? Alf
1 |50100|58556 33013763 3[11/30/2013 {4001014 10015 |09800 (607006 |95000010(013
2 |50100|58556 33013764 6(11/30/2013 400101410015 |09800 (07006 |95000010013
3 |50100|58556 33013765 11|11/30/2013|4001014 (10015 (09800 |607006 |95000010(013
4 |50100|58556 33013766 13 (11/30/2013 400101410015 |09800 (607006 95000010013
5 |50100|58556 33013767 18 (11/30/2013 (400101410015 (09800 (607006 |95000010(013
6 |50100|58556 33013768 20(11/30/2013[4001014 10015 |09800 (607006 |95000010(013
7 |50100|58556 33013769 23(11/30/2013 (400101410015 (09800 (607006 |95000010(013
g |50100|58556 33013770 27 [11/30/2013 400101410015 |09800 (607006 95000010013
9 |50100|58556 33013771 30(11/30/2013 4001014 1001509800 |607006 |95000010]013
10|50100|58556 89510081 10 (11/30/2013 [4001014 | 10015 |09800 (07006  |95000010[510
11|50100|58556 89510082 17 (11/30/2013 [4001014 | 10015 |09800 (07006 |95000010 (510

Use the scroll bar to see the remaining columns.

Firetﬂ 1-35 of SE-H Last

ccount| Dept | Fund (Program C{;ﬁf;r FIPS AS;:;"’[ AS;:? Asset|Task BPI::S Project DCN-::::H Arlr_':gl?nt JE:JJL A%p;t?e
Unit REF
01014|10015|09800|607006 |95000010(013 RCRF1130| 11426.400 12/05/2013
01014|10015|09800|607006 |95000010(|013 RCRF1130| 32158.200 12/05/2013
01014)|10015|09800 607006 |95000010]013 RCRF1130| 11248.800 12/05/2013
01014|10015|09800|607006 |95000010(|013 RCRF1130| 8187.000 12/05/2013
01014|10015|09800|607006 |95000010(013 RCRF1130| 7008.150 12/05/2013
01014|10015|09800 (607006 |95000010]013 RCRF1130(219190.950 12/05/2013
01014|10015|09800|607006 |95000010(|013 RCRF1130| 14935.050 12/05/2013
01014|10015|09800|607006 |95000010(|013 RCRF1130|219136.050 12/05/2013
01014|10015|09800 (607006 |95000010]013 RCRF1130| 14038.950 12/05/2013
01014|10015|09800|607006 |95000010(|510 RCRF1130| 35782.500 12/05/2013
01014|10015|09800|607006 |95000010(|510 RCRF1130| 16021.500 12/05/2013

4

1

| ¥
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AR — COVA Cash Management Improvement Query
<Previous Quick Links Next>

LAST REVISION: 07/02/2014
LOADED INTO CATALOGUE: 07/02/2014

DESCRIPTION:
This query provides CMIA information for a selected journal date range.

PURPOSE / USE:
This query can be used to gather information for the CMIA schedule for quarterly and
year end reporting.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >V_AR_COVA_CMIA

PARAMETERS:
e Business Unit
e Fiscal Year
e Fund
e Project

FORMAT:
HTML, Excel
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AR — COVA Cash Management Improvement Query

V_AR_COVA_CMIA - COVA Cash Management Improvemt

Business Unit: 15100 @,

Fiscal Year: 2015

Fund (% for all): 01000 Od

Project (% for all): |% @,

View Results
Download results in . Excel SpreadSheet CSVTextFile xmMLFile (592 kb)
View Al First [] 1-100 of 1404 b ] Last
Business Fund Deposit Journal Fiscal Accounting Deposit Approved
Unit Project|Task| Fund Description Account Account Description D Journal ID Date Year Date Amount Certificate# Date

1 |15100 01000|General Fund  |154601 |Petty Cash Operations 4 ARO0074449|01/29/2015 2015 01/29/2015 168.78 | 0000044 06/29/2015

2 15100 01000 | General Fund 154601 |Petty Cash Operations 4 AR00074448|01/29/2015 2015|01/28/2015 -168.78 | 000004A 06/29/2015
Employee

3 |15100 01000|General Fund  |5012240 TrainngMorkshop/Conf 327 AR00054440 | 111412014 2015|11/14/2014 100.00{001022 1213112014
Employee

4 115100 01000|General Fund  |5012240 TrainngMorkshop/Ganf 329 AR00055481|1119/2014 2015|11/19/2014 50.00/001025 121312014
Employee

5 15100 01000|General Fund  |5012240 TrainngWorkshop/Canf 328 ARO0054796 | 1117/2014 2015|11/17/2014 100.00| 001026 123112014

6 15100 01000|Gi | Fund (5012240 Employee 3 ARO0055894 | 11/20/2014 2015|11/19/2014 50.00001027 12/31i2014

eneralFun Trainng/\Workshop/Conf )
7 |15100 01000|Gi | Fund (5012240 EQpioves 332 AR00056263 | 11/21/2014 2015|11/18/2014 50.00|001028 1213102014
eneral Fun Trainng/Workshop/Conf .

8 15100 01000|General Fund  |255470 |Susp Acct-Deposit Pend Distrib | 402 AR00113461|06M11/2015 2015|06/10/2015 222.00| 001042 011572015

9 15100 01000 | General Fund 5011220 |Salaries, Appointed Officials 405 AR0D0116733 | 06/22/2015 2015|06/22/2015 10310.90|001044 01152015

10 |15100 01000|General Fund  |5012160|Telecom Services (VITA) 405 ARO0116732|06/22/2015 2015| 06/22/2015 594.60| 001044 011572015

11 |15100 01000|General Fund  |5011410|Wages, General 405 AR00116733|06/22/2015 2015 06/22/2015 1500.00| 001044 011512015

12 115100 01000|General Fund  |5011280 |Salaries, Info Techn Employees | 405 AR00116733|06/22/2015 2015| 06/22/2015 75970001044 0115/2015

13 |15100 01000|General Fund  |5011230|Salaries, Classified 405 AR00116733|06/22/2015 2015 06/22/2015 158789.42| 001044 01152015
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AR - Cash Receipts Deposits Query
<Previous Quick Links Next>

LAST REVISION: 07/02/2014
LOADED INTO CATALOGUE: 07/02/2014

DESCRIPTION:
The query is used to identify cash receipts deposits over a selected period of time
where the data entry user ID and the Approver User ID are the same.

PURPOSE / USE:
This query is used to identify potential segregation of duties issues with processing cash
receipt transactions.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >
V_AR_CASH_RECEIPTS_DEPOSITS

PARAMETERS:
e Deposit Business Unit
e Date Approved From
e Date Approved To

FORMAT:
HTML, Excel
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AR - Cash Receipts Deposits
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AR — Deposit by Accounting Entries Query
<Previous Quick Links Next»>

LAST REVISION: 07/02/2014
LOADED INTO CATALOGUE: 07/02/2014

DESCRIPTION:
This query displays accounting distributions by Deposit ID.

PURPOSE / USE:

This query is used to see accounting distributions for deposit submission or
reconciliation.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >
V_AR_DEPOSIT_BY_ACCTG_ENTRY

PARAMETERS:
e DepositBU
e Deposit ID

FORMAT:
HTML, Excel
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AR — Deposit by Accounting Distributions

V_AR_DEPOSIT_BY_ACCTG_ENTRY - Deposit by Accounting Entries

DepositID: |4

View Results

Deposit BU: 15100 @,

Download results in :  Excel SpreadSheet CSVTextFile XMLFile (1 kb)

| Deposit | CUSTOMER Payment Pay ) Cost Agenc
Unit D D ITEM D Amount Method Acctg Date | Year |Period | Account | Fund |Program Center FIPS Use 2
1[15100|1 1 55.000|CHK  |10/01/2012|2013 45012210 [01000|737002
4 LU 2
Use the scroll bar to see the remaining columns.
ies
First 4] 1-1 of1 [r] Last
Period | Account | Fund |Program| COS! |ppg|AOSNCY|AGeNCY |, o o | Task Elljucs Project | Activity |amount |aPPROVEOPRID| APPrOVe
gram | o nter Use 2 | Use1 o i iy Date
4(5012210{01000 |737002 -55.000 |UHK37558 10/01/2012
o n I
E D BN wpe— e e T aaaaaaa—— |
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AR — Deposit by Dollar Amount Query
<Previous Quick Links Next>»

LAST REVISION: 07/02/2014
LOADED INTO CATALOGUE: 07/02/2014

DESCRIPTION:
This query displays deposit information by dollar amount.

PURPOSE / USE:

The query is used to monitor the deposits received and recorded in Cardinal by dollar
amount.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >
V_AR_DEPOSIT_BY_DOLLAR_AMOUNT

PARAMETERS:

Deposit Business Unit
Accounting Date From
Accounting Date To
Payment Amount

FORMAT:
HTML, Excel
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AR — Deposit by Dollar Amount

V_AR_DEPOSIT_BY_DOLLAR_AMOUNT - Deposit by Dollar Amount

Deposit Business Unit: [15100 @,

Accounting Date From: 01/01/2012 [5)
Accounting Date To:  [02/27/2014 [[3!

Payment Amount: | 55.000

View Results

Download results in . Excel SpreadShest CSVTextFile XMLFile (2 kb)

View All Firstﬂ 18 Ufﬁ-ﬂ Last

ETETTTD ItIeDm Degﬁsit De?[t;sit Pa;;r:;nt Paylrgent Status F;arz:)n“e“ntt Acc[;):tneting P[o):::d F;o;}ﬁ:! P_lc_'ostt;d Dpeltg:tor
1 15100 (1 11 Journalled 55.0010/01/2012 0| 0.00|VPHE2737
2 15100 |37 101 Journalled 55.00 12/27/2012 0| 0.00|VPHE2737
3 15100 |43 11 Journalled 55.00|01M11/2013 0| 0.00|VPH82737
4 15100 |5 2|2 Journalled 55.00 10122012 0| 0.00|VPHE2737
5 15100 |56 2|2 Journalled 55.00|02/20/2013 0| 0.00|WPH82737
i] 15100 |71 11 Journalled 55.00({03/13/2013 0 0.00(VPH82737
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AR - Deposit Reconciliation Query
<Previous Quick Links Next>

LAST REVISION: 07/02/2014
LOADED INTO CATALOGUE: 07/02/2014

DESCRIPTION:
This query pulls AR Deposits to be used for monthly account reconciliation between

Cardinal and CARS. The query runs based on business unit, accounting date, and
bank code. The query returns all posted and approved deposits in AR that have been
sent to GL, along with GL item activity.

PURPOSE / USE:
This query can be used:
e Toreview approved AR deposits between accounting dates that have been sent
to GL.
e For monthly account reconciliation between Cardinal and CARS.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >V_AR_DEPOSIT_TO_GL

PARAMETERS:

Business Unit
Accounting Date From
Accounting Date To
Bank Code

FORMAT:
HTML, Excel

118



AR - Deposit Reconciliation

V_AR_DEPOSIT_TO_GL - Deposit Reconciliation

Accounting Date To:
Bank Code (% for all):

View Results

Business Unit (% for all): (50100 G,

Accounting Date From: |g1/01/2013 Eg
0113112013

% @

Download results in ; Excel SpreadShest CSVTextFile XMLFile (1523 kb)

»

m

Wiew All
Depqsit Deposit | Deposit|Bank | Payment | Payment | Monetary |Accounting |Distribution qurnal erosit Fund AEETT]
Unit ID Type |Code (1] Sequence Amount Date Status |Directly| Ticket# | Code
1 |50100 |53586 |5 1103 |6501A268 1 -500.00|01/01/2013 |D Y G501A268 (04100 (400213
2 50100 |53556 |5 1103 |6501A268 1 500.00|01/01/2013 |D Y G501A268 |04100(101010
3 50100 |53637 |3 1101 |8501PG99 1 -7477.24|01/01/2013 |D Y 8501PG99 | 04362 (400250
4 |50100 (53637 |3 1101 |8501PG99 1 7477 24|01/01/2013 |D Y 8501PG99 |04362 (101010
5 |50100 |53542 1 1200 (7501F682 1| -5813312.78|01/02/2013 [N M T501FG82 (04010 (112051
6 |50100 |53542 1 1200 |7501F682 1| -264532.82|01/02/2013 [N M TH01FE82 (10940 (112081
i 50100 |53542 |1 1200 |7501F682 1 834 82 |01/02/2013 |N M TH01F682 | 10940 (112051
8 50100 |53542 |1 1200 |7501F682 1 263698.00 [01/02/2013 [N M TH01F682 | 10940 (101010
9 50100 |53542 |1 1200 |7501FG682 1| 581331278 |01/02/2013 |N M 7501F682 |04010|101010 -
q | 1] | r
Use the scroll bar to see the columns on the right.
-~
ile (1523 kb)

First [g] 1-100 of 4563 [} Last
|.?‘ A Date | Status . |Dirocty| Tiokot# | Code | Account | Proaram | Joumaiip | 3ieel AL | Status
|J.DD 01/01/2013 (D Y 65014268 (041004002132 |650400401 |ARDO014071|01/01/2013 Ty P
fo.oolo1012013 D Y 6501A268 |04100)101010 ARO0014071)01/01/2013 TIY P
.24 (01/0142013 |D ¥ 8501P699 (04362 |40025071 |606003 |ARDO014220|01/01/2013 TIY P
7.24(01/01/2013 |D Y 8501PG699 |04362 101010 ARO0014220)01/01/2013 TIY P
P78 (01/02/2013 [N M 7501F682 (04010]112051 ARDOD14164 (01/02/2013 7|C P
2 82 (01/02/2013 [N | 7501FGE2 (10940112051 ARDOD14164 (01/02/2013 T|C P
M 82(01/02/2013 [N M 7501F682 |10940)112051 |603002 |AROOO14164|01/02/2013 TlC P
|F3.DD 01/02/2013 (M M 7501FGE2 (10940101010 ARDOD14164 (01/02/2013 T|C P
IP.?S 01/02/2013 |N M 7501F582 |04010)101010 AROOO14164 |01/02/2013 7|C P =

L
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AR - Deposits Not Approved Query
<Previous Quick Links Next>

LAST REVISION: 07/02/2014
LOADED INTO CATALOGUE: 07/02/2014

DESCRIPTION:
This query displays deposits that have not yet been approved.

PURPOSE / USE:
This query can be used to monitor deposits that need to be approved.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Manager >
V_AR_DEPOSITS _NOT_APPROVED

PARAMETERS:
e Business Unit
e Accounting Date From
e Accounting Date To

FORMAT:
HTML, Excel
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AR - Deposits Not Approved

V_AR_DEPOSITS_NOT_APPROVED - Deposits Not Approved

Business Unit (% for All): 15100 @,
Accounting Date From:  |07/01/2013 [5
Accounting Date To:

View Results

121032013 [H

Download results in . Excel SpreadShest CSVTexFile XMLFile (1kb)

View Al First [ 1-3 0 3 ] Last
Business Unit Deposit Ticket Number Deposit 1D Deposit Amount Deposit Count Date Entered Accounting Date

1 115100 167 100.000 1/09/30/2013 2013-08-30

2 115100 170 500.000 1108/20/2013 2013-08-20

3 15100 171 11730.000 111111812013 2013-08-18
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AR — Deposits Not Posted to GL Query
<Previous Quick Links Next>

LAST REVISION: 10/25/2012

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:

This query shows a listing of all item and direct journal deposits that were not posted to
GL.

PURPOSE / USE:
This query can be used to audit the DC custom process to ensure all deposits were
posted to GL.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >
V_AR_DEP_NOT_POSTED_TO_GL

PARAMETERS:
e Deposit Business Unit
e Bank Code
e From Date
e ToDate

FORMAT:
HTML or CSV to Excel
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AR — Deposits Not Posted to GL

Parameters

Output
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AR — Deposits Not Sent to CARS Query
<Previous Quick Links Next>

LAST REVISION: 10/25/2012/12

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:
This query lists the deposit certificates that were marked Do Not Send to CARS.

PURPOSE / USE:
This query is used to identify deposits marked Do Not Send to CARS.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >
V_AR_DC_NOT_SENT_TO_CARS

PARAMETERS:
e Business Unit
e Date From
e DateTo

FORMAT:
HTML or CSV to Excel
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AR — Deposits Not Sent to CARS Query

V_AR_DC_NOT_SENT_TO_CARS - Deposits not sent to CARS

Business Unit (% for all): s @,

Date From:

01/01/2018
Date To: 01/27/2016 [+
View Results

Download results in . Excel SpreadShest CSV TextFile XMLFile (1 kb)

| | Unit ‘

[+ 71600

Deposit Tkt Nbr [

CARS Indicator [
|sPa1215

Control | Count

First [ 1-10f 1 [ Last

| 509.040

Entered

Approved

1[011912016
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AR - Journal Line Reference Query
<Previous Quick Links Next>

LAST REVISION: 07/02/2014

LOADED INTO CATALOGUE: 07/02/2014

DESCRIPTION:

This query displays information for deposits that have been posted to the General
Ledger including the original Journal Line Reference value entered in the Accounts
Receivable module.

PURPOSE / USE:
e This query is used to view the Journal Line Reference value entered in the
Accounts Receivable module
e Oncethe journal is generated, it gets overwritten in the General Ledger module
with the deposit date and deposit ID.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >V_AR_JRNL_LINE_REF

PARAMETERS:
e Business Unit
e Fund
e Program
e Account
e Department
e Cost Center
e Project
e Journal Date From
e Journal Date To
¢ Include Long Description? (Checkbox)

FORMAT:
HTML, Excel
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AR — Journal Line Reference Query

V_AR_JRNL_LINE_REF - AR Journal Line Reference Qry

Business Unit:

Fund (% for all):
Program (% for all):
Account (% for all):
Department (% for all):
Cost Center (% for all):
Project (% for all):
Journal Date From:

Journal Date To:

Wiew Results

50100 @,
B
C—)
C—)
C—)
C—)

% Q

01/01/2016 [3]
01/27/2016 [

Include Long Description?

Download results in . Excel SpreadSheet CSVTextFile xMLFile (1997 kb)

View All
Bus(iil:__ess F‘if;f:' Acgg'r'i'l')ﬂ"g ‘;%‘:lrr"cae' Journal ID J%‘;rt';a' PE:::G ﬂirn“; Fund |Program| Account |Department C{;ﬁ:;r Task :lfg Project
Unit Nbr Unit
1 |s0100 | 2016 7|AR  |4R00171902|01/032016|01/07/2016|  1|04362|606003 |4002507 |10154 53080010
2 |s0100 | 2016 7|aR  |4R00171902|01/032016|01/07/2016 |  2|04362 101010 |99999 99999999
3 50100 | 2016 7|sR  |AR00171902|01/032016|01/07/2016|  3|04362|606003 |40025071|10154 53080010

Use the scroll bar to see the remaining columns.

First .ﬂ 1-100 of 1888 ﬂ Last

6L Long AR Journal
. Agency |Agency Journal ] L Description .
Activity |FIPS |Asset Use 1 Use 2 Amount e Jrnl Line Description (if Reflélp:nce
Reference included)
B 16-01- AR Direct
18304.390 22018889 | 5a,0 DiRIRNL7O748|C3SD FOWHITE
Journal
16-01- AR Direct
!
18304.390|8501E8589 03AR_DIRJRNL70746 Cash POWHITE
Journal
16-01 AR Direct
- . - !
32440830 %Y 15890 | 4R DIRIRNLTOTAT foafrﬁm POWHITE
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AR — Posted Deposit Extract Query
<Previous Quick Links Next>»

LAST REVISION: 07/02/2014
LOADED INTO CATALOGUE: 07/02/2014

DESCRIPTION:
This query provides information about deposits that have been directly journalled and
posted to the General Ledger.

PURPOSE / USE:
This query is used by agencies to review posted deposits.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >V_AR_POSTED_DEPOSITS

PARAMETERS:
e Deposit Business Unit
e GL Business Unit
e Posted Date From
e Posted Date To

FORMAT:
HTML, Excel
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AR — Posted Deposit Extract Query

V_AR_POSTED_DEPOSITS - Posted Deposit Extract Query

Deposit BU (% for all): e @
GL Business Unit (% for all): [15100 @,
Posted From Date: [or01i2015 [
Posted To Date: [o173112015 |

View Results

Download results in . Excel Spreadsheet CovTextfFile xMLFile (6 kb)

View All
poehostt | Deposit |Depost|Deost| bate | Deposit | CARS |Approvers|Deposit| Accounting| Deposit| Depasit | Deposit|Bank| P2VMeM | payment|payment Payment| Data
Approved Date |Indicator| OperID D Date  |Amount| Count | Type |Code u D Amount | Method | Source
Unit Number |Amount| Count Number
1[15100 90024171| 50.00 1|01/07/2015|01/07/2015|Y STP88792 |356 01/07/2015 | 50.00 14 1104 1 50.00 |EFT ONL
2{15100 90024171| 50.00 1|01/07/2015{01/07/2015|Y STPB8792 |356 01/07/2015 | 50.00 14 1104 111 50.00|EFT OML
3({15100  |T2892084| 110.00 1|01/09/2015|01/09/2015|Y STP88792 |357 01/09/2015 | 110.00 1|4 1104 11 110.00 |EFT ONL
4|15100  |T2892084| 110.00 1|01/09/2015|01/09/2015|Y STPB8792 |357 01/09/2015 | 110.00 14 1104 1 110.00 |EFT ONL
5(151P0  |01292015| 168.78 1|01/30/2015|01/29/2015|Y UHK37558 |4 01/29/2015 | 168.78 1|1 1800 1 168.78 |CHK OML
6{151P0  |01292015| 168.78 1|01/30/2015{01/29/2015|Y UHK37558 |4 01/29/2015 | 168.78 1|1 1800 111 168.78|CHK OMNL
First [ 15 016 [ Last
PC Jml Al
Cost Agency |Agency Analysis Line Journal Posted Unpost | Journal
Account| Fund Program|Department Center Task|FIPS |Asset Use1 | Usez Sn:; Project | Activity Type Type | Category ¥| Amount Journal ID Date Date I;‘::e Sequence| Line
" " Reference
5012240|01000|799001 (93100 -50.00|AR00067770|01/07/2015 |01/07/2015 1 0
101010 |01000 99999 50.00|AR00067770|01/07/2015 |01/07/2015 2 0
101010 |06080 99999 110.00 |ARD0068552 |01/09/2015 |01/09/2015 2 0
4002700 | 06080 97500 -110.00 |ARD0068552 | 01/09/2015 |01/08/2015 1 0
154601 |01000|799001 (92100 16878 | ARD0074449 | 01/29/2015 |01/30/2015 2 0
154601 |01000|799001 |92100 -168.78 |ARD0074440|01/29/2015 |01/30/2015 1 0
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Account Receivable

AR Reports
Quick Links

AR - Deposit Control - Point in Time Report

AR — Deposit Control by Entry Date Report

AR — Funds Receipt Upload Error Report

AR - Payment Detail - Point in Time Report

AR - Payment Detail Report

AR - Payment Summary - Point in Time Report

AR - Payment Summary Report
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AR - Deposit Control - Point in Time Report
<Previous Quick Links Next>

Rpt Nbr: AR20001P

LAST REVISION: 07/02/2014
LOADED INTO CATALOGUE: 07/02/2014

DESCRIPTION:
This report lists detailed information for deposits as of a specified date.

PURPOSE / USE:
This report can be used to review deposit control information as of a specified date.

NAVIGATION PATH:
Accounts Receivable > Payments > Reports > Deposit Control — Point in Time

PARAMETERS:

e Pointin Time Type
From Date
To Date
As of Date
Deposit Unit
Amount Type
User ID (% for all)
Deposit Type (% for all)
Bank Code (% for all)
Bank Account (% for all)
Posting Status

FORMAT:
PDF
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AR - Deposit Control - Point in Time Report
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AR — Deposit Control by Entry Date Report
<Previous Quick Links Next»>

Rpt Nbr: AR20001
LAST REVISION: 10/26/2012

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:
This report lists deposit information by entry date.

PURPOSE / USE:
This report is used manage deposits.

NAVIGATION PATH:

Main Menu > Accounts Receivable > Payments >Reports > Deposit Control by Entry
Date

PARAMETERS:
e From Date
e To Date
e Unit
e Amount Type (Base or Entry Currency)
e User ID (or blank for all)
e Deposit Type (Cash and Checks, Lock Box Deposits, Wire-in Deposits, etc.)
e Bank Code (or blank for all)
e Posting Status (All, Complete, Posted, Partial)
e Bank Code (or blank for all)

FORMAT:
PDF
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AR — Deposit Control by Entry Date Report

Run Control ID:  Test

Language:

From Date:
To Date:

Unit:

Amount Type;
User ID:
Deposit Type:
Bank Code:

Posting Status:

[5] save | [oh Returnto Search

Deposit Control by Entry Date

Report Manager

Process Monitor

Favorites : Main Menu > Accounts Receivable » Payments » Reports » Deposit Control by Entry Date

Run

01/27/2016 [5

012712016 |[5]

50100 @, VA Dept of Transportation
Base Curr
OJ
% |@,
Q@ Bank Account:
O
=] Motify

—

=+ Add
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AR — Funds Receipt Upload Error Report
<Previous Quick Links Next>

LAST REVISION: 07/02/2014
LOADED INTO CATALOGUE: 07/02/2014

DESCRIPTION:
This report displays details about errors identified during the Funds Receipt Upload
process for interfacing agencies.

PURPOSE / USE:
This report is used:
e By interfacing agencies to view funds receipt upload errors encountered when
loading data from agency systems into Cardinal.
e These errors will need to be corrected in the agency system and re-sent to
Cardinal.

NAVIGATION PATH:
Main Menu > Accounts Receivable > Payments > Reports > Funds Receipt Upload
Error Rep

PARAMETERS:
o Date Range:From Date
o ToDate
e Business Unit Selectin:
o Tree Name: BU _TREE_AR
0 How Specified: Detail — Selected Parents
0 Reports Parameters:
= Click the + to expand the selection > Click on Business Unit

FORMAT:
SQR Report
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AR — Funds Receipt Upload Error Report

Favorites Main Menu > Accuuntsﬁece'r\rable b Pa'_.frgents 3 Repvorts > Funds Receipt Upload Error Rep

I Funds Receipt Upload Error Rep

Run Control ID:  17107ARO301FF Report Manager Process Monitor |,ﬂ|
*From Date: IM [Hl  *To Date: M@ *Sequencew [ output to File Server
“Tree Name: [BU_TREE_AR @, *How Specified: | Detail - Selected Parents
Select ValuesiNodes 1B First K1 4 o7 g I Last
Q r:_, *Business L Deposit control
First | Previous | Nexi | Last | Left | Right it Jeseeen i
(2 BU TREE AR-BU TREE AR 17100 gf::rﬁg;ﬁgfﬂm [s006873 =
11100
11300

|k |
L B2 | —
L [ =]
o e e
L 3y [y L ]

&
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=z
=
fa=]
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AR - Payment Detail - Point in Time Report
<Previous Quick Links Next>

Rpt Nbr: AR20002P
LAST REVISION: 07/02/2014
LOADED INTO CATALOGUE: 07/02/2014

DESCRIPTION:

This report provides detailed information for all payments within a deposit as of a
specified date. This report is used mainly for agencies that apply deposits to customer
receivables.

PURPOSE / USE.:
This report can be used to review detailed information for all payments within a deposit
as of a specified date.

NAVIGATION PATH:
Accounts Receivable > Payments > Reports > Payment Detail — Point in Time

PARAMETERS:

e Pointin Time Type
From Date
To Date
As of Date
Deposit Unit
Amount Type
User ID (% for all)
Deposit ID (% for all)
Posting Status

FORMAT:
PDF
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AR - Payment Detail - Point in Time Report

Favorites
-

Run Control ID:  Test

Language:

Point in Time Type:

Deposit Unit:
Amount Type:
User ID:
Deposit 1D:

Posting Status:

jﬂ Save

| Return to Search

[Engisn 9]

Payment Detail - Pointin Time

Main‘l"denu s Accounts Receivable > Payments > Reports > Payment Detai-Point in Time
- - -

Run

Report Manager Process Monitor

Range From Date: 01/01/2016 [5]
To Date: 01127/2016 [5]
50100 @, WA Dept of Transportation
Base Curr
% @,
% @,
Jal v
=] Motify L+ Add

m

=]
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AR - Payment Detail Report
<Previous Quick Links Next>

Rpt Nbr: AR20002

LAST REVISION: 07/02/2014
LOADED INTO CATALOGUE: 07/02/2014

DESCRIPTION:

This report provides detailed information for all payments within a deposit, such as the
payment status and entered amount. This report is used mainly for agencies that apply
deposits to customer receivables.

PURPOSE / USE:
This report can be used to review detailed information for payments within deposits.

NAVIGATION PATH:
Accounts Receivable > Payments > Reports > Payment Detail

PARAMETERS:

e From Date

e ToDate
Deposit Unit
Amount Type
User ID
Deposit ID
Posting Status

FORMAT:
PDF
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AR - Payment Detail Report
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AR - Payment Summary - Point in Time Report
<Previous Quick Links Next>

Rpt Nbr: AR20003P

LAST REVISION: 07/02/2014
LOADED INTO CATALOGUE: 07/02/2014

DESCRIPTION:
This report lists status for all payments within a deposit as of a specified date.

PURPOSE / USE:
This report can be used to review payment summary information as of a specified date.

NAVIGATION PATH:
Accounts Receivable > Payments > Reports > Payment Summary — Point in Time

PARAMETERS:

e Pointin Time Type
From Date
To Date
As of Date
Deposit Unit
Amount Type
User ID
Deposit ID
Posting Status

FORMAT:
PDF
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AR - Payment Summary - Point in Time Report
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AR - Payment Summary Report
<Previous Quick Links Next>

Rpt Nbr: AR20003
LAST REVISION: 07/02/2014
LOADED INTO CATALOGUE: 07/02/2014

DESCRIPTION:
This report lists status for all payments within a deposit for a specific period of time.

PURPOSE / USE:

This report can be used to review payment summary information for a specified period

of time.

NAVIGATION PATH:
Accounts Receivable > Payments > Reports > Payment Summary

PARAMETERS:

e From Date
To Date
Deposit Unit
Amount Type
User ID
Deposit ID
Posting Status

FORMAT:
PDF
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AR — Payment Summary Report
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General Ledger

Quick Links
GL Inquiries
GL Queries

GL Reports
GL nVision
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General Ledger

GL Inquiries

Quick Links

GL — Journal Inquiry

GL - Ledger Inquiry

GL - Review Journal Status Inquiry

GL Queries

GL Reports
GL nVision
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GL — Journal Inquiry
<Previous Quick Links Next>

LAST REVISION: 10/23/12

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:

This inquiry displays journal line details based on user specified criteria. You can then
drill down on the Journal ID for additional detail and back to the source from the Journal
Line.

PURPOSE / USE:
This inquiry is used to research journal detail information.

NAVIGATION PATH:
Main Menu > General Ledger > Review Financial Information > Journals

PARAMETERS:
e Unit
e Ledger
e Year
e From Period
e ToPeriod

e Suspense Status
e Journal ID

e Status

e Source

e Currency

e Document Type

e User

e Document Sequence
e Sort By

¢ Max Rows
e Attachment Exist
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FORMAT:
Online
CSV to Excel

Journal Online Inquiry

Favorites Main Menu > General Ledger > Review Financial Information > Journals

| workist | AddtoFavorites |

& New Window @Help El)customizepage
Journal Inquiry

Inquiry *Unit *Ledger *Year *From Period *To Period Suspense Status
TesT [15100 @, [acTuals @, [zoiaj@, [ 4@ [ 4@, [
Journal ID Date Status Source Currency Stat Document Type
@, [ E @, [ap (@ uso @, [ @,
User Document Sequence Sort By Max Rows Attachment Exist
[ @ Journal Id - 100
| Search || Delete | | Clear |
Customize | Find | E First B 1.2 02 13 Last
. Suspense
Journal 1D Date Unitil  Status Source SR User Unpost Date Descr
AP00010832 10/03/2012 15100 | Posted AP No Susp AA_CARDINAL_BATCH_GL 10/03/2012 Accounts Payal
AP0OD011486 10/23/2012 15100 | Posted AP Mo Susp AA_CARDINAL_BATCH_GL 10/23/2012 AP Payments
< il B
5] save | [ot Returnto Search | |=] Notify | |Eeadd| [l updatemispiay

Sign out

= nttp

This inquiry identifies all AP (Source) journals for October 2012 (Year 2013, From

Period 4, To Period 4) for DOA (Unit 15100), in Journal ID order (Sort By is J

You can drill down on the Journal ID to view more details.

CARDINAL

ournal ID).

|  workist | AddtoFavorites |

Favorites - Main Menu 3 General Ledger > Rewiew Financal Information > Journals

Journal Inquiry
Journal Inquiry Details

Go To: Journal Criteria
Journal 1D: AP0ODD10832 Date: 10/03/2012 Schedule:
Ledger Group: ACTUALS ‘Original Date: 10/03/2012 Process: Mo Request
Source: AP Date Posted: 10/03/2012 Total Lines: 2
Journal Status: Fosted Reversal Date: User ID: AA_CARDINAL_BATCH_GL
Balanced: DR=CR Reversal: Mone InterUnit BU: 15100
Doc Seq: Budget Status: Valid View Aftachment (0)
Long Description: Accounts Payable 'ﬁ‘

@ Al Lines

CFromiTo From Line: To Line: | Query Journal Lines |
Totals by Currency Find | view Al First I 1 oF 4 DI Last
Currency: USD Debit Amount: 21,072.00 Credit Amount: 21,072.00 MNet: 0.00

= I P T

Eew window (D Help [ Customize Page M ntp 2]

Sign out

To modify your selection criteria, click Journal Criteria to return to the Journal Inquiry

page.
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You can then scroll down to view the Journal Lines listed at the bottom of the page.

Click on the Drill to Source Icon to see the source document. Additional detail is
provided on the ChartFields and Document Information tabs.

—
48 CARDINAL
= Home | ‘Workist | AddtoFavorites |  Sign out

Favorites = Main Menu >  Accounts Payable : Review Accounts Payable Info > Vouchers > Journal Dril Down
- i - - - - A
Ledger ACTUALS Line 2 Line Descr Expense Distribution GL Journal -5
Customize | Find | viev 20| BV | 3 Fist B 011 O Last
Account Fund Program Department Cost Center Task FIPS Asset Agency Use 1 ‘;93”‘:’ US€ |nc Bus Unit | Project
5012440 06150 |711006 95800
< | L2
Base Currency USD Base Amount 21,072.00
Currency UsD Transaction Amount 21,072.00
Statistics Code Statistic Amount
Customize | Find | View 21 | B | 5 rirst B 4084 1 Last
Document Information
Voucher ID Descr Vehr Line
00000001 Expense Distribution 1
LY L2
~|
< | & |
J&.| Error on page. jFail %J Lacal intranst v H100% -
—

Click on the Voucher ID to view more details about the Voucher.
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| 8P CARDINAL

Home | Worklist | Add to Favorites \ Sign out
Favorites = Main Menu >  Accounts Payable » Review Accounts Payable Info > Vouchers »  Accounting Entrias
@Newwmdow @He\p gCustomize Page Ehﬂp
Voucher Accounting Entries
*Business Unit: 15100 @ Voucher ID: 00000001 4 nygice number: aro3iand “
*Accounting Line View Option: Standard [ Show Foreign Currency | search | |_
Invoice Date:

09/17/2012 Vendor ID: 0000022627 Vendor Name:

Computer Aid Inc
Accounting Information Find | View All Firs Kl

i
Posting Process: AP Accrual GL Dist Status:

Distributed

" Main Information 10 LChartfields | Journal |

1 1 ™
Customize | Find | First 1-20f2 Last I
Descriptiona Monetary Amount Currency Code Ledger GL Unit
Accounts Payable -21,072.00|USD ACTUALS 15100
Expense Distribution 21,072.00 USD ACTUALS 15100

i| i

/i Error on page.
£

| 3]

- &JLocal inranet

1oL S S |

Click on the ChartFields or Journal tab for additional information.
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GL - Ledger Inquiry
<Previous Quick Links Next>

LAST REVISION: 10/23/12

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:

This inquiry provides detailed accounting information about selected ChartField values

for a ledger based on the ChartField criteria selected and the time period specified.

PURPOSE / USE:
The inquiry is used to:
e View summary information for a specific ChartField value (e.g., account,
department, etc.) and ledger
e View year to date balances a specific ChartField value in a ledger
e View detailed transactions for a ChartField value and related ChartField Value
Set
e Drill down on a transaction to the source document for additional details

NAVIGATION PATH:
Main Menu > General Ledger > Review Financial Information > Ledger

PARAMETERS:
e Business Unit, Ledger, Fiscal Year, From Period, To Period
e Options to: Show Year to Date Balance, Include Closing Adjustments,
Transaction Details
e Select specific Chartfields and related Journals

FORMAT:
Online
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Ledger Inquiry

Favorites = Main Menu > GeneraLLedger > Review Financlallnforrration
Ledger Criteria
Inquiry NHame *Unit *Ledger *Fiscal Year
LEDGER [15100 @, [acTuALS @, [2013@,
[] Show YTD Balance

Show Transaction Details

> Ledger

*From Period

1

[include Closing Adjustments
[Jonly in Base Currency

*To Period Currency Stat Code
2@, usD @, @,
Max Ledger Rows

100

[ search | [ clear | [ Delete |
First 1 114 or 14 17 | o< [l Include Adjustment Periods
ChartField Value CharfField Value Set  Updateiliew Sum By Order-By £z T
Account [ @, |[EXPENDITURES | @, |UpdateMew 1 o —
Department [99999 Q | @, UpdateMNew al
Asset [ @ @, |Update/Mew |
Task [ @ | @, | Update/Mew O
Fund [01000 @, | @, |UpdateMew 0
FIPS [ @ @, |UpdateMew O
Agency Use 2 [ @ @, |Update/Mew |
Afiliate [ @, || @, |Update/Mew O
. ; = = =

Favorites -
e

Ledger Inquiry

Ma\nvMenu » General Ledger > Review Financiel Information : Ledger

Transaction Details

GoTo Inquiry Criteria
Transaction Details

Ledger by Period and Chartfields
Account

25011110

Account Description

Employer Retire Contrb-Def Ben

» Ledger Criteria

Transaction Criteria

Customize | Find | *

First K 4.0r1 O Last

Stat

Amount (in Transaction Currency):

Journal D Line Descr

AP00006457 Expense Distribution

1,100.00 USD

Date Seq Stat Amt  N/R

08162012 0.00 N

Amount (in Base Currency): 1,100.00 USD
customize | Find | B | % First EF 011 T Last
Amount (in Amount (in
Transaction Currency Base Base Currency
Currency) Currency}
1,100.00 USD 1,100.00 USD
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GL - Review Journal Status Inquiry
<Previous Quick Links Next>

LAST REVISION: 10/22/12

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:
This inquiry provides the status of journals.

PURPOSE / USE:
This inquiry is used to research the status of journals.

NAVIGATION PATH:
Main Menu > General Ledger > Journals > Process Journals > Review Journal Status

PARAMETERS:
e Business Unit
e Journal ID
e Journal Date
e Unpost Sequence
e Document Sequence Number
e Journal Header Status

FORMAT:
Online
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Review Journal Status Online Inquiry

Search Results

ISearch Results
[View All

Business Unit Journal ID

First [d] 1of1 k] Last

Journal Date UnPost Seguence Document Sequence Number Journal Header Siatus Budget Checking Header Status Ledger Group|

15100 0000010638 10/01/2012 0 (blank) Posted Valid ACTUALS

Journal Header

Journal Lines
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GL Queries
Quick Links

GL — Account Types Query

GL - Accounts Query

GL — Budget Reference Query

GL - CARS Do Not Send List Query

GL - CARS History Transactions Query

GL - CARS Interface Report — Detail Query

GL — Chartfield 2 — Program Codes Query

GL — Cross Business Unit Journal Query

GL — Department Codes Query

GL — FINO012_VALID_PRODUCT_CODES (Task) Query

GL — FIN0O032 OPERATING UNITS (Asset) Query

GL — FINO037_CHARTFIELD1 (Cost Center) Query

GL — FINO039_CHARTFIELD3 (Agency Use 1) Query

GL - General Fund Cash Reversion Query

GL - GL CARS Recon for Acctg Period Query

GL - GL CARS Recon for Posted Date Query

GL - GL COA Journal Query

GL —Journal Not Posted Query

GL — Ledger Template Query

GL — Potential Fixed Asset Query

GL — Record Groups Query

GL — Speedchart Query
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GL - SpeedTypes Query

GL — Valid Appropriations - Display FIPS Codes Query

GL — Valid Budget Periods Query

GL — Valid Funds Query

GL — Valid Project IDs Query

GL — Valid Set IDs Query

GL Reports
GL nVision
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GL — Account Types Query
<Previous Quick Links Next»>

LAST REVISION: 10/05/2012

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:
This query lists all Cardinal account types available.

PURPOSE / USE:
Use this query to identify account types and determine whether the balances in them

carry forward at year end.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer > FINO004_ACCOUNT_TYPES

PARAMETERS:
e SetlD — Enter STATE

FORMAT:

HTML, Excel
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Account Types Query
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GL - Accounts Query
<Previous Quick Links Next>

LAST REVISION: 10/05/2012

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:
This query lists all available Accounts that are active as of the user specified As of Date.

PURPOSE / USE:

This query generates a listing of Accounts with As of Date, Descr, Type, etc. For each
Account / Account Type, the corresponding Bal Fwd indicator is provided as either Y or
N.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer > FIN0O010_GL_ACCOUNTS

PARAMETERS:
e SetlID — STATE
e As of Date

FORMAT:
HTML, Excel
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Accounts Query

FINOO10_GL_ACCOUNTS - FIN0OO10-GL Accounts 2
SetD: STATE @&,
As Of Date: [ 100512012 )
View Results
Download results in : Excel Spreadshest covTextfile xuirie (4008 kb)
View Al First ﬂ 1-100 of 7735 [p | Last
Short Stat Edit | Edit Acct |Bal | VAT = Attribute X
SetlD |Account Descr Desc Type P UOM | Openitem Descr Record|Field As Of Date et e | e Attribute = Descript
Cash Not
1 [STATE|101001 |With Cash NtTr (A ¥ ¥ 10/05/2012 Y [N
Treasurer
Cash Equiv
2 |STATE|101002 |Mot Gsh Bq A N N 10/05/2012 ¥ N
Wirezsurer Ot
Cash Equiv
3 |sTATE|101003 |V CshBa |y Iy N 1010512012 Y N
Treasurer- | Lgp
LGIP
Cash Equiv
4 |STATE|101005 |With .?’_Ssn Ba A ] ] 10/05/2012 Y N
Treasurer
Cash And
5 |STATE|101007 |Cash Csh&Equiv|A N N 10/05/2012 Y [N
Equivalents
Cash&Equ-
6 |STATE|101008 |Collaterl Hid |Collat Sec |A N N 10/05/2012 ¥ N
Securty
Cash With
The Cash
7 |STATE|101010 Treasurer Of | Treas A ] ] 10/05/2012 Y [N 7
I ——

160



GL — Budget Reference Query
<Previous Quick Links Next>

LAST REVISION: 10/05/2012

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:
This query provides budget reference Agency Use 2 information by SetID.

PURPOSE / USE:
This query is used to view all budget references Agency Use 2 for a SetID with
descriptions active as of the effective date specified.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer > FIN0O024 BUD_REF

PARAMETERS:
e SetlD
e Effective Date

FORMAT:
HTML, Excel
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Budget Reference Query

FINO024_BUD_REF - FIN0024 - Budget Reference

SetlD:

Vigw All

| =@ e o

1
12
13
14
15
16
ir
18

50100 2,

SetlD
50100
50100
50100
50100
50100
50100
50100
50100
50100
50100
50100
50100
50100
50100
50100
50100
50100
50100

Effective Date: [10/01/2012 |3

Wiew Results

06518
06519
06520
06521
06522
06523
06524
06525
06614
00014
00016
00013
00020
00022
00024
00026
00027
00023

Agency Use 2 Descr

06518
06519
06520
06521
06522
06523
06524
06525
06614
00014
00016
00018
00020
ooo22
00024
00026
00027
00028

06518
06519
06520
06521
06522
06523
06524
06525
06614
00014
00016
ooo1a
00020
oooz2
00024
00026
oooz27
oooz2a

Download results in : Excel spreadsheet CsvTextFile xuLFile (1472 kb)

Short Desc

M

M

M

M

M

M

M

M

M

Budgetary Only

First ﬂ 1-100 of 10518 ﬂ@

10/01/2012
10/01/2012
10/01/2012
10/01/2012
10/01/2012
10/01/2012
10/01/2012
10/01/2012
10/01/2012
10/01/2012
10/01/2012
10/01/2012
10/01/2012
10/01/2012
10/01/2012
10/01/2012
10/01/2012
10/01/2012

e
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GL - CARS Do Not Send List Query
<Previous Quick Links Next>

LAST REVISION: 10/05/12

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:
This query provides journal data on transactions that were marked Do not send to
CARS.

PURPOSE / USE:
This query is used during reconciliation to identify transactions in Cardinal that were not
sent to CARS and make any necessary adjustments.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >
V_GL_CARS_DO_NOT_SEND.

PARAMETERS:
e Business Unit:
e Fiscal Year
e Accounting Period:

FORMAT:
HTML, Excel
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V_GL_CARS_DO _NOT_SEND — CARS Do Not Send List Query

V_GL_CARS_DO_NOT_SEND - CARS Do Not Send List

Business Unit: 15100 | @,
Fiscal Year: 2013
Accounting Period: 4

View Results

Download results in :  Excel Spresdshest csvTextrile xmiriie (1 kb)

) DOA | Jmi
Business| \umain |29 | tn | Har source| opria | JmmiDate
Unit send

Status | Status

Jml
SCr

CHRB

1[15100  |0000010727 |N P ONL  |VPH82737 | 100212012 32Nk of
America

Sept
CHRB

215100 |0000010727|N P ONL  |vPHa2737 100212012 B2k OF
America

Sept

: Jrmi
F'Scar' Period | Ln

Ref | Descr

2013 4

Jrnl

Ln

chrb
sept
boa

chrb
sept
boa

First [{] 1-2 of 2 [if] Last

Total
Fund | e count Program | Monetary
Code

Amt
01000 101010 558.400

01000 5012090 799001 | -558.400
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GL - CARS History Transactions Query
<Previous Quick Links Next>

LAST REVISION: 10/05/12

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:
This query lists transactions keyed into CARS.

PURPOSE / USE:
This query is used as a reconciliation resource to identify transactions in CARS that are
not in Cardinal, which may require adjusting entries.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >
V_GL_CARS_HISTORY_TRANS.

PARAMETERS:
e Business Unit:
e Agency
e Fiscal Year
e From and To Period
e Batch Type
e From Batch Nbr
e To Batch Nbr

FORMAT:
HTML, Excel
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V_GL_CARS_HISTORY_TRANS — CARS History Transactions Query

V_GL_CARS_HISTORY_TRANS - CARS History Transactions Quer

Fiscal Year:
From Period:

To Period:

From Batch N
To Batch Nbr:

View Resul

Vigw All

Unit
50100
50100
50100
50100
50100
50100
50100
50100

@~ ;| &=

Agency (% For All):

Batch Type (% For All):

br:

lts

Download results in :

Agenc

114
114
122
122
122
122
122
122

Business Unit (% For All): (%

%
2012
11
11

%

999

Excel SpreadSheet CSV Text File

Business | Batch

y Batch Date

05/01/2012
05/02/2012
05/01/2012
05/01/2012
05/01/2012
05/01/2012
05/01/2012
05/01/2012

Batch Batch

Type

7
7
8
g
8
8
0O
0

Nbr Ind

41

41
295
395
395
395
396
296

olalalalalalala

Duplicate |Agency
Lst

Agency

501
501
501
501
501
501
501
501

Trans Reverse

Code

oo1
001
0438
049
051
091
881
a81

Sign

xLFie (10240 kb)

FFY

2012
2012
2012
2012
2012
2012
2012
2012

Fiscal
Month
11
"
11
i
11
1
11
1"

Fund  Object RSED"UQPC”:
0476 03161
0476 0a161
0719 00000
0758 00000
0719 00000
0758 00000

0000 3116 |00000
0000 3117 |00000

Curr
Program | Project | GLA | Doc Doc
Dat

0000000 | 00000
0000000 (00000
6120000 | 00000
6120000 | 00000
6120000 | 00000
6120000 | 00000
6120400 | 00000
6120400 | 00000

curboc | SUF

Suffiz
34041477
34041478

Use the scroll bar to see the remaining columns.

e e
ansactions Quer

gency

st |Agency

501
501
501
501
501
501
501
501

Trans R
Code
001

001

043

049

051

091

881

881

Jerie xurie (10240 kb)

everse
Sign
2012
2012
2012
2012
2012
2012
2012
2012

Fiscal
Month
1
11
1
11
1
hh
1
hh

Fund |Object

0476
0476
0719
0758
0719
0758
0000|3116
0000|3117

Revenue
Source
08161
08161
00000
00000
00000
00000
00000
00000

Program

0000000
0000000
6120000
6120000
6120000
6120000
6120400
6120400

urr
Project|GLA | Doc
Date

00000
00000
00000
00000
00000
00000
ooooo
00000

34041477
34041478

Cur | ¢ ragit |Deposit

Suffix Agency | Agency
114

114

First [§] 1-100 of 32611 [] Last

Agency | Transaction
Ref Amt

279.33

7525

125018659 | 14319746.00
125018659 |14319746.00
125018659 | 14319746.00
125018659 |14319746.00
125018659 |10331402.00
125018659 3988344.00

Agency |Rcrd
Vchr Nbr | Stat

U

u
86590000 (U
86590000 |U
86590000 (U
86590000 |U
86590000 |U
86590000 |U
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GL - CARS Interface Report — Detail Query
<Previous Quick Links Next»>

LAST REVISION: 10/19/12

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:
This query identifies all transactions sent to CARS.

PURPOSE / USE:
This query supports the monthly reconciliation between Cardinal and CARS.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >
V_GL_CARS_INTERFACE_DTL_BY_BAT

PARAMETERS:
e Agency
e DOA Batch Date — From
e DOA Batch Date —To:
e DOA Batch Number 100-999:
e To DOA Batch Number 100 to 999:
e Batch Creation Date - From:
e Batch Creation Date - To:
e Batch Type

FORMAT:
HTML, Excel
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V_GL_CARS_INTERFACE_DTL_BY_BAT — GL to CARS Interface Detail Query

V_GL_CARS_INTERFACE_DTL_BY_BAT - GL to CARS Interface Detail

DOA Agency (% for all): 151
DOA Batch Date - From: 10/01/2012 |

DOA Batch Date - To:
DOA Batch Number 100 to 999; 100
To DOA Batch Number 100 to 999: 150

Batch Creation Date - From: 10/01/2012 |50
Batch Creation Date - To: 10/02/2012 |0
Batch Type (% for all): %

View Results

Download results in : Excel SpreadShest cSvTetFile xWLFile (1 kb)

on DOA DOA
DOA Batch | DOA | DOA | DOA A " DOA | DOA | DOA |DOA Sub DOA DOA DOA | DOA
DOA Batch - Batch .| Line DOA D N . DOA
Agency D Humber |Fiscal | Batch Agency Transaction Fund | Fund |Program |Program Object | Subobject Revenue | Cost
at Sequence Bank Element |Project FIPS
Field 100to | Year | Type | List Code Group |Detail| Code Code Code = Code Code |Code
999 Number Code
1]151 10/01/2012 100(2013 |7 0 00001 600 0143 |01 oo 737 02 0o 12 21

To see remaining columns, use the scroll bar.

DOA DOA DOA DOA DOA DOA | DOA
DOA 20 Current | Current |Reference Reference I I‘POA ADOA T DOAt. Vi T VDGE'IQ VDOE,IQ VDOE‘IQ' VDG;\ VDOE‘IQ' Vendor | Vendor | Dro.‘
IPS| nccount | Pocument | Document  Document Document |l 3 gt tcr | g o ™ | umber ot Ml pgrece naaress| cty | state | 28 | 2 |nesen
Number | Suffix Number Suffix Indicator iy Code | Code ‘
51510104 1 55.00

Continue scrolling to view last column.

First 4] 1-1efi O Last

DOA
DO_A DO_A Due DOA Agency DOQ
Invoice Invoice Agency Certify
- Date Voucher
Description | Number Voucher Date Amount
55.00
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GL — Chartfield 2 — Program Codes Query
<Previous Quick Links Next>

LAST REVISION: 10/22/2012

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:
In Cardinal Chartfield 2 contains the Program Codes used for all state agencies.

PURPOSE / USE:

This query generates a listing of all the valid Program Codes in Cardinal that are active
as of the user specified. Like Account Codes, Program Codes are used statewide. The
related SET ID is STATE.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer > FINO038 CHARTFIELD2

PARAMETERS:
e SetlD
e As of Date

FORMAT:
HTML, Excel
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Chartfield 2 — Program Codes Query
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GL — Cross Business Unit Journal Query
<Previous Quick Links Next>

LAST REVISION: 09/25/2014
LOADED INTO CATALOGUE: 09/25/2014

DESCRIPTION:
The query displays Business Unit to Business Unit (Agency to Agency) GL journals for a
specified period of time.

PURPOSE / USE.:

This query can be used to review GL journal transactions for a specified period of time
in which the Journal Header Business Unit is different than one of the Business Units on
the journal line. (Example: DOA enters a journal entry to record an Appropriation Act
Transfer)

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >
V_GL_CROSS_BU_JOURNALS

PARAMETERS:

Business Unit

Fiscal Year

Accounting Period From
Accounting Period To

FORMAT:
HTML, Excel
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GL — Cross Business Unit Journal Query
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GL — Department Codes Query
<Previous Quick Links Next>

LAST REVISION: 10/05/2012

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:
This query lists all available Departments for a SetID that are active as of the user
specified As of Date.

PURPOSE / USE:
This query generates a list of Departments and their Set ID, Description, Effective Date,
Budgetary Only indicator, etc.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >
FINOO11 DEPARTMENT_CODES

PARAMETERS:
e SetlD
e As Of Date

FORMAT:
HTML, Excel
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Department Codes Query
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GL — FINO0O12_VALID_PRODUCT_CODES (Task) Query
<Previous Quick Links Next>

LAST REVISION: 01/09/2015

LOADED INTO CATALOGUE: 01/12/2015

DESCRIPTION:
This query generates a listing of all the valid Task values in Cardinal for the Set ID
specified.

PURPOSE / USE:
The Task Chartfield identifies the further breakdown of work or services performed
against a Project or Cost Center.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >
FINO012_Valid_Product_Codes

PARAMETERS:

e SetlID
e As of Date

FORMAT:
HTML, Excel
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FIN0012_VALID_PRODUCT_CODES - FIN0O012-Valid Product Codes

SetiD: 79900 @,
As Of Date: |g1/12/2015 [
View Results

Download results in:  Excel SpreadSheet CSV TextFile XML File (23 kb)
View All

SetlD Task Description
79900 009 MEDIUM SEC CORR FAC RNCC
79900 027 CONSTRUCT KITCHEN/DORM CWDDC
79900 029 SECURITY FEMCE GREEN ROCK CC
79900 041 PCC-UPGRADE FIRE SAFETY SYS
79900 042 BUCC-UPGRADE FIRE SAFETY SYS
79900 043 DMCC-UPGRADE FIRE SAFETY SYS
79900 044 STF DET-UPGRD FIRE SAFETY SYS
79900 045 UPGRD FIRE SAFETY SYS-UNIT #9
79900 045 JRCC-UPGRADE FIRE SAFETY SYS

W oo | = || || pa

Short Desc
RMNCC CONST
CWDDC EXPD
GRCC FENCE
PCC FIRE
BUCC-FIRE
DMCC FIRE
STF FIRE
RTBRG FIRE
JRCC FIRE

N

M

N

M

First [] 1-100 of 174 ﬂ Last

Budgetary Only

As of Date
0111212015
011212015
0112/2015
011212015
011212015
0111212015
011212015
011212015
0112/2015
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GL — FINO032_OPERATING_UNITS (Asset) Query
<Previous Quick Links Next>

LAST REVISION: 01/09/2015

LOADED INTO CATALOGUE: 01/12/2015

DESCRIPTION:
This query generates a listing of all the valid Asset values in Cardinal that are active for
the Set ID specified.

PURPOSE / USE.:
The Asset Chartfield is used to capture financial transactions associated with various
assets of an agency such as: buildings, lots, structures, facilities, or equipment.

In this context, the Asset element is used for the purpose of tracking expenditures, not
for the purpose of tracking the value of the asset.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer > FINO032_Operating_Units

PARAMETERS:
e SetID
e As of Date

FORMAT:
HTML, Excel
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GL — FINO0O37_CHARTFIELD1 (Cost Center) Query
<Previous Quick Links Next>

LAST REVISION: 01/09/2015
LOADED INTO CATALOGUE: 01/12/2015

DESCRIPTION:
This query generates a listing of all the valid Cost Centers in Cardinal that are active for
the Set ID specified.

PURPOSE / USE:

The Cost Center ChartField is used to capture administrative or operational related
financial costs (e.g., Administration and Support, Training, Employee Programs,
Research and Development).

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer > FINO037_CHARTFIELD1

PARAMETERS:
e SetlID
e Effective Date

FORMAT:
HTML, Excel
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GL — FINO0O39_CHARTFIELD3 (Agency Use 1) Query
<Previous Quick Links Next>

LAST REVISION: 01/08/2015

LOADED INTO CATALOGUE: 01/12/2015

DESCRIPTION:
This query generates a listing of all the valid Agency Use 1 values in Cardinal that are
active for the Set ID specified.

PURPOSE / USE:
The Agency Use 1 ChartField is used for tracking either agency reporting fields or other
agency specific information.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer > FINO039 CHARTFIELD3

PARAMETERS:
e SetlID
e FEffective Date

FORMAT:
HTML, Excel
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GL - General Fund Cash Reversion Query
<Previous Quick Links Next>

LAST REVISION: 10/22/12

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:
This query provides calculated amounts which can be used to revert agency General
Fund cash balances at year end.

PURPOSE / USE:
This query supports the year-end closing process.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >
V_GL_GENERAL_FUND_REVERSION

PARAMETERS:
e Business Unit (or %)
e Fund Code (or %)
e Fiscal Year
e Adjustment Period Include opt

FORMAT:
HTML, Excel
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V_GL_ GENERAL_FUND_REVERSION Query

m https: ffcardinalfin,cov. virginia, gov/pscifinprd_2/EMP. .. )

| = v Page - 34

V_GL_GEMNERAL_FUND_REVERSION - General Fund Cash Reversion

Business Unit (% for All): 50100 OJ
Fund Code (% for All): %% OJ
Fiscal Year: 2012
Adjustment Period Include

Wiew Results

Business Unit Fund Account Type

Balance
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GL - GL CARS Recon for Acctg Period Query
<Previous Quick Links Next>

LAST REVISION: 10/05/2012

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:
This query provides detailed journal information, including whether the journal was sent
to CARS,

PURPOSE / USE:
This query is used to view journal details and identify related CARS Batch information
including the CARS indicator.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >
V_GL_CARS_RECON_ACCTG_PERIOD — CARS Reconciliation.

PARAMETERS:
e Business Unit
e Fiscal Year
e Accounting Period From: and To
e Fund
e Account

FORMAT:
HTML, Excel
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V_GL_CARS_RECON_ACCTG_PERIOD - CARS Reconciliation Query

Use the scrollbar to view remaining columns:
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GL - GL CARS Recon for Posted Date Query
<Previous Quick Links Next>

LAST REVISION: 10/22/2012

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:

This query provides detailed journal information, including the posted date.

PURPOSE / USE:
This query is used to view journal details and identify timing differences.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >
V_GL_CARS_RECON_POSTED_DT — CARS Reconciliation

PARAMETERS:
e Business Unit
e Date From
e DateTo
e Fund (or %)
e Account (or %)

FORMAT:
HTML, Excel
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V_GL_CARS_RECON_POSTED_DT - CARS Reconciliation Query

V_GL_CARS_RECON_POSTED_DT - CARS Reconciliation

Business Unit:
Date From:

Date To:

Fund (% for all):
Account (% for all):

View Results

15100 @,
1010172012 |
10/05/2012 |5
% @,
% @

Download results in : Excel Spreadsneet covTestrie xmirie (27 kb)

BUEI:\SSS Journal ID JEI':»uart';al
1 |15100 0000010638 |10/01/2012
2 |15100 0000010628 10407172012
3 |15100 0000010638 |10/01/2012
4 15100 00000106328 |10/01/2012

Accounting Date Lt
Period | Posted | ~UPdate
DateTime
10/03/2012
4(10/03/2012 2:33.57PM

10/03/2012
2:33:57FM

10/03/2012
2:33:57PM

4/10/03/2012

10i03/2012
231 ETPM

103/2012

Account |GLA

5012090 |901

5012110{901

5012170|901

5012190|901

Fund

01000

01000

01000

Program

799001

799001

799001

01000 |73

um
Monetary
Amount

-6687.000

177.750

3.990

CARS
Indicator

S

Send| DOA DOA DOA D
to | creait |POR BN gaicn| gatcn |
DOA |Agency Type |Number |Gr
s 151 10/01/2012 |6 10301
= 181 10/071/2012 |6 103|101
s 151 10/01/2012 |6 10301
=3 151 10/01/2012 |6 103 |01/~
bd

Use the scrollbar to view remaining columns:
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GL - GL COA Journal Query
<Previous Quick Links Next>

LAST REVISION: 10/22/2012

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:
This query provides detailed accounting distribution information and description, by
Fund, Program, Account, Department, Cost Center, and/or Project.

PURPOSE / USE:
Use this query to view journal details and identify accounting information for journals.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >V_GL_JRNL _INQ_BY_COA

PARAMETERS:
e Business Unit
e Fund
e Program
e Account
e Department
e Cost Center
e Project
e Journal Date From
e Journal Date To
e Include Long Description?

FORMAT: HTML, Excel
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GL COA Journal Query

V_GL_JRNL_INQ_BY_COA - GL COA Journal Query

Business Unit: 15100 &
Fund (% for all): % @,
Program (% for all):

Account (% for all):

Department (% for all):

Cost Center (% for all):

Project (% for all):

Journal Date From: 10/01/2012 [3
Journal Date To: 10/05/2012 |[5
Include Long Description?

View Results

Download results in : Excel Spreadsheet CsvTextFile xMLFile (75 kb)

Fiscal |Accounting | Journal Journal Date 2 Cost RS Ag
< Journal 1D Line | Fund |Program | Account Department Task |Bus | Project |Activity FIPS |Asset|”
Year | Period |Source Date Posted Center Uniit u

GL
Business
Unit Nbr

4 |OML 0000010638 |10/01/2012 | 10/03/2012 1/01000|799001 5013120 92100

4|0OML 0000010638 |10/01/2012[10/03/2012| 23|01000|799001

Use the scrollbar to view remaining columns:
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GL — Journal Not Posted Query
<Previous Quick Links Next»

LAST REVISION: 10/08/2015

LOADED INTO CATALOGUE: 10/08/2015

DESCRIPTION:
This query provides a list, from the Journal Header table, of all journals for either a
Business Unit or All Business Units which have not been posted in General Ledger.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >V_GL_JRNL _NOT_POSTED

PARAMETERS:
e Business Unit
e Journal Date From
e Journal Date To

FORMAT: HTML, Excel
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GL Journals Not Posted Public Query

Some key columns within the query results are as follows

e Business Unit IU is the Header Business Unit that identifies the submitting
Business Unit.

e Fiscal Year is the year for which the transaction will process. It is determined
based on the journal date.

e Accounting Period is the period for which the transaction will process. It is
determined based on the journal date.

e Source provides the method of which the transaction was entered into the
system. For example, SPJ (spreadsheet journal) or ONL (online journal).

e Journal Processing Request provides the status of the journal’s approval
request. We included this in order to help you identify the approval status
(i.e., ‘pending approval’ which means that the transaction has been submitted
for approval and should be currently on an approvers worklist).
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GL — Ledger Template Query
<Previous Quick Links Next>

LAST REVISION: 10/05/2012

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:
This report provides information about ledger templates.

PURPOSE / USE:
Use this query to see the layout of a ledger template.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >
FINO0O23 LDEGER_TEMPLATE

PARAMETERS:
e Ledger Template

FORMAT:
HTML, Excel
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Ledger Template Query

FIN0023_LEDGER_TEMPLATE - FIN0023-Ledger Template

Ledger Template: STANDARD @,

View Results

Download results in : Excel Spreadsheet covTextfile xuifile (1 kb)

Record
Ledger Ledger Journal Header Journal Line
Template Type (Table) Tmp Tmp Account ChartField
Name
Standard Detail
1|STANDARD |Detail Ledger LEDGER |LEDGER_TMP [LEDGER_TMPZ|JRNL_HEADER [JRNL_HDR_TMP |JRMNL_LN|JRNL_LN_TMP | |GL_ACCOUNT_TBL LEDGER_ADB |J
Ledger

Use the scrollbar to view additional columns:

Posted | Posted

Consolidations | MultiCurrency MultiCurrency Posted Total Amount | Total | Total

Log Log Tmp Debits | Credits
JGEN_WRK_TMP |CONSOL_LOG |CURR_LOG_TBL CURR_WRK_TBL|CLOSE_LEDG_LOG|CLO_LEDG TMP CLO_EARN_TMF |POSTED_TOTAL_AMT MONET
First 4] 1-10f1 ] Last
= Record Bl BD BD BD | BD
Template | C°mPbo Data R FBResult | tes |itemizations | Asset|Depr |Position
MONETARY_AMOUNT | STATISTIC_AMOUNT |ACCOUNT | JOURNALS | COMBO_DATA_TBL BD_OPERAND_TMF |BD_RESULT_THP
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GL — Potential Fixed Asset Query
<Previous Quick Links Next>

LAST REVISION: 08/28/2014
LOADED INTO CATALOGUE: 08/28/2014

DESCRIPTION:
This query provides a list of transactions to select accounts that can potentially be
capitalized based on a user specified amount threshold.

PURPOSE / USE:
This query can be used to:
e review asset expenditures greater than a given amount threshold and
e decide if those assets qualify for capitalization and should be recorded manually
in the FAACS system.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >
V_GL_POTENTIAL_FIXED_ASSETS

PARAMETERS:
e Business Unit:
e Journal Date From:
e Journal Date To:

FORMAT:
HTML, Excel

195



GL - Potential Fixed Asset Query

Use the scroll bar to see the columns on the right.

First 110 of 10 Last

P -
Cost Task |[FIPS | Asset Agency | Agemcy Bus Project
Center Use 1 Use 2 Unit ]

Actineity | Aamouant

T 20.00

361.23

f=R=l0=F=]

AT4.97

3I56.7T5

=g ===

A197F. o0

4500 00

5000

220 00
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GL — Record Groups Query
<Previous Quick Links Next>

LAST REVISION: 10/05/2012

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:
This query lists all available Record Groups.

PURPOSE / USE:
Use this query to see a list of Group IDs with their related descriptions and record
names.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer > FIN0O016  RECORD_GROUPS

PARAMETERS:
e None

FORMAT:
HTML, Excel
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Record Groups Query

198



GL — Speedchart Query
<Previous

Quick Links
LAST REVISION: 08/25/2015

LOADED INTO CATALOGUE: 08/28/2015

DESCRIPTION:
This query lists valid Speedchart values.

PURPOSE / USE:
e This query lists valid Speedchart values.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer
APY0005_SPEEDCHARTS

PARAMETERS:
e Business Unit

FORMAT:

Next>

HTML, Excel
A B C D E G J K

1 |APYDO(Q 24

2 [SetlD |Setid_Descr [2 [speedChart  |[Description |[speedtype_short [Type Eff Date [Accoun
3 (15100 Department of Accounts 10/4/2012 91100 Comptroller u Universal 1/1/1901

4 (15100  Department of Accounts 10/4/2012 91200 EDI Prenotes Administration ] Universal 17171901

5 |15100  Department of Accounts 10/472012 92100 Administration ] Universal 17171901

6 |15100  Depariment of Accounts 10/4/2012 93100 Human Resources u Universal 1111901

7 (15100 Department of Accounts 107472012 94100 Internal Audit U Universal 111907

8 |15100  Department of Accounts 10/4/2012 95200 Financial Reporting ] Universal 17171901

9 15100  Department of Accounts 10/4/2012 9540001 General Accounting ] Universal 17171901

10 (15100 Department of Accounts 10/472012 9540002 General Accounting Disburs Rev U Universal 1/1/1901

11 (15100 Department of Accounts 107472012 95700 FSRI - Cardinal U Universal 111907

12 15100  Department of Accounts 10/4/2012 95800 FSRI - Perf Budgeting ] Universal 17111901

13 15100  Depariment of Accounts 10/4/2012 97200 Fayroll Operations u Universal 1111901

14 (15100 Department of Accounts 10/4/2012 97500 Fayroll Service Bureau u Universal 1/1/1901

15 15100  Department of Accounts 10/4/2012 9830001 Financial Systems Development U Universal 17171901

16 15100  Department of Accounts 10/4/2012 9830002 Financial Systems Maintenance ] Universal 17171901

17 15100  Department of Accounts 10/4/2012 9830004 Computer Services u Universal 1111901

18 (15100 Department of Accounts 10/472012 9840001 CTO DBA FS Development U Universal 111907

19 15100  Department of Accounts 10/4/2012 9840002 CTO DBA FS Maintenance ] Universal 17171901

20 (15100  Department of Accounts 10/4/2012 AdminPSEBE Fees for Admin Services-PSEB ] Universal 17171901 4002700
21 |15100 Department of Accounts 10/4/2012 CCRebate Charge Card Rebate Fees u Universal 1/1/19071 4009026
22 115100 Department of Accounts 10/4/2012 FAACSDep FAACS Equip Dep U Universal 1/1/1901 183730
23 |15100  Department of Accounts 10/4/2012 FAACSInY FAACS Offset ] Universal 1/1/1901 257980
24 115100  Department of Accounts 10/4/2012 MiscRevGen Miscellaneous Revenue-General u Universal 1/1/1901 4009060
25 15100 Department of Accounts 10/472012 MiscRevsSwW Miscellaneous Revenue-DOA SW U Universal 1/1/1901 4009060
36‘ 1.515}0 De‘_o'artm e1nt of Accounts 10742012 PryearExp Recovery Prior YT Expenditures U Lniversal 1/1/1901 4009084
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GL - SpeedTypes Query
<Previous Quick Links Next>

LAST REVISION: 10/05/2012

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:
This query lists all available SpeedTypes for a SetID.

PURPOSE / USE:
This query generates a list of SpeedTypes with their associated ChartFields.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer > FINO0O07_SPEEDTYPES -

PARAMETERS:
e SetlD

FORMAT:
HTML, Excel
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Speedtypes Query

Use the scroll bar to view the remaining columns.
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GL — Valid Appropriations - Display FIPS Codes Query
<Previous Quick Links Next»

LAST REVISION: 10/05/2012

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:
This query lists all valid FIPS codes for the STATE Set ID that are active as of the user
specified As of Date.

PURPOSE / USE:
Use this query to view STATE Set ID FIPS codes.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >
FINOO53_ VALID_APPROPRIATIONS

PARAMETERS:
e SetlD - STATE
e As of Date

FORMAT:
HTML, Excel
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Valid Appropriations - Display FIPS Codes Query
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GL - Valid Budget Periods Query
<Previous Quick Links Next>

LAST REVISION: 10/05/2012

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:
This query displays all STATE SetID budget periods that have been set up in Cardinal.

PURPOSE / USE:
Use this query for a list of STATE SetlD budget periods with names, descriptions,
beginning dates and end dates.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >

FINOO54_VALID_BUDGET_PERIODS.

PARAMETERS:
e SetlD - STATE

FORMAT:
HTML, Excel
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Valid Budget Periods Query

FIN0054_VALID_BUDGET_PERIODS - Valid Budget Period
SetlD: [STATE @,
Wiew Results

Download results in : Excel Spreadsheet CSvTextFile xuLFile (24 kb)

View Al First [§] 1100 0f 118 [] Last
SetlD Calendar Descr Budget Period Begin Date End Date Per Name

1 STATE  |AN Annual Budget Period 2010 07/01/2009 06/30/2010 Annual Bud Period - 2010

2 STATE  |AN Annual Budget Period 2011 07/01/2010 06/30/2011 Annual Bud Period - 2011

3 STATE  |AN Annual Budget Period 2012 07/01/2011 06/30/2012 Annual Bud Period - 2012

4 |STATE |AN Annual Budget Period 2013 07/01/2012 06/30/2013 Annual Bud Period - 2013

5 STATE  |AN Annual Budget Period 2014 07/01/2013 06/30/2014 Annual Bud Period - 2014

6 STATE  |AN Annual Budget Period 2015 07/01/2014 06/30/2015 Annual Bud Period - 2015

7 STATE  |AN Annual Budget Period 2016 07/01/2015 06/30/2016 Annual Bud Period - 2016

] STATE  |MN Monthly Budget Period 2010M01 07/01/2009 07/31/2009 Monthly Bud Period 1 - 2010

9 STATE  [MN Monthly Budget Period 2010M02 08/01/2009 08/31/2009 Monthly Bud Period 2 - 2010

10 |STATE  |MN Monthly Budget Period 2010M03 09/01/2009 09/30/2009 Monthly Bud Period 3 - 2010

11 |STATE  |MN Monthly Budget Period 2010M04 10/01/2009 10/31/2009 Monthly Bud Period 4 - 2010

12 |STATE  |MN Monthly Budget Period 2010M05 11/01/2009 11/30/2009 Monthly Bud Period 5 - 2010

13 |STATE  |MN IMonthly Budget Period 2010M06 12/01/2009 12/31/2009 Monthly Bud Period 6 - 2010

14 |STATE  |MN Monthly Budget Period 2010M07 01/01/2010 01/31/2010 Monthly Bud Period 7 - 2010

15 |STATE  |MN Monthly Budget Period 2010M08 02/01/2010 02/28/2010 Monthly Bud Period & - 2010

16 |STATE  |MN Monthly Budget Period 2010M09 03/01/2010 03/31/2010 Monthly Bud Period 9 - 2010

17 |STATE  |MN Monthly Budget Period 2010M10 04/01/2010 04/30/2010 Monthly Bud Period 10 - 2010

18 |STATE  |MN Monthly Budget Period 2010M11 05/01/2010 05/31/2010 Monthly Bud Period 11 - 2010

19 |STATE  |MN Monthly Budget Period 2010012 06/01/2010 06/30/2010 Monthly Bud Period 12 - 2010

0N STATE ﬂl\l ﬂnnfhlv Riidnet Perind 9ﬂ11ﬂﬂ‘1 N7iN1i2040 N7121/2010 ﬂnnthlv Aiud Perind 1 - 2111
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GL — Valid Funds Query
<Previous Quick Links Next>

LAST REVISION: 10/05/2012

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:
This query lists Fund values for the STATE SetID.

PURPOSE / USE:
Use this query to view STATE fund descriptions, codes and attributes that are active as
of the user specified Effective Date.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer > FINO050 VALID FUNDS

PARAMETERS:
e SetlD - STATE
e As of Date

FORMAT:
HTML, Excel

206



Valid Funds Query

FINOOS0_VALID_FUNDS - FIN00S0 - Valid Funds
SetiD: STATE | @,
As Of Date: [10/05/2012 |
Wiew Results
Download results in : Excel Spreadshest csvTedrie xuiFie (174 kb)
Vigw Al First [ 1100 of 566 [] Last
SetD | Fund Descr B“%gnﬁ;aw 2 Attribute Attribute Value Descript
1 |sTATE|01000 |General Fund N 10/05/2012|CAFR FD CLASS 100 General
2 |STATE|01000 |General Fund N 10/0512012 | CAFR FUND GENERAL General
GROUP
3 |sTATE|01000 |General Fund N 10/05/2012|CAFR FUND TYPE | GOVERNMENTAL | Governmental
4 |sTATE|01000 |General Fund N 10/05/2012 | DOA FUND 0100 General Fund
5 |STATE|01000 |General Fund N 10/05/2012 |MCI CLASS GENERAL General
6 |STATE|02011|DOA Statewide Accounting Sves  |N 10/05/2012|CAFR FD CLASS 100 General
7 STATE | 02011 |DOA Statewide Accounting Sves [N 10/05/2012 g'gETJ;UND GENERAL General
8 |sTATE|02011|DOA Statewide Accounting Sves | 10/05/2012 | CAFR FUND TYPE | GOVERNMENTAL | Governmental
9 |STATE|02011|DOA Statewide Accounting Sves [N 10/05/2012 | DOA FUND 0200 CARS 0200
10 |STATE 02011 |DOA Statewide Accounting Sves | 10/05/2012 |MCI CLASS UNRESTRICTED  |Unrestricted
11 |STATE [02054 |Cost Recovery Audit Fund N 10/05/2012|CAFR FD CLASS 100 General
12 |STATE|02054 |Cost Recovery Audit Fund N 10/05/2012 g';ZRU';U“D GENERAL General
13 |STATE 02054 |Cost Recovery Audit Fund N 10/05/2012 | CAFR FUND TYPE | GOVERNMENTAL | Govemnmental
14 |STATE 02054 |Cost Recovery Audit Fund N 10/05/2012 | DOA FUND 0205 CARS 0205
15 |STATE 02054 [Cost Recovery Audit Fund N 10/05/2012 |MCI CLASS UNRESTRICTED | Unrestricted
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GL — Valid Project IDs Query
<Previous Quick Links Next>

LAST REVISION: 10/05/2012

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:
This query lists all available project numbers for a SetID.

PURPOSE / USE:
This query generates a list of project IDs with their associated type, description, etc.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >

FINOO13_VALID_PROJECT_IDS

PARAMETERS:
e SetlD

FORMAT:
HTML, Excel
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Valid Project IDs Query

209



GL — Valid Set IDs Query
<Previous Quick Links Next>

LAST REVISION: 10/05/2012

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:
This query lists all valid Set IDs in Cardinal.

PURPOSE / USE:
Use this query for a list of all valid Set IDs statewide.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer > FIN0O017_VALID_SET IDS

PARAMETERS:
e None

FORMAT:
HTML, Excel
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Valid Set IDs Query
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GL Reports
Quick Links

GL — AP-GL Reconciliation Report

GL - Appropriation, Allotment, and Expense Report

GL — AR/GL Module Reconciliation Report

GL - Cardinal Trial Balance Report

GL — CARS Interface Summary Report

GL - CARS-Cardinal Reconciliation Report

GL — Combination Rule Report

GL — Commitment Control Budget Control Report

GL - Control/Track Budget-Exp by CF Report

GL - COVA Analysis of Appropriations Report

GL — GL Transaction Report

GL - Journal Edit Errors Report

GL - Journal Entry Detail Report

GL - Journal Entry Detail with Attributes Report

GL — Journal Upload Error Report

GL — Ledger Activity Report

GL - Ledger Summary Report

GL - Ledger versus Journal Integrity Report

GL — LTD Capital Projects Report

GL - Other Agency Transactions Report

GL - Posted Journal Summary Report

GL — Project Status Report
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GL — Revenue Status Report

GL - Statement of Cash Position of Funds Report

GL - Summary Fluctuation Analysis Report

GL - Summary Ledger Detail Report

GL - Track W/O Budget — Exp by CF Report

GL — Transactions in Pending Status Report

GL — Transactions Ready for Processing Report

GL nVision
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GL — AP-GL Reconciliation Report
<Previous Quick Links Next>

Rpt Nbr: RGL022
LAST REVISION: 07/08/2014

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:
This report reconciles transactions/amounts between General Ledger and Accounts
Payable/Expenses. The report provides detail data by journal and journal line.

PURPOSE / USE:
The report is used:
e by Fiscal / Accounting Offices to identify variances between the modules and
supports the reconciliation process.
e By DOA toreconcile the Accounts Receivable module to the General Ledger.

NAVIGATION PATH:
Main Menu > > General Ledger > General Reports > GL Subsystem Reconciliation >
AP-GL Reconciliation

PARAMETERS:
e Business Unit,
e Fiscal Year,
e Accounting Period From
e Accounting Period To
e System Sources: Ex Source & AP Source (select at least 1 source)

FORMAT:
PDF
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AP-GL Reconciliation Report
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GL - Appropriation, Allotment, and Expense Report
<Previous Quick Links Next>

Rpt Nbr: RGLO06
LAST REVISION: 10/03/2012

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:
By Business Unit, Fund, Program, and Project, the report summarizes Appropriations,
Allotments, Unalloted, Expended MTD and YTD, and Available Appropriation

PURPOSE / USE:
The report is used to monitor and administer the agency’s Appropriation and Allotment
budget at the Program level as well as for Capital Outlay projects.

NAVIGATION PATH:
Main Menu > General Ledger > General Reports > App, Allot & Expense Report

PARAMETERS:
e Business Unit
e Fiscal Year
e Period
¢ Run for Capital Outlay Only (opt)

FORMAT:
PDF
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Appropriation, Allotment, and Expense Report
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GL — AR/GL Module Reconciliation Report
<Previous Quick Links Next>

Rpt Nbr: VGLR631
LAST REVISION: 07/08/2014

LOADED INTO CATALOGUE: 07/08/2014

DESCRIPTION:

This report reports any variances in CF combination or amount between journal
generated distributions from AR system and GL journal line. Report displays
corresponding journal id, journal line, CF combination and the amount.

PURPOSE / USE:
This report is used:
e Toreconcile accounting between AR and GL.
e By DOA toreconcile the Accounts Receivable module to the General Ledger.

NAVIGATION PATH:
General Ledger > General Reports > GL Subsystem Reconciliation > AR-GL Module
Reconciliation Report

PARAMETERS:

e Business Unit
Fiscal Year
Accounting Period From
Accounting Period To
Transaction Source

FORMAT:
PDF
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GL — AR/GL Module Reconciliation Report

219



GL - Cardinal Trial Balance Report
<Previous Quick Links Next»>

Rpt Nbr: RGLOO01
LAST REVISION: 10/03/2012

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:

This report provides the beginning and ending ledger balance and net activity. The
report can be generated using the specified business units, ledger and chartfield
elements. The amounts can be totaled and displayed as determined by the user.

PURPOSE / USE:

The Cardinal Trial Balance Report allows multiple ledger amounts to be summarized to
reflect different basis of accounting. The report is used to review balances for monthly
and annual reconciliations.

NAVIGATION PATH:
Main Menu > General Ledger > General Reports > Cardinal Trial Balance

PARAMETERS:
e Parameters:
0 Business Unit
o Fiscal Year
0 Accounting Period
e Chartfield Selection:
o ByBU/Fund
o0 By BU/Fund/Project
0 by Fund Group
0 ByAll Accounts
e Ledger Selection:
o Full Accrual
o Modified Accrual
o Cash Basis
o0 Actuals
e Account Detail:
o Summary or Detail (lists detail expenditure and revenue accounts)
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FORMAT:
PDF

Cardinal Trial Balance Report
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GL — CARS Interface Summary Report
<Previous Quick Links Next>

RPT NBR: VGLR0002

LAST REVISION: 07/08/2014
LOADED INTO CATALOGUE: 07/08/2014

DESCRIPTION:
This report provides the accounting transactions that are sent to CARS in a detailed
summary report.

PURPOSE / USE:
This report provides a Summary of the Transactions that have been sent from Cardinal
to CARS each day by CARS batch type and batch date.

NAVIGATION PATH:
Main Menu > General Ledger > General Reports > CARS Interface Summary Report

PARAMETERS:
e Business Unit
e CARS Extract Create Date

FORMAT:
PDF
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GL — CARS Interface Summary Report
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GL - CARS-Cardinal Reconciliation Report
<Previous Quick Links Next>

Rpt Nbr: VGLR0025
LAST REVISION: 10/03/2012

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:

This report summarizes both CARS and Cardinal vouchers by batch, transaction code,
Fiscal Year and Accounting Period, distribution (i.e., Fund, Program, Object, Revenue
Source Code, Project) and amount. Mismatches are identified as well as transactions
with no matching CARS record.

PURPOSE / USE:
The report supports the reconciliation process between CARS and Cardinal.

NAVIGATION PATH:
Main Menu > General Ledger > General Reports > CARS-Cardinal Reconciliation

PARAMETERS:
e Business Unit
e Fiscal Year
e Accounting Period

FORMAT:
PDF
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CARS-Cardinal Reconciliation Report
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GL — Combination Rule Report
<Previous Quick Links Next>

Rpt Nbr: GLS4002
LAST REVISION: 08/25/2015

LOADED INTO CATALOGUE: 08/28/2015

DESCRIPTION:
The Combination Rule Report lists information on combination edit rules for a specific
Business Unit (Set ID).

PURPOSE / USE:
e The Combination Rule Report lists information on combination edit rules for a
specific Business Unit (Set ID).

NAVIGATION PATH:
Main Menu > Set Up Financials > Supply Chain > Common Definitions > Design
ChartFields > Combination Editing > Combination Rule Report

PARAMETERS:
e SetlID
e As of Date

FORMAT:
PDF

226



GL — Commitment Control Budget Control Report
<Previous Quick Links Next>

Rpt Nbr: GLC8051
LAST REVISION: 08/25/2015

LOADED INTO CATALOGUE: 08/28/2015

DESCRIPTION:
The Budget Control Report is used to display the commitment control ledger
configuration.

PURPOSE / USE:
e The Budget Control Report is used to display the commitment control ledger
configuration.

NAVIGATION PATH:
Main Menu > Commitment Control > Budget Reports > Budget Control Report

PARAMETERS:
e SetID
e As of Date
e Ledger Option

FORMAT:
PDF

Report ID: GLCa0S1 PeopleSoft General Ledger Fage No. 1
ORACLE CONTROL BUDGET OPTION Run Date 5282014
Run Time 1:34:25 PM
Setid: STATE
As of Date: All 5/28/2014
Ledger Option: Al CC_ALLOT
Ledger Group CC_ALLOT
Effective Date: 1/1/1901 Effective Status: Active Description: CC Allotment
Budget Type: Expense Associated Expenditure Budget:
Tolerant Percent: 0.00 Parent Control Budgst: CC_APPROP

RuleSet and Control Chartfields
RuleSet ChartField: Program Tree Name: PROGRAM_BUDGET Level Name: LEVEL_1

Control ChartField: Fund Default Ruleset: DEFAULT

Commitment Control Options

Enable Statiscal Budgeting: N Control Option: Control Enable Funding Source: N
Entries Must Balance: N Budget Status: Open Revenue Track:
Child Budgets Exceed Option: N
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GL - Control/Track Budget-Exp by CF Report
<Previous Quick Links Next>

Rpt Nbr: VRGL0OO7
LAST REVISION: 10/03/2012

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:

For any budget ledger set as control or track with budget, the report summarizes by
related chartfields, budgeted amount, month expended amount, and year to date
expended as well as unexpended amount.

PURPOSE / USE:
The report is used to monitor and administer the Agency’s selected budget.

NAVIGATION PATH:
Main Menu > General Ledger > General Reports > Control/Track Budget-Exp by CF

PARAMETERS:

e Request Parameters:
0 Business Unit
o Budget Ledger
o Fiscal Year
o As of Period

e Values by Chartfields:
o Field Name
o0 How Specified

FORMAT:
PDF
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Control/Track Budget-Exp by CF Report
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GL - COVA Analysis of Appropriations Report
<Previous Quick Links Next>

Rpt Nbr: RGLOO6A
LAST REVISION: 10/02/2012

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:

This report provides funding analysis of appropriations, allotments, and expenditures.

PURPOSE / USE:
e The detail budget and expenditures by Business Unit, Fund, Program, and
Project for Appropriations by type, Allotments, Expenditures, Unexpended
Appropriations, and Unexpended Allotments is used for reconciliation.

NAVIGATION PATH:
Main Menu > General Ledger > General Reports > COVA Analysis of Appropriations

PARAMETERS:
e Business Unit
e Fiscal Period
e Accounting Period
e Consolidated Summary Report opt

FORMAT:
PDF
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Funding Analysis of Appropriations, Allotment, and Expenditures Report
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GL — GL Transaction Report
<Previous Quick Links Next>»

RPT NBR: VGLR0010
LAST REVISION: 07/08/2014
LOADED INTO CATALOGUE: 07/08/2014

DESCRIPTION:

This report provides debit and credit amounts by selected ChartField combinations for a
fiscal year and period. In addition, subtotals are provided at selected ChartField levels
and the report prints Beginning Balance, Total Activity and Ending Balance by Account

type.

PURPOSE / USE.
This report reads all entries in the ledger and summarizes the entries by fund, account,
department, project, cost center, asset type and activity into total debits and credits.

NAVIGATION PATH:
Main Menu > General Ledger > General Reports > GL Transaction Report

PARAMETERS:
e Business Unit
e Fiscal Year
e Accounting Period From and To
e Ledger
e Source (% for all)
e Account Type
e Field Name

FORMAT:
PDF
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GL - Journal Edit Errors Report
<Previous Quick Links Next>

Rpt Nbr: GLS7011
LAST REVISION: 10/24/2012

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:

This report provides detailed information about journal edit errors: period, journal 1D,
date, source, reference number, error type, line, line description, field name, and error
message.

PURPOSE / USE:
This report is used to identify and resolved journal edit errors.

NAVIGATION PATH:
Main Menu > General Ledger > Journals > Process Journals > Journals Edit Errors
Report

PARAMETERS:
e Business Unit
e Ledger Group
e Source
e Journal ID From and To
e Journal Date From and To

FORMAT:
PDF
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Journal Edit Errors Report
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GL - Journal Entry Detail Report
<Previous Quick Links Next>»

Rpt Nbr: FIN2001
LAST REVISION: 10/03/12

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:

This report displays all, or a subset of, journal entries for a business unit and ledger
within a specified date range. A number of selection criteria can be used to return either
a broad range of journals or to specifically narrow down the results. Another option is to
enter a specific Journal ID.

PURPOSE / USE:
The report provides the ability to search and select a group of journals for detail review.

NAVIGATION PATH:
Main Menu > General Ledger > General Reports > Journal Entry Detail

PARAMETERS:
e Report Request Parameters:
o Unit
o Ledger Group:
= Actuals
= Cash

= Modified Accrual

=  Commitment Cntrl Appropriation
o0 Ledger:

= Actuals

= Cash

= Com Cntl Appropriation Budget)
0 Source:

= Accruals

= Billings

= Accounts Payables

= Accounts Receivables

* Project Costing
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0]
0]
0]

= Purchasing
= Time Entry
Journal ID

Date From and Date To
Journal Status:
= Posted by Journal Dates
= Posted by Posting Dates
= Journal has Errors
= Unposted
= Valid Journal — Edits Complete
= No Status — Needs to be Edited
Show Description on Report opt
Show Statistics Amount opt
Display Full Numeric Field opt

e Chartfield Selection:

0]

0]
0]
0]

Sequence
Chartfield Name
Include CF opt
Descr opt

FORMAT: PDF

Journal Entry Detail Report
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GL - Journal Entry Detail with Attributes Report
Quick Links

<Previous

Rpt Nbr: FIN2005

LAST REVISION: 10/04/2012

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:
This report displays the same detail as the Journal Entry Detail Report and also lists the
ChartField attribute values.

PURPOSE / USE:

The report provides the ability to search for and select a group of journals for detail

review.

NAVIGATION PATH:

Main Menu > General Ledger > General Reports > Journal Entry with Attributes

PARAMETERS:
e Report Request Parameters:

(0}

O OO OO0 o o0 o

(0]

Unit

Ledger Group

Ledger

Source

Journal ID

From Date and To Date

Journal Status

Show Description on Report opt
Show Statistics Amount opt
Display Full Numeric Field opt

e Chartfield Selection:

(0]

(0]
(0]
(0]

Sequence
Chartfield Name
Include CF opt
Descr opt

Next>
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FORMAT:
PDF

Journal Entry Detail With Attributes Report
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GL — Journal Upload Error Report
<Previous Quick Links Next>

RPT NBR: VGLR0593
LAST REVISION: 07/08/2014
LOADED INTO CATALOGUE: 07/08/2014

DESCRIPTION:
This report displays details about errors identified during the Journal Upload process for
interfacing agencies.

PURPOSE / USE:

This report is used by interfacing agencies to view Journal Upload errors created when
loading data from agency systems into Cardinal. These errors will need to be corrected
in the agency system and re-sent to Cardinal.

NAVIGATION PATH:
Main Menu > General Ledger > General Reports > Journal Upload Error Report

PARAMETERS:

e Business Unit
From Date
To Date
Tree Name
How Specified

FORMAT:
PDF
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GL — Ledger Activity Report
<Previous Quick Links Next>

RPT NBR: GLS7002
LAST REVISION: 07/08/2014
LOADED INTO CATALOGUE: 07/08/2014

DESCRIPTION:
This report provides activity that is posted against the ledger for a specific period.

PURPOSE / USE:
This report lists:
e The beginning and ending ledger balances by ChartField combination and
account.
e The detailed journal line activity that is posted against the ledger for the
accounting periods that are specified.

NAVIGATION PATH:
Main Menu > General Ledger > General Reports > Ledger Activity

PARAMETERS:
e Unit
Ledger
Fiscal Year
Currency
From and To Period

FORMAT:
PDF
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GL — Ledger Activity Report
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GL - Ledger Summary Report
<Previous Quick Links Next>

Rpt Nbr: GLS7003

LAST REVISION: 10/04/2012

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:

This report lists for a Business Unit by Account Journals by Journals ID, Journal Date,
and Seq Line number, the debit / credit amount. For each Account the report
summarizes Beginning Balance, Total Activity, and the resulting Ending Balance.

Purpose / Use:
The report is used for monitoring and reconciliation purposes.

NAVIGATION PATH:
Main Menu > General Ledger > General Reports > Ledger Summary

PARAMETERS:
e Report Request Parameters:
o Unit
o Ledger

o Currency Code

o Fiscal Year

o Accounting Period
e Chartfield Selection

FORMAT:
PDF
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Ledger Summary
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GL - Ledger versus Journal Integrity Report
<Previous Quick Links Next>

Rpt Nbr: GLS7010
LAST REVISION: 10/04/2012

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:
This report list discrepancies between General Ledger and journal tables and is used for
reconciliation purposes.

PURPOSE / USE:
The report is used for reconciliation purposes.

NAVIGATION PATH:
Main Menu > General Ledger > General Reports > Ledger versus Journal Integrity

PARAMETERS:
e Unit
e Ledger

e Fiscal Year

e From Period

e To Period

e Compare Statistics Amount opt, Show Journals opt, Display Full Numeric Field
opt

e Chartfield Selection: Sequence, Chartfield Name, Include CF Value to Value

FORMAT:
PDF
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Ledger vs Journal Integrity Report
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GL — LTD Capital Projects Report
<Previous Quick Links Next>

RPT NBR: VGLR0597

LAST REVISION: 07/08/2014
LOADED INTO CATALOGUE: 07/08/2014

DESCRIPTION:
This report displays appropriation budgets and actual expenditures for Capital Projects
on an MTD, YTD, and LTD basis.

PURPOSE / USE:
This report can be used to monitor an agency’s Appropriation budget for Capital Outlay
Projects.

NAVIGATION PATH:
Main Menu > General Ledger > General Reports > LTD Capital Projects Report

PARAMETERS:
e Business Unit
e Fiscal Year
e Period

FORMAT:
PDF
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GL - LTD Capital Projects Report
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GL - Other Agency Transactions Report
<Previous Quick Links Next>

Rpt Nbr: VGLRO11
LAST REVISION: 10/04/2012

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:
This report provides detail or summary amounts for transactions processed in CARS by
an agency other than the agency entered in the Business Unit prompt.

Purpose / Use:
This report is used:
e By Fiscal / Accounting Offices to reconcile between Cardinal and CARS.
¢ In conjunction with CARS — Cardinal Reconciliation Report (Rpt ID RGL025)
which provides financial transaction variances between CARS and Cardinal run
by fiscal year and accounting period.

NAVIGATION PATH:
Main Menu > General Ledger > General Reports > Other Agency Transactions

PARAMETERS:
e Business Unit
e Fiscal Year
e Accounting Period
e Summary or Detail

FORMAT:
PDF
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GL - Posted Journal Summary Report

<Previous Quick Links
Rpt Nbr: GLS7009

LAST REVISION: 10/04/2012

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:

This report provides a list of all posted journals.

PURPOSE / USE:
e The report identifies posted journals.

NAVIGATION PATH:

Main Menu > General Ledger > Journals > Process Journals > Posted Journal

Summary Report

PARAMETERS:
e Report Request Parameters:

Begin Process
End Process
User
Unit
Ledger Group
Ledger
Begin Date
End Date
Summarize By

FORMAT:
PDF

Next>
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GL — Project Status Report
<Previous Quick Links Next>

RPT NBR: VGLR0618
LAST REVISION: 07/08/2014
LOADED INTO CATALOGUE: 07/08/2014

DESCRIPTION:
This report provides detail project revenue, transfers and expenditure information as

well as summarizing each account for the specified ledger at the ChartField level. The
ChartField details include Project, Program, Department, Cost Center, Task, Fund,
Account, FIPS, Agency Use 1 and 2, and Asset. The project account actual amount is
also displayed for each project detail account. The report utilizes a page break for each
Project so that each page only displays accounts for one individual Project.

PURPOSE / USE:
This report is used to research and review project detail information.

NAVIGATION PATH:
Main Menu > General Ledger > General Reports > Project Status Report

PARAMETERS:
e Business Unit
e Ledger

e Fiscal Year
e Accounting Period From and To
e Project Range From and To

FORMAT:
PDF
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GL - Project Status Report
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GL — Revenue Status Report
<Previous Quick Links Next>

RPT NBR: VGLR0O008

LAST REVISION: 07/08/2014
LOADED INTO CATALOGUE: 07/08/2014

DESCRIPTION:

This report provides estimated revenue, year to date actual revenue, prior year end
actual revenue, current month actual revenue, and prior year actual for the same month
period.

PURPOSE / USE.
This report is used to provide estimated revenue, actual and the prior year actual
revenue at the fund and account level.

NAVIGATION PATH:
Main Menu > Commitment Control > Budget Reports > Revenue Status Report

PARAMETERS:
e Business Unit (% for all)
e Rev Ledger Group
e Fiscal Year
e To Period

FORMAT:
PDF
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GL — Revenue Status Report
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GL - Statement of Cash Position of Funds Report
<Previous Quick Links Next>

Rpt Nbr: RGLO18
LAST REVISION: 10/04/12

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:

The report summarizes for an Agency by Fund Detail the Variance of Budget Balance
for the CC_CASH ledger ACTUALS versus Cash Balance. The cash balances are both
budget checked and actuals.

PURPOSE / USE:
The report is used by Fiscal / Accounting Offices to monitor the Agency’s cash position
as part of the reconciliation process.

NAVIGATION PATH:
Main Menu > General Ledger > General Reports > Stmt of Cash Position of Funds

PARAMETERS:
e Business Unit

FORMAT:
PDF
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GL - Summary Fluctuation Analysis Report
<Previous Quick Links Next»>

Rpt Nbr: RGL028
LAST REVISION: 10/24/2012

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:
This report provides the variance in expenditures by Chart of Account (COA) elements
between Fiscal Years.

PURPOSE / USE:
This report typically will be used by Fiscal / Accounting Offices for trend analysis in
comparing summarized Chart of Account data between two or three Fiscal Years.

NAVIGATION PATH:
Main Menu > General Ledger > General Reports > Summary Fluctuation Analysis

PARAMETERS:
e Report Request Parameters:
0 Business Unit
0 Ledger Selection:

= Actuals

= Cash

= Modified Accrual
= Full Accrual

= Forecast

0 Fiscal Year Range
= Base Fiscal Year
= Accounting Period From and To
= Fiscal Year To Be compared Against:
e Fiscal Year 1l
e Fiscal Year 2
o Chartfield Selection:
= Field Name
= Show Chartfield Description opt
= Subtotal opt
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FORMAT:
PDF

Summary Fluctuation Analysis Report
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GL - Summary Ledger Detail Report
<Previous Quick Links Next>

Rpt Nbr: GLS1001
LAST REVISION: 10/05/12

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:
The report lists summary ledger balances.

PURPOSE / USE:
The report is used for reconciliation purposes.

NAVIGATION PATH:
Main Menu > General Ledger > Summary Ledgers > Summary Ledger Detail Report

PARAMETERS:

e Unit, Ledger, Ledger Code, Fiscal Year, From Period and To Period, Display Full
Numeric Field opt, Chartfield Selection

FORMAT:
PDF
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GL - Track W/O Budget — Exp by CF Report
<Previous Quick Links Next>

Rpt Nbr: RGLO07B
LAST REVISION: 10/04/2012

LOADED INTO CATALOGUE: 09/27/2012

DESCRIPTION:
This report summarizes expenditures only by selected chartfields, month to date and
fiscal year to date. The reportis run only for budget ledgers set to track without budget.

PURPOSE / USE:
The report, which has very flexible chartfield selection parameters, is used to track
expenditures.

NAVIGATION PATH:
Main Menu > General Ledger > General Reports > Track W/O Budget — Exp by CF

PARAMETERS:

e Request Parameters:
0 Business Unit
o Budget Ledger
o Fiscal Year
o As of Period

e Values by Chartfield:
o Field Name
o0 Tree Name
0 Level Name
o0 How Specified

e Subtotal opt

e Tree Node Selector, Select Values / Nodes

FORMAT:
PDF
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GL — Transactions in Pending Status Report
<Previous Quick Links Next»>

Rpt Nbr: VGLR620B
LAST REVISION: 10/22/2014
LOADED INTO CATALOGUE: 10/22/2014

DESCRIPTION:

This report captures transactions that are pending for processing in the General Ledger,
Accounts Receivable, Purchasing*, Expenses, Accounts Payable, and Project Costing*
modules.

Transactions that are pending for processing have not been successfully entered,
combination edited, budget checked, and approved in the various modules. The
transactions are waiting for a user to take action before being eligible to be processed
further in Cardinal.

The report will return transactions that currently reside in the module sub-groupings
below:

General Ledger — Incomplete Journals

General Ledger — Journals Not Edited

General Ledger — Journals Not Budget Checked

General Ledger — Journals Not Approved

Accounts Receivable — Applied Payments Not Run Thru Revenue Estimate*
Accounts Receivable — Applied Payments Not Approved*
Accounts Receivable — Applied Payments Not Successfully Budget Checked*
Accounts Receivable — Incomplete AR Direct Journals
Accounts Receivable — AR Direct Journals Not Budget Checked
Accounts Receivable — AR Direct Journals Not Approved
Accounts Receivable — Applied Payment Not Posted*
Purchasing — Requisition Accounting Entries Not Created*
Expenses — Expense Advances Not Submitted

Expenses — Expense Advances Not Approved

Expenses — Expense Reports Not Submitted

Expenses — Expense Reports Not Approved

Expenses — Expense Reports Not Budget Checked

Accounts Payable — Vouchers Not Matched*

Accounts Payable — Vouchers Not Budget Checked

Accounts Payable — Vouchers Not Approved

e Accounts Payable — Voucher Payments On Hold
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Project Costing — Project Accounting Splitter Error*
Project Costing - Project Accounting Splitter Cash Accounting not Created*

PURPOSE / USE:

Payment Cash Checking Use - The report can be run ad hoc by agency users to
monitor and review the cash transactions that are pending for processing. By
running the report for the cash account (101010) and specific fund value(s) an
agency user can see the cash transactions that require a user to take action
before being eligible for further batch processing downstream and eventually
posted against the cash balance(s) on the ledger.

General Use — The report can be run ad hoc by agency users to monitor and
review all transactions that are pending for processing. Based on the chartfield
selection criteria the report can be used to provide a very broad or narrow look at
the transactions that are pending for processing in the various modules. This
report can be very useful for users at month end and year end by identifying
transactions that need to be cleared.

NAVIGATION PATH:
Main Menu > General Ledger > General Reports > Payment Cash Reports >
Transactions in Pending Status

PARAMETERS:

e Report Request Parameters
0 Business Unit
o Ledger
= Actuals
From Date
o ToDate
0 Modules
» GL (General Ledger)
= AR (Accounts Receivable)
* PR (Purchasing)*
= EX (Expenses)
= AP (Accounts Payable)
= PC (Project Costing)*
e Chartfield Selection
0 Sequence
o ChartField name

o
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o Include CF

o Value
To Value *Only applicable to Business Unit 50100
FORMAT:
PDF

TRANSACTIONS IN PENDING STATUS
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GL — Transactions Ready for Processing Report
<Previous Quick Links Next>

Rpt Nbr: VGLR620A
LAST REVISION: 10/22/2014
LOADED INTO CATALOGUE: 10/28/2014

DESCRIPTION:

This report captures transactions that are ready for processing in the General Ledger,
Accounts Receivable, Purchasing*, Expenses, Accounts Payable, and Project Costing*
modules.

Transactions that are ready for processing have been successfully entered, combination
edited, budget checked, and approved in the various modules. The transactions are
waiting for the nightly Cardinal batch processing to begin so the transactions can be
further processed to the point of being posted to the Ledger in General Ledger.

The report will return transactions that currently reside in the module sub-groupings
below:

e General Ledger — Journals Not Posted

e Accounts Receivable — AR Direct Journals Not Journal Generated
Accounts Receivable — Applied Payment Not Journal Generated*
Purchasing — Requisitions Not Journal Generated*

Expenses - Expense Payments Not Journal Generated

Expenses — Expense Reports Ready to be Paid

Expenses — Expense Advances Ready to be Paid

Accounts Payable — Voucher Payments Not Journal Generated

Accounts Payable — Vouchers Ready to be Paid

Project Costing — Project Accounting Splitter Cash Not Journal Generated*

PURPOSE / USE:

e Payment Cash Checking Use - The report can be run ad hoc by agency users to
monitor and review the cash transactions that are ready for processing. By
running the report for the cash account (101010) and specific fund value(s) an
agency user can foresee the potential impact to the beginning cash balance(s)
on the ledger before pay cycle and payment cash checking processing begins.

e General Use — The report can be run ad hoc by agency users to monitor and
review all transactions that are ready for processing. Based on the chartfield
selection criteria the report can be used to provide a very broad or narrow look at
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the transactions that are ready for processing in the various modules before the

nightly batch processing begins.

NAVIGATION PATH:

Main Menu > General Ledger > General Reports > Payment Cash Reports >

Transactions Ready for Process

PARAMETERS:
e Report Request Parameters

0 Business Unit
o Ledger
= Actuals
o From Date
o ToDate
0 Modules
= GL (General Ledger)
= AR (Accounts Receivable)
= PR (Purchasing)*
= EX (Expenses)
= AP (Accounts Payable)
= PC (Project Costing)*
e Chartfield Selection
0 Sequence
ChartField Name
Include CF
Value
To Value

O O O O

*Only applicable to Business Unit 50100

FORMAT:
PDF
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General Ledger

Quick Links

GL nVision Reports
GL - nVision — Budget to Actual - Cost Center by Account Report

GL — nVision - Budget to Actual - Department by Account Report

GL - nVision — COVA Standard Budget to Actual — Fund, Program, Account Report

GL - nVision — COVA Standard Budget to Actual — Program, Fund Report

GL - nVision — Project Expenditures by Task Report

GL - nVision — Project Financial Summary Report
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GL - nVision — Budget to Actual - Cost Center by Account Report
<Previous Quick Links Next>

RPT NBR: VGLR0614

LAST REVISION: 07/08/2014
LOADED INTO CATALOGUE: 07/08/2014

DESCRIPTION:
This nVision report provides Operational Budget and Actual Expenditure amounts for a
Business Unit by Account and Cost Center for the current period and year to date.

PURPOSE / USE:
This report is used to monitor Operational Budget and Actual Expenditure totals and
variance of budget remaining for a Business Unit and Cost Center by Account.

NAVIGATION PATH:
Main Menu > myCardinal Financials > Financials Report Retrieval > FIN Report
Manager

PARAMETERS:

e Business Unit - This nVision report scope includes Business Unit. The nVision
report layout returns Budget and Actual data by Account for each Cost Center
related to the specified Business Unit. The nVision report is retrieved by
Business Unit and Cost Center Code.

FORMAT:
Excel version 2007 or higher, nVision Report
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GL - nVision - Budget to Actual - Cost Center by Account Report
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GL —nVision - Budget to Actual - Department by Account Report
<Previous Quick Links Next»>

RPT NBR: VGLR0615
LAST REVISION: 07/08/2014
LOADED INTO CATALOGUE: 07/08/2014

DESCRIPTION:
This nVision report provides Operational Budget and Actual Expenditure amounts for a
Business Unit by Account and Department for the current period and year to date.

PURPOSE / USE:
This report is used to monitor Operational Budget and Actual expenditure totals and
variance of budget remaining for a Business Unit and Department by Account.

NAVIGATION PATH:
Main Menu > myCardinal Financials > Financials Report Retrieval > FIN Report
Manager

PARAMETERS:

e Business Unit - This nVision report scope includes Business Unit. The nVision
report layout returns Budget and Actual data by Account for each specific
Department ID related to the specified Business Unit. The nVision report is
retrieved by Business Unit and Department ID.

FORMAT:
Excel version 2007 or higher, nVision Report
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GL — nVision - Budget to Actual - Department by Account Report

o,
CARDINAL Commonwealth of Virginia
Budget to Actual-Department by Account
Report ID: T_GL&15 Run Date: 1-May-2014
Layout ID: VGLROG15 Run Time: 10:21:32 AM
Scope ID: 08GLO201G
Period Ending: 2014-03-31
Business Unit: 41100 Department of Forestry
Department: 1300
Current Year
Account Description Operational Budget Expenditures (Over) Under Budget % of Budget Remaining
"S011440 Wages, Student 1,750,000.00 0.00 1,750,000.00 100.00
5012120 Outbound Freight Services 1,750,000.00 0.00 1,750,000.00 100.00
5012430 Aftorney Services 1,750,000.00 0.00 1,750,000.00 100.00
"E093001 Budget Roll up Account (755.00) 0.00 (755.00) 100.00
Expenditures 5,249,245.00 0.00 5,249,245.00 100.00
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GL - nVision — COVA Standard Budget to Actual — Fund, Program, Account
Report

<Previous Quick Links Next>
Rpt Nbr: RGLO04A
LAST REVISION: 07/08/2014

LOADED INTO CATALOGUE: 07/08/2014

DESCRIPTION:

This nVision report provides Operational Budget and Actual Expenditures for a specified
Business Unit and related Fund and Program, summarized by Account Code for both
Accounting Period and Fiscal Year to Date.

PURPOSE / USE:
The report is used to monitor Operational Budget and Actual for a Business Unit by
Fund and Program by Account Code.

NAVIGATION PATH:

Main Menu > myCardinal Financials > Financials Report Retrieval > FIN Report
Manager

PARAMETERS:

e Business Unit — This nVision report scope includes Business Unit. The Vision
report layout returns Operational Budget and Actual expenditure data by Fund

and Program specified in the scope for the Business Unit. The nVision report is
retrieved by Business Unit, Fund Code, and Program Code.

FORMAT:

Excel version 2007 or higher, nVision Report
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GL - nVision — COVA Standard Budget to Actual — Fund, Program, Account Report

nVision report as it appears when first opened

In this example, an operational budget exists for Accounts 5011440 and 5011460. The

other accounts do not have a budget, but have expenditures.

2

12 B C 8] E F G H J
4 COVA Standard Budget to Actual - Fund, Program, Account
E Report ID: RGLOOMA
7 Layout ID: VGLROO4A
3 Scope: VGLROOIA
9 |Period Ending: June 30, 2014 |
10 |Business Unit: 41100 Department of Forestry
11 |Fund: 1000 General Fund
12 |Program: E01003 Forst Consrvididfredrshd Sve
13
16 Account Description Operational Budget 2014-1 2014-2 2014-3 2014-4 2014-5 2014-6
17

[ 18 B011110 Employer Retire Contrb-Def Ben 0.00 90,553.74 60691 57 103,209.79 g1 412.62 43,220.13 6444042
19 Bo11120 Salary Social Securty&hedicare 0.00 7742642 51,507 95 25 65060 63 45437 40,6685.02 5460257
20 B011130 ‘Wage Social Security&Medicare 000 447 .91 21359 358.56 47485 37a.04 38957
21 B011140 Group Life Insurance 0.00 12,346.13 524472 4,306.29 11,059.45 6, 636.30 875380
22 Bo11150 Employer Health Ins Premium 0.00 23942635 163,136 .96 94,623.43 21094596 135,531.33 171,750.42
23 B011160 Retiree Heatth Ins Cr Premium 0.00 10,375.24 592632 3618.71 9,293.67 5615873 7,396.22
24 E011170 WSDB & Longterm Dizabiity Ins 0.00 343619 224767 639.71 3,340.00 161278 245356
25 fB011220 Salaries, Appointed Officials non 11,291.10 772616 772616 77266 7766 TG
26 'E011230 Salaries, Clazsified 0.00 978,508.31 642 797 65 672613.09 B97 72413 340,374.93 639,742.02
27 Bo11250 Salaries, Cwertime 0.00 0.00 0.00 0.00 0.00 0.00 27330
26 /E011280 Salaries, Info Techn Employees non 47 54817 41 05082 38,375.08 3837608 36,378.08 36,376.08
23 B011310 Bonuses & Incentives 0.00 0.00 1,750.00 1,750.00 0.00 0.00 0.oa
30 /5011380 Deferred Comp Match Payments non 776235 4896.35 2431.29 §553.68 307605 513926
31 B011410 Wages, General non 585516 671368 4 FE6 61 §.207 81 4,802,532 522316
32 E011440 ‘Wages, Student 10,000.00 0.00 0.00 0.00 0.00 0.00 0.oa
33 [E011460 Wages, Fed Work Study Student 5,000.00 0.00 0.0a 0.00 0.00 0.00 0.0a
34 B011510 ‘Workers' Compensation Awards 000 324921 207363 2,142 64 54326 0.00 0.oa
35 'B011530 Short-Tertm Disahility Benefits 0.00 1,839.78 H2TT 1,395.38 0.00 0.00 0.oa
36 5011540 Supplement! Disabiity Benefit 000 66.75 0.00 0.00 0.00 0.00 0.oa
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GL - nVision — COVA Standard Budget to Actual — Program, Fund Report
<Previous Quick Links Next>

Rpt Nbr: RGLOO3A
LAST REVISION: 07/08/2014
LOADED INTO CATALOGUE: 07/08/2014

DESCRIPTION:
This nVision report provides Appropriations and Expenditures for a Business Unit by
Fund and Program for all Programs within the Fund specified in the report scope.

PURPOSE / USE.:
The report is used to monitor Budget and Actual by Fund and Program at the Business
Unit level.

NAVIGATION PATH:

Main Menu > myCardinal Financials > Financials Report Retrieval > FIN Report
Manager

PARAMETERS:

e Business Unit — This nVision report scope includes Business Unit. The nVision
report layout returns Budget and Actual data by Program and Sub-program for all
Programs related to the Fund specified in the scope for the Business Unit. The
nVision report is retrieved by Business Unit and Fund Code.

FORMAT:

Excel version 2007 or higher, nVision Report
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GL - nVision — COVA Standard Budget to Actual — Program, Fund Report

nVision report as it appears when first opened

nVision report with the Programs nPloded (i.e., rows unhidden)
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GL - nVision — Project Expenditures by Task Report
<Previous Quick Links Next>

RPT NBR: VPAR106C

LAST REVISION: 07/08/2014
LOADED INTO CATALOGUE: 07/08/2014

DESCRIPTION:

This nVision report breaks out the total posted amounts by all tasks under a Project and
Business Unit from Project Budget ledger, Journal Header and Journal line tables for
project life to date and year to date time spans.

PURPOSE / USE:

This report is used to review Project Budget versus Actual expenditures by Account for
a specified Project for both Fiscal YTD and Project to Date (Project Life to Date) time
spans.

NAVIGATION PATH:
Main Menu > myCardinal Financials > Financials Report Retrieval > FIN Report
Manager

PARAMETERS:
e Business Unit — This nVision report scope includes Business Unit. Reports are
generated for all Projects related to the Business Unit. The report is retrieved by
Project Number.

FORMAT:
Excel version 2007 or higher, nVision Report
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GL - nVision — Project Financial Summary Report
<Previous Quick Links Next»>

RPT NBR: VPARO567
LAST REVISION: 07/08/2014
LOADED INTO CATALOGUE: 07/08/2014

DESCRIPTION:

This nVision report is run is all projects related to a specified Business Unit by Summary
Project and provides the Project Budget for both the summary project and the operating
projects. It also provides the expenditure actuals for YTD and Project LTD. In addition,
the Project to Date (Over) Under Project Budget also displays the variance between
Project Budget and Project LTD spending amount and percent of Project Budget
Remaining is displayed at the end, which tells the remaining budget for that Project.

PURPOSE / USE.:
This nVision report is used to research and review project financial information.

NAVIGATION PATH:
Main Menu > myCardinal Financials > Financials Report Retrieval > FIN Report
Manager

PARAMETERS:

e Business Unit - This nVision report layout uses a PROJECT_REPORTING tree
for each Business Unit (BU) which has nodes for CAPITAL and OPERATING
Projects. The nVision scope only includes BU, since it gets the associated
projects for each BU from that BU’'s PROJECT REPORTING tree. The report is
retrieved by Business Unit.

FORMAT:
Excel version 2007 or higher, nVision Report
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You can scroll, implode, and expand the report to view the various details provided.
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Security
Quick Links

Security Queries
V_PT SEC ROLE USERS — Users Assigned to Role Query

PT SEC USER ROLES — Role Names Available to User
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V_PT_SEC ROLE_USERS - Users Assigned to Role Query
<Previous Quick Links Next>

LAST REVISION: 11/30/12

LOADED INTO CATALOGUE: 11/30/12

DESCRIPTION:
This query shows all User IDs that have a specific role.

PURPOSE / USE:
Use this query to:

e Determine whether there are enough users in a particular role at a location
(Department ID) to provide a backup and/or perform the related tasks. For
example, you can check the number of users with the voucher processor
(V_AP_VOUCHER_PROCESSOR) role to see whether you have enough staff
with that role to handle the volume of work.

e Locate the users who can perform certain tasks, particularly when access to
sensitive data may be restricted to very few users. For example enter or select
V_AP_EDI_COORDINATOR to identify user IDs who can enter and/or update
your vendors’ EDI information.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer >V_PT_SEC_ROLE_USERS -
Users assigned to Role

PARAMETERS:
e Role Name
e Locked Out — Enter 0 to view active users
e Department ID

FORMAT:
HTML, CSV, SML, or Excel
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V_PT_SEC_ROLE_USERS - Users assigned to Role

Role Name (% for all): V_AF_EDI_COORDINATOR

Locked Out? {(1=Yes or 0=Ho): 0

Department 1D (% for all): 10000 @

View Results

User ID
1 |PPS_KIMWHITE

Department ID
10000

Location
ABING RSHP No

Download results in : Excel Spreadsheet csv TestFile xuLfile (1 kb)

Account Lock? -Yes or No

Business Unit
50100

First [§] 1-1 of 1 [} Last

Role Name
V_AP_EDI_COORDINATOR
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PT_SEC_USER_ROLES - Role Names Available to User
<Previous Quick Links

LAST REVISION: 11/29/12

LOADED INTO CATALOGUE: 11/29/12

DESCRIPTION:
This query shows all Role Names available to a User ID.

PURPOSE / USE:
e Use this query to identify all security roles held by a specific user.
e When you are adding a user’s security, you can use this query to check the roles
other users have.
e When you are updating a user’s security, you can use this query to help ensure
that you add and/or delete roles appropriately.

NAVIGATION PATH:
Main Menu > Reporting Tools > Query > Query Viewer > PT_SEC_USER_ROLES -
User’s Roles

PARAMETERS:
e UserlID

FORMAT:
HTML, CSV XML or Excel
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PT_SEC_USER_ROLES - User's Roles

User ID: MIRIAN DAUGHTRY a,

View Results

Download results in: sxcel spreadsheet csuTenrie xiLFie (1Kb)

View Al First [§] 1-4 of 4 [j] Last

Role Name
1 \_CARDINAL_REPORTER
2 V_CARDINAL_VIEWER
3 V_GL_AGENCYUSE_1_CF_ADMIN
4

V_PEOPLESOFT_USER
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